Christian Resources Bookshop

Job Description
Sales Assistant

Responsible to the Senior Assistant, the Manager and the Director of St Martins House

Responsible for all aspects of shop operations under guidance from the Manager.

Function:  To aid the manager in the practical running of the shop, and to ensure the smooth running of shop operations and administration.

Duties and Responsibilities

Customer Service

· To serve customers in the shop

· To answer the telephone and deal with enquiries politely and efficiently

· To help with enquiries and to take customer orders

· To operate and maintain bookshop procedures with regard to cash handling and till operations.

Sales and Stock

· To gain knowledge of the stock kept by the shop and to use such knowledge for the benefit of the customers and the business as a whole

· To trace items requested by customers through the effective use of publisher websites and other internet sources.

· To assist in the replenishment of stock on the shop floor

· To conduct stock checks under guidance from the Manager and assist in shop stock taking as required.

· To notify the Manager of problems with stock levels or quality

· To update prices and other relevant information on the stock control system

· To clean stock, fixtures and displays,maintaining a high standard of housekeeping.

· To assist in the creation and maintenance of shop and stock displays

· To ensure that stock control and sales monitoring systems are operated efficiently

· To ensure that stock deliveries and returns procedures are operated efficiently

· To deputise for the Manager as required in the placing of orders for stock and new titles including subscriptions from company representatives

· To take responsibility for institutional, credit account, book agent and similar transactions under guidance from the Manager


Security

· To maintain vigilance against the theft of stock, cash or other items

· To inform the Manager of any potential security risks

· To keep all personal valuables safe and secure including money

· To ensure the security of cash registers and cashing up procedures

· To monitor shop security in terms of doors, and the overall premises of St Martins House.

Health and Safety

· To assist in maintaining a high standard of  awareness on all issues relating to the health and safety of customers and staff

· To observe all fire and safety regulations

· To advise the Manager of any risks to staff or to customers identified in the routine operations of the shop


Cash & Administration

· To assist in :-

· Cashing up and banking procedures

· The completion of sales and other reports

· The control of petty cash

· To deputise for the  Manager in the banking of takings when required

General

· To contribute to the overall operation of the bookshop as a member of the  team, and to help to foster a positive team spirit

· To be prepared to work with customers and staff of all types of churchmanship

· To foster close and amicable relations with churches and church leaders of all denominations and traditions

· To ensure good time keeping

· To maintain a high standard of appearance and personal hygiene whilst at work

· To assist the Manager to implement all viable opportunities or management initiatives for business development and outreach

· To assist the manager in training of new staff and other covering staff.

· To ensure all aspects of shop operation and staffing are carried out to high standards. 

· To keep the Manager informed of any problems with staff, equipment, systems or other 

· To assist the Manager in any way possible to aid the efficient and profitable running of the shop

· To behave at all time in a manner consistent with that expected of an employee of St Martins House

· To undertake all other duties related to the shop and its management as may be deemed appropriate by the Manager

