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Haigh’s Chocolates

Position Description/Person Specification

TITLE:


Retail Assistant in Training
CLASSIFICATION: 
Haigh’s Chocolates Collective Agreement – Qualifying Employee 
REPORTING TO:
Retail Store Manager

POSITION DESCRIPTION

Summary of Duties
The first level of Haigh’s Chocolates retail employee, a 6 month qualifying period applies to this position, during which time the employee’s demonstrated willingness, ability to learn and deliver to the required standards, will be assessed to determine continued employment. Initially a casual position, permanent part time status may be achieved in line with policy requirements. The main functions are customer service and housekeeping duties. There will be limited exposure to merchandising and stock replenishment as determined by the Front of Shop Co-ordinator and store requirements.

Reporting Relationships

This is one of several positions reporting to the Retail Store Manager. The others are Assistant Manager, Front of Shop Co-ordinator and Retail Assistant
Direct Reports:
Nil
Key Responsibilities (see Attachment 1- Job Tasks)

Customer Care

Presentation

Housekeeping

Stock control

Product Knowledge

Training and Development

Systems and Procedures

Financials

Occupational Health and Safety

Company Commitment

PERSON SPECIFICATION

E=ESSENTIAL                                                                  D=DESIRABLE

EDUCATION

E
Successful completion of Year 11 or equivalent numeracy and literacy levels 

E
Completion of food handling training (by end of qualifying period)

E
Completion of four required modules of Certificate 2 within first three months and working towards full certificate (by end of qualifying period)
EXPERIENCE

D
Experience in a retail environment

KNOWLEDGE

E
Ability to identify and name top 20 products by name and PLU (by end of qualifying period)

E
Ability to name various category number break ups/classifications (by end of qualifying period)

E 
Knowledge of and commitment to Haigh’s policies and procedures, as amended from time to time

ABILITIES

E
Good oral and written communication skills
E
Willingness to undertake required training and develop personally

PERSONAL QUALITIES
E
Commitment to developing and maintaining very high standards of customer service
E
Friendly, positive work ethic
E
High level of personal presentation and conduct

E
Commitment to team work

E
Willing to learn and accept responsibility and accountability

E
Availability and preparedness to accept nominated shifts
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Attachment One - Job Tasks
Customer Care

· Demonstrate knowledge of 10 Commitments of Customer Service
· Perform basic POS functions unsupervised
· Offers tastings – every customer – every time
· Compliance with refunds policy
· Assist senior staff with completion of CRF paperwork as required
· Awareness of mystery shopper programme and expectations
· Process customer rewards in line with company policy & procedure
· Customer Care manual sign off
Presentation

· Personal presentation in line with dress code requirements
· Assist key staff with replenishment/ recovery routines
· Maintain product shelf tickets as directed by senior staff
· Awareness of store merchandising and marketing plans
· Commence ribboning/ make up range training
Housekeeping

· Follow cleaning routines as directed by senior staff and maintain log
· Report maintenance issues correctly
· Comply with required food hygiene standards
Stock Control

· Implement correct stock rotation procedures
· Assist with date code checking
· Correct operation of scales, conduct random product weight checks
· Correct handling / packing of loose product
· Checking of product & ingredient labels
· Knowledge of various cat break ups and classifications
· Able to identify 8 truffles by name & PLU
· Able to identify Cat 3 lines by name & PLU
Product Knowledge

· Use of / knowledge of Product Information Manual
· Date code / shelf life aware
· Correct product handling and storage techniques utilised
· Wrapping & packing policy adherence
· Quality control awareness & involvement
Training & Development

· Undertake 12 month Retail Certificate 2 training course
· Achieve workbook sign off of first 4 modules in 3 month period
· Achieve sign off for New Employee handbook 

· Achieve sign off for Basic POS Operation 
· Achieve sign off for Customer Care Training Manual 
· Achieve sign off for Food Hygiene training 

· Attend training and workshops as required from time to time
Systems & Procedures

· Achieve sign off for Customer Returns Procedure / CRF Procedure 

· Assist with product withdrawal instructions as required
· Assist with checking and processing of stock deliveries
· Awareness of Loss Prevention 

· Commitment to Quality Control 

· Conduct random product weight & scale checks
· Awareness of Employee Collective Agreement (ECA) and sign off
Financials

· Awareness of store daily/ weekly sales budgets
· Awareness of store daily/ weekly sales results
· Utilise correct cash handling/ POS procedures
· Process change orders for register
· Call for cash collection in line with policy requirements
· Process staff & customer discounts in line with policy requirements
Occupational Health & Safety (OHS)

· Awareness of OHS and utilise safe work practices
· Achieve Manual Handling sign off
· Achieve sign off for Food Handling and Storage sign 

· Report hazards and incidents correctly
Company Commitment

· Shift availability to required company expectation
· Demonstrate enthusiasm and drive, maintain a positive attitude
· Committed to team, store & company
· Awareness and promotion of company heritage
· Positively promote the company at every opportunity
· Represent the company in a positive manner at all times
· Prepared to work beyond job description when required and accept all tasks and responsibilities as they are assigned
