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Receiving Clerk 

General Responsibilities 

o This position works in all of Garden Fever’s receiving, retail floor, and storage areas, 

working inside the retail store or in the nursery. 

o You will be receiving and processing product, maintaining product displays, assisting 

customers with load-outs and assisting fellow team members when needed.  

o You will be expected to know the basic store and nursery layout to assist you in 

locating, merchandising and re-stocking product. 

o Tasks should be accomplished in an accurate, efficient, COVID-safe and friendly 

manner. 

o You will be asked to follow all company policies. 

 
Job Description: 
o Receive, process/price, display and stock merchandise.  

o Accurately and efficiently process receiving paperwork. Accuracy is a must in receiving 

and pricing product.  

o Assist in maintaining product displays in all sales floor areas with an emphasis on 

restocking. Also, maintain clean and organized back of store areas. 

o Competence in using basic hand tools, basic power tools and a pallet-jack is helpful. 

o Assist customers with loading and unloading of product. 

o Any other tasks as assigned from time to time by Lead staff. 

 

Customer Service  
o Provide service and assistance to customers by loading and unloading product for 

them.  

o Assist customers with questions by directing them to the location of products or 

connecting them with a staff member that can answer their questions. This position is 

not a sales position and is not encouraged to give gardening advice, unless they have 

been trained to do so. 

o Acknowledge and greet customers as they enter your work area.  

o Provide a pleasant and safe shopping experience. Engage the customer in a friendly 

manner. Listen to customers and provide courteous and knowledgeable assistance to 

each and every customer. 

 

Facilities Maintenance  
o Assist in maintaining clean and orderly retail and storage areas. This includes but is not 

limited to sweeping, trash collecting and removal, collecting and returning carts to cart 

areas, compost tea brewing and cleaning of machines, price tag sorting and basic 

maintenance tasks.  

o Help in store housekeeping tasks to maintain a clean and organized store (e.g. empty 

trash and recycling, disinfecting surfaces, clean break areas, clean washrooms, 

sweeping and dusting, etc.). 

o Any other tasks as assigned from time to time by Lead staff. 

 

Physical Requirements to Perform Essential Functions: 
o During entire shift, required to stand, walk, stoop, crouch, kneel/squat, bend, reach, 

push and pull, twist and turn, grasp, talk, listen and hear. This may require fine finger 

manipulations and repetitive motions with hands and feet. 

o Must be able to climb a ladder and use a step stool. 

o Must be able to use nursery hand and stick tools. 

o Must be able to lift and move up to 50 pounds repetitively and regularly without 

assistance. 

 


