CHAMPNEYS HEALTH RESORTS

JOB DESCRIPTION

JOB TITLE:


Day Spa Manager

RESPONSIBLE TO:
             Retail Operations Manager / 

                                                   Group Spa Development Manager 
RESPONSBILE FOR:
            All Employees Within The Spa Department 

HOURS:                                     40 Hours per week

PLACE OF WORK:                    Champneys Day Spa, Guildford
POSITION OVERVIEW:

To ensure the effective and efficient running of the Spa by recruiting, developing, training and motivating a cohesive team of staff to carry out treatments and client care to the industry’s highest standards.  Control costs of running the department and meeting departmental and employee productivity.
Attendance and contribution Management Meetings.  

Ensure that positive and effective inter-departmental communication takes place at all times.

RESPONSIBILITIES

	1. Assessment and recruitment of required staff.

	

	2. Interview and selection of staff.

	

	3. All new staff to receive a detailed departmental induction and company induction. To motivate monitor and encourage the team reach their financial targets on a daily  and weekly basis to achieve target

	

	4. To ensure the company standards of merchandising, hygiene and cleanliness are in evidence across the spa.

	

	5. Ensure a daily meeting is conducted with all the team members to ensure a clear focus for the a day ahead

	

	6. Follow the specified marketing plan and execute all aspects to the best of your ability

	

	7. Complete a comprehensive check of the department before it opens and during the day, arranging for any necessary jobs to be completed.  Carry out room audits every day to ensure high standards are carried through 

	

	8. Allocate duties to staff with free time

	

	9. Ensure that all H.R  procedures are followed at all times

	

	10. Order stock in line with company procedures and budgets

	

	11. Payroll – Complete accurately on a weekly basis and on time

	

	12. Complete all financial paperwork correctly and on time

	13. Ensure the treatment desk is supervised at all times.

	

	14. To motivate and encourage the team to reach their set sales target.

	

	15. To ensure standard dress code is adhered at all times

	

	16. Rostering of staff to meet business needs. To increase revenue via daily desk sales/ change of rota / offer annual leave / un-paid to maximize the utilisation. 

	

	17. Arrange monthly and quarterly meetings for department.

	

	18. Rewarding and praising hard workers and staff achievements.

	

	19. Ensure all staff are trained and developed to their full potential.

	

	20. Development of Deputy Spa Manager  / Assistant Manager role and associated operating procedures.

	

	21. Appraisals and bonus review at appropriate times linked to the business plan.

	

	22. Ensure all new staff receive a three month Job Chat and 6 month probation review.

	

	23. Ensure a positive flow of information between departments and staff.

	

	24. Workload to all staff is evenly distributed.

	

	FINANCIAL

	

	25. Operate a revenue development plan in treatment and product sales.

	

	26. Control costs of sales.

	

	27. Control staffing and operating costs.

	

	28. Stock levels and movement controlled in line with accounting guidelines.

	

	GUESTS

	

	29. All front line people are trained in the standards and procedures required.

	

	30. Complaints are analysed and training carried out when needed.

	

	            SAFETY

	

	31. Safety of all staff and guests in your area at all times, but particularly in the event of a fire.

	

	32. Ensure all members of staff are aware of actions to be taken in the event of a fire, ensure safety of all equipment at all times.

	

	33. Be aware of any hazardous substances in use within your department, if they are notifiable substances notify your Health & Safety Officer in order that they may be registered.

	

	34. Ensure that all members of staff are aware of all aspects of safety connected with their jobs.

	

	35. Ensure that all members of staff are wearing protective clothing if necessary for a particular job or treatment.

	

	36. All members of staff must be properly trained and qualified before doing any treatment/class.

	

	37. Maintain first-aid box within your department.

	

	38. Ensure you have a first-aid qualified person on duty at all times and ensure that other members of staff are aware of the names of the first-aid qualified people.

	

	39. In the event of any accident, ensure written notification in the company accident book and in your department diary.  

	


If you are a dedicated, motivated and positive individual with the highest levels of customer care, then we would very much like to hear from you.

Please forward your CV with a covering letter detailing your suitability for the role to Philippa.Nibbs@champneys.com
PLEASE BE ADVISED THAT IF YOU HAVE NOT HAD A RESPONSE WITHIN 14 DAYS, YOUR APPLICATION HAS BEEN UNSUCCESSFUL.  
