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	JOB TITLE:  
Retail Associate/
Appliance Sales Specialist




JOB PURPOSE:  Assist with the successful operation of the retail store and execute all appliance    sales orders
Reports To:
Viking Cooking School General Manager 

MAIN DUTIES: 
· Responsible for ALL (includes VIP & Employee orders) appliance sales orders. Includes pricing, quoting, showing appliances to customers, emails, phone communication, invoicing, and distribution.

· Responsible for sales by state report as well as monthly sales reporting to corporate controller

· Assist in completing the weekly retail to-do list. Should include, but not limited to: dusting shelves/merchandise, cleaning doors/windows/windowsills, restocking shelves, contacting customers to pick up gifts, contacting customers in out of stock binder, organizing/straightening floor/hall/storeroom, printing class rosters, shipping any/all merchandise the same day, counting/ticketing shipments, restocking/organizing wrapping stations, spot sweeping floor, executing small display changes, organizing wall of tools, etc. 
· Assist in receiving and counting/ticketing/merchandising of all shipments to the retail store.
· Work with GM to ensure the following are handled or submitted to appropriate personnel:  all class orders/returns/etc.; all PE Requests; any retail supply requisitions, purchasing, and packaging orders needed (in adherence with budgeted plan); all wedding registry data entry needed
· Assist in window display update on a monthly basis, according to the VCS calendar.  

· Assist GM in monitoring inventory levels to ensure damage, mark out of stock, returns, transfers, and receiving are completed properly.

· Check and reply to emails on a regular basis. 
· Assist in cleanliness and maintenance of the Retail Store in accordance with Viking Cooking School standards.

· Report to the GM all Retail Store Utility needs: Windows, floors, baseboards, etc.

· Assist with organization of store room and hallway, ensuring cleanliness and condition of all storage, displays, and merchandise.
· Follow calendar to plan and execute all retail signage, displays, tastings, sales, events, etc.

· Work closely with GM to supervise all Sales and other Special Events as assigned.

· Participate in Manager on Duty program.

· Responsible for informing GM of any disciplinary actions needed

· Promote positive guest relations.

· Accommodate all requests for information in a congenial manner.

· Assist in other areas or with special projects as assigned 

· Maintain complete knowledge and comply with all VHG policies and procedures.

· Lead by example to maintain a positive, professional work environment while maintaining and enforcing all Viking Cooking School Standards. Always emphasizing a sense of urgency in all tasks and with all customers.
· Assist with checking and responding to emails sent to the VCS email account

· Assist GM with sku maintenance including, but not limited to, price changes, obsolescence, new items, cost changes, etc.
· EDUCATION, EXPERIENCE AND SKILLS REQUIRED:
· Good customer service skills 

· Pleasant personality

· Computer skills including knowledge of Microsoft Word, Excel. 
· Detail oriented work style

· Good organizational, time management, and follow up skills

· Well developed verbal and written communication skills

· Ability to promote positive relations with guests and staff

· Ability to work irregular hours, weekends and public holidays
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