
Bookstore New Employee Training Outline

Employee:  ______________________________

First day of work: _________________________

Topic




Date


Trainer
Orientation 



_____________
____________


store mission

staff guidelines

scheduling

payroll paperwork

store tour

Bookselling



_____________
____________

industry language

store map exercise

store website

Customer Service


_____________
____________

customer service standards

greeting the customer

telephone protocol

web orders

FAQs from customers

Handling Requests


_____________
____________

common customer requests

inventory searches

title searches

placing customer special orders

Handselling



_____________
____________

opportunities to handsell

staff favorites

shelf-talkers

Inventory



_____________
____________

buying 

receiving

returns

Merchandising


_____________
____________

shelving new arrivals

focal point displays

Point-of-Sale



_____________
____________

sales

returns

gift certificates / cards

special order pick-up

loyalty program

Training Review


_____________
____________

Comments:

Place in employee’s personnel file when complete.

