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Retail - Director of Store Operations
Company Name: [INSERT COMPANY NAME HERE]
Department: Store Operations
Reports to: Chief Operating Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for a Director of Store Operations to run our stores as one chain through the District Managers. You'll write the procedures every store follows, build each store's payroll budget, and run the store calendar for floor sets, markdowns and counts. The COO owns the warehouse, systems and leases; you own what happens inside the stores.
2. Essential Duties and Responsibilities
1. Lead and develop the District Managers, and run a district yourself when a seat is open.
1. Write and update the store operations manual: opening and closing, cash counts and deposits, receiving, returns and safety.
1. Build each store's payroll hours budget from its sales plan, and approve exceptions.
1. Run the store calendar so floor sets, markdowns, promotions and inventory counts reach stores with clear instructions and deadlines.
1. Send a weekly store communication with priorities, promotions and visual directives.
1. Plan new store openings and remodels with the COO: hiring, training, fixtures and opening day.
1. Design the store manager bonus plan with the CFO and HR Manager.
3. Key Tasks / Daily Activities
1. Review sales, conversion, payroll and shrink by store and by district.
1. Hold calls with District Managers on staffing gaps, stores behind plan and open issues.
1. Work with buyers, the Visual Merchandiser and the Marketing Manager on upcoming launches and floor sets.
1. Answer escalated customer complaints and policy questions from stores.
1. Visit stores with District Managers to check standards and coach store managers.
4. Key Performance Indicators (KPIs)
1. Total store sales to plan: [your target].
1. Store payroll hours to budget: [your target].
1. Shrink across all stores: [your target].
1. Store operations audit scores: [your target].
1. Store manager turnover: [your target].
5. Required Qualifications and Skills
1. [7+] years of multi-store retail management, including [3+] years leading district or regional managers.
1. Has built store payroll budgets and labor schedules from sales plans.
1. Has written or rolled out store procedures across many locations.
1. Strong with store metrics: conversion, units per transaction, average sale, payroll and shrink.
1. Bachelor's degree, or equal experience leading multi-store retail.
6. Preferred Experience
1. Has opened new stores, from hiring through opening day.
1. Experience in [your product category] retail.
1. Has run buy online, pick up in store at the store level.
1. Experience with workforce scheduling software such as [your system].
7. Physical Requirements
1. Stand and walk for long periods during store visits.
1. Lift fixtures and boxes up to [30] pounds during floor sets and openings.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Based at the central office, with frequent store visits.
1. Travel to stores [several days a week], with some overnight stays.
1. Evening and weekend work during the holiday season, floor sets and store openings.
1. On call for District Managers when a store has an emergency.
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 director of store operations 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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