Inventory Clerk
Inventory clerks work in retail and wholesale establishments (Not in food sector). Purchasing clerk, parts clerk, store clerk, stock boy

SCALE 

	A
	Autonomy

(Exceeds requirements)
	Independently performs all necessary tasks of the job. 


	B
	Autonomy with normal supervision (Meets requirements)
	With the usual supervision of a beginner the student independently performs all necessary tasks of the job. 

	C
	Close supervision

(Partially meets requirements)
	Under close supervision the student performs some of the necessary tasks of the job. 

	D
	Constant supervision and assistance (Does not meet requirements)
	Under close and constant supervision the student performs some of the necessary tasks of the job. 

	N/A
	Not Applicable
	


Performance and attitude  

	Term 
	1
	2
	3
	4

	1. Observes of work health and safety rules
	
	
	
	

	2. Complies with instructions 
	
	
	
	

	3. Accurate information and record keeping
	
	
	
	

	4. Courteous, efficient service
	
	
	
	

	5. Proper application of work techniques  
	
	
	
	

	6. Careful handling of merchandise.
	
	
	
	

	7. Provides accurate and clear information
	
	
	
	


Tasks
	Term
	1
	2
	3
	4

	1. Provide customers with basic services
	
	
	
	

	Greet customers. 
	
	
	
	

	Direct customers toward the product or service requested.  
	
	
	
	

	At the customer’s request, get merchandise from shelves or stockroom. (Optional)
	
	
	
	

	Wrap or bag merchandise. (Optional)
	
	
	
	

	Help customers place purchases in their cars. (Optional)
	
	
	
	

	Notify the person in charge of situations presenting risk: breakage, shoplifting, etc.
	
	
	
	


	Term 
	1
	2
	3
	4

	2. Receive and put away products, materials or raw materials
	
	
	
	

	Receive materials: verify the quality of the merchandise as well as the quantities received by comparing against invoices or other documents. 
	
	
	
	

	Unpack, organize and put away materials in their proper storage area.  
	
	
	
	

	Fill out administrative forms and forward them to the appropriate department or person.  
	
	
	
	

	Record information for inventory purposes. 
	
	
	
	

	Rotate stock and clean shelves. (Optional)
	
	
	
	

	Distributes the products, materials or raw materials. (Optional)
	
	
	
	


	Term 
	1
	2
	3
	4

	3. Assemble simple products (Optional)
	
	
	
	

	Read the assembly instructions or manufacturer’s manual.  
	
	
	
	

	 Unpack and organize the parts in order of assembly.  
	
	
	
	

	 Assemble the parts. (Optional)
	
	
	
	

	 Check the assembly, correct any problems, if applicable. (Optional)
	
	
	
	

	 Clean, wash or polish the assembled product. (Optional)
	
	
	
	


	Term 
	1
	2
	3
	4

	4. Display merchandise  
	
	
	
	

	 Retrieve boxes and merchandise to be displayed.  
	
	
	
	

	 Assemble and disassemble islands, displays, shelves. (Opt.)
	
	
	
	

	 Puts prices to products, shelves and displays. 
	
	
	
	

	 Attach detector or anti-theft devices. (Opt.)
	
	
	
	

	 Places products on islands, displays, shelves. (Opt.)
	
	
	
	

	 Set up or remove decorations. (Opt.)
	
	
	
	


	Term 
	1
	2
	3
	4

	5. Prevents loss of merchandise
	
	
	
	

	Takes the necessary precautions for preventing loss of merchandise.  
	
	
	
	

	 Arrange the merchandise so as to avoid breakage.  
	
	
	
	

	 Put anti-theft devices on the merchandise. 
	
	
	
	

	 Put back merchandise that has been moved by customer 
	
	
	
	

	 Keep an eye on the people walking around the premises.  
	
	
	
	

	 Identify suspicious behavior and report it to the supervisor.  
	
	
	
	

	 Pay special attention to strategic areas (entrance/ exits doors).    
	
	
	
	


	Term 
	1
	2
	3
	4

	6. Keeps the work and sales area clean and orderly   
	
	
	
	

	Put away merchandise, store movable displays and advertising materials, etc.  
	
	
	
	

	 Make sure the shelves and aisles are clean.  
	
	
	
	

	 Clean and tidy up counters.  
	
	
	
	

	 Clean or wash cold rooms or refrigerators. (Opt.)
	
	
	
	


