Retail Assistant (2 positions available)
Casual Position, as required
St Paul's Cathedral is the home church (Metropolitical and Cathedral Church) of the Anglican Diocese
of Melbourne. It is the seat of the Anglican Archbishop of Melbourne, who is the Metropolitan of the
Anglican Province of Victoria. The Cathedral is governed by a Chapter (Governing Body) with the
Archbishop of Melbourne as President. The Cathedral’s day to day operations and ministry are led by
the Dean of Melbourne and a team of clergy and lay colleagues.
Situated on the corner of Flinders and Swanston Streets, St Paul’s is Victoria’s most visited sacred
place. Open every day of the year for worship, visiting and community activities, St Paul’s welcomes
more than 78,000 worshippers and around 500,000 visitors every year. The Cathedral has three
Sunday congregations, alongside fifteen weekday congregations.
Further information about the Cathedral’s ministries and work is available online, at:
cathedral.org.au. Full details of the Cathedral’s vision and five-year program can be found online, at:
cathedral.org.au/cathedral/vision.

Position Description
The Cathedral’s new Visitor Centre and Gift Shop has just been completed. This marks the beginning
of a new era for us in visitor welcome and service delivery. We now seek an enthusiastic and
customer-focussed retail assistant who will provide exceptional customer service and support the
Cathedral Administrator in the delivery of our retail objectives.
As Retail Assistant you will be engaged in the provision of exceptional customer service, helping our
visitors to make purchases from our shop. You will add value to the Cathedral’s retail offering, by
demonstrating excellent communication skills and by having a thorough understanding of our
product range. You will understand the principles of selling and be able to demonstrate to all
supporting volunteers the customer service standards that are required in the retail space. You will
share a responsibility to deliver ‘on target’ sales performance.
This position will report to the Cathedral Administrator.

Key Working Relationships
You will be expected to work with both paid and volunteer members of staff in undertaking your
duties and in particular work alongside:
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•
•
•
•

Paid and Volunteer retail assistants,
Cathedral Volunteers,
Members of the Cathedral’s Clergy,
Operations and Cathedral Office Staff.

The successful applicant will undergo clearance for service prior to commencing their role, in
preparation for which they need to submit a Working with Children Check and current Police
Certificate and undertake relevant safeguarding training.

Main Areas of Responsibility
•

Deliver exceptional customer service to all visitors as defined in the customer service
guidelines.

•

Demonstrate a robust understanding of the full range of products on sale and be able to
explain their features to a customer as required.

•

Maintain the shop space to the highest standards, re-setting, replacing and adjusting the
product merchandising as required and updating management on stock levels.

•

Ensure the shop space is safe for visitors by monitoring on an ongoing basis that floor space is
clear and free from hazards.

•

Fulfilling orders received online, packaging items and preparing them for postage.

•

Handle cash and process card transactions to a high level of accuracy and complete the end of
day reconciliation procedures correctly.

•

Deal with the safe securing of value as instructed at the start and end of the shift.

•

Support (and when required coach) the volunteer team during their shifts ensuring that they
deliver the required standards.

•

Have awareness of forthcoming events and worship services in order to be able to promote
and answer customer questions as fully as possible.

•

Liaising with other Cathedral staff and volunteers to deliver a positive visitor experience.

•

Other tasks as responsibly directed.

Key Selection Criteria, Qualifications and Skills
Person Specification
The successful candidate will already have customer-facing experience in a retail outlet. They will
understand the principles of generating sales and the value of delivering exceptional customer
service as a tool to achieve sales targets.
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Of a cheerful disposition with a ‘can do’ attitude, they will be able to demonstrate how their excellent
communications skills help them in serving customers. They will be physically fit, able to lift and carry
stock as well as spending large periods of the day on their feet when required.
Whilst it is not required that the post holder should be a member of the Anglican church, or another
church, it will be important for them to understand the faith dimension of the life and work of the
Cathedral so that the needs of visitors and worshippers are supported by our Cathedral team.
Essential

Desirable

Knowledge and Experience
•
•
•
•

Have undertaken customer facing paid
work in a retail/sales or hospitality role
Familiar with customer cash and
contactless payment systems
Ability to enhance the customer
experience
Familiarity with and understanding of
shop health and safety best practice.

•

Excellent communication skills
Excellent IT skills and general computer
literacy
Exceptional skills in customer service and
care
Appreciation of the diverse nature of our
customer base and how to communicate
with them effectively.

•
•
•

•
•
•

Experience working the heritage or visitor
attraction sector
Experience in using Shopify POS
Experience of working with volunteers
An appreciation of ‘brand’ and retail
merchandising techniques.

Skills
•
•
•
•

•
•
•

Creative and innovative approach
Responsive to change
Ability to adapt behaviour to suit the
individual, environment and
circumstances.
Pro-active approach to problem solving
First Aid Certificate (training provided if
not).
Be an ambassador for St Paul’s Cathedral

Personal Attributes
•
•
•
•
•

•

A ‘can do attitude’
Tact, diplomacy, respect for others, and
firmness in dealing with occasionally
disruptive people
Ability to work as a flexible and
enthusiastic team member both within
the team and across the Cathedral
Sufficient physical fitness and ability to lift
and carry stock and attend to
merchandising the shop.
Ability to uphold and confirm to the

•
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Willingness to learn new skills and take on
extra responsibilities
Understanding or, sympathy with and
willingness to promote the aims and
purposes of the Cathedral, its mission and
ministry.

requirements of the Cathedral’s
Safeguarding and other policies

What we can offer
Hours of Work
The Gift Shop currently operates 7-days a week between the hours of 11.30am and 4.30pm, and it is
expected the successful candidate will be available to work some weekends. It is anticipated that
these hours of operation will be expanded with the appointment of new staff. Some out-hours work
may be required during busy periods (appropriately remunerated)
The Cathedral operates 365 days of the year. As you would expect, the Cathedral is very busy in the
lead up to and around Christmas and Easter and staff are expected to be available.
Pay
This role is offered as a casual position with the successful candidate being engaged to work hours as
required. The successful candidate(s) will paid in accordance with the Miscellaneous Award
(MA000104).

Operational Document
This position description is an operational document that does not form part of a contract of
employment. It may be that from time to time the successful applicant is expected to perform tasks
that may not be expressly included in the position description, but are nevertheless necessary in the
day to day performance and completion of duties. St Paul’s Cathedral reserves the right to amend the
position description as may be necessary from time to time to meet the changing needs of the
Cathedral.

Application Process
Applications should be directed to the Cathedral Secretary, Joel McFadyen, by email
(jmcfadyen@stpaulcathedral.org.au).
Applicants should include a copy of their resume and short cover letter addressing the personal
specifications and an indication of how many hours they would be seeking to work. Please note,
candidates will be interviewed as applications are received.
For further details regarding the post, please contact Joel McFadyen.
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