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Retail - Key Holder
Company Name: [INSERT COMPANY NAME HERE]
Department: Stores
Reports to: Store Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Key Holder to open and close the store and lead the shift when no manager is on site. You'll count drawers, prepare the bank deposit, set the alarm, and handle returns and customer issues within your limits. Between those tasks, you'll sell on the floor alongside the team.
2. Essential Duties and Responsibilities
1. Open and close the store by the checklist: alarm, lights, registers, safe, doors and a final walk-through.
1. Count register drawers at open and close, record overages and shortages, and prepare the bank deposit.
1. Act as manager on duty: assign zones and breaks, and keep the floor and register covered at busy times.
1. Approve returns, exchanges, price adjustments and voids within the limits your manager sets.
1. Handle upset customers calmly, and call the Store Manager when an issue is beyond your limits.
1. Follow the loss prevention policy: greet every customer, report concerns to the Store Manager, and never chase, block or touch anyone.
3. Key Tasks / Daily Activities
1. Run the shift huddle: the day's sales goal, promotions, zones and break times.
1. Check the day's priorities and pickup orders left by the manager.
1. Sell on the floor, help at the register and recover the store between rushes.
1. Take the deposit to the bank or prepare it for pickup [per your cash policy].
1. Leave a shift note for the manager with sales, issues and unfinished tasks.
4. Key Performance Indicators (KPIs)
1. Drawer and deposit accuracy: [your target].
1. Opening and closing checklists completed: [your target].
1. Shift sales to goal: [your target].
1. Customer survey scores on your shifts: [your target].
5. Required Qualifications and Skills
1. [6+] months of retail experience, including cash handling.
1. Counts cash accurately and follows a written procedure the same way every time.
1. Available for opening and closing shifts, weekends and holidays.
1. Willing to carry store keys and the alarm code, and to answer alarm calls [if your policy includes key holders].
1. Follows the safety and emergency procedures exactly when no manager is on site.
6. Preferred Experience
1. Has been a key holder, shift lead or supervisor in retail.
1. Experience with [your POS system].
1. Has trained or led other associates.
7. Physical Requirements
1. Stand and walk for most of a [6–8]-hour shift.
1. Lift boxes up to [30] pounds and reach high shelves with a step stool.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Part-time or full-time, [hours per week], including early opens, late closes, weekends and holidays.
1. Works at one store, opening and closing with a second employee [if your safety policy requires two people].
1. Extra shifts in the holiday season.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new key holder gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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