SALON OPERATING SYSTEM

Salon Coordinator

Obijective:
Build a valuable link between the clients and technicians.

Goal:
Create sales and positive client relations.

Personality Traits: ) F
Honest, Responsible and trustworthy individual with a frieadly cheerfal dsposmo& Good

people skills and mature communlcatlon skills. This mdn&%s to betask orientated,

Duties

Front Desk:

procedures.

Marketing:
Implement the salon marketin

Inventory:
Order and traek inve
and promete within the

d stock retail area. Implement monthly specials

Meetings:
Meet with team leader and CEO weekly to report marketing and client concerns. Report
all data pertaining to technicians in staff meetings.

Accountability:

This position is held accountable for balanced cash out reports and inventory control
within a budget. Completed and organized client relation data and technician monitoring
systems are reported to the CEO at every months end. This position is also accountable
for providing a fabulous first and last impression of the salon.
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SALON OPERATING SYSTEM

Attitude Policy

Goal: The desired result is to develop the skill, incorporate professional behaviors and
develop a healthy personality.

Remember it's not always what you say but how you say it.15% of clientele is built on
technical skill; 85% on personality.

Facial Expression Body Language Voice and Verbalization

@

Don't: Don't

Cross arms when speaking to Com

Look tired or bored . ¢ t the salon or

clients = coworkers ——
Look angry or annoyed Slouch or drag feet ~ S oan and groan
Roll your eyes Place hands on hi @ng gum

%;g such as yup, uh huh,
what

Do: Do:

Speak clearly and directly
With an “inside voice”

Look cheerful agd
approachable—

~— Smile and say hello to all Use good manners. Please, thank
salon clients you and you're welcome
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SALON OPERATING SYSTEM

Team Development Questionnaire

Please complete the following questionnaire and return it to the interviewer when
complete.

What attracts you to this company?

What assets are you bringing to this company?

nd how do you deal with them?

If there were issues with a team member describe how you would handle it?

Describe the qualities of the person you most admire
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SALON OPERATING SYSTEM

Success Reports

Salon Coordinator Success Report for:

For the month of:

The suggestion to compile client relation data is to perform a visual observation of 3
clients weekly.

Client Relation Goals:
Welcomed greeting
SOS circles

Comment card or target

Thank you and mail outs
Call backs and PB’s
Client data entries

Marketing Report:
Cross promote cards
Add on sales script
Monthly sales script

Administr

Inventory o§ Goal
g;jﬂngaztory b%g Goal

Salon retentionre Goal

P

Time Frame:

Completed:
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SALON OPERATING SYSTEM

Client Performance Appraisal

This is the tool used to collect data for performance appraisals. You can choose clients
who are scheduled to be in the salon and contact them to ask for participation in the
appraisal. Then mail out the appraisal with a self addressed postage paid envelope.
Remember to thank them with a gift following the return of the appraisal.

Thank you for participating in our business’ effort to consistently ensure our clients
receive the “standard of service” unique to Our Salon at each salon visit. ThIS appraisal
is our way of gauging our team member’s performance.

e frent deslgserwce
you are to receive. Please review these prior to your sa@%to accurately perform your

confidential to maintain its intent and purpose.

When you return home, take a moment to fill out 4
envelope provided.

Please check all that apply.

o Did the receptionist stand and say;-weleeme to
salon?

o If you were a new client, didyou receive a vmlcome package?

a If you were a new cllent’: a courtesy call one week after your visit?

e-awareof our mgﬁhly specials?

a Were you mad

0 For first time clients who inquired about the salon by telephone, were you given a
servieeiex@tion and price quote?

o Was the telephone reception efficient and courteous?

a Would you definitely recommend our salon to your friends?

Date: Name:

Thank yow for your time/!!
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SALON OPERATING SYSTEM

Procedure Certification (answerguide found in the workbook)

Telephone Policy

Answer the following questions.

When booking appointments list the 5 things you repeat to the client.
1.

2.

3.

g

With what words do you end every appomt%ched

O True
False
When doing a new client ¢
their time. O True
False
Models are required for technician skill certification. O True

Write the script used W;%n clients will be more than 20 minutes late.

Write the script

sed to describe tiered price levels.

Certification Complete
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