





History

HEN you consider the present size of the Woolworth Company

it is difficult to realise thag it was started in such a small way
and that it is the result of one man's ideal In the year 1878, in 2
].:t'lti‘n‘tl store in “'HII:'E‘I{:'W“. Mew 'l'ﬂﬂh a young man wanted o
try an experiment. His name was Frank Winfield Woolworth, His
idea was o specialise in selling goods ar one price, and display
them so that the customers tuultfsclu:: what they wanted from the
:_;uo-:!s on the counter in front of them. He obtained permission
rom the manager to start a bargain table which he sct up in the
store.  Everything on it was priced at 5 cents (about 3d. in these
days). The new idea proved very successful and the young Frank
Woolworth was soon able to raise enough moncy to open a small
store at Utica which he called the “Grear § cent Store” Like
every pioncer, he had 1o meer and evercome many ups and downs.
He soon discovered that there were not enough goods available
at 5 cenis and his first cffort failed. Bur he had gained valuable
experience and it was not long before he tried again. This time
he sold goods at 5 cents and 10 cents and the first store under
the now familiar “Woolworth” sign was opened at Lancaster,
Pennsylvania. This venture quickly proved very popular with the
local housewives, and soon he was able 1o begin cxtending his
business 1o other towns.

The first store in Britain was opened at Livchm] in 192, The
same spirit of enterprise, the same determination to give good
value and good service 1o the public was as successful here as in
America, and up o the present time, over %00 stores have been
opened throughout the British Isles, The latest venture has been
the opening of stores in the British West Indies in 1954 where the
local people themselves are staffing the stores under leadership from
this country.

Getting used to your
New Surroundings

EVERY WOOLWORTH STORE is run by a team who co-operate

with one another in offering to the public a highly specialised
sales service. From the moment you join Weoolworth's you become
a member of such a team. The other members of that wam will
be glad to meet you, and they will offer you every assistance while
you arc learning your job. Every encouragement will be given you
to progress rapidly, bur nawrally much depends on your ability.

interest, initiative and determination to become a valued member

of your team.




A Brief Outline of
the Organisation

ONE of the Woolworth Company’s great achievements is the

development of an organisation in which there is a personal
interest in all seafl, whatever their duties. The store in which you
will work is linked with all the other stores over a wide area, under
the administration of your Districe Superintendent and District
Office  management. ¢ Districe Superintendent is the link
between your Store and Manager and the District Office. The
Executive and Buying Office is located in London.

District Superintendents and members of the District Office
frequently visit the stores for which they are responsible, kecping
in touch with every aspeet of the business. In particular they are
concerned with the welfare of all staff in all stores,

Your STORE MANAGER is responsible for the general
operation and control of your store. He relies on the conscientious
service of cach employee to enable him to operate with maximum
efficiency. MNeedless to say, he is also very interested in your
personal progress and at all times is ready o offer help and advice.

The STAFF SUPERVISOR is the 1o whom you will
look for :raininﬁ:ﬂd guidance. She will help you 1o settle down
quickly and subscquently endeavour to assist you to solve any
personal problems. It is to her that you should go with any
troubles or diffieulties in the asurance that you will receive
sympathetic attention.

The SALES STAFF. ameng whom you will work, carry the
lﬂ-pﬂl‘lii]lilil{ for demonstrating to our customers what we mean
WOOLWORTH SERVICE. THE [IMPRESSION YOU
CREATE WHETHER FAVOURABLE OR UNFAVOURABLE
DETERMINES OUR CUSTOMERS OPINION OF YOUR

WOOLWORTH STORE. THEY WILL BE QUICK TO
RECOGNISE AND APPRECIATE A HAPPY TEAM SPIRIT
THROUGHOUT THE STORE.

NEVER FORGET THAT . . .
COURTESY COSTS LITTLE .. . AND MEANS A LOT!

The goods
you will sell

Y OU are starting on a job which has a fascinating variety of
intercsts,

Do you realise that Woolworths offer a tremendous varicty of
merchandise for sale to the public? You will have an opporunity
of handling a vast number of items during your carecr. You wil
learn w appreciate the quality of the materials used in their
manufaciure and to recognise the high standard of workmanship
upon which the Company insists.

The Woolworth Stores today keep hundreds of manufacturers
busy maintaining a flow of merchandisc to our customers, and
employs thousands of men and women to see that all these goods
arc aunractively displayed, perly priced and offered o the
customers in a cheerful spirit of courtesy and helpfulness, Tue
Repuramios or Tie Woorwormn Company sus seex Bunr Up ox
GOOD SERVICE axp OUTSTAMDING VALUE. There is a vast
organisation at work to keep everything running cfiiciently and to
make sure that all the merchandise which reaches our stores is
the best possible value ar the price.

Bur 1T 15 THE SaLes Assistaxts wino Pass Ox mie MERcHasmsE
10 THE CUSTOMERS, AND EACH Saces Assistaxt REPRESENTS THE
WOOLWORTH COMPANY 1o mue Snoreivc Pusie.

As 2 new member of the Sales Staff, YOU will be representing
the Company, and we look to YOU to carry on the wradition.

REMEMBER . . .
COURTESY COSTS LITTLE . . . AND MEANS A LOT!




[Learning
your job

Meeting the Customer . . .
Your FIRST and MOST IMPORTANT duty is

Serving Customers

and the Golden Rule for
every Sales Assistant is
CUSTOMERS FIRST ALWAYS

{E livelihood of everyone employed in the store depends upon

our customers, and they are entitlod to be wreated with the same

Rixrocr axn Coxsmesamion as You Exeicr 1o Mizr Winx You
Go Snorrixe.

How much better it is for a customer to be met with a friendly,
helpful expression! A most important factor in maintaining this
attitude is personal appearance! It is so much casier to smile and
to look pleasant if you know that your dress is neat and clean, if
your hair is arranged in a becoming siyle and if your face looks
fresh and namral with a suitable make-up. Everyone prefers o
receive a package from a well-groomed pair of hands, so give your
hands the constant care which they deserve.

You have un a job in which your personal appearance is
importane, :ndt:ﬁj will g:IM keeping up the standard of smariness
which we ask of you. A dres or overall is provided for your use
by the Company and is maintained tz,;::e store. If you take care
of your feet by wearing comfortable s you will be much more
fresh at the end of the day.

If stop to look at things from the customer's point of vicw
;:u ﬂimlﬂlilf how exasperating it is to be kept waiting while the
les Assistant attends o less urgent dutics or while two Assistants
finish a al conversation piving any atention. [t is
a different matter in the peak period when you are busy dealing
with a rush of purchasers. A customer will then usually wait her
wm with humaour, especially if your good, fast and pleasant
service calls for her admiration and you acknowledge awarencss
of her presence.

When a customer obviously hesitates to make a choice, a
pleasant enquiry—"¢an [ help you?"—may result in sccuring a sale
which might otherwise have been lost. Customers who do not
receive attention when they want it may leave the store without
making a purchase, Very often you will be asked for information
about your merchandise. To say “I don’t know™—is to fail two
satisfy the customer. Take an interest in the question you have
been asked, and if you cannot give the information yourself, ask
your fellow Sales Assistant or call your Supcrvisor,

Always remember that PEOPLE MATTER. How many
people in the course of the day will be glad that it was YOU who
served them? It may well be that your cheerful response had
heartened a harrassed mother, or your quick efficient service had
enabled a busy worker to clock in on time: perhaps r friendl
smile did much to create additional will and your bri
service and well-informed comment gave special satisfaction to the
discriminating  housewife. These nt just a fraction of the
people with w you will have contact during the course of doing
your job. Any onc of them may be glad that it was YOU wheo
s them, and will choose 1o come back to you another day
for more purchascs.

Even in the best regulated store there will be occasions when
it will not be casy o be on top of your form. You may find it
difficult 1o be polite, paticnt or even EM&lﬂnﬁmd. MNeveriheless,
IT IS PART OF THE SKILL OF A GOOD SALES ASSISTANT
that she can mect a customer with the RIGHT EXPRESSION AT
ALL TIMES.

REMEMBER . . .
COURTESY COSTS LITTLE . . . BUT MEANS A LOT!




The Cash
Register

"I‘i-lls is the most importang item of r.-quipmtnt ON YOUF counter

and you must become thoroughly acquamted with s use. This
will be most carcfully cxplai to you on your first day by the
Supervisor, ;

However pleasant your appearance may be, and charming your
manner, you can still cause irritation o a customer by clumsy or
faulty handling of change. There is a right and a wron wn;
of doing most |hi|1gs. and you will be shown the RIGHT Wa
of GIVING CHANGE. In order to aveid any awkward mis-
understanding, it is important o make certain that the customer
agrees the value of the purchase, and you must count back the
change INTO THE CUSTOMER'S HAND. There is always time
for a smile and a “thank you" before you pass on 1o the next
CUSIOMET,

Wrapping
Purchases

AVING made a purchase, the

customer will want to take it away
in a suitable wrapping. Always use the proper size bag or paper.
You will then be sure to hand over a neat and secure parcel.
If a customer sclects several items you may be asked 1o make
them into a parcel or to put them into a carrier bag. Always
put the heaviest articles at the bottom and the more fragile goods
at the top.  You will quickly acquire the habit of making a frequent
check 1o see that you have a complete assoriment of wrapping
supplics ready for use,

i

Knowing your stock

NE of your duties will be 1o maintain an anractive display of

all the articles which you have for sale at your counter. To
cnsure customer satisfaction and aveid possible loss of sales, you
must endeavour at all times to keep all items, colours, sizes, designs.
ctc. on display and therefore ON SALE. You will very quickly
learn to notice when items are in popular demand or have a special
seasomal interest. A reserve stock is kept under the counter and
is called your “under-stock.” Always make sure that you have
enough goods in reserve to meet your siles and 1o replace any item
selected by a customer from your display. You will be shown how
to re-order supplies from the stockroom for your “under-stock.”
A good display is a well price-ticketed display. as the price of all
items must be clearly shown.




Knowing
your Store

Selling and
Serving food

[
[

YEJU will not be expected o learn all these various and interesting | 5 ;

dutics on your first day! The Manager and Staff Supervisor HIS is a depariment which gives opportunity for special aptitude.
both appreciate thag it wiil take you a linde time to get used 1o ] It is of the greatest importance that the counter staff should
your job. However, it will not be very long hefore you will feel be scrupulously clean, and you will be told about the s;[m:i:nl
quite ar home ar the counter, You will then be able 1o pay regulations which apply to the handling of all foodstuffs. If you
greater atention o what is going on in other parts of the swore. have to weigh food, always make sure that you give Conrect Wiich,
You will become sa familiar with the arrangements of the different It is illegal to give shory weight, and to give over-weight means loss.
departments that you will be able to direct customers to other
counters withour difficulcy. There is a good deal of scope for the interested Sales Assistant

As vou handle more and more merchandise you will want 1o who can advise a customer about the use of many food products,
know where it comes from, how it is made or how it works, and
vou will enjoy getting to know all you can abour everything you In a store which has a tea or snack bar, there is an opportunity
wll. You will be able 1o assist customers who need information of rendering a quite personal service to the customer in search of
to help in making a suitable choice. refreshment, The cup of tea or coffee looks so much more inviting

By being alert and watchful you can do much to help in | if served in a ¥ Eltéi cup and saUCET, wl:ﬁ_]n:' food can retain its
preventing pilfering. It is our aim o PREVENT it, rather than . freshness only it the hygiene regulations laid down are observed.
to “catch” a dishonest person. Constant watchfulness and Goon |11{'n:'_|$ scarcely anything less appetsing than a stale bun or
Fast Service Wi Do Muat 1o Mixpase e Prosies. However, | sandwich!
if vyou should encounter a situation requiring action, call your :
Supervitor ar once, bur take mo action yourself. Above all, A customer may well be inclined to go on making further
NEVER ACCUSE ANYOMNE OF STEALING. purchases in the store after receiving refreshments from ﬁm hamnls

of a smiling waitress,




Opportunities
for Promotion

QU will quickly realise tha
the good appearance of the
whole store is vieTy illl::lul'"il'il o

vourself as well as to our customers. It is irritating to work among
muddles and disorder. You can play your part by making sure
that all merchandise, equipment, containers, eic. are put in their
proper places as soon as possible.  You will be shown the correct
way of cleaning your counter and fixtures, and it is your
responsibility to see that everything for which you are responsible
looks FRESH, CLEAN and TIDY. In fact, the appearance of the
store will be your “pride and joy.”

LOSt and THE ability of some people to

lose their posscssions is amazing.

and there will be times when you

Found are confronted with something a

customer has left behind. Do not

retain it at the counter assuming

that the customer will return and claim it from you, but hand it

over at onge to your Supervisor, who will take it to the office

If you are asked by customers for information about lost property,
refer them 1o your Supervisor.

AS YOU gain experience and

proficiency in all these duties, you
u-'iill grow in confidence. You will
be able 1o take more responsibility.
and in time take advantage of amy
epportunitics for promotion that may
arise.

There are many chances of promotion for the capable girl.
She can become a charge hand of a department, in which case she
will assist the manager or an experienced member of the staff in
ardering merchandise, and eventually when sufficiently experienced
and efficient, be rr\ulnumﬂ on a special rate of pay—to merchandise
girl in charge of one specific department,

Alwernatively, she can be trained for promotion to sales floor
supervisor, staff supervisor or cashier. Employees who prefer
stockroom work are usually, after a period of training. given a
specific section for which they are responsible. In the event of
promotion, as outlined, a further increase in salary becomes
operative.




Special Privileges
and Amenities

[ ADDITION w0 a comprehensive pension scheme, mcmlrcrdﬁp

of which is available o all swaff after ten years conunuous
employment with the Company, the privileges and amnenitics listed
below are offered to all female staff:

21 YEARS SERVICE. Presentation of savings cenificates or a
gold waich.

SHOPPING TIME. Once a month each employee is allowed a
v i i is i i he carl
privilege shopping morning. This is usually given on t ¥
closing day which means the whale day off instead of a half day.

SICKNESS BENEFIT. Employees arc entitled 1o one week's pay
for each completed year of service; any payment for odd day's
absence is made at the Manager's discretion.  Should any employee
be absent for a lengthy period, due to serious illness, sympathetic
consideration is given to the payment of additional sickness bencfit.

HOLIDAYS. After completing one year's service, previous to
April Ist of the current year, employees are entitled to two w-n_:lcs
paid holiday and to a further three days spring holiday dun‘ng
and after their Gfth year of service. In the tenth year of scrvice
and from then on they arc entitled to three weeks paid holiday
a year. Employees with less than wwelve months service previous
to April Ist of the current year will be entitled to one day's paid
holiday for each menth of service.

LIBRARY SCHEME (Coscessiox). By special  arrangement,
Woolworth staff are permitted to join Boots Library on favourable
terms which are considerably less than those paid by normal
CUsOmers.

CHRISTMAS PRESENTS. Each full-time member of the staff
iz entitled to a Christmas present from the Company according o
her length of service. If she joins before July 1st of the currem
year she receives £]1 and for each successive year 10/-. There is
no maximum—some of our stafl receive £10—£15 cach year.

DECEMBER BONUS. This special salary bonus is paid to all
staff who join us before 15th November of the current year and
is payable during the whole month of December in consideration
of wade during the busy Christmas period.

WEDDING PRESENTS. If an employec marries after being
with us for three, four or five years, she reccives a cash wedding
present of £5. For six years service—E6, increasing by £1 for
cach additional year’s service up to a maximum of £10.

ANNUAL BONUS. For some years now an annual bonus of
two weeks salary has been paid o all staff in the Company’s
employ during January of each year with two or more years service.
One week's salary is paid 1o those with more than one and less

than two years service. The Board of Directors hope to continue
this,

THE “NEW BOND." To kecp everyone in touch with one
angother, and with the latest developments the Company's House
Magazine is published every two months, It is called the “New
Bond” and is full of news concerning stores, people, and other
matters of interest. The strong spirit of unity and comradeship
throughout the organisation is shewn by the flow of news and
pictures which are contributed by staff from all ever the country.




i i ding to age.
The commencing salary varies according
wages Increases will be given according to length of

service AND proficiency auained.

hours Actual working hours may vary according to the

town in which a store s situated. Normal werking

hours may be extended according to the ‘rmcd: of
the shopping public or store, e.g. Christmas, $:q-c!=-ukmg. enc.
Any extra hours are calculated on an overtime basis.

FULL DETAILS OF THE HOURS AND RATES in.uprmlinn
at your store can be obtained from your Staff Supervisor.

arrangements ;;“;;:iﬂf,,;ii; o
fOI mealS staff canteen at very

Staflf are allowed one hour for
lunch and a ten minufe break
during the morning and afrernoon for tea or coffec,

We shall always be pleased 1o consider
your any ideas or suggestions you care
w make in connection with the

SuggeStiOHS improvement of our operation and

anisation, the merchandise that we
sell and last, but certainly not least, our service to the shopping
public.
ideas or sugpestions please submit same 10
!.'nurHMY:n“a::r“[o::nquiguim.ggSlmu'I.d ;wr idea be practical
you will receive the :r-c:t!i: due. In any case we shall appreciate
and acknowledge your interest.

Rules and
Regulations

WIII':REVI'IR there is a community of people working together

there must be some rules and regulations for the benefit of
all concerned.  The rules. for the most part. are a development
of long expericnce and there is reason for every one of them.

We therefore deaw your attention to the following: —

NOTICE BOARD. Special regulations and instructions are posted
on the Notice Board. Please look regularly and often to see all
new notices,

BE PUNCTUAL — BE REGULAR. If it should be necessary for
¥ou to be absent or lare because of illness or other reasons,
please advise the Manager or the Staff Supervisor ar once so that
arrangements ean be made to ke care of vour work.

STAFF ROOMS. Show thoughtfulness and consicderation for
others in the use of rest rooms and canteens by helping to keep
them tidy, and by helping to create a happy aumosphere.

HYGIENE. Scrupulous personal cleanliness is essential, Please
leave toilers and cloakrooms as you would expeet o find them,

PERSONAL PROPERTY. Do not leave moncy or valuables in
sour pockel. You must comply with the special arrangements
which have been made in your store for the safe custody of
employees’ personal property.

CHANGE OF ADDRESS. Please notify the Staff Supervisor
immediately if you change your address so that the records can
be kept up-to-date.

SMOKING is permined in STAFF ROOM ONLY.
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