
POSITION DESCRIPTION

POSITION TITLE:



Customer Service Representative – On-call/Temp

REPORTS TO:
Director & Associate Director, Bookstore

PRIMARY FUNCTIONS: 
Customer service on sales floor, cashier, duties as assigned. Maintain an exceptional level of customer service.
AREAS OF RESPONSIBILITY:


1. Provide exceptional level of customer service on the sales floor:  Process sales transactions accurately; process customer returns and exchanges; answer customer questions (both in person and via phone). Fully assist customers utilizing store system and store knowledge. Acknowledge customers and provide a positive bookstore experience for all customers. 
2. Register procedures:  Ring up sales and returns, process cash register voids, assist in opening and closing of the store, and perform other cash register duties as assigned.
3. Monitor Information Desk as assigned. Answer phones and assist customers.  
4. Assist staff and students in other bookstore departments: As needed.
5. Complete other projects as assigned by the Director and/or Associate Director. 
EXPERIENCE:
Desirable:
Some retail experience, preferably in bookstore or college 

bookstore environment. Experience with St. Olaf Campus 

and community. 

KNOWLEDGE, SKILL AND ABILITIES:

· This position requires good communication skills, both written and oral.

· Must exhibit exceptional judgment and represent St. Olaf Bookstore and St. Olaf College well when dealing with customers.

· Must be team oriented and establish respectful, supportive, and cooperative working relationships within department, and with the college community and the public.

· Must contribute to a positive store environment; must be self-motivated, adaptable, and accepting of new challenges and open to change.

· Must possess a high level of accuracy and be detail oriented.

PHYSICAL DEMANDS:
Ability to lift up to 25 lbs.

WORKING ENVIRONMENT:
Retail environment.

WORK SCHEDULE:
On-call/fill in as temporary employee during peak times of the year; fill in during vacations. Year round position


Bookstore Hours: 8:00 A.M. to 6:00 P.M. Monday through Friday; 10:00 A.M. to 5:00 P.M. Saturday during regular semesters; 7:30 A.M. to 4:30 P.M. during summer hours; evening and weekend hours during special events and rush.  

APPROVAL:                                                
Victoria Beussman 
DATE:




May 2010
