
 

 

Spa Manager Duties and Responsibilities 

Recruit and Oversee Staff 

- Recruit, select and schedule training for all new employees 
- Set employee schedules, trainings, and hold staff meeting to insure proper tasks 

and quotas are met 

Manage Operations Budget 

- Maintain operations budget, expenses, and payroll 
- Set annual financial goals, review costs for spa procedures and services.  

Assist with Promotions and Sales 

- Assist in creating promotions and public relations campaigns.  
- Monitor sales growth, client retention, referrals and reviews. 

Supervise Facility Maintenance 

- Must work with staff to maintain the spa’s appearance, cleanliness and proper 
functioning of machinery. 

- Ensuring that tools are adequately sterilized, linens are washed and a proper 
inventory of supplies are maintained. 

Ensure Customer Satisfaction 

- Ensure clients’ expectations are met. 
- Interact with clients and get feedback, handle complaints and create/implement 

tools to insure each client is satisfied and is retained  

Necessary Skills 

Must have strong organizational, verbal and written communication, and critical thinking 
skills to handle all of the managerial responsibilities. Should be detail-oriented team 
player with leadership and time management skills. Should have the ability to anticipate 
the types of services that clients would most enjoy and benefit from and implement 
these types of services into our establishment. Customer service, problem solving and 
interpersonal skills are essential for Spa Managers, as they interact closely with clients, 
personnel, vendors and the public on a daily basis. Above-average math skills are 



useful for budget creation purposes. In addition to these vital skills, a Spa Manger 
should be able to: 

• Developing marketing and promotional strategies, as well as advertising campaigns 
• Hiring and developing staff 
• Developing customer relationships and measuring customer satisfaction 
• Evaluating and establishing sales goals 

Spa Manager Tools of the Trade: Spa Managers must use different types of tools to 
complete their daily tasks.  

Customer satisfaction tools – whether it’s surveys, casual face-to-face interactions or 
suggestion boxes, Spa Managers should be knowledgeable about the ways to measure 
customer satisfaction to retain existing clients and attract new ones. 

Basic computer systems and software – from using Microsoft Office applications, 
such as Word and Excel, to employing the use of accounting and financial software, 
Spa Managers should be comfortable with using basic computer systems in their daily 
routines. 

Social media – as part of your advertising/promotions/marketing responsibilities, Spa 
Managers might often use social media platforms such as Instagram or Facebook to 
communicate information about their establishments and it is imperative that they have 
more than a basic knowledge about social media. 

 

This is a full time, salary position. 

  

 


