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	Job Title:
	Retail Assistant


	Department/Division/Faculty:

	Union Retail Shop

	Campus location:
	Union Retail Shop, Sherfield Walkway, Imperial College, South Kensington

	Job Family/Level:                           

	Operational Services Level 1b

	Responsible to:             


	Retail Manager, Retail Assistant Manager, Retail Supervisors

	Line Management responsibility for:                  
	N/A

	Key Working Relationships (internal):
	Imperial College Union staff and Retail team staff, College staff, Sabbatical officers, College staff and departments

	Key Working Relationships (external):
	Product Suppliers and representatives, College contractors, online and in-store customers.

	Contract type: 
	Fixed term (10 Months) Maternity Cover


	Purpose of the Post



	Key Responsibilities

1.0 Shop Floor  

As directed by the Retail Manager and the Assistant Retail Manager: 
· To create, maintain and develop effective working relationships with all Union staff members.
· To ensure that end of day procedures are adhered to, including shop floor recovery in preparation for next day’s trading.
· To continuously check the sales floor and replenish the stock where necessary, so as to ensure that all areas of product are adequately maintained and fully stocked.
· To ensure that all deliveries are dealt with promptly and that all paperwork is correctly administered.

· To store and organise product in the stockrooms in a tidy and logical fashion.
· To ensure that all product lines have a clearly labelled price indicator.

· To ensure that all stock lines are on show and achieving maximum sales potential.

· To maintain housekeeping, visual merchandising, stock replenishment and ticketing standards to the highest level.
· To assist with visual merchandising through window, internal and outside promotion, ensuring all products are correctly priced.
· To give feedback to a Manager on new stock lines and stock levels in general.

2.0 Customer Service
· To provide an enthusiastic and engaging presence on the shop floor to serve customers and ensure they leave the store with a positive and memorable experience.
· To ensure that all customers are treated in a professional and courteous manner.
· To develop good working product knowledge of all the merchandise stocked in both outlets, in order to be able to deal with customer enquiries effectively.
· To undertake retail and customer service activities within the Union Shop and Shop Extra to optimize and exceed sales targets, profitability and customer satisfaction in conjunction with the Retail Manager.
3.0 Finance and Security

· To maintain a high standard of cash handling by ensuring that all Union Retail and Finance policies and procedures are adhered to.
· To adhere to the opening and closing procedures for all Retail Outlets including the security of cash.
· To ensure that end of day cashing up procedures are carried out in accordance with Union Finance Regulations.
· To ensure efficient stock replenishment and management of stock control.
· To assist in the preparation and carrying out of all stock takes.
4.0 Health and Safety

· To ensure that the Union’s Health and Safety Policy and appropriate Health and Safety legislation and best practice are adhered to at all times.
· To ensure that all evacuation procedures are understood.

5.0 Other Duties

· To assist the Retail Manager and the Assistant Retail Manager with planning and promoting the development of all Union Retail outlets.
· To be flexible in the times of working hours within the agreed pattern of trading hours and be prepared to adapt hours to the needs of the business where necessary.

· To maintain a smart appearance and a polite manner at all times.

· To maintain a security awareness to deter potential shoplifters.

· To be a good team member and assist other members of staff when needed.

· To assist with administrative duties when necessary.
· To abide by the Union’s Constitution, Policies and procedures and all relevant College policies and regulations at all times.

· To contribute to the positive image of the Union with students, the College and the local community.

· To carry out the above duties at other sites of the College as necessary.
· To undertake any other reasonable duties as requested by the Retail Manager.

6.0 Training and Professional Development

Imperial College Union considers regular and on-going training essential to job satisfaction and career development. It is expected that the post-holder will be offered the opportunity to participate in training that is relevant to his/her duties and the post-holder will be expected to undertake such training as may be reasonably practicable.

Notes
Imperial College and Imperial College Union are committed to equality of opportunity and to eliminating discrimination. All  employees  are  expected  to  adhere  to the principles  set  out  in  the  College’s  Equal  Opportunities  in  Employment  Policy, Promoting Race Equality Policy and Discrimination Policy and all other relevant guidance/practice frameworks.
As job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties which are broadly in line with above key responsibilities. 
You will also be expected to observe and comply with all College policies and regulations, for example Health and Safety, Data Protection etc.


	Person Specification


	Requirements
Candidates/post holders will be expected to demonstrate the following
	Essential (E)/

Desirable (D)

	
	

	· Education
	

	Educated to Degree Level
	D

	Health and Safety Qualification
	D

	Experience
	

	· Minimum of 6 months Retail sales experience
	E

	· Experience of working in a busy, customer related environment.
	E

	Experience of working with a Retail Website.
	D

	A record of forging successful partnerships with internal staff and colleagues.
	E

	Knowledge
	

	Working knowledge of stock control management.
	E

	Knowledge of Health & Safety legislation.
	D

	An understanding of the Students’ Union movement or the Higher or Further Education sectors.
	D

	Skills & Abilities
	

	Ability to use own initiative to deal with problems which may hinder customer service.
	E

	Excellent analytical and numeracy skills with regards to accuracy and attention to detail.
	E

	Sound working knowledge of EPOS systems including stock control.
	E

	Sound judgment and ability to handle competing priorities. 
	E

	A confident, resourceful and creative individual who can operate in a challenging environment.
	E

	Excellent written and verbal communication skills.
	E

	A strong commitment to working in a democratic and student led environment.
	E

	An ability to work flexibly and take an adaptable approach to work.
	E

	· Evidence of commitment to Continuing Personal and Professional Development.
	D

	Competent user of IT, including spreadsheets, experience of databases.
	D

	· 
	

	· 
	

	· 
	

	
	

	
	


	Please note that job descriptions cannot be exhaustive and the post-holder may be required to undertake other duties, which are broadly in line with the above key responsibilities.

Imperial College is committed to equality of opportunity and to eliminating discrimination.  All employees are expected to follow the 7 Imperial Expectations detailed below: 

1) Champion a positive approach to change and opportunity
2) Encourage inclusive participation and eliminate discrimination

3) Communicate regularly and effectively within and across teams

4) Consider the thoughts and expectations of others

5) Deliver positive outcomes

6) Develop and grow skills and expertise

7) Work in a planned and managed way
Employees are also required to comply with all College policies and regulations paying special attention to:

· Confidentiality 

· Conflict of Interest 

· Data Protection

· Equal Opportunities

· Financial Regulations 

· Health and Safety

· Information Technology

· Smoking
· Private Engagements and Register of Interests

They must also undertake specific training and assume responsibility for safety relevant to specific roles, as set out on the College Website Health and Safety Structure and Responsibilities page.


[Insert for posts subject to criminal records (DBS) checks ] 
As this post is exempt from the Rehabilitation of Offenders Act 1974, a satisfactory (standard/enhanced/enhanced for regulated activity) Disclosure and Barring Service check will be required for the successful candidate. 

Further information about the DBS disclosure process can be found at http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/ or by telephoning 0870 90 90 811. You may also wish to view the College’s policy statements on the Recruitment and Employment of Ex-Offenders and the Secure Storage, Use, Retention & Disposal of Disclosures and Disclosure Information
