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Retail - Stock Associate
Company Name: [INSERT COMPANY NAME HERE]
Department: Stores
Reports to: Assistant Store Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Stock Associate to get product from the delivery truck to the sales floor. You'll unload and check shipments, tag and price merchandise, keep the stockroom organized and refill the floor. You'll also help with cycle counts, floor sets and transfers to other stores. Most shifts start before the store opens.
2. Essential Duties and Responsibilities
1. Unload deliveries, check cartons against the packing list or transfer, and report shortages and damages.
1. Ticket, tag, hang or fold merchandise, and attach security tags where required.
1. Move new product to the floor and refill from the stockroom so displays stay full.
1. Keep the stockroom organized by category, size and location so items are easy to find.
1. Pack store transfers and return-to-vendor shipments, and label them correctly.
1. Help with cycle counts, physical inventory, markdowns and floor sets.
1. Break down boxes and keep aisles and exits clear.
3. Key Tasks / Daily Activities
1. Check the shipment schedule and the stockroom task list for the day.
1. Unload and process the day's delivery before the store gets busy.
1. Set aside damaged or defective items and log them for return or markdown.
1. Count the items on the day's cycle count list and report differences.
1. Organize the stockroom and take out trash and cardboard.
4. Key Performance Indicators (KPIs)
1. Time from delivery to sales floor: [your target].
1. Receiving accuracy: [your target].
1. Accuracy on your cycle counts: [your target].
1. Items in the stockroom but missing from the floor: [your target].
5. Required Qualifications and Skills
1. Can follow a packing list and count items accurately.
1. Available for early morning shifts[, plus some evenings and weekends].
1. Uses a box cutter, ladder and hand truck safely after training.
1. Works through a task list without close supervision.
6. Preferred Experience
1. Retail stock, receiving or warehouse experience.
1. Experience with a handheld scanner or inventory app.
1. Has worked a floor set or physical inventory.
7. Physical Requirements
1. Lift and carry cartons up to [50] pounds many times a shift.
1. Climb ladders, bend, reach overhead and push carts or hand trucks.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Early morning shifts, often starting [two hours] before the store opens.
1. Mostly in the stockroom and back hall, where temperatures can vary.
1. Overnight shifts during floor sets and physical inventory.
1. More hours in the holiday season, when shipments are largest.
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 stock 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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