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JOB DESCRIPTION

	POSITION TITLE
	Checkout Supervisor 

	STORE
	 Cambridge New World

	DATE
	 June 2025

	REPORTS TO
	Checkout Manager

	PURPOSE OF POSITION
	Operate Checkout and SCO; supervise, motivate and train checkout staff and manage checkout, checkout area and trolley’s on a day-to-day basis. 

	STORE VISION
	To provide our customers with a shopping experience which is satisfying and meets their needs and which encourages them to return on a regular basis

	STORE VALUES
	In it together
Above the line
Courageous
Think Customer



REPORTING STRUCTURE



RELATIONSHIPS


INTERNAL
· Owner Operator
· Store Manager
· HR Manager
· Department and Duty Managers
· Team members
· Store/grocery staff

EXTERNAL
· Suppliers/Reps
· Demonstrators/Merchandisers
· Foodstuffs’ employees
· Customers














ACCOUNTABILITIES

	OPERATIONAL
	· Manage customer flow through checkout and self-checkout stations (SCO’S)
· Assist customers at checkout tills and SCO’s and assist with bag packing and placing their bags into trolley’s
· Monitor checkout staff day-to-day activities including customer service, bag packing, checkout station cleanliness, trolley management, grocery department and store policies
· Provide support and oversee daily till balancing
· Provide ongoing training, support and motivation to checkout operators and other checkout supervisors in customer service excellence and day-to-day checkout activities
· Monitor and adhere to checkout area security and checkout 
· Respond to customer enquiries and complaints, credits and returns within store policy
· Process and register customer complaint as appropriate
· Maintain merchandise stands at checkout and provide support to grocery team
· Monitor and manage cleaning processes to ensure cleanliness and tidiness of checkout area 
· Monitor and respond to queries at the customer service desk
· Manage checkout and promotional signage display 
· Support and report any concerns and ideas to checkout manager
· Maintain trolleys and help move them from car park into store trolley area



	FINANCIAL
	· Assist in managing the front of store / checkouts component of assigned activities, promotions and initiatives within plan
· Assist with managing Glory Machine processes 

	COMPLIANCE
	· Follow Health and Safety Policy, Food Safety Policy and compliance procedures 
· Identify and report Health and Safety hazards


PERSON SPECIFICATION

	PEOPLE FOCUS
	· LEAD AND SUPERVISE
· Motivate, train, and develop checkout team
· Supports, recognises and rewards contributions of team members
· Establish respected working relationships
· Set and uphold product, service and behaviour standards 
· Role model positive behaviours and store values 
· Display confidence, authority, integrity and empathy
· WORKING RELATIONSHIPS
· Display self-awareness, approachability and mindfulness of impact on others
· Demonstrate understanding of people and cultural differences
· Actively builds a team spirit of openness 
· Listen, consult and communicate openly and proactively
· Adapt personal style to build and maintain relationships with all stakeholders (staff, suppliers, peers etc)
· PERSUADE AND INFLUENCE
· Influence positively to gain agreement and commitment 
· Facilitate discussions to ensure ideas are heard and influence outcomes and actions
· Manage conflict openly, fairly and quickly
· Use questioning and listening skills to understand issues and create solutions 
· Demonstrate resilience, influencing team members to try new ideas  
· Display acceptance of new ideas and initiatives, adapt to changing circumstances
· Share knowledge and expertise

	CUSTOMER FOCUS
	· MEET CUSTOMER EXPECTATIONS
· Identify and focus on meeting customer needs and expectations, actively monitor and maintain high standards of customer service
· Identify and implement initiatives to continuously improve the customer experience
· Create an environment to create an excellent customer experience 
· Analyse and respond to feedback from all sources


	CO-OPERATIVE CULTURE




	· ADHERE TO PRINCIPLES AND VALUES
· Uphold Foodstuffs and store ethics and Values 
· Always demonstrate honesty and integrity
· Maintain high level of commitment and implementation of all compliance
· Display a strong work ethic and commitment to the store’s success






	
	


QUALIFICATIONS AND EXPERIENCE


	ESSENTIAL
	· Supermarket or related retail experience
· Checkout or customer service experience
· 3-5 years + Supervisory experience
· Physically fit and able to fulfil the requirements of the role
· Good command of written and spoken English
· Good basic mathematical ability
· Computer literacy

	DESIRED
	· Unit standard 497



SIGNATURE

I have read and understood this Job Description:



 	
Employee Signature	Date:
Owner Operator


Store Manager


Checkout Manager


Checkout Supervisor
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