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Job Description
Job Title
Retail Sales Assistant/Supervisor 
Responsible to
Shop Managers (Denis & Chris).

Purpose
To contribute to the sales and merchandising in the garden center and to work with onsite customers and online sales.

Responsibilities
1. Work and support retail customers online and on site.

2. Contribute to collecting, preparing, and packing of retail and online orders, including booking freight and liaison with couriers.

3. Process payments for orders online and on site.
4. Contribute to maintaining plant stock including; watering, weeding, fertilizing, pruning, potting, spraying and staking.  
5. Keep sales areas and surroundings clean of weeds and in a suitable condition for selling plants.

6. Ensure attractive and accurate signage for the shop. 

7. Liaise with other staff about work requirements to help them when needed and to facilitate the smooth running of the nursery as a whole and the rostering of staff. Occasional rostered Saturdays may be required.
8. Keep production details accurate as required by the production and inventory control system. 
9. Attend weekly management meetings and contribute ideas on increasing nursery efficiency, plant quality and customer satisfaction.
10. Report on supplies needed, monthly stock takes and reordering of retail dry goods and retail green goods.
11. Report on equipment requirements and faults.
12. Carry out quality control at every stage in the selling process including selecting and preparing plants for online sales.

13. Assist in planning production of plants.
14. Assist in planning indent purchases of green and dry goods.
15. Assist in keeping shop stocked with crops that are ready for sale.
16. Assist with phone enquiries and emails and support the office when required. 
17. Work with marketing for sales promotion activities.
18. All other duties as required. 
