
silverwaves.net 

 

 

 

SEASONAL GALLERY SALES ASSOCIATE - JOB DESCRIPTION 

 

Silverwaves Jewelry LLC is seeking a gallery sales associate for the down town gallery. The position is summer 

seasonal July – Applefest, 2-4 days per week.  Excellent communication, creativity, organization and flexibility 

as well as the ability to laugh are the most important requirements of this job. 

 

HOURS 

▪ Estimated 14-20 hours per week (spread over 2-4 days each week) July – Applefest.  This is a part-time 

summer seasonal contract laborer position. I am willing to work with your schedule. 

▪ A semi-regular schedule with consistent days off, as applicable to the position. 

▪ Working hours to generally be within the 9:30 am – 6 pm timeframe, though some evening hours may 

be required. 

 

 

PURPOSE OF THE ROLE 

The Silverwaves Jewelry LLC gallery sales associate is responsible for all things customer service, jewelry, 

display and appearance in the gallery according to Silverwaves Jewelry LLC standards.  

Duties of the Sales Associate position include but are not limited to: 

▪ Gallery operations: 

- Maintain the gallery in a clean and orderly appearance (straighten display, restock displays, create 

window displays, change displays to keep interest, show creativity in display creation), 

- Participate in ongoing cleaning, dusting straightening of all gallery displays and cases, 

▪ Overall duties: 

- Demonstrate brilliant (!) customer service, 

- Consistently greet customers, 

- Demonstrate knowledge about various stones, their origin and make-up, and properties (we will 

teach you), 

- Be familiar with gallery inventory, stones and associated stone information and stories, to provide 

customers with best product knowledge and enrich their gallery experience, 

- Recommend, select and help locate or obtain merchandise based on customer needs and desires 

- Foster repeat business by building relationships with customers, 

- Efficiently and accurately process sales transactions using the Square POS register system and 

adhere to checkout standards 

- Resolve customer issues through aligning to the core values of trust, integrity and respect 

- Assist with garden maintenance and outdoor and indoor plants, 

- Assist with seasonal caretaking of outdoor spaces (mostly shoveling and salting entryways), 

- Check and respond to all phone communications in a professional manner, 

- Support the gallery’s theft awareness and prevention policies, 

- Efficiently complete tasks or special projects assigned by co-workers or owner 

 

 

 

 

REQUIRED QUALIFICATIONS 
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▪ Undergraduate-level degree, or higher . 

▪ Excellent customer service skills and experience. 

▪ Outgoing, upbeat and engaging personality. 

▪ Willingness to cooperate and collaborate with other employees, respecting their roles and experience 

with a spirit of common good. 

▪ Knowledge of (or strong willingness to learn) various stone types and origins, specifically Lake Superior 

stones. 

▪ Attention to detail and willingness to go above and beyond in all aspects of the business. 

▪ Ability to manage time efficiently. 

▪ Outstanding communication skills. 

▪ Work well while unsupervised; independent nature with team spirit. 

▪ Ability to lift at least 25 pounds, stand, bend, lift, and squat for extended periods of time, and to climb 

multiple flights of stairs each day. 

▪ Willingness to work hard day in and day out, taking pride in one’s work. 

▪ Maintain a professional appearance and positively represent the business at all times. 

▪ Follow all guidelines in the Silverwaves Jewelry LLC employee handbook and assist with development 

of and adherence to all checklists, policies, and procedures related to the job and those being supervised.   

▪ Understand and adhere to the Silverwaves Jewelry LLC confidentiality policy.  

 

BENEFITS 

▪ 20% discount on all items in gallery.  One-of-a-kind pieces excluded. 

▪ Free jewelry workshops.  

▪ Staff adventures. 

 

DETAILS 

▪ Retail associate pay rate as a contract laborer is $12 - $15/hour, based on experience. 

▪ A bonus structure is available to employees who reach or exceed all goals. Quarterly review meetings 

(specific dates to be determined) will be used to assess performance. 

Key measurables 

▪ Consistent work schedule. 

▪ Demonstration of customer service capabilities. 

▪ Respect for colleagues and ability to work as a team. 

 

Silverwaves Jewelry LLC is an equal opportunity employer. Silverwaves Jewelry LLC does not discriminate 

based on age, race, ethnicity, national origin, religion, gender, sexual orientation, disability, medical history, and 

other non-merit characteristics. 

 

Interested parties should email a resume and letter of intent to info@silverwaves.net. No phone calls please.  
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