J O B    D E S C R I P T I O N
JOB TITLE:


Sales Assistant
RESPONSIBLE TO:
Shop Manager
STATUS OF POST:           Part-time permanent (subject to funding) 




21 hours per week





Monday, Tuesday and Thursday 9.30am -5pm





£8 per hour

SUMMARY OF MAIN RESPONSIBILITIES:
To contribute to the success of the organization in achieving its mission, vision, values, and its strategic and operational objectives.
To assist member groups by providing a friendly, welcoming and helpful service promoting the benefits of play and creativity for the personal development of children and young people.
To develop the Art & Play Shop for the benefit of Play Resource’s member groups.
To carry out all duties in accordance with the policies of the Play Resource Warehouse.

Will comply with Play Resource’s equal opportunities and harassment policies and procedures
SPECIFIC DUTIES:

To welcome visitors to PRW ensuring that all groups produce a valid membership card on arrival and sign the register when leaving.

To assist members in the best use, selection and purchase of art/play and waste materials.

Serving members by entering the sale of goods through computer, and preparing/issuing credit invoices/processing invoice payments/credit control.

To contribute to product and ideas research to assist with the growth and development of the Art & Play Shop.

To ensure all stock on display is correctly priced and bar-coded, keeping shelves adequately stocked and informing the appropriate member of staff when stocks are low.

To be responsible for using Sage to track product activity, locations and processing of purchase orders etc.

Packing bulk items into retail size packages, pricing items accordingly.
To contribute to marketing and merchandising of the Art & Play Shop, producing ideas information and creating product displays.
Processing purchase order deliveries into PRC, ensuring the appropriate paperwork is attached.
Accept hire equipment bookings, processing paperwork and ensuring users are given adequate instruction in the use of equipment.  Checking equipment on return, reporting any damage to the appropriate staff member.

General telephone enquiries and general administrative duties.

Prepare membership packs and give out membership packs in shop or by post. Issue membership cards when appropriate.

Upkeep of shop and play area, ensuring these areas are kept clean and tidy.

Assisting with off-loading of shop orders when necessary and storing in the appropriate area.

To assist on training room hospitality when required.
To attend staff meetings, supervision and staff appraisals, other team meetings and generally contribute in other reasonable ways to further the development of the organization’s strategic development.

Any other duties as may be reasonably requested by the Director or Line Manager.
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