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PART A: POSITION SPECIFICATION   
 

Role title 

Position Title Casual Shop Assistant- LLSC Retail Shops 

Classification 
level/award rate: 

General Retail Industry Award 
Grade 4 

Reporting structure: Reporting to: Retail Area Manager 



https://lifelinesouthcoast.sharepoint.com/shared documents/hr/position description/current 
positions/casualretailassistantpdv2.1.docx 

 

Line Manager: Shop Team Leader 

Direct reports: Volunteers on duty on the day  

 

Position statement 

The aim of this role is to provide assistance in the management of volunteers and 
daily operations of Lifeline South Coast retail outlets in conjunction with the Team 
Leaders and in line with core KPIs. Critical components of this role are to foster 
an ongoing positive culture amongst volunteers, consistently reach profit-for-
purpose targets, maintain a consistently high quality of goods for 
sale and implement and maintain safe work practices.   

 

Responsibilities 

• Opening and closing shop procedures  

• Providing high-level customer service 

• Supervising volunteers and daily operations  

• Supervising the wholesale stock quality and procedure as required  

• Ensuring shop stock is constantly refreshed and of high quality which 
includes supervision of the sorting, stock selection and pricing processes  

• Ensuring shop is tidy and well presented at all times  

• Implementing strong visual merchandising practices in communication with 
Team Leaders 

• Ensuring accurate processing of sales using POS system, Eftpos and cash 
handling  

• Maintaining accurate financial records and reporting of daily register 
closure summary 

• Ensuring Petty Cash recording and banking is undertaken as required 

• Supervision of volunteer sign on in Better Impact 

• Adhering to all Lifeline South Coast policies and procedures  

• Encouraging a positive culture within the organisation in line with Lifeline 
South Coast’s Values and Code of Conduct  

• Other responsibilities as directed by the Team Leader 
/ Retail Area Manager/ CEO 

Delegations, authority levels and decision making 

• Has authority to manage retail operations in line with organisational 
policies  

• Purchasing with petty cash as per policy limits 

 
PART B: PERSON SPECIFIC 

Qualifications and experience 

• Demonstrated experience in a customer service focused role  

• Demonstrated experience leading a team 
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• Experience in leading a team to comply with WHS regulations   

• Experience working in a Not For Profit environment with volunteers 
(desirable)  

• Awareness of clothing labels and awareness of labels and marks 
(desirable)  

•  

 

Key knowledge areas 

• Full understanding of Due Diligence in relation to Work, Health and 
Safety.  

• Working knowledge of a target-based workplace  

• Retail industry knowledge  

 

Key skills/abilities and personal attributes 

• Strong delegation and prioritization abilities for self and others  

• Customer service focused 

• Team player 

• Problem solving skills 

• Adaptable communication and negotiation skills 

• Approachability 

• Sales and goal focused 

• Fosters an attitude of continual improvement 

 
PART C: ACKNOWLEDGMENT 
 
I have read and understand the Casual Retail Assistant position description 
 
 
Signed Date 


