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Chico Natural Foods Co-op Job Description 

FLOOR MANAGER
	Pay Group:
	Level IV
	FLSA Classification:
	Non-Exempt

	Department:
	Front End
	Reports To:
	FE Manager

	Hours:
	Various

	Revision Date:
	8/23/10                       

	Approved By:
	


Goal:
To ensure the highest level of service possible to Chico Natural Foods Cooperative’s internal and external customers. To be a liaison between all staff members, department heads, and the General Manager to communicate customer needs, information about the store's condition or staff assignment needs, and any important safety issues.  

Summary of Responsibilities:
Oversee the daily operations of the store and monitor the flow between departments.  This position provides on-floor leadership to cashiers and stockers, as well as handles emergencies as they arise.  The Floor Manager works to ensure store operations drive an optimum customer service experience. The Floor Manager works to ensure that each customer feels welcome, their needs are well attended to, and their service expectations are exceeded. 
MINIMUM QUALIFICATIONS:

Education and Experience
· High School diploma or equivalence

· Leadership or Team experience – 1 year

· Retail or Cashier experience required – 1 year 
Skills and Abilities
· Excellent customer service skills
· Commitment to directly manage staff with regards to policy adherence using coaching, FYI forms, and/or disciplinary actions, as needed
· Ability to work closely and cooperatively with others

· Familiarity with natural foods helpful; willingness to learn required

· Expert cashiering skills 

· Professional presentation of self and Co-op products

· Keen organization skills and ability to create systems for common use

· Demonstrated objectivity, neutrality, calmness under pressure
· Demonstrated ability to follow through on commitments
· Communications skills--good listener, gives clear instructions
· Regular, predictable attendance

· Excellent problem-solving skills 

· Willingness and ability to learn and grow to meet the changing requirements of the job

· Ability to work tactfully and give guidance to superiors with regards to policy adherence
ESSENTIAL JOB FUNCTIONS (% of time expected of this function):

I. FRONT END OPERATIONS (30%)
A. Model commitment to accuracy in all transactions, including correct pricing and scanning of all items.
B. Address barriers to rapid checkout of all customers.
C. Train and communicate changes to systems and policies . 

D. Advise staff when they are not following policies and coach/motivate them to find ways to follow policies.  Report communications to their direct supervisor in case corrective action is required. 
E. Model and encourage cashier follow-through in promoting Member Outreach programs such as fund raising drives, bag stuffers, and Member coupons.
F. Ensure adequate stocking level of all supplies, including promo flyer's, free publications, and bag stuffers.
G. Assist cashiers in questions related to count-in and count-out. 
H. Follow store opening and closing procedures
I. Train and coach staff on the correct handling of customer special orders and customer suggestions. 

II. STOREWIDE OPERATIONS  (30%)
J. Ensure that the staff and facility reflect a positive, professional environment to customers, at all times

K. Oversee staff's correct completion of duties in each department.  Monitor and motivate staff as needed to optimize productivity. 
L. As needed, re-direct staff to the highest priority store needs, regardless of their primary duties and/or dept.

M. Participate in Floor Manager meetings to collaborate on solutions that improve store-wide functioning and collaboration between all departments.  

N. Report any communications with staff regarding performance shortfalls in writing to the appropriate Department Manager.  
O. Oversee safety and security of our staff, customers, facility, merchandise, money, and/or our business in general.                                                                                        
P. Provide leadership in emergency/accident situations, following store procedures and completing necessary forms. 

Q. Complete shift reports with as much detail to facilitate communication between Floor Managers and your supervisor. 

R. Help to identify variations in standards and facilitate clear, cooperative resolution of conflicting systems.    
S. Assist with ensuring security standards are followed for vendors and receiving areas

T. Help to maintain grocery retail and storage areas in clean, orderly condition, meeting health department standards

III. LEADERSHIP AND SUPERVISION (30%)
U. Establish clear, proactive communication channels with all staff members, departments, and managers.  
V. Directly deliver disciplinary actions in any situation that meets the following criteria: 
1) Serious neglect of company policies and or laws regarding health, safety or security.  In this case, send the employee home with a verbal warning and document the incident using a FYI form which will be submitted to the Department Manager and the GM.
2) You have been requested by the staff member's direct supervisor and/or the GM to take action on a particular issue. 
W. Oversee & manage staff for maximum customer service and sales, as well as optimum cleanliness and product quality
X. Maintain store/staff compliance with all legal government agencies (OLCC, BOLI, OSHA), including break schedules, minors, pallet jack operation, fire codes, health codes.

IV. OTHER ( as needed)
A. Assist FE Manager in updating forms, systems or signage

B. Attend and participate actively in all Floor Manager meetings & staff meetings.  
C. Assist storewide when needed and/or requested by management.
D. Other duties as assigned by supervisor

General Staff Expectations

· Remain highly productive at all times and negotiate workload with supervisor to meet priorities and goals  

· Maintain a safe work environment (e.g. e.g. Enforce safety protocols,  address hazards, reduce clutter, take preventative measures, provide training) following guidelines in the safety manual and the shoplifting and robbery manual

· Attend mandatory trainings and meetings, including out of town conferences, as requested
· Follow CNFC policies and procedures and Customer Service Standards
· Follow teamwork guidelines including: Communicating changes with department staff using the systems provided; proactively engage in dialogs to improve department and store performance, as well as the daily experience of customers and staff

· Develop a good working knowledge of all products carried in our store

· Develop knowledge about Co-ops, working members, services and membership at CNFC

· Maintain professional standards, i.e. punctuality, neatness, pleasant helpful manner

SUPERVISION RESPONSIBILITIES: 
· Oversight and coaching of Front End staff during Floor Manager shift. 

· Support of Stockers and Buyers during Floor Manager shift, in absence of supervisor. 

PHYSICAL DEMANDS:

The physical effort typically applied in this job includes (all applicable boxes are checked):

	X
	Lifting (30lbs)
	X
	Pulling/Pushing
	X
	Repetitive hand movement
	X
	Climbing

	X
	Carrying
	
	Cold, Wet environment
	
	Sitting for extended periods
	X
	Keying/typing

	
	Other (specify)
	
	
	
	
	
	


CONFIDENTIALITY: 
Due to the sensitive nature of the information dealt with, all personnel related information will be held in strictest confidence unless otherwise directed by the GM or supervisor. 
SPECIAL DRESS CODE EXPECTATIONS: Compliance with regular Co-op standards is acceptable.
ATTENDANCE:  Compliance with regular Co-op standards is acceptable. 






