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1. Purpose of the position

To oversee the liquor store operations providing except customer service and provide accurate point of sale transactions, uphold liquor policies, and develop sound relationships with supplier to maintain accurate inventory. The Liquor Store Manager additionally needs to ensure licensing requirements are always maintained and uphold the Klose’s brand.

2. Responsibilities
Customer Service
· Greet all customers in a friendly and courteous manner. 
· Ensure timely and accurate processing of customer orders. 
· Escalate any customer complaint or issue that cannot be resolved instantly.
· Respond to and report to the Group liquor manager any customer complaints or issues.
· Perform sales transactions in accordance with line with company policy.
· Pack customer orders.
· Identify customer requirements by establishing rapport with customers and other our supply partners.
Inventory
· Unpack loads efficiently and effectively.
· Ensure stock availability remains high across the store whilst maintaining inventory level in line with sales.
· Conduct stocktakes and inventory checks.
· Assist the Group Liquor Manager with arranging and implementing instore tastings.
· Conduct ordering whilst optimising relevant product discounts and offers/deals.
· Manage all controllable costs to keep operations profitable.
· Update colleagues on business performance, new initiatives, and other pertinent issues.

Merchandise
· Manage the creation of compelling displays to sell products.
· Maintain accurate shelf tickets.
· Champion product knowledge 
· Identify product range gaps and work with Group Liquor Manager to ensure the right product range in store for customers.
· Drive sales through merchandising standards throughout the store.
· Manage, prepare, and oversee promotional planning activities to ensure optimum return.
· Execute special promotions, displays and events.

Team
· Complete store operational requirements by rostering to task and deploying the team; actively following up on work results.
· Maintain store team levels by actively ensuring the recruitment of suitable team members.
· Maintain store team results by coaching, counselling and where required performance manage, team planning, monitoring, and appraising job results.
· Maintain operations of the store by coaching the team on our policies and procedures and overseeing that these are maintained.
· Contribute to team effort by leading by example as needed.
· Provide training to improve the knowledge base of the team using buddy systems and ongoing coaching guidance.
· Deal with team member issues such as interviewing potential team members, conducting appraisals and performance reviews, as well as providing or organising training and development.
	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.
· 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.
· Keep the store clean and tidy.
· Ensure the health and safety of our customers and team by providing a safe and clean store environment.
· Maintain the stability and reputation of the store by complying with safety rules and regulations and ensuring we are operating in a legal and ethical way.
· Ensure standards for quality, customer service and health and safety are met.
3. Skills and proficiencies
· Roster preparation.
· 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).
· Developed written and oral communication skills, and
· Good maths skills. 
· To provide exceptional customer service and accurate processing of customer orders. 
· Merchandising. 
· Inventory and ordering.
· Training and supporting team members. 
· Ability to conduct in a timely manner any other reasonable requests from direct reports.
· Hold your responsible persons badge and responsible service of alcohol certificate.

4. Reporting relationships

The position reports to the Group Liquor Manager and works in conjunction with Liquor Sales Assistants and 2IC Liquor Sales Assistants.	
		
5. Klose’s Way

Working within the Klose’s Way and ensuring it is at the forefront of what we do.

The “Klose’s Way” means we work together as a team, have high integrity, think innovatively, effectively lead our teams, and focus on our customers. 
The three pillars of the Klose’s Way.
· Customer - exceptional customer service, fresh products, quality, and great values 
· People – the right people in our teams, the right roles, customer engagement, employing locals, training, and support.
· Community – supporting our communities local clubs and charities, use local suppliers and service provides where we can.

All Klose’s team members work within the Klose’s Way and our Behaviours and Capabilities framework. By joining the Klose’s team, you are agreeing to work in line with the Klose’s way to ensure we maintain our culture and standards.

6. Team member declaration 

The team member has read and understands the expectation and purpose of the position.

In conjunction with the positions description, contract and company policies will ensure to work within the company expectations/requirements.

Team Member Name:		 ___________________________

Team Member Signature: 		___________________________

Date:					___________________________
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