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Club Demonstration Services Australia Inc.

 





P.O. Box 711, North Ryde BC







NSW 1670 Australia







Tel: 1300 220 141

JOB TITLE:  
Lead Sales Advisor



JOB FAMILY:
Operations
REPORTS TO:  
Event Manager



DEPARTMENT:
Warehouse

JOB CODE:
LSA





STATUS:

PT Casual

JOB PURPOSE:

Under general supervision, responsible for providing key support to the Event Manager, Sales Advisors and other Lead Sales Advisors, ensuring effective day-to-day operation by overseeing events.  When not performing in the Lead capacity must be able to fulfill the job description for the Sales Advisor position.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Maintains professional, clean, healthy, and safe working environment
2. Completes accident reports, accurately and timely, when necessary

3. Verify accurate event hours are recorded

4. Verify all Sales Advisors sign out at the end of their shift

5. Make sure all equipment is clean and properly stored at the end of the day

6. Accountable for securing the CDS area at the end of the day; cleaned, properly closed and locked

7. Accountable for accurate payroll input

8. Oversee the purchases, storage, preparation, and serving of products and supplies

9. Perform  Breaker function; relieves Sales Advisor personnel for general breaks (15 minutes) and lunch (30 minutes) when assigned

10. Must not work or perform any assigned/unassigned tasks without first signing in for work.  This is considered “working off the clock” and subject to disciplinary action.

11. Other duties as assigned


When functioning as a Sales advisor performing an event:

1. Services and demonstrates products enthusiastically, providing helpful information and uses for the product

2. Perform all regular duties as specified on the Sales advisor job description

3. Required to perform closing duties on scheduled days

4. Other duties as assigned
PHYSICAL, MENTAL AND ENVIRONMENTAL CRITERIA:

Physical Demands:
· Continuously:  Ability to stand, walk, use hands and/or legs for repetitive motion, simple grasping and firm grasping during a scheduled shift;

· Occasionally:  bend, stoop, reach, kneel, twist, push (cart/products);

· Occasionally:  lift and carry up to  10 kilograms;
· Occasionally:  lift and/or carry up to 25 kilograms with assistance.


Mental Demands:
· Continuously:  read and comprehend information; listen, speak, engage, and communicate with members while keeping sufficient samples available on cart to meet demands of business;
· Continuously:  communicate with CDS management, subordinates and peers, Costco management, and Costco vendors;
· Continuously:  maintain unified and pleasant relationships with Event Managers, Sales Advisors, Costco staff, and Members.

Environmental Demands:
· Primarily in a warehouse which will require working with temperature variations of hot and/or cold;

· Adhere to dress code, including full length slacks and closed toe & heel shoes with non-slip sole.

MINIMUM JOB QUALIFICATIONS: (The following qualifications can be acquired and demonstrated through experience, education, and/or vocational training as noted or as appropriate.)

1. Work Experience:  previous experience in retail/grocery, sales, restaurant/food service, hospitality, and/or event marketing is helpful but not required;  you must have the ability to stand for the duration of the shift (usually 6 hours) and work a part-time schedule, including AM and/or PM shifts and weekends, during the timeframes of 10:00 AM and 8:00 PM.
2. Kitchen Equipment Skills:  basic knowledge and use of kitchen equipment such as microwaves, ovens, skillets, etc.
3. Communication Skills:  ability to receive messages by telephone, in person, electronically, and in writing; ask questions and rephrase statements to clarify meaning; ability to read and comprehend  written and verbal instructions; ability to communicate with all members and vendors; ability to read, analyze and interpret general information; ability to speak calmly, confidently, and effectively before members or employees; ability to communicate with quality, integrity, and respect in a way that motivates new ideas and possibilities.
4. Math Skills:  ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals; ability to compute rate, ratio, and percent.
5. Time Management & Organizatonal Skills: flexibility and adaptability to changing priorities and assignments; ability to maintain confidentiality; ability to multi-task during the event.
6. Excellence Behaviors:  remain engaged, proactive, and positive even in tough circumstances; own assignments and be fully accountable for their success; align actions, behaviors and conversations to what matters most; bring out the best in others and recognize the value in every person’s contributions; ability to work independently being proactive to resolve work issues or notify Supervisor of resources needed; ability to coordinate with other sales advisors as part of a team. 

CERTIFICATIONS: 
Must pass the Costco Food Safety Certification.  Pre-test training will be provided.

ACKNOWLEDGEMENT/APPROVALS: 
The above statements describe the general nature and level of work to be performed.  They do not represent a complete list of all essential functions, duties, and skills required of personnel so classified.  Management retains the discretion to add or change the duties at any time.
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   _______________________________

Employee Signature                                  (Date)


Print Name

____________________________________________
   _______________________________

Department Signature                                (Date)


Print Name

____________________________________________
   _______________________________

Human Resource Department                    (Date)


Print Name
