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Retail - Sales Associate
Company Name: [INSERT COMPANY NAME HERE]
Department: Stores
Reports to: Store Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Sales Associate to help shoppers in our store find the right product. You'll learn our products well enough to recommend them, suggest items that go with what customers buy, run the register, keep the floor full and neat, and fill online pickup orders. Most of your shift is spent with customers.
2. Essential Duties and Responsibilities
1. Greet customers, ask what they're shopping for, and recommend products that fit their needs.
1. Suggest items that go with what the customer is already buying.
1. Ring sales, returns and exchanges on the POS, following the return policy.
1. Pick, bag and hand off buy online, pick up in store orders after checking the customer's name and order.
1. Restock, fold, size and face the floor so it matches the planogram or visual directive.
1. Sign customers up for the loyalty program and email list.
1. Order out-of-stock items for a customer from our website or another store.
3. Key Tasks / Daily Activities
1. Check your zone and the day's sales goal at the start of your shift.
1. Help customers on the floor and in fitting rooms where your store has them.
1. Recover your zone between customers: refold, rehang, refill and clear fitting rooms.
1. Cover the register during breaks and rushes.
1. Help unpack shipments or set markdowns when the floor is slow.
4. Key Performance Indicators (KPIs)
1. Personal sales to goal: [your target].
1. Units per transaction on your sales: [your target].
1. Average sale on your transactions: [your target].
1. Loyalty sign-ups: [your target].
5. Required Qualifications and Skills
1. Comfortable starting conversations with people you don't know.
1. Available for [the shifts you need], including evenings, weekends and holidays.
1. Comfortable using a register, a handheld scanner and a tablet or phone app.
1. Can learn product details and explain them simply.
6. Preferred Experience
1. Retail or customer service experience.
1. Knowledge of [your product category] or a personal interest in it.
1. Speaks [a language your customers speak] in addition to English.
7. Physical Requirements
1. Stand and walk for the length of the shift, [4–8] hours.
1. Lift boxes up to [30] pounds, bend to low shelves and use a step stool for high ones.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Part-time or full-time; schedules are posted [how far ahead you post them].
1. Evening, weekend and holiday shifts, with more hours from [November through December].
1. Store-based, mostly on the sales floor.
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 sales associate 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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