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Job Title: Office Assistant 

Job Type: Full-time 

Starting Pay: $19+: Based on experience


Company Description:

Goodman's Jewelers is looking for a professional office assistant with a career in mind. We are a family-owned business with a highly skilled team including GIA & AGS trained sales professionals, award-winning Goldsmiths, and Graduate Gemologist. We prioritize trust- based relationships and the ability to accurately educate and assist clients. Our high standards, integrity, outstanding customer experience, dedication to excellence, breadth of styles, and warm boutique experience are a few of the reasons we’ve been in business for over 90 years. We are proud to be a leader in the community and the local jewelry industry If you come with jewelry experience, fabulous! If not, don’t be shy to apply! If you are a kind person with a positive attitude, strong ethics and the drive and enthusiasm to learn something new, we would love to meet you! At Goodman’s we treat our employees and clients like family. Join the Goodman’s team and see first-hand why we’re Madison’s longest standing and most trusted jeweler. 

Essential Job Functions:

· Provide the highest quality client service experience in person, over the phone, and by email
· Ability to take multi step direction & self-direct as needed
· Ability to learn jewelry specific software and detailed client check out process
· Attention to detail, comprehension, & retention is a must
· Excellent verbal & written communication skills
· Familiar and comfortable with Microsoft & Excel	
· Accurately handle, count, and process cash and card transactions
· Basic math skills
· Filing and cataloging
· Shipping, receiving, and checking in merchandise
· Learn jewelry specific terminology to professionally inform clients on our products and services
· Comfortable participating on the sales floor during high volume times
· Punctual & dependable 
· Gift wrapping and occasional product merchandising, & cleaning to keep the store inviting
· Opening & closing procedures
· Saturday hours are required and additional days/hours during the holidays. (All overtime will be paid at time and a half.)


Minimum Requirements: 
· High School diploma or equivalent required
· Minimum two years of experience in a related field
· Requires proficiency in the use of computer software.
· Must demonstrate the ability to work independently in a fast-paced environment with interruptions.
· Maintain client confidentiality 


Benefits: 

· Medical Insurance
· 401k plan with match
· PTO & sick time
· Team goal bonus
· Paid parking
· Employee discount 
· Company paid GIA training/professional growth


Schedule: 

· Monday-Friday: 9:00-5:15. (With one weekday off)
·  Saturday: 9:00-4:15
· Sunday: CLOSED
· (Extended holiday days/hours in November & December required. This includes Sundays.)

If you’re excited about the opportunity to be a part of a fun and dedicated team                                                                                                                                                                                                                   we would love to hear from you. Apply today and start your journey with Goodman’s Jewelers!

Email:info@goodmansjewelers.com
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