SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Bookstore Assistant I (Continued)

San Bernardino Community College District

Bookstore Assistant I
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, operates a cash register and performs related cashier duties as assigned; gives refunds and performs buyback duties; provides information and assistance to customers in the college bookstore and on the telephone; prices, stocks, and displays merchandise; participates in physical inventory; and maintains a variety of records.
This is a broad classification with individual positions assigned to specific functional areas. The Bookstore Assistant I is the first level in the Bookstore Assistant series. The Bookstore Assistant I is distinguished from the Bookstore Assistant II by the latter’s responsibilities for ordering bookstore materials and/or performing accounting duties related to the bookstore.
representative Duties

The following duties are typical for this classification.

1. Assists students, faculty, and staff in selecting and purchasing books and supplies; assists students in operating kiosks linked to the bookstores website.

2. Operates cash register and makes change; charges purchases for students on credit programs; makes refunds and adjustments as necessary. 

3. Maintains stock on the sales floor including greeting card displays and textbooks; restocks sales area from stock in storage room; returns overstock textbooks to storage; advises bookstore management of need to reorder supplies.

4. Assists in the buy-back of used textbooks from students including re-stamping, re-pricing, and restocking the books for resale.

5. Assists in planning for sales and preparing advertisements for the bookstore including distributing flyers, coupons, and posters that advertise promotions and specials run by the bookstore.

6. Assists in keeping stock and store neat and orderly.

7. Maintains inventory in assigned area and reports low stock to higher level staff; assists in posting to inventory control record, and in the annual inventory.

8. As assigned, assists in overseeing online ordering processes and/or textbook reservations including printing orders, pulling books or supplies, and charging out the orders.

9. As assigned, closes all cash registers and cash handling systems used in retail operation conducted by the bookstore.

10. Maintains a variety of records, files, and invoices.

11. May provide lead supervision to student employees; trains and provides work direction to student workers.
12. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
General bookstore practices and procedures.
Cashiering procedures and techniques.

Record-keeping techniques including inventory and stock control.

Procedures applied to opening or closing a retail operation.

Methods of accurate cash register balancing, setting up cash drawers, and generating reports.
Basic mathematical principles.

Telephone techniques and etiquette.

Modern office practices, procedures and equipment.

Basic merchandising techniques.

Occupational hazards and standard safety practices.

Oral and written communication skills.

English usage, grammar, spelling, punctuation, and vocabulary.
Ability to:

Assist students and faculty in the use of the bookstore.

Operate a cash register with speed and accuracy.

Operate a computer terminal.

Read, interpret, apply and explain policies and procedures.

Resolve problems related to operation of cash registers, sales entries, refunds and adjustments.

Prioritize and schedule work.

Train and provide work direction to student workers.

Perform mathematical calculations quickly and accurately.
Maintain accurate records and files.

Plan and organize work to meet changing priorities and deadlines.

Respond to requests and inquiries from the general public.

Work independently in the absence of supervision.

Understand and follow oral and written directions.

Greet the public tactfully and effectively.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade.
Experience:
One year of experience in general retail sales or clerical experience that included the operation of a cash register.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a bookstore setting with frequent interruptions and distractions; possible exposure to dissatisfied individuals; exposure to noise, dust, fumes, and noxious odors.
Incumbents must be able to perform the light manual tasks associated with stocking shelves.

Physical: Primary functions require sufficient physical ability and mobility to walk, stand, and sit for prolonged periods of time; frequently stoop, bend, kneel, crouch, crawl, climb, reach, and twist; push, pull, lift, and/or carry light to moderate amounts of weights; verbally communicate to exchange information.
Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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