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SALES CLERK SERIES:

Sales Clerk I
Bales Clerk II
Sales Clerk I11X

SUMMARY OF SERIES

T provide customer servioce and _retail support hys
selectirng, ordering and marking stock; maivtzining recarde;
unpacking and examining incoming stook; .determivning product
display placement; apervating cash registerss; and taking
irventory of stack.

ORGANIZATIONAL. LEVELS:

Sales Clerk 1 is the entry-level zmales clerk in thir =eries.

Bales Clerk Il is the first-level supervisaory job in thie
=& ies.

Sales Clerk 111 is the second-level supervizory Job inm this:
%erip

EXAMELES OF DUTIES COMMON TO ALl LEVELS IN SERIES:

1 Marks identifying codes on merchandise and stares

-

merchandise in appropriate lococatiorn.

= Operates cash regizter and accesses computers to

sl

complete sales, refunds, charge card purchases, and verify
irnformat icn.

2. Supplies infooemation, directicsm arnd service to the
puhblic and mails cut notices to customers. -~

4, Maivntaine curvent peroduct krnocwledge and maintains &

retail secuwrity awareness.

=, Maintains perneral appearance of merchandise displays and
aseists in determining product display placement.

6. Handles and disposes of defective mercharndise in

e

accovdance with department podlicy.

7. Prepares docunments Ffor interdeparitmental trarnsfer of
mercharndize. :

&. Disburses cash refunds and processes charpe sales.
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- Receives completed crders and prepares necessary
documents for hilling and assists with the placement of
special crders. ’

0

10. Assists customers with praoblems and requests and
consulte with supervisor to resalve prablems.

11. Assists in inverntory cowmtral.

12, Ferforms some data entry duties.
2. Stores emplayees possessicons during working hours b
Y 3 2]

placivg them in open storage and monitoring their return.

14, Ferforms other duties such as: anzwering tel ephore,
aperating office machines, bandling mail, and preparing

foirme.

15. May furncticnally supervise student emplayees.

DIFFERENCES BRETWEEN LEVELS IN SERIES:

Sales Clerh II1: Irncumbents of pasiticeis at this level oo

higher alsac

1. Determine quartities «f merchandi=se needed.
. Pravide an—the—jab training to student emplavees.
3 Furmcticrmally oversee the work activities of retail and

student employeecs.

4., Make decisions concerning disgplay and placemernt of
merchandise.

S. Cemtact vendors in order to excharnne informaticorn, place
crders and resolve discorepancies.

&. Recrder existirig merchandicse. -~
7. Mzxintain current knowledge of custamer trends,

irnventcry levels, new designs and fashicn concepts.

e. Maintain & ledger for invenbory conteral j contral and

¥ H
adjust irnventcoey when rilferage, damaged goocds o shortages
oeeCuT,

3. Frocess daily cash receipts by cocunting cash b

cash register drawers,

larmce in

bl

10. Count cash in sx8fe and make daily bank deposits.

11. Opern and clese facilities arnd ensure that apprepriate
spcurity procedures are fallowed.
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Sales Clerk I1I1: Incumbents of positicons at this level co
higher alsa:s

1. Make buyinop decisions regarding new retail merchardi se.
e Directly supervicee retsil employees and studernts.
2. Oversee the woebk activities of retail enployees arnd

ctudents in a store department oo ceparate stors facility.

RELATIONSHIFS WITH OTHERS:

Major work contactz are wi
and verndors,

SURPERVISION RECEIVED:

Saies Clervk I:

b
@

Ivicumbents of pasiticoiz at this 3

supervision from octher S8zales Clerke or other enplayees of
igher grade who provide training, instructiocon and guiddarnce
o proceduwres and assigrn work.

Sales Clerk II:

Incumberts of pasitions at this level receive nenaral
supervision fraom octher Siales Clerks oy ather enploayees af
higher prade who provide training, iretruction and guidance
an procedures and assign work,

Sales Clerk JII:

Irncumbents of positicrne &t this level receive general
supervision fraom asdministrative employees who provide policy
guidance, azsign worl and review gerfoormance Lhraunh
conferences ard reports for effectivenese arnd conformnance ta

colicy.

SURERVIZSION EXERCISED:

)

ales Clerk I:

Incumbents of poasiticons &t this level may functionally
supervise student emplaveess.
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Sales Clerk I1:

Iricumbernts of pasiticorns at this level may exercise .
functicnal supervision (i.e., over certain but waot 3211 weork
activities, or aver ccme o all wark activities crm a
temnpaorary basis) aver 1-5 student or classified employees.

Sales Clerk I11:

Ivicumherits of poasiticons at this level exercise direct
supervisicon aver, and assign work to, 1-5 Sales Clerks and
may alsc indirectly supervise (-5 student and tenporary

enployees.

WORKING CONDITIONG:

Sales Clerks stand for prolonged pericds of time, have
frequent interpersornal cantact with store customers, 1ift
and carry nmerchandise, and may week varied shifts, nights,

wveekends and bholidays.

GUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1. Ability ta deal tactfully with customers and ather
employees.

z. RkRility toa aperate a cash regizter.

3. Ability to fallacw oral and written instructiorns.
4. Kriowledge of basic ﬁath and cash handiing skill.
S Ahility toa communicate orally.

5. Ability to 1ift and carry merchandise.

7. Ability to stand for prolonged pericds of time.
a. Qb;. 1 ity to prepare reports.

3. Ability ta work accurately with titles; numbers, codes
and/cr symbals.
10, Ability to make chanpge quickly and accurately.

11i. Ability to maintain accurate records.

12. Ability to read; write and comprehernd the Ernglish
language.
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' RASED ON ASSIGNMENT, THE FOLLOWING ADDITIONAL QUALIFICATIONS
MAY BE REQUIRED AT HIRE: -

1. Willirmgress to work varied shifts, nights, weskends and

halidays.

Ahility ta furncticnally supervise student employees.

ol
Loy
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ADDITIONAL QUALIFICATIONS REQUIRED AT HIRE FOR SALI

Iiz

1. Hricwledpe of the standard procedures and methadds
follawed in harndling and recordivng cash receipts and credit
charges.

= Krncwledoe of standard storekeesping practices and

procedues, inclading inventory control.

3 Kricwledge of the safety practices and procedures
Follomed in the handling and storage of merchandise.

L Skill inm aperating cash registers and/or addino

machines.

EASED ON ASSIGMNMENT, THE FOLLOWING ADDITIGNAL QUAL IFICATIONG
MAY BE REGUIRED AT HIRE FOR SALES CLERK II:

1. Ability to judpe the praoper quality, appearance, and
condition of foods.

2. Kricmledge of the standard methods and techﬂiques‘Fow
Rarndling and storing perishable merchandise.

S Hrnowledpe of the sanitation practices followed in the
Bandling and stosrage of fooad praduacts.

4. Akility to pive cral and written instructicnms n a
precise, understandable marnmer.

parg Akility to furctionally supervise including: planning
and assigrning work according ta the nature of the job ta be
accomplished and providing or arranging for training.

S Ahkility ta arder merchardise from vendors.

ADDITIONAL QUALIFICATIONS REQUIRED AT HIRE FOR SEALES CLERK

iI1:
1. Kncwledge of the principles, practices, and techniques

af cupervisica.
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Z. . Ability toa supervise including: planvding and assiogning
work accerding to the nature of the jdb ta be accompl ished
and the capabilities of subordinates and available
resaurces, determining subardinates? training rneeds- and
providing oy arranging for such training, mativating
subcrdinates to work effectively, determining the need foor-
disciplinary acticn and either recommending oo initiating

dieciplinary action,

BASED ON ASSIGNMENMNT., THE FOLLOWING ADDITIONAL QUALIFICATIONS
MY RE REQUIRED AT HIRE FAOR SALES CLERY TII: '

1. Ahility to make buying decicicns regarding view retail
merohandise.

2 Akhility ta cversee the woehk activities in a store
departmert or separate store facility.

GUALIFICATIONS ACQUIRED O THE JOR AT ALl LEVELGS IN SERIES:

1. Kriowledge of the rules, regulations, policies, and
procedures governing assigned unit activities.

. Kriowledge of the types and uses of agency forms.
3. Knowledoge of the standard departmental methoads and

technigues followed iw the storage of durable and
nonperishable goods.

4. Krnicwledpe of the departmental pricing methods.
5. Krnowledge of the depsarimental cashiering and charge
pracedures.

ADDITIONAL QUALIFICATIONS ACRUIRED ON THE JOER IN _SALES CLERK
II POSITIONS:

1. Hricwledpe of vendinp scanrces for University Store.

zZ. Kricwledge of ardering procedures.
= Kricwmledoe of the principles, practices and techwniques

F supervisian,

ful

MINIMUM SENTRANCE REQUIREMENTS:

Sales Clerk I:

Hinh scheool diploama or the equivalent of ane year of
clerical ar retzil experience.
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- Sales Clerk I1: o
Mivimum of one year retail sales experience.

Salese Clerk III:

Miviimun of ore year superviscory experience inm a retail
sales pasitiarn.

XITI.GRECIAL REQUIREMENTS:

Naorne.






