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GENERAL CLERK TRAINEE / CASHIER

by:
Richelle Ann S. Mallari

An office clerk's responsibilities include filing and organizing records, as well as
doing administrative organization chores in order to encourage effective operations in
the office they serve. They are in charge of clerical and administrative tasks at an office.
They compile, copy, sort, and file office activity records. They are also in charge of doing
daily office activities correctly and on schedule. An efficient clerk can work hard to keep

the office running smoothly.

Furthermore, cashiers' responsibilities are comparable to those of clerks. They, like
clerks, should have a strong work ethic and a high degree of accuracy. They must be
accountable and dedicated to giving outstanding service. Accepting payments, verifying
that pricing and amounts are correct, and providing a receipt to each client are some of

the cashier's tasks. They, like a clerk, must be computer literate.

Cashiers perform a variety of important tasks in retail enterprises. They are in
charge of processing and accepting payments, as well as providing clients with receipts
when they depart with their items. Cashiers must also manage other goods such as

coupons while giving exceptional customer service.

Cashiers are responsible for a range of critical activities in retail establishments.
They are in responsible of processing and taking payments, as well as issuing receipts to
customers as they leave with their purchases. Cashiers must also manage other items like

coupons while providing excellent customer service.

Whether you are a cashier or a clerk, you must prioritize your duties. How well

you feel you fit with your work, team, and the organization as a whole is one facet of job

8 September 2022
depedbataan.com

The Official Website of DepED Division of Bataan




d= edbataan.comPublications

satisfaction. There is no such thing as a flawless career, team, or organization, but you
will be significantly more happy if you feel more aligned with the work, beliefs, and
behaviors of those around you. According to a recent Gallup Poll, persons who grin and
laugh at work are more interested in their employment. And the more you are involved,

the happier and more excited you will be.
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