
  

    

  

Position Description
Sales Assistant

Reports to: Store Manager
Department: Retail Stores
Direct reports: None

Key people you'll work with
Store Manager & Assistant Manager 
Sales Assistants/Keyholders
Customers
Regional Manager

How you will contribute to the business

Service & Sales
Do your part to help achieve store targets and individual key performance indicators (KPIs)
Serve customers in line with our internal customer service principals
Process transactions efficiently and accurately on the till as per our internal mode of sale
Supporting the leadership team with new initiatives

Teamwork
Support your team and recognise their contributions through the recognition and rewards program 
Maintain a supportive and respectful team environment
Efficiently carry out tasks assigned by the leadership team as per the store operating rhythm

Product Merchandising
Collaborate with the leadership team to execute marketing initiatives and maintain merchandising
standards 
Ensure great store cleanliness and presentation, which is in line with the Retail Store Standards (RSS)
guide

Stock Management
Manage the stockroom effectively, ensuring timely and accurate stock processing
Storing products correctly and safely in the stockroom to minimise product loss and maintain safety
standards

Training & Development
Complete all assigned training as required to fulfil your role
Support new team members with their learning

Health & Safety
Maintain a safe work environment by following internal safety policies and procedures
Proactively promote safety and wellness within the team and workplace
Notify the leadership team of any hazards or events as soon as you can

Outcomes you are responsible for

Service & Sales
Achieving individual KPIs
Demonstrating customer service principles with all customers
Following all internal policies and procedures
Acting in a way that minimises customer complaints and escalate any
complaints to the management team to resolve
Ensuring the till remains balanced through accurate processing of transactions

Teamwork
Recognising and supporting fellow team members to help create to positive
working environment

Product Merchandising
Executing marketing initiatives accurately
Following all RSS guidelines

Stock Management
Processing stock safely, efficiently and accurately on a daily basis
Maintaining a safe and efficient stock room to minimise stock damage or loss

Training & Development
Completing all learning modules on time that are required for you and your role

Health & Safety
Actively contributing to a safe work environment by identifying and reporting
hazards and accidents promptly

What you'll bring with you

While not necessary, retail or other customer
facing experience is beneficial 
Great verbal communication 

How you'll show up 

Sales and service focussed
Solutions focussed – likes to problem solve
Acts with integrity – is honest and trustworthy
Takes responsibility for my actions   
Be a team player
Strives to make a difference
Behave in line with our values
Follow all internal policies and procedures

As a Sales Assistant, you play a critical role in creating a shopping environment that exceeds our customers expectations, leaving them wanting to visit again. Along with delivering an exceptional customer experience,
you will also play an important role in contributing to the success of the Stores sales budgets and KPIs. You will do this by having a deep understanding of our products to help assist customers with product selections
and identifying opportunities for up-selling or cross-selling, creating a well-presented shopping environment, making customers feel welcome, and processing their purchases efficiently.



Our Values


