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Family Life 
 

Casual Retail Assistant 
 

Position Description 
November 2018 

 
Vision  
Capable communities, strong families, thriving children 
 
Mission  
Through effective services, support and connections, enable children, young people and families to thrive 
in caring communities. 
 
Values 
Respect: We acknowledge and value the human and legal right of all individuals 
Inclusion: We maximise the opportunities for individuals and families to participate in local and broader 
communities 
Community: We understand Family Life exists as part of a network of relationships and interactions 
Empowerment: We encourage and strengthen individuals, families and communities 
 
Preamble 
Family Life is an independent, entrepreneurial community service organisation, offering a range of 
services, support and community building services. Family Life’s work is acknowledged at all government 
levels for our innovation, impact and whole of community approach. Priority is given to vulnerable families, 
children and young people. Since its foundation in 1970 volunteers and community supporters have played 
a crucial role in the organisation.  
 
Family Life is a youth and child safe organisation. We value, respect, and listen to children and young 
people. We are committed to the safety of all children and young people including the cultural safety of 
Aboriginal children and young people, culturally and/or linguistically diverse children and young people, 
gender and sexually diverse children and young people and children and young people with a disability. 
 
Family Life supports children to meet their potential and thrive. We do not tolerate neglect, mistreatment or 
abuse of any kind. 
 
Family Life operates five Opportunity Shops with the purpose of raising funds for the organisation. These 
retail social enterprises are predominantly run and staffed by volunteers. 

Profits go towards the Family Life PeopleWorx program, which is an employment, work experience, 
support and training program for young people and adults provided within the Opportunity Shops and 
warehouse. 

Position Overview 
The Casual Retail Assistant is responsible for performing day to day shop duties in a timely and 
professional manner as delegated by the Store Manager.  The Casual Retail Assistant must be flexible and 
will be required to work across all stores when needed, work varying hours and must be available to work 
on weekends when required.  Hours of work each week will vary depending on shop business 
requirements along with staff and volunteer absences. 
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Key Objectives 
1. To achieve the weekly sales targets as per KPIs 
2. To promote the Family Life brand by providing exemplary customer service 
3. When required, lead the team in the absence of a store manager 
4. To assist with the efficient and effective operations of the store as delegated by the Store Manager 
  
Accountability 
The Casual Retail Assistant is accountable to the CEO through the Store Manager 
 
Performance Review 
All staff are required to participate in an annual Performance Plan and Review meetings and development 
of an Individual Development Plan (IDP). 
 
 
Key Responsibilities 

• Open and close the store as required by the store manager 
• Assist store operations including; OHS, sorting, pricing and merchandising of donations. 
• In consultation with the Store Manager, delegation of day to day operations of the store to the 

volunteers and PeopleWorx participants. 
• Effectively communicate with the Store Manager, providing updates on any issues arising from 

duties.  
• Actively engages in loss prevention 
• Processing of daily banking and undertake end-of-day procedures, as required by the store 

manager 
• Manage customer enquiries, ensure exemplary customer service standards are maintained  
• Training of volunteers and participants in established store procedures  
• Provide other support to assist in the development and growth of the enterprise and other 

enterprises as they arise 
• Assist with the management of rubbish removal 
• Assist with arranging pickup and deliveries as required. 
• Assist with transfer of donations to other stores or warehouse. 
• Housekeeping and merchandising are to be maintained at a high standard as set by the store 

manager.  
• Undertakes training as required to meet the needs of the business.  
• Attend Social Enterprise and other agency meetings as required. 

 
Professional Development 

● Develop and maintain personal and professional support networks. 
● Pursue relevant professional growth and development opportunities. 
● Participate in annual performance appraisal. 

 
 
OHS 

● Compliance with Family Life’s OHS Policies, Procedures, Guidelines and support the organisation's 
commitment to the health, safety and productive wellbeing of all persons engaged in activities in the 
workplace. 

● To report any accident/incident/hazard/near misses in the workplace to the appropriate persons. 
● To comply with reasonable and lawful instructions from any Manager or other authorised staff 

member of the organisation concerning Health and Safety matters. 
● Ensure all shop employees and volunteers are familiar with, and maintain an understanding of Family 

Life’s OHS requirements. 
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Other 
• Perform other duties consistent with the position as required by the Agency and consistent with 

meeting the contractual and compliance obligations of the Agency as these may vary over time.  
• Be predominantly based at Family Life’s Black Rock Shop, with the ability to work across all retail social 

enterprise sites as required, including Cheltenham, Chelsea, Highett and Hampton. 
 

 

Key Selection Criteria 
Essential 
 
Experience 
• Minimum 1 year retail experience  
• Demonstrated customer centric approach to achieving sales targets 
• Demonstrated digital point of sale system experience and cash handling experience 
• Strong written and verbal communication skills with a diverse group of people 
 
Skills  
• Ability to participate collaboratively and constructively within teams of peers, staff and other internal and 

external stakeholders, as well as using initiative and effective personal judgement when working alone. 
• Excellent organisational and time management skills. 
• Positive and enthusiastic approach to challenges 
• Ability to embrace new technology to enhance productivity and effectiveness 
• Computer skills (intermediate level, or above) in a Windows environment (Word and Excel) including 

emails, calendars, internet usage, and general word processing. 
• Able to provide exemplary customer service.  
 
Attributes 
● Honesty 
● Punctuality 
● Employs an ethical and professional approach to practice. 
● Commitment to child-focused practice. 
● Ability to articulate and reflect upon personal and professional values. 
● Commitment to meeting the needs of at risk families and children guided by the organisation’s whole of 

family approach and community based model of service delivery. 
● Commitment to social innovation and learning organisation disciplines. 
 
 
Additional Information 
● Must have current driver’s license valid in Victoria. 
● Family Life is a youth and child safe organisation. We value, respect, and listen to children and young 

people. 
● Any offer of employment is subject to a satisfactory Police Records check and Employment Working 

with Children check.  
● Family Life is committed to providing a safe, healthy and friendly working environment free of 

discrimination.  
● We expect all staff and volunteers to understand and behave in accordance with our mission, values 

and code of conduct.   
● Family Life encourages and provides for personal and professional development appropriate to the 

position.  
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