Branch Store Manager

JOB SUMMARY:

To manage operation of branch store, following companywide schedule of promotions and specials, scheduling working hours and supervising salesclerks in stocking merchandise, arranging displays, operating checkout stations, and providing customer service.

ESSENTIAL FUNCTIONS:

1.
Interviews job applicants for sales positions; checks references and hires personnel.

2. 
Supervises training of new clerks to operate cash registers, handle credit card sales, treat customers in a courteous manner, and become familiar with merchandise and its location within store.

3. 
Follows company schedule for special promotions and sales. Oversees merchandise displays and overall appearance and cleanliness of store. Makes sure any special price signs are posted and registers have been updated to reflect daily price changes.

4. 
Schedules work hours for all personnel with extra personnel assigned to handle peak customer traffic while minimizing total hours worked.

5. 
Oversees ordering of merchandise from distribution center according to inventory automatic replacement system. Makes periodic physical spot checks of inventory to ensure that computerized records are being maintained accurately.

6. 
Checks daily sales reports and cash receipts. Makes sure all monies are deposited regularly and reports are sent to the central accounting office in a timely manner.

7. 
Monitors activity within store to observe quality of customer service and provide assistance as required.

QUALIFICATIONS:

1.
Bachelor's degree and at least two years of retail experience is desirable, but less formal education and more on-the-job experience may be substituted.

2.
Good organizational skills as well as an ability to motivate and communicate effectively with staff.

