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NHIEM VU CHUNG /GENERAL MISSION:

Nhén vién tri liéu chju trdch nhiém thwc hién cdc bai tri liéu dénh cho tét ca khdch hang véa bdn cdc

phwong phdp tri liéu khi c6 thé.

The therapist is responsible for delivering treatments available to all guests and for selling

treatments where possible.

Thuc hién céng viéc thearapist cda minh mét cdch lich sw, an toan va hiéu qud, tuén theo tiéu

chuédn cta Khu Nghi Duéng dam béo ding qui trinh, tha tuc, duy tri tiéu chuén phuc vu.

He/ she will be required to conduct their duties in a courteous, safe and efficient manner, in

accordance with the Resort’s policies and procedures, ensuring that a high level of service is

maintained.
TRACH NHIEM / RESPONSIBILITIES:

1. Thuc hién cdc bdi tri liéu cho khdch bao gém tét ca cdc bai tri liéu trong Menu cua Spa theo

tiéu chudn cia Spa

Perform Spa treatments to guests including all treatments as detailed on the Spa menu in

accordance with the Spa standards.

2. Nghiém tic thuc hién lich phdn céng cta qudn ly Spa

Strictlk follow the roster scheduled by Spa Manager

3. Tham gia cdc budi hop/hudn luyén duoc sdp xép/yéu céu bdi quan ly Spa

Attend all spa meeting/training scheduled/asked by Spa Manager.

4. Doc sé giao ca hang ngay

Read Spa log book every day

5. C6 trdch nhiém trong viéc lam hai long khdch va uy tin cua Spa




10.

11.

12.
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Responsible for guest satisfaction and Spa reputation.

Bdo cdo cho ca trwdng/ qudn ly Spa khi nhdn cdc than phién cla khdch, ngay khi cdc than
phién dé da duworc gidi quyét xong.

Report to Spa Supervisor /Spa Manager when receive any complaint from guest, even the
complaint is already solved.

C6 trdch nhiém trong viéc vé sinh, ngdn ndp clia phong nhén vién va tét cd cdc phong tri liéu.

Responsible for cleanliness and order of Staff room, and all treatment rooms

Lam céng tdc 1€ tén Spa va céng viéc cla Spa attendant khi duoc sdp xép/yéu cu bdi ca
trwdng/ quan ly Spa

Doing Spa reception and Spa attendant job when scheduled/asked by Spa Supervisor /Spa
Manager

Dao tao nhén vién mdi khi sap durorc sdp xép/yéu céu bdi ca trudng/ quén ly Spa

Train new staff when scheduled/asked by Spa Supervisor /Spa Manager.

Tén trong su riéng tw cua khdch hang. Tiét 16 théng tin cdc nhdn cdu khdch, néi vé co thé
khdch la diéu nghiém cam

Respect Guest privacy. Talking about guest information, about guest’s body is forbidden

Bdn cdc bai tri liéu va cdc sén phdm bdn 1é cda Spa

Sell treatments and products

Trao déi théng tin vdi ca trudng/ quédn ly Spa vé cdc vén dé lién quan

Communicate all appropriate matters to Spa Supervisor /Spa Manager.

BAT DAU NGAY LAM VIEC / START WORKING DAY:

1.

C6 mdt tai Ié tén Spa it nhdt 10 phlt trudce gicr vao ca.
Report at Spa Reception at least 10 minutes before the shift start.
Daém bdo ding tiéu chudn vé sinh cd nhén: téc gon gang, déng phuc ding qui dinh, mdng tay
dwoc cdt ngdn.
Make sure well grooming as standard: tidy hair, proper uniform, nails are shot cut.
Kiém tra s6 ddt ché trudc. /Check Appointment Schedule.
Nhan béng théng tin khdch hang tir 1€ tén va doc ky.
Receive Guest information from Reception and study it carefully.
Sdp xép phong hay khu vuee Iam viéc theo lich duwoc phén.
Set up the room or station according to the treatment scheduled.

Thure hién cdc cbéng viéc theo qui dinh ctua Spa, bao gém:
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Undertake the activities according to the spa’s policy, including:
- Bt cdc cbng tdt dién can thiét. Switch on relevant power sockets.

- Kiém tra dé ddm bdo cdc céng cu dung cu trong tinh trang lam viéc tét.
Ensure equipment is in good working orde.
- Kiém tra @€ dédm bdo sGn phdm dd sé lwong va con dd ding .
Ensure all products are accounted for and at adequate levels.
- Kiém tra dé dém bdo phu liéu, dung cu di s6 lwong va con dd dung .
Ensure all utensils and tools are accounted for and at adequate levels.
- Kiém tra dé dém bdo khdn con du dung .
Ensure there is an adequate supply of towels.
- Kiém tra dé ddm bdo phong/ khu virc lam viéc sach, ngén ndp.
Ensure room/station is clean and tidy
- T4t cd nhan vién phai goi trwdc 1 tiéng néu mudn thay d6i ca lam viéc
All shift workers must callin __ minutes to one hour prior to shift.
- Kiém tra lich lam viéc trudc khi bat dau mot tuan mai.
Check on your shift schedule before the start of the new week.

TRONG CA LAM VIEC / DURING A WORKING DAY:

1. Nhdn khdch dung gio theo phén cong.

Receive guest on time according to treatment schedule.
2. Thuec hién cdc bai tri liéu theo tiéu chudn. /Perform the treatment as standard.
3. Phuc vu tra va khdn néng sau bai tri liéu.

Serve tea and hot towel after the treatment.
4.  Sap sép phong/khu vire lam viéc cho bai tri liéu tiép theo trudc khi khdch hang tiép theo dén

Set up treatment rooms/stations according to the next appointment before the client arrives.

KET THUC NGAY LAM VIEC /FINISH A WORKING DAY :

1. S8p sép phong/khu vure lam viéc/ phong nhén vién theo tiéu chudn.
Set up treatment rooms/stations/staff rooms as standard.

2. Kiém tra lén cudi toan bd Spa néu ban la therapist cudi cling trong ngay.
Doing the last check if you are the last therapist of the day.

3. Dbi khdn vdi bd phén gidt lo.
Exchange dirty linen with laundry.

4. Tat toan b6 dén, mdy lanh, cdc trang thiét bj dién...

Turn off all light, AC, equiptment...
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5. Bdo cdo cho ca trudng/ quén ky Spa néu cé dé vé/ mat mdt hay thiéu hut sén phdm dung
cu...
Report to Spa supervisor/Spa Manager if any broken/missing happen or short of
product/tools...

6. Thuec hién cac nhiém vu khdc cé lién quan va cac dy an déc biét theo phan cdng cla cip trén

Perform other related duties and special projects as assigned by superiors

HARASSMENT: /QUAY ROI

1. Khi d8i mat vdi s quay roi, dirng hodng so va gilt binh tinh.
When facing harassment, do not panic and remain calm.

2. Thoéng bao cho khach hang mét cach lich su rang cac dich vu duoc cung cap 1a dung cho dich vu Spa
chuyén nghiép va khong cé gi khac; "Xin 16i ngai, ching t6i chi cung cap dich vu Spa chuyén nghiép.
T6i s& danh gid cao néu ban co thé cho phép tdi ti€p tuc ma khéng can phan tam. "

Inform client politely that the services provided are strictly for professional Spa treatment and
nothing else; “Excuse me sir, we only offer professional Spa treatment. | would appreciate if you
can allow me to continue without any distraction.

3. If client still persists, politely excuse yourself from the treatment room; “Please excuse me sir”. Néu
khach hang van con, lich sy tha thit cho minh tir phong diéu tri; "Xin vui Iong cho téi xin 16i thua
ngai".

4. Ngay lap tirc cdnh bao cho gidm thi / quan ly cla tinh hinh.

Immediately alert your supervisor/manager of the situation.

5. Tailiéu tinh hinh bdo cao phu hop.

Document the situation on appropriate report.
KEY POINT

1. Giit binh tinh
Remain calm.

2. Lich sy, 1am cho mét nd lyc dé thong bao cho khach hang
Politely, make an attempt to inform client.

3. Xin |6i minh va cdnh bao ngay 1ap tirc gidm sat / quan ly.

Excuse yourself and immediately alert supervisor/manager.

4. Moisuy cd déu dugc ghi chép lai.

All incidents are documented.



CAC TRACH NHIEM THEO PUNG QUY CHUAN:
STANDARD RESPONSIBILITIES:

1. An mac chinh chu, gon gang va ngan nip tai noi lam viéc
Well-groomed, neat and tidy at work
2. Tuln thd nghiém tdc cac quy dinh cia Cong ty va theo S6 tay nhan vién
Strictly comply the Company regulation and Employee Handbook
3. Thuc hién theo huwéng dan va phan cong cia Trwdng B phan.
Implement Department Head’s instruction and assignment
4. Tuan thu kénh thong tin va bao cao noi bo.
Follow communication lines and report lines
5. Duy tri cac tiéu chuin ctia Khu nghi mat vé chit lwgng dich vu va tiéu chuin thuc hién
Maintain the resort standards of service quality and performance standards
6. Tin twdng vao tinh thin dong doi, hop tac véi cac dong nghiép
Believe in teamwork, cooperate with colleagues.
7. Thuc hién bit ky tac vu bd sung theo yéu ciu ctia Truwdng B phan.
Perform any additional tasks requested by his/ her HOD
8. Téi da doc, hiéu va déong y véi cdc mé ta vé cong viéc cia toi.
[ have read, understood and agree to these description of my job.
Ky tén: NHAN VIEN Ngay:
Signed: Employee Date:
Ky tén: SPA MANAGER Ngay:

Signed: Trwdng bo phan Spa Date:
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