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Job Description

	Job Title: RETAIL & CUSTOMER SERVICE SUPERVISOR
	Job Code:4

	Department: CUSTOMER SERVICE
	Job Grade: Level 2

	Revision Date: August 1st  2008
	



Position Overview 
The Retail & Customer Service Supervisor will be responsible for primarily, managing the retail store which includes serving customers, re-stocking, opening & closing the store, cashing out at end of day, scheduling & training part time retail staff, and generally keeping the retail area neat & clean (windows, doors, floors, counters, cheese knives washed at end of day etc), plus wiping down/moping public washroom, floors of retail area each day. In addition, the RCS Supervisor will need to assist with tour groups, tasting events, and other duties as assigned including assisting with packing and preparing boxes for wholesale order shipments and wrapping cheese. 

This is a full time/part time position which is anticipated to start August 27th, 2008.  

The Retail Supervisor’s hours are WEDNESDAY – SUNDAY from 9:30-5:30pm (Fridays from 9:30-6pm, Sundays from 11-5:30pm)

Key Competencies
· Cheese Lover!
· Ability to work well in a team environment (We all do a little bit of everything from time to time!)
· Customer service, sales and people oriented
· Strong communication skills (oral and written)
· Basic Math Skills
· Computer Skills (MS Word, Excel, and ideally Quick Books)
· Exceptional organizational skills
· Reliable and on time
· Constructive problem solving abilities
· Integrity and strong work ethic

Requirements
· Post Secondary degree (college or university)
· Prior experience in office management, customer service or retail an asset. 

Other Skills/Abilities
· Sales and marketing skills
nc
Employment Terms
	
	

	HOURLY PAY
	Starting wage is $15-18/hour depending on experience to be paid on 15th and 30th of each month. 

	EXPERIENCE BASE
	Customer Service, Retail and supervisory preferred but not necessary. 


	OTHER DETAILS



	Pay stated in Gross term
Benefits: UI, CPP, WC



NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the organization.lud
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