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Job profile 
 

Job title Retail Assistant 

Department Shop and Brass Rubbing Centre  

Responsible to Assistant and Retail Manager  

Responsible for N/A 

Main purpose of job To assist customers with sales and queries adhering 
to high levels of customer service at all times.  To 
provide a welcoming environment to customers and 
visitors alike.   

 
Main duties and responsibilities 
 
1 Shop and Brass Rubbing  

 Operate EPOS system effectively and confidently 

 Proactively review stock levels, by restocking as appropriate or by bringing to attention 
of line manager if stocks running low 

 Proactively replenishing stock from cupboards and stock areas 

 Maintain high level of standards in product displays keeping them clean, tidy and dust 
free 

 Demonstrate and explain the brass rubbing process to customers 

 Assist in stock taking 

 Assist Retail and Assistant Retail Manager with administrative duties as required. 
 

2 Operational and Shop Floor 

 Carry out opening and closing procedures at start/end of day, according to operational 
instructions 

 Keep up to date with events taking place across St Martin-in-the-Fields site 

 Carry out all cash procedures, accurately and safely and according to operational 
instructions 

 Observe Health and Safety and emergency procedures 

 Develop and maintain sound product knowledge 

 Observe and monitor activity on the Shop floor, supporting customers as required 

 Be aware, attentive and alert of any suspicious activity within the Shop and foyer space, 
alerting line managers or Security in a discreet and sensitive way as appropriate. 

 
3 Customer service and Visitor experience 

 Deliver exceptional customer service to internal and external customers. 

 Deal with on-site issues or complaints, escalating them to management if necessary. 

 Understand and keep up to date with the site-wide activities across St Martin’s and 
maintain good communication with all departments and colleagues. 

 
4 General Duties 

 Attend necessary training. 

 Observe safety and emergency procedures. 
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5 This is not an exhaustive description of the job, aspects will change over time and the 
jobholder is expected to contribute to its development and progression. 

 
Nature and scope of the job 
 
St Martin-in-the-Fields is a working parish church in the heart of London. St Martin’s operates a number of 
successful commercial activities on site including the Shop at St Martin’s, Box Office, Café in the Crypt and 
Courtyard, Events spaces and a full and varied programme of concerts, the profits from which support the 
work of the church.   
 
Visitors to the Shop at St Martin’s are delighted by the range of British made gifts, unusual and value for 
money souvenirs, as well as books, music and stationery.  At Christmas St Martin’s is full to the brim with 
seasonal decorations, Christmas cribs and one of the best selections of charity Christmas cards in central 
London. 
 
In this role you will be working directly with our customers, providing information about the products we 
sell and how to select and make brass rubbings.  You will need to demonstrate the highest levels of 
customer service and have a positive attitude in everything you do.  You must be knowledgeable about the 
organisation as a whole. 
 
The Shop is situated in the foyer space of the Crypt of St Martin’s. 
 
Knowledge, skills and abilities 
 
To be effective in this role you will need to demonstrate knowledge of the following, including formal 
training where appropriate: 
 

 Be highly organised and a forward-thinking person, with the ability to manage conflicting priorities. 

 Be able to anticipate a client’s needs. 

 Demonstrate a real attention to detail and excellent timekeeping. 

 Deliver excellent customer service. 

 Possess clear verbal and written communication skills 

 A team player with an interest in people, who enjoys working with others within a large and varied 
organisation. 

 Ability to respond calmly and confidently to last minute challenges and problems. 

 Be computer-literate. 
 

On top of this you will need to: 

 Work in sympathy with the ethos and values of St Martin’s. 

 Have the right attitude! 
 
 
 
 


