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Management Structure – BraidsGlow Hair Studio

1. Salon Manager
Reports to: Owner
Main Responsibilities:
1. Oversee the entire daily operation of the salon.
2. Supervise both the Salon Supervisor and the Administration Supervisor.
3. Approve schedules, services, and financial decisions.
4. Ensure that the salon meets customer satisfaction and quality standards.

2. Salon Supervisor
Reports to: Salon Manager
Main Responsibilities:
1. Coordinate and support the hair specialists (color, straightening, and braiding).
2. Make sure all services are done safely and professionally.
3. Manage the use of salon products and equipment.
4. Report performance, problems, and product needs to the Salon Manager.

3. Administration Supervisor
Reports to: Salon Manager
Main Responsibilities:
1. Supervise the Secretary and Finance & Stock Assistant.
2. Ensure all administrative and financial records are correct.
3. Coordinate payroll, reservations, and supply orders.
4. Report financial status and administrative issues to the Salon Manager.

4. Color Specialist
Reports to: Salon Supervisor
Main Responsibilities:
1. Apply color treatments and advise clients about suitable styles.
2. Maintain tools and cleanliness of the color area.
3. Use safe techniques and follow salon protocols.
4. Inform the supervisor about product needs and client feedback.

5. Straightening Specialist
Reports to: Salon Supervisor
Main Responsibilities:
1. Perform straightening and smoothing treatments.
2. Care for client hair health and recommend products.
3. Keep work area clean and tools sterilized.
4. Support other stylists during busy times.

6. Braiding Specialist
Reports to: Salon Supervisor
Main Responsibilities:
1. Create high-quality braids and protective styles.
2. Promote BraidsGlow Wax and explain its benefits.
3. Keep excellent relationships with clients.
4. Report service feedback and material needs to the supervisor.

7. Secretary / Receptionist
Reports to: Administration Supervisor
Main Responsibilities:
1. Manage client bookings and salon schedule.
2. Welcome clients and handle communication channels.
3. Keep client database and service records.
4. Assist with customer inquiries and small marketing tasks.

8. Finance & Stock Assistant
Reports to: Administration Supervisor
Main Responsibilities:
1. Control inventory and order new supplies.
2. Manage payments, salaries, and expense records.
3. Prepare weekly reports for the supervisor.
4. Monitor salon profits and costs.
