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Part-Time to Full-Time Transition Process Guide 
35 Hour Non-Management 

 

Introduction Offering Service Professional positions with benefits to our employees helps us 
retain the right people to support store success. This guide includes: 

• How to identify the number of available Service Professional positions at 
your store. 

• Employee eligibility criteria. 
• Tips on which employees to choose for Service Professional roles 
• The process to transition your store to the 35-hour, non-management 

staffing model. 
• Using the Project Imagine Dashboard to enter and track decisions. 
• Sample messaging to communicate decisions to your employees. 

 

Number of 
Available 
Positions 

Managers will be provided with the total number of full-time positions available for 
their store, excluding Store Manager. Managers will determine the number of open 
Service Professional positions by subtracting their current full-time employees from 
this number. 

Example: If you have a total number of 20 full-time positions, excluding Store 
Manager, and you currently have 8 full-time Assistant Managers and 1 full-time Sr. 
Assistant Manager, you will have 11 open Service Professional positions. 

 

Eligibility 
Criteria 

All part-time employees will be required to complete the Service Professional Interest 
Survey on the KC which offers them an opportunity to indicate if they are interested 
in a Service Professional role. 
To apply for a Service Professional role, employees must be: 

• Able to work a minimum of 35 hours, on a consistent basis 
• Available 5 days a week, 7 hours shifts 
• MN:  There are no restrictions that would prevent minors ages 16 or 17 from 

working in a Service Professional role. 
 
IMPORTANT:  All part-time employees are required to complete the Interest survey.  

 

Selection Tips Managers will work with their VP and AVPs to determine who will be selected to fill 
the Service Professional roles. 

If there is more interest than full-time positions available, selections can be based on 
various factors, including: 

• Level of current certification 
• Time in the role 
• Willingness to transfer to another location 
• Performance: Aligns with principles of IOOGA 
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Selection Tips 
(continued) 

Note:  Please consider transfer opportunities for those employees who have 
indicated they would be willing to transfer. 

When making Service Professional selection decisions, it is important to select 
employees who display a welcoming attitude, a team-oriented mindset, and a strong 
work ethic. 

You may consider employees who do not yet have the experience or skills that are 
usually expected for Service Professional roles as you will be able to provide the 
coaching and training necessary for their success.   

 

Employee 
Interest Intake 
and 
Transition 
Process 

Follow this process to fill open Service Professional positions during the one-time 
transition process. After the one-time transition phase ends for your store, use the 
applicable Job Change Form on the KC to make changes. 

Stage Who Action 
1 Manager,  

VP, AVP 
Announce the availability of new Service Professional 
positions in   which all eligible part-time employees can 
apply. 

2 Manager Meet with all part-time employees to review the 
following: 
• Review new Service Professional staffing 

opportunities 
• Explain eligibility criteria 
• Review the Employee Benefits Offerings document 
• Review the Employee FAQ document  
Instruct ALL part-time employees to complete the 
interest survey on the KC during their work hours.  
https://survey.alchemer.com/s3/6762734/ft-interest  

3 ALL part-time 
employees 

Complete the survey on the KC to indicate interest or 
non-interest in a Service Professional position. 

4 Manager Review the survey dashboard each day to ensure that 
all part-time employees have completed the survey 
before it closes. 

5 Manager Conduct interviews with eligible employees who have 
expressed interest in a Service Professional position. 

6 Manager,  
VP, AVP 

Review the survey dashboard and work together to 
select employees to fill the new Service Professional 
positions; enter decisions into dashboard. 

If applicable, work together to identify transfer 
opportunities for employees open to transferring to 
another store with available Service Professional 
positions; enter decisions into dashboard. 

Once submitted, decisions will be sent to the Workday 
and Payroll teams for processing. 

 

 

 

  

https://survey.alchemer.com/s3/6762734/ft-interest
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Using the 
Dashboard 

Use the Project Imagine KC Page Dashboard to see employee interest, enter 
decisions, and track approvals. Dashboard views vary by role.  

  
 

 

 

 

 

Sample 
Messaging 

Managers should have a conversation with all employees informing them of whether 
or not they were selected for a Service Professional position.  

Situation Sample Message 
Employee…  

Selected for a 
Service 
Professional 
position 

Thank you for expressing interest in one of our open Service 
Professional positions.  You have been selected to fill one of the 
available roles and I’d like to talk with you about the details. 

Not selected 
for a Service 
Professional 
position 

Thank you for expressing interest in one of our open Service 
Professional positions. We have selected the employees who will 
be transitioning into the available Service Professional roles but 
unfortunately, do not have a Service Professional position for you 
at this time.  As more Service Professional roles become 
available, you will be able to apply again.   

Approved for 
transfer 

You indicated that you would be interested in hearing about 
Service Professional opportunities in other stores if there weren’t 
any Service Professional positions available for you here.  I would 
like to talk with you about the transfer opportunities that are 
available for you. 

 

 

 

Contact If you have questions, contact your AVP. 
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