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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00531

	Pay Grade:
	6

	Title:
	Scheduler and Head Cashier

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Scheduler and Head Cashier is responsible for coordinating the recruitment, training, and scheduling of casual staff while ensuring sufficient staffing on the sales floor at all times.

	Purpose and Key Functions:
	· Liaise with managers to determine upcoming vacancies for casual hires, ensuring job descriptions for all positions are current.

· Post for vacant casual employee positions on the internal job posting site and coordinate the application process.

· Collect and distribute applications to appropriate members of management.

· Arrange and organize interviews with selected candidates.

· Participate in the candidate interview process and provide feedback on the qualifications of potential incumbents.

· Provide information and act as the primary point of contact for candidates during the hiring process.

· Submit required documentation for new hires to the appropriate department for entry into the payroll system and to access department systems.

· Develop and administer exit surveys for casual staff and compile and report results accordingly.

· Activate, distribute, and track department access cards.

· Schedule training sessions, and provide training to staff. 

· Maintain and update departmental policy and procedure manuals.

· Research, recommend, and apply to casual labour funding programs, ensuring that all documentation is completed in accordance with established funding criteria.  

· Review, update, and maintain the schedule.

· Approve scheduling changes, including shift changes between employees, ensuring scheduling software is updated accordingly.

· Work with buyers to build task lists for staff working on cash.

· Act as a primary point of contact for operational issues related to cash functions.

· Perform cash transfers to ancillary locations as required.

· Ensure all registers are functional and tested regularly.

· Ensure security gates are tested on a weekly basis and liaise with the security company when repairs are needed.

· Process online and departmental orders in coordination with the appropriate order fulfillment staff.

· Process accounts receivable invoices in accordance with established procedures.

· Complete various calculations pertaining to taxes, rebates, quotes, and discounts.

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

· Update and maintain information in the inventory management system.

· Shelve inventory, rotate stock, remove dated product, double check shelf-talkers, and perform regular sales floor maintenance.

· Prepare merchandise for inventory and perform inventory tasks.

· Ensure the proper opening and closing of the store as per the established departmental policies.

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

Requires 2 years of relevant experience.

	Assets:
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	Additional Information:
	     


