JOB DESCRIPTION 
	Position:
	Franchise Services Head
	Department:
	General

	Reports to:
	VP Sales and Business Development
	Location:
	Mandaluyong City

	

	Primary Function

	TIN HAO FRANCHISE CORPORATION is responsible for developing and maintaining a support organization which satisfies the needs of each franchisee and should operate efficiently and effectively. To ensure the effectiveness of the support organization, the Franchise Services Head must have at least 3 years experience in field operations, Experience in managerial supervisory position and must be willing to learn about franchising.


	Responsibilities

	· Undertakes pre-opening assistance to Franchisees.

· Assists Franchisees in the Franchise Branches for two (2) weeks of its operation based on the approved schedule.

· Makes an assessment on strengths and weaknesses of the Franchise Branches.

· Assists Franchisees in the development stage of Franchise Branches if and when tasked by the Franchise Director.

· Regularly monitors operations of existing Franchised Branches through Field Visits.

· Undertakes follow-up with Franchise Corporation Office requests by Franchisees. Prior request should have been made by Franchisee and approved by Franchise Director.

· Updates Operations Manual regularly.

· Approves or disapproves Franchisee’s proposed location.

· Performs Quarterly Evaluation for Franchised Branches.

· Monthly or Bi-Monthly Quality Assurance checks.



	Qualifications and Experience

	· College degree in business/sales/marketing or a closely related field may substitute for a portion of the required experience
· 3 years of work experience in related field.
· Willing to travel

· Experience in a complex, fast-paced environment

· Experience in a multi-unit environment

· Experience in Microsoft Windows and Microsoft Office

· Must have entrepreneurial drive




