
Wake County ABC
Employee Job Description

CLASS TITLE:		Store Customer Service Representative – Part Time
SALARY GRADE:	1
LAST UPDATED:		11/22/24

EXEMPTION:		Non-exempt

PURPOSE OF CLASS:
Under immediate supervision, performs responsible public contact work in the selling of product and enforcing alcoholic beverage laws, rules, and regulations in an assigned Wake County ABC System store.  

PRIMARY TASKS:
· Assists the public with general questions (in person and over the phone) about products and directs them to management regarding topics they cannot or should not answer
· Observes customers while in the store
· Assists the public with sales of products by operating a cashiering system
· Reports shoplifters through appropriate processes and procedures
· Operates a cashiering system accepting payments giving appropriate change or charges to an appropriate credit card
· Assists in balancing sales and records from the digital and automated system
· Assures money and records balance
· Enforces alcoholic beverage laws in regard to selling to underage persons, intoxicated persons, or exceeding the legal allowed quantity to any one person
· Assists in filling orders for mixed beverage customers
· Stocks 50mL bottles and cleans all shelves and beverages in the store
· Pulls bottles to the front of the shelves and keeps products dusted
· Assists in updating product discount sales and rebates
· Assists with periodic inventory of the store
· Assists in maintaining and keeping the physical facilities clean and presentable including sweeping and mopping
· Assists in noting and notifying management staff of special repairs and safety hazards that may exist at a ABC facility
· Performs other duties as required

EQUIPMENT OPERATED:
Cashier system, smart phone or device technology, box cutter, broom, mop, and other equipment as required.

REPORTING RELATIONSHIP:
This position reports to the Store Manager

WORKING CONDITIONS:
· Employee is exposed to inside and outside environmental conditions, both hot and cold weather
· Employee is exposed to cleaning agent fumes, odors, and dust
· Employee is exposed to moderate to loud noises
· Must be able to perform all basic life operational functions of fingering, grasping, talking, hearing, repetitive motions, climbing, and balancing

JOB CONTEXT:
· This position works 20 hours per week during the seven day work week
· This position, at the direction of the General Manager, may fulfill these responsibilities at any of the Wake County ABC stores
· Weekdays and weekends necessary to fulfil the job duties
· The stress level of this job is low to moderate

QUALIFICATIONS:
A. EDUCATION:
High school diploma or GED

B. EXPERIENCE:
Some experience in retail operations preferably using a computerized system as well as working the public

KNOWLEDGE, SKILLS, & ABILITIES:
· Ability to learn rules and regulations governing operation of an alcoholic beverage store
· Ability to learn modern store room and inventory practices
· Ability to provide excellent customer service
· Ability to keep a calm and professional demeanor especially in stressful situations
· Ability to speak, read, and write English in a capacity sufficient to perform the tasks of the position
· Ability to comprehensively learn and apply ABC Board policies, rules, and regulations
· Ability to discern product codes and names and complete various inventory forms
· Ability to count cash and make appropriate change for business transactions in a store
· Ability to add, subtract, multiply, and divide all units of measure using whole numbers
· Ability to express oneself clearly and concisely both orally and in writing 
· Ability to develop and effectively maintain relationships with other employees and the general public
· Ability to keep themselves in good physical condition

SPECIAL REQUIREMENTS:
Possession of a valid North Carolina Driver’s License
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