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Job description and person specification

Retail Assistant


	Department 
	Community & Environmental Services

	Service 
	Culture & Heritage: Museums

	Grade
	C

	Reports to
	Retail Manager & Retail Supervisor

	Responsible for 
	n/a

	Job reference
	10396



	Job Purpose – 


	To support the Retail Manager and Supervisor in the delivery of the Norfolk Museums Service (NMS) retail operations at Norwich Castle Museum & Art Gallery.
To maintain the highest standard of retail display, stock range and stock knowledge enabling Norwich Castle Museum to maximise retail sales.


	Context – 


	NMS operates 10 sites across Norfolk, each of which has its own retail space or dedicated shop.  This includes the substantial shop space at Norwich Castle Museum.
The Retail management and administration is based at Norwich Castle Museum. The Retail Team works in collaboration with the Visitor Services team to deliver a high level of customer care across the NMS sites and to ensure that all visitors have an enjoyable, safe and inspiring experience.

The Retail Team’s aim is to ensure visitors are motivated to visit NMS museums and to return again and again.  They achieve this by promoting NMS sites to the public, adding value to their visit and enabling NMS retail outlets to generate the highest level of turnover and profit.




	Accountabilities - 

	To support the Retail Manager and Retail Supervisor in the day to day running of Norwich Castle Museum’s retail site and in maximising retail turnover and profitability.


	To maintain and develop good product knowledge in order to provide excellent customer service.


	To maintain high levels of visual merchandising, stock replenishment and cleanliness to support sales.


	To support the Visitor Services Management and team in delivering a high level of visitor experience, including carrying out tasks such as ticket sales and promotion of museum membership.


	To undertake any reasonable tasks & responsibilities as specified by the Retail Manager, Retail Supervisor or Visitor Services Management team.


	To assist in the undertaking of annual stocktakes in Norwich to meet audit standards.

	The processing of deliveries and ensuring accurate pricing of stock, communicating any anomalies or requirements to the Retail Manager or Supervisor.


	To set up and cash up the till at the beginning and end of the day to meet audit and banking requirements.


	To contribute to the effectiveness of the service through positive support and joint working with colleagues.





	Person Specification


	Qualifications:

	Essential
	Desirable

	N/A

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Minimum 2 years’ experience working in a retail role.

An awareness of Health and Safety at work

Training in Health and Safety

	Experience of retail operations in a heritage or arts environment



	Skills:

	Essential
	Desirable

	Excellent selling and customer care skills

Experience of visual merchandising


Knowledge of EPOS sales systems

Good organisational and time management skills, ability to work on multiple tasks simultaneously.

Able to work under pressure and to deadlines.

Good interpersonal skills, being a team worker, co-operative, considerate, perceptive, and diplomatic.

Positive attitude with a dependable, professional approach to the public, colleagues, and suppliers.

Self-motivated with the ability to organise and prioritise own work.

Basic IT skills, such as email communication & use of My Oracle services.

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 


	Hours have a four-week regular pattern worked across Monday to Sunday including bank holidays and may include occasional evening work.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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