A Retailer’s Time Management

DAILY RESPONSIBILITIES

Open



Windows/Lighting (exterior)


Secure Alarm System


Count drawer


Daily paperwork/bank deposit


Greet Associates as they come to work


In-store Displays/Lighting

 
Cleanliness/Organization (throughout store and shop)


Effective Merchandising/P.O.S. materials in order


Backroom


Holds/Mystery Holds


In-store training and follow-up


Prioritize day with staff


Review previous day's business/Target for day/Set Goals


Review schedule


Schedule lunches/dinners


Receive truck/Prioritize in-coming goods 


Review any customer problems


Praisings/Reprimands

Close


Close register/count drawer


Store “ready for next day business”


Secure safe/alarm system

WEEKLY RESPONSIBILITIES


Paperwork/Payroll


Check time sheets


Store Meetings


Weekly review with Staff (Payroll, Expenses, Sales)


One-on-ones with Associates


Interviews with prospective Associates


Advanced scheduling for coverage


Thank you notes


Training seminars


Reviews/Progress reports


Clean bathrooms


Re-merchandise/floor moves


Order Supplies

WEEKLY RESPONSIBILITIES (cont.)


Display appropriateness


In-store training and follow-up


Review all new memos with staff


Review any customer problems with staff


Review damages or breakage--paperwork 

MONTHLY RESPONSIBILITIES


Update website specials and products


Store Meetings


Advertising Schedules


Vacations/Holidays


New hire start dates


Damages/breakage  paperwork


Training Seminars


Reviews/Progress Reports


Management visits


Review sales plan for month


Review expense/payroll plan for month


Review individual sales Associates productivity


Schedule one-on-ones with salespeople


Review subjects for store meetings 


Maintain in-store bulletin board


Review supply levels

YEARLY/SEASONAL RESPONSIBILITIES


Prep for annual/seasonal promotions and events


Inventory


Staff Reviews/Progress Reports


Vacations


Holidays (open/close?)--business implications


Seasonal hiring needs


HVAC maintenance


Sales/Payroll plan

