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Job Description
1. Job Details:
Job title: Post Office Counter Clerk
Division: Blakemore Retail
Department: Post Office
Responsible to: Post Office Manager
2. Job Purpose: 
· To assist in maximising sales and profit by carrying out allocated tasks in order to contribute to the continuous improvement of the office and its staff, the control of losses and provision of friendly, efficient service to customers, colleagues and visitors. 
3. Key Tasks / Responsibilities:
· To deliver customer service in line with POL Agency Minimum Service standards

· To contribute ideas for driving the office and it’s team forward

· To use relevant processes and policies to control the security of people, stock and cash 

· To comply with relevant legislation and health and safety responsibilities as defined in the induction manual

· To fully engage in the company’s sales strategy

4. Financial Responsibilities: 


· Adherence to cash and stock control policies 

5. Generic Responsibilities
· Ensure compliance with all aspects of “The Blakemore Way” and appropriate levels of the Competency Framework
· Maintain employee and organisational confidentiality in line with Data Protection Act 
· Demonstrate commitment to Equality and Diversity
· Comply with Health and Safety responsibilities in line with the company Health, Safety & Environmental Policy
· Comply with all other policy and legal requirements in relation to role
6. Other: 

This job description describes the main responsibilities of the post holder but is not intended to cover in detail all the tasks required of the post.  The post holder may be required to carry out other duties as requested by management; however these will not be unreasonable and will be appropriate to the level of post.  

As circumstances change, responsibilities may be amended to reflect new requirements of the post but levels of responsibility and the nature of duties will remain consistent.  The post holder will be fully consulted on any significant changes.

On occasions the post holder may be required to work from an alternative location to usual place of work; however will be given appropriate notice of this change should it be required.

Signature of post holder:
Name of post holder:
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1. Job Title: 


PO Counter Clerk
2. Last Revision Date:
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	3. Education / Qualifications / Licences

	Essential
	Desirable
	Measured By

	· Good standard of numeracy and literacy


	· NVQ level 2-3 in management and/or customer service


	Application Form / CV / Original Documentation

	4. Skills / Abilities / Knowledge / Experience

	Essential
	Desirable
	Measured By

	· Some understanding of health and safety and legislative responsibilities of a financial services / retail environment and the skill to assist with  those responsibilities

· Ability to contribute ideas for driving the business and it’s team forward

	· Previous experience in a financial service, customer facing role  


	Competency Based Interview / Assessment

	5. Behaviour / Attitude

	Essential
	Desirable
	Measured By

	
	
	Competency Based Interview / Assessment



6. Core Competency Framework: 


Staff
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