Job Description 

Date                                             
Job Title Store Clerk
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

15%
	     

	
Standing:
50%
	     

	
Walking:
35%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	Computer use and handling of materials and products

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	May occur while stocking shelves and assisting customers loading/unloading

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	May occur while stocking shelves and assisting customers loading/unloading

	F.
	Bend
	
	May occur while stocking shelves and assisting customers loading/unloading

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	     

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	Carrying 50+ lbs or awkward/bulky items requires minimum of two person lift and carry.  Mechanical assistive devices are available.


General Description of the Job:

Employees will wait on customers and determine their needs. They will sell materials and products. They will answer phones, enter data into the computer, place sales orders, generate invoices, operate a till, stock shelves, take inventory, assist customers loading/unloading rented equipment, perform daily housekeeping (i.e. sweeping, mopping, emptying garbage cans, etc.) and may, on occasion, delivery small orders to customer locations. Conducts load checks to ensure outgoing orders match the invoices.
Essential Functions of the Job:
Operation of the telephone, computer, and fax machine.
Types of Machines, Tools, Special Equipment:

Computer, telephone, fax machine, moving dolly
Vehicles or Moving Equipment Operated:

Occasional use of a passenger car or pickup.
