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Retail - District Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Store Operations
Reports to: Director of Store Operations
Location: [INSERT LOCATION HERE]
1. Position Summary
We're looking for a District Manager to lead [five to eight] of our stores. You'll spend most of the week in stores, coaching store managers on sales, staffing and standards. You'll hire and develop store managers, approve schedules and payroll, and follow up in person until the plans the Director of Store Operations sets look the same in every store.
2. Essential Duties and Responsibilities
1. Hire, train and develop Store Managers, and build a bench of Assistant Store Managers ready to step up.
1. Visit each store [weekly or every other week], walk it with the manager, and leave a written action plan.
1. Approve weekly schedules and payroll hours against each store's budget.
1. Coach store managers on conversion, units per transaction and average sale using store reports.
1. Audit stores for cash, safety and loss prevention compliance, and follow up on findings.
1. Move staff between stores to cover vacancies, holiday peaks and floor sets.
1. Handle customer complaints and employee issues that store managers escalate, with the HR Manager.
3. Key Tasks / Daily Activities
1. Review each store's sales, traffic and payroll from the day before.
1. Drive to [two or three] stores to walk the floor, coach the team and check follow-through.
1. Hold calls with store managers on the day's plan, staffing and problems.
1. Interview store management candidates and approve hires.
1. Report district results and needs to the Director of Store Operations.
4. Key Performance Indicators (KPIs)
1. District sales to plan: [your target].
1. District payroll to budget: [your target].
1. District shrink: [your target].
1. Store management turnover in the district: [your target].
1. Store visit audit scores: [your target].
5. Required Qualifications and Skills
1. [3+] years as a Store Manager, or [2+] years as a District or Area Manager in retail.
1. Has hired, coached and, when needed, let go of store managers.
1. Can read a store P&L and payroll, conversion and shrink reports.
1. Valid driver's license and reliable transportation for travel between stores.
1. Able to work holiday, evening and weekend hours.
6. Preferred Experience
1. Has managed stores in [your product category].
1. Has led stores through a holiday season while meeting payroll and shrink targets.
1. Has helped open a new store.
1. Bachelor's degree or equal experience in retail management.
7. Physical Requirements
1. Drive between stores, often several times a day.
1. Stand and walk store floors and stockrooms for most of the day, and lift boxes up to [40] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Field-based, working out of the stores in the district[ and a home office].
1. Schedule follows the stores: early openings, late closings and weekends.
1. Extra hours in the holiday season and during floor sets.
1. Occasional overnight travel to stores far from home base.
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 district 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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