<Insert Company Name or Logo>     










<Insert Date>

Job Description

Supervisor for Beauty Services

Aim

· To establish an environment in which clients feel welcome, appreciated and valued, through the provision of a professional, helpful and highly regarded standard of service.

Reporting

· Reporting directly to the <Insert Supervisor’s Name/Position>
Responsibilities

· Ensure that the work flow in the salon occurs in an orderly and timely fashion 

· Liase with clients regarding future appointments

· Acknowledge clients on their arrival

· Monitor appointment book to facilitate daily workload

· Maintain a level of competency across all areas of hair services

· Provide the full range of beauty services to clients, as offered and advertised by the salon

· Encourage the sale of retail product and extra services whenever possible 

· Inform shift manager of any relevant detail to be added to client computer records

· Place orders with shift manager for stock as required.

· Liaise with suppliers representatives to keep abreast of the latest industry trends

· Ensure a level of cleanliness and order occur throughout the salon 

· Maintain work safety practices and health regulations with regards to both staff and clients

· The Occupational Health & Safety Policy must be adhered to in the workplace. Drugs and alcohol are prohibited  within working hours

· Ensure standards of dress and grooming are maintained as specified 

· Assist in and manage the training of junior staff 

· Attend sales meetings where applicable

· Attend all staff training sessions

· Assist in the marketing and promotion of <Insert Company Name> by encouraging people outside the salon to use its services
Acceptance of job description
I have read and understand the information included in this job description. I understand what my aim, responsibilities and duties will be. I accept this job description as a condition of employment with <Insert Company Name>.

_________________




_________________

Employee






Date

<Insert Company Name>
<Insert Address Details>
Ph <Insert Phone Number>  Fax <Insert Fax Number>

