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Job title 
 

Sales Assistant  
  
Company name and 
postcode 

HARP 
 

 
Job summary (Outline of the job description including key responsibilities and detail of 
the skills the young person will develop and details of homeworking. Please provide as 
much detail as possible Please do not use bullet points) 
The main purpose of the job:  
 
To contribute towards maximising shop sales and profits as well as the successful day 
to day running of the shop. To deputise for the Shop Manager in their absence. To 
represent HARP in a professional manner reflecting our core values. 
Main Responsibilities Include 
Achieve maximum sales at all times.  
Ensure that the high standard of service to customers that is expected by HARP is    
maintained at all times.  
Maintain a high standard of display, both in window and internally.  
Achieve and maintain high standards of housekeeping, organisation and cleanliness 
throughout the shop premises.   
Encourage the public to donate saleable goods. 
Use steamer where necessary to ensure the stock is presented to its best possible 
advantage.  
Ensure the stock density is kept full by ensuring there is adequate stock available at 
all times.  
Rotate stock on a daily basis so that no garment remains on the shop floor for any 
longer than the agreed time limits.  
Hang, ticket, size and cube all clothing as appropriate.  
The role will demand moving a lot of stock on a daily basis. 
Actively promote and process Gift Aid according to HARP’s process.   
Assist in the recruitment and training of Volunteers.  
Complete all administrative paperwork, including emails promptly  
Bank daily according to HARP’s policy  
Ensure that all HARP till procedures are adhered to and that cash is kept secure.  
Comply with all Health and Safety regulations as per HARP’s Health and Safety policy.  
A positive, friendly, enthusiastic attitude, with excellent customer service and 
communication skills. 
Able to confidently communicate across a range of channels, including face to face, 
telephone and email, and an ability to accurately relay information between colleagues 
and management. 
Proficient in the use of Microsoft Office and email software. 
Ability to manage difficult situations, and deal with them calmly, efficiently and 
effectively. Ability to stay focused and efficient in the face of changing priorities. 
Self-motivated with the confidence to work alone but can also work co-operatively and 
flexibly as part of a team.  



  
Essential skills, experience 
and qualifications (please do 
not use bullet points) 

    
GCSE level or equivalent in Maths and English. 
Desirable.  
 
Willing to undertake any further training that may be 
seen as necessary to further your knowledge and to 
become more effective in your role. Essential 
 
Experience within a customer service role to 
demonstrate good communication skills. Essential 
 
Previous retail experience or experience of working 
in a busy customer facing role. Essential 
 
Experience of cash handling and reconciliation. 
Desirable  
 
Excellent communication and relationship building 
skills. Essential 
 
Good organisational skills. Essential 
 
Strong team player with the ability to work well with 
others. Essential 
 
Approachable with a can do attitude Essential 
 
Committed to achieving the highest retail standards 
at all times. Essential 
 
Be flexible and able to go above and beyond to 
achieve results, including the ability to work 
weekends. Essential 
 
Able to take on board instructions and have the self-
motivation and the confidence to effectively carry out 
the tasks in a timely manner. Essential 
 
 
 
 

  
Job category (DWP use only)       
  
Number of hours per week 25 
  
Working pattern and 
contracted hours (including 
any shift patterns) 

 
Variable shifts Monday-Saturday 9:30-17:00 over a 5 
day period  


