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	TASK
	OUTCOME
	CRITERIA

	Staff Management
	1. Work out rosters for staff with Tafe days for apprentices
2. Training hours for apprentices
3. Making sure they have Lunch breaks
4. Recording if they are late to work
5. Recording sick days
6. Taking applications for holidays
7. Monitoring all staff’s performance levels
8. General management of the staff
	1. A. Make sure that there are enough staff on busy days and less staff on quieter days
B. Make sure apprentices are at TAFE the days that they need to be and holiday times are noted in the appointment book as they will be in salon working then
2. Organise training nights/days for apprentices and organize models – liaise with the senior that will be supervising training as to what services need to be performed
3. Ensure that all staff get their 30minute lunch break each day, if they don’t they need to write that on the timesheet
4. If a staff member is late to work it needs to be document
5. All sick days must be accompanied by a doctor’s certificate.  Certificates must be kept.
6. All holiday applications must go through the owner before being approved. No more than one person on holidays at a time
7. A. Encourage staff for retail sales and up selling treatments.
B. Monitoring where the staff are all at with their                minimum requirements
8. Keep a track of where all staff are at during the day, on time running late etc.
9. Make sure that if the staff member is running late                    that the client is aware of this
Work with staff to improve customer service. 


	Stock Control
	1. Make sure that stock levels are up to date
2. General shopping items
3. Putting together orders to process with company
4. If the owner is away being able to purchase the correct amount of stock
5. Unpacking and processing of stock
	1. All retail products need to be kept well stocked as stock sells stock.
Colour tubes cannot run low they need to be restocked
All waxes, tan solution, beauty supplies, sundries etc. need to be kept up to date so that we never run out of anything
2. All general items from Woolworths etc. for cleaning, milk, Campbell’s supplies need to be noted down when they are low, not run completely out. 
3. Going through all retail and professional stock deciding what we need to order and completing the order for the owner to approve before it goes to the rep from the company
4. Knowing what the minimum levels are of all products
5. When an order arrives organizing staff to check off all stock  - Staff need to price all retail products correctly then restock the shelves in a neat and tidy organized manner


	Cash Handling
	1. Handle the daily setup of Cash float
2. End of day closing off the till
3. Banking of Cash

	1. Till needs to start with $150 float of notes and coins
2. Money needs to be counted 
Eftpos needs to be settled at the end of each day
Money and Eftpos needs to be totalled and checked against end of day in POS. If incorrect discrepancy needs to be noted and passed onto the owner
Money needs to be put away in tin with Eftpos receipt, leaving the float in the till
    3.Cash needs to be banked weekly. Following banking        procedure. At this time any change that is needed should be exchanged. 


	Reception Duties
	1. General reception duties with phone and computer
2. Marketing 
3. Up selling
4. Greeting clients
5. Client details and filing
6. Converting enquiries to sales
7. Gift voucher sales
8. Entering stock into the computer
9. Record keeping of all advertised promos

	1. Answering phone, making appointments, confirming appointments from lunchtime so that we have a chance to fill any cancellations
Greeting the client, welcoming them to the salon
Making sure that all clients are put through the computer system correctly with accurate staff member, service & price & retail details
2. Putting posts on Facebook and checking for enquiries and emails from clients, responding to these appropriately
Uploading photos onto Facebook
3. Up selling services on the phone and when clients come into the salon
4. Greeting every client and notifying the staff member of their arrival. Offering refreshments or magazines while they are waiting. Get them to fill out any appropriate paperwork while they are waiting. If the stylist or therapist is ready straight away bring them through into salon
5. Make sure that at the end of each day that stylist/therapist has filled out appropriate client records for their next visit. Colours need to be recorded for all clients.
6. Use sale speeches to convert clients from hair to beauty services and vice versa
Upgrade clients to additional services that they were not originally booked in for
7. Selling gift vouchers to clients, suggesting something else to them then accurately entering information into the computer
8. When stock comes in it needs to be correctly entered into the computer to maintain stock levels.
9. Printing copies of marketing to put in the folder at the front desk for all staff to easily find.


	Marketing
	1. Helping owner with marketing
2. Printing of flyers

3. Testing and Measuring sheets
4. Facebook

	1. Making sure that our latest promos are printed out and visible for clients to take or us to give them to
Keep them in front of clients all over the salon
2. Making sure to have the latest flyers printed or making sure the owner has printed enough.
3. Use testing and measuring sheets for all promos and new clients so that the owner can accurately track how successful each promo was
4. Facebook status needs to be updated daily with either a promo to fill last minute gaps or this week’s special etc.


	Opening and Closing the Salon each day
	1. Opening salon and start of day procedures

2. Managing salon during the day
3. Close end of day
4. End of day procedures
	1. Reliable to open the salon each day and set up and follow start of day procedures, computer, lights, wax pots on etc.
2. Manage staff, clients and all tasks during the day
3. Doing the till at the end of the day making sure that it balances, if not finding the discrepancy and making a note of it for the owner
Organize the banking
4. Follow all of the end of day procedures and make sure that the staff have done everything on the list


	Cleaning the Salon
	1. Retail shelves
2. Salon area
3. Beauty area
4. Presentation of all stock
5. Overall appearance of the salon
6. General cleaning 

	1. Ensure that either yourself or staff clean retail shelves at least twice a week, wiping down shelves and products
2. Floors need to be swept/ vacuumed every day and mopped at least every 2nd day.
Mirrors need to be cleaned every day
3. Wax pots need to be cleaned every day
All items on daily cleaning list need to be checked off
Weekly cleaning list done
Sterilizing all equipment
4. Make sure presentation is perfect, all stock to the front, no gaps and no labels showing
Neat and organized for easy stocktaking
5. Make sure that everything looks tidy and organized as it is the clients first impression that counts, so reception desk should be free of clutter
6. Washing done every day
Chairs wiped over
Stations tidy and clean
Walls wiped over

	Networking
	1. Attending Networking meetings.
2. Network with other local businesses.
3. Staff Network
	1. Attending weekly networking meetings as the face of the business. Engage with other businesses to encourage them to visit our salon.
2. Encourage cross promotions with other local businesses to get them and their staff visiting our businesses. Owner will help with the plan, you will implement it. 
3. Encourage staff to network within their community of people about the business to help build their clientele. 





[Type text][Type text][Type text]
© Emma Greyson
