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NHIEM VU CHUNG / GENERAL MISSION:

L& tan Spa co trach nhiém don tiép khach, tra 10i tat ca cac cudc goi dién thoai, va dat ché cho
khach Spa dong thoi ban cac san pham ban 1.

The Receptionist is responsible for the Spa reception duties which include welcoming guests,
answering all incoming phone calls, and taking reservations for the Spa. He/she also sells retail
services and products.

Thwc hién cong viéc cia minh mot cach lich sw, an toan va hiéu qua, tuan theo tiéu chuén cla
khach san dam bao dung qui trinh, tha tuc, duy tri tiéu chuan phuc vu.

He/she will be required to conduct their duties in a courteous, safe and efficient manner, in
accordance with the hotel’s policies and procedures, ensuring that a high level of service is
maintained.

TRACH NHIEM / RESPONSIBILITIES:

1. Thwc hién céc bai trj liéu cho khach bao gébm tat ca cac bai tri liéu trong Menu ctia Spa
theo tiéu chuan cliia Spa
Perform Spa treatments to guests including all treatments as detailed on the Spa menu
in accordance with the Spa standards.

2. Nghiém tac thye hién lich phan cong cda quan ly Spa
Strictly follow the roster scheduled by Spa Manager

3. Tham gia cac budi hop/huén luyén dwoc sap xép/yéu cau bdi quan ly Spa

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

4. Doc sb giao ca hang ngay
Read Spa log book every day
5. Co trach nhiém trong viéc lam hai long khach va uy tin cia Spa

Responsible for guest satisfaction and Spa reputation.




10.

11.

12.

1.

B&o cdo cho ca trwdng/ quan ly Spa khi nhan cac than phién cta khach, ngay khi cac
than phién dé da dwoc giai quyét xong.

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

C6 trach nhiém trong viéc vé sinh, ngan nép cutia khu vuc 18 tan, thay d6, phong tap.
Responsible for cleanliness and order of Spa reception area, Locker area and Gym

Lam cong viéc cla Spa attendant khi dwoc sap xép/yéu ciu bdi ca trwdng/ quan ly Spa
Doing Spa attendant job when scheduled/asked by Spa Supervisor /Spa Manager

DPao tao nhan vién maéi khi sap dwoc sap xép/yéu cau bdi ca trwéng/ quan ly Spa

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

Ton trong sw riéng tw ctia khach hang. Tiét 16 théng tin cac nhan cia khach, néi vé co
thé khach 1a diéu nghiém cam

Respect Guest privacy. Talking about guest information, about guest’s body is forbidden
Ban cac bai trj liéu va cac san phdm ban I& cla Spa

Sell treatments and products

Trao dbi théng tin v&i ca trwdng/ quén ly Spa vé cac van dé lién quan

Communicate all appropriate matters to Spa Supervisor /Spa Manager.

CAC TRACH NHIEM / DUTIES :

Doén khach vao Spa mét cach than thién néng hau, dung tén khach khi co thé, phuc vu
khan lanh, nwéc lanh cho khach, d& ddm bao tét chat lwong phuc vu khach hang.
Welcome all Spa guests with a friendly greeting and a warm smile, use their name
whenever possible and provide cold water and hand towels to ensure exceptional
customer service.

Gidi thiéu khach cho nhan vién therapist, hodc dwa khach vao phong tri liéu ( néu nhan
vién thearapist ban)

Introduce guest to the Therapist , or escort the guest to the treatment room (if therapist
is unavailable).

Gidi thiéu Spa va céc dich vu ctia Spa bang cach mé ta cac treatment va sén pham va
ban ching. Ban cac san pham va dich vu va thyc hién day da hé so, tha tuc ban hang.
Promote the Spa and its services to guests by describing the treatments and products

and selling them. Sell services and products and maintain accurate sales records.



10.

11.

Tra 1oi tit ca cac cudc goi dién thoai dén Spa theo tiéu chuén khach san, va x ly cac
yéu cau mot cach lich sy va chuyén nghiép d& dam bao sy hai long ctia khach, trong do
bao gdbm ca dat chd va hiy bd cudc hen.

Answer all incoming phone calls to the Spa according to the hotel standards, and handle
callers’ requests in a professional and courteous manner to ensure guest satisfaction,
including taking reservations and cancelling appointments.

Nhan dat chd cac dich vu spa, sap xép va phdi hop véi déng nghiép cé lién quan dé
dam bao dich vu nhanh chéng. X ly tai xac nhan hang ngay cua cudc hen.

Take reservations of spa services, schedule and coordinate with relevant associates to
ensure prompt service. Handle re-confirmation of daily appointments.

Khi nhan céac céc cudc goi huy bd dat chd, giai thich chinh sach hiy bd huy bd dat chd
va co dong tac can thiét nhw 1a hiy bé lich cla therapist va chuan bj héa don.

When taking cancellation of appointment calls explain the cancellation policy and take
appropriate actions such as cancelling the therapist and preparing the invoice.

Nam rd tat cd cac phwong phap tri liéu va san phdm duwoc cung cap tai Spa dé tra |oi
cac yéu cau cla khach va gidi thiéu khuyén khich khach mua.

Keep abreast of all treatments and products offered by the Spa in order to answer
guest’s requests and promote them.

Khi 1am ca sang m& clra Spa, chuan bj khu vuc 18 tan, va cac khu vic cong cdng cla
Spa dé chuén bi mot ngay méi — mé diéu hoa khong khi, dén chiéu sang, nhac...

When scheduled on the opening shift, prepare the Spa reception desk, and all open area
for the day ahead — turning on air-conditioning, lights, music...

Khi lam ca tbi, déng ca, déng ctra Spa, va cac khu virc cdng cong clia Spa— tat diéu hoa
khéng khi, dén chiéu sang, may vi tinh, nhac...

When scheduled on the closing shift, close down the Spa by turning off all equipment,
lights, music, computers and air-conditioning and close the Spa.

DPam bao khu phong chd, cac khu vwe céng cong, bao gdm ca 16i vao spa ludn ludn
sach, hap dan khach. Tro giup nhan vién therapist chuan bi phong, san phadm khi cé yéu
cau.

Ensure that the waiting areas and other open guest areas, including the entrances to the
spa are clean, inviting & attractive at all times. Help clean and tidy treatment rooms or

prepare all products for therapist when required.
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. Duy tri trén ho so gidy va trén hé théng computer hd so khach hang, sén sang cho nhan

vién thearapist khi can.

Maintain a manual and computerized guests filing system and have the files organised
and readily available for Therapists.

D4t thém hang va trwng bay cac sadn phadm ban 1&. Théng béo ca trwéng / quan ly Spa
khi lwgng hang nay dén mirc cdn mua thém (mirc nay dwoc xac dinh b&i Quan ly Spa).
Restock with products and supplies the retail areas and displays when necessary.
Inform Spa supervisor/manager when supplies are to a particular level (determined by
the Spa Management).

Kiém spa menu, bang gia, t& roi va cac thong tin khac dwa ra cho khach la luén luén
dwoc cap nhat. Néu khong, cé cac xi ly thich hop.

Verify that service menu, price lists, specials, marketing flyers and other information on
display, are always up-to-date. If not, take appropriate corrective actions.

Chao tam biét khach va héi thdm danh gia ctia ho vé Spa . Xac nhan lai dat chd vao
ngay vao ngay hom sau cla khach hodc khuyén khich ho vao d&t thém mét phap tri liéu
ma ho da co trwéc hodc dé thir phwong phap tri liéu méi tuy thudc vao nhu cau cua
khach.

Bid farewell to guests by inquiring about their experience. Confirm the next day’s guest
bookings or encourage them to rebook treatments they have had before or to try
treatments that they have not had before depending on the guests needs.

Lam coéng viéc cta thu ngan va bao cao hang ngay theo yéu cau cla ca trwdng/ quan ly
Spa

Doing cashier work and daily report as request from supervisor/manager

Thyce hién cac nhiém vu cdng tac lién quan khac khi duoc cap trén giao.

Perform other related duties and special projects as assigned by superiors

CAC TRACH NHIEM THEO PUNG QUY CHUAN:

STANDARD RESPONSIBILITIES:

An méc chinh chu, gon gang va ngan nap tai noi lam viéc
Well-groomed, neat and tidy at work
Tuan tha nghiém tac cac quy dinh cia Céng ty va theo Sb tay nhan vién

Strictly comply the Company regulation and Employee Handbook



3. Thuwc hién theo hwéng dan va phan cong cla Trwdng Bo phan.
Implement Department Head’s instruction and assignment
4. Tuan tha kénh théng tin va bao cao ndi bo.
Follow communication lines and report lines
5. Duy tri cac tiéu chuan ctia Khu nghi mat vé chét lwong dich vu va tiéu chuan thyc hién
Maintain the resort standards of service quality and performance standards
6. Tin twdng vao tinh than déng ddi, hop tac véi cac déng nghiép
Believe in teamwork, cooperate with colleagues.
7. Thuwc hién bét ky tac vu bé sung theo yéu ciu ctia Trwdng Bo phan.
Perform any additional tasks requested by his/ her HOD
8. T6i da doc, hiéu va déng y v&i cac mod ta vé cong viéc cla 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: Trwéng bd phan Spa Date:



