USS MISSOURI MEMORIAL ASSOCIATION

POSITION DESCRIPTION

Position Title:
Sales Associate/Retail
Reports to:

Retail Store Supervisor
Department:

Marketing/Retail
Primary responsibilities:  Position is responsible for increasing revenue to the Battleship Missouri Memorial Ship’s Store through the sales of memorabilia by utilizing sales and customer service skills.

Primary duties:

1. While stationed on the showroom floor, apply customer service skills to greet customers, inform customers of current specials and or promotions (which includes in-store coupon) to increase ship’s store revenues, answer questions, give recommendations and close sale.


2. Adheres to duty rotation schedule and performs all duties of appropriate station
3. Complete accurate sales transactions utilizing one or all of the following:  POS system, calculator, hyper com terminal (credit card machine) including proper processing of all exchanges, refunds, and discounts.


4. Accurately tag, maintain and replenish inventory on showroom floor

5. Accurately count and provide inventory requests to Inventory Clerk in a timely manner 
6. Accurately count and log all coupon redemption as well as any other current promotions. 
7. Notify Supervisor and/or Manager of any POS inventory discrepancies 
8. (pop up insufficient quantity screen)
9. Maintain a neat, orderly, and visually appealing showroom, windows, showcase, displays, and cash wrap area (basic cleaning/dusting if necessary) including trash and box disposal.


10. Maintain stock levels of needed supplies (bags, tissue paper, card board to wrap mugs, tape, educational tags, register and calculator receipt rolls)






11. Assist customers with dog tag requests and process actual dog tag utilizing the dog tag printing machine
12. Assist customers by accurately and completely processing drop ship item purchases and over the counter orders 
13. Assist customers with flying flags, processing orders and accurately fill out certificate request form completely
14. Process customers’ requests for postcard postage utilizing Pitney Bowes postage machine and log all postage on log sheet
15. Have product knowledge of merchandise displayed, assist with the selection of memorabilia and assist customers with questions in a professional manner

16. Add, balance, and reconcile cash drawers. Ensure all sales have been accurately recorded and proper reconciliation of revenue has occurred at end of shift.  Provide explanation for any discrepancies.
17. Turn in daily revenue monies and paperwork in an orderly and prompt manner

18. Maintain ink level for passport stamping stations and report to manager/supervisor on all missing /warn out stamps and stamp pads when scheduled to work in the On Board ship’s Store.
19. Responsible for daily operation of DVD movie in mess decks when scheduled to work in On Board Ship’s Store
20. Partner with employee from another department to collect donations . Accurately count and log donations properly
21. Assist with the preparation of and with actual year end inventory

22. Promote and process the sale of memberships and Hero’s Passes
23. Maintain a neat and orderly back stock area (back office, under carts and center table)
24. Maintain the stock level of water in the ice box.
25. Process all incoming USPS mail and deliver to appropriate persons

26. Read all retail memos and communications in communication log then initial to indicate understanding. Seek clarification if necessary
27. Utilize walkie talkie radio to maintain contact with Operations staff

28. Support of other retail areas as needed which may include assisting inventory control clerks which may include assisting with the “pulling” of merchandise for inventory transfers, counting and recording of all incoming shipments, tagging of merchandise, folding and hanging of apparel items, assist with creation of “pull sheet”, stocking of all transferred merchandise, general cleaning and organization of warehouse, assist with any preparations for annual year end inventory.

29. Support of other Departments as directed by Management 






Working Conditions: 
Schedule:  Up to 40 hrs. Per week, some weekends, evenings (special events) and holidays.
Education, Experience and Skill requirements:  Minimum:  One year certificate from college or technical school; or three to six months related experience and/or training; or equivalent combination of education and experience.

Preferred:  Associate's degree (A.A.) or equivalent from two-year college or technical school; or six months to one year related experience and/or training; or equivalent combination of education and experience.

Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

Personable, approachable and utilizes basic people skills.  Clear, effective, speaking and listening skills to communicate with customers regarding questions and information requests.

Physical requirements:  
· Occasional hot and humid working conditions 

· Working and operating equipment typical of an office and retail environment

· Lift and move boxes within the store premises and storage area and also between the storage area and store premises

· Restock inventory on various levels of shelving, requires reaching and bending

· Calculate sales and return change to customers using a cash register, involves reaching over an elevated counter

· Package and bag items for customers, involves reaching over an elevated counter

· Assisting customers with merchandise selection, movement and stocking of inventory involves significant periods of standing

· Any packages/boxes that are excessively heavy may require assistance of another person

· Exchange of money requires visual capability to discern various denominations

· Monitor customers and sales floor from a distance

· Re-stocking and sorting of merchandise requires differentiation of color

· Must be able to judge distance and height when using equipment to move boxes 

Position spends over two-thirds of work time:

· Standing, using hands to finger, handle or feel, reach with hands, arms and talking or hearing.

· Calculate sales and return change to customers using a cash register, involves reaching over an elevated counter

Position spends under one third of work time:

· Walking, sitting, climbing, balancing, stooping, kneeling, crouching, crawling, tasting or smelling.

· Position also requires under one third of the time:

· Lifting or force to be exerted anywhere from 10 pounds up to 100 pounds.

Vision requirements for this position are:

· Close vision (clear vision at 20 inches or less)

· Distance vision (clear vision at 20 feet or more) 

· Color vision (ability to identify and distinguish colors) 

· Peripheral vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point)

· Depth perception (three-dimensional vision, ability to judge distances and spatial relationships)

· Processing of monetary transactions and exchange of money requires visual accuracy to differentiate monetary denominations Peripheral vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point)

· Depth perception (three-dimensional vision, ability to judge distances and spatial relationships)

