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Hospice Brazos Valley  

Sales Associate 

Job Description #1404 
 

 

Job Title:  Sales Associate  

Reports to:  Resale Store Supervisor  

Prepared by:  President/CEO  

Prepared date:  9/5/2000  

Approved by:  Chief Fiscal Officer  

Approved date:  9/8/2000  

Updated:  1/23/2020 

 

JOB SUMMARY 

 Receives, processes and sales merchandise  

 Performs cashier functions  

 Maintains store in a clean, orderly fashion  

 Works assigned schedule which could include weekends 

 

COMPLIANCE FUNCTIONS 

The employee will adhere to all local, state, national, and industry codes, laws, rules, guidelines and 

mandates while performing their duties.  The employee will work with and report to the agency 

Compliance Officer any concerns, indications or behavior related to potential Fraud, Waste and/or Abuse. 

 

ESSENTIAL DUTIES and RESPONSIBILITIES  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  

The requirements listed below are representative of knowledge, skill and/or ability required.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

 Greet and interact with all customers, donors, volunteers and community service workers in a 

professional, respectful and friendly manner 

 Receive and process merchandise in a respectful manner  

 Stock and arrange shelves, counters, or tables with merchandise to promote sales 

 Maintain public areas in a clean and tidy manner, to include shelves, counters. tables and floors. 

 Appropriately price all merchandise in accordance to management direction.   

 Process sales to include the appropriate sales tax.  

 Accept payments of cash, check or credit card, processing them with the appropriate equipment 

and making the correct change.  

 Wrap and/or bag merchandise for customers  

 Reconcile cash in the cash register and prepare daily sales report of that day’s sales.  Deposit in 

the bank as instructed by the accounting supervisor.   

 When appropriate, drive and pick up donations as instructed by the accounting supervisor. 

 Refrain from loud conversations, use of personal cell phone and/or any other disruptive behavior 

while working. 

 Follow Hospice Brazos Valley dress code, any exceptions must be approved by the 

accounting supervisor.   

 When appropriate, recycle items as defined by the accounting supervisor. 

 Empty trash cans and clean donation area daily in preparation for the next business day. 
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SUPERVISORY RESPONSBILITIES  
No direct supervisory responsibilities.  Ability to make good decisions in the absence of a supervisor.   

 

EDUCATION and EXPERIENCE   

High school diploma or general education degree (GED); and one to three months related experience 

and/or training; or equivalent combination of education and experience.  

 

LANGUAGE SKILLS 

Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write 

simple correspondence. Ability to effectively present information in one-on-one aid small group 

situations to customers, clients, and other employees of the organization.  

 

MATHEMATICAL SKILLS 

Ability to add and subtract two digit numbers and to multiply and divide with 10’s and 100’s. Ability to 

perform these operations using units of American money and weight and measurement, volume, and 

distance.  

 

REASONING ABILITY  

Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 

instructions. Ability to deal with problems involving a few concrete variables in standardized situations.  

 

CERTIFICATES, LICENSES, REGISTRATIONS 
Valid Driver’s License for completing donation pick-ups in the community 

 

PHYSICAL DEMANDS 

 Prolonged periods of standing and walking throughout the retail space 

 Must be able to lift up to 30 pounds at times 

 Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions 

 

HBV reserves the right to revise or change job duties as the need arises.  The job description does not 

constitute a written or implied contract of employment. 

 

 

 


