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PERSON SPECIFICATION

	Post:
	Retail Assistant

	Job Family/
Grade/Level:
	  CFUS 1 – Grade 1


GLASGOW LIFE IS A COMPETENCY FRAMEWORK EMPLOYER

	Summary of Role


	1. Provide an excellent standard of customer service, dealing with sales transactions, cash and card transaction handling, customer enquiries, stock replenishment, weekly banking processes and provide support to a dedicated Retail team.

2. Contribute to the achievement of the sales budget by taking a proactive approach towards selling. Working directly within a team environment to succeed and excel sales targets.
3. Providing excellent customer service to maximise sales on the sales floor and at the cash desk.

4. Actively working with displays – ensuring our high standards are always maintained.

5. Processing our customer transactions at the cash desk. Cash and Card transactions.
6. Receiving and processing our deliveries.

7. Helping to prepare our season sales, floorplan changes and moving of stock. 

8. Following our store plans and display plans, policies, and guidelines to assist in loss prevention and safety in the store.

9. Working well in the team and actively supporting your colleagues 
10. Deliver excellent standards of merchandising and housekeeping in all areas of the shop.

11. To carry out projects and assignments as required by Shop Manager and designates.

12. Any other duties appropriate to the post and in line with the needs of the Service.



	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	 
	Retail NVQ/SVQ
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Certificates

     

	Skills, Knowledge & Competencies
	Experience working in a retail environment, including handling cash and card payments. 

Basic IT skills including experience of using an EPOS, electronic till system or POS systems

Proven ability to deliver excellent customer service 

Excellent numeracy skills (cash handling and stock counting)

Evidence of achieving results within a high street retail shop or a museum retail shop environment.

Strong communication skills and an ability to work effectively as part of a team.

An interest in visual merchandising with a flair in creating shop stock displays.

Attention to detail in stock handling, cash procedures and presentation standards.

Awareness of basic health and safety responsibilities in a retail or visitor facing setting.
	Experience of supporting floor plan changes, promotional set ups or visual display updates

Experience dealing with customer complaints or challenging situations in a professional manner 
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Interview


     

	Other
	Friendly, approachable, and confident engaging with a wide range of colleagues and customers including overseas customers.

Respectful and inclusive approach to customers from diverse backgrounds

Able to use initiative and problem-solving skills in a customer service situation.

Takes pride in representing the organisation with a professional and positive attitude.

The ability to identify sales opportunities and contribute to achieving sales targets. Open to feedback and able to communicate clearly with your team and managers.

Capable of managing multiple tasks and staying calm under pressure. Motivated and proactive in completing tasks efficiently.

A willingness to learn and develop within the role

Flexible approach to working hours, including weekends (Saturday/ Sunday)


	An interest in museums, heritage or cultural environment 
	 FORMCHECKBOX 
 Interview
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