
Assistant Job Description 

 
1. The philosophy of Victoria’s to please the client. 

The first important thing that you will learn on joining the 

company is that we are a SERVICE INDUSTRY. We must 

enjoy GIVING and SERVING. We must enjoy the challenge 

of winning a clients confidence. We should win the client 

over in the first few minutes of meeting. We call it SALON 

ETIQUETTE. 

MOST IMPORTANTLY, WE MUST LOOK ALERT. 

There should be no lounging around, hands in pockets, arms 

folded, look exhausted from the night before. 

We MUST look happy, so smile, everyone likes happy, 

pleasant people around them. It also makes the client feel 

more relaxed. 

2. When you come into the salon first thing in the morning, 

you will have been allocated an area of the salon that you 

are responsible for cleaning. Do not wait to be called, go 

onto the salon floor and get your jobs done as quickly as 

possible. Everything in the salon MUST be sparkling clean. 

People do not wish to pay good money in our salon and sit 

in a mess. 

Throughout the day you will constantly need to keep tidying 

up the salon, from removing empty coffee cups, wiping 

basins after use, especially if a tint has been removed there, to 

returning products neatly to shelf after use. 

NEVER seat a client at a hairy sections, always sweep the 

hair away first. NEVER seat a client at a section with a dirty 

cup in front of them, and NEVER seat a client at a basin that 

has tint left round it. 

Always say PLEASE and THANK-YOU or EXUSE ME, if 

appropriate, to both clients and other members of staff. 

Always treat others as you would wish to be treated. 

The receptionist should have told the appropriate stylist that 

their client had arrived. Always double check that they have 

and tell the stylist as well. Try to use the clients name, not 

“your 12 o’clock is in” but “Mrs brown your 12 o’clock 



client is in”. Get used to calling your clients by their name; it 

is a habit easily learned and very important in a SERVICE 

industry. 

Try to remember ONE fact about each client; it will help you 

in the future. 

If you also write down a list of appointments first thing every 

morning it will help with recalling names. Everyone likes to 

be remembered. 

3. If you see a client sitting unattended in the salon, always 

ask if they are comfortable, or if you can get them 

anything. 

When working on a client try to anticipate the equipment they 

will need. Do not stand idly in the corner waiting to be called, 

go up to a stylist and watch, give assistance where needed. 

Cleaning rotas are set for each salon. You are responsible for 

a particular area, but you are aware of the overall cleanliness 

of the salon. 

Image is very important and we must all look clean and smart. 

Our dress code or uniform must be worn with style. When 

your t/shirts get worn out or stained, they must be replaced. 

No trainers are to be worn; only black shoes are acceptable. 

Hair must be washed before you come to work, so that we 

start the day looking really sharp. Our hands are on show a 

great deal of time so they must look good, no dirty finger 

nails. The girls should wear make-up and the boys must 

shave. You MUST provide your own equipment and as an 

assistant you MUST have a comb with you at all times. 

It is also important to know what is going on in the world, to 

be able to communicate with the clients more easily. Read a 

newspaper everyday; always try to broaden your knowledge 

on current affairs. 

4. When you approach a client, introduce yourself, e.g.: “HI 

IM REBECCA, IM GOING TO BE SHAMPOOING YOU 

TODAY, PLEASE COME OVER TO THE BASIN.” 

Lead the client to the basin. Do not march off at a fast trot 

and expect the client to dash along behind. Ask the client 

to be seated at the basin, do not hurry them, and leave the 



client to fit themselves into the chair. You must adjust the 

chair and basin to make them feel comfortable. Tuck towel 

into the nape of the neck of the gown, making sure that 

any clothes are out of the way, as we do not want any wet 

collars. Give the client a product consultation and 

recommend the product you think is best for the hair. 

When shampooing, judge the length of the process to the 

stylist being ready. Remember to give a head massage. Do 

not ask the client if they would like one or two shampoos, 

you are the professional. Ask them when the last time was 

they washed their hair and recommend them appropriately. 

Always explain to the client why you are using a particular 

product, or carrying out any services, such as leaving 

conditioner on for a few minutes. 

After completing the shampoo 

    A)   Gently remove any excess moisture from the head. 

    B)    Stand in front of the client, helping them to sit up. 

    C)    Lead them back to the chair. 

    D)    Pull out the chair, ready for them to sit down. 

    E)    Comb through the hair, using protein spray if needed.        

            NEVER leave client sitting in front of the mirror with  

            hair left anyhow. It is when we feel at our most self     

            conscious. Always remember to give client a product  

           leaflet. 

After completing combing through the hair, offer the client a 

cup of tea, coffee, a magazine, etc. To occupy them whilst they 

are waiting. Remember that most people can get embarrassed 

sitting in front of a mirror, looking at themselves. Drinking a 

coffee or reading a magazine gives them something to do. We 

need to make the client feel as comfortable as possible. 

5. Hygiene is very important in the salon. All brushes MUST 

be disinfected after use. If skin is penetrated, either the 

clients or your own, we MUST sterilise scissors 

thoroughly. Please refer to the health and safety policy for 

more details. 

Always involve yourself with both clients and stylists. Pay 

attention to the conversation and join in when appropriate. 



NEVER talk over a clients heads, include them in your 

conversation, as it makes them feel more relaxed and enjoy 

their time in the salon.  

6. You will be expected to stay for one model night per week. 

It will be up to you to find your own models, you will be 

assessed when you feel ready. 

We want you to make progress and the only way is to be 

dedicated from the first day with us. You will learn all 

aspects of hairdressing during your training with us. Then 

you will have the ability to be at the very top of your chosen 

profession forever. A COMPLETE PROFESSIONAL. 

7. If any aspect of your job gives you concern, you MUST 

discuss it with your salon manager. If you feel that you are 

unable to do this, then feel free to come to anyone in higher 

management. 

   

    

 

 

 

 


