
Your Vector Office 



Congratulations! A lot of hard work, determination and skill went into getting you 
where you are today, ready to start setting up your very own office. Now you’ve 
arrived at the fun part. It’s time to start getting things set up! This guide has been 
developed to help make your office set up process as easy, fun and effective as 
possible. As always, if you have further questions your District Manager is a 
great person to talk to about possible office set up dilemmas. Every space is 
slightly different, and we have made many different office layouts work over the 
years.  

Keys to a great office set up: 

1. Your office is your prospectus.  
You might have put your sample kit away for awhile, but that doesn’t mean that 
you are done selling. Whether it’s selling an applicant on coming to training, 
selling a rep on following the program, or selling a receptionist on the importance 
of same day scheduling, your success as a manager depends on your sales 
ability. For every single area of your office you want to be thinking: “What am I 
selling here? Is my office setup optimized so that what people are looking at is 
helping to influence them in a positive way?”   
 
2. It doesn’t have to be expensive, but it does have to be organized.  
When running any business, profitability is key. You don’t need to have all new 
furniture and a professionally decorated space to run a high level Vector office. 
What you do need is a neat, organized, professional looking space. That means 
finding an organized way to store supplies and paperwork, emptying the 
garbages regularly, and making an effort to keep things neat and tidy. 

With those two keys in mind, let’s take a look at some different areas of your 
office.



Making Yourself Visible 

Your office looking great on the inside doesn’t do you much good if applicants 
struggle to find you. Making sure your office is as easy to locate as possible is 
key to having a great interview show. Some areas to consider:

• Does your building have a building directory in the lobby? Make sure you 
talk to your landlord about how to get your office on it.

• Door to your office.
• Outside door on the building leading into your office space, ask if you are 

able to put a sign here. 
• Windows: Vector signs or banners in windows are a great way to increase 

your office’s visibility.  
• Other signage opportunities: if you are opening a District office, and are 

planning on being in your current office space long term, looking into other 
sign opportunities like being included in a sign tower or having a large sign 
made for the outside of the building can be a great investment. 



Interview Room

Checklist:
• Desk
• Chairs (30+)
• Whiteboard
• TV
• Table for applications
• Clipboards
• Pens
• Posters on walls
• Magazines
• Welcome sign

Some things to consider when setting up your interview space: 
• Ask yourself: If I was an applicant, would this room make 

me more confident or less confident about accepting a job 
here?

• What stands out to applicants when they are looking at this 
space? Sit where someone in your interview would sit. 
What do you see on the walls?

• At this point what you are promoting is Vector as a great 
work opportunity. Things like our corporate vision, 
academic advisory board, front row foundation posters, 
scholarship brochures and testimonials from past reps and 
also Cutco customers are great to have here. 

• Another great thing to have visible is posters with pictures 
of people on them. Use the Vector opportunity poster 
provided, and once you have a good collection of pictures 
of your own team, make those into a poster. You never 
know when someone in your interview will recognize one 
of their friends on your team!



Framing posters is a great way to add a professional 
feel to your office. For inexpensive frames, check out 
garage sales and second hand stores for pictures with 
frames you can reuse.

If you have access to old scholarship and race for 
charity plaques you no longer want to display, take 
them apart and reuse them as a great frame for 
anything letter sized!

When hanging anything not in a frame, use small nails 
or clear thumb tacks, and make sure you are using 
them on all four corners of what you are hanging. 

The Science of Chair Setup
Gage how many chairs to set up based on how many people you have set for an interview or 
training. It’s better to add a few chairs in as people arrive, vs have people wondering why 
they are in a room full of empty chairs. You want to have at least 30 chairs available in your 
office, but just because you have them, doesn’t mean they all need to be set up!

On the other extreme, if you are expecting a particularly small group, it’s fine to have a few 
extra chairs set up to help fill in the space a bit. Two chairs set up in an empty room looks 
weird. Use your judgement. 

When adding in chairs and setting up your interview room, look to make longer rows vs more 
rows. The closer people are to the front of the room, the easier it is to influence them with 
your energy.

When setting up your rows, stagger the chairs so that people are able to see between the 
heads of the people in front of them.  



A table in your interview room is great place to put 
application forms, clipboards, pens and other interview 
essentials.  
 
It’s a great idea to have magazines available in your 
interview room to help applicants pass the time while 
they are waiting. 

Try to have about 8-12 office appropriate magazines 
that would appeal to a variety of people available in 
your interview room. Choose sports, fashion and gossip 
magazines that your applicants are likely to pick up and 
read to pass the time. 

 The Magazines in the picture below are a great 
example of what NOT to feature. Success and Money 
Sense are great magazines for YOU to read, but are 
probably not a magazine your average applicant is 
going to pick up and read for fun. 

An easily noticeable sign with 
directions for applicants walking is 
great for directing people when you are 
not able to be in the room. This is a 
great second use for your campus 
whiteboard and easel. 



Your Office

The walls of your personal office should be set up for 
functionality when conducting things like interview 
prescreening, interview posts, and PCs. The walls of your 
personal office are all about selling you. This is the place to 
showcase your promotion plaque, personal trophies and 
awards, and a great place to hang your degree!  
 
Make sure your office is organized. A small filing cabinet is 
a great way to keep track of the multitude of papers that 
have a tendency to accumulate in this room.  A bookcase 
can be a great place to display trophies and of course your 
business book library. 

Checklist:
• Desk
• Office Chair
• Applicant chairs (2 or 

3)
• Filing system
• Plaques for walls
• Office supplies



RA Space

Checklist:
• Desks
• Office chairs
• Computers
• Phones
• Headsets
• RA binders
• Office supplies
• RA posters
• Bulletin board
• Small whiteboard for 

PR tracking

Your Assistant Office should be set up as a comfortable, functional and organized space 
for what are, next to you, the most important members of your team! 
 
The walls of your RA office should be promoting programs, reinforcing standards and 
goals, and celebrating the success of your RAs.  
 
Bulletin boards are a great thing to have here. RAs can post phrases that they are working 
on incorporating, personal photos, and notes of encouragement and recognition that they 
receive. Your weekly RA schedule with phone numbers for each RA printed below is also a 
helpful thing to have posted. A posted schedule makes sure everyone is clear on hours, 
and accessible contact info is great to have in case things come up.  
 

Pro Tip:
Print out the weekly RA 

newsletter sent out by your 
DRM. Highlight the success 

of your office’s RAs for 
everyone to see!



Training and Meeting Room

Depending on your office setup, your training room 
and interview room might in fact be the same room. If 
that is the case, you may have a bit of poster change 
over to do when getting ready for training each day.  
 
When putting up posters in your training room, you 
want to fit as much as possible on the front wall, the 
wall that your trainees and reps will be staring at most 
of the time. Posters to prioritize for the front of the 
room include the fast start banner and poster, PR 
program poster and tracking board, dirty 30 poster, 
conference posters and program posters like Keys to 
Success and MAC customers. 

Checklist:
• Desk
• Chairs (30+)
• Whiteboard
• TV
• Apple TV
• Table for Cutco(set 

up during training)
• Posters on walls



Promotion Ideas

Let your walls help you with promotion! 
Here are a couple of ideas for conference 
promotion. The picture on the right is the 
conference sign up poster surrounded by 
handwritten conference testimonials 
collected at a team meeting following the 
previous conference. 

Make sure your “Future of Vector 
Canada” poster is up somewhere 
where reps are going to have a 
chance to look at it. If you are a DM, 
make sure to mark territories on the 
map you’ve been sent. 

Printing off the Friday reports, 
highlighting the reps on your team 
and posting the reports on a bulletin 
board, is a great job to delegate to 
someone on your team.



Changing up the look of your main 
meeting space before a team meeting 
can do a lot to help with program 
promotion and team meeting atmosphere.  
 
Have your team stay to help you create 
posters after a meeting as a team night 
event. 

Ideas for posters:
• Morning Phone Jams
• Field Training
• Active Advertising
• Key Staff
• 5 demos a day
• Push Week
• Set Sale Tracking

Use theme nights to help promote 
contests and events. For example, 
Canada day long weekend, have 
everyone come dressed in red and white, 
have your key staff help decorate the 
room before reps arrive.  
 
Ideas for theme nights:
• Turn around week(have everything in 

the room turned to the opposite side)
• Pop week(Pop, pop corn, pop balloons 

ect)
• Canada Day

Team Meetings



Rep Space

Reps who are coming into the 
office to make calls are going to 
make more calls and therefore 
more money this summer. Having 
some kind of workspace set up 
where reps are going to feel 
comfortable calling when they do 
come in is going to help your 
phone jam attendance. Depending 
on office size, you are probably 
not going to have a designated 
room for this. A table set up or a 
couple of desks reps can work at 
is great. This is a great place to 
put up posters relating to phone 
calls, rep contests and 
conferences. 

Pro Tip:
A fridge and microwave 

are not only great to 
have for your reps and 
RAs to use, they will 
save you money by 
allowing you to pack 

lunches vs eating out. 



Storage and Organization
Getting your storage room and papers organized when you first open your office will save a lot 
of headaches as things start to get busy. When evaluating your organization system, a great 
question to ask yourself is “If an assistant had to take over my office tomorrow, would they be 
able to easily find and put away everything needed?” Tidying and filing is a great thing to 
delegate to key staff members.  

Some offices may have built in shelving in a storage room, in most spaces, you will be setting 
up an empty room. Plastic storage shelves like the ones pictured below are a great option in 
that type of scenario. Filing cabinets and cardboard bankers boxes(can be found at staples), 
are great paper storage options. 

As the most valuable item you are likely to have in your office, pay special attention to sample 
kit storage. Ideally they are stored in a locked storage room or cabinet. If locking them up is not 
an option, store them somewhere out of sight like under a table with a table cloth over it. 
Number your sample kits to 40 and give them out in reverse number order so you always know 
how many you have left. 


