
TC Resale & Donation Center 

JOB DESCRIPTION 

 
Position: Customer Service Representative  

 

Salary Range:  Open  Vacation: See “Staff Policies and Procedures Manual” 

 

Selection Procedures:  

The selection process shall consist of an oral interview weighed 50% educational, And 50% training/experiences.   

 

General Statement of Adult and Teen Challenge Pacific North West Ministries 

The Mission Statement of ATCPNW proclaims we endeavor “to help people become mentally sound, emotionally 

balanced, socially adjusted, physically well, and spiritually alive. Teen Challenge shall endeavor in its efforts to help 

people by enriching their lives with actual work experience to enable them to become profitable members of their 

community.” TC Resale & Donation Centers  are an intrinsic component to the ministry of ATCPNW. They provide 

educational opportunities for students to learn job skills and positive work ethics as well as provide a source of revenue for 

the ministry.  

 

General Statement of Duties and Responsibilities: 

The primary responsibilities of the cashier are:  

1. To promote great customer service   

2. Other duties assigned by the management team  

Supervision Received:  

1. The employee works under the direct supervision of an assistant manager to determine goals and work to be done.  

2. The employee works indirectly under the supervision of the Store Manager who determines the direction and 

processes that are executed in the Store.   

Job Duties and Tasks: 

1. Greet all customers entering the store and let them know about the sales going on.   

2. Maintain a clean and orderly work area.  

3. Bag, box, and wrap merchandise.  

4. Answer the phone and direct calls according to department.  

5. Answer customer’s questions and provide a brief overview of the program.  

6. Need a thorough working knowledge of policies and procedures relative to assigned scope of duties and 

responsibilities.  These specifically shall include ATCPNW “Staff Personnel Policies and Procedures Manual,” 

and “Student Manual”.  

7. Possesses good standards of personal hygiene and a clean neat appearance including prescribed standards for hair 

and dress.  

8. The ability to work in harmony with other staff personnel. 

9. Emotional maturity, professional objectivity and the ability to act in a Christian manner.  

10. The ability to carry out the directives of the store manager and assistant store manager.    

Experience and Training: 

1. High School Graduate or Equivalent. 

2. Demonstrate a competency to effectively interact, work with and supervise participating students.  

Special Requirements:  

1. The ability to work with money and have basic math skills.   

2. Physically able to handle the requirements of the position.  

3. Must have excellent customer service skills.  


