Store Keeper Job Description

We are looking for an organized, experienced store keeper to be responsible for all stock, taking inventory and records, and general management of merchandise 
To be successful as a store keeper you must be able to multitask and perform under pressure while remaining professional. A good store keeper is able to manage stock by keeping a record of stock and ordering the required replacement items, occasionally making new product purchases that consumers may enjoy.

Store Keeper Responsibilities:
· Keeping a record of stock and restocking the store accordingly.
· Managing and training store staff.
· Ensuring that the store is kept clean and organized.
· Assign work orders to staff; record work performed and materials used.
· Keep store clean, organized, and stocked with merchandise according to merchandising requirements and business operating plan.
· Settle merchandise purchases, including special orders.
· Receive, store, and distribute merchandise.
· Collect, process, and document all merchandise received and paid for, assisting with inventory activities as necessary.
· Assist in receiving all merchandise from suppliers.
· Check all merchandise for discrepancies and damages.
· Sort merchandise according to pricing and location at store.
· Store merchandise in proper location to ensure safety and good condition.
· Maintain stock levels by checking stock on hand against sales reports.
· [bookmark: _GoBack]Inventory items according to location and store policy.

