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	Job Position
	Job Tasks

	· State the position that the job task represents.
	· Create a bulleted list of job responsibilities that correspond to the specific job position.  

	Store Manager
Required Qualifications and Experience

· The store manager must have an excellent understanding and knowledge of gourmet foods. In addition, must have prior retail experience in a management role.
	· Manages retail store engaged in selling gourmet foods by performing the following duties personally or though subordinate supervisors.

Essential Duties

· Supervises the following employees.

· Assistant store manager (2)

· Department manager – produce & foodstuffs

· Department manager – spirits, cheeses & wines

· Department manager – meats & seafood

· Department manager – bakery & pastries

· Cashiers, baggers, stockers & clerks

· Manages store within established budgets and operating guidelines.

· Plans and prepares work schedules and assigns employees to specific duties.

· Formulates pricing policies on merchandise in conjunction with corporate guidance.

· Coordinates sales promotion activities and prepares, or directs workers

· preparing, merchandise displays and advertising copy.

· Supervises employees engaged in sales work, taking care of inventories,

· reconciling cash with sales receipts, keeping operating records, or

      preparing daily record of transactions 
      for Finance department. Fills in for

      employees when required.

· Prepares requisitions to replenish merchandise on hand.

· Ensure compliance of employees with established security, sales, and

· Record keeping procedures and practices.

· Answers customer complaints or inquiries.

· Locks and secures store.



	Cashier

Required Qualifications and Experience

Cashiers must have excellent interpersonal and math skills
	· Operates cash register to itemize and total customer’s purchases in grocery

      store.

· Essential Duties

· Reviews price sheets to note price changes and sale items.

· Records prices and departments, subtotals taxable items, and totals

      purchases on cash register.

· Uses electronic scanner to record price.

· Collects cash, check, or charge payment from customer and makes

     change for cash transactions.
· Redeems food stamps and promotional coupons.

· Counts money in cash drawer at beginning and end of work shift.

· Records daily transaction amounts from

      cash register to balance cash drawer.

· Weighs items.

· Cashes checks.



	Stock Person

Required Qualifications and Experience

Stocker must be able to read invoices and packing slips.
	Stocker

· Stores, prices and restocks merchandise displays in store.

· Essential Duties

· Stamps, attaches, or changes price tags on merchandise, referring to

· price list.

· Stocks storage areas and displays with new or transferred merchandise.

· Sets up advertising signs ad displays merchandise on shelves, counters,

· or tables to attract customers and promote sales.

· Cleans display cases, shelves, and aisles.



	Specialty Department Worker
Required Qualifications and Experience

The computer support specialist must have a bachelor’s degree in computer

science or information systems is a prerequisite, or a computer-related associate

degree with equivalent work experience.
	Computer Support Specialist

Installs, modifies, and makes minor repairs to personal computer hardware and software systems, and provides technical assistance and training to system users.

Essential Duties

· Installs or assists service personnel in installation of hardware and

· peripheral components such as cash registers, monitors, keyboards,

· printers, and disk drives on user's premises.

· Loads specified software packages such as operating systems, word

· processing, or spreadsheet programs into computer.

· Enters commands and observes system functions to verify correct system operation.

· Responds to client inquiries concerning systems operation and diagnoses system hardware, software, and operator problems.

· Instructs users in use of equipment, software, and manuals.

· Recommends or performs minor remedial actions to correct problems.

· Provides updates, status, and completion information to manager,

· problem request tracking system, and/or users, via voice mail, e-mail, or

      in-person communication.

· Replaces defective or inadequate software packages.

· Refers major hardware or network problems to service personnel for correction.



	Department Manager
Required Qualifications and Experience

Each department manager must have specific training in the department he/she is managing.
	· Directs and coordinates activities involved with production, sale, and distribution of department products.

Essential Duties

· Supervises full-time and part-time employees.

· Determines variety and quantity of products to be produced or stocked,

      based on orders, sales projections, and      

     organization standards.

· Develops and manages budget for department operations.

· Negotiates with suppliers to arrange purchase and delivery of supplies.

· Implements policies to utilize human resources, machines, and materials

· productively.

· Plans department layout or merchandise or advertising display.



	Bagger

Required Qualifications and Experience

Baggers must have excellent interpersonal skills.
	Bagger
· Places customer orders in bags.

· Performs carryout duties for customers.

Essential Duties

· Bag customer items in paper or plastic bags, depending on customer

      requirements.

· Assist customers in carrying out bagged items from the store.




References

http://jobdescriptions.unm.edu/jdeweb.cfm?action=viewSpecific&POSN_CLASS_CODE=B0002&STATUS=16
http://www.snagajob.com/job-seeker/jobs/job details.aspx?postingId =1199866&ref
=vsesimplyhired

