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Trading Post Clerk

Since 1939, Camp Kern has helped scouting leaders mold the youth they serve by combining educational activities and lifelong values with fun in the High Sierra. The Boy Scouts of America believes and understands that helping youth puts us on a path towards a more conscientious, responsible and productive society.
Staffers at Camp Kern are a diverse group of men and women working in a dynamic and fulfilling workplace. This is work that makes a difference and calls one to continual learning and challenge.

The Trading Post Clerk selected will:

· Serve as a cashier.
· Assist the Trading Post Manager in executing the merchandise layout plan to maximize sales and traffic flow.
· Affix a bar code or item number to every item carried or create an accurate Hot Key created in the appropriate menu if one does not exist.
· Assign locations to every item within SellWise in accordance with the location map provided by the Trading Post Manager.
· Maintain accurate labels which include item and price for every item carried in the Trading Post.
· Ensure the floor is properly stocked with merchandise from back stock to prevent floor stock from running out.
· Ensure all merchandise is received within 24 hours, including purchase price, and printing purchase orders.
· Maintain an orderly, clean and sanitary store.
· Assist with cash drawer counts, End of Day procedures are done accurately including proper preparation of bank deposit bags as assigned by the Trading Post Manager.
· [bookmark: _GoBack]Complete daily tasks correctly are done each day including sanitize all counter surfaces, dust all shelves and merchandise, sweep and mop floors, disassemble and sanitize soda fountain, clean and sanitize popcorn machine, remove all waste to the area designated by the Camp Ranger.
· Complete weekly tasks are correctly done each weak including sanitizing root beer tap lines, rotate stock on all perishables.
· Assist in weekly inventory as directed by the Trading Post Manager.
· Assist in thorough end of season inventory.
· Package and label all merchandise into boxes as instructed by the Camp Director after the end of season inventory.
· Support the delivery of the Salesmanship Merit Badge.
· Assist in promoting the Trading Post at assemblies as directed by the Trading Post Manager.
· Other duties as assigned.

Desired Skills:

· Detail-oriented.
· Excellent people skills, enthusiastic, punctual, responsible and creative.
· Customer service focused.
· Self-motivated individual with solid time management.
· Committed to personal and professional productivity, while maintaining high ethical and professional working standards.

Requirements:

· Must be willing to accept and meet the Boy Scouts of America’s leadership and membership standards and subscribe to the Scout Oath and Law.
· Meet the job requirements as listed in the staff application before the first day of employment.
· Ability to work varied hours when necessary. Evening and weekend work is frequently required to achieve positive objectives.




I have reviewed the job description and understand all expectations and requirements.

Name: _________________________________________________________

Signature: _________________________________________________ 

Date: _______________

(Please return with the rest of your paperwork, maintain a copy for your records)
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