JOB DESCRIPTION

	POSITION TITLE
	Price Integrity Assistant

	STORE
	 Mill St

	DATE
	

	REPORTS TO
	Senior Buyer

	PURPOSE OF POSITION
	Responsible for ensuring that all products in the shop have the right price ticket, coupon or super deal ticket attached and scans correctly at checkouts.

	STORE VISION
	

	STORE VALUES
	






 (
REPO
R
TING STRUCTURE
)
 (
Store Manager
Head Buyer
Price Integrity 
Manager
Price Integrity
 Assistant
)




 (
REL
A
TIONSHIPS
)

INTERNAL
· Owner Operator
· Store Manager
· Department Manager
· Team members
· Other store staff





















EXTERNAL
· Customers

 (
ACCOUN
T
ABILITIES
)
	OPERATIONAL
	· Complete the tasks of a Price Integrity Assistant, including (but not limited to):
· Making appropriate stock or price adjustments from Support Centre memos.
· Scanning new products to ensure appropriate ticketing is developed and produced.
· Entering all non-scanning products into the system.
· Ensuring all store specials and end displays have appropriate price tickets. 
· Making posters for in-store displays and in store signs and promotions. 
· Putting out weekly price change tickets. 
· Printing foyer and advert posters.
· Loading store specials as identified by the Buyer into the computer.
· Printing out appropriate reports to check pricing every Monday. 
· Completing floor walks to ensure departments are actioning price increases and are ticketing all stock appropriately on a regular basis.  
· Printing out retail price books for service deli, bakery and butchery and printing out all coupons and Fly Buys weekly specials.
· Ensuring all departments have the required tickets for the following week and display appropriate ticketing on a weekly basis.
· Every Monday ensuring updated coupons and Super Deal tickets are displayed.  
· Ensuring price integrity of weekly mailers and promotions.  
· Ensuring all price changes (mark ups and mark downs) are actioned appropriately.
· Completing a full grocery price integrity check on a monthly basis. 
· Scanning allocated aisles, departments and major displays for correct pricing on an ongoing basis ensuring ticketing is accurate at all times and taking corrective action as required.
· Replacing data strips as required. 
· Ordering ticketing supplies as required. 
· Taking calls re incorrect scanning items or non-scanning items and rectifying these ensuring all discrepancies are recorded and dealt with appropriately in the shortest possible time. 
· Assisting customers with their enquiries. 
· Printing and reviewing price variance reports.  Providing Item Movement Reports to all Department Managers. 
· Weekly transmission price changes to tills plus any manual price changes and loading new product lines. 
· Assisting in other areas of the store as required.

	COMPLIANCE
	· Follow health and safety policy, food safety policy and compliance procedures in the store.  
· Ensure all ticketing and pricing meets legislative requirements (e.g. Fair Trading and Consumer Guarantees Act.)

	CULTURAL
	· Contribute effectively as a team member.
· Live the store values.



 (
PERSON SPECIFIC
A
TION
)
	PEOPLE FOCUS
	WORKING WITH PEOPLE
· Is self -aware, approachable and mindful of their impact on others
· Demonstrates an interest in, and understanding of people, behaving in a culturally sensitive manner
· Is outgoing and supportive; recognising and acknowledging the contribution of others
· Actively contributes to a team spirit of openness and inclusiveness where colleagues feel able to offer ideas
· Listens and communicates openly and proactively
· Adapts their style to build and maintain relationships with multiple stakeholders (staff, suppliers, peers etc)

	CUSTOMER FOCUS
	MEETING CUSTOMER EXPECTATIONS
· Brings everything back to the customer; identifying and focusing upon their needs & expectations
· Actively sets, monitors and maintains consistently high standards of customer service
· Continuously makes improvements for customers; seeking input from staff and customers to do so
· Creates an environment that customers want to shop
· Is responsive to feedback from all sources
· Adopts a “service” mentality at all times regardless of their position or experience, genuinely enthusiastic about the difference service makes to the customer and success of the business

	
	ADAPTING AND RESPONDING TO CHANGE
· Adapts to changing circumstances and accepts new ideas and initiatives
· Tolerates ambiguity
· Adapts personal style to suit different people and situations
· Shows an interest in new experiences

	CO-OPERATIVE CULTURE
	ADHERING TO PRINCIPLES AND VALUES
· Personally upholds ethics and Foodstuffs Values and accepting nothing less from their team
· Consistently demonstrates honesty and integrity (in words, decisions and actions) in all of their dealings with customers, staff, suppliers, colleagues)
· Follows due process on all issues of compliance
· Demonstrates a strong work ethic through their commitment to the store’s success, ownership of problems and self-discipline
· Leads by example in terms of Foodstuffs values, drive to succeed and positive outlook
· Challenges appropriately while respecting the position of others



 (
QUALIFIC
A
TIONS AND EXPERIENCE
)

	ESSENTIAL
	· Physically fit and able to fulfil the requirements of the role.

	DESIRED
	· Good command of written and spoken English 
· Good maths skills
· NCEA Level 1 or equivalent
· Customer service experience
· Previous stock control, stock management or audit experience



 (
SIGN
A
TURE
)
I have read and understood this Job Description:



 	
Employee Signature	Date:
