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Retail Book Associate
	JOB TITLE
	Retail Book Associate

	REPORTS TO (title)
	 Store Manager

	DEPARTMENT NAME
	 Store Operations


1.
PRIMARY PURPOSE  -  

The Retail Book Associate plays a key role in supporting the daily operations by processing donated books, evaluating their condition, and organizing inventory. This position involves maintaining an orderly and appealing sales floor, ensuring books are correctly categorized by genre and alphabetized for customer convenience.  This position requires attention to detail, product knowledge, and physical demands. Duties include lifting heavy boxes, sorting large bins of books, and stocking shelves — which involves crouching, bending, and standing on step ladders to reach both lower and upper shelves.
2.
ESSENTIAL DUTIES AND RESPONSIBILITIES  -  
· Processing incoming book donations. Unpack, sort, and assess donated books for retail suitability.

· Inspect books for damage or wear; determine if they meet store quality standards.

· Stock shelves by genre and maintain alphabetical order by author within each category.

· Ensure shelves are neat, organized, and fully stocked; rotate inventory as needed.
· Use a step ladder to stock or retrieve items from upper shelves and crouch or kneel to fill lower shelves.
· Provide guidance in locating books or making genre recommendations.

· Support backroom operations: Help with organizing donations, storing excess inventory, and preparing unsellable items for removal or donation.

· Collaborate with team members: Communicate effectively with other staff to maintain smooth workflow and customer service standards.

· Maintain a clean store environment: sweep, mop, clean glass surfaces and windows, and sanitize restrooms.

· Stay informed about current sales, promotions, and discounts to assist customers effectively.
· Practice safe lifting and handling techniques when moving heavy boxes or large quantities of books.
· Maintain consistent and punctual attendance, as it is a vital function of the role.

· Attend mandatory bi-weekly staff meetings.

3.
OTHER DUTIES AND RESPONSIBILITIES  -  

· Maintain adherence to Company policies, safety/ergonomic standards and good housekeeping practices.

· Perform other duties and responsibilities as required.

4.
MINIMUM QUALIFICATIONS AND EXPERIENCE  -  
· Basic knowledge of literary genres and book authors preferred. 

· High attention to detail and the ability to accurately alphabetize materials by author. 

· Comfortable working with categorization systems, including alphabetical and genre-based organizational systems.   

· Strong verbal communication and interpersonal skills, with a customer-focused attitude.

· High attention to detail and ability to follow procedures accurately.

· Ability to stand for extended periods (8–10 hours).

· Physical ability to regularly lift, push, or pull up to 35 lbs., and occasionally assist with items up to 50 lbs. using equipment or team assistance.

· Ability to crouch, kneel, reach, twist, bend, and perform repetitive physical tasks.
· Ability to climb and work safely from a step ladder to reach upper shelves
· Self-motivated, organized, and capable of working independently or as part of a team.

· Must be available to work weekends and adapt to a rotating schedule (typically changing every 3 months).

5.
PHYSICAL DEMAND - 

A. The physical effort typically applied in this job includes:

	X
	Lifting
	X
	Pulling
	X
	Reaching

	X
	Carrying
	X
	Pushing
	
	Shoveling

	
	Other (specify)
	
	
	X
	Keying/typing


B. Check the box that best reflects the amount of effort typically applied and the frequency of application:
	Amount of 
	                                    % of Time Effort is Applied

	Effort Applied 
	Less than 15%
	15% to 40%
	40% to 70%
	More than 70%

	Less than 1lb.
	
	
	
	X

	Between 1 & 5 lbs. 
	
	
	
	X

	Between 5 & 25 lbs. 
	
	
	
	X

	Between 25 & 60 lbs.
	
	
	
	X

	More than 60 lbs.
	
	
	X
	



C. The effort reflected in the above chart is typically applied in the following work positions: 

	
	Sitting
	X
	Standing
	X
	Walking

	X
	Stooping
	X
	Bending
	
	Confined

	
	Other (specify)
	
	
	
	


6.
MENTAL OR VISUAL DEMAND  -  
	
	Occasional mental and/or visual attention; the operation performed is either close to being automatic or the duties require attention only at long intervals.

	

	
	Frequent mental and/or visual attention; the flow of work is either intermittent or the operation involves waiting for a machine or process to complete a cycle with intermittent checking or inspection involved.

	

	X
	Continuous mental and/or visual attention; the work is either repetitive or diversified requiring constant alertness to monitor the production process and/or identify defects.

	

	
	Concentrated mental and/or visual attention;  the work involves performing complex tasks to very close accuracy and quality specifications; or a high degree of hand and eye coordination for sustained periods.

	

	
	Intense and/or exacting mental and/or visual attention; the work involves visualizing, planning, laying out, or otherwise performing very involved and complex work.


7.
WORKING CONDITIONS -


A. Identify the kinds of disagreeable elements incumbent would typically be exposed to in the work area:

	X
	Dust
	X
	Dirt
	X
	Heat
	X
	Cold

	X
	Fumes
	X
	Noise
	
	Vibration
	X
	Water

	X
	Other (specify) Work is performed in a warehouse and retail floor setting, exposure to dust and fluctuating temperatures.
	
	
	
	
	
	


B.  Check the statement below that best describes the physical surroundings or conditions under which the job is typically 
performed and the extent of exposure to the disagreeable elements noted above:

	
	The job is typically performed under very comfortable working conditions; any disagreeable elements are generally absent during normal performance of job.


	
	Work is typically performed under reasonably good working conditions; while exposure to any or all of the above elements may occur, such exposure is generally not present to the extent of being disagreeable.

	

	X
	The job is often performed under somewhat disagreeable working conditions; exposure to any or all of the above elements is likely, with at least one present to the extent of being disagreeable.

	

	
	The job is continuously performed under disagreeable working conditions; exposure to any or all of the above elements is probable, with several being present to the extent of being objectionable.

	

	
	Work is continuously performed under extremely disagreeable working conditions; exposure to many objectionable elements is both continuous and intensive.


8.  ATTENDANCE - Compliance with general company standards is acceptable.

9.  SAFETY - Compliance with general company standards is acceptable.

10.  FLSA STATUS -  Hourly Non-Exempt
11.
SIGNATURES & DATES -   

	Employee Signature                        Date:

	Supervisor Signature               Date:




I acknowledge that I have received this position description and understand that it is not a contract of employment.  I am responsible for complying with all job duties, requirements and responsibilities contained herein and any subsequent revisions.  
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