

Book Store – Office Assistant

Human resources

· Collating new hire information packets

· Entering name, address, or salary changes

· Distributing paychecks

· Responding to resumes submitted for openings

· Filing or shredding personnel information

Marketing department

· Sending out review copies of new books

· Sorting and tabulating results of research projecrts

· Collating press kits

· Faxing press releases

Accounting department

· Logging and photocopying accounts received

· Mailing billing statements

· Shredding budget information

Office management

· Taking inventory of office supplies

· Restocking printers and photocopiers

· Sorting and delivering incoming mail, faxes, and packages

· Picking up or delivering artwork or other routine errangds

· Cleaning conference rooms and kitchen areas

· Metering outgoing mail

Shipping and receiving

· Processing invoices and requests for product information

· Taking inventory of back-stock

· Filing invoices

· Maintaining the database of vendors and contracts

Retail Clothing Store – Sales Assistant

Stockroom

· Processing merchandise

· Sizing

· Attaching security devices

· Stripping packaging and shipping materials off of clothing

· Hanging clothes

· Pricing stock

· Sizing and organizing back-stock

· Collecting hangers from store floor and sorting

· Organizing and cleaning the stockroom

· Returning unpurchased hold items to the sales floor or stockroom

· Steaming clothing

Sales floor

· Straightening and sizing racks and tables

· Marking down clearance items

· Assisting customers

· Cleaning and stocking cashwrap

· Cleaning mirrors, displays, and windows

· Vacuuming and edging the sales floor and fitting rooms

· Restocking 

Specialty Bakery and Café – Kitchen Assistant

Kitchen

· Food preparation

· Washing lettuce

· Smashing avocados

· Doing basic set-up for sandwiches

· Slicing tomatoes

· Mixing cream cheese spreads and other simple recipes

· Destemming pepperoncinis

· Making sales

· Setting up or stocking the salad bar

· Dishwashing

· Putting cookies, bagels, and breads on trays for baking

· Sweeping and mopping

· Restocking soda coolers

· Rotating stock and produce in walk-in refrigerators


