Goodwill

gooduwill
3

Introductory Job Description Annual Performance Appraisal

Name:

JOB TITLE: RETAIL DIVISION HEAD CASHIER

FLSA STATUS: Non-Exempt

MISSION OF GOODWILL

Goodwill Industries of Northwest Ohio, Inc. is a nonprofit, 501c3 corporation whose mission is to assist individuals
with barriers to employment become self-sufficient through employment training and opportunities. Since 1933 we
have assisted thousands of individuals throughout Northwest Ohio to become economically independent.

ESSENTIAL DUTIES and RESPONSIBILITIES

Direct the daily retail store operations in the absence of the Store Manager and Assistant Store Manager.

Insure policies and procedures of the Retail operations are followed. Assist in producing and developing sales
and production goal boards.

Insure adequate inventories through communication of needs and rotation of merchandise.

Supervise employees in proper sales techniques and procedures in the absence of the Store Manager and
Assistant Store Manager.

Maintain good customer relations. Resolve customer complaints.

Maintain good morale in the store.

Assist with the direction of the processing and preparation of donated goods.

Advise the Store Manager or Assistant Store Manager of operational problems, maintenance requirements,
unsafe conditions and general store operations.

Obey all OSHA regulations and safety requirements. Promote good safety work habits with all employees.
Report any safety violations or safety related problems to the Store Manager. Instruct all employees’ proper
lifting techniques, as well as other proper safety procedures. Also instruct staff how to properly read and use
the MSDS book, as well as the first aid kit.

Maintain work area by keeping it clean and free of debris at all times. Work areas must be maintained
according to the posted schematics. “Stashes” of merchandise are expressly prohibited. The only time an
employee may shop, or make a purchase is when the employee does not work in their store that day. They may
however, shop at any other store location at any other time. Shopping and/or making a purchase is permitted on
the sales floor only and is strictly prohibited in the production room.

Report any unauthorized shopping, purchasing or “stashing” of merchandise or requests of the aforementioned
immediately to your supervisor. Failure to do so will result in disciplinary action.

REGULAR DUTIES:

Responsible for safety of those assigned to work area.
Provide a positive role model.

Cooperate with other departments/stores.

Understand and implement Agency mission.

Assure compliance with Agency policies.

Comply with and monitor safety programs.

Promote a spirit of teamwork.

Effectively and productively manage time.

Maintain an acceptable quantity and quality of work.
Attend meetings and training programs as directed.
Perform any and all duties deemed necessary by the Agency.

OCCASSIONAL DUTIES OR SPECIAL ASSIGNMENTS:



e  Must work flexible hours and weekends. Travel for meetings and training as required.
e  Must have access to reliable transportation throughout a scheduled shift allowing for the successful completion
of assignments such as making bank deposits or any other assigned tasks as required by the job.

IMMEDIATE SUPERVISOR: Store Manager, Assistant Store Manager
SPECIFIC EXPERIENCE/SKILLS:

e Good communication and interpersonal skills.

e Good organizational skills.

e  Ability to work well with the public.

e Prefer prior retail experience including, but not limited to, major department stores, other discount stores or the
fast food industry.

o  High school education preferred.

TECHNICAL EXPERIENCE SKILLS: Electronic POS terminal, calculator, fax machine.
OTHER:

Any combination of training, education and work experience that indicates possession of the skills, knowledge and
abilities required to adequately perform the job duties.

EMPLOYEES DIRECTLY SUPRVISED:

Hourly Personnel: 10 Plus
Position Titles:
e  Customer Service
e Representatives
e  Processors

When evaluating employee place a number (1-5) next to each a specific job responsibilities using the following
scale. Use NA if not applicable:

Does not meet expectations
Rarely meets expectations
Often meets expectations
Meets expectations
Exceeds expectations

NR W=

_ Direct the daily retail store operations in the absence of the Store Manager and Assistant Store Manager.
Insure policies and procedures of the Retail operations are followed. Assist in producing and developing sales
and production goal boards.
_ Insure adequate inventories through communication of needs and rotation of merchandise.
_____Supervise employees in proper sales techniques and procedures in the absence of the Store Manager and
Assistant Store Manager.
_ Maintain good customer relations. Resolve customer complaints.
__Maintain good morale in the store.
__ Assist with the direction of the processing and preparation of donated goods.
Advise the Store Manager or Assistant Store Manager of operational problems, maintenance requirements,
unsafe conditions and general store operations.
____ Obey all OSHA regulations and safety requirements. Promote good safety work habits with all employees.
Report any safety violations or safety related problems to the Store Manager. Instruct all employees’ proper lifting
techniques, as well as other proper safety procedures. Also instruct staff how to properly read and use the MSDS
book, as well as the first aid kit.
_ Maintain work area by keeping it clean and free of debris at all times. Work areas must be maintained
according to the posted schematics. “Stashes” of merchandise are expressly prohibited. The only time an employee
may shop, or make a purchase is when the employee does not work in their store that day. They may however, shop



at any other store location at any other time. Shopping and/or making a purchase is permitted on the sales floor only
and is strictly prohibited in the production room.

_ Report any unauthorized shopping, purchasing or “stashing” of merchandise or requests of the aforementioned
immediately to your supervisor. Failure to do so will result in disciplinary action.

REGULAR DUTIES:

_ Responsible for safety of those assigned to work area.
__ Provide a positive role model.

_ Cooperate with other departments/stores.

_ Understand and implement Agency mission.

_ Assure compliance with Agency policies.

_ Comply with and monitor safety programs.
______Promote a spirit of teamwork.

_____ Effectively and productively manage time.
______Maintain an acceptable quantity and quality of work.
_ Attend meetings and training programs as directed.
____Perform any and all duties deemed necessary by the Agency.

OCCASSIONAL DUTIES OR SPECIAL ASSIGNMENTS:
Must work flexible hours and weekends. Travel for meetings and training as required.

Comments:

Comments:
(Comments must be noted when an employee receives a rating of 1 or 2 on any item)

Rate the employee on general measurable listed below by circling the appropriate number using the following
rating scale:

Does not meet expectations
Rarely meets expectations
Often meets expectations
Meets expectations
Exceeds expectations

NR W=




General Measurables Rating

1. Quality/Productivity- Thoroughness and acceptability of work 1 2 3 4 5§
performed within a specific period of time

2. Job Knowledge- The practical/technical skills and information used on 1 2 3 4 S
the job.

3. Reliability- The extent to which an employee can be relied upon 1 2 3 4 S5
regarding task completion and follow up with little or no supervision.

4. Availability- The extent to which an employee is punctual, observes 1 2 3 4 S5
prescribed work breaks, meal periods and overall attendance.

5. Initiative- The extent to which an employee seeks out and/or proposes 1 2 3 4 5§
new assignments and expands capabilities.

6. Adherence to Policy- The extent to which an employee follows safety 1 2 3 4 5§

rules, conducts rules and other regulation, including personal appearance
and housekeeping practices.

7. Interpersonal Relationships- The willingness and demonstrated abilityto |1 2 3 4 §
cooperate, work and communicate with coworkers, supervisors and
subordinates and/or outside contacts.

8. Behavioral Patterns- The stability, courtesy and judgment demonstrated |1 2 3 4 5§
on the job.

Comments:
(Comments must be noted when an employee receives a rating of 1 or 2 on any item)

Did employee meet performance goals set for last year? Circle ( Yes No)

Employee goals for upcoming year: (Establish a minimum of 3 goals. Number in order of priority)




Employee comments:

Scoring: Add the total of each score in both specific job requirements and general measurables and divide by
the maximum obtainable score to give a percentage.

(0-39% = no wage increase, 40%-59% = 2.0% wage increase, 60%-79% = 3.50%, 80%-100% = 5.0% wage
increase). These are percentages allowed for a wage increase.

(Total Score) divided by (Total Possible) =

Supervisor Date

I acknowledge that this job description serves only as a guideline for the duties required of my position and reviews
only the major areas of my responsibilities.

EMPLOYEE: DATE:

REVIEWED 9/20
REVISED 12/21, 2/23
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