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Grow with us! 
Isla Vista Food Co-op  

Lead Grocery Clerk Job Description 
 

 

Isla Vista Food Co-op Mission 

Our mission, as a natural and organic foods consumer cooperative, is to provide the residents of Isla Vista and 

neighboring communities of Santa Barbara County with reasonably priced foods, products, and services that promote 

healthier lifestyle and environment. The Isla Vista Food Cooperative is an economic alternative founded on cooperative 

business principles and values that are practiced in our operations as well as our governance policies. 

 

Isla Vista Food Co-op Statement of Purpose 

Our purpose as a consumer cooperative is to be a trusted source of natural and organic products and a reliable source 

for consumer information—driven not by profit, but by motivation for community autonomy, mutual aid, and 

environmental justice. 

 

 

Status 
Reports to: Merchandising Manager, Grocery Manager, Store Manager 

Starting Wage: $12 per hour* 

Hours: 35 – 40  hours per week 
 

*The IV Food Co-op’s wage scale will be periodically increasing over the next several years to comply with the CA minimum wage requirement.  

 

Position Summary:   

 

The Lead Grocery Clerk’s role is to increase efficiency and productivity by working at a pace that encourages a 

sense of urgency in the grocery crew. This is a leadership position that is designed to motivate staff to meet 

benchmarks set by management in efficiency and organization of the grocery department.  
  
The Lead Grocery Clerk also anchors the grocery crew in leading by example to accomplish shift efficiencies 

and stocking thoroughness in all areas of the store, including through detailed knowledge of all back-stock 

inventory. 
  
The Lead Grocery Clerk will also focus on organization and cleanliness in the chill and bulk departments to 

assist managers in maintaining these departments 
  
This position is overseen directly by the Grocery Manager and Merchandising Manager, and indirectly by the 

Store Manager. 
  
The Lead Grocery Clerk demonstrates ownership over the Co-op’s Mission and Purpose by performing the 

following duties in cooperation with management: 
  

 Works closely with Grocery Manager and Merchandising Manager to maintain Chill and Bulk 

inventory on dedicated weekly shifts for each department  
 
  

 Supports receiving process by maintaining an efficient work flow during the evening to make sure 

grocery deliveries are stocked and back stock is well organized before leaving each night. 



created by Laura Philpott December 2015, updated May 2016 

 

 Leads grocery team in bi-monthly switch out of NGC promotions including; setting up floor 

displays, cleaning and re-setting all displays.   

 

  

 Completes weekly Close-to-Code worksheet for perishable departments 

 Trains new grocery crew in all clerking responsibilities, focusing on thoroughness and efficiently. 

 Attends weekly grocery meetings as needed.  
 

 

Engages with the community by:  

 Greeting customers, making eye contact, smiling, and saying hello.  

 Educating themselves about products in order to share their knowledge. Offering suggestions when appropriate.  

 Answering questions and enthusiastically helping customers find items.  

 Maintaining familiarity with Co-op policies, procedures, membership module, promotions, and events calendar.  

 Operating the cash register in a friendly yet efficient manner, being respectful of customers’ time.  

 Maintaining awareness and acknowledging customers in the register area, calling for back-up as needed.  

 Bagging groceries with care and helping customers out to their cars when needed. 

 Promptly getting back to customers who have questions that need follow up.  

 

Engages with the store by: 

 Receiving, unloading and verifying deliveries.  

 Stocking shelves, regularly rotating product, and recording unsellable items.  

 Building eye-catching, informative merchandise displays.  

 Exercising proper food handling procedures.  

 Making the store shine – cleaning floors, bathrooms, break rooms.  

 Performing appropriate store maintenance and parking lot upkeep. 

 Maintaining an organized and accurate cash drawer, including membership paperwork.  

 Maintaining the physical appearance and cleanliness of the register and surrounding areas, including (but not limited 

to): coffee bar, wellness shelves, produce areas, floor displays, beverage coolers.  

  

Engages with the team by:  

 Being friendly, courteous and respectful of fellow Crew Members – having a positive attitude.  

 Working with a sense of urgency within designated time frames. 

 Maintaining high levels of communication, including reading in-store updates, checking email regularly, and being 

accountable to scheduling guidelines.  

 Seeking out new assignments and responsibilities.  

 Discovering ways to improve processes.  

 Arriving to work on time and ready to work at the start of their shift.  

 Understanding the importance of safety while performing all duties.  

 Remaining calm and composed during difficult or stressful situations.  

 Knowing when, how, and who to ask for help.  

 

Additional responsibilities may include: 

 Attending staff and team meetings as required.  

 Opening and closing the store.  

 Completing cleaning duties as assigned.  

 Performing quarterly inventories.  

 Answering phones and directing calls as appropriate.  

 Providing assistance with special orders as requested. 

 Participating in active or passive demos.  
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 Helping cover shifts in the event of illness or injury.  

 Participating in Co-op sponsored events. 

 Creating signs or artwork. 

 Ordering product for the store.  

 Performing other duties as assigned.  

 

General Requirements: 

 Genuinely interested in the Isla Vista Food Co-op and the cooperative model. 

 Self-motivated and able to self-manage. Sense of accountability. 

 Communicates well. Helps foster a productive, friendly, and cooperative working environment.  

 Willing to learn quickly and adapt to the unique flow of the store.  

 Has great attention to detail, ability to prioritize effectively, and demonstrate good judgment.  

 Accepts direction willingly and follows through with delegated tasks.  

 Accepts and offers feedback and suggestions openly and respectfully.  

 Takes initiative to identify, report, and resolve problems using the best solutions possible.  

 Ability to work well with a wide variety of personalities and cultures.  

 Offers a schedule that meets the needs of the store, including: daytime, evening, and weekend shifts.  

 Maintains job-related confidentiality.  

 Physical requirements: 

o Stand or walk for up to 8 hours at a time.  

o Lift 10-50 pounds regularly, to heights of 10-72 inches.  

o Maneuver a 2-wheeled hand truck loaded with products weighing up to 200 pounds.  

o Work in relatively confined spaces for multiple hours at a time (i.e. walk-in cooler). 

o Work in temperatures between 32-40 degrees Fahrenheit for multiple hours at a time.  

o Adapt to sudden temperature changes.  

 Education: High school graduate preferred.  

 

Disclaimer: This job description is not meant to be all-inclusive but to serve as a guide in order to provide you with a 

basic understanding of your duties and responsibilities as a cashier at the Isla Vista Food Co-op.  This job description 

may be updated at any time, as the need arises, by management.   

While acknowledging that California is an At Will state we encourage you to provide management with at least 30 days’ 

notice before terminating your employment. 


