JOB DESCRIPTION 

Job Title:


Department Manager, Cosmetics
Reports to:


Store Director
Responsible for:

Counter Managers/Supervisor
Job Purpose:
To lead, inspire and motivate the team to exceed sales targets while maintaining standards of exceptional customer service.
Key Responsibilities
Customer Service 

· Ensure that exceptional customer service is given at all times.

· Be aware of promotional activity within the department, monitoring local competition as necessary.

· Deal with complex customer complaints or customer requests as and when required.

· Ensure that the till procedures for processing customer orders, exchanges and refunds are adhered to in a consistent manner.
· Promote the Option Card to all Customers and ensure that colleagues do likewise.

Sales/Stock

· Drive sales by ensuring that team members maintain strong product knowledge and are ‘link selling’ at every opportunity.
· Ensure the highest standards of visual merchandising throughout the department: to attract customers into the store.
· Make recommendations to the Buyer with regards to order up to levels and additions/deletions.
· Ensure that stock is replenished on a regular and timely basis.
· Ensure colleagues are aware of potential stock loss problems and that they remain vigilant. 
Department Management  

· Keep up to date with all new products and new ranges.

· Ensure that merchandising standards are adhered to.

· Ensure that promotions are well presented and ticketed, liaising with the Display Team as necessary.

· Identify promotional opportunities and ways of improving sales and implement them where possible.  
· Ensure that your Department payroll costs are managed efficiently and kept within budget.

· Ensure that colleagues are aware of and adhere to the relevant Health & Safety Legislation/Regulations. 

People Management
· Take responsibility for the training and development of all colleagues within your team
· Undertake regular appraisals and reviews of all colleagues, ensuring the appropriate follow-up action is taken and performance is managed effectively.

· Address any issues of poor performance, taking disciplinary action (in conjunction with the Personnel department) as deemed necessary. 
· Communicate all relevant information and ensure all colleagues in your department are aware of Store and Department objectives and how individual roles fit within that. 

· Ensure all staff comply with Store policies and procedures.

· Recruit appropriate colleagues as necessary.
· Ensure that the dress standards are adhered to by all team members and that name badges are worn at all times.

· Ensure that the team are aware of sales targets and encourage them to meet these targets.

General
· Ensure that the Store Management Team are updated with any relevant information/communication. 

· Undertake any training/development identified to enhance effectiveness.

· Liaise with external bodies as appropriate.

· Undertake any other duties deemed appropriate.

Person Specification

Essential Attributes:
· Passionate about retail, well presented, outgoing, confident and hardworking

· Commercially focussed with previous experience of leading a team to deliver results
· Passionate about customer service, beauty and cosmetics brands

· Effective people and performance management skills

· Experience of successfully working to sales and profit targets

· Strong organisational and planning skills

· Excellent communication skills
