
UNIVERSITY COLLEGE OF THE FRASER VALLEY 
 

SUPPORT STAFF POSITION DESCRIPTION 
 

Position Title                                                                                                                                                           Number 
Clerk, Bookstore (Abbotsford)                                                                                                                                          410.3 
Department & Division                                                                                                                                             Date Classified 
Bookstore; Finance & Employee Services                                                                                                                     1999 02 24 
Title of Immediate Supervisor 
Manager of Ancillary Services 
Positions Supervised 
None 
PURPOSE 
Under the direction of the Manager of the Ancillary Services, the Abbotsford Bookstore Clerk is responsible for operating a cash register 
accurately and efficiently, providing customer service to the University College community.  Responsible as well for stocking and shelving 
texts and supplies.  Selling texts, supplies and memorabilia to students, staff and faculty.  In addition, is responsible for  tendering department 
charges to faculty and staff. 

 
DUTIES & RESPONSIBILITIES 

- Cashiering responsibility at the Abbotsford Campus Bookstore.  Operates cash register using Visa, MasterCard and Interact.  
Ensures cash register has enough coin.  Sells textbooks, supplies, software, art room supplies, clothing and venda cards to 
students, faculty and staff. 

 
- Takes returns from students and refunds money. 

 
- Provides customer service to University College community tending to customer’s needs. 

 
- Maintains sponsorship books – ASEASAP and Government agency ensuring students don’t exceed limits set by sponsoring 

agency.  Will liaise with financial aid to ensure accuracy.  Will add up totals for each month and will pass on to  manager for 
approval to invoice agency. 

 
- Will help Bookstore Receiver with incoming shipments, distributing stock to the various campus bookstores. 

 
- Answers queries at the cash register or telephone.  Will direct queries to the appropriate department where necessary. 

 
- Establishes and maintains product knowledge of stock in bookstore to ensure customer satisfaction. 

 
- Shelves books in order according to bin designation set by Bookstore policy. 

 
- Prices textbooks, coursepacks, and supplies as set by store margins. 

 
- Organizes and mounts shelve tags, taking information from book list to organize textbooks on the shelves. 

 
- Stocks shelves when product is low.  Will notify supplies buyer for re-order when necessary. 

 
- Constructs visual merchandising of product to better marketing.  Will also include changing window displays.  Will suggest 

specific merchandising of product. 
 

- Will take texts, software and supply orders and will pass on to the appropriate department. 
 

- Establishes friendly and courteous liaison with customer and will try to recognize difficult customers and pass on to Manager of 
Assistant Manager. 

 
- Creates spreadsheet report for financial aid of all ABESAP, SOG student sales. 

 
- Distributes departmental supplies to faculty and staff, ensuring budget codes are accurate for tendering departmental sales. 

 
- Assists in physical stock taking on both major campuses. 

 
-  



Abbotsford Bookstore Clerk           Page 2 
 
 
- Responsible for theft prevention.  Ensure backpacks are left at door, checks for unauthorized price changes on merchandise and 

monitors art supply room access. 
 
 
QUALIFICATIONS 
 
Education & Training 
High school graduation.  Previous training in the use of a cash register is necessary.  Experience in operating computer, specifically 
WordPerfect/Word, QuattroPro/Excel, and Paradox/Access would be an asset. 
 
Experience 
Two years related experience, preferably in a similar bookstore operation.  An equivalent combination of education and experience is 
acceptable. 
 
 
APPROVED: ______________________________  ____________________ 

Dean      Date 
 
 
 
Approval of Rating Team:   __________  __________ 

FSA   Mgmt. 
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