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Beauty and Personal Care - Sales

Task |Updating Beauty
Product Listings on Etsy

Description of the Task: Regularly updating
product descriptions, images, and prices for
beauty produdts listed on Etsy. s essential for
keeping listings fresh and relevant to aftract
potential buyers. In the beauty and skincare
industry, having accurate and up-to-date
product information can significantly
influence purchasing decisions, helping to
maintain your brand’s reputation and
customer trust.

1. Begin by thoroughly reviewing all current beauty
product listings on your Etsy store. Identify which listings
need updates.

2. Check the inventory of each beauty product listed on
Etsy. Update the quantities if necessary to reflect current
stock levels.

3. Edit product descriptions to ensure they are clear,
detailed, and infused with industry-specific language that
highlights the benefits and unique selling points of each
beauty product.

4. Adjust product fitles to clearly convey key features and
benefits. Include essential details such as ingredients, skin
type suitability, or unique properties (e.g., organic,
cruelty-free).

5. Analyze current market trends, competition, and
product demand within the beauty and personal care
sector. Adjust prices accordingly to stay competitive while
maintaining profitability.

6. If your beauty products come in different varictions
(e.g., shades, sizes, scents), ensure each option is
accurately described with corresponding prices.

7. Review product photos for quality and relevance.
Replace any outdated or low-resolution images with
high-quality photos that highlight the product's texture,
packaging, and application.

10. Include multiple photos from different angles, as well
as close-ups of key details. This helps potential buyers get
a comprehensive view of the beauty product and its
benefits

11. Verify that your shipping options, costs, and delivery
times are accurate. Make updates to reflect any new
shipping methods or changes in delivery fimeframes.

12. Update your sfore policies, including return policies
and FAQs, 1o ensure they are clear, transparent, and
customer-friendly. This builds trust with potential buyers
and reduces the likelihood of disputes.

11. Ensure that each beauty product has accurate and
relevant tags and aftributes. Use popular search terms
and beauty-related keywords that potential customers
might use

12. Review and update meta tags, titles, and descriptions
for SEO optimization. Use industry-specific keywords that
improve your products' visibility in Etsy search results and

atiract more traffic to your store.

13. Double-check that your beauty products are
categorized correctly on Etsy. Proper categorization
enhances discoverability and ensures that your products
appear in relevant search results.

14. Carefully proofread all updated listings for accuracy
and professionalism.

15. After updating the listings, regularly monitor their
performance using Etsy analytics. Track key metrics such
as views, favorites, sales, and customer feedback to
gauge the effectiveness of the updates and make further
adjustments if needed. This ongoing analysis helps you
refine your approach and improve overall store
performance.

www.oulsourceaccess.com
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Beauty and Personal Care - Sales

Task |Managing the
Shopify Store for Beauty
and Skincare Products

Description of the Task: Handling inventory,
updating product listings, and ensuring a
smooth checkout process. This is crucial for
maintaining a seamless shopping experience
for customers. In the competitive beauty
industry, a well-organized and user-friendly
online store can boost sales and foster
customer loyalty.

1. Log in fo your Shopify admin dashboard using your
credentials. This is where you'll manage all aspects of

your online store, from product listings to order fulfillment.

2. Regularly check the product listings for accuracy and
relevance. Ensure that descriptions, prices, images, and
product variations (such as sizes or shades) are
up-to-date and reflect the current inventory.

3. Monitor and update stock levels for all beauty and
skincare products. Set up automated alerts to notify you
when stock is low, and reorder products as necessary o
avoid stockouts.

4. Ensure that all product images are high-quality,
professionally styled, and showcase the product’s
benefits. Update or add additional images if needed,
including before-and-after photos, close-ups, or product
in-use shots to enhance customer appeal.

5. Regularly review and adjust pricing based on market
trends, competitor analysis, and seasonal promotions.
Implement discounts, bundle offers, or special sales
events fo drive traffic and increase conversions.

6. Ensure that shipping methods and payment gateways
are correctly set up and functioning. Update shipping
rates, delivery options, and payment methods to
accommodate customer preferences and streamline the
checkout process.

7. Monitor and process incoming orders efficiently.
Coordinate with fulfillment centers or in-house teams to
ensure fimely packaging and shipping of products. Keep
customers informed about their order status, including
shipping confirmations and tracking details.

8. Respond prompily to customer inquiries regarding
product details, order status, or refurn requests.

9. Use Shopify’s analytics tools to track key performance
indicators (KPls) such as sales, traffic, conversion rates,
and customer behavior. Analyze these metrics to identify
trends, assess the effectiveness of marketing strategies,
and make data-driven decisions to improve store
performance.

10. Optimize your Shopify store’s SEO settings to
improve visibility in search engine results. Update meta
titles, descriptions, and alt text for images using relevant
beauty and skincare keywords.

11. Regularly review and update the store’s design to
ensure it aligns with current beauty industry frends and
provides a seamless user experience. Make adjustments
to layout, navigation, and design elements to enhance
customer engagement and ease of use.

12. Plan and execute marketing campaigns, including
email newsletters, social media promotions, and
influencer collaborations. Ensure that all promotional
materials and ads are aligned with your brand’s
messaging and farget audience.

www.outsourceaccess.com
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Beauty and Personal Care - Sales

Task | Organizing Product
Demos and Beauty
Consultations

Description of the Task: Coordinating and
scheduling product demos and beauty
consultations, either virtually or in-person. It's
key to showcasing the effectiveness of beauty
products and treatments. Organizing these
events helps build customer relationships,
increases product knowledge, and drives
sales, particularly in an industry where
hands-on experience is highly valued.

1. Clarify the goals of the product demo or beauty
consultation, such as showcasing new skincare lines,
educating clients on makeup techniques, or offering
personalized skincare recommendations.

2. For virtual consultations, select and configure the
online meeting platform.

3. Identify and reach out to beauty experts, makeup
arfists, or skincare professionals who will lead the demos
or consultations. Confirm their availability, discuss the
content and format of their presentations, and ensure they
have all necessary product samples or materials.

4. Develop and design promotional materials to generate
inferest in the event. This may include digital invitations,
social media posts, email newsletters, and flyers.

5. Set up a regisiration process for attendees, whether
through an online form, RSVP link, or direct
communication. Monitor and track responses, sending
confirmation emails and reminders to registered
participants as the event date approaches.

6. For virtual consultations, ensure that digital resources
or links are prepared and accessible.

7. Plan the day-of logistics, including setup times,
equipment checks, and any necessary support staff. For
in-person events, ensure that the venue is arranged
according to the event’s needs, with adequate seating,
lighting, and product displays. For virtual events, verify
that all technology and connectivity are functioning

properly.

8. Execute the product demo or beauty consultation as
planned. Ensure that the expert or specialist follows the
schedule, engages with affendees effectively, and
provides valuable insights or demonstrations. Monitor the
event to address any technical issues or participant
inquiries.

9. After the event, gather feedback from attendees
through surveys or follow-up emails to assess their
experience and satisfaction. Use this information to
evaluate the success of the event and identify areas for
improvement.

10. Document the outcomes of the demo or
consultation, including attendee numbers, feedback, and
any follow-up actions required. Update any relevant
records or databases with new leads or client information
gathered during the event.

11. Review the performance of the event against the
defined objectives. Analyze engagement metrics, sales
conversions, or other relevant indicators to determine the
overall impact and success of the product demos and
consultations.

12. Based on the insights and feedback collected, plan
and strategize for future product demos or beauty
consultations. Implement improvements and new ideas to
enhance the effectiveness and appeal of upcoming
events.

www.oulsourceaccess.com
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Beauty and Personal Care - Sales

Task |Upselling and
Cross-Selling Beauty
Products

Description of the Task: Suggesting
additional or complementary beauty products
to customers during their shopping journey.
Ifs important for increasing the average order
value and providing personalized
recommendations. In the beauty and
personal healthcare industry, effective
upselling and cross-selling can enhance the
customer experience by introducing clients to
products that meet their unique needs.

1. Analyze the customer's previous purchases to
understand their preferences, needs, and purchasing
behavior. Identify products or services that complement or
enhance their current selections.

2. Categorize customers based on their purchase history,
skin type, beauty preferences, or spending patterns. This
segmentation helps tailor upselling and cross-selling
efforts to individual needs.

3. Create personalized product recommendations based
on the customer’s profile and purchase history. For
example, suggest complementary products such as
matching skincare serums for a moisturizer or additional
shades of a favorite makeup product.

4. Utilize in-depth knowledge of the beauty products,
including their benefits, features, and usage. Prepare
compelling arguments and highlight how additional
products can enhance the custfomer’s existing routine or
address specific beauty concemns.

5. Design promotional messages or content that highlight
the benefits of upselling and cross-selling opportunities.
Use persuasive language to explain how additional
products can provide added value or solve specific
beauty needs.

6. When engaging with customers, infroduce high-value
products or upgrades that enhance their current
purchase. For instance, if a customer is buying a skincare
set, suggest a premium version or a related product like a
luxurious eye cream.

7. Offer complementary products that pair well with the
customer’s current selection. For example, if a customer is
purchasing a foundation, recommend a compatible
primer or sefting spray to complete their makeup routine.

8. Track and review customer inferactions during the
upselling and cross-selling process. Assess the
effectiveness of different strategies and refine approaches
based on customer feedback and sales results.

9. Take advantage of promotions, bundles, or discount
offers to incentivize additional purchases. Create special
deals or exclusive offers that encourage customers fo
explore more products or services.

10. After the sale, follow up with customers to ensure
satisfaction with their purchases and to remind them of
any additional products they might benefit from. Use this
opportunity to build long-term relationships and
encourage repeat business.

11. Record and update customer profiles with new
preferences, product inferests, and purchase details. This
information helps tailor future upselling and cross-selling
efforts and enhances personalized marketing strategies.

www.outsourceaccess.com
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Beauty and Personal Care - Sales

Task |Handling Client
Inquiries for Spa and
Treatment Packages

Description of the Task: Responding to
questions, booking appointments, and
providing detailed information about services.
This task is essential for converting inquiries
info bookings and ensuring client satisfaction.
In the spa and beauty industry, prompt and
knowledgeable responses are critical for
creating a positive impression and retaining
clients.

1. Begin by promptly acknowledging the client’s inquiry
through their preferred communication channel {email,
phone, social media). Thank them for their interest in your
spa and freatment packages and assure them that their
request is being addressed.

2. Collect essential information from the client, including
their specific needs, preferences, and any relevant details
about their skincare or treatment goals. Use this
information to provide personalized responses and
recommendations.

3. Review the spa's freatment menu, packages, and
pricing fo ensure you have up-to-date information.
Familiarize yourself with the benefits, features, and special
offers associated with each package.

4. Evaluate the client's preferences and requirements
based on the information gathered. Determine which spa
treatments or packages align best with their needs and
goals. For example, if a client inquires about anti-aging
freatments, suggest relevant packages that address their
concerns.

5. Prepare and send o detailed response outlining the
recommended spa treatments or packages. Include
information on the freatment benefits, duration, pricing,
and any special promotions or add-ons. Ensure the
response is clear, professional, and tailored to the client’s

inquiry.

6. Based on the client’s preferences, offer personalized
suggestions for additional services or enhancements that
could complement their chosen treatment. For instance, if
they are interested in a facial, recommend a
complementary massage or skincare product.

7. Respond to any follow-up questions or concerns the
client may have regarding the treatments, pricing, or
scheduling. Provide thorough answers and additional
information as needed to ensure the client feels informed
and confident in their choices.

8. If the client decides to proceed, assist with scheduling
their appointment. Use the spa’s booking system to find
available time slots that match the client’s preferences
and confirm the appointment details.

9. Send a confirmation message to the client with the
appointment details, including date, time, and any
preparation instructions. Include information on
cancellation or rescheduling policies if applicable.

10. Share any necessary pre-treatment instructions with
the client, such as avoiding cerfain products or arriving at
the spa with clean skin. Ensure the client is fully prepared
for their oppointment.

11. After the client’s freatment, follow up to ensure they
are satisfied with their experience. Request feedback and
address any concerns they may have. Use this opportunity
to suggest future treatments or promotions.

12. Record the client’s inquiry details, freatment
preferences, and appointment history in the spa’s CRM
system. Maintain accurate and up-to-date client records
for future reference and personalized service.

13. Regularly review the handling of client inquiries to
identify areas for improvement. Gather feedback from
clients and staff to enhance the efficiency and
effectiveness of the inquiry management process.

14. Throughout all interactions, maintain a high level of
professionalism, empathy, and customer service. Ensure
that each client feels valued and receives the best
possible experience.

www.oulsourceaccess.com
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Beauty and Personal Care - Marketing

Task |Managing
Instagram Account for
Personal Care Brand

Description of the Task: Curating a visually
appealing feed that aligns with current beauty
trends, crafting compelling captions, and
strategically using hashtags to affract
potential clients. Engaging with followers,
responding to comments and direct
messages, and tracking performance metrics
through Instagram Insights ensure that the
account supports overall marketing goals and
fosters community connection.

1. Begin by analyzing demographic data, interests, and
behaviors to identify the ideal target audience for the
personal care brand. Create detailed buyer personas that
include information such as age, gender, lifestyle, and
beauty preferences. Use this data to failor content
strategies and engagement fechniques that resonate with
potential clients seeking spa treatments, skincare
products, or beauty solutions.

2. Evaluate and choose the most effective social media
platforms for the brand based on where the target
audience is most active. While Instagram may be the
primary focus, consider other platforms like Facebook or
Pinterest if they align with the audience’s behavior.

3. Develop a detailed content calendar that outlines the
posting schedule, content themes, and types of posts,
such as promotional offers, beauty tips, or customer
testimonials. Plan a diverse content mix, including
high-quality images, engaging videos, educational
infographics, and user-generated content to maintain
audience interest

4. Utilize design tools like Canva to create visually
appealing content that adheres to the brand’s aesthetics.
Focus on producing high-resolution images and videos
that highlight beauty products, skincare routines, and spa
experiences.

5. Regularly monitor Instagram for comments, direct
messages, and mentions related to the personal care
brand. Respond promptly and professionally to engage
with followers, address inquiries, and resolve any issues.

6. Actively participate in the Instagram beauty community
by liking, commenting, and sharing posts from followers,
influencers, and industry peers. Join relevant
conversations, collaborate with beauty influencers, and
engage in partnerships with complementary brands to
increase the brand’s visibility and strengthen its presence
in the beauty industry.

7. Use Instagram Insights and other analytics tools to
track key performance metrics such as likes, shares,
comments, follower growth, and website traffic. Assess
the effectiveness of various content types and
engagement strategies to defermine what resonates most
with the audience.

8. Based on the analysis of performance metrics, adjust
the social media strategy to enhance results. Experiment
with different content formats, posting times, and
engagement tactics to optimize the brand’s presence on
Instagram.

9. Ensure all Instagram content consistently reflects the
brand’s core messaging, values, and visual identity.
Regularly review and update content to stay aligned with
current beauty frends, product launches, and promotional
campaigns. Consistency in messaging helps build brond
recognition and loyalty among followers.

www.oulsourceaccess.com
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Beauty and Personal Care - Marketing

Task | Creating Content
about Personal Care on
Canva

Description of the Task: Utilizing Canva to
design eye-catching visual content that
highlights personal care products and
services. This includes crafting posts that
showcase beauty products, skin care routines,
and special promotions. Confent is tailored to
resonate with clients seeking beauty and
personal care solutions, ensuring high
engagement and brand loyalty.

1. Log in to your Canva account using the provided
credentials. Familiarize yourself with the dashboard and
tools available. Ensure you have access to any
brand-specific assets or templates needed for the project.

2. Click on "Create a design" fo start a new project.
Choose the appropriate femplate size based on the
intfended platform or use case, such as Instagram post
{1080x1080 pixels), Facebook cover (820x312 pixels), or
YouTube thumbnail (1280x720 pixels).

3. Browse Canva's extensive library of pre-designed
templates that align with the beauty and personal care
theme. Choose a template that complements the
content’s purpose, whether it's for a skincare tip,
promotional offer, or product showcase. Ensure the
template fits the aesthetic of the spa, makeup, or beauty
clinic brand.

4. Replace placeholder text with the actual content
provided by the client, such as product descriptions,
skincare advice, or promotional messages. Adjust fonts,
sizes, and colors to adhere to the brand guidelines,
ensuring they reflect the sophisticated and elegant style of
the personal care brand.

5. Upload and incorporate the client’s logos, brand
colors, and custom fonts into the design. This mainfains
brand consistency and reinforces the visual identity across
all content. Utilize the brand's specific hex codes and
typography fo create a cohesive look.

6. Access Canva's built-in library to find high-quality,
relevant images and graphics that represent beauty
products, spa freatments, or makeup looks. Alternatively,
upload and use any high-resolution images provided by
the client. Ensure that visuals align with the beauty and
skincare themes of the content.

7. Arrange design elements thoughtfully, ensuring
alignment, balance, and proper spacing. Use Canva's
alignment tools to center elements and ensure
consistency in layout. Pay attention to visual hierarchy to
highlight key messages, such as product benefits or
special offers.

8. Apply Canva's filters and effects to enhance images,
adjusting brightness, conirast, and saturation to achieve a
polished and professional look. Customize filters to match
the brand’s aesthetic and evoke the desired mood,
whether it’s relaxing for a spa or vibrant for makeup
promotions.

9. Add icons or illustrations that complement the personal
care content. Choose elements related to beauty routines,
skincare tips, or spa services and customize them o fit the
brand’s color scheme. Ensure these elements add value
and enhance the overall design.

10. Carefully review the design for any errors or
inconsistencies, including spelling mistakes, alignment
issues, or color mismatches. Make necessary revisions to
ensure the design meets the client’s expectations and
aligns with their brand standards.

11. Once the design is polished, perform a final check
for any last-minute changes or adjustments. Ensure all
elements are correctly placed and that the design
accurately reflects the infended message and brand
identity. Seek client approval if required.

12. Download the final design in the required format,
such as PNG for high-quality images, JPEG for web use,
or PDF for print materials. Deliver the completed design
to the client via email or through the designated project
management tool, ensuring it meets their specifications.

www.outsourceaccess.com

11



Beauty and Personal Care - Marketing

Task |Designing Layouts
for Beauty Campaigns
and Promotions

Description of the Task: Creating banners,
flyers, and social media graphics that
highlight new beauty product launches,
special offers, or spa treatments. Each layout
is designed to capture aftention and
effectively communicate key messages,
utilizing industry-relevant imagery and
persuasive copy. This task is crucial for driving
customer interest and increasing conversions
through promotional materials.

1. Begin by collecting all pertinent information about the
beauty campaign or promotion. This includes
understanding the client’s goals, such as increasing
brand awareness, promoting a new product line, or
driving engagement. Identify the target audience’s
demographics, preferences, and behaviors.

2. Research current design trends and effective layouts
within the beauty and personal care industry. Analyze
successful beauty campaigns, promotional materials, and
industry benchmarks.

3. Clearly outline the project scope, including key
deliverables such as print ads, social media graphics, or
digital banners. Establish o timeline with milestones and
deadlines. Document any specific requirements or
constraints, such as brand guidelines, required
messaging, or design constraints.

4. Assemble all necessary design assets, including the
client’s logo, high-resolution images of beauty products,
brand-specific fonts, and any style guides.

5. Develop rough sketches or wireframes to explore
different layout ideas and compositions. Experiment with
various arrangements for primary elements such as
product images, headlines, and calls to action. This initial
phase helps in visualizing different concepts and selecting
the most effective layout for the campaign’s objectives.

6. Set up your workspace in the editing software,
configuring document size, grid lines, and guides to aid
in layout precision.

7. Select a color palette that aligns with the campaign’s
obijectives and the brand’s identity. Consider colors that
evoke the desired emotional response and match the
industry’s visual standards. For instance, use serene tones
for a spa promotion or bold, vibrant hues for a makeup
campaign.

8. Choose appropriate fonts that reflect the brand’s
personality and are readable. Establish a typography
hierarchy to guide the viewer’s eye through the layout,
differentiating between headers, subheadings, and body
fext.

9. Begin with placing primary elements such as key
visuals, headlines, and main content areas according fo
the wireframes. Position high-impact images of beauty
products, promotional messages, and key calls to action
in prominent areas.

10. Add secondary elements like subheadings, detailed
descriptions, and supporiing graphics fo enhance the
layout.

11. Check the design for consistency in spacing,
alignment, and overall visual balance. Use grids and
guides to maintain a harmonious layout. Verify that all
design elements are cohesive and that the overall
aesthetic aligns with the brand’s standards and the
campaign’s objectives.

12. Share the design with the client or relevant
stakeholders for feedback. Address any comments or
suggestions provided and make necessary revisions to
improve the layout. Ensure that the final design meets
client expectations and effectively represents the
campaign’s goals.

13. Once the design is approved, finalize it by preparing
it in the required formats and resolutions. Ensure the
design is optimized for its intended use, whether for print
or digital distribution. Deliver the completed design files
to the client through the designated channels, such as
email or a project management tool.

www.oulsourceaccess.com
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Beauty and Personal Care - Marketing

Task | Executing Email
Marketing Campaigns for
Beauty Products and
Services

Description of the Task: Drafting engaging
email confent, designing visually appealing
templates, and segments email lists based on
customer preferences and purchase history.
By implementing A/B festing, tracking open
rates, click-through rates, and conversions,
the VA ensures that each campaign is
optimized for maximum impact. Effective
email marketing drives customer
engagement, repeat business, and brand
awareness within the beauty and personal
care sector.

1. Begin by curating and maintaining o comprehensive
list of email subscribers, ensuring compliance with data
protection regulations such as GDPR and CAN-SPAM.
Use a double opt-in method to confirm subscriptions,
ensuring that subscribers genuinely want fo receive
communications.

2. Create a detailed content calendar that outlines the
schedule for your email campaigns. This should include
key dates, times, and thematic content for each email.
Plan around product launches, seasonal promotions, and
industry events.

3. Develop email templates that are not only visually
appealing but also responsive across various devices and
screen sizes. Use design elements that reflect the brand's
aesthetics—whether it's a luxurious spa experience,
trendy makeup looks, or cutting-edge skincare solutions.

4. Write compelling email content that resonates with
your target audience. Incorporate strong calls-to-action
(CTAs) that drive engagement, such as “Discover Your
Perfect Skincare Routine,” “Shop the Latest Beauty
Trends,” or “Book Your Spa Appointment Today.”

5. Utilize personalization techniques to tailor content to
each recipient. Address subscribers by their first names
and customize content based on their previous
inferactions.

6. Ensure that each email features clear and actionable
CTAs. Include buttons or links that guide recipients to
specific landing pages, product pages, or social media
profiles.

7. Implement tracking mechanisms such as UTM
parameters to monitor the effectiveness of your email
campaigns. Enable analytics within your email marketing
platform to track key performance metrics such as open
rates, click-through rates, and conversion rates.

8. Perform A/B testing on various elements of your
emails, such as subject lines, CTAs, images, and content
layout.

9. Utilize data from previous campaigns to defermine the
best times to send emails to maximize open and
click-through rates.

10. Track and analyze key metrics such as open rates,
click-through rates, bounce rates, and conversion rates
using your email marketing platform’s analytics tools.

11. Collect feedback from the marketing team and email
recipients fo gain insights info what worked well and what
could be improved.

12. Apply insights gained from performance analysis to
enhance future email marketing campaigns. Adjust
strategies, confent, targeting, and design based on what
resonates best with your audience.

www.outsourceaccess.com
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Beauty and Personal Care - Marketing

Task |Developing E-Books
for Bride Clients on
Skincare and Beauty
Routines

Description of the Task: Creating ebooks
tailored to brides-to-be, focusing on skincare
and beauty routines leading up fo their
wedding day. This involves researching and
compiling expert fips on skincare regimens,
makeup application, and beauty product
recommendations. The e-books are designed
to be visually appealing and informative,
providing valuable guidance and enhancing
the client’s experience.

1. Start by gathering comprehensive information on
beauty and skincare routines tailored for brides. Focus on
current trends, effective skincare regimens, and bridal
beauty tips. Research should cover both pre-wedding
skincare and beauty treatments.

2. Develop a structured outline that organizes the e-book
info chapters and sections. Include key fopics such as
pre-wedding skincare routines, makeup tips, beauty
treatments, and post-wedding care.

3. Establish a content plan with specific deadlines for
each chapter or section. Include milestones for research,
writing, editing, and design.

4. Reach out to beauty and skincare experts, such as
dermatologists, makeup arlists, or beauty influencers, to
provide valuable insights or contribute guest sections.

5. Collect high-quality images, quotes, case studies, and
real-life bridal beauty examples. Obtain proper
permissions and credits for any resources used

6. Begin writing the content based on the established
outline. Focus on delivering practical tips, detailed
checklists, and insightful advice tailored to brides. Address
common beauty and skincare concerns, offer
step-by-step routines, and include expert
recommendations to add value to the e-book.

7. Choose a design template that aligns with the
e-book’s theme and the bride’s aesthetic preferences.
Arrange content in a visually appealing format with clear
headers, subheaders, and bullet points.

8. Enhance the e-book with high-resolution images,
infographics, and illustrations relevant to bridal skincare
and beauty. Use visual elements to illustrate key points,
such as step-by-step routines or before-and-after results.

9. Carefully proofread the first draft to identify and correct
any grammatical or spelling errors. Edit the content for
clarity, coherence, and engagement.

10. Share the edited draft with the client for feedback.
Incorporate any suggested revisions or additional input to
align the e-book with the client’s vision and objectives.
Make necessary adjustments to ensure the final version
meets the client’s expectations.

11. Prepare the e-book for various digital formats, such
as PDF, EPUB, and MOBI. Ensure compatibility with
different e-readers and devices. Adjust formatting as
needed to maintain readability and visual appeal across
all platforms.

12. Create an aftractive cover page that captures the
essence of the e-book and appeals to brides. Include the
title, subtitle, and author’s name prominently. Use elegant
design elements and imagery that reflect the beauty and
sophistication of bridal skincare.

13. Add inferactive elements such as hyperlinks to
relevant resources, websites, and contact information.
Include interactive checklists or forms where applicable to
enhance the reader’s experience and provide additional
value.

14. Perform @ final proofreading to catch any last-minute
errors or inconsistencies. Verify that all links and
inferactive features are functioning correctly.

15. Upload the final e-book to various distribution
platforms, such as Amazon Kindle, Apple Books, and
other e-reader services. Develop a distribution plan that
includes pricing strategies and promotional activities to
maximize reach and visibility.

16. Develop a comprehensive marketing plan to
promote the e-book. Utilize social media campaigns,
email newsletters, and collaborations with bridal
influencers or beauty bloggers to drive engagement and
sales. Monitor the effectiveness of promotional efforts and
adjust sfrategies as needed.
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Beauty and Personal Care - Operations

Task |Managing
Appointments for Makeup
Artists and Beauty
Consultants

Description of the Task: Handling
bookings, managing client requests, and
addressing any scheduling conflicts. Effective
appointment management enhances client
satisfaction and streamlines service delivery,
crucial for maintaining a professional and
organized beauty business.

1. Thoroughly examine the details of the appointment

inquiry received via email. This could involve a request for

a new booking, a cancellation, or a rescheduling. Ensure
you understand the client's needs, including their
preferred date, time, and specific beauty services
required, such as makeup consultations or spa
freatments.

2. Log in to Meevo?, the appointment management
system, to verify the availability of the makeup arfists or
beauty consultants.

a.Add New Appointments:

i. Navigate to the desired date and time slot in
Meevo?2.

ii. Enter comprehensive details such as the client’s
name, requested beauty service, and the expected
duration of the appointment.

iii. Assign the appointment to the appropriate arfist

based on their specialty and availability.

iv.Save the appointment by clicking “Save” or “Add
Appointment” to finalize the booking.

b.Reschedule Appointments:

i. Select the existing appointment that needs
rescheduling in the system.

ii. Choose the “Reschedule” option to access
alternative fime slofs.

iii.Pick o new date and time that suits both the client
and the artist from the available options.

iv.Confirm the rescheduling by clicking “Save” or
”Feschedule" to update the system and notify the
client.

c. Cancel Appointments:

i. Locate and click on the appointment that needs to
be canceled.

ii. Select the “Cancel” option fo initiate the
cancellation process.

iii.lf prompted, provide a reason for the cancellation
to maintain transparency.

iv.Confirm the cancellation by clicking “Confirm” or
“Cancel Appointment” to remove the slot from the
schedule.

3. f the desired date or time is unavailable, check the
arfist's next available slots. Communicate with the client to
offer alternative dates and times that align with the artist’s
schedule. Provide options that accommodate their
preferences and ensure they are informed and satisfied
with the new arrangement.

4. Once the appointment has been successfully booked,
rescheduled, or canceled, update the status of the email
in your task management system. Mark the email with a
GREEN CHECK to indicate that the action has been
completed and no further follow-up is required.
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Beauty and Personal Care - Operations

Task | Overseeing Project
Schedules for Beauty
Services on HoneyBook

Description of the Task: Setting up project
timelines, tracking progress, and coordinating
with clients and service providers. Proper
schedule oversight ensures timely service
delivery and helps maintain high standards of
client engagement and project execution in
the beauty industry.

1. Log in fo the HoneyBook platform using your
credentials. Verify that you have the necessary access
rights fo make updates and manage projects.

2. Go to the Projects tab within HoneyBook. Thoroughly
review the current status of all ongoing beauty service
projects and pipelines. Identify projects that require
immediate updates or attention, such as upcoming
appointments, new service requests, or deadlines for
beauty service deliverables.

3. Check and refresh any outdated client details in the
system. Ensure that contact information, addresses, and
specific beauty preferences or service requirements are
current and accurate.

4. Move projects that have been completed to the archive
section. This declutters the active project list and helps
maintain an organized workspace. Archiving completed
projects ensures that you focus on active fasks and
upcoming beauty service engagements.

5. Input details of new leads and beauty service projects
info HoneyBook. Include comprehensive information
such as client names, project timelines, specific beauty
services requested (e.g., bridal makeup, skincare
consultations), and key milestones. Ensure that all
relevant details are accurately recorded to facilitate
smooth project management.

6. Examine existing email templates, client
questionnaires, service contracts, and invoices. Update
these documents to reflect any recent changes in
branding, service offerings, or company policies. For
instance, ensure that your beauty service contracts are
aligned with the latest pricing or service ferms.

7. Integrate your HoneyBook calendar with your primary
scheduling calendar. Confirm that all meetings,
deadlines, and follow-ups related to beauty services are
accurately scheduled. Set up reminders for upcoming
appointments, client consultations, and project deadlines
to avoid any scheduling conflicts.

8. Review and update task lists associated with each
beauty service project. Adjust task statuses, add new tasks
as required, and assign them to relevant team members
(e.g., makeup artists, skincare specialists).

9. Review payment schedules for each client project.
Update any changes in payment terms or due dates.
Verify that all invoices are tracked correctly and that
payment reminders are set up for upcoming due dates.
Ensure that financial transactions are in line with the
agreed service ferms.

10. Create defailed reports on project statuses, client
interactions, and financial summaries using HoneyBook's
reporting fools. Analyze the data to identify trends,
potential bottlenecks, or areas needing improvement.
Prepare a comprehensive summary for review,
highlighting any key insights or action items for optimizing
project management and enhancing client satfisfaction.
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Beauty and Personal Care - Operations

Task |Streamlining the
Inventory Ordering
Process for Beauty
Products

Description of the Task: Monitoring stock
levels, placing orders, and managing supplier
relationships to ensure a consistent supply of
essential produds. Streamlined inventory
management helps prevent stockouts and
overstock situations, crucial for maintaining
smooth operations and meeting client
demands in the beauty sector.

1. Conduct a thorough inventory audit to assess current
stock levels of beauty products. Utilize inventory
management software or digital spreadsheets to identify
items that are either low in stock or overstocked, and
ensure this data is up-to-date.

2. Compile a list of frequently used or sold beauty
products by reviewing sales data and customer
preferences. Focus on these key items fo prioritize their
availability, ensuring that they remain consistently in stock.

3. Establish minimum and maximum stock levels for each
key product. Set these thresholds based on historical sales
data and current market trends to prevent stockouts and
avoid overstocking.

4. Analyze past sales data to forecast future demand for
beauty products. Use this data to make informed
decisions on reorder quantities and frequency, adapting
to trends and seasonal changes.

5. Develop a standardized process for placing orders
remotely. This includes creating digital purchase orders,
obtaining necessary approvals from stakeholders, and
confirming orders with suppliers. Document this process
for consistency and efficiency.

6. Schedule regular reviews of inventory levels in your
inventory management system. Adjust reordering triggers
and sfock levels as needed based on the latest audit data
and sales forecasts to keep inventory aligned with
demand.

7. Monitor supplier performance by reviewing metrics
such as delivery imes, order accuracy, and product
quality. Address any issues with suppliers via email or
communication platforms to resolve discrepancies and
ensure reliable supply chains.

8. Track the status of orders and shipments using your
inventory management software. Monitor updates
remotely to ensure that deliveries are on schedule and
that any delays or issues are addressed prompily.

9. Conduct quality control checks upon receipt of goods.
Verify that the delivered products meet your quality
standards and specifications, and document any
discrepancies or damages.

10. Update inventory records in the management system
immediately upon receiving goods. Ensure that stock
levels are accurately reflected to maintain an up-to-date
inventory database.

11. Continuously evaluate and refine the inventory
ordering process based on feedback from team members
and suppliers. Implement improvements to enhance
efficiency and adapt to changing business needs.
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Beauty and Personal Care - Operations

Task | Processing
Personalized Gifts for
Bride Clients using EvaBot

Description of the Task: Using EvaBot to
process and manage personalized gifts for
bride clients, including customized beauty
products or special keepsakes. This task
involves configuring gift options, handling
personalization details, and ensuring fimely
delivery. Efficient management of
personalized gifts enhances client satisfaction
and adds a special touch to the bridal
experience, making it memorable and
unique.

1. Open the EvaBot application or website and log in
with your credentials. Ensure you have the necessary
access rights fo process orders and manage gift
customization.

2. Navigate to the gift processing section within EvaBot.
Select the category specifically for bridal gifts, ensuring

you're in the correct area for handling wedding-related
orders.

3. Collect comprehensive information about the bride.
This includes her full name, wedding date, and any
specific preferences or special requests she has for the
gift. Record these details accurately to ensure o
personalized and meaningful gift.

4. Browse EvaBot's catalog of available bridal gifts.
Review the options available, paying special atfention to
those that align with the bride’s preferences and the
overall theme of the wedding.

5. Select the gift type that best matches the bride’s
preferences. Consider options such as luxurious spa sefs,
high-end makeup kits, or personalized beauty products.

6. Enter any customization options available. This may
include adding a personal message, selecting specific gift
wrap designs, or customizing the product with the bride’s
initials or wedding date.

7. Check the availability of the selected gift in the
inventory.

8. Add the chosen gift to the virtual shopping cart. Review
the cart to confirm that all selected items, including any
customizations, are correct before proceeding to
checkout.

9. Input the bride’s delivery address and contact
information. Ensure all details are accurately entered to
avoid delivery issues. Double-check the address for
completeness and correctness.

10. Select an appropriate delivery date that aligns with
the wedding schedule. Ensure the chosen date allows
sufficient time for shipping, handling, and any potential
delays.

11. Verify all order details carefully. This includes the gift
selection, personalization options, recipient information,
and delivery date. Make any necessary adjustments to
ensure everything is accurate.

12. Enter payment information to complete the purchase.
Confirm that the payment transaction is processed
successfully and securely.

13. Obtain a confirmation number and order summary
from EvaBot. This will serve as proof of purchase and a
reference for tracking the order.

14. Notify the bride of the upcoming gift delivery by
sending her an email or message. Include details such as
the expected delivery date and any tracking information if
available.

15. Monitor the shipping status through EvaBot’s tracking
system. Keep an eye on the progress to ensure that the
gift arrives on time and in pristine condition.

16. Follow up with the bride after delivery to confirm
receipt of the gift and ensure her satisfaction. Address any
feedback or concerns she may have to ensure a positive
experience.
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Beauty and Personal Care - Finance

Task |Handling
Bookkeeping for Spaq,
Makeup, and Beauty
Services

Description of the Task: Managing
financial records, including tracking revenue
from services, client payments, and expenses
related to beauty products and supplies.
Accurate bookkeeping is crucial for
maintaining financial health, ensuring
compliance, and supporting informed
business decisions within the Beauty &
Personal Healthcare industry.

1. Log in to QuickBooks and navigate to the 'Banking'
section. Begin by categorizing and adding all expenses
related fo spa treatments, makeup services, and beauty
product purchases into the financial reports. This ensures
all transactions are accurately fracked and reflected in the
financial records.

a.For payroll-related entries, access the ADP systemn:

i. ADP Taxes: Go to ADP > Reports > Payroll
Liability. Scroll down to the Total Taxes' section. In
QuickBooks, select 'ADP Taxes' and split the
transaction into 'Payroll Taxes' {smaller amount) and
'Stylist Payroll' {larger amount). This separates tax
obligations from staff compensation.

ii. ADP Paywage: Navigate fo ADP > Reports >
Payroll Summary. In QuickBooks, choose 'ADP
Paywage' and split the amount into three categories
to reflect different wage components. Edit the split
os needed.

iii.ADP Retirement: Go to ADP > Reports > Show Al
Reports > Benefits Reports > Retirement
Contribution. Find the 'Company Total of all
Deductions' af the bottom. In QuickBooks, split this
into 'Employee Contribution' {smaller amount) and
'MMF Checking' {larger amount) to accurately
record refirement contributions.

iv.Go to Reports' > 'Profit and Loss.' Set the date
range fo the previous month and run the report.
This will help you assess the overall financial
performance of the spa and beauty services.

v. Log in fo Meevo?2, the salon management
software, and run the MRO80 (Register Summary)
report:

vi.Set the same date range as in QuickBooks, select
'Full Day,' and run the report. Compare the Product
Sales,' 'Service Sales, and 'Membership Sales' in
Meevo? with the corresponding figures in
QuickBooks. If discrepancies exist, make the
necessary adjustments in QuickBooks to ensure
both systems are aligned.

vii.Reach out to the Bridal Coordinator {e.g.,
Christine) to confirm the amounts for MDMM
(Makeup, Dress, Makeup & More) and deposits
received from bridal clients. Accurate tracking of
bridal service payments is crucial for cash flow
management.

viii.Input the data from QuickBooks into the sheet,
ensuring that all beauty-related income and
expenses are reflected. This helps in forecasting
future financial needs and maintaining financial

stability.

b.For the Monthly Scoreboard {an annual task):

i. Create a new sheet in the spreadsheet for each
month and rename it {e.g., January Scoreboard)).

ii. Update the month name, dates, and team goals
based on the Cash Flow Plan Projection Sheets.
Count the total business days in the month,
excluding Sundays and holidays. If there are
weddings or special events on Sundays/Holidays,
include those as business days.

iii.Input the total business days info the Total Days'
section, and enter '0' for Sundays and holidays
without events. At the top of the sheet, next to the
word 'Month,' copy and paste the 'Service,' 'Retail,
and Total Sales' numbers onto the business days.

iv.Ensure that the final number in the 'Where We
Should Be' line matches the Total Sale' number. If
they don't align, review the formulas in the yellow
columns to correct any errors. For days marked as
'0," ensure the formula adds the previous day's total
to the current day's sales (which should be zero).
For active business days, the formula should add
the previous day's total to the daily sales.
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Beauty and Personal Care - Finance

Task | Aligning EMR
Accounting with
QuickBooks for Granular
Financial Tracking

Description of the Task: Synchronizing
Electronic Medical Records (EMR) with
QuickBooks to ensure precise financial
tracking for spa and beauty clinics offering
medical-grade treatments. This alignment
enhances financial fransparency and allows
for detailed reporting, essential for managing
both patient care and business profitability.

1. Review the current EMR system and QuickBooks setup.

2. |dentify existing integration capabilities and limitations.

3. Outline the goals for aligning EMR accounting with
QuickBooks.

4. Specify the types of data and reports needed for
granular information.

5. Map out the data fields in the EMR that correspond to
fields in QuickBooks.

6. Ensure all necessary financial and transactional data
are accounted for.

7. Choose an integration tool or middleware that can
facilitate data transfer between EMR and QuickBooks.

8. Clean and organize data in the EMR to ensure
accuracy.

9. Backup current data in both EMR and QuickBooks.
10. Install and configure the chosen integration tool.

11. Link EMR with QuickBooks by setting up API
connections or other required methods.

12. Align the chart of accounts in QuickBooks to reflect
categories and accounts used in the EMR.

13. Add any additional accounts needed for granular
tracking.

14. Match and synchronize data fields from the EMR to
the corresponding fields in QuickBooks.

15. Ensure data such as patient billing, insurance
payments, and expenses are correctly mapped.

16. Run intial tests to ensure data is flowing correctly
between EMR and QuickBooks.

17. Check for accuracy and completeness of transferred
data.

18. Identify and resolve any issues or discrepancies found
during testing.

19. Adjust mappings and settings as needed.
20. Train relevant staff on the new integrated system.

21. Provide guidelines on how to enter data in the EMR
to ensure accurate transfer to QuickBooks.

22. Begin full-scale integration of EMR accounting with
QuickBooks.

23. Monitor the initial phase closely for any issues.

24. Regularly review the integration to ensure data
accuracy and consisfency.

25. Conduct periodic audits to verify that all data is
properly aligned and recorded.

26. Use QuickBooks to generate detailed financial
reports based on the integrated data.

27. Customize reporis to provide the granular
information needed.

28. Gather feedback from users and stakeholders.

29. Continuously refine the infegration process and make
improvements based on feedback and changing needs.
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Beauty and Personal Care - Finance

Task | Processing Invoice
Payouts for Makeup and
Skincare Specialists

Description of the Task: Ensuring timely
and accurate payments to makeup artists and
skincare professionals for their services.
Efficient invoice processing is vital for
maintaining strong relationships with
specialists, ensuring they are compensated
fairly, and keeping the business running
smoothly within the competitive beauty
industry.

1. Log into your designated email platform using the
account specifically assigned for processing invoices. This
ensures that all communication and invoices from
makeup arlists, skincare specialists, and beauty
professionals are centralized for streamlined
management.

2. Open the 2024 Master Spreadsheet, which contains
detailed financial records and payout tracking for all
contracted beauty specialists. Once inside the
spreadsheet, navigate to the "Confractors' sheet, which
contains individual links to each artist’s personal invoice
and payment fracking sheet.

3. Before processing any invoices, ensure all necessary
tools and documents are ready. This includes having the
artist's invoice emails open in the email platform, starting
from the oldest to the most recent, to ensure timely
payments and accurate tracking.

4. Within the Master Spreadsheet, go to the "Commission
Cuide" tab. Locate the name of the artist or specialist and
identify their commission rate, as this will dictate the
payout calculations.

5. In the artist’s individual tracking sheet, enter today’s
date in Column A to record when the invoice is being
processed.

6. In Column B, input the booking details as found on the
invoice, such as the client’s event type and location. Use
a standardized format to maintain consistency across all
records (e.g., "4/30 Makeup Session - Los Angeles').

7. In Column C, list the services provided as detailed in
the invoice, excluding payment amounts. Ensure to
document services such as bridal makeup, skincare
treatments, travel fees, and any fips provided.

8. Access the Teamup calendar and locate the
corresponding booking. Double-check that the services
listed on the artist's invoice match the services recorded in
Teamup. If discrepancies are found, make a note of them
in Column G of the spreadsheet for internal review.

9. Navigate to HoneyBook, the project management
tool, and locate the specific booking or workspace for the
client. Confirm that the client has paid in full for the
services rendered.

10. Review the pricing structure for each service listed
(e.g., bridal makeup, bridesmaid packages, skincare
consultations) to ensure the correct rates are applied,
including any adjustments for travel fees.

11. With the proposal details from HoneyBook in hand,
begin filling in the payment amounts in Column C of the
artist’s sheet. Ensure that each service is priced according
to the agreed rates, and align this with the commission
structure.

12. Caleulate the artist's payout by applying their
commission rate {as found in the "Commission Guide'
tab) to each service amount.

13. For each service listed, take the payment amount
from HoneyBook and multiply it by the artist’s
commission percentage. Input these calculated amounts
infto Column C of the artist’s sheet, ensuring accuracy in
all financial entries.

14. After all amounts are enfered and verified, finalize the
invoice processing by recording the transaction in the
artist’s sheet. Ensure all data is complete and correct,
then notify the artist of the payment status if necessary.
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Beauty and Personal Care - Finance

Task |Monitoring
Month-End Inventory for
Beauty Products and
Supplies

Description of the Task: Conductfing a
thorough review of beauty product stock
levels at the end of each month, identifying
any discrepancies, and ensuring that
inventory is accurately reflected in financial
records. Effective inventory monitoring
prevents stockouts and overstocking,
optimizing supply management and
supporting seamless service delivery in the
beauty and skincare sectors.

1. Collect all necessary inventory-related documents,
including purchase orders, sales receipts, and up-to-date
inventory logs.

2. Review current inventory levels for each product
category, such as skincare, makeup, spa essenfials, and
salon supplies. Compare these levels against the records
from the previous month to identify any changes or
patterns in stock movement.

3. Investigate any discrepancies between the recorded
and actual stock levels. Pay close atftention to products
with significant variances, as these could indicate issues
such as overstock, understock, or even potential
shrinkage in items like luxury skincare products or
limited-edition makeup collections.

4. Calculate the inventory turnover ratio for each
category, analyzing how quickly products are being sold
and restocked. This ratio is particularly crucial for items
with a shorter shelf life, like organic beauty products or
skincare items with active ingredients that degrade over
fime.

5. Identify slow-moving or obsolete items, such as older
makeup collections or spa supplies that are no longer in
demand. Assess whether these products should be
discounted, bundled, or otherwise promoted to clear
space for new, frending beauty produdts.

6. Conduct a thorough review of all purchase orders
placed during the month. Cross-check the received
products against the ordered quantities and
specifications, ensuring that all deliveries meet the
standards required for high-quality beauty services.

7. Analyze sales reports to determine which products are
most popular, such as best-selling facial creams, trending
makeup paleftes, or frequently requested spa treatments.

8. Examine any sales trends that could impact future
inventory needs, such as an increase in demand for
seasonal skincare products or an upcoming beauty trend
that could boost sales of certain makeup items. Use this
information to anticipate future stock requirements and
prevent shortoges.

9. Generate detailed inventory reports that cover all
aspects of the month-end review, including current stock
levels, identified discrepancies, turnover rates, and any
relevant sales trends.

10. Develop an action plan based on your month-end
inventory analysis. This plan should include scheduling
necessary reorders for popular items, organizing returns
or discounts for slow-moving products, and making
inventory adjustments to optimize stock levels for the
coming month.

11. Set specific goals for improving inventory
management practices, such as reducing discrepancies,
increasing turmover rates for certain product categories,
or optimizing stock levels based on seasonal demand.
Regularly review these goals fo ensure continuous
improvement in the inventory management process.
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Beauty and Personal Care - HR & Recruitment

Task | Administering
Benefits and Health
Insurance for Beauty and
Wellness Staff

Description of the Task: Managing
enrollment, updating coverage information,
and addressing any queries related to health
plans. Proper administration helps maintain a
motivated and healthy workforce, essential for
delivering top-notch spa and beauty services.

1. Log into the employee benefits management platform,
such as Paycor, and navigate fo the Benefits
Administration' section from the main dashboard, which
serves as the hub for managing your beauty and wellness
staff’s benefits.

2. Select the 'Health Insurance' tab to access all
health-related coverage options, ensuring that the plans
offered are tailored to the needs of spa therapists,
estheticians, makeup arfists, and other beauty
professionals.

3. Review the existing health insurance policies to verify
that they are compliant with current industry regulations
and standards, including the Affordable Care Act (ACA),
ensuring your staff receives the appropriate coverage.

4. Update or confirm employee details, such as
dependents and marital status, ensuring that all beauty
and wellness professionals have accurate health
insurance coverage that reflects their current personal
circumstances.

5. Enroll new employees, such as newly hired skincare
specialists or hairstylists, info the company's health
insurance plan. During the onboarding process, provide
them with defailed information about their healthcare
opfions, benefits, and enrollment timelines.

6. Regularly assess employee eligibility based on hours
worked, job classification {e.g., full-time vs. part-time),
and other criteria. This ensures that all eligible beauty and
wellness staff receive health benefits in compliance with
ACA regulations.

7. Utilize the reporting tools within your benefits
management platform to generate detailed compliance
reports. These reports should confirm that all health
insurance coverage meets legal requirements and that no
beauty professional is overlooked.

8. Send out timely and clear communications to your staff
about their health insurance options, enrollment periods,
and any updates or changes in coverage. These
communications should resonate with beauty
professionals by emphasizing how their benefits support
their well-being and career longevity.

9. Adjust payroll deductions within the system to reflect
the correct employee contributions toward their health
insurance premiums, ensuring accuracy in the paychecks
of makeup artists, massage therapists, and other beauty
staff.

10. Licise with health insurance providers to ensure that
employee coverage details and premium payments are
consistently accurate and up to date. This step is critical in
maintaining uninterrupted health benefits for your beauty
and wellness team.

11. Maintain detailed records of any changes in
employee health insurance status, such as new
enrollments, terminations, or modifications in coverage,
keeping these records organized for future reference and
audits.

12. Act as a resource for your beauty and wellness

employees, assisting them with any questions or concerns
about their health insurance coverage, claims processes,
and benefits, ensuring they feel supported and informed.

13. Conduct regular audits of health insurance records
within your benefits platform, identifying and correcting
any discrepancies or errors that could affect the coverage
or financial contributions of your beauty professionals.

14. Stay informed about the latest updates and changes
in health insurance regulations and the ACA,
continuously educating yourself to provide accurate
guidance and ensure ongoing compliance for your
beauty and wellness staff.
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Beauty and Personal Care - HR & Recruitment

Task |Managing
Certification and Training
Records for Beauty
Professionals

Description of the Task: Maintaining
up-to-date records of licenses, certifications,
and fraining completion for makeup artists,
estheticians, and spa therapists. Staying on
top of cerifications is crucial for upholding
the reputation and safety standards of your
beauty business.

1. Log into the cloud-based system or platform used by
the spa, salon, or clinic fo store and manage beauty
professionals' certifications and training records.
Common platforms might include Google Workspace,
Microsoft OneDrive, or industry-specific software like
Meevo?2.

2. Begin by reviewing the current cerfification and training
records for all beauty professionals, including
estheficians, makeup arfists, hairstylists, massage
therapists, and skincare specialists.

Identify any certifications that are nearing expiration.

3. Create a detailed list or set automated reminders for
professionals whose certifications, such as CPR/First Aid,
chemical peel cerfifications, or microblading licenses, are
due for renewal.

4. Cross-check that all recent training sessions,
workshops, or continuing education courses have been
completed and recorded.

5. Enter any new certifications, licenses, or fraining
completions into the system. This may involve scanning
and uploading certificates, entering details like training
dates, and noting the name of the certifying institution or
instructor.

6. Send emails or messages to beauty professionals
reminding them of upcoming certification renewals or
mandatory training sessions. Provide details on how they
can complete the required courses or renew their
licenses, along with any deadlines.

7. If necessary, coordinate with training providers to
schedule future fraining sessions or obtain verification of
course completion. This could involve ligising with
product manufacturers, beauty academies, or indusiry
organizations offering cerfifications relevant to the spa or
salon.

8. Use your certification management system to generate
reports that highlight the certification status of each
beauty professional.

9. Ensure that all certification and training documents are
well-organized in digital folders, categorized by
professional, type of certification, and expiration date.

10. For beauty professionals who are required to
complete ongoing education fo maintain their
certifications, track their progress. This includes logging
hours of completed training and ensuring they meet the
state board or industry-specific requirements.

11. Regularly research and stay updated on changes in
certification requirements and industry standards for
beauty professionals. This ensures that the salon or spa
remains compliant with evolving regulations.

12. Provide regular updates to the spa or salon
management regarding the certification and training
status of the staff. Highlight any upcoming expirations or
required fraining fo ensure continuous compliance and
professional development.
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Beauty and Personal Care - HR & Recruitment

Task |Updating Top Stylist
of the Month Recognition
Programs

Description of the Task: Updating records,
announcing winners, and coordinating any
rewards or acknowledgments. Keeping this
program current is important for fostering a
competitive yet positive work environment,
where stylists and beauty professionals are
motivated fo excel.

1. Log into the platform or system used to manage the
Top Stylist of the Month recognition program. This could
be a combination of Google Workspace, Microsoft
Office, or a specialized salon management system like
Meevo?2 or Booker.

2. Retrieve and review performance data for all stylists for
the past month. This may include metrics such as client
feedback, number of appointments, refail product sales,
client retention rates, and social media engagement if
applicable.

3. Access any client surveys or reviews from plaiforms like
Meevo?2, Vagaro, or Google Reviews to gauge client
satisfaction with each stylist's services. Highlight any
outstanding reviews that mention specific stylists.

4. Pull reports on each stylist’s sales performance,
including service revenues and retail product sales.
Identify which stylist had the highest revenue, best sales
figures, or the most client bookings for the month.

5. Communicate with salon or spa management o
confirm the criteria for selecting the Top Stylist of the
Month. Discuss any qualitative factors, such as teamwork,
positive affitude, or contributions to the salon's brand
image, that should also be considered.

6. Based on the compiled data and feedback, identify the
stylist who excelled in the defined criteria. Ensure that the
selection aligns with the salon's values and recognition
criteria.

7. Create or update digital recognition materials, such as
certificates, announcements, and social media posts. Use
tools like Canva or Adobe Spark to design visually
appealing content that highlights the stylist's achievements
and contributions.

8. If the salon has an in-salon recognition display (e.g., a
bulletin board or digital screen showcasing the Top
Stylist), coordinate with on-site staff to update the display
with the new winner's name, photo, and accolades.
Provide them with the necessary files and instructions.

9. Draft and schedule social media posts announcing the
Top Stylist of the Month on platforms like Instagram,
Facebook, and TikTok. Include photos of the stylist, a brief
description of their accomplishments, and any client
testimonials if available. Tag the stylist to ensure they can
share the recognition with their network.

10. Notify all staff of the Top Stylist of the Month through
infernal communication channels like email or Slack.
Celebrate the achievement and encourage other feam
members 1o strive for recognition in the future.

11. If the recognition program includes rewards (e.g.,
bonuses, gift cards, or additional time off), coordinate
with the management team to ensure that the rewards
are processed and delivered to the winning stylist. Provide
clear instructions on how the stylist can claim their reward.

12. Update the salon's records to reflect the latest Top
Stylist of the Month. Maintain an ongoing archive of past
winners, including their achievements and the reasons for
their recognition. This archive can be useful for tracking
trends and celebrating long-term staff achievements.

13. Periodically request feedback from stylists and
management on the recognition program. Use this input
to refine the criteria, rewards, or communication
methods, ensuring the program remains motivating ond
fair for all participants.

14. Provide a summary report to management detailing
the selection process, data used, and any feedback
received from staff. Highlight the impact of the
recognition program on team morale and performance.
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Task | Sourcing Beauty and
Wellness Professionals

Description of the Task: Identifying,
recruiting, and vetting skilled professionals
such as makeup arfists, skincare specialists,
and spa therapists. Effective sourcing ensures
that your team remains strong, providing the
high-quality services your clients expect.

1. Begin by discussing with the spa, salon, or beauty clinic
management to clearly understand the specific roles and
qualifications required. This could range from makeup arfists,
estheticians, hairstylists, and massage therapists to wellness
professionals like nutritionists or holistic health coaches. Make
note of any specific certifications, experience levels, and
specialties needed.

2. Develop comprehensive job descriptions that highlight the
qualifications, experience, and skill sefs required for the role.
Include details about the company culture, the types of services
offered, and any unique selling points that would attract top-tier
professionals in the beauty and wellness industry. Be sure to use
industry-specific language that resonates with professionals
passionate about beauty and personal healthcare.

3. Identify and utilize popular job boards and platforms specific
to the beauty and wellness industry. Examples include Indeed,
Glassdoor, LinkedIn, and niche platforms like StyleSeat,
SalonEmployment, or BeautyLlaunchpad. Additionally, explore
industry-specific communities, forums, and social media groups
where beauty professionals gather.

4. Promote job openings on social media channels, such as
Instagram, Facebook, and LinkedIn. Use relevant hashtags like
#beautyjobs, #wellnesscareers, or #makeupartistswanted to
increase visibility. Share visually appealing posts that reflect the
salon or clinic’s brand and aesthetic, and encourage staff to
share the posts within their networks.

5. Tap into the existing network of beauty and wellness
professionals by seffing up an employee referral program.
Encourage current staff to recommend qualified candidates,
offering incentives such as bonuses or discounts on services if
their referrals are successfully hired.

6. Review resumes and portfolios submitted by candidates. Pay
close attention tfo their experience in the beauty and wellness
industry, including any relevant cerifications (e.g., cosmetology
licenses, esthetician certifications) and training from recognized
beauty academies. Assess their aesthetic sense and technical
skills through portfolios, social media profiles, or work samples.

7. Set up remote inferviews to assess the candidates' expertise,
client communication skills, and cultural fit within the spa or
salon. Ask specific questions related to beauty and wellness
services, such as how they stay updated on the latest trends or
handle client consultations. For practical skills, consider
requesting a video demonstration or sample work portfolio.

8. Ensure that all certifications and licenses are up-to-date and
valid. This may involve contacting licensing boards or
professional organizations to verify the candidate's
qualifications. For wellness professionals, confirm any relevant
health certifications or degrees.

9. f feasible, coordinate with management to arrange for top
candidates to conduct a trial session or submit a demonstration
of their services. This allows the salon or spa to evaluate their
hands-on skills, client interaction, and how well they adhere to
the clinic’s standards.

10. Contact the references provided by the candidates to gain
insights into their work ethic, reliability, and performance in past
beauty or wellness roles. Ask specific questions about their
ability to deliver quality services, handle client relationships, and
work within o team environment.

11. Once promising candidates have passed initial screenings
and trials, arrange for final interviews with senior management
or salon owners. Ensure that all necessary details about
compensation, work hours, and job expectations are discussed
during this stage.

12. Once the final decision is made, prepare and send out
offer letters to the selected candidates. Ensure that all
employment details are clearly outlined, including start dates,
job responsibilities, and any benefits or perks associated with
the role.

13. Assist with the onboarding process for new hires by
organizing orientation sessions, sefting up accounts for any
salon management software they'll need, and ensuring they
are infroduced fo the team. Share any fraining materials or
handbooks that will help them get acclimated to the salon or
clinic’s procedures.

14. Even after the position is filled, continue to maintain a
database of qualified candidates. Store resumes, portfolios,
and contact information for future opportunities. Keep in touch
with promising candidates and let them know about upcoming
openings, fostering a long-term talent pipeline.

15. Regularly update the management team on the status of
sourcing efforts, including the number of candidates reviewed,
inferviews conducted, and any challenges faced during the
process. Provide feedback on the overall quality of candidates
and suggest improvements for future recruitment efforts.

www.oulsourceaccess.com

29



Beauty and Personal Care - HR & Recruitment

Task | Processing Payroll
for Spa, Makeup, and
Skincare Clinic Employees

Description of the Task: Calculating wages,
commissions, and tips, as well as ensuring
compliance with fax regulations. Proper
payroll management is essential to
maintaining a smooth-running operation and
fostering trust among your staff.

1. Begin by logging into the payroll system or software
used by the spa, salon, or skincare clinic. Ensure you
have the necessary credentials and permissions to
manage payroll tasks. Common platforms might include
QuickBooks, ADP, or Paycor.

2. Refrieve and review the timekeeping records for all
employees. This includes checking clock-in and clock-out
times, tracking hours worked, and verifying any overtime
or special shifts. Ensure accuracy in the recorded hours
for makeup artists, estheticians, spa therapists, and other
staff members.

3. Ensure that all employee information is current and
accurate. This includes personal details such as address,
bank account information for direct deposit, and tax
withholding preferences. Update any changes in
employee status, such as promotions or terminations.

4. Input the verified hours and any additional
compensation {e.g., tips, bonuses, commissions) into the
payroll system. For beauty professionals, this might
include calculating commission-based pay for services
rendered, product sales, or client tips. Ensure that all
calculations reflect the agreed-upon rates and contractual
ferms.

5. Caleulate and apply any necessary deductions,
including taxes, health insurance premiums, refirement
contributions, and any other withholdings. Ensure that
deductions comply with current regulations and employee
agreements. For beauty professionals, this may include
benefits or dues related to professional organizations.

6. Generate a payroll summary report to review the
caleulated wages, deductions, and net pay for each
employee. Verify that the summary aligns with individual
pay rates and contractual agreements. Address any
discrepancies before finalizing the payroll.

7. Once all data is verified, finalize the payroll process.
Approve the payroll run to ensure that payments are
processed accurately and on time. Initiate direct deposits
or prepare physical checks as per the employee
preferences and payroll system capabilities.

8. Ensure that all employees receive their pay stubs, either
electronically through the payroll system or as physical
copies. Pay stubs should detail the gross pay, deductions,
and net pay for fransparency and record-keeping.

9. Record payroll transactions in the clinic’s financial
management system. Ensure that all payroll-related
expenses are accurately documented for budgeting and
accounting purposes. Update the general ledger with
payroll expenses, taxes, and other relevant entries.

10. Address any employee queries regarding their pay,
deductions, or discrepancies. Provide clear explanations
and resolve issues promptly to maintain employee
satisfaction and trust. For beauty professionals, this may
include clarifying commission structures or pay
calculations related to service performance.

11. Generate and review detailed payroll reports for
management, including summaries of payroll expenses,
tax liabilities, and employee compensation. These reports
are essential for financial planning, budgeting, and
compliance with tax regulations.

12. Verify that all payroll processes comply with local,
state, and federal employment laws and regulations. This
includes adhering fo minimum wage requirements,
overtime pay rules, and tax withholding guidelines.

13. Maintain the confidentiality and security of all payroll
information. Ensure that sensitive data such as employee
salaries, bank account details, and personal identifiers
are protected from unauthorized access.

14. Periodically review and audit payroll records to
ensure accuracy and compliance. Look for any
inconsistencies or errors that need correction and
implement improvements to prevent future issues.

15. Keep abreast of any changes in employment laws,
tax regulations, and industry standards that may affect
payroll processing. Update payroll practices as needed to
ensure ongoing complionce and accuracy.
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