JOB DESCRIPTION


FULL NAMES:




POSITION DESCRIPTION


Job Title:

:

COPYSHOP ASSISTANT

Department:

: 

COPYSHOP


Date Reviewed:
: 

KCS 25.01.2012



PURPOSE OF POSITION



To project a professional image of the company by liaising with members of the public and by doing so generating new business for the company.

KEY PERFORMANCE AREAS
 


.  Cleaning of shop

.  Assist Customers on the floor

.  Cleaning of Allocated shelves

.  Collection of mail

.  Pricing and packing of stock

.  Assist with ordering of stock

.  Stock take

.  Filling

AUTHORITY

Accepting full responsibility for all duties in key performance areas

OTHER ASSIGNMENTS


To  perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Managing  Director.

The  above  Job  Description  was  read, understood  and  accepted  by  the  Employee.

__________________________                                         ___________________________
EMPLOYEE                                                                      DATE

__________________________                                        __________________________

DEPARTMENT  MANAGER                                           DATE

__________________________                                         ___________________________

L L  ROBINSON                                                               DATE

HR  ADMINISTRATOR 
