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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  BOOKSTORE ASSISTANT

1.00
GENERAL STATEMENTS

1.01 Position Scope

a. The Bookstore Assistant is responsible for customer service, merchandising, ordering, and inventory management of supplies, for all retail cash and charge activities and ensures the register balances at the end of the day.  The Assistant assists with coordinating activities for merchandising, visual displays, advertising, and special events. 

b. The Bookstore Assistant participates in the formation of bookstore operating procedures.
2.00
SPECIFIC STATEMENTS


2.01 Position Function and Category

a. Reporting Relationship:  Bookstore Manager
b. Function/Category of Position:  Support Staff

c. Terms of Employment:  Hourly Position – Full-Time

d. Salary Category:  II
2.02 Supervision

a. Supervision Received:

-The Bookstore Assistant is supervised by the Bookstore Manager.

b. Supervision Exercised:

-The Bookstore Assistant supervises all on-campus work-study students assigned to the Bookstore.
2.03 Key Areas of Responsibility

a. Provides customer service by:
1. Greeting and assisting customers;

2. Providing informed and helpful service to the customers;

3. Operating the point-of-sale system with accuracy.

b. Performs retail services by:
1. Ensuring shelves are stocked and maintained;

2. Ensures all merchandise is priced;

3. Assists with sales and other promotional activities to increase daily sales and community awareness.

c. Cashier duties include:
1. Processes cash and charge transactions accurately and according to established procedures;
2. Accurately balance the cash register receipts at the end of each day.
d. Participates and assists at the beginning of semester “rush” by:
1. Assists students with “textbook check-out” and purchase of supplies;

2. Assist in the delivery of textbooks to our service area/outreach locations;
3. Be available for occasional office hours beyond the regular work day;
4. Assist in shipping books and supplies to students.

e. Participate and assist in end of semester textbook return by:
1. Assisting in textbook return during finals and processing student charges for non-returned textbooks accurately and according to established procedures;

2. Assist in the return of textbooks from our service area/outreach locations;
3. Be available for occasional office hours beyond the regular workday.

f. Responsible for managing the bookstore during the Bookstore Manager’s absence.
g. Aid in developing, implementing, and maintaining an online merchandise presence.

h. Assist with day-to-day operations of the Bookstore.
i. Assist with inventory of textbooks, supplies, and soft goods.

j. Assist with unloading of freight (25-50 pounds.)

k. Perform other duties as assigned by the Bookstore Manager.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu
