JOB DESCRIPTION

POSITION TITLE



Customer Service Representative
REPORTS TO:
Director & Associate Director, Bookstore

PRIMARY FUNCTIONS: 
Maintain an exceptional level of customer service and assist in merchandising other buyers’ products.  Assist and lead student workers in providing exceptional service.
AREAS OF RESPONSIBILITY:
Customer service on sales floor.  Fill web orders.  Assist buyers with merchandising.

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:  Train new bookstore workers in proper register and customer service 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. Monitor student customer service and productivity on sales floor:  Assign projects and assist as needed; re-train or correct students as needed.
5. Assist Media Buyer/Bookkeeper and other Buyers as assigned:  Merchandise, price, and maintain display areas.  Create window, table, or endcap displays as assigned.
6. Help coordinate text reservation program:  Help pull and pack textbooks prior to start of fall and spring semester for students reserving textbooks.
7. Fill website orders on a daily basis.  Respond to and research problem customer web orders.
8. Maintain customer mailing list as an Excel spreadsheet.
9. Assist staff and students in other bookstore departments: As needed.
10. Complete other projects as assigned by the Director and/or Associate Director. 
EDUCATION: 
Essential:
Two-year Associate degree.


Desirable:
Four-year bachelor degree or two-year Associate Degree in related field (sales, retail, customer service).
EXPERIENCE:

Essential:
2 years of retail experience.

Desirable:
3+ years of related retail experience, preferably in bookstore or college bookstore environment.

KNOWLEDGE, SKILL AND ABILITIES:

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

· Previous work with computerized databases, windows computer operating system, and Word and Excel software.

· 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.

· Excellent problem-solving and organizational skills. 

PHYSICAL DEMANDS:
Ability to travel and attend conferences off campus.  Ability to lift up to 50 lbs.

WORKING ENVIRONMENT:
Shared workspace.  Cubicle office located inside the Bookstore on the ground floor of the Buntrock Commons building. Ability to navigate from office to main campus.

WORK SCHEDULE:
FTE: 

.44  (17.5 hours a week)


TERM: 
Year round position



SCHEDULE:
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. Must work at least 1 Saturday each month; other evening and weekend work required during special events and rush.  Weekly schedule to be determined and changes on a weekly basis. 

APPROVAL:                                                
David Schlosser
DATE:




August 2006

