JOB DESCRIPTION

	POSITION TITLE
	Grocery Assistant

	STORE
	 
  Pak ‘n Save Mill Street

	DATE
	  
    


	REPORTS TO
	 Dry Operations Manager

	PURPOSE OF POSITION
	The primary role of the Grocery Assistant is to assist in the day-to-day running of the grocery department to ensure that sufficient quantities and range of products are available for sale at the correct price at all times during opening hours as well as ensuring the department is well merchandised, clean, tidy and attractively presented.


	STORE VISION
	

	STORE VALUES
	  
    Think Customer, Courageous, Above The Line, In It together



REPORTING STRUCTURE

[image: A diagram of a company

Description automatically generated]	
RELATIONSHIPS


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

EXTERNAL
· Foodstuffs’ employees
· Delivery drivers
· Customers



ACCOUNTABILITIES

	EXPECTATIONS/ OPERATIONAL
	· Complete the tasks of a Grocery Assistant, including (but not limited to):
· As part of our team, you will sometimes be asked reasonable requests by management to complete tasks which extend beyond the scope of your regular day to day tasks set out in this job description
· Racking check t be done before 07:00am
· Floor trolley sweeps to be done before 07:00am
· Chilled & Frozen returns to be done immediately after collection 
· Floor sweep to be done by 07:00am
· Grocery phone collected from customer services desk by 07:00am (passed onto Afternoon or Dry Assistants when on break or completion of your shift)
· Grocery credits to be done before 07:30am
· Collect checkout returns  by 08:00am
· ALL grocery returns to be done before 13:30pm
· Chilled and Frozen credits to be done by 13:30pm
· Any allocated extra jobs to be expected.
· Sweep of credit area done before 14:00pm
· To ensure the integrity and accuracy of our inventory records, it is critical that all employees involved in the scanning of incoming stock follow the correct procedures for stock receipt and verification.  All employees whose role includes scanning in stock are required to adhere strictly to the established stock scanning and verification procedures. Under no circumstances should an employee engage in 'blind receipting'—the practice of acknowledging the receipt of stock without properly scanning and verifying all items against the delivery documentation.  Failure to adhere to these scanning procedures will constitute serious misconduct of company policy and any non-compliance will be subject to disciplinary action.

	COMPLIANCE
	· Follow Health and Safety Policy, Food Safety Policy and compliance procedures in the store. 
· Ensure Food Safety standards are maintained through completion of appropriate daily, weekly and monthly cleaning.
· Assist in ensuring 100% price integrity in the department. Complete the traceability forms as required.

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






PERSON SPECIFICATION

	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




QUALIFICATIONS AND EXPERIENCE


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

	DESIRED
	· Good command of written and spoken English
· Good basic maths skills
· Unit standard 497
· Customer service experience




SIGNATURE

I have read and understood this Job Description:



 	
Employee Signature	Date:
[image: ]
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ZONE 3 ZONE 2 ZONE 1



0513-0109

AISLE 15

PROMO

Chips

0545-0203



PROMO

0515-0108



0507-0210

Drinks 

0545-0202

0545-0201

Chips

0545-0205

Chips

0517-0205 0517-0204 0517-0203

5050-0201

0515-0207 0515-0206 0515-0201

0515-0107 0515-0106 0515-0105 0515-0104 0515-0103 0515-0102 0515-0101

PROMO

Biscuits Biscuits Biscuits

Popcorn Chips

Pavlova

AOV

AOV



0513-0110

AOV

Chips

0545-0206

PROMO

0515- 0515-0109

Rice 

0515-0210 0515-0209 0515-0208

0517- 0517-0209 0517-0208

Pasta Pasta Pasta Pasta Pasta Noodles

0513-0108 0513-0107 0513-0106 0513-0105 0513-0104 0513-0103 0513-0102 0513-0101

PROMO

Noodles Noodles Noodles Noodles

YOGHURT MIXES UHT MILK UHT MILK UHT MILK COCONUT MILK Spread Spread

0513-0210 0513-0209 0513-0208 0513-0207

0511-0110 0511-0109 0511-0108 0511-0107



Drinks Hot Drinks Hot Drinks Coffee Drinks Coffee



PROMO

0509-0110

0511-0210 0511-0209 0511-0208 0511-0207 0511-0206 0511-0205 0511-0204

Tin Fish

0509-0108 0509-0107 0509-0106 0509-0105 0509-0104

Mint/ Sauce 

AISLE 6

AISLE 8

0508-0106 0508-0105

Lunch Box Energy Drinks

Confectionery Blocks Confectionary Bags Confectionary Bags

0509-0103

0507-0108 0507-0107 0507-0106 0507-0105 0507-0104 0507-0103

Lunch Box

0509-0208 0509-0207 0509-0206 0509-0205 0509-0204 0509-0203

0504-0102 0504-0101

4008-0205 4008-0206

0507-0208 0507-0207 0507-0206 0507-0205 0507-0204

AISLE 7 AISLE 7

AISLE 

7

Gluten Free Bread Pita bread/ bagels wraps Crumptes/Rolls Norths/Gold Max

0505-0201

Drinks/Fruit Juice

0506-0104

0508-0203

GM

PROMO

0507-0110

0504-0103

0507-0102 0507-0101

PROMO



Cleanning

Lunch 

Wraps/Rubbish 

GM GM GM



0505-0209

Drink/water



0505-0205 0505-0206 0505-0207 0505-0208

Drinks/Fruit Juice

0506-0103

Drink Bottles Drink Bottles



Drinks/Fruit Juice Drinks/Fruit Juice

0506-0106

4008-0207



0506-0114

Drink/water

0506-0109 0506-0108 0506-0107

Drinks/Fruit Juice

0506-0111 0506-0110

PROMO

0507-0201

Drink/water

Cooking oils Cooking oils Cooking oils

Health Supp/Sun 

screen

Health Supp/Sun 

screen

Laundry Needs

0508-0214



0517-0101 0517-0105

0511-0103

0517-0202

Drinks Tea

Spread Spread Spread

0513-0206 0513-0205 0513-0204 0513-0203 0513-0202 0513-0201

AISLE 13

0517-0201

AISLE 17

AOV

AOV

A0V

A0V

A0V



0511-0101

Tin Fish Tin Fish

0519-0204

Nuts

Chips  Chips 

AISLE 11 AISLE 11

Canned Veges

Soup Soup Desserts Canned Fruit Canned Fruit Canned Fruit Canned Fruit



GLUTEN FREE

0505-0210 0505-0211

Eggs Eggs



Burgen/vogel TIP TOP Molenberg Ploughamans Ploughamans



Farmers

PROMO

Eggs

0505-0202 0505-0203 0505-0204

0514-0108 0514-0109

0510-0110

4014-0208

0512-0110 0512-0109

0510-0111



Recipe bases/ Spice

4008-0208

PetFood Cat

Soap Soap

Sauces

Baby Foods

Laundry Needs

0508-0212

0510-0208

Cooking Needs

Cooking oils

0507-0109

Lunch Box Lunch Box

0509-0210

Cooking Needs Cooking Needs Cooking Needs

GM MISC GM MISC

Nappies

0510-0209 0510-0210 0510-0211

Stirfry/ Stock

0510-0107

0510-0207

Health Beauty Health Beauty Health Beauty Health Beauty

GM Dental

Baby Foods

0508-0103

Flour/Sugar Cooking Needs Cooking Needs

Air Care Toilet Products

0510-0206

Toilet Products

0510-0102

Laundry Needs Laundry Needs

GM MISC

Cooking Needs Cooking Needs

Pasta&Sauce

Shampoo Hair Spray



4014-0101 0514-0107 0514-0106 0514-0105 0514-0104 0514-0103 4014-0102 0514-0112 0514-0111 0514-0110

Toilet Tissue

0516-0218

Dental



Hair Products Dental

PROMO

Pads Shampoo GM Pads

GM

PetFood Dog PetFood Misc PetFood Misc

0508-0109 0508-0108

Dressings

Flour/Sugar Flour/Sugar

Dressings

0510-0104

0512-0207

0510-0103

GM

Nappies

0510-0205

0512-0201 0512-0202 0512-0203 0512-0204

0510-0204

0508-0107

0510-0106

Olives/ Pickles

4014-0202 4014-0203

Toilet Tissue

PetFood Cat

0512-0101

Paper towels / Facial 

Nappies

0512-0106

Toilet Products Toilet Products

0512-0205 0512-0206

PROMO

0512-0208

Nappies Nappies Nappies

Shampoo

Nappies

0510-0108

Air Care

Toilet Tissue

PetFood Cat

Toilet Tissue

PROMO

PROMO

0508-0204

Paper Towels

P/ Towels/ BULK FLOUR 

0508-0101 0508-0102

0506-0105

Drinks/Fruit Juice Drinks/Fruit Juice

0506-0102 0506-0101

Lunch 

Wraps/Rubbish 

Lunch 

Wraps/Rubbish 

0508-0201

0510-0203

0540-0101

0508-0202

Chutney/Relish Soy/ Chilli Sauce

0508-0104

Cooking Needs Flour/Sugar

0512-0102 0512-0105

PetFood Cat PetFood Cat PetFood Cat

0512-0111

0510-0201

Facial 

PetFood Dog PetFood Dog

Nappies

0510-0105 0510-0101

Nappies

AISLE 10

PROMO

4014-0201 4014-0207

Fly Spray Fly Spray Cleaning 

0514-0204 0514-0205 0514-0206 0514-0210 0514-0212

Body Wash Body Wash

4014-0209



Suppliments

0517-0104 0517-0108 0517-0106 0517-0103 0517-0102

Breakfast 

Biscuits

0515-0205

Rice  Rice 

Toilet Tissue

Breakfast 

0512-0212

PetFood Cat

0517-0110

Nuts

0512-0214

Hand wash

0512-0213

0516-0219

0512-0114 0512-0113

AISLE 15

0514-0214

PetFood Cat

0514-0213

0512-0104 0512-0103 0512-0112

GM



Snacks Muesli Muesli Muesli

Suppliments

Breakfast  Breakfast  Breakfast  Breakfast 

Health beauty

Muesli

Biscuits Biscuits

0511-0102

Drinks Coffee Drinks Coffee Drinks Coffee

0511-0106 0511-0105

Confectionary Bags Confectionary Bags Confectionary Bags Confectionary Bags

Canned Veges

0509-0202

Canned Fruit Canned Fruit



PROMO

0524-0202

0524-0203



0516-0213 0516-0214 0516-0215 0516-0216 0516-0217

AISLE 19

0524-0201

AISLE 17



AOV

AOV



Health Beauty Health Beauty

0512-0108 0512-0107

AISLE 6

AISLE 8

AISLE 10

Cooking Needs

PROMO

0510-0113 0510-0112

Baby Foods Nappies

0512-0209

0508-0213

Laundry Needs Laundry Needs

Mustard/ Sauce Gravies

0510-0109

0508-0210 0508-0209

PetFood Dog



0540-0110

GM MISC



Rice Biscuits  Rice Biscuits 

0515-0202

AISLE 12

AISLE 14

AISLE 16

AISLE 14



0517-0109

Canned Veges Canned Veges Canned Veges Canned Veges



AOV

Chips

0545-0204



AOV

Chips

0545-0207

Chips

0550-0200

0540-

0104

0540-0105

0540-0106

0540-0107

0540-0108

0540-0109

0514-0211



aisle 5

Biscuits Biscuits Biscuits Biscuits

0517-0207 0517-0206

0540-0102

0540-0103

0510-0202

AISLE 12

Drinks Cans Drinks Cans



0507-0209

Laundry Needs



AISLE 13



PROMO

Lunch Box

Drinks Tea Drinks Tea

Breakfast 

AISLE 16

0512-0210 0512-0211



CENTRE BIN

CENTRE BIN



0517-0107

Rice 

0519-0202 0519-0203

Rice Biscuits 

Breakfast 

0516-0220

PROMO

PROMO

0510-0114

Baby Foods

Rice Crackers  Rice Crackers

CENTRE BIN

CENTRE BIN

0511-0104

0515-0204 0515-0203

PROMO

0519-0201

Suppliments

Muesli

Rice Biscuits 

Drink Bottles

Confectionery 

Blocks

Confectionery Blocks

Drink Bottles

0510-0212 0510-0213 0510-0214

Pasta&Sauce Stirfry/ Curries

Laundry Needs

PROMO

0511-0203 0511-0202

0509-0102

Drink Bottles Drinks Cans

Lunch Box Lunch Box

Aisle 

45

0509-0209 0509-0201

AISLE 9

0509-0109



Energy Drinks



0507-0203 0507-0202



Drinks 



GROCERY ZONE MAP

0511-0201

Canned Fruit

Canned Veges

AISLE 9

Confectionary Bags

0508-0114

0506-0113 0506-0112

Drinks/Fruit Juice Drink/water

0508-0113 0508-0112

Cooking oils Cooking oils

Energy Drinks

Drink/water Drink/water



0508-0110 0508-0111

0508-0211

PROMO BIN PROMO BIN PROMO BIN PROMO BIN

CENTRE BIN

CENTRE BIN

CENTRE BIN

0509-0101

PROMO BIN PROMO BIN PROMO BIN


