Shobdon Post Office & Stores

Shobdon

Leominster

Herefordshire

HR6 9LX
Telephone/Fax: 01568 708338

Email: shobdonstores@hotmail.com
VAT registration No. 837083712

Job Description



31/01/2007

JOB TITLE

The title of the job is Post Office Clerk / Shop Assistant.  

The duties that this job entails include the following:

· To always work in accordance with the policies and procedures laid down by the management

· To work in accordance with Post Office policies, procedures and guidelines

· To sell goods to customers

· To maintain stock levels

· To order stock from suppliers

· To check and store stock deliveries

· To stack and price goods in accordance with management policy

· To maintain a clean and welcoming environment to customers

· To handle telephone enquiries

· To attend staff meetings as necessary

· To attend staff training sessions

· To maintain a smart personal appearance in accordance with the dress code in force

· Undertake any duties as directed by the management for the smooth operation  of the business

Such duties may from time to time be amended by the employer and in addition to the duties set out you may from time to be required to undertake additional or other duties as necessary to meet the needs of the business.

