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                                                      CORPUS CHRISTI, TEXAS

JOB DESCRIPTION

Title:  Ship’s Store Clerk
Supervisor:  Ship’s Store Manager/ Asst. Manager

Scope:  Greets visitors pleasantly; answers visitors’ questions completely and cheerfully or refers the visitors to proper authority; accepts payments, accounts for receipts using established procedures and equipment provided, maintains the ship’s store inventory.

Responsibilities:
1. Coordinates with Store Manager to maximize productivity of daily store clerk duties
2. Monitors store procedures to assure the security of the inventory and daily sales receipts

3. Must possess excellent customer service skills to ensure customer satisfaction.

4. Assigned a register for the day, checks that register area is restocked with register, journal, and credit card paper.    

5. Clerk’s duties: restocking shelves with merchandise, cleaning windows, display, and dusting shelves.

6. Ensure pricing, displaying and storing of merchandise is updated. 

7. Operates register and dog tag machine  

8. Is knowledgeable about the museum and ship store policies in order 

           answer visitor inquiries
9. Knows and follows established museum cashier procedures.

10. Performs other duties are assigned.
11. Must have basic computer skills in order to process daily ship’s store tasks
