NORTH FULTON REGIONAL HOSPITAL
ASSIGNMENT SUMMARY
(Job Description)

GIFT SHOP
JOB TITLE:


Gift Shop Volunteer (GS)
REPORTS TO:

Gift Shop Chairperson
JOB SUMMARY:
Volunteer will be working in the Gift Shop area of the hospital aiding customers with purchases and helping in the overall operation of the shop during scheduled hours. 
SPECIAL REQUIREMENTS: 
 Must communicate verbally with shoppers in helping to find what they need, in a courteous and caring manner. Ability to use cash register, charge purchases and count money.  Volunteer must be able to demonstrate the knowledge and skill necessary to provide quality care & appropriate support to the age of the patients and visitors served in his/her assigned position.
DUTIES:
1. Organize and maintain shop and back room in keeping neat and clean.
2. Replace sold merchandise from inventory in back room as needed.
3. Make sure flowers have sufficient water.
4. 1st shift obtain key from designated area, open shop, and prepare register for the day. Fill in opening paper work - daily sheet and envelope.  Take Z tape reading. Check flower case – call in inventory if necessary.  Check balloons – fill any that are soft. Fill any candy that may be low, check for any new merchandise, and check for shelves that need to be cleaned.
5. 2nd shift or last shift of the day: close shop, count money from register and prepare register for next day. Turn register to Z and run tape. Leave $100 in register in mixed denomination distribution. Prepare deposit record and place money in safe. Turn off lights and return key to designated area.
6. Greet shoppers pleasantly and help them find what they need.
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