THE COMOX VALLEY TRANSITION SOCIETY

JOB DESCRIPTION
Position:
Thrift Store Associate
Status:
Union
Benchmark:
Retail Worker

Grid:

5
Summary:
The Thrift Store Associate performs a wide variety of duties under the direction of the Thrift Store Manager to ensure an effective and profitable operation of the store.  The associate is responsible for providing prompt, courteous, and knowledgeable service to clients and customers. Duties include receiving donations, processing and displaying merchandise, operating cash register, and completing sales transactions. 
KEY DUTIES AND RESPONSIBILITIES:

A.  General

· Maintains current knowledge of and complies with Comox Valley Transition Society mission, policies, procedures and standards of practice.

· Maintains confidentiality of information gained as a result of employment with the agency.

· Abides by Comox Valley Transition Society's code of ethics.

· Practices feminist philosophy as defined by CVTS.

B.  Store Operations and Donations Processing
· Cross-trains and works in all areas of the Thrift Store as needed.

· Effectively handles cash register and sales transactions and opening/closing procedures.
· Sorts and Prices donations according to established guidelines and practices.

· Ensures stock is rotated regularly and merchandise is organized and displayed to maximize sales.

· Assists in receiving, inspecting, testing, cleaning, and distributing donations. Refuse goods if necessary in a respectful manner.
· Maintains a clean, tidy and organized store.

· Ensures informative and promotional signing is accurate and current.

C.  Customer Service and Staff Relations
· Represents CVTS in a professional and courteous manner at all times.
· Provides quality service to customers.
· Maintains good employee and volunteer relations by working together as a team.
· Develops ongoing communications with the Store Manager on any issues/concerns, store operations and policies.

· Attends and participates in regular staff meetings as assigned.
D.  Health, Safety and Security
· Maintains a safe and secure working area for employees and customers by ensuring aisles and loading dock is clear of clutter and garbage.

· Responsible to help secure the premises.

· Follows all safety guidelines to ensure a safe work environment.

· Takes immediate action to address any safety concern or noncompliance of safety rules.
· Adhere to loss prevention processes and policies.
C.  Additional Responsibilities

· Assist customers with purchases to their vehicles

· Help load and unload vehicles when necessary

· Picking up donations and garbage left outside store premises.
QUALIFICATIONS:

G.  Job Skills and Abilities
· Good communication and interpersonal skills.
· Strong customer service skills.
· Be multi task oriented and organized
· Physically fit with the ability to properly lift heavy items up to 75 pounds with assistance.
· Cash register experience and ability to work with numbers.
· Ability to stand for long periods of time.
· High school diploma
· One year experience in a retail or customer service environment.
· Or an equivalent combination of education, training or experience.

· Ability to work independently and take initiative.
H.  Other Requirements:

· Relevant Criminal Record clearance.
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