
 
 

                                                  
                                                  
 

JOB DESCRIPTION 
 

 

Job Title:  Auxiliary Clerk 
Reports to Job 
Title: Assistant Store Manager 

Department:  Front End Division:  Arcata 

Direct Report(s):  None FLSA Status: Non-Exempt 

New Position  Revised Position Last Revised:  

Salary Scale:      
$10.75-15.56 

Internal Posting Date: 
5/10/2017-5/15/2017 

Status: Casual 
20-22 hours 

External Posting Date: 
Until Filled 

 
SUMMARY: To ensure the highest level of service possible to North Coast Co-op’s internal and external 
customers. Train and work in all departments as needed. Gain knowledge of overall store operations. 
 
ESSENTIAL FUNCTIONS: (other duties may be assigned) 
1.  Customer Service 
 a.  Treat people fairly, consistently, and with respect. 
 b.  Ensure efficient, informative, and friendly service according to established customer service vision and 

standards. 
 
2.  Department Responsibilities & Operations 

a.  Learn systems in all departments of the store. 
b.  Perform the clerk responsibilities of the following departments as scheduled: produce, front end, 

wellness, bulk, grocery, dairy, frozen, deli and meat. 
c.  Provide departmental support throughout shift as needed; work in multiple departments throughout 

the day. 
d.  Work closely with store manager, assistant store manager, and department heads & front end senior 

clerks to ensure store is running at highest level possible. 
e.  Handle customer questions and complaints including on the premises and follow up phone calls. 
f. Attend department meetings as scheduled. 
g. Assist with smooth flow of store operations and help cover cashier duties as needed. 
h. Answer and route phone calls, take and route messages as needed. 
i. Keep store in clean, orderly condition during shift. Ensure that departments are closed following 

procedures 
j. Pull short-date, out-of-date or low-quality items and follow established departmental procedures for 

recording and disposing of items.  
k. Help with receiving orders as needed. 
l. Stock displays fully without overcrowding; face items on shelves  
m. Keep shelves, coolers, bins and back stock in clean, orderly condition. Dust and clean shelves and 

product when stocking. 

 



 
 

 
3.  Personnel 

a.  Replace vacant shifts when people call-in, schedule a day off, etc.  
 

4.  All Staff Duties 
a. Abide by all Co-op policies and procedures as outlined in the Employee Handbook and other company 
documents. 
b. Keep store/warehouse orderly and clean. 
c. Maintain a positive attitude. 
d. Read staff and department messages (e.g., email, log book, etc.) daily as instructed by each department 
head and respond as necessary. 
e. Perform other duties as assigned by store manager or supervisory staff. 

 
• Other Duties: Please note this job description is not designed to cover or contain a comprehensive listing of 

activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and 
activities may change at any time with or without notice. 

 
COMPETENCIES: 
· Outstanding customer service skills 
· General knowledge of natural foods 
· Previous experience with stocking in a retail setting 
· Ability to handle multiple demands, work under time pressures, and meet deadlines 
· Willingness to be open, to learn, and take on new responsibilities 
· Demonstrate objectivity, neutrality and calmness under pressure 
· Regular, predictable attendance 
· Ability to be flexible and to adapt to changing conditions quickly 
· Effective communication skills in English 
· Ability to read and comprehend instructions 
· Ability to follow through on systems, procedures and policies 
· Demonstrated ability to follow through on commitments 
· Ability to work in a fast paced environment 
· Must have desire to learn all aspects of North Coast Co-op and be able to work in every department 
· Ability to work independently and with others 
 
WORK ENVIRONMENT: Fast paced retail floor and environment. At times may work with or near moving 
mechanical parts (i.e. baler, dock equipment), in high precarious places (i.e. ladder work) and in cold/hot 
climate conditions. Ability to work in moderate and loud noise environments including, but not limited to: 
computers, paging, telephones, human voices, sound system and machinery. 
 
PSYCHICAL DEMANDS: 

• To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill and /or ability required.  

 
• Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions of this job. 
 

• While performing the duties of this job, the employee is regularly required to sit and talk or listen.  The 
employee frequently is required to reach with hands and arms.  The employee is occasionally required to 
walk and use hands to finger, handle, or feel objects, tools or controls. 

 



 
 

• The employee must regularly lift and/or move up to 20 pounds and occasionally lift and/or move up to 50 
pounds.  Specific vision abilities required by the job include close vision, depth perception, and the ability 
to adjust focus. 

 
• The noise level in the work environment is usually moderate. 

 
 
IMPORTANT DISCLAIMER NOTICE: 
The job duties, elements, responsibilities, skills, functions, experience, educational factors, requirements and conditions 
listed in this job description are representative only and not exhaustive of the tasks that the employee may be required to 
perform. The employer reserves the right to revise this job description at any time and require employees to perform other 
tasks as circumstances or conditions of its business, competitive considerations or a work environment change. 
 

EEO STATEMENT: 
The North Coast Co-Operative provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, sex, national origin, age, disability or 
genetics. In addition to federal law requirements, The North Coast Co-Operative complies with applicable 
state and local laws governing nondiscrimination in employment in every location in which the company has 
facilities. This policy applies to all terms and conditions of employment, including recruiting, hiring, 
placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training. 

 

SIGNATURE: 
This job description has been approved by all levels of management: 
Manager_______________________________________________________________________________ 
HR_____________________________________________________________________________________ 
 
*Employee signature below constitutes employee's understanding of the requirements, essential functions and 
duties of the position. 
Employee________________________________________________________________Date_____________ 
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