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Job Brief
The role of sales assistants is to assist customers in finding and purchasing products and maintaining the store's overall appearance. The position belongs to the retail sector and requires excellent customer service skills. Our company is a retail super shop with a diverse product range, and we are seeking an enthusiastic individual to join our team.
Key Roles and Responsibilities
· Greeting and assisting customers in the retail store
· Maintaining an organized and appealing store layout
· Operating point-of-sale systems to process sales transactions
· Assisting with stock replenishment and inventory management
· Providing exceptional customer service and resolving customer inquiries
· Ensure high levels of customer satisfaction
· Maintain a clean and organized work environment
· Assist with store opening and closing duties
Requirements and Skills
· Previous experience in a retail or sales role is preferred but not required
· Strong interpersonal and communication skills
· Ability to stand for extended periods and lift heavy objects as necessary
· A positive attitude and the ability to work well within a team
· Flexibility to work various shifts, including weekends and holidays
· Excellent time management and organizational skills
· Be able to work in a fast-paced environment
· Good time management skills
· Customer service focused


Education
A high school diploma or equivalent is required for this position. Additional education or training in retail sales or customer service is a plus.
Career Prospects
This position offers the opportunity for career growth within the company and potential advancement to management roles. Our company also offers ongoing training and development programs to help employees further develop their skills and knowledge.
Salary and Benefits
This position offers competitive pay and benefits, including employee discounts and advancement opportunities.
If you are interested in joining our team, please submit your resume and cover letter for consideration. We thank all applicants for their interest. However, only those selected for an interview will be contacted. Thank you for considering our retail super shop as the place to further your career goals. Thank you for your time, and we look forward to hearing from you. 
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	Criteria
	Essential – E
Desirable – D

	Interpersonal skills
	D

	Communication skills
	E

	Able to stand for extended periods
	E

	Able to lift heavy objects as necessary
	D

	A positive attitude
	D

	Able to work well within a team
	E

	Able to work various shifts, including weekends and holidays
	E

	Excellent time management and organizational skills
	E

	Good time management skills
	D

	Experience of working in the retail shop
	E

	A high school diploma
	E
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Anderson Smith
Email: a.touqir@gmail.com
Phone: +000000
Address: 000 Main Street, London
Career Objective
Seeking a Sales Assistant position at a retail super shop where I can utilize my strong interpersonal skills and passion for customer service. I am highly motivated to succeed and eager to learn and grow within the company. 
Professional Experience
Warehouse Team Assistant at Absurd company (June 2019-Present)
· Greeted customers and assisted with locating desired products
· Ensured customer orders were accurately filled and properly packaged
· Maintained a clean and organized warehouse environment
My achievement in this role:
Consistently received positive feedback from customers for excellent service
Sales Assistant at Fabulous company (August 2017-May, 2019)
· Assisted customers with product selection and purchases
· Operated point-of-sale systems to process sales transactions
· Maintained store appearance by organizing displays and restocking shelves
My achievement in this role:
A received employee of the month recognition for outstanding sales performance and customer service

Skills and Abilities
· Exceptional communication and interpersonal skills
· Proficient in operating point-of-sale systems
· Strong organizational abilities and attention to detail
· Ability to lift heavy objects and stand for extended periods 
· Flexibility to work various shifts, including weekends and holidays
· Good time management skills
Educational Qualification
High School Diploma (June 2017) 
Computer Skills
 Proficient in Microsoft Office Suite and POS systems
References
Available upon request.
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Dear Hiring Manager,
I am writing to express my interest in the Sales Assistant position at your retail super shop. With experience in warehouse and sales roles, I have developed strong interpersonal skills and a passion for providing exceptional customer service. My ability to maintain store appearance and efficiently operate point-of-sale systems make me an ideal candidate for this role. 
In my current position as a Warehouse Team Assistant, I consistently receive positive feedback from customers for my assistance in locating products and ensuring their orders are properly filled and packaged. As a Sales Assistant at Fabulous company, I received employee of the month recognition for my outstanding sales performance and dedication to customer satisfaction. 
I am highly motivated to succeed and eager to learn and grow within your company. Thank you for considering my application. I look forward to discussing how I can contribute to your retail super shop's success in an interview.
Sincerely,
Touqir


Touqir Hanif - 2107037
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