9003
SALES CLERK

Nat ure of Work

Under direct supervision, perfornms clerical work at the entry
level in a store or shop owned and operated by a state facility.
Recei ves goods, stocks shelves and vendi ng machi nes, sells goods;
col l ects cash, tokens, charge slips and nakes change. Conpl etes
necessary paperworKk. Has limted latitude in varying policies,
procedures, or regulations which govern the area the assignnent.
May performrel ated clerical duties, and may work wi th resi dents of
the facility. Perforns related work as required.

Exanpl es of Work
Receives and uncrates nerchandi se; arranges nerchandise in
sal es area, stockroom or storage area.
Sel | s merchandi se and assists custonmers with purchases.
Mai ntai ns i nventory records.
Waps itens for mailing or gift-waps.
Recei ves noney for merchandi se purchased; operates cash
regi ster; counts and makes change.

Know edge, Skills and Abilities
Know edge of State Sal es Tax Law.
Ability to operate a cash register
Ability to count and make change and tabul ate cash totals for
bank deposits and/or records.
Ability to serve residents, guests, staff or general public in
a courteous and informative manner.

M ni mum Qual i fications
TRAINING G aduation froma standard high school or the
equi val ent .

Est abl i shed: 8/20/92
Ef fecti ve: 9/ 15/ 92



