
Northwest Hardware Company 
2303 Williamson Road 
Roanoke, VA  24012 

540-362-1868 
 
 

Job Description 
 
 
 

JOB TITLE:  Assistant Store Manager    
REPORTS TO: Store Manager  
 
 
Primary Purpose of Job: 
►To Profitability manage the store by ensuring that the customers are served. 
 
Essential Duties and Responsibilities: 
►Manage Store Employees—in the absence of the Store Manger 
►Responsible for on the job training of employees- in the absence of the Store 
Manger 
►Monitor sales clerks / cashiers to ensure that they are doing their job. 
►Paperwork—Perform daily paperwork as to the sales and make a deposit- in the 
absence of the Store Manger  
►Shortage Control—Review daily cash over / short to ensure cash is properly 
being handled.  In addition, inventory shortage should be reviewed for theft. 
►Ensure Customers are waited on  
►Handle Customer Complaints 
►Order bi-weekly inventory from the True Value Warehouse- in the absence of the 
Store Manger 
►Responsible for the opening and closing of the store daily- in the absence of the 
Store Manger 
►Ensure the store is clean—inside and outside. 
►Each Assistant Manager is expected to work approximately 50 hours per week. 
►Other duties as needed 
 
Supervisory Responsibilities: 
Supervise Store Personnel—in the absence of the store manager or with his / her 
specific instructions. 
 
 
Qualifications: 
Preferably College Degree, but Minimum of High School Diploma 
5+ year’s experience or combination of education and work experience 
 
For more information and how to apply contact Walter Vance at waltervance@att.net.  
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