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Job Description






	Job Title:
	Casual Customer Service Assistant

	Department:
	Capstan Gift Shop

	Reports to:
	Store Manager

	Job Purpose:

	To assist and support Store Manager with the day-to-day running of the Capstan Gift Shop, sell products to customers and interact with them to ensure that they have a positive and excellent in-store and shopping experience.

	Main Accountabilities:

	· Provide an excellent customer service.
· Ensure a good fit for the customer and the product.
· Inform customers of shop promotions to encourage purchases.
· Address and resolve customers complaints in a professional manner.
· Process customer purchases (cash, credit cards and/or POS (point of sale) system.
· Receive, process and organise deliveries.
· Assist with inventory counts.
· Ensure products are organised and displayed in the store or on the shelves.
· Restock items that are running low on the shelves and displays.
· Perform daily cash reconciliation.
· Perform regular price audits.
· Perform end-of-day cleaning duties.
· Maintaining an in-depth knowledge of store items to provide advice and recommendations as needed.
· Provide shift cover as and when required.
The job description is not an exclusive or exhaustive definition of your duties.  You shall undertake such additional or other duties as may reasonably be required by FIC commensurate with your role and salary.

	Qualifications and Skills:

	Essential
· At least 2 years previous experience in a similar role 
· Excellent customer service skills 
· Good oral and written communication skills in English
· Able to use one`s initiative 
· Strong interpersonal skills
· Computer literate and comfortable using POS systems
· Team player
· Ability to lift heavy items
· Flexibility and willingness to work some evenings, weekend and public holidays, cruise ship days 
· Flexible in work activities, hours of work, location and/or section within Retail department

Desirable
· Driving license



	Declaration  

	
I have read this job description (or had it read to me) and I fully understand all my responsibilities.


	Name:

	Date:

	Signature:
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