[image: image1.jpg]McMaster

University B=s
$24




Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00391

	Pay Grade:
	4

	Title:
	Sales Associate

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Sales Associate provides customer service and performs a variety of retail tasks that support and contribute to the overall success and functionality of the department and its auxiliary locations.

	Purpose and Key Functions:
	· Greet and actively engage customers on the sales floor to determine needs, locate products, and make product suggestions.

· Enter special orders into the system, match goods and contact customers when their orders have arrived.

· Perform customer service tasks including, but not limited to, product returns, defective product exchanges, rain checks, book clubs, and buybacks.

· Update, maintain, and verify information in the inventory management system.

· Perform data entry tasks including, but not limited to, those in the mail order and online ordering systems.

· Perform inventory control duties including, but not limited to, securing merchandise, inspecting merchandise, verifying receiving logs, and referring issues to the appropriate buyer for resolution.

· Perform a variety of retail activities including, but not limited to. Pricing and merchandising of products, creation of window displays, and effective use and storage of display fixtures. 

· Shelve inventory, rotate stock, remove dated product, double check shelf-talkers, and perform regular sales floor maintenance including, but not limited to, dusting, organizing, filling from stock room, and informing buyers of low stock.

· Assist customers in the placement of orders for personalized products following established departmental procedures and utilizing standard forms and templates.

· Prepare return forms for books, magazines, and newspapers.

Perform cashiering duties as assigned.

	Supervision:
	

	Requirements:
	· 1 year Community College diploma in a relevant field of study.

· Requires 2 years of relevant experience.

	Assets:
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	Additional Information:
	     


