YWCA MISSOULA

Job Description

6/01

POSITION:  SECRET SECONDS STORE CLERK
JOB SUMMARY:  The person in this position assists with sales, pricing, display and organization at the Secret Seconds Store.  Proceeds from the Secret Seconds Stores help support the programs of the YWCA Missoula.  Performance of duties reflects the YWCA value that all human beings will be treated with respect and dignity and approached with recognition of their individual importance.

General:
· Waits on customers, receives donations, and writes receipts for donations.

· Sorts, prices, and displays merchandise.

· Projects a positive image of the YWCA, using effective public relations skills.

· Exhibits friendliness toward and consideration of YWCA employees, volunteers, participants, customers and the general public.

· Adheres to YWCA policies and guidelines.

· Acts as a responsible team member.

· In general, demonstrates energy and enthusiasm for her/his work.

· Demonstrates competence as an information source about the YWCA programs and other Missoula programs of similar interest.

· Exhibits an awareness of and ability to deal with diversity among people, including disabilities among clients, staff and customers.

· Displays a neat appearance and competent manner.

QUALIFICATIONS AND EXPERIENCE:
· High school diploma or High School Equivalency Diploma required.

· Valid Montana driver’s license, and acceptable driving record and proof of auto insurance in compliance with Montana state law.

· One year of retail experience required.

· Must pass a background check designed to protect the interests of women and children served by the YWCA programs.

KNOWLEDGE, SKILLS AND ABILITIES:

· Ability to use a cash register, adding machine and telephone.

· Ability to maintain confidential information.

· Ability to respond appropriately to crisis situations.

· Ability to work cooperatively and effectively with other employees and volunteers.

· Ability to communicate effectively with a variety of individuals, including peers, volunteers, supervisors, customers and participants.

· Willingness to take responsibility for his/her part in communication breakdowns and to work toward resolution of resulting problems.

· Ability to successfully offer, accept and act on constructive criticism.

· An interest in and respectful attitude toward all people.  Ability to respect other cultures, traditions, and values, even if different from personal beliefs.

· Willingness and ability to advocate for the YWCA both in-house and in the community.  Good work habits, including ability to organize and manage time and information.

JOB RELATIONSHIPS:

· Supervised by the Secret Seconds Store Manager, and the Assistant Managers in the absence of the Manager.

· Works closely with the Secret Seconds employees and volunteers.

· Has frequent contact with customers, donors, participants and other employees.

LEVEL OF INDEPENDENT DISCRETION, CONSEQUENCE OF ACTIONS:  This person, within the parameters of YWCA policies and procedures, exercises a low level of independence in decision-making.  Significant errors in judgment may harm the reputation of the YWCA and its programs, or cause financial and/or legal repercussions for the YWCA.

SPECIAL CONDITIONS:  Physical effort may be required to do the following:  sitting, standing, walking, bending, stooping, reaching, lifting merchandise up to 40 pounds, transporting supplies.  Exposure to difficult situations, emotionally taxing customers and physical aggression may be encountered. 

************************************************************************

I have reviewed this job description and am aware that I may request a copy at any time.

I understand that the YWCA reserves the right to revise or change this job description as the need arises.

__________________________________

_________________________

Employee’s Signature




Date

__________________________________

Employee’s Name (please print)

