Assistant Manager

Job Description:

Assistant Managers are generally responsible for helping general managers keep day-to-day operations running. Their duties may include, depending on departments, anything from employee management to customer satisfaction to office management. 

Job Responsibilities:
· Assist the manager in executing day-to-day operations
· Coordinate operations with manager
· Set up and manage staff schedules
· Ensure that goals and objectives are met
· Help with monitoring and tracking operating costs, budgets and resources
· Work to resolve customer issues
· Resolve interoffice personnel issues.
· Evaluate clients' needs and expectations 
· Manage clients' complaints
· Create reports, analyze, interpret and present data
· Assist in recruiting, hiring, training, and on boarding
· Adhere and encourage compliance with company policies and procedures
· Manage interoffice personnel, equipment, and procedural issues.
· Maintaining an overall management style that follows company best practices.
· Providing leadership and direction to all employees.
· Ensuring product quality and availability.
· Preparing and presenting employee reviews.
· Working closely with the store manager to lead staff.
· Overseeing retail inventory.
· Assisting customers whenever necessary.
· Organizing employee schedule.
· Ensuring that health, safety, and security rules are followed.
· Taking disciplinary action when necessary.
· Ensuring a consistent standard of customer service.
· Motivating employees and ensuring a focus on the mission.
· Maintaining merchandise and a visual plan.
· Maintaining stores to standards, including stocking and cleaning.
· Completing tasks assigned by the general manager accurately and efficiently.


Job Qualifications:

· High school diploma or GED required
· Associates in business administration, management, or related field required
· [bookmark: _GoBack]Experience as an assistant management preferred

Opportunities as an assistant manager are available for applicants without experience in which more than one assistant manager is needed in an area such that an experienced assistant manager will be present to mentor.

Job Skills Required:

· Knowledge of modern management techniques and best practices 
· Ability to meet sales targets and production goals 
· Familiarity with industry’s rules and regulations 
· Excellent organizational skills 
· Excellent customer service skills
· Results driven and customer focused 
· Leadership and human resources management skills
· Ability to resolve personnel issues
· Good communication skills
· Team Player
· Computer database and productivity software skills required 
· Proven history of successfully training employees in a variety of departments 
· Strong understanding of sales and customer service techniques 
· Excellent customer service skills
· Calm demeanor and not easily irritated or angered
· Outstanding communication and interpersonal skills
· Ability to not take customer issues personally
· Basic understanding of human psychology
· Good listening skills
· Physical endurance to stand on feet for entire shift
· Cultural competence and ethnic sensitivity
· Demonstrated ability to maintain and work within a budget 
· Exceptional leadership and time, task, and resource management skills.
· Strong problem solving, critical thinking, coaching, interpersonal, and verbal and written communication skills.
· Proficiency with computers, especially MS Office.
· Ability to plan for and keep track of multiple projects and deadlines.
· Familiarity with budget planning and enforcement, human resources, and customer service procedures.
· Willingness to continue building skills through education opportunities
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