Rockc Jewellers

 Assistant Store Manager Job Description

The Main Purpose of the Job

To assist the Store Manager to manage, train and motivate all staff in the skills required to utilise their best abilities and concentrate effort in achieving sales and profit targets. Deliver a high level of customer service ensuring that company standards and procedures are maintained at all times.

Main Responsibilities 

You will be expected to execute the role of Store Manager whenever that person is not accessible;

· Manage and motivate the sales team.

· To assist in the recruiting and training of staff in all areas of product knowledge including, hallmarking, gemstones, diamonds, stock, till procedures, store operations POS Manager, Headquarters Client and CCTV.

· To assist in the planning and organising of daily/weekly tasks for staff members set by the store manager.

· Administration work completed in relation to company policies and procedures (cash analysis, petty cash, staff rotas, discipline etc).

· To plan and organise sales promotions in consideration to local and calendar events throughout the year.

· Report on monthly sales targets and ensure staff members are aware of their sale targets.

· Risk assessments for fire and health and safety, are identified, measured and arrangements made as necessary in compliance with company procedure.

· Ensure all staff members are aware of fire, health and safety, security in relation to company policy and relevant law and how this affects customers.

· To assist in the managing, maintaining and monitoring all stock within the store (transfers, re-calls, stock take etc).

· Maximise sales from all other services provided by the company including, Repairs and Cash for Gold.

· Manage and maintain effectiveness of any equipment within the store.

· Liaise with any outside workers in relation to the effective running of the store’

· Ensure all fixtures, fittings, equipment and stock is kept to a high level cleanliness in accordance with company policy.

· Understand competitors, trends, and customer requests for stock by initiating changes that will maintain and enhance the sales figures.

· Deal with customer complaints, comments and queries in a professional and effective manner.

Measurement

Targets for Sales, Staff Development and the maintaining of Standards will be recorded and measured. Appraisals will take place once a year by the line manager.

Confidentiality 

All information is private and confidential and is the property of L.WOOLLEY Ltd.

All shop and staff details to be recorded and stored at Head Office, which Includes Planning, Sales Performance, Staffing Requirements, Staff Training and Performance Measurement.

Signed ………………………………………… Date ………………….……………….

Print Name ……………………………………Branch…………………………………

