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Balancing workload and man-
power is a concern for any
business. Factories or manu-

facturing facilities normally have a
scheduled workload and constant
manpower requirements. Retail busi-
ness however depends upon people
walking through the door according
to their own needs or the extra money
in their wallet sometimes making
scheduling a real nightmare.

In some ways the archery busi-
ness is a little easier because of the
natural business cycle. The majority of
business is normally done in a small
and mostly predictable time period of
the year. It is pretty much a given that
you won’t need a lot of extra help in
May or June but trying to run the shop
without sufficient help in August or
September is sure to give you a
migraine headache.

Time is money and wasting labor
dollars is a direct drain on the bottom
line so the trick is how do you get the
most production out of the employees
you have on the payroll. This is espe-
cially critical with on duty employees
during a slow period which could
happen even in the busy part of the
season.

The first and most obvious
answer is to pay attention to your past
sales records to determine the
months, days and times in which
most sales occur. While that pattern
will not be repeated exactly it is at
least a basis on which to make your
initial staff manning decisions. An
excellent aid in tracking sales in rela-
tions to month’s, days and times is a
computerized point of sale system
which if programmed properly can
provide all of that data in chart or
graph form. 

It is interesting to note that there
are factors that can impact even the
best plans however. I remember when
running my own shop years ago; I had
extra part-timers on board during the
first week of September in anticipa-
tion of the normal rush. The weather
was extremely hot outside and busi-
ness had dropped down to just a trick-
le. We spent half of our time looking at
each other and the other half fighting
over who would wait on any customer
that came into the shop to get into the

air conditioning. After three days of
minimal business I decided that my
wife and I could handle the traffic and
told the part-timers I would call them
when business picked up. Two days
later as my wife and I opened the
doors to the shop the sun was shin-
ning brightly as cool crisp air filled the
room. Through the window I could
see a few leaves gliding gently to earth.
Turning to my wife I said. “Get ready

we’re going to be busy.”  She just start-
ed to laugh when the first of what
would turn out to be a steady stream
of customers came pouring through
the door and just about everyone of
them said the same thing, “Boy, it sure
feels like fall. I thought I had better get
down here and get ready for the sea-
son.”  Admittedly that was an unusual
situation but it illustrates that there
are many conditions that can impact
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even the best manning plans. 
In many cases it is easier to react

to a sudden increase in business then
it is a sudden slowdown. If you are
busy with people backed up at the
counter they normally will wait for
service as opposed to leaving and try-
ing to find the next nearest pro shop
and you always have the option of
calling in some extra help. The prob-
lem really occurs when you schedule
your staff in accordance with an antic-
ipated customer flow and that flow
does not materialize or for some rea-
son is less then anticipated. It is not
wise to send the extra help home as
this is sure to create hard feelings
because after all they arranged their
personal schedule to be available for
work. Simply sending them home is
not very ethical either and it shows lit-
tle respect for someone that you may
have to count on in the future to show
up on short notice when you need the
help. However anytime you have paid
help either full time or part time
standing around it is a waste of money
so what can be done to get the most
productivity out of your labor dollar?

The most effective method is to
develop a working list of duties that
you or your staff can automatically
turn to when business is temporarily
slow. Ideally these should be assign-
ments that can be completed in a
short amount of time and that could
be left uncompleted in the event they
were started and a customer arrives
who needs attention.

A perfect example might be the
assembly of a bow for either customer
pick-up, a lay-away or for the display
wall. These normally involve mount-
ing a sight, quiver, arrow rest,
installing a string peep setting the
nocking point etc. Another task might
be cutting arrows to length and
installing points or refletching arrows
that a customer dropped for recondi-
tioning. Tickets written up for these
types of sales should be placed on a
“Work to do” board and hung in the
service area. Sales staff who are so
qualified should be instructed to
check the “to do” board automatically
when they are not servicing a cus-
tomer. It is a simple matter of picking
a slip from the board, completing the
work and placing the completed

items in the ready for pick up area. 
A second work list should also be

generated for either those staff per-
sonnel who may not be qualified to
set-up a bow or in the event the “to
do” list is caught up. Because the
duties on this list can vary from day to
day it is best written on an erasable
white board. This allows you or your
manager to list items that need atten-
tion as they come up. While the items
could be erased from the board when
completed a better method is to have
the person finishing the task initial the
item. This action serves several pur-
poses. First it indicates to the other
staff member what items have been
completed. Second it allows you and
your manager to not only see what
was done but who did it in the event it
was not completed properly or to sim-
ply see who is taking the initiative to
take on the extra work. Once verified
the item can be removed from the list.
Duties listed on this list could be any-
thing that needs done and might be as
simple as empting the trash to check-
ing displays for items that may need
restocked, adding prices to some new
inventory, straighten up the displays
or checking the clothing rack to make
sure the sizes are in the right order.
This board can literally cover anything
that needs done through the normal
course of the day.

While a list might appear childish
it is really a good management tool
and effective use of your manpower
dollars. Many managers find it
uncomfortable to be continually
telling people what to do and as a
whole people dislike being treated like
children. You and your manager are
responsible for making sure the job
gets done in the most efficient man-
ner possible. If you are constantly
checking to see who is doing what and
assigning people task in slow times
you are not making the best use of
your time which actually means more
money wasted. 

The best method is to put a sys-
tem in place that tells people what is
to be done automatically. That does
not mean that changes will not be
made or that you have to put every-
thing on a list but it does mean that
having a list that people can go to
automatically means more effective
use of your labor dollars and believe it
or not happier employees. For the
most part people love to check things
off a list and it helps them know what
is expected of them without waiting to
be told or wondering if they are doing
the right thing. Having the duties or
chores listed and spelled them out
actually makes it easier for everyone
while giving you the most bang for
your labor buck.

The key to maximize labor dollars is to
balance the workload out with the on duty
manpower. Easier said then done it is
important to maintain a list of jobs that
can be used as fill-in work when the cus-
tomer traffic slows. Normally there are
always bows to repair or get ready for
pick-up (photo right).
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