Center Head Key Responsibilities
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· Sop’s: To ensure adherence & compliance to standard operating procedures at all times and to also ensure that standards are
driven by the Center Manager(s) while providing ownership value.
· To oversee achievement of budgeted sales target every month & offer timely advice to team to review strategies to close sales & generate bookings more effectively and scientifically.
· Events: To review in consultation with Zonal head & Corporate approval – events / promotions planned, local ads to be released and unique packages formulated to match variety of budgets, in order to create & drive awareness about VLCC as a slimming, beauty & fitness ( Wellness ) brand.
· To ensure that the data on Centre level Marketing initiative / feedback is collated and analyzed and the same sent to the Head Marketing, Corporate and Regional VP Operations
· To promote WOL, family card or any other promotional programs / schemes that the corporate might launch from time to time.
· To monitor SMS data / Call Centre escalated queries / Alive Chat mails or any other marketing activities promoted by the marketing department at the corporate.
· To oversee monthly budget of the centre & team operations to bring down non-essential overhead costs without impacting quality of service.
· To monitor the effectiveness of yield/capacities in the centers and systems to ensure revenues are maximized and provide feedback to senior management
· To oversee duty roster & identify staff capable of multitasking and sending them for respective trainings for upgradation.
· Monthly/Dailly staff meetings: To help settle personnel grievances through a rational & open meeting or use personal discretion to intervene directly. To ensure that they are held on a monthly basis and to send the reports to the Corporate within the defined time line.
· To provide ongoing information and status reports to Regional Operations Head / Senior management team in the corporate on monthly basis on financial and operational performance of center(s). 
·  To oversee management & maintenance of all client records, attendance record, MIS reports, security arrangements, inventory control, compliance to all statutory obligations such as PF, ESIC, Bonus etc..
· Checklists: To inspect the center by taking rounds and ensure that the upkeep is as per standard norms and the hygiene and sanitation conditions are par excellence. In addition ensure that machines are in working order. To fill the checklists on a monthly basis and forward the same to the Corporate within the stipulated time line.
· To explain the details of incentive plan / salary break up and regularly coordinate with HR on timely distribution of salaries and incentives to the center staff.
· To put forth recommendations to corporate office for centre renovation, relocation/ termination of manpower, and closure of certain sections of centre & discontinuing use of certain machines
· To conduct regular checks at the center to ensure consumption of products as per SOP and services executed at the centers and FIFO policy is being adhered to for product consumption / retail chain.
· To constantly upgrade oneself  so as to achieve the progression level as per the multitasking / up gradation planner

 
Additional Responsibilities:

1. To offer assistance in pre opening activities of new centers by finalization of floor maps, appliances, consumables, gadgets etc for centers (new and renovations) with approval from corporate office. 

2. To train and groom the next identified successor  as Centre Head ( staff identified from within the Centre team )

3.   In addition to the above mentioned duties and job functions, to carry out any other assignment given occasionally by the Regional Operations Head.

While the above encapsulates all their responsibilities, the following needs a special mention and should be done on priority basis   . 
· To ensure cleanliness, hygiene and maintenance of the center. 
· Regular reports on problems observed, actions to be taken and deadlines for the same.
· Special focus on service delivery, customer care, satisfaction, delight and feedback.
Cash checking – To ensure systematic cash handling and maintenance of cash register . Physical cash and entries in the cash register should match. Report to be sent on any variation to all concerned
