City & Borough of Wrangell



Position Description

	Position:  Senior Sales Assistant
	Type: On-Call, Part-Time

	Department/Site:  Nolan Center
	FLSA:  Non-exempt

	Evaluated by:  Nolan Center Director
	Salary Grade: 6


Summary

	To assist Nolan Center Director with day to day operations and management of the gift shop. Schedule is variable and may require weekend work from February to December.


Distinguishing Career Features

	The Senior Sales Assistant is the Nolan Center Director’s chief assistant in the gift shop, and is the biggest day-to-day influence on the gift shop.  The Senior Sales Assistant is responsible for the security of the museum and gift shop, and so bears a high degree of responsibility.


Essential Duties and Responsibilities

	· Manages museum gift shop, keep accurate record of inventory and sales. 

· Provides monthly sales reports for both museum and Civic Center.

· Opens and closes gift shop and museum.

· Operates cash register. Writes receipts and keeps administrative records as required. Restocks as needed. Takes inventory according to established procedures. Reorders items with supervisor approval. 

· Balances register daily and makes deposit. Performs basic bookkeeping and accounting.

· Follows established procedures for daily museum inspection. Reports problems promptly to supervisor. Keeps museum and gift shop area neat and presentable. 

· Answers visitor questions, including general questions about Wrangell as well as questions about the history of the Wrangell area. Also may research information for visitors. Answers phone and provides information as necessary. 

· Performs other related duties as assigned. Works cooperatively with other employees and the public. Responsible for making visits to museum pleasant and memorable. 


Qualifications

· Knowledge and Skills

	· Requires good general knowledge of Wrangell area and more detailed knowledge of Wrangell history. Requires general knowledge of Alaska history. In the absence of the above, requires self-motivation to learn necessary details of area history in order to provide visitor information. Must learn history of museum collections and be able to answer questions intelligently. These skills may be learned on the job. Familiarity with museums is a plus. 

· Requires high degree of motivation, ability to prioritize work and assume general administrative responsibilities. Must be able to work independently, to be on time, and to be dependable. 

· Requires excellent interpersonal skills, and the ability to communicate effectively with persons of diverse backgrounds. 

· Must be able to tolerate noise, daily stressful conditions, and be able to work in crowded conditions. 


· Abilities

	Cash register and 10-key operation required. Recordkeeping is desirable. 


· Physical Abilities

	Ability to lift and carry 25 pounds.  Requires fine motor dexterity to work a till.  Requires ability to stand for long periods of time, and visual acuity to oversee computer screens and documents.


· Education and Experience

	High school diploma. Previous sales experience and some college is desirable. General understanding of principles of sales and marketing. 


· Licenses and Certificates

	Because this position involves handling of money and responsibility for museum collections, it requires a background check.


· Working Conditions

	Work is performed indoors where minimal safety considerations exist. 


This job/class description, describes the general nature of the work performed, representative duties as well as the typical qualifications needed for acceptable performance.   It is not intended to be a complete list of all responsibilities, duties, work steps, and skills required of the job.
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