
[image: https://lh6.googleusercontent.com/p7DPhusqCgAxc6gOcdaY3NSwNkslScPYjzYybopCZvS25M3rrw-XSxziCvujqrEGGvchh5CxFNdC4ii4tStDxayBr7EWjL69t-d1RS04vKqszgzFUhVQSbB65NVXkzOhD8NJ4zl9IfvffkZIZrHLsg]
[image: https://lh6.googleusercontent.com/IMTT2_7cuMiPu4K_LswDEvfUOhZ0TtOEkvJr1jKokZ9kcxRItXxLkS3vqfuHCT2CndV7BRgcQmKhnSbU_NrBbcmWQsjKKj4enMzUnK26a7VXqSeGkkOa_KBguZlKWocKhmP8ntP60fDlZzGSFTZzxA]


image1.jpeg
The King’s English Bookshop

BOOKSELLER ROADMAP
Bookseller’s Name:
Position:
Hire Date: Date of Last Rate Change: Current Rate:

Grading: E (Excellent), G (Good), S (Satisfactory), N (Needs Improvement), U (Unsatisfactory)

Customer Service / Sales E N/A
Is bookseller approachable? (Doesn’t congregate on the sales floor; looks up from working to

make eye contact with customers; etc.)

Is bookseller professional?

Does bookseller greet customers? (Says hello when walking through the store or when a customer

enters the store or approaches a counter; careful to read body language)

Does bookseller smile? Read body language before approaching?

Does bookseller ask customers if they can help them while walking through the store?

If bookseller isn’t able to help a customer, do they find someone who can? }
Does the bookseller offer to special order merchandise when items are out of stock? |
Does bookseller offer assistance to a customer’s car or find someone to help when needed?

Does bookseller walk customers to the section when finding merchandise for the customer? |
Is bookseller generally friendly with customers?

Does bookseller make sure they have merchandise in hand before confirming over the phone that

we have something?

Does bookseller appropriately let customers know about additional services or merchandise we

offer? (Inkslinger, Libro.fm, Hummingbird, free gift wrap; free delivery; bookmarks for that

book; gift cards; etc.)

Does bookseller hand sell by showing customers additional merchandise, recommending books or

gifts, and writing reviews?

Does bookseller go out of their way for customers?

Does bookseller support our mission to make TKE the best part of a customer’s day?

Is bookseller a team player? (Helping out with special projects or events—book festival,

inventory, author events, etc.—extra shifts, and/or jump in to help a fellow bookseller in need,

ete) | |
Does bookseller act friendly and professional with co-workers? |
Does bookseller deliver excellent customer service?

Communication E N/A

Does bookseller listen carefully to customers?

Does bookseller ask questions?

Does bookseller share ideas?

Does bookseller remember not to discuss or make comments about any customer or bookseller on
the sales floor?

Does bookseller keep up with store communication (Inkslinger, e-newsletter, NYCU, email,)?

Does bookseller participate and absorb information in meetings?

Does bookseller generally demonstrate a positive attitude?
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Work Performance

G S N N/A

Is bookseller where they should be on the learning curve for their job?

Does bookseller abide by TKE’s policies as stated in the Bookseller Manual?

Does bookseller take care of personal business on breaks or off the clock?

Is bookseller proficient at register procedures with a minimum of crrors?

Does bookseller work their scheduled shift and arrive on time to work?

Does bookseller stay on top of maintenance and bathroom duty?

Does bookseller attend to the Google calendar?

Does bookseller meet standards for accuracy and legibility?

Is bookseller productive? Does bookseller stay busy with work?

Does bookseller make efficient use of their time?

Is bookseller consistent in their performance?

Does bookseller demonstrate integrity?

Judgment / Commonsense

S N U NA

Does bookseller put customer above all else?

Does bookseller make the needs of the bookstore a priority?

Does bookseller call a manager for help when needed?

Does bookseller make good decisions?

Does bookseller help find solutions to problems?

Does bookseller say yes to customers or find someone who can?

Does bookseller prioritize safety? (lift from legs, wear a back brace or gloves when called for)

Progress

E

G

S N U NA

Has bookseller met the goals of their previous review?

Please use the other side of this roadmap to outline what you like and don’t like about your current role.

Goals:

Overall Evaluation Review:

Date of Rate Change New Rate

Next Review Date

Bookseller’s Signature

Date

Manager’s Signature

Date





