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	Job Title 
	Assistant Store Manager

	Reports to                            
	Store Manager

	Location
	
	
	

	Type of Position                   Full Time, Nonexempt, Night Shift


	

	

	Job Summary

	Assistant Store Managers provide coverage and leadership when the Store Manager is not available (PM shifts, vacations, etc.).  They are responsible for assisting in the operation of the store, supervising the staff, and delivering superior customer service.  

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Assisting as needed/warranted with supervisory duties which include but are not limited to:
· Performance evaluation
· Discipline process
· Recruiting/Hiring
· Scheduling budgeted labor hours
· Training new hires
· Assisting with financial reporting which may include but is not limited to:
· Bank deposits
· Daily paperwork reconciliation
· Filling ATM and maintaining ATM reconciliation
· Assisting in store operation which may include but is not limited to:
· Establishing relationships with vendors
· Executing chain marketing plan
· Coordinating equipment repair and maintenance
· Daily reporting of gas levels
· Maintaining store appearance (cleanliness and product levels)
SUPERVISORY RESPONSIBILITIES:

· Cashiers


	qualifications

	· Excellent Customer service skills

· Leadership ability

· Ability to multi-task with varying and changing priorities

· Maintain a neat personal appearance

· Clear communication style & Business writing skills

· Analytical and logical with good problems solving skills

· Ability to give and receive feedback

· Interviewing skills

· Must be able and willing to work as part of a team

· Must enjoy a fast paced environment

· Good math skills

· Show initiative, integrity, and motivation

· Computer literacy preferred (email and spreadsheet)

· Attention to detail

· Time Management


	requirements

	EDUCATION:

· High school diploma or GED preferred, but not required.

· Previous experience in Convenience store environment preferred

· Supervisory experience preferred but not required

LANGUAGE SKILLS:

· Ability to speak clearly and concisely

· Ability to deal with vendors, customers, and employees on a professional level

MATHMATICAL SKILLS:

· Good math skills

· Ability to analyze data and establish trends

REASONING:

· Ability to break down and solve problems quickly and effectively
· Ability to relate to customer, employee, and vendor needs and respond appropriately
PHYSICAL DEMANDS:
On a regular basis Assistant Store Managers must be able to do the following.   Accommodations can be made for some of the following for those individuals with disabilities.

· Walking
· Stooping
· Reaching
· Pushing
· Talking
· Depth perception
· Pulling
· Grasping
· Lifting (up to 25 pounds)
· Hearing
· Standing
· Carrying
· Fingering
· Seeing 
· Work Speed
· Balancing
· Feeling
· Color Vision
WORKING CONDITIONS:
· Work is primarily performed inside

· There is adequate lighting and ventilation in all premises

· Will need to work with others in a supervisory capacity on a regular basis

· Will have contact with the general public on a daily basis

· Environment is fast-paced with multiple tasks and changing priorities
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