SOFA

Customer Services and Sales Assistant
Person Specification

	
	Essential Criteria
	Desirable Criteria

	Education/Training/Qualification
	Basic general education
Literate and numerate
	NVQ or equivalent in business administration, retail or customer service.


	Knowledge/Skills/Ability
	Understanding of retail sales
Knowledge of basic administration and retailing principles

Good communication skills

Excellent customer service skills
Good time management and prioritising skills

Able to work on own initiative and effectively as part of a team

Ability to use Microsoft type applications at a basic level
	Understanding of Health & Safety Policy
Understanding of Equal Opportunity and Diversity Policy

	Background/Record of Achievement
	Cash handling experience

Experience of working in a busy, customer facing environment
	Experience of working with volunteers
Experience of working in a retail environment



	Qualities/Attributes
	Flexible attitude and adaptable to change
Polite and friendly at all times
	

	Other Requirements
	Physically fit to meet the demands of the role
Full current driving licence
	Experience of driving a van


