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Position Description & Responsibilities

	Job Title:    

Assistant Manager
	Department:    

Field
	Division:  

Operations  

	Reports To (Title):

Store Manager


	Date Written:

	Date Revised: 

April 2, 2003 

	Exempt / Non-exempt

· Non-exempt
	Direct Reports:

Hourly Associates




	Summary of Position (Job Purpose)  - Major purpose and functions of the position.

	Responsible for assisting with the complete operations of assigned store, in conjunction with assigned tasks and duties.  Assist in hiring, training and development of all store associates in both operations and merchandising.


	Principal Duties and Responsibilities  - Primary responsibilities listed in order of importance

	1. Assists with all store functions including scheduling, ordering, freight processing and all day-to-day store activities as directed. 

2. Performs all opening and closing procedures. 

3. Protects and secures all company assets, including store cash. 

4. Adheres to all policies and procedures including safety guidelines. 

5. Provide leadership and direction to associates as appropriate to include utilization of daily planner and index cards. 

6. Maintain a professional and friendly environment with customers, subordinates and supervisors. 

7. Maintain sales floor to company standards to include recovery.

8. Assists with evaluating, recruiting, hiring, training, motivating and counseling of  associates.

9. Processing of all required reports, documents, and memos. 

10. Proficient use of available tools and technology at the store level. 



	Minimum Requirements/Qualifications  - Summary of knowledge, experience and education required.

	· Must possess prior retail and management experience

· Background in dealing with hardlines / variety merchandise

· Strong communication, interpersonal, and written skills.

· Ability to work in a high energy team environment..




	Position Specific Functions:

	Freight Manager:
1. Managing best practices of freight flow  

a. Refer  to Freight Flow Guidelines

b. Utilize Store Order Worksheet as a planning tool to improve productivity

2. Meet or exceed productivity standards  

a. Effectively utilize available tools such as U-boats and pallets 

b. Train and motivate stocking crew to maximize productivity 

c. Track stocking crew productivity using stocking worksheet 

3. Responsible for maintaining stockroom organization 

a. Maintain category integrity of back stock utilizing stockroom map

b. Ensure that store supplies and fixtures are organized

c. Ensure that all labels face out and stock room is recovered daily

d. Ensure that the stockroom is prepped for truck receipt

4. Ensure that the sales floor is sales effective on a daily basis 

a. Ensure that merchandise is properly merchandised and displayed per company guidelines

b. Maintain aisle/wing stacks per company guidelines

c. Ensure stocking crew follows housekeeping standards prior to leaving

d. NEAT, CLEAN and FULL!

5. Managing the receipt and return of DSD merchandise (Refer to Frozen/Dairy Captain if applicable) 

a. Refer to DSD Guidelines

6. Process damaged merchandise on a daily basis 

a. Use specific guidelines to properly record damages

b. Hold damages for DM approval

7. Assist Sales Manager with creation of weekly schedules 

a. Ensure proper scheduling based on needs and/or store receipts 
Sales Manager:

1. Responsible for creation of front-end schedules 

a. Partner with Store Manager utilizing sales forecast and SPEH to develop a productive schedule.

b. Coordinate associate schedule requests.

c. Ensure proper coverage during peak sales time (Fri, Sat, Sun)

2. Ensure that the sales floor is sales effective on a daily basis 

a. Ensure that merchandise is properly merchandised and displayed per company guidelines

b. NEAT, CLEAN and FULL!

3. Appropriate planning and implementation of monthly sales guides 

a. Review monthly sales guide with store management team

b. Determine how monthly sales guide applies to your store

c. Order additional merchandise if necessary

d. Establish timeline for implementation of monthly sales promotional guide

e. Determine “what’s next” as promotional displays sell down

4. Promotional effectiveness of store-front fixtures and displays 

a. Develop a routine to ensure that all store-front fixtures are full and sales effective

b. Plan and order merchandise for store-front fixtures

c. Ensure effective window displays (bulk displays or window boards)

d. Develop themed displays for grid H units and gift masters.

5. Managing the sales effectiveness of seasonal areas in the store  

a. Develop a routine to keep seasonal areas full. 

b. Order seasonal opportunities when available in Order Book.

c. Decorate seasonal area per guidelines.

d. Plan and implement smooth transition of seasonal sets.

e. Ensure that the store-front windows have current seasonal presence.

f. Coordinate seasonal clearance and pack away directives.

6. Ensuring that the appropriate signage is utilized in the store 

a. Follow monthly SSC guidelines.

b. Develop a routine to ensure signage is in place on a daily basis.

c. Responsible for implementation of seasonal sign packages.

7. Management of special sales events 

a. Partner with management team to plan and setup sidewalk sales (see sidewalk sales guidelines)

b. Plan events based on local events/functions 

c. Coordinate in-store sales contests

d. Implement special merchandise direction from SSC or Zone Sales Director (Book displays, flower displays, clearance items etc…)

Checklist Manager:

1. Maximize sales by thoroughly checklisting all departments and categories on a timely basis 

a. Utilize checklisting best practices 

2. Ensure that the sales floor is sales effective on a daily basis 

a. Ensure that merchandise is properly merchandised and displayed per company guidelines

b. NEAT, CLEAN and FULL!


3. Coordinate with Impulse and Sales Captains to ensure sales opportunities and promotions are maximized

4. Complete price changes and cycle counts in a timely and accurate manner

a. Ensure proper counts are entered into the PC for price changes

b. Ticket merchandise and post necessary signs for price changes

5. Managing store supplies and control expenses 

a. Ensure that the store use policy is followed

b. Utilize expense control log on a regular basis

c. Anticipate and effectively order store supplies based on store needs 

Grocery Manager:

1. Responsible for ordering and stocking all grocery items including candy, snacks and drinks 

a. Adhere to freight flow best practices 

b. Follow merchandising and display standards

c. Properly rotate product when restocking to ensure freshness (follow procedure for close and out dated merchandise)

d. Ensure proper signage is in place including guaranteed fresh

2. Responsible for ordering, stocking and maintaining all frozen and dairy 

a. Order product based on rate of sales

b. Properly rotate product when restocking to ensure freshness (follow procedure for close and out dated merchandise)

c. Ensure guaranteed fresh signage is in place 

d. Adhere to the best practices for frozen/dairy

e. Responsible for cleaning and maintenance of freezers and dairy coolers to health code standards if applicable 

i. Routinely monitor the temperature of freezers and dairy coolers

ii. Post and understand emergency procedures for the freezers and dairy coolers

3. Ensure that the sales floor is sales effective on a daily basis 

a. Ensure that merchandise is properly merchandised and displayed per company guidelines

b. NEAT, CLEAN and FULL!


4. Managing the receipt and return of DSD merchandise from food vendors 

c. Refer to DSD Guidelines

Impulse Manager:

1. Plan, merchandise and maintain clips strips and power panels with sales effective items 

a. Ensure that the clip strip and power panel merchandise tie-in with adjacent fixture or merchandise.

b. Develop and take advantage of seasonal tie-in opportunities

2. Ensure that the sales floor is sales effective on a daily basis 

a. Ensure that merchandise is properly merchandised and displayed per company guidelines

b. Replenish shopping baskets in designated areas throughout the day

c. Reinforce program of handing shopping baskets to customers

d. Ensure that shopping carts are available to customers throughout the day

e. NEAT, CLEAN and FULL!

3. Merchandise and maintain checkout area to maximize impulse sales 

a. Gum, candy bars and variety impulse merchandise kept full

b. Maintain cleanliness of checkout area to include cart corral

4. Ensure that the coolers and store-front program racks/displays are refilled daily (balloon program, sunglass, batteries etc…) 

a. Anticipate needs and order helium tanks as necessary (refer to helium guidelines)

b. Maintain proper helium balloon display based on rate of sale by occasion

c. Maintain cleanliness of impulse counter and vendor racks

5. Manage the drive-item program 

a. Recommend items for the drive-item.

Follow-up on daily sales to measure results




This job specification should not be construed to imply that these requirements are the exclusive standards of the position.  Incumbents will follow any other instructions and perform any other related duties as may be required by their supervisor. This is not to be considered a complete list of job duties, as they may be amended or added to as needed.
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