
GreenUP Store & Resource Centre

Term: 15 to 19 hours per week
Compensation: $16.00 per hour
Desired Start Date: Early August

Organization Background:
GreenUP is a registered environmental charity that offers dozens of programs and services to those living and working 
in the Peterborough region. Our programs focus on facilitating positive action and providing the tools to make small 
changes that can create a large and lasting impact on our environment. As an active community organization, we 
partner with individuals, businesses, other non-pro�t organizations, and governments to ensure that our region 
maintains its long-standing track record of environmental leadership in Ontario and across Canada.

Position Background:
The GreenUP Store and Resource Centre is the face of our organization and a community hub for Peterborough 
residents to access products, services, and resources that support more sustainable living. It also promotes GreenUP’s 
programs and partner organizations’ activities to advance our mission to educate, inform, and empower the residents 
of Peterborough. The store sells equipment and products that are carefully selected as eco-friendly alternatives to 
existing products. 

This position is responsible for the coordination of all aspects of GreenUP’s Store and Resource Centre. 

Key Responsibilities:
• All aspects of the operation of a retail outlet including opening and closing the store, handling sales (cash, debit 

& credit), and the reconciliation of daily sales
• Front line customer service
• Respond to inquiries for information about GreenUP’s programs, as well as about related environmental services 

and programs in the region
• Assist with inventory management, including restocking shelves
• Assist with researching relevant and exciting products for store
• Liaise with consignees, as needed
• Assist with quarterly inventory reconciliation
• Act as reception for incoming calls and visitors
• Maintain cleanliness and beauty of the store

Key Characteristics and Skills to Succeed in this Role: 
• Collaborative and Kind: The candidate must have proven teamwork skills and the ability to foster and maintain 

inclusive, equitable, and safe dynamics; they must also have sensitivity, tact, and diplomacy when dealing with 
members of the public

• Attention to Detail: The applicant is organized, manages time well, has money-handling experience, and has 
strong attention to detail 

• Conscientiousness: Ability to juggle multiple priorities, effectively able to balance short-term needs of the store 
with larger longer-term goals

Part-Time Associate
• Initiative: Identi�es necessary improvements, streamlines processes where possible, identi�es new directions 

and priorities, and is proactive in bringing these forward 
• Communication & Computer Skills: Strong verbal, written, and design skills. Working knowledge of Microsoft 

Of�ce, Data Entry Management, and QuickBooks is preferred 
• Environmentally-minded: Demonstrated commitment to the environment and community through previous 

work or volunteerism
 

Quali�cations:
• Minimum 2-years experience in retail, public education, or customer service, ideally in a not-for-pro�t setting
• Knowledge of environmental issues 
• Comfortable working alone
• The successful candidate will be required to produce a current Police Vulnerable Sector Check satisfactory to
   GreenUP immediately upon hire
• Valid Driver’s License considered an asset

How to Apply: 
Please submit a cover letter and resume, as a single PDF, to kristen.larocque@greenup.on.ca with the following subject 
line: “GreenUP Store Associate Application”. 

Submission Deadline: Friday July 5, 2019 by 5:00 p.m.
We thank all candidates for applying; only candidates selected for an interview will be contacted.

To perform the essential functions of this role, the Associate will be required to complete physically 
demanding tasks, including: lifting, bending, kneeling, pulling, and carrying. The Associate should be able 
to lift a minimum of 50lbs. GreenUP invites applications from anyone who feels they meet the quali�cations 
of this posting. GreenUP is committed to employment equity and diversity in the workplace and welcomes 
applications from People of Colour, Indigenous People, and other visible minorities; persons with disabilities 
and who are differently abled; and, persons of any sexual orientation or gender identity.
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