. . CAPABILITY GUIDES
SklllS MatrlX Template SKILLSMATRIXTEMPLATE.COM

e RETAIL - GUIDE

The skills matrix for retail
teams

Retail runs on shifts and stores, and a single gap, no one who can
open, no one trained on returns, a thin rota at the weekend, shows up
instantly as a customer who walks out. A skills matrix gives a multi-
store operation what it most lacks: a clear view of which stores and
shifts are genuinely covered, and which are one absence from
trouble.

- = Dr Alex J. Martin-Smith
CMGR - MBA - LLM - DBA

Reading time 12 min - Method Upleashed O to 5 capability framework - Updated May 2026

THE SHORT ANSWER

A retail skills matrix maps staff against the capabilities a shop
floor depends on, till and POS, keyholding, returns and refunds,
visual merchandising, stock, and the compliance items like age-
restricted sales. Across a chain, read it by store and shift to see
which locations can reliably open and run, and which rest on a

single trained person. In short: it shows whether every store

and every shift is genuinely covered, so a sickness or a leaver
never quietly closes a till or a door.




KEY TAKEAWAYS

+ Coverage is the whole game. Retail is shift-based, so the question is not
just who is skilled, but whether every shift can be staffed with those skills.

+ Keyholding is the critical one. A store with one keyholder, or none, cannot
reliably open; it is the first capability to check.

+ Read it by store, not just by person. Across a chain, the matrix shows
which locations are strong and which are exposed.

« Consistency is the prize. Customers expect the same experience in every
store; the matrix is how you make capability consistent.

* High turnover makes it essential. With frequent churn on the front line,
cross-training and a live matrix keep shifts covered.

= START HERE

In retail, capability is a coverage
question

Most skills matrices ask "who is good at what?" In retail, the more urgent
question is "can this shift, in this store, actually run?" Because retail is
built on rotas and locations, the matrix earns its keep by answering
coverage, store by store and shift by shift, not just by listing individual
skill.

The unit is the store and the shift

A single-team matrix maps people against skills. A retail matrix does that
too, but the reading that matters is one level up: by store and by shift. Can
every store open on time, run the tills, handle returns and stay compliant, on
every shift, including the awkward ones at weekends and evenings? A chain-
level view, stores down the side and critical skills across the top, shows at a
glance which locations are robust and which are one absence from a
problem.

Keyholding is the capability everything hangs on

Some retail skills are nice to have; one is non-negotiable. A keyholder opens
and closes the store, sets the alarm, reconciles the till and runs the shift
when a manager is not there. A store with only one trained keyholder cannot
reliably open, one holiday or sick day and the door stays shut. A store with
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none simply cannot operate independently at all. It is the first column to read
on any retail matrix, because without it nothing else happens.

Consistency across stores is the goal

Customers expect the same experience whether they visit your flagship or a
branch across the country, and research consistently ties poor experiences
to undertrained staff. A retail matrix is how a chain makes capability
consistent rather than accidental: it reveals the store that is strong on
service but thin on stock, or the branch where only one person can process a
refund, so head office can level the chain up rather than discovering the gaps
through complaints.

= WHY IT MATTERS NOW

A thin rota is a lost sale

In retail, a skills gap does not wait politely; it shows up the moment a
customer needs the till that nobody can run or the refund that nobody is
trained to process. With high front-line turnover, keeping every shift
covered is a constant battle, and the matrix is how you win it.
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of organisations of workers' core of employers call
have reliable skills are expected skills gaps the
workforce skills to change by 2030, biggest barrier to
data, so most as retail tech, change; on the
chains manage payments and shop floor they read
store coverage on channels keep as lost sales.
memory and luck. shifting.

Retail has two features that make a skills matrix unusually valuable: it is
shift-based, so a gap is felt immediately rather than eventually, and it has
high turnover, so capability is constantly walking out of the door and being
rebuilt. Together they mean coverage is never "done"; it has to be actively
managed. A matrix that shows, per store, who can open, run a till, process a
return and stay compliant, and where each of those rests on too few people,
turns rota-planning from a nervous guess into a clear, deliberate act, and
keeps the doors open and the tills moving.
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— WHAT IT PROTECTS

Four things a retail matrix safeguards

On a shop floor, a skills matrix protects four things that translate directly

into sales, service and compliance. Each is a daily return on keeping the

grid current.

PROTECTS 01

Shift coverage

By showing who can open, run tills
and supervise per store, the matrix
ensures every shift, including
evenings and weekends, can actually
be staffed with the right capabilities.

PROTECTS 03

Compliance

It tracks who is trained on the
regulated essentials, age-restricted
sales, health and safety, data
handling, so legal duties are met
across every location.

PROTECTS 02

Consistent experience

It surfaces the stores that are strong
or weak on service, product
knowledge and merchandising, so the
chain can level up and customers get
the same experience everywhere.

PROTECTS 04

Flex for peaks

It shows where versatility is strong
enough to absorb seasonal peaks and
staff churn, and where cross-training
is needed before the busy period
arrives.

The common thread is resilience under pressure. Retail is relentless: peaks,
late shifts, sudden absences and steady turnover all test whether a store can
keep running smoothly. A shop where most staff can cover most tasks bends
and copes; one where each job rests on a single trained person breaks the
moment that person is away. The matrix is simply the instrument that shows
head office and store managers which kind of store each one is, and exactly
where to build the cover that keeps the chain steady.

—— THE SCALE BEHIND THE SCORES

The O to b capability framework

A retail matrix needs a clear scale so a rating means the same in every
store. This framework, developed by Dr Alex J. Martin-Smith, provides it.
Level 3, works unsupervised, is the line for genuine cover, and keyholding
typically sits higher, at the trusted Level 4.
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Not required for the role excLupep

The task is not part of this person's role, for example keyholding for a
seasonal sales assistant. Excluded from their score, not counted as a gap.

In training / New starter wezcnTIng 25%

Learning the task under supervision. Up to 75% trained and does not yet fully
understand the standard. Should not run the task alone, for example still
shadowing on the till.

Developing weIicHTING 50%

More than 75% trained. Can do the task under normal conditions, but is not
yet consistent under pressure, so a busy period or an awkward return may still
need support.

Capable WEIGHTING 75% - COUNTS AS COVER

Fully trained, consistent and works unsupervised, handles the till, the floor
and customers to standard. The level that genuinely counts as coverage for a
shift.

Expert / Keyholder / Trainer weicHTING 100%

Trusted to open and close, supervise a shift, handle escalations and train
others. Where keyholding and supervisory capability sit. Reconfirm if a skill
goes unused for a period.

Strategic ownership / Manager uweicHTING 100%

Runs the store, sets standards and develops the team, with impact beyond a
single shift. The purple flag marks your store managers and assistant
managers.
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From individual scores to store coverage

Score each person O to 5 on each skill, and the weightings, Level 1=25%, 2
=50%, 3=75%, 4 and 5 = 100%, with O excluded, give a capability figure.
But in retail the number that matters most is coverage: per store, per skill,
how many people are at Level 3 or above, the people who can do it
unsupervised on a shift. For keyholding, count those at Level 4, since
opening and closing needs that trusted level.

A worked example. Whether a store can reliably open, on the keyholding
column:

Keyholders (L4) at Store C = 1 > the store can open, but
only if that one person is in

one holiday or sick day > no keyvholder, the door stays shut
single-kevholder store = a coverage risk to fix before it

bites.

— SEE IT ACROSS A CHAIN

A multi-store coverage dashboard

Here is a five-store chain read the retail way: each cell counts how many
staff in that store are capable of a skill, and the final column judges
whether the store can reliably open and run a shift. In one view, head
office sees which stores are robust and which are exposed.
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CAPABLE STAFF PER SKILL (LEVEL 3+, KEYHOLDING

LEVEL 4)
Till/ Returns /  Visual Stock / Shift

Store POS Keyholding refunds merch. inventory cover?
Store A
FLAGSHIP
Store B
HIGH STREET
Store C 2 At risk
RETAIL PARK
Store D

i 2 At risk
OUTLET
Store E i 1 Exposed
NEW / POP-UP

@ 01 risk 1 keyholder - thin 2-adequate () 3+-healthy

1 store cannot open independently (Store E, no keyholder) 2

stores one keyholder deep (C and D), a single absence from trouble

lllustrative chain on the Upleashed O to 5 framework. Cells count capable staff; the gate judges whether
the store can reliably open and run a shift.

WHAT HEAD OFFICE READS HERE

* One store cannot open alone. Store E has no trained keyholder and no one
on returns. It cannot run independently, so it needs a keyholder trained or
seconded urgently, the clearest priority on the board.

« Two stores are one deep on opening. Stores C and D each have a single
keyholder. They open fine today, but one holiday or sick day shuts the door,
so a second keyholder is the obvious cross-training move.

* The flagship is the training base. Store A is healthy across every skill, so it
is the natural place to develop and second cover from while the thinner
stores are built up.

¢ Returns is thin chain-wide. Reading down the column, returns capability is
light at the smaller stores, a consistent gap worth a focused, chain-wide
training push.

—— READY-TO-USE EXAMPLES

Example skills to map by retail area

The columns of a retail matrix should reflect what a shop floor actually
needs to run. Here are ready-to-adapt skill lists for the common retail
areas, a starting point to tailor to your format and brand.



Retail area

Example skills to map (the

columns)

Watch out for

Service & sales

Till & cash

Keyholder &
supervision

Stock &
merchandising

Compliance

Customer service, product
knowledge, upselling,

complaint handling

POS operation, payments,
cash handling, end-of-day
reconciliation

Opening and closing, alarm,
shift supervision, escalations

Deliveries, replenishment,
stock accuracy, visual

merchandising

Age-restricted sales, health
and safety, data handling,

loss prevention

Assuming product
knowledge transfers across

very different ranges

Counting "uses the till" as
cover without the
reconciliation skill

Letting a store run on a
single keyholder, no cover
when they are off

Treating stockroom and floor
merchandising as one

identical skill

Tracking that training
happened once, not whether
it is still current

Take the areas your format needs, trim each to the vital few skills, and add

anything specific to your brand, a particular POS, a clienteling approach, a

regulated product line. Keep compliance items current with refresh dates,

since an out-of-date age-restricted-sales briefing is a coverage gap even

when the person is otherwise capable. As always, map enough to be useful

and few enough that store managers actually keep it current across the

shifts.

= AVOID THESE

Six mistakes on a retail matrix

MISTAKE 01

Reading people, not shifts

A store can look skilled on paper yet
have no cover on a Sunday. Read
coverage by store and shift, not just

by person.

MISTAKE 02

One keyholder per store

A single keyholder is a closed door
waiting to happen. Always build a
second, so a store can open whoever
is off.
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MISTAKE 03

Ignoring turnover

Front-line churn erodes cover
constantly. A matrix updated once a
year cannot keep up; keep it live as
people come and go.

MISTAKE 05

Treating all stores the same

A chain-wide average hides the
exposed branch. Read store by store,
since coverage varies hugely across
locations.

MISTAKE 04

Letting compliance lapse

An expired age-restricted-sales or
safety briefing is a gap. Track refresh
dates, not just whether training once
happened.

MISTAKE 06
Mapping everything

An exhaustive list never survives a
busy shop floor. Map the vital few
that decide whether a shift can run.
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—— FROM ROTA GUESSWORK TO CLEAR COVER

The method is free. A ready-made
matrix just makes store cover
obvious.

Everything here works in a blank spreadsheet, and that is a fine
place to start. A purpose-built template just makes the retail view
effortless: score staff on the O to 5 scale, and the coverage counts
per skill calculate themselves, so single-keyholder stores, thin
returns cover and the branches that cannot open independently
stand out at a glance, before they cost you a shift.

i

i

Py
|||||I|||

The Advanced Excel Skills Matrix shows capable staff per skill at a glance, so single-cover
risks and the stores that cannot open independently are obvious, all on the same O to 5
framework used throughout this guide.

TRY IT FREE

£0

The online 5x5
builder maps a
small team in
your browser, with
no sign-up. A fast
way to map a
store.

MOST POPULAR

£199

The full Excel
template: heat
map, coverage
counts, required
levels and
analytics, up to
30 people and 30
skills. One-off,
yours forever.

WHEN YOU ARE

READY

£l

Upgrade to
PulseAl in your
first year for a
living, web and
mobile version
with Al skill
suggestions and
reminders.




—— COMMON QUESTIONS

Quick answers

() What is a skills matrix for retail?

It is a grid mapping store staff against the capabilities a shop floor depends on, till and
POS, keyholding, returns, merchandising, stock and compliance, with a level in each
cell. Across a chain, you read it by store and shift to see which locations can reliably

open and run, and where cover is thin.

(@ Why is keyholding so important on the matrix?

Because a keyholder opens and closes the store, sets the alarm, reconciles the till and
supervises the shift. A store with only one trained keyholder cannot reliably open, one
absence and the door stays shut, and a store with none cannot operate independently.
It is the first column to check on any retail matrix.

() How does a retail matrix help across multiple stores?

It gives head office a chain-level view: stores down the side, critical skills across the
top, coverage counts in the cells. That reveals which stores are robust and which are
exposed, where keyholding or returns cover is thin, and where to focus cross-training,
so the customer experience is consistent across every location.

(Q What skills should a retail matrix include?

The capabilities a shift needs: customer service and product knowledge, till and cash
handling, keyholding and supervision, stock and visual merchandising, and the
compliance essentials such as age-restricted sales and health and safety. Map the
vital few that decide whether a shift can run, and keep compliance items current.

(@ How does it help with seasonal peaks and turnover?

It shows where versatility is strong enough to absorb a peak or a leaver, and where it is
not. With high front-line turnover, capability is constantly walking out, so a live matrix
lets you see cover eroding and cross-train ahead of the busy period rather than
scrambling when a key person leaves.

(@ Dol need software for a retail skills matrix?

No. A well-built spreadsheet with coverage counts works well for a store or a small
chain, and is where most should start. Software helps when you want a live view
across many stores and shifts, with compliance-refresh reminders and coverage that
updates automatically as staff join, train and leave.
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Keep every door open.

You now have the retail method. The quickest way to start is to list your
stores and the skills a shift needs this week, count who is capable of
each per store, and look hard at the keyholding column. The single-
keyholder stores you find are exactly where to cross-train before a
closed door costs you a day's takings.

Try the free 5x5 builder > Get the template, £199

Award-winning method - 148,000+ teams - instant download - single-team licence
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https://www.linkedin.com/in/alexmartinsmith/

Skills Matrix Template — the award-winning Excel skills matrix by Upleashed. skillsmatrixtemplate.com
Powered by Upleashed Limited - upleashed.com
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