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Generic job description and selection criteria 
	Job title
	Shop Assistant 

	Department
	

	Grade and salary
	Grade 2


Job description

Overview of the role
To work as part of a team serving customers in a shop
Responsibilities/duties 
· Provide high standards of customer service with a friendly and professional approach
· Maintain the general standard of cleanliness and presentation including moving and checking stock, maintaining displays and ensuring that labels are accurate and tidy
· Follow operating procedures covering shop security and cash handling regulations
· Opening and closing the shop and tills, ensuring all cash is secured according to procedures
· Follow till procedures, including pricing and coding new stock and the end-of-day cash reconciliation
· Alert the Retail Manager to issues relating to stock sales, public requests and other information concerning the efficient running of the shop
· Generate weekly sales reports from the EPOS  reporting system 
· Processing general administrative tasks in a retail environment
· Assist with an annual stock-take
Selection criteria 
Essential
· Previous experience of working in a retail environment 

· Ability to handle cash and operate a till accurately
· Evidence of good organisation skills and time management

· Ability to provide a high standard of customer service 
Desirable
· Previous experience with computers and a computerised stock system
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