
Virtual Executive Assistant to the CEO

Location: 100 W Colorado Suite E
Hourly: 10-15 hrs a week

OVERVIEW

Designed, developed, and tested at 8,750 ft in Telluride, Colorado Western Rise is on a mission to prove
that style, performance and function do not have to be mutually exclusive.

Western Rise makes the next generation of premium men’s performance clothing for travel, outdoors,
and every day.  Our goal is to elevate the life of the modern active man so they can own less and
experience more.

JOB DESCRIPTION

Western Rise is looking for a responsible Retail Associate to work in the Western Rise store this summer.
The Sales Associate would be responsible for all sales activities and sales associate job duties, from
greeting customers, answering questions, offering assistance, suggesting items, lending opinions and
providing product information. Individual responsibilities as a Retail Sales Associate may include
demonstrating outstanding customer service and selling skills, keeping the selling floor stocked with
merchandise, assisting in display of merchandise or organizing the selling floor and stock areas.

A Western Rise Sale Associate must process payments by totaling purchases; processing checks, cash
and store or other credit cards. Must also be able to deal with customer refunds courteously and
professionally. Maintains a professional attitude with sincerity and enthusiasm reflecting Western Rise’s
commitment to our customer. Develops product knowledge by reading current vendor tags and website
and attending training classes in order to communicate it to the customer. Stays current with
promotional events and sales.

JOB RESPONSIBILITIES

● Opening and closing the store
● Welcoming customers into the store
● Educate customers on the brand story
● Staying knowledgeable about our range of products
● Explaining to customers the best products for their needs
● Recommending related products to increase customers’ options and enrich the shopping

experience
● Explaining the benefits and functions of products, method of preparation and how to use them

to achieve the best results
● Accepting and processing orders, operate the POS register and resolve returns issues
● Promoting special sales, offers and awareness of store loyalty program
● Ensuring the showroom is clean
● Merchandise and restock items as needed



● Monitor inventory and notify management of needed restocks

KEY ATTRIBUTES
● Basic understanding of sales principles and customer service practices
● Proficient in verbal and written English language
● Knowledge of customer and market dynamics and requirements
● Solid communication and interpersonal skills and etiquette
● Ability to read, write and effectively communicate with customers, peers and management
● Ability to multi-task, while being attentive to customers and remaining flexible to the needs of the

business
● Ability to work as part of a team and take initiative independent of direct supervision
● Physical demands: This position involves constant moving, talking, hearing, reaching, grabbing

and standing for at least two consecutive hours. May occasionally involve stooping, kneeling,
crouching and climbing ladders and lifting boxes.

● Customer service focus
● Enthusiastic, friendly and energetic with a genuine desire to provide outstanding service
● Available to work a variety of hours, which may include evenings, weekends and some holidays
● Trustworthy and reliable.

YOUR QUALIFICATIONS/SKILLS

● Customer Service
● Organization
● Sales
● Merchandising
● Product Knowledge
● Basic Math
● Dependability
● Attention to Detail
● Time Management
● Team Player
● Written and Verbal Communication
● Interpersonal Skills

BONUS POINTS

● Interested in learning more about working at a startup or apparel company
● Interested in entrepreneurship


