Position Description

	Position Name
	Sales  Assistant

	Employee Name
	

	Start Date
	


	1. Purpose of the Role

	To serve customers in a friendly and communicative manner, whilst ensuring to accurately input their purchases, balance the cash, handle and pack merchandise with care to ensure maximum customer satisfaction. 



	2. The Dimensions

	A Sales Assistant is required to work according to the store roster, and will work rostered shifts between 10am to 9pm every day, except Christmas Day. 



	3. The Environment

	A Sales Assistant will work primarily in the Celebrations store vicinity where they can assist customers and process their purchase s. 
The role is very physical in nature and involves standing for long periods of time and regular bending, twisting, pulling and pushing movements.



	4. Reporting Relationships

	The position reports to the Liquor Store Manager.


	5. Major Accountabilities

	To provide exceptional customer service and accurate processing of customer orders. 
Hold your responsible persons badge and Responsible Service of Alcohol Certificate



	6. Major Job Functions

	The major functions of the job are to:

Safety

· Adopt work practices that support Occupational Health and Safety and Environmental programs, and take reasonable care for themself and other people’s health and safety in the workplace.
Customer Service

· Greet all customers in a friendly and courteous manner. 
· Ensure timely and accurate processing of customer orders. 

· Call for a manager if there is any customer complaint or issue that can not be resolved instantly.
· Report to the manager on duty of any customer complaints or issues.
· Perform sales transactions in accordance in line with company policy.
· Be aware of people entering and leaving the store, so to identify theft and shoplifting.
· Undertake customer bag checks as required and in accordance with our policy.
· Pack customer orders.
· Keep the Store clean and tidy.
· Replenish stock 
Perform other duties as required by the Liquor Store Manager.



	7. Challenges and Problem Solving

	Major challenges currently facing the position include:
· Providing excellent customer service, whilst also accurately inputting purchases and balancing the cash. 


	8. Contacts and Critical Relationships

	A Sales Assistant will be in contact with many customers on a daily basis; it is important that positive relationships are maintained and that a customer service culture is instilled into the store. 



	9. Skills and Attributes

	The incumbent will demonstrate:

· Demonstrated capacity to consistently deliver a high level of customer service and develop and maintain on-going customer relationships. 

· General computer skills and knowledge of Microsoft applications (work, excel, outlook, etc);

· Developed written and oral communication skills, and
· Good maths skills. 



	10. Health and Wellbeing                                                                                                                                                                                                                              

	As the role is very physical in nature and involves standing for long periods of time, the use of ladders, regular bending, twisting, lifting, pulling and pushing movements:

1. Do you have a pre-existing injury or medical condition/disability that would affect your ability to do this work?

YES / NO_________________________________________________________________

              (If you answered NO go to question 5)

2. If so, can you provide details of the injury/disability or medical condition, and any current restrictions it may have on your ability to do the work?

__________________________________________________________________ 

3. Are there any ways that we might be able to reasonable accommodate your restrictions that would enable you to perform this work satisfactorily?

_____________________________________________________________________

4. Considering the nature of the work as described above, is there anything associated with the role that could exacerbate your medical condition/injury/disability?

____________________________________________________________________ 

5. Have you lodged any workers compensation claims or receive workers compensation in relation to injuries or illnesses that could be exacerbated by the work as described to you?

YES /NO _____________________________________________________________

Please note that if you fail to disclose an existing medical condition, disability or injury that can impact on your ability to perform the inherent requirements of the position which is the subject of this application, then any future aggravation of your condition arising out of your employment may be disqualified from compensation under applicable workers’ compensation legislation. Failure to disclose an existing medical condition, disability or injury of this nature may also result in the termination of your position. 



Sales Assistant Signed: _________________________                                 Date: __/__/____

Manager Signed: _________________________                                         Date: __/__/____
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