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Job title		           	Retail Assistant                        	                                                          
Service area			Commercial and Business Growth                                                
Job family 			CFUS                     
Level 				 1                    
Grade				 1                     
Reporting to			Shop Manager           
            
How we recruit

Glasgow Life uses a competency-based recruitment approach. This means we assess candidates based on the skills, knowledge, and behaviours needed for the role, as outlined in the person specification and role profile.

The person specification outlines the essential and desirable criteria for the role. It is used to shortlist candidates for interview.

The role profile sets out the key competencies for success in the role and is used to develop the interview questions and other assessment methods.

Assessment methods may include:
· Application form
· Interview
· Certificates or evidence of qualifications
· Practical assessment (where applicable)

More information is available on our candidate guidance page: Join our team-candidate guide
Summary of role 

Role purpose 

The Retail Assistant plays a key customer-facing role within Glasgow Museums, creating a welcoming, positive and professional experience for every visitor. As one of the first and last points of contact, the postholder will place visitors and customers at the heart of everything they do. Responsibilities include delivering consistently high standards of customer service, responding confidently to enquiries, proactively identifying opportunities to maximise sales, maintaining an engaging and well-presented retail environment, and accurately processing cash and card transactions at the cash desk. The role offers the opportunity to contribute to the success of the retail service while supporting Glasgow Museums’ wider visitor experience.
Main responsibilities: 

· Deliver excellent customer service, process sales, handle cash and card payments, respond to enquiries, replenish stock, complete weekly banking and support the Retail team.
· Proactively identify sales opportunities and work with colleagues to achieve sales targets.
· Maximise sales by providing excellent service on the shop floor and at the cash desk.
· Maintain attractive, accurate and high-quality product displays.
· Process cash and card transactions accurately and efficiently.
· Receive, check and process stock deliveries.
· Support seasonal sales, floor-plan changes and stock movements.
· Follow store and display plans, policies and procedures to support safety and loss prevention.
· Work collaboratively and provide active support to colleagues.
· Maintain excellent merchandising and housekeeping standards throughout the shop.
· Complete projects and assignments directed by the Shop Manager or designated colleagues.
· Undertake other duties appropriate to the role and service requirements.


Note: This person specification is not intended to be either prescriptive or exhaustive. It outlines the main duties of the role. It may change in line with organisational priorities. 


Criteria 
Education, qualifications and training 

Desirable -   Retail NVQ/SVQ 

Evidence: Application Form, Interview


Skills
Essential 

· Experience working in a retail environment, including handling cash and card payments. 
· IT skills including experience of using an EPOS, electronic till system or POS systems
· Proven ability to deliver excellent customer service 
· 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

· 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.

Skills
Desirable 

· 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

Evidence: Application Form, Interview


Knowledge 

Essential 
· Awareness of basic health and safety responsibilities in a retail or visitor facing setting.

Desirable 
· An interest in Museums, Heritage or Cultural environments

Evidence: Application Form, Interview

Other 

· 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)
Evidence: Application Form, Interview



Competencies  

· Personal Effectiveness – Communicating - Level 1 
· Personal Effectiveness - Self-development - Level 1 
· Providing Excellent Customer Service - Customer orientation – Level 1 
· Providing Excellent Customer Service - Collaboration - Level 1 
· Delivering Results - Motivation - Level 1

Evidence: Interview.

Note: Candidates should refer to the accompanying Role Profile for full details. 
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