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Position Description – Cash Office/Scanning Assistant
	1. Purpose of the Role

	To maintain all scanning related duties and ensure all shelf labels and equipment is working/displaying  correctly
To have accurate and precise cash handling skills to ensure cash draws are correct for supermarket assistants 
Assist checkout operators with higher level functions such as refunds/voids etc.
Assist checkout operators with change and cash requirements.


	2. The Dimensions

	A Cash Office/Scanning Assistant is required to work according to the store roster, and may work rostered shifts between 7am- 9.15pm every day, except Christmas Day.  



	3. The Environment

	A Cash Office/Scanning Assistant will work primarily in the cash office, shop floor and check out vicinity.



	4. Reporting Relationships

	The position reports to the Store Manager, and is required to also take direction from Assistant Managers and Administration Manager as required. 



	5. Major Accountabilities

	To provide accurate counting and management of cash and cash draws

To provide accurate and up to date ticketing 




	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. 
· Assist with customer complaints or issues that can not be resolved by checkout operator
· Report to the manager on duty of any customer complaints or issues.
· Perform refund transactions in line with company policy.
Cash Office/Scanning
· Manager  of all cash draws for supermarket assistants
· Accurate cash handling skills
· Ticketing  - Ensure shelf tickets and labels are printed and displayed accurately
· Support to all store staff
· External/internal phone calls
· Monitor CCTV footage
Perform other duties as required by the manager on duty. 



	7. Challenges and Problem Solving

	Major challenges currently facing the position include:
· Providing excellent customer service
· Providing accurate and timely management of cash registers for supermarket assistants 

· Scanning/ticketing requirements


	8. Contacts and Critical Relationships

	You will be in contact with many customers, suppliers and team members on a daily basis; it is important that positive relationships are maintained.


	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. 
· Knowledge of POS and back office supermarket software.
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