Australian Government

Royal Australian Mint

Job Description: Coin Shop Manager

APS Level 5 (Mint Employee Band 3)
Marketing Branch
Sales and Service Section
Individual role within the Section
Under limited direction:

e Manage the day to day activities of the Mint Shop including supervising the counter sales
team; rostering staff; deal with enquiries from the public; receipt and account for all monies

received, balance daily takings and reconcile discrepancies.

e Through ongoing staff development, improve the quality of customer service and develop
strategies to improve mint shop profitability and productivity.

e Assist with the coordination of internal and external marketing and sales building activities.
Manage and provide direction for creative in store merchandising to support all marketing
programs.

e Assist with preparation of the shop monthly and annual sales targets and develop training
and incentive programs to ensure these targets are achieved.

e Source new products appropriate to our customer demographic while maintaining
appropriate stock levels.

e Represent the Mint both locally and internationally and coordinate the Mint’s attendance at
coins shows.

e Manage all aspects of inventory control including stock takes and loss prevention.

e Ensure compliance to OHS standards through safe working practices.



SELECTION CRITERIA

Classification: APS Level 5 (Mint Employee Band 3)  Position No: 797

Branch: Marketing Section: Sales and Service
Title: Mint Shop Manager
1 Written Communication Skills

o Prepares material on straightforward matters such as correspondence and submissions to a final standard.
e Maintains high standards of accuracy with attention to detail.

2 Oral Communication Skills
o Able to liaise effectively with people from a diverse range of cultures and backgrounds in both retail and
leadership roles.
e Able to liaise effectively with internal and external clients.
e Able to summarise and convey information clearly and concisely.
e Listens to others and responds appropriately.

3 Output Management Skills
e Contributes to strong client focus and high customer service standards while controlling costs and improving
profitability.
e  Sound experience working in a retail environment including in supervisory roles.
e Plan, prioritise and execute various tasks associated with the role to achieve the required outputs within tight
deadlines while coordinating the sales team’s contributions.
e Identifies and records relevant documents.

4 People Skills

o Demonstrates respect, fairness, honesty and consideration of others.

e Ability to supervise and develop others in a small team environment.

e Manages awareness of own performance and development and provides assistance to team members to
develop and improve their performance as required.

o Displays flexibility and a constructive approach to tasks.

e Knowledge and commitment to Quality, Industrial Democracy, Diversity and Occupational Health & Safety
principles and practices.

5 Conceptual and Analytical Skills
Able to identify problem issues and contribute to the solutions.
Able to adapt to the changing work environment.

6 Judgment
e Able to make informed decisions in a timely and accurate manner relating to the operation of the Mint Shop
sales team, especially in sales forecasting.
e Consistently makes timely and accurate decisions relating to activities of the position.
e Uses a range of sources to gather information to make informed decisions.

7 Leadership

Committed to team work, shares ideas and values diversity.
Demonstrates initiative and constantly strives to improve work practices.
Able to work independently and within a team environment.
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