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Décor Manager  
Location: Vaughan, ON 
Employment Type: Contract 
Department: Décor Studio 
 
As an award-winning visionary homebuilder in Ontario, DECO continues to innovate through 

architecture, design and premium community locations across the Greater Toronto Area.  

 

The Role 

In keeping with our core beliefs, DECO is looking for a Contract Décor Manager to join our team and 

help lead our Décor Studio and Décor Department. We are looking for someone who can convey our 

customer focused philosophy, and excel in a fast-paced, well organized environment.  

 

Responsibilities may include:  

▪ Review & approve all décor selections and colour charts.  

▪ Client liaison with homeowners related to décor selection concerns and/or upgrade matters. 

▪ Setting the décor appointment completion deadlines for all Décor Specialists. 

▪ Review, approve and track all décor commission statements. 

▪ Coordinate the hiring process for decor specialists, including sourcing, screening, interviewing, 

and onboarding, ensuring alignment with company values and standards. May be required to 

perform any décor selection appointments as required, which may include Model Homes, 

Inventory homes, or appointments as needed in the absence of any décor specialist. 

▪ Managing any discontinued or reselection needs, and facilitating communication with the 

Construction Team as necessary. Conducting meetings with suppliers and overseeing the 

management of all decor showroom samples to maintain an up-to-date showroom with 

undamaged samples. Supervise & maintain proper lot files and communication records for any 

décor appointments performed, alongside  communication with homeowners. 

▪ Work closely with all departments for any projects that may require the décor studio or design 

related input. 

▪ Ensuring the accuracy and currency of relevant disclaimers, checklists, sketches, kitchen 

layouts, and other documentation as required. Coordinate with our agency of record and 

contracts department to produce décor blacklines and relevant kitchen layouts.  

▪ Coordinating and managing décor events and attending relevant training sessions and seminars 

as necessary.  

Development and implementation of best practices and procedures with respect to the décor 
studio, its processes, files, and record keeping. 

▪ Data entry & record keeping of all décor related master files in our office server. 

▪ Supervision of all completed colour charts into our online portal for construction/ trade access.  
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Job Requirements: 
▪ Minimum of 3 years work experience in a similar role. 

▪ Capability of managing large tasks and multiple tasks at one time (requires flexibility to work 

weekends as required). 

▪ Excellent project management skills. 

▪ Enthusiastic and friendly, with a demonstrated customer-centric orientation and experience 

working with people from a variety of demographics and cultural backgrounds. 

▪ Strong computer literacy including use of email software, Microsoft Office products.  

▪ Prior experience working with NewStar Enterprise is a strong asset. 
▪ Must possess strong organizational abilities and be capable of identifying and meeting 

deadlines while effectively managing numerous priorities within a dynamic and fast-paced work 

environment. Highly articulate and well-presented leader. 

▪ Successful leadership skills to address any situation which requires client conflict resolution.  

 
Compensation for this role will be competitive and commensurate with experience. If you meet the 

requirements, please email your resume and references to vanessa@decohomes.ca.  

mailto:info@decohomes.ca
mailto:vanessa@decohomes.ca

