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Retail - Assistant Store Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Stores
Reports to: Store Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for an Assistant Store Manager to run the store's operations and lead the store when the Store Manager is off. You'll own receiving, the stockroom, cash office tasks and store paperwork. You'll train new hires, open and close the store, and work the sales floor with the team during busy hours.
2. Essential Duties and Responsibilities
1. Run the store as manager on duty when the Store Manager is off, including opening and closing.
1. Manage receiving: assign stock work, check that shipments are logged correctly, and settle shortages and damages with the warehouse.
1. Keep the stockroom organized by category and size so product is easy to find and count.
1. Complete cash office tasks: count the safe, prepare deposits, balance register reports and log overages and shortages.
1. Train new associates on the POS, returns and exchanges, pickup orders and company policies.
1. Lead parts of floor sets and markdowns, and check that prices and signs are correct.
1. Help the Store Manager build schedules and track payroll hours.
3. Key Tasks / Daily Activities
1. Start each shift with the Store Manager's plan: sales goal, shipment, tasks and who covers what.
1. Check in the day's shipment and store transfers, and get product to the floor before the afternoon rush.
1. Work the sales floor and coach associates in the moment.
1. Track pickup orders that are waiting, and contact customers who haven't picked up.
1. Complete the cycle counts the central office sends for the day.
4. Key Performance Indicators (KPIs)
1. Shipments processed to the floor on time: [your target].
1. Cycle count accuracy: [your target].
1. Cash over and short: [your target].
1. Pickup orders ready on time: [your target].
1. New hire training completed on schedule: [your target].
5. Required Qualifications and Skills
1. [1+] years of retail supervisory experience, such as key holder or shift lead.
1. Comfortable handling cash, POS systems and store reports.
1. Able to open and close the store and work nights, weekends and holidays.
1. Can run receiving and stockroom work without daily direction.
1. High school diploma or equivalent.
6. Preferred Experience
1. Has trained new employees on a register and store policies.
1. Experience with cycle counts or a full physical inventory.
1. Has worked at least one holiday season in retail.
7. Physical Requirements
1. Stand and walk for most of an [8]-hour shift.
1. Lift and carry cartons up to [40] pounds, and use a ladder or step stool to reach high shelves.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time, [40] hours a week, including opening and closing shifts, nights, weekends and holidays.
1. Store-based: on the sales floor, in the stockroom and in the cash office.
1. Extra hours in the holiday season and during physical inventory.
1. May cover shifts at nearby stores when needed.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new assistant store manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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