
                                 RETAIL STORE CLERK JOB DESCRIPTION
Purpose:  To keep displays, coolers and shelves fully stocked and to provide prompt, friendly, courteous customer service in Center Store areas including refrigerated, grocery, non-food grocery, general merchandise, wellness, bulk and beer and wine. This may include placing orders to ensure supply.  
Status:
Reports to Center Store Team Leader 


Pay Level II-III, dependent upon level of responsibility.

Responsibilities:

CUSTOMER SERVICE

1. Assist customers with product questions, in prompt, friendly, courteous manner, referring them to other staff when necessary. Smile!

2. Offer suggestions for purchases and ways to prepare products.

3. Help customers place special orders. Encourage those who wish to buy quantities of the same item to place special orders.

4. Use appropriate language, behavior, appearance and overall conduct with or in the presence of customers, vendors and store personnel according to BCS policies.

5. Maintain an environment of positive communication among store personnel in order to promote stronger work teams.

STOCKING

1. Stock displays fully without overcrowding, giving priority to empty facings.

2. Keep all displays front and faced.

3. Rotate older stock to front, making space for new stock.

4. Pull short-date or low-quality items and follow established procedures for recording and disposing of them.

5. Label items accurately with price tags, shelf tags or signs. Report price discrepancies to Center Store Team Leader.

6. Maintain stocking lists for later shifts. Notify Team Leader of out of stocks. 

RECEIVING

1. Check for damage, unacceptable quality, and unacceptable dating; notify the Center Store Team Leader or appropriate staff of problems.

2. Help with unloading deliveries..

3. Sign for deliveries as needed, with appropriate adjustments noted on invoice and route invoice to appropriate staff.

4. Rotate overstock into storage.

5. Maintain appropriate floor plan, order and cleanliness in storage area, using location signs as needed.

6. Update stocking list as orders come in.

STORE MAINTENANCE

1. Keep shelves, coolers, bins and equipment in clean, orderly condition in all areas, meeting health department and store standards.

2. Remove trash promptly, sweep and mop floor.

3. Keep department equipment in assigned area, in working order.

4. Use equipment safely.  

5. Monitor cooler and freezer temperatures according to department.  Advise Location Manager of equipment problems.

6. Participate in regular inventories.

PURCHASING 

1. Place orders to ensure regular and adequate supply.

2. Obtain credit from vendors, as needed.

3. Code invoices and maintain appropriate records for accounting department.
OTHER DUTIES

1. Perform other tasks assigned by Center Store Team Leader.

2. Attend department meetings.

3. Continue to learn and expand role in the department.

4. Participate in trainings and educational opportunities when available and appropriate.

5. Participate in co-op special events including Truckload Sales, Thanksgiving, and Customer Appreciation Days etc. 

6. Maintain an environment of positive communication among store personnel in order to promote stronger work teams.

QUALIFICATIONS

-
Ability to lift 50 lbs. continuously.

· Ability to handle multiple demands.

-
Experience in and desire to serve the public; ability to project an outgoing, friendly personality.

· Regular, predictable attendance.

· Able to stand for an 8 hour shift.

· Willingness and ability to learn and grow to meet the changing requirements of the job.

- 
Familiarity with natural foods.

-
Required computer literacy including but not limited to: Microsoft Office Suite-including Word and Excel.










