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JOB DESCRIPTION 
 

 
JOB TITLE:  Store Associate / Courier WC 
 
REPORTS TO: Director of Auxiliary Services (Primary) 
                                   Supervisor, College Services (Secondary) 
 
BASIC FUNCTION: Performs College Store Associate duties; delivers  College Store 

and Central Store’s inventory  shipments to all campuses as 
needed;  provides daily mail pickup and delivery services between 
the West and Porter Campuses.  

 
CLASSIFICATION: Supervisory/Career Confidential 
 
 
DUTIES AND RESPONSIBILITIES: 
 
1. Responsible for all cashiering duties and related reporting in accordance with the 

Cashier Procedures Manual, including data entry into the College’s administrative 
financial system and the College Store’s  Point Of Sale (POS) and Inventory Control 
System(ICS). 

 
2. Maintains the organization of displayed merchandise including supplies, textbooks, 

snacks, and clothing on a daily basis.  Maintains storefront displays and display windows 
as required. Maintains the organization and cleanliness of the WC College Store and 
Central Store’s area. 

  
3. Responsible for maintaining records, invoicing and scheduling delivery of Central Stores 

supplies by the College courier to the East, North and Spring Hill Campuses.  Delivers 
Central Stores supplies to the Porter Campus. 

   
4. Schedules and performs the daily mail pickup and delivery between the West and Porter 

Campuses. 
 
5. Operates and maintains the College Store courier van including fueling, maintaining 

mileage log, scheduling routine service, and cleaning. 
 
6. Performs receiving duties as needed of delivered goods and updates the ICS and POS 

systems to reflect the additional inventory.  
 
7. Prepares materials and inventory stock for transfer and delivery to other locations in 

coordination with appropriate staff. 
 
8. Performs special delivery of items as needed outside of the normal delivery schedule. 
 
9. Performs routine clerical tasks; such as sorting, filing and posting of various records. 
 
10. Assists in training temporary employees as needed. 
 
11. Performs backup pickup and delivery services college-wide in the absence of the 

College Courier. 
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12. Performs other duties as assigned. 
 
 
MINUMUM QUALIFICATIONS: 
 
Standard high school diploma or GED required.  Must be able to perform general clerical 
duties including, but not limited to filing, data entry, and word processing.  Must have 
and maintain a current, valid Florida Driver’s License with a satisfactory driving record.  
A satisfactory back X-ray is required.  Must be able to lift 60 lbs.  Minimum one year 
experience in a retail store.  Point of Sale (POS) and Inventory Control System (ICS) 
experience preferred.  Current Florida CDL with state medical certificate preferred.   
 
Basic Math:  70% accuracy 
 
 
file: Store Associate/Courier WC  
new: 12/2/13 

 
 
 


