
 
 
 

ANIMAL LIFELINE of IOWA, INC.™ 
POSITION DESCRIPTION 
Thrift Shop Stock Clerk 

 
 

Reports to: Thrift Shop Manager         Supervises:  Volunteers & Community Service Workers Date: March 2019 
Normal Work Hours: Varies                              FLSA Status:  Non-Exempt PT 

                    
Primary Responsibilities: 
Responsible for assisting individuals donating merchandise to the thrift shop, transfer and movement of sorted donations to 
and from various stock/storage areas, organization and cleanliness of stock/storage areas and placement of processed 
merchandise onto the sales floor. 
 

1. Assist customers/individuals wanting to donate in a courteous and helpful manner. 
2. Moving seasonal merchandise from sorting area to proper stock/storage area. 
3. Moving seasonal merchandise from stock/storage age to pricing stations. 
4. Moving hard line merchandise from sorting area to proper stock/storage area. 
5. Moving hard line merchandise from stock/storage area to pricing stations. 
6. Moving soft line merchandise from sorting area to production room. 
7. Keep each stock/storage area clean, tidy and organized. 
8. Ensure trash is removed from all stock/storage areas in a timely manner. 
9. Load “give/pay it forward” merchandise. 
10. Unload donations from shelter location. 
11. Assist guests and co-workers as needed.   
12. Learn cash register operation. 
13. Maintain a positive and helpful attitude.. 
14. Maintain a neat, clean and organized store, including cleaning bathrooms and vacuuming store, as needed 
15. Restock supplies as necessary 
16. Complies with established policies and procedures  
17. Maintain open communication with Thrift Shop Manager.   
18. Other duties as assigned. 

 
Knowledge, Skill and Physical Requirements: 

 Must have the ability to lift 50 pounds on a regular basis and multiple times throughout the workday.   

 Ability to ambulate steps on a regular basis, multiple times throughout the workday. 

 Ability to bend and lift large/odd shaped objects. 

 Ability to communicate effectively. 

 Access to reliable transportation and phone or e-mail required. 

 Demonstrated ability to comprehend and follow policies and procedures. 

 Maturity and good judgment are required. 

 Affection for animals and for their welfare. 
 
Preferred Knowledge and Skills: 

 Previous sales clerk, customer service or stock clerk experience preferred. 

 High School diploma or equivalent preferred.   
 
 
This job description is subject to revisions without notice. 
 
Approved March 18, 2019 


