Market Place Books P/T Bookseller
Job Specification Criteria

	Job Specification

	Essential
	Desirable 

	A.  Spiritual Principles

    A committed Christian, reflecting your faith and maintaining integrity within the local community.
Not given to denominational bias or emphasis.


	E

E
	

	B.  Experience – 

· Retail experience  

· Ability to deal with the general public effectively and sensitively.
	E

 
	        D

           


	C.  Finance

·  Competent in dealing with figures.  

· A careful and diligent record keeper


	E

E
	

	1. D. Stock Control   

· Process orders and deliveries from suppliers 
	
	D

	E. Communication

· Excellent interpersonal skills

· Able to converse meaningfully with various groups of people on matters pertaining to the shop.

· Confident to make clear decisions in the absence of the Manager.
	E

E

E
	

	G. Security

· Ensure all policies, procedures and regulations both mandatory and statutory are maintained.
	E
	

	H. Skills

·  Computer skills  - confident to learn stock control EPOS system, and competent with Internet, Word, Excel.
	E


	

	I. Disposition

· Flexible and willing to alter working hours to cover the shop when necessary.
· Able to work as a member of a team.

· Confident to use own initiative.

· Recognise the role of the Trustees & Volunteers and work in harmony with them.
	E

E

E

E
	

	J. Physical Make Up

      A degree of physical fitness is required to move boxes of books  and communion wine. 



	E


	        


 DATE \@"DD\/MM\/YY" 
30/08/22
 C:\Users\Sue\Documents\mpb\Recruitment\Documentsforadvert&Interview\2022 Bookseller.doc

