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Student Employer: Adrian College - 110 S. Madison St. Adrian Ml 49221

Department: Bookstore

Supervisor: Allison Cumming — acumming@adrian.edu
Job Title: Student Worker: Bookstore Lead Student
Location: Caine Student Center Bookstore

Purpose of Position: Performs cashier/sales associate duties in the Bookstore
Beginning and End Date: 2026-2027 Academic Year

Job Description:

This position involves all function related to stock and inventory, customer service, and cashier
responsibilities of the College Bookstore The successful candidate will:

Perform excellent customer service as a cashier

Well organized and able to stay on schedule with tasks
Flexible, able to handle ever changing retail environment
Work well with staff, faculty, students, and community
Train student employees and other cashiers

Perform other duties as assigned

Some weekends and evenings are required. Bookstore student workers shall expect to work at
least 2-3 weekends per semester as well as Homecoming, unless performing or working an
event/game.

Rate of Pay: This is a part time student employment position at the State of Michigan
wage requirement for hours worked.

Hours: Up to 5 hours per week during the academic year. Run Stadium Store during
Fall season, and main store on Saturdays.

Required Job Skills:

e Experience in retail environment

e Knowledge of general office practices and procedures

e Proficiency in computer skills: point-of-sales, inventory control

e Basic arithmetic and arithmetic calculations

e Must be able to perform duties within the normal bounds of an office
environment including sitting and standing for long periods of time

e Must be able to lift, pull or push up to 50Ilbs. consistently without difficulty

e May be required to climb ladders and steps

e Extremely friendly

e Cashier experience
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¢ Ability to exercise excellent human relation skills in establishing and maintaining
effective relations with the college community
e Able to follow detailed oral and written instructions

Remarks:



