Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Gift Shop Clerk/Lead
 

DIVISION: Casino Support
JOB CODE:   412020



DEPARTMENT: Retail
FLSA: Non-exempt 

GRADE:  NO

LOCATION: CC and BH
POSITION REPORTS TO:  Gift Shop Supervisor
SUMMARY:
To lead, train and provide technical direction to gift shop operators to ensure gift shop operations promote and enhance the sale of souvenirs and other merchandise, and increase the patronage of GUESTS and CAST MEMBERS.  To develop and maintain effective working relationships and good customer service skills with all GUESTS and CAST MEMBERS.  To perform responsibilities in compliance with the Colorado Limited Gaming Act.  

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES :

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Leads, trains and provides technical direction to gift shop operators to ensure gift shop operations promote and enhance the sale of souvenirs and other merchandise, and increase the patronage of GUESTS and CAST MEMBERS.

3.
Guides gift shop operators in developing and maintaining effective working relationships and good customer service skills with all GUESTS and CAST MEMBERS.

4.
Trains gift shop staff in cash register operation and ensures for the security and accuracy of all transactions.  Guides gift shop staff in the maintenance of sales records and completion of daily, weekly, and monthly sales reports, as directed.

5.
Leads gift shop staff in pricing and marking merchandise, as directed.

6.
Trains gift shop staff in arranging in-store and in-window merchandise displays.

7.
Leads gift shop staff in performing responsibilities in compliance with the Colorado Limited Gaming Act.

8.
Maintains an alertness for the performance of all responsibilities, and a general awareness of casino operations at all times.  Keeps supervisor informed of any concerns.

9.
Performs general housekeeping to ensure Gift Shop area is neat and organized.
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10.
Leads gift shop staff in compliance with established security policies and procedures.  Informs supervisor and/or Security Officer or Security Manager of any concerns.

11.
Performs, when necessary, as a back-up to Gift Shop staff.

12.
Performs other duties, including special projects, as needed and directed.
QUALIFICATION REQUIREMENTS:

Demonstrated retail operations experience, preferably hands-on experience operating a gift shop or thrift shop.  Demonstrated experience leading, training and providing technical direction to gift or thrift shop operators.  Demonstrated experience receiving, securing, handling, counting and reconciling merchandise, supplies and money quickly and accurately.  Demonstrated effective and diplomatic customer service and communication skills, which includes contacts with employees and customers.

EDUCATION AND/OR EXPERIENCE:

Graduation from High School.  Two (2) or more years of recent and related hands-on retail operations experience operating a gift shop or thrift shop, preferably within a gaming environment.  One (1) or more years of experience leading, training and providing technical direction to gift or thrift shop operators.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: No decision making is required beyond scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  Must have a valid and current State of Colorado Gaming License.

OTHER SKILLS/ABILITIES: No additional skills are required.

PHYSICAL DEMANDS:  Essential duties involve performing physical exertion: constant standing for an entire work shift, frequent brisk walking, climbing stairs, stooping, bending, stretching, reaching, and pushing in order to perform essential duties, with standard breaks provided.  Essential duties require lifting 35 or more pounds; and working a standard work week with additional hours, as required.

WORK ENVIRONMENT:  Essential duties involve working with large numbers of people while primarily in an inside environment, which is not normally subject to adverse external weather conditions, and is frequently loud or containing high noise levels.  Some casino locations are heavily filled with cigarette smoke.

MATERIALS AND EQUIPMENT DIRECTLY USED:  Equipment used include dollies and carts for transporting inventory.  Equipment used include cash registers, computers, photocopiers, calculators, staplers, screwdrivers, pliers and tape.
Prepared by: 
______________________    Date: _______________________

