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Through all of this, the retail sector has only become more competitive. Shoppers 
have grown accustomed to convenience, wider choice, and better service. This 
means that much of a shop's success relies on strong management.

 
Managing a retail store requires a delicate balance of strategic planning, 
operational excellence, and a customer-centric focus. Effective retail management 
is a multifaceted endeavor that includes optimizing inventory management, 
ensuring exceptional customer service, and fostering a motivated and 
productive team.

Online shopping and eCommerce growth continue to 
dominate headlines in retail news and reports. After all, global 
eCommerce sales grow by almost 800% between 2010 and 
2023, reaching about $5.8 trillion in 2023. This includes $1.12 
trillion in the U.S. alone. Yet, nearly 3/4 of Americans still shop 
in-store at least once a week. And while consumers will 
continue to shop online, it's become clear that eCommerce 
retailing will not be replacing traditional means of selling and 
shopping anytime soon.

Retail managers face an array of challenges. One of the toughest 
pain points is retaining staff. Turnover in the retail sector is up to 
70% higher than in other industries.

70

Keeping great staff is crucial to running an efficient and 
welcoming retail store. And a better working environment means 
better customer experiences, which is the most critical aspect. In a 
study conducted by Salesforce, over 90% of consumers said that 
good customer service would make them more likely to buy again.

90%
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We designed this guidebook to provide comprehensive insights and 
practical advice for retail managers navigating the industry's 
complexities. The sections will look at store layouts, human resources, 
and using the right technology to improve your retail operations.

The guide also offers tips on how to succeed as a retail owner, manager, or director, 
like training your staff and improving the shopping experience for customers. In 
addition, there are pages with printable resources and checklists to help streamline 
processes and facilitate more straightforward implementation.

Whether you have retail experience or are new to the industry, this guidebook can 
help you. It provides clear guidance and valuable resources to navigate your retail 
management journey.
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Staff Hiring and TrainingTip 1

Inventory ManagementTip 2

Hire talented and motivated employees who match your store's values and 
customer service expectations. Train staff so that they are aware of all 
responsibilities, product details, and customer service procedures.

To foster improvement, regularly evaluate performance and provide continuous 
training and support. Staff management systems and time tracking can help 
automate parts of this process.

Adopt effective inventory management systems to monitor stock levels and 
sales trends accurately. The right procedures and technology will help avoid 
stockouts and overstock situations.

Perform inventory audits regularly to enhance stock turnover and spot 
discrepancies. Point of sale inventory management software streamlines this 
process significantly.

Managing a successful retail operation requires strategic thinking, 
interpersonal skills, and operational finesse. This section offers valuable 
insights tailored for retail managers seeking to enhance efficiency, foster 
team cohesion, and drive sales. 

These tips aim to empower managers to navigate the dynamic retail 
landscape, from optimizing inventory management to developing a 
customer-centric culture.

8 Tips for Retail Managers
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Customer Service ExcellenceTip 3

Focus on delivering outstanding customer service to ensure enjoyable shopping 
experiences and build customer loyalty. Teach employees to welcome customers, 
listen attentively to their needs, and offer informed assistance.

Solicit feedback and promptly address any issues customers may have. In addition, 
points-based loyalty programs are an excellent way to encourage repeat business.

Visual MerchandisingTip 4

Create eye-catching displays and product arrangements to capture customers' 
attention and boost sales. Try different window displays, lighting, layouts, and 
signage to showcase products attractively.

Regularly refreshing your store helps highlight new products and promotions. Focus 
on holidays and seasonal goods and themes. Seasonal merchandising applies 
especially to shops selling liquor, wine, and apparel. 
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Sales and Promotion StrategiesTip 5

Promotional campaigns boost revenue and move products. Implement 
strategic mark-downs and bundled deals to attract new customers and 
incentivize purchases.

Use sales data as insight for strategically upselling and cross-selling items.

Store Maintenance and CleanlinessTip 7

A clean and organized store environment ensures customer safety and 
enhances the shopping experience. A clutter-free space is crucial for a practical 
retail floor layout.

Establish regular cleaning schedules and schedule inspections to upkeep a 
consistently tidy shop. 

Community Engagement and MarketingTip 8

Foster connections with the local community by organizing events, sponsoring 
activities, and forming partnerships to boost brand recognition. Get involved in 
community activities and support local initiatives to show dedication and build 
stronger customer relationships.

Leverage social media and other marketing platforms to interact with customers 
and highlight your store's products and events.

Operational EfficiencyTip 6

Optimize store operations to reduce costs and enhance efficiency. Implement clear 
procedures for opening and closing, restocking products, and handling cash.

Leveraging technology and automation helps minimize manual labor and boost 
productivity. Establishing operating procedures increases both profitability and 
workplace safety.
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The store manager plays a vital role in ensuring smooth operations. 
Managers are essential to the success of any shop, as they supervise all 
staff and manage overall store functions.

Primary Responsibilities of a 
Retail Store Manager

Leadership 

Responsibility 1

Retail managers must lead, guide, and inspire their teams to achieve sales goals 
and deliver outstanding customer service. Strong leadership encourages teamwork, 
creates a positive work atmosphere, and empowers employees to perform at their 
best.

Managing staff recruitment, training, and scheduling is critical to reaching 
performance objectives.

Sales Performance and Financial Management

Responsibility 2

Store managers frequently handle the store's finances, including budgeting, 
expenses, and profitability. They analyze financial statements and introduce 
cost-cutting measures as needed.

Additionally, many managers are tasked with increasing sales. This responsibility 
involves strategic planning and executing sales strategies effectively. Managers must 
set objectives, analyze data, and plan initiatives to drive revenue and reach targets.

Here are some responsibilities managers should fulfill:
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Inventory Control and Merchandising

Responsibility 3

Effective inventory management and merchandising are essential for upholding an 
attractive retail aesthetic and stimulating sales. Supervisors oversee inventory 
systems to monitor stock levels and manage replenishment.

Furthermore, retail managers must strategize the placement of products and the 
design of visual displays to enrich the customer's shopping experience. Some 
managers may even determine which trends to pursue and which products to stock 
- this depends on their authority within the company.

Customer Experience and Satisfaction

Responsibility 4

Prioritizing outstanding customer service is crucial for cultivating customer loyalty 
and encouraging repeat patronage. Establishing service benchmarks starts at the 
management level. 

Educate staff on customer interaction guidelines in addition to addressing any 
escalated customer concerns or inquiries promptly and professionally. A 
customer-centric ethos fosters a hospitable environment that leaves a 
memorable impact.
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Store Operations and Compliance

Responsibility 5

The core duties of a retail store manager encompass overseeing daily operations 
and ensuring adherence to company regulations, policies, and procedures. 
Managers must supervise opening and closing routines, manage cash 
transactions, enforce security measures, and ensure compliance with health and 
safety standards.

Sustaining operational efficiency and compliance establishes a secure and orderly 
setting for customers and employees. This stability safeguards the reputation and 
integrity of the store.

Problem Solving

Responsibility 6

Adept problem-solving skills are crucial for a retail store manager to maintain 
seamless operations. Retail thrives on human interactions, presenting new 
customers, challenges, and experiences daily.

Therefore, store leadership should swiftly and innovatively tackle challenges as they 
emerge. Addressing each issue individually and offering support to every staff 
member with empathy and dignity guarantees success.

Organizational Skills

Responsibility 7

A skilled retail manager needs outstanding organizational abilities to uphold 
seamless operations amidst the fast-paced nature of daily retail activities. 
Organization is essential for efficiency, from managing inventory to scheduling shifts 
and arranging deliveries.

Furthermore, effective organization guarantees that managers promptly address 
customer requirements, enhancing loyalty and satisfaction. A manager with strong 
organizational skills establishes the groundwork for a prosperous retail setting.
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People Management

Responsibility 8

Outstanding people management skills are vital for a retail manager to nurture a 
motivated and unified team. Effective communication and conflict resolution are 
key attributes for retail managers. Creating a positive workplace atmosphere where 
employees feel appreciated and empowered is incredibly beneficial.

Top-notch managers enhance their team's abilities through successful mentorship 
and coaching. A proficient retail manager recognizes that investing in their team 
increases client satisfaction and loyalty.

Product Marketing

Responsibility 9

A skilled retail manager needs a grasp of product marketing to present 
merchandise and stimulate sales efficiently. While also considering seasonality and 
consumer trends, product marketing is central to strategically planning 
promotional campaigns.   

Managers enhance merchandising tactics by examining market data and 
customer input to adapt to consumer trends. They must also utilize imaginative 
displays and signage to craft engaging retail experiences that attract customers 
and increase revenue.
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Performance metrics, known as key performance indicators (KPIs), offer 
tangible standards for evaluating a store's performance. They measure 
sales revenue, profit margins, customer satisfaction, inventory turnover, 
and more. 

Retail managers use KPIs to understand performance, pinpoint areas 
needing enhancement, and make well-founded strategic choices. They 
can generate custom KPI reports through powerful point of sale software. 

While numerous options exist, here are 10 of the most critical:

Retail Store Management: 
10 KPIs to Measure 

This formula refers to the percentage of inventory sold within a specific 
timeframe, typically measured against the initial inventory quantity. This 
indicates how efficiently a retailer sells its products and helps assess the 
effectiveness of merchandising and pricing strategies.

1. Sell Through Rate

Sell-through rate = X 100%
Units sold

Beginning inventory( )

This measures how efficiently a store uses its sales space to generate 
revenue. It shows the amount of money made for each unit of sales space.

2. Sales Per Square Foot

Sales per Square Foot =
Total sales

Total selling area
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This equation calculates the percentage of revenue retained after deducting 
the cost of goods sold, reflecting the store's profitability.

3. Gross Margin Indicator

Determine the average amount customers spend per transaction, 
highlighting sales effectiveness and potential for upselling or cross-selling.

5. Average Transaction Value (ATV)

Evaluate how quickly the company sells and replaces inventory within a 
specific period to indicate efficiency in managing stock levels and avoiding 
overstocking or stockouts.

4 . Inventory Turnover

Gross Margin = X 100%
Revenue - Cost of Goods Sold

Revenue

Inventory Turnover Ratio =
Cost of Goods Sold (COGS)

Average Inventory

Average Transaction Value
(ATV)

=
Total Revenue

Number of Transactions
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Conversion rate KPI measures the percentage of store visitors who purchase, 
illustrating the store's ability to convert foot traffic into sales.

7. Conversion Rate

Track the percentage of employees leaving the organization within a given 
timeframe, indicating staff satisfaction and the effectiveness of retention 
strategies.

6 . Employee Turnover Rate

This equation tracks the percentage of employees leaving the organization 
within a given timeframe, indicating staff satisfaction and the effectiveness 
of retention strategies.

8. Average Wait Time

Employee
Turnover Rate

Number of Employees Separated

Average Number of Employees
= X 100%

Convertion Rate = 
Number of Conversions

Number of Visitors
X 100%

Average Wait Time =
Total Wait Time

Number of Customers
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This KPI measures the percentage of the total number of products customers 
return for refunds or exchanges compared to the total number of products 
customers buy. It helps retailers assess product quality, customer 
satisfaction, and the effectiveness of their return policies.

10. Return Rate

This refers to comparing sales data from the current year to the same 
period in the previous year, typically expressed as a percentage increase 
or decrease. It provides insight into a retailer's revenue growth or decline 
over time, helping to assess performance and identify trends in 
consumer behavior.

9 . Year Over Year Sales

YOY Sales
Growth Rate

Current Period Sales - Previous Period Sales

Previous Period Sales
=( ) X 100%

Return Rate =
Number of returns

Number of units sold
X 100%( )
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Floor Plan Legends

There are many ways for retailers to organize their floor plan. Each plan 
offers unique options for different retailers. Below is an overview of 8 of the 
most common ways to lay out your retail space.

Store Setup and Layout Guide

Display Tables Checkout Counters / POS

Customer Path

Display Shelving

Grid Style Layout
� Organizes merchandise in a grid pattern

� Allows easy navigation and clear sightlines

� Used by stores with many products and a focus 

on efficiency

� Best for convenience stores, grocery stores, 

pharmacies, and hardware stores EXIT

Racetrack Layout
� Merchandise is arranged in a circular path

� Customers are guided through the store in a 

set route

� Encourages exploration and maximizes 

exposure to products

� Best for furniture stores, toy stores, and sporting 

goods stores

Here are eight standard floor plan templates for retail stores:
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Free Flow Layout
� This layout has no fixed pathways

� Retailers arrange merchandise in distinct 

areas or zones

� Free-flow styles are ideal for stores with 

unique, visually appealing displays

� Best for boutiques, high end retail, gift shops, 

and thrift stores

Straight Layout
� This layout arranges merchandise in 

straight aisles

� Aisles are typically perpendicular to 

the entrance

� Simple and easy to navigate,  suiting larger 

retail spaces with high foot traffic

� Best for bookstores, big box stores, and pet 

supply stores

Diagonal Layout
� Beneficial for smaller retailers aiming to 

enhance visibility and establish a distinctive 

ambiance

� Promotes fluid navigation within the store and 

fosters improved guest circulation

� Limited in allowing shortcuts between sections

� Best for shoe stores, cosmetic retailers, and 

department stores

Page 17



Herringbone Layout
� Similar to diagonal style

� Aranges fixtures and displays diagonally in 

alternating directions

� Resembling the pattern of herringbone fabric, 

this layout enhances traffic flow, creates visual 

interest, and maximizes space utilization

� Best for electronics stores, boutique fitness 

apparel, and jewelry shops

Angular Retail Layout
� Similar to the free-flow pattern

� Predominantly feature stand-alone displays, 

often utilizing circular designs or 

rounded tables

� Doesn't optimize space usage but provide an 

excellent platform to showcase unique items

� Best for fashion boutiques, cosmetics shops, 

and luxury accessories

Geometric/Mixed Layout
� Mixed spaces blend different floor plan 

elements

� Ideal for retailers offering diverse 

merchandise in one location 

� For example, grocery stores integrate grid 

layouts with geometric sections to showcase 

specialty items

� Best for gourmet food stores, specialty 

athletics, and grocers
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Tips for Optimizing Layouts
Within whatever retail floor plan you choose, there are a few ways that you 
can optimize the layout to unclutter the space, make it more  
eye-catching, and draw people towards special areas or promotions. This 
section covers a few ways that you can do so.

Create a Clear PathTip 1

Use Eye-Catching DisplaysTip 2

Design the floor plan to guide customers through the store logically and intuitively. 
Ensure aisles are wide enough to accommodate traffic flow and avoid cluttering 
pathways with obstacles or excessive merchandise displays. 

A clear path will help customers navigate the store quickly and discover products 
more effectively.

Place popular items where customers can easily see them, such as near the 
entrance or high-traffic areas. 

Use creative displays, such as end caps, tabletop displays, or themed vignettes, 
to attract attention. Encourage impulse purchases at the cash wrap. Rotate 
displays regularly to keep the store fresh and engaging.
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Prioritize Prime Real EstateTip 4

Reserve prime real estate for high-margin or seasonal items that drive sales, such 
as eye-level shelves and end caps. Use vertical space efficiently by installing 
shelving or display fixtures that maximize visibility without obstructing sightlines. 

Consider the sightlines from different vantage points within the store to ensure that 
critical products are easily visible from various angles.

Optimize Lighting and SignageTip 5

Use strategic lighting to highlight essential products and create a welcoming retail 
environment. Ensure that aisles and display areas are well-lit to enhance visibility 
and showcase merchandise effectively.

Invest in clear and concise signage to communicate product information, 
promotions, and pricing to customers. Use color contrast and typography to make 
signage stand out and attract attention.

Create Zones for Product CategoriesTip 3

Organize merchandise into distinct zones or sections based on product 
categories or themes. 

Clearly label each section with signage or graphics to help customers navigate 
and locate specific items. Arrange complementary products near each other to 
encourage cross-selling and upselling opportunities.
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Software Recommendations to 
Run a Retail Store
Here are six different categories of software used by the majority of retail 
operations. Within each category are a few specific recommendations of 
some of the most widely-used and highly-rated solutions.

Point of Sale (POS) Software

1 .KORONA POS: KORONA POS software can 
streamline your business operations. With its 
cloud-based system and intuitive design, 
KORONA POS makes managing inventory, 
sales, and employees a breeze. The solution is 
excellent for liquor stores, c-stores, smoke 
shops, and multi-location retailers.

Modern POS software streamlines sales transactions by providing intuitive 
interfaces for processing payments, managing inventory, and generating receipts. 
It integrates seamlessly with other business systems, such as inventory and 
customer relationship management, to provide real-time insights into sales 
performance and customer behavior. 

Modern POS software often supports omnichannel retailing, allowing businesses to 
seamlessly manage sales across online and offline channels for a unified customer 
experience.
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3. Square POS: Square is a fantastic fit for new 
businesses thanks to its free basic plan. This access 
makes it affordable to accept credit cards without a 
significant upfront cost. Plus, Square's user-friendly 
system is perfect for those just starting out, allowing you 
to process payments and manage sales easily.

4. Lightspeed: Lightspeed goes beyond basic POS by 
offering features like inventory control, customer 
loyalty programs, and in-depth sales analytics. It is 
ideal for businesses needing a robust solution for 
apparel, jewelry, and more verticals.

5. Clover: Clover is known for their hardware bundles. 
They combine essential POS equipment like a receipt 
printer and cash drawer within their sleek Clover Station 
terminal. This one-stop shopping approach makes 
setting up a POS system quick and easy, especially for 
businesses new to POS technology.

2. Shopify POS: Shopify offers a comprehensive 
solution for retail businesses to manage sales 
transactions, inventory, customer data, and more 
from a centralized platform. It integrates seamlessly 
with Shopify's eCommerce platform, allowing retailers 
to synchronize online and in-store sales channels.
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Accounting software helps retail stores track their income and expenses. It allows 
retailers to record sale transactions, manage inventory, and generate financial 
reports. Retailers can make informed pricing, staffing, and overall business strategy 
decisions. Accounting software also helps ensure compliance with tax regulations.

Accounting Software

1. Bookkeep: This software streamlines accounting 
processes for retail businesses by integrating their 
POS with any major accounting platform, including 
Quickbooks and Xero. Bookkeep gives retailers the 
ability to create invoices, track expenses, generate 
financial reports, and more.

4. FreshBooks: A cloud-based software for small 
businesses, FreshBooks is a good option for retail 
stores starting out or with simple accounting 
needs. FreshBooks offers features such as 
invoicing, expense tracking, and time tracking.

2. QuickBooks is cloud-based accounting 
software that is easy to use and offers many 
features, including inventory management, 
invoicing, and bill pay. It also integrates with many 
popular point of sale systems, making it a good 
option for retailers of all sizes.

3. Xero: Another cloud-based accounting software 
known for its ease of use and strong customer 
support. Xero offers a variety of features for retailers, 
including inventory management, purchase orders, 
and sales tax tracking. It also integrates with some 
popular point of sale systems.
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2. Zoho CRM: A  powerful and affordable CRM 
solution, Zoho offers a variety of features for 
retailers, including sales pipeline management, 
customer segmentation, and reporting. Zoho CRM 
also integrates with several popular eCommerce 
platforms, making it a good option for businesses 
that sell online.

3. Salesforce Essentials: This is a stripped-down 
version of the Salesforce CRM platform designed 
 for small businesses. It offers a variety of features for 
retailers, including contact management, opportunity 
management, and reporting. While it has a steeper 
learning curve than HubSpot, Salesforce is highly 
customizable and can scale with your business.

1. HubSpot: HubSpot offers a free CRM that's perfect 
for small businesses. It lets you track customer 
interactions, manage leads, and automate tasks. 
HubSpot integrates with many marketing and sales 
tools, making it a great all-in-one solution for 
retailers looking to grow their customer base.

Customer Relationship Management (CRM) Software
CRM software helps small businesses keep all customer data organized in one 
place, allowing for more targeted marketing and improved customer service, 
ultimately leading to increased sales and happy customers.
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Employee scheduling software helps small businesses save time and money 
by streamlining the process of creating and managing staff schedules. This 
allows them to optimize labor costs, ensure they have the right staff on hand 
during peak times, and improve employee satisfaction by giving them more 
control over their schedules.

Employee Management Software

1. TimeForge: A software solution designed to help 
businesses manage their employees, it tackles 
tasks like scheduling, tracking time and 
attendance, and even payroll processing, all in 
one place. Business owners can save time and 
ensure their employees work efficiently.

2. Deputy: Deputy is a cloud-based workforce 
management platform that simplifies retail 
business employee scheduling, time tracking, and 
communication. It offers features like shift 
scheduling, automated shift notifications, and 
mobile access, enabling retailers to efficiently 
manage staff schedules and ensure adequate 
coverage during peak hours. With Deputy, retailers 
can reduce scheduling conflicts, streamline 
employee communication, and improve 
workforce productivity.
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4. Shiftboard: This is for businesses with shift-based 
workforces in healthcare, manufacturing, and retail. 
Shiftboard's software helps managers create and 
manage work schedules, taking into account 
employee availability and preferences. It also 
automates tasks and ensures compliance with 
labor regulations.

3. When I Work: When I Work is another excellent 
option for retail businesses seeking efficient 
employee scheduling solutions. It offers robust 
features such as drag-and-drop scheduling, which 
makes creating and adjusting schedules simple. 
The mobile app allows employees to view 
schedules, swap shifts, and request time off, 
fostering flexibility and convenience. 
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3. Shopify: Shopify is a user-friendly platform that makes 
setting up and managing your online store a breeze. It 
offers a wide range of features like inventory 
management, secure payment gateways, and 
marketing tools, all without needing extensive coding 
knowledge. Plus, their app store allows you to easily add 
functionalities to customize your store and take your 
business to the next level.

eCommerce platforms empower retail businesses by extending their reach beyond 
physical limitations. Retailers can sell products to a broader audience 24/7. They 
also streamline operations by managing inventory, processing payments, and 
offering marketing tools, all in one place.

eCommerce Platforms

1. WooCommerce: This platform shines for its flexibility 
and affordability. Built on WordPress, it integrates 
seamlessly with a massive range of themes and 
plugins, allowing you to tailor your store's design and 
functionality precisely to your needs. Plus, since it's 
open-source, you have more control over your store's 
data and aren't locked into a specific pricing plan. 
WooCommerce is an excellent option for businesses 
seeking a customizable and cost-effective 
eCommerce solution.

2. BigCommerce: A leading eCommerce platform that 
efficiently empowers retailers to create and manage 
online stores, BigCommerce offers a range of 
customizable templates, robust product management 
tools, and built-in marketing features, making it ideal 
for retailers looking to establish a strong online 
presence. With BigCommerce, retailers can launch and 
scale their eCommerce operations quickly, reach a 
broader audience, and drive online sales growth.
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Local delivery apps provide a convenient platform for retailers, coffee shops, and 
quick-service restaurants to expand their reach and cater to customers who prefer 
delivery services. By partnering with these apps, businesses can offer seamless 
ordering and delivery experiences. Local delivery apps also help retailers and coffee 
shops optimize operations by providing efficient order management and reducing 
the need for in-house delivery fleets.

Local Delivery Apps

1. DoorDash: DoorDash is a popular on-demand 
delivery platform connecting customers with local 
businesses, including restaurants and retailers. 
Retailers can sign up with DoorDash to offer their 
products to a broader audience and deliver them 
directly to customers' doorsteps. DoorDash offers 
business features like real-time order tracking, 
marketing tools, and analytics.

3. Instacart: Instacart is a popular online grocery 
delivery service that connects customers with 
personal shoppers who pick, pack, and deliver goods 
from local stores to their doorstep. It serves many 
grocery chains, specialty food stores, pharmacies, 
and even retailers like Costco and Target. Instacart's 
platform allows users to schedule deliveries, 
customize their orders, and access various products.

2. Uber Eats: Another popular on-demand delivery 
platform similar to DoorDash, Uber Eats allows 
customers to order from various retailers, including 
restaurants, grocery stores, and convenience 
stores. Retailers can benefit from Uber Eats' large 
user base and efficient delivery network to reach 
more customers and increase sales.
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Retail Positions to Hire and Roles
Here's a guide on various positions to consider when hiring for retail stores 
across different verticals, including coffee shops, convenience stores, and 
medium-sized businesses with multiple locations:

Human Resources & 
Employee Management

1. Barista:
� Responsible for making and serving 

coffee, tea, and other beverages
� They should have excellent customer 

service skills and work efficiently 
under pressure

2. Cashier: 
� Handles transactions, takes orders, 

and assists customers with inquiries
� Should be friendly, efficient, and have 

basic math skills

3. Shift Supervisor: 
� Oversees daily operations 
� Manages coffee shop employees 
� Handles customer complaints 
� Ensures quality control

Front of House Staff:

Example A: Coffee Shop
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Back of House Staff:

1. Kitchen Assistant:
� Prepares food items
� Assists with inventory management 
� Maintains cleanliness in the kitchen area

2. Pastry Chef:
� Creates and decorates pastries, cakes, and other baked goods
� Requires culinary skills and creativity

3. Inventory Manager: 
� Manages stock levels, places orders, and monitors inventory of 

coffee shop essentials
� Should be organized and detail-oriented

4. General Manager:
� Oversees all aspects of the daily operations of running a coffee shop
� These responsibilies include staff management, customer service, inventory 

control, financial management, and ensuring adherence to quality standards.
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1. Cashier/Clerk:
� Rings up purchases
� Restocks shelves
� Assists customers with 

locating items
� Requires good communication 

skills and the ability to work 
efficiently.

2. Customer Service Representative: 
� Assists customers
� Handles complaints
� Processes returns or exchanges

3. Security Guard:
� Ensures the safety of customers 

and staff
� Monitors surveillance cameras, 

and addresses any security issues.

Front of House Staff:

Example B: Convenience Store

1. Stock Clerk:
� Receives and unpacks shipments
� Organizes stockroom
� Replenishes shelves

2. Janitorial Staff:
� Cleans and maintains the store 

premises, including restrooms, floors, 
and common areas.

3. Assistant Manager:
� Assists the store manager with daily 

operations, staff supervision, and 
administrative tasks.

Back of House Staff:
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1. District Manager:
� Oversees multiple store locations 

within a designated area
� Ensures consistency in operations
� Implements corporate policies

2. Human Resources Manager:
� Handles recruitment, training, and 

employee relations across all 
locations

3. Marketing Coordinator: 
� Develops and implements 

marketing strategies to promote the 
brand and increase sales

Corporate Level Employees:
1. General Manager: 
� Manages day-to-day operations, 

including staffing, inventory 
management, and customer 
service.

2. Assistant Manager:
� Responsible for staff supervision 

and administrative tasks
� Supports the store manager and 

fills in during their absence

3. Visual Merchandiser:
� Designs and maintains store 

displays to attract customers and 
enhance the shopping experience

Store Level Staff:

Example C: Medium-Sized / Multi-Location 
Retail Business:
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1. Regional Manager: Oversees a larger geographical area and drives sales and 
profitability across multiple stores.

2. Direction of Operations: Ensures operational efficiency and consistency in 
regional processes and procedures.

3. Training Coordinator: Develops and delivers training programs for store staff to 
ensure compliance with company standards and policies.

4. Warehouse Manager: Oversees the efficient receipt, storage, and distribution of 
goods across multiple locations for inventory accuracy, cost-effectiveness, and 
adherence to safety regulations.

Regional Level Employees:

When hiring for retail positions, it's essential to consider your business's 
specific needs, requirements, and potential candidates' skill sets and 
experience levels. 

Additionally, providing opportunities for growth and advancement 
within the organization can help attract and retain talented employees.
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7 Ideas To Motivate Your Team
It's important to keep your team happy and productive and is one of the 
most important aspects of managing a retail staff. Below are seven 
different ideas for motivating your group of team members.

3. Team Building Activities:

Organize regular team-building activities to foster camaraderie, 
collaboration, and morale among your retail staff. Activities include team 
lunches, group outings, team challenges, and volunteer events. 

Building solid relationships and community within your team can boost 
motivation and create a positive work environment.

1. Recognition and Rewards Program:

Implement a recognition and rewards program to acknowledge and 
celebrate the achievements and contributions of your retail staff. Recognize 
outstanding performance, such as exceeding sales targets, providing 
exceptional customer service, or demonstrating leadership qualities. 

Rewards can include gift cards, bonuses, extra time off, or other incentives to 
motivate and inspire your team.

2. Training and Development Opportunities:
Invest in training and development opportunities to help your retail staff 
improve their skills and advance their careers. Offer workshops, seminars, or 
online courses. These programs enhance product knowledge, sales 
techniques, customer service skills, and leadership abilities. 

Providing opportunities for growth and advancement can increase 
employee engagement and motivation.
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4. Empowerment and Autonomy:
Empower your retail staff by giving them autonomy and ownership over their 
work. Encourage them to take initiative, make decisions, and solve problems 
independently. Provide opportunities for them to contribute ideas, share 
feedback, and take on new responsibilities.

Feeling valued and trusted can increase motivation and job satisfaction 
among your team.

5. Flexible Scheduling:
Offer flexible scheduling options to accommodate your retail staff's diverse 
needs and preferences. Allow them to request time off, adjust their shifts, or 
swap schedules with their colleagues as needed. 

Flexibility in scheduling can help your team achieve a better work-life 
balance, reduce stress, and improve morale.

6. Clear Goals and Expectations:

Set clear goals and expectations for your retail staff individually and as a 
team. Communicate performance targets, sales objectives, and customer 
service standards effectively. 

Provide regular feedback, coaching, and performance evaluations to help 
your team track their progress and stay motivated to achieve their goals.

7. Celebrate Milestones and Achievements:
Celebrate milestones and achievements, both big and small, to recognize 
your retail staff's hard work and dedication. Organize celebrations, parties, or 
ceremonies to commemorate achievements such as work anniversaries, 
promotions, or team successes. 

Showing appreciation and celebrating successes can boost morale, foster a 
sense of pride, and reinforce a culture of recognition within your team.
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Printable Checklists, Forms, and HR Templates
Below you'll find links to a variety of checklists, forms, and templates. Each link will 
take you to a printer-friendly version so you can use them in your store, during HR 
reviews, or throughout the onboarding process.

HR Employee Performance Appraisal Form

This form helps managers evaluate an employee's job 
performance based on criteria like job knowledge, 
quality of work, and interpersonal skills. It aids in 
identifying areas for improvement, setting goals, and 
making decisions regarding promotions, salary 
adjustments, and professional development.

Job Description Template for New Hires

Below are two of the most common and usable 
templates for managers responsible for hiring new 
staff members.

Retail Store Budget Template

Below is a basic template for retail stores to organize 
their accounting.

https://koronapos.com/wp-content/uploads/2024/06/HR-Employee-Performance-Appraisal-Form.pdf
https://koronapos.com/wp-content/uploads/2024/06/Job-Description-Template-for-New-Hires.pdf
https://koronapos.com/wp-content/uploads/2024/06/Retail-Store-Budget-Template.pdf


New Employee Onboarding Checklist

This checklist will walk new employees through the 
essential and logistical steps of onboarding and 
introductions. 

Manager Checklist for Employee Training

Below are steps for managers to take when preparing 
for and conducting new employee orientation. These 
steps encompass the necessary measures from just 
before the employee's first day through the end of 
their first month.

Maintenance and Cleaning Schedule Checklists

A clean environment makes everyone happy, from 
managers to staff and especially customers. Below is a 
daily, weekly, and monthly maintenance checklist for 
keeping your store or shop neat. 

https://koronapos.com/wp-content/uploads/2024/06/Maintenance-and-Cleaning-Schedule-Checklists.pdf
https://koronapos.com/wp-content/uploads/2024/06/Manager-Checklist-for-Employee-Training.pdf
https://koronapos.com/wp-content/uploads/2024/06/New-Employee-Onboarding-Checklist.pdf


Daily, Weekly and Monthly Tasks Checklist

Establishing standard daily, weekly, and 
monthly tasks will ensure long-term efficiency 
and success. Here are some important ones to 
include in your operations. 

Opening and Closing Checklist Guide

Maintaining an organized and safe store is critical. Here 
are some universal and essential tasks employees should 
perform at the opening and closing of each day. 

Checklist for New Retail Employees

Welcome to our team! As a new retail employee, you 
provide exceptional customer service, master sales 
techniques, and acquire comprehensive product 
knowledge. This manual will guide you through the 
essentials to excel in your role.

https://koronapos.com/wp-content/uploads/2024/06/Opening-and-Closing-Checklist-Guide.pdf
https://koronapos.com/wp-content/uploads/2024/06/Checklist-for-New-Retail-Employees.pdf
https://koronapos.com/wp-content/uploads/2024/06/Daily-Weekly-and-Monthly-Tasks-Checklist.pdf

