HOPEfully Yours
Resale Shop Clerk 
Job Description


The Resale Shop Clerk is responsible for prioritizing and providing retail services and support.   This person will provide excellent customer service experience for volunteers and staff by helping ensure the shop is visually appealing, adequately stocked, and service is provided quickly and efficiently. The Clerk will receive task assignments from the Store Manager and other staff members.  

The clerk must

· Have experience in customer service,
· Demonstrate excellent communication skills and human relation skills,
· Be tactful and diplomatic in all situations,
· Be able to work in a team environment and connect openly and effectively to team members,
· Demonstrate strong interpersonal skills, including maturity of judgment and the ability to resolve conflict,
· Possess good basic math skills and the ability to make change,
· Provide positive customer service to customers and volunteers,
· Develop a commitment to the mission of HOPE Center of Edmond and the ability to communicate the mission to others,
· Be able to work harmoniously with people at all levels of the organization, including staff, volunteers, and donors,
· Be able to multitask with efficiency, flexibility, and good humor.  


Physical Requirements and Conditions

· Heavy Work:  May include routine lifting of a maximum of 50 pounds.
· Frequent combination of standing and walking with limited sitting.  



