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JOB DESCRIPTION 

Job Title:
Secretary to Store Director

Reporting To:
Store Director

Staff Reporting:
None

Job Summary:
To provide secretarial and administrative support to the Store Director, Store Board Directors and other members of Staff, when required.

Key Responsibilities

· All secretarial/administrative duties for the Store Director.

· Provide secretarial/administrative support for the Assistant Store Director, Board Directors and Buyers/Managers.

· Type board pack reports, compile information and distribute them.

· Arrange travel, flights and hotel accommodation, for Store Director, Assistant Store Director, Board Directors and Buyers/Managers.

· Order foreign expenses and process all expense claims.

· Company credit card control.

· Deal with and respond to customer complaints in conjunction with the Store Director/Assistant Store Director.

· Respond to charity requests in conjunction with the Store Director/Assistant Store Director.

· Process any correspondence for A. de Gruchy Holdings Limited, as required.

· Type and monitor customer service questionnaires.

· Deal with insurance claims in conjunction with Store Director/Assistant Store Director.

· Control management time sheets for Store Director, Assistant Store Director, Merchandising Manager and Marketing Manager.

· Communicate information on store activities to all staff.

· Oversee the distribution of gift vouchers sold in large quantities to companies for their promotional purposes, in conjunction with the Cash Desk Manager.

· Organise Christmas party, company presentations and any other staff functions.

Team Relations
· To work with other members of the team, adopting a team approach.

· To communicate with and support staff in other Departments, thus ensuring good working relationships.

· To be prepared to carry out any task as asked by the Store Management.

· To communicate well with the Buyers and other team members.

Motivation / Commitment / Flexibility

· To remain self-motivated and to be able to work without supervision.

· To be committed to learn and develop your job throughout your employment with A De Gruchy & Co Ltd.

· To be flexible in terms of working hours and approaching the tasks ahead of you.

All employees are expected to be aware of the Company Health and Safety Policy, adhere to it at all times and demonstrate safe working practices.  

We do operate a policy of employees being multi-skilled.  Job-holders may therefore be required to carry out other duties on other Departments within A de Gruchy & Co.

