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Volunteer “Job” Descriptions

     Store Hours:   Monday-Friday: 10:00am to 5:00pm


                 Saturday: 9:00am – 12:00pm

                 Sunday: CLOSED

Cashier

· Assists customer in locating an item; or suggest products to purchase based on a specific need or event
· Responsible for learning how to use the cash register, including:

· Scanning bar coded merchandise and/or manually entering merchandise amount

· Accepting cash and making change through the cash register
· Accepting credit card payments and using the credit card terminal
· Answering the telephone

· Taking customer inquiries and orders both in-store customers, and customers who call the store
· Assist the manager in any other small tasks that may come up (i.e. pricing new products that are delivered; preparing for special events in the meeting room, etc.)
*Must be age 16 or older to volunteer as a cashier
Customer Service
· Responsible for helping customers who come into the store by:

· Helping customers locate an item they are looking for
· Suggesting merchandise that may be helpful based what the customer needs
· Re-stocking items on shelves if needed

· Answering the phone if needed

· Bringing empty boxes and tissue paper to the cashier if needed to wrap or box a customer’s item
· Light dusting if you find that the merchandise needs to be dusted

· Taking customer inquiries and orders both in-store customers, and customers who call the store

· Assist the manager in any other small tasks that may come up (i.e. pricing new products that are delivered; preparing for special events in the meeting room, etc.)
Inventory Assistants
· Assists the manager in taking complete inventory of store items at the end of June and the end of December, by accurately locating and counting each item.  (Inventory Assistants will be provided with a pre-printed list of merchandise to locate and count).

Weekly Cleaning
· Responsible for cleaning the bathroom, including:

· Cleaning toilet

· Cleaning sink

· Wiping Mirror

· Wiping window ledge

· Mopping Floor

· Light cleaning of store and storage areas, including:

· Vacuuming carpeting area of store and carpet runners

· Using Swiffer wet mop for hardwood area

· Cleaning glass showcase, jewelry case and front door

· Cleaning and dusting merchandise and shelving
Fundraising/Event Coordinator
· Assists the manager in creating and organizing fundraisers for the store, as well as various community events throughout the year.  This position is still “under construction”, so if you are interested or have any ideas for events at the store, please speak with Kelly Hill.  
