State of Georgia Job Description

	Job Title: Bookstore Assistant (DTAE) 
Job Code: 61829 
Last Update: 01/01/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 02 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, operates point of sale system and provides assistance to customers in a technical college bookstore. Checks and balances cash register receipts. Assists with the day-to-day operation of the bookstore. Assists with sales and promotional activities. Assists with conducting inventory. May calculate and post bookstore charges. Performs general clerical duties. 




Job Responsibilities & Performance Standards:
1.
Operates Point of Sale System and provides assistance to customers. (Performed by all incumbents)

1.
Receives assigned money and accurately counts funds to verify amount assigned.

2.
Collects money and gives correct change to paying customers of the bookstore, ensuring accuracy and safety of receipts.

3.
Resolves pricing errors, correcting cash register entries and recalculating incorrect sales transactions.

4.
May serve as back-up support for school cashier in collecting other school-related fees.

2.
Checks and balances cash register receipts at the close of the day. May prepare bank deposits. (Performed by all incumbents)

1.
Balances money against register recordings after closing out with few or no errors.

2.
Reports any discrepancies immediately to supervisor.

3.
Maintains accurate and legible records as required.

4.
May remit bank deposits to appropriate personnel on an established basis.

3.
Assists with the day-to-day operation of the technical college bookstore. (Performed by all incumbents) 


1.
Opens and closes the technical college bookstore to the campus and public during established store hours as requested.

2.
Trains and schedules part-time cashiers, if needed.

3.
Keeps shelves adequately supplied with textbooks, supplies, clothing, snacks, drinks and other merchandise. Rotates stock as needed.

4.
Assists with maintaining an orderly and clean environment in and around the store, keeping aisles clear of clutter, grounds free of litter, and abiding by all rules and regulations related to fire safety and the American Disability Act.

5.
Greets customers in a pleasing manner, answers questions from students and instructors, and assists with book selections.

4.
Assists with sales and other promotional activities to increase daily sales and community awareness. (Performed by all incumbents)

1.
Assists in the displaying of merchandise in an attractive manner to invite positive customer response.

2.
Mentions special sales and/or promotions to customers in a courteous manner.

3.
Ensures retail sales prices are clearly marked or displayed on or beneath items.

5.
Assists with inventory of textbooks and supplies. (Performed by all incumbents.)

1.
Accurately counts and measures textbooks and supplies in stock and records data appropriately on an established basis.

2.
Reports loss, damage or description of property to supervisor immediately.

6.
Calculates and posts bookstore charges to student Banner accounts and worksheets. (Performed by some incumbents) 


1.
Correctly calculates and posts bookstore charges to student Banner accounts on an established basis.

2.
Accurately enters data on worksheets within established time frames.

7.
Performs general clerical duties, such as answering the phone, completing reports, and performing limited typing or related duties. (Performed by all incumbents)


1.
Answers, screens and routes telephone calls promptly and courteously to appropriate staff. Delivers complete, accurate, and legible messages in a timely manner.

2.
Completes required reports and other documentation accurately and in a timely manner. Thoroughly reviews reports and corrects or resolves any discrepancies.

3.
Accurately types, proofreads and corrects letters, forms and other documents.

4.
Properly responds to all inquiries and requests for information in a courteous and timely manner.

8.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)

1.
Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.

2.
Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.

3.
Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.

4.
Accepts direction and feedback from supervisors and follows through appropriately.

5.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Diploma in accounting, marketing, or related field and/or equivalent work experience in retail sales, marketing and merchandising with an emphasis in customer service. Experience in the use of  point of sale system and inventory control. 

Preferred Qualifications:
No preferred qualifications information is available. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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