Job Description 

Date                                             
Job Title Sales Clerk - New/Used Appliances
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

20%
	     

	
Standing:
20%
	     

	
Walking:
60%
	     


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
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	Loaded dolly/cart, vacuum

	D.
	Fine Manipulation
	
	Writing and typing

	E.
	Reaching
	
	     

	F.
	Bend
	
	During cleaning

	G.
	Kneel
	
	During cleaning

	H.
	Squat
	
	During cleaning

	I.
	Climb
	
	Stairs

	J.
	Lift 01-10 lbs
	
	Shrink wrap, paperwork, telephone receiver

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Performs all aspects of customer service in a new/used appliance store. Store sells appliances such as microwaves, washers, dryers, refrigerators, stoves, and other home appliances. 
Essential Functions of the Job:
Will greet and assist customers in person and on the phone. Will show customer appliances on hand and answer questions. Will write up purchase orders and make sale stickers using a computer. Will dispatch service and delivery calls. Will sell appliance parts and accessories such as water filters, dryer cords, etc. Will clean and dust appliances and rearrange displays as needed. Will not lift appliances but may push/pull them using carts/dollies. Will shrink wrap appliances for delivery. Will dust, vacuum and clean during shift. 
Types of Machines, Tools, Special Equipment:

Writing instruments, computer, telephone, fax, copier, vacuum, cleaning supplies
Vehicles or Moving Equipment Operated:

None
