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Job Description: 
Retail Assistant 






	Function:
	Defence & Government Services

	Generic job:  
	

	Position:  
	Retail Assistant

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Retail Manager Nicola Clark

	Additional reporting line to:
	Service Manager 

	Position location:
	Battlesbury Retail Warminster

	

	1.  Purpose of the job 

	· To deliver and maintain the highest standards of customer service and store operating standards.
· Help to drive sales and profit increases in a safe working environment.
· Embrace the principles of Collaborative Business Relationships (BS11000), in line with Sodexo’s vision and values
· Undertake key holding responsibilities including opening and closing security and safety procedures.  Liaison with Supervisors, Duty Manager, Sodexo security, police and alarm companies as required.

	

	2. 	Dimensions 

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· To deliver and maintain a high standard of service in every aspect of the retail.

	3. 	Organisation chart 

	







	4. Context 

	· Comply with all Sodexo company policies/procedures 
· Comply with all legislative requirements
· Adhere to any local client site rules and regulations
· Role model safe behaviour 
· Unsociable hours in line with business requirements maybe required 
· Flexibility on work schedule and location maybe required

	5.  Main assignments 

	· Ensure all company documents are completed with integrity and that due diligence is always practiced
· To provide a first point of contact to our customers and deal politely, professionally and efficiently with any queries and complaints, informing your line manager when appropriate
· To be able to use all service equipment
· To prepare and serve Hot & Cold beverages including costa Coffee offer
· To ensure all retail areas are clean, full and well always merchandised
· To ensure all retail pricing is displayed and correct
· To ensure adherence to and maintain the Company Quality Management Procedures
· To fill in appropriate paperwork and cashing up of tills at the beginning and end of each shift.
· To assist/complete routine stock counting, stock take, layouts, restocking and promotion set up.
· To be fully conversant with stock rotation principles. To rotate all stock and ensure that no out of date stock is on shelves.
· To clean cooking equipment, shelving, refrigeration and counters as needed to ensure that the shop is always maintained to the highest standard of cleanliness.
· To manage incoming deliveries and ensure all correct stock is received and appropriately stored.
· Be responsible for ordering with suppliers and check delivery notes when appropriate.
· To ensure security of cash/cheques and documentation (eg till readings etc)
· To continue to develop one’s own skills and knowledge within the position, including any required training courses
· To maintain excellent client/customer relationships
· To attend team briefs, huddles and meetings as required
· To attend your performance development review to discuss job standards and agree development activities 
· To maintain high levels of personal hygiene and wear the appropriate uniform and PPE as required 
· To care for all available resources including equipment, materials and supplies as directed
· To report any near miss occurrences, accidents or faulty equipment to management
· To ensure effective communication with line manager, team, customer and client organisation
· To maintain all areas of responsibility to the set service standards and in line with applicable service offer
· To undertake any other reasonable task as directed by your Retail manager or supervisor and achieve within the specified deadlines

	6.  Accountabilities

	· Accurate completion of tasks detailed in the work requirements resulting in successful audits and minimal customer/client complaints 

	7.  Person Specification 

	Essential
· Good level of numeracy/literacy and an effective communicator as part of team
· Driven by quality, always providing highest standards of service
· Demonstrate ability to work as a member of a team or on your own initiative as working hours dictate
· Manual handling ability
· IT skills an advantage
Desirable
· Experience of working in a military environment



	8.  Competencies 

	
N/A



	9.  Management Approval – To be completed by document owner

	
	Version
	1
	Date
	01 March 2025

	Document Owner
	SB








Service Manager


Retail Manager


Retail Assistant
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