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NHIEM VU CHUNG /GENERAL MISSION:

DE& hé tro cho Giam d6c trong viéc 1ap ké hoach, t6 chitc, chi dao va kiém soat cac hoat dong

téng thé va quan ly cia S& theo tiéu chuin quy dinh trong S6 tay Spa. D€ dao tao va thuc hién

cac phwong phap diéu tri Spa chuyén gia véi cac tiéu chuin cao nhat cé thé.

To assist the Manager in planning, organizing, directing and controlling the overall

operations and administration of the Department in accordance with the standards

prescribed in the Spa Manual. To train and perform specialist Spa treatments to the highest

possible standards.

DAO TAO / TRAINING

1. DEhd trg cho Gidm Ddc trong viéc xac dinh nhu cdu dao tao. To assist the Manager in

the indentifying training needs

2. Qui hoach cac chwong trinh dao tao cho cap dwédi. /To plan training programs for

subordinates
3. Dé tién hanh dao tao tai chd. /To conduct on-the-job training

4. DEhG tro va cip nhit sw c6 cong viéc khi can thiét./ To assist with updating task

breakdowns as necessary

QUAN TRI/ ADMINISTRATION :
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1. D& dam bao rang cac hoat dong cta bd tuan thi cac tiéu chuin qui dinh trong sé tay
cua Spa./ To ensure that departmental operations adhere to the standards
prescribed in the Spa Manual .

2. Béo cdo bién cd cua khach/nhan vién To submit Guest / Staff Incident Reports.

Dé bao cdo cdc mat hang bi mat va tim thay. /To report lost and found items

4. PEtham dw nhu sau: /To attend the following:

w

e Cac cudc hop phong ban./ Department meetings.
e (CAac cudc giao ban hang ngay. /Daily Briefings.

Management briefing in the absence of Spa Manager. / Quan li cac cudc hop trong sy
vang mat cua Quan li Spa.

HOAT PONG /OPERATIONAL:

1. DE& thuc hién cic phwong phap diéu tri lien quan dén linh vwc chuyén mén, tiéu chuin
caocé thé.
To perform treatments relating to specialist field, to the highest possible standard.
2. DE€ quan li va ddm bdo cic hoat dong tron tru cia B6 Phéan,
To manage and ensure smooth and efficient operation of the Department.
3. Nghién ctru, danh gia va dé xuat cai tién qui trinh nghiép vu .
To study, evaluate and suggest improvements for operation procedure.
4. DEKiém tra hiéu sudt lam viéc va chai chuét tiéu chuin cua cip dudi.
To check work performance and grooming standards of subordinates.
5. DE cai thién, d6i m&i va cap nhéit tai liéu dao tao chuin.
To improve , innovate and update standards training materials .
6. DE& cung cap cho cac cudc biéu tinh va cac cudc hdi thao lién quan dén linh vuwc chuyén
moén cho khich va nhén vién khi can thiét.
To provide demonstations and workshops relatinngs to specials fields for Guest and
Staff as necessary.
7. D& @dm bao rang tat ca cac hdi thao va cac bai gidng cling dwoc 1én ké hoach va dugc
tham du.
To ensure that all workshops and letters are well planned and well attended.
8. DEhd tro viéc thu thai va phat trién cia cac phwong phap diéu tri va dich vu Spa méi.
To asstit in the conception and development of new Spa treatment and services.
9. H& tro 18 tAn Spa trong gio cao diém.
To assit Spa Reception during peak periods .
10. D€ lién hé véi cac cong ty bén ngoai néu co.
To liase with outside companies whenever applicable.
11. D€ thuc diy cac dich vu cia Spa d€ dat doanh thu t6i da.
To promote the service of the Spa to attain the maximum revenues .
12. P& ddm bdo ring danh sach kiém tra da dwoc lam va dang bi theo doi va hiéu ro.
To ensure that checklists have been made and are being followed and understood.
13. D€ hé trg cho cac to chirc ciia cac nha bao va cac phwong tién truyén thong va thuc
hién cac phwong phap diéu tri khi can thiét.
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To assist in the organization of journalists and media and perform treatments when

necessary.

14. D€ hé tro cho viéc tuyén dung ctia cic thanh vién ctia d6i ngd nhin vién néu can thiét.
To assist in the recruitment of members of staff if necessary.

15. Xt li cac khiéu nai ca khach va ghi lai tit ca cac y kién cda khach.
To handle guest complaints and record all Guest comments .

16. D€ ho tro viéc thuc day cac goi ngay.
To assist in the promotion of day packages .

17. D€ hé trg cac chwong trinh khuyén mai san phdm va x li hanh chinh twong doi .
To assist in organization of product and treatment promotions including relative
administration

18. D€ hé tro trong viéc cung cip cac bai bao lién quan dén linh vuc chuyén mon cho cac
4n pham ndi bd va bén ngoai
To assist in providing articles relating to specialist field for internal and external
publications

TO CHU’C /ORGANIZATIONAL:

1. DE thiét1ip cac moi quan hé khach hang.
To establish good guest relations and rapport.

2. Ban hanh Nhirng yéu cau céng viéc va stra chira dé€ bao tri.
To issue Job Requisition and Repair Order for maintenance.

3. DEkiém tra va theo doi viéc stra chira va bao tri ctia b6 phén.
To check and follow up on the repair and maintenance of the Department.

4. DE dam bdo cac tiéu chuln cao cla sw sach sé trong bo phan.
To ensure high standards of cleanliness in the Department.

5. D& bdao cdo nhiém vu ding gio va mac dong phuc ding.
To report for study punctually wearing the correct uniform .

6. DEhG tro cho viéc xdy dung mot doi ngd hiéu qua cia nhan vién bang cach 14y moi
quan tim tich cwc trong phic loi, an toan va phat trién cua ho.
To assist the building of an efficient team of employees by talking an active interest in
their welfare ,safety and development.

7. DE cung cap dich vu lich sw va chuyén nghiép & tat ca cac lan.
To provide a courteous and professional service at all times.

8. DE& c6 su hiéu biét day du va tudn thu cac qui tic va qui dinh nhan vién ctia Khu nghi
dudng .
To have a complete understanding of and adhere to the Resort’s employee rules and
regulation.

9. D& c6 mot hiéu biét ddy du va tudn tha chinh sach ctia Khu Nghi Dwdng c6 lién quan
toi chay, vé sinh, strc khde va an toan.
To have a complete understanding of and adhere to the Resort’s policy relating to fire
, hygiene, health and safety.

XU Li NHAN VIEN/ EMPLOYEE HANDING:



1.

4,

D& dam bao rang tit ca cac nhan vién bio cdo cho nhiém vu ding gi,m3c ddng phuc
ddng va phu hiéu tén & tat ca cac lan.

To ensure that all employees report for duty punctually wearing the correct uniform
and name badge at all time

D& dam bao rang tit ca cic nhan vién cung cip dich vu lich s va chuyén nghiép & tat
ca cac lan

To ensure that all employees provide a courteous and professional service at all time.
D€ dam bdo rang tit ca cac nhan vién c6 hiéu biét day du va tuan thi cac qui tic va
qui dinh ctia nhan vién cia Khu nghi duwdng.

To ensure that all employees have a complete understanding of and adhere to the
Resort s employee rules and regulations.

D& dam bdo rang tit ca cac nhan vién c6 hiéu biét day da va tuan thi chinh sach cia
Khu Nghi Duwdng c6 lién quan dén chay , vé sinh, sttc khde va sy an toan.

To ensure that all employees have a complete understanding of an adhere Resort’s
policy relating to fire , hygiene and safety .

CAC TRACH NHIEM THEO PUNG QUY CHUAN:

STANDARD RESPONSIBILITIES:

1.

An mic chinh chu, gon gang va ngan nip tai noi lam viéc

Well-groomed, neat and tidy at work

Tuan thu nghiém tic cac quy dinh cia Cong ty va theo S6 tay nhén vién
Strictly comply the Company regulation and Employee Handbook

Thuc hién theo hwéng dan va phan cong ctia Truwéng Bo phan.

Implement Department Head’s instruction and assignment

Tuan tha kénh thong tin va bao cao noi bd.

Follow communication lines and report lines

Duy tri c4c tiéu chuidn ctia Khu nghi mat vé chit lwgng dich vu va tiéu chuin thyc hién
Maintain the resort standards of service quality and performance standards
Tin twéng vao tinh thin dong déi, hop tac véi cdc dong nghiép

Believe in teamwork, cooperate with colleagues.

Thuc hién bit ky tac vu bd sung theo yéu ciu ctia Truwdng Bo phan.

Perform any additional tasks requested by his/ her HOD

T6i da doc, hiéu va déng y véi cic mo ta vé cong viéc cua toi.

[ have read, understood and agree to these description of my job.

én: NHAN VIEN Ngay:



Signed: Employee

Ky tén: SPA MANAGER

Signed: Trwdng bd phan Spa

Date:

Ngay:
Date:




