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JOB DESCRIPTION

JOB TITLE:                        SHOP ASSISTANT

DEPARTMENT:                   UNION SHOP

ACCOUNTABLE TO:            Shop Supervisor,

Commercial Operations Manager or General Manager

Duties/Tasks

· Keyholder to open building and deactivate alarm.

· Cash handling duties; incorporating, allocating floats and change to tills, following cash reconciliation procedures when closing building after day’s trade.

· Monitor and file documentation correctly from suppliers & deliveries

· Ensure daily operating procedures are followed and completed, i.e. arranging newspapers, stocking shelves, pricing items.

· Serve customers, ensuring excellent customer care practices are being followed at all times.

· Take clothing orders and confirm to supplier.

· Answer telephone enquires. 

· Ensure working areas and customers areas are kept clean and tidy and free of items that may cause a hazard at all times.

· Monitor and control stock and assist union auditing policy with regular stock takes.

· Attend appropriate training as required.

Applicable to all employees

1. To carry out any other reasonable duties requested by the Commercial Operations Manager or General Manager. 
2. Familiarise and understand the Union Mission Statement, Objectives and Departmental Action Plans. 

3. Fully understand and implement the Environmental Policy within your duties and responsibilities.

4. Use the recycling facilities in accordance within your designated area and where appropriate throughout the Student Association.

Health & Safety

1. To take reasonable care and be aware of your legal responsibility for Fire precautions and Health & Safety at work.

2. To co-operate with employer/manager to satisfy all requirements of the Health & Safety at Work Act 1974.

Signature of Employee ____________________Date______
