
 

         Position Description 

Position Title:  Spa Director 

Departments:  Spa; Reports to Programming Director 

Status:   Exempt, full-time 

Date:   01/30/2015 

 

Objectives: To administrate, manage, provide leadership, and insure excellent service for the Spa, 

by supervising all service providers and receptionists while expecting high performance 

from each individual in professionalism, customer service and job execution. 

 

Essential Functions of the Position 

 Develops and implements a marketing strategy with Programming Director and establishes 
standards and goals for Spa and its service providers to increase profits and revenue. 

 Leads spa program and promotional development. 

 Work with Marketing Director to create and maintain all marketing materials relating to 
the Spa. 

 Responsible for all fiscal responsibilities relating to the Spa, including budget development, 
P & L accountability and purchasing.  

 Implement and maintain company policies and procedures. 

 Represents Spa in inter-departmental meetings and provide interaction with other 
departments on programming. 

 Constantly studies trend and treatments in the spa industry through ISPA and other 
associations, etc. 

 Manages, supervises and administrates the Spa and spa staff by providing regularly the 
necessary information, training, communications, performance reviews, and supplies for a 
professional and seamless operation. 

 Responsible for scheduling, development, discipline, training evaluations and meetings 
for all spa staff. 

 Ensures that all spa staff presents themselves in a professional manner and provide excellent 
customer service by developing, implementing, training, and insisting upon compliance with the 
performance standards. 

 Ensures that reception staff has clear understanding of POS system and appointment 
booking system to ensure professional handling of all clients whether over the phone or 
in person. 

 Assists staff in creating and maintaining clear perspective of tidiness and organization of 
Spa's daily appearance and flow. 

 Provide payroll information in a detailed and timely fashion as required by pay schedules 
to HR Director. 



 Work with HR Department in the processing and handling of all new Spa staff. 

 Ensure that all staff and Spa/Salon environment adhere to state and local regulations. 

 Resolves all internal and external customers concerns appropriately, professionally, and 
immediately as well as maintain a record keeping system of these concerns for review with 
management. 

 Monitors and insures that all monetary and credit transactions are accurate and deposited on a 
timely manner by providing training to reception staff and verifying all transactions.  

 Maintains retail and professional use product inventory and performs regular manual 
inventory counts. 

 Administrates and maintains necessary business contracts with vendors for product 
support and staff training. 

 Inspect regularly and report all maintenance issues to maintenance department with 
follow-up to determine task was completed to the highest standards.  

 Purchase and maintain warranties on all professional use equipment. 

 Advises, supports, and assists with the needs of the other departments. 

 Participates in special events. 

 Performs other duties as assigned. 
 

Position Requirements: 

 Must be detail-oriented and have the ability to multi-task. 

 Ability to be efficient and productive in a fast-paced environment. 

 Must have enthusiasm and possess a friendly and outgoing personality. 

 Excellent verbal and written communication skills. 

 Excellent computer skills. 

 Excellent customer service skills and training. 

 Ability to motivate, encourage and support a team. 
 

Education and Experience Requirements: 

 Bachelor degree related to business or equivalent in experience. 

 Minimum of two years of recent managerial experience with full supervisory 
responsibilities. 

 Experienced in hospitality software or similar business management software. 

 Experienced in retail sales and budgeting of expenses. 

 Experienced in analyzing, developing, and presenting innovative programs and making 
recommendations for improvements. 

 Knowledge regarding employment laws and standards and service provider licensing 
requirement. 

 Cosmetology License and / or Manager’s License a plus, but not required. 
 

Compensation 

 Full time exempt pay eligible for full-time benefits 

 

Equal Opportunity Employer 

 



The Marsh, A Center for Balance and Fitness 

The Marsh, A Center for Balance and Fitness, is an independent fitness facility situated on the edge of a 
natural wetland in Minnetonka, Minnesota. Founded on a mind-body philosophy of well-being, The 
Marsh offers an integrative approach to health by blending practices grounded in Western medicine 
with safe complementary therapies such as acupuncture, Tai Chi, meditation and massage 
therapies.  We are home to a medically-based fitness center, lap swimming and warm water therapy 
pools, group exercise and Pilates studios, full service spa, restaurant, shop, conference rooms, overnight 
guest rooms and unique meditative spaces. Our popular lecture series features guest speakers from 
around the world who share similar interests and passions, especially in engaging the community in 
conversations about health and fitness. 

Contact Information 

Please submit all resumes to spajobs@themarsh.com.    

mailto:spajobs@themarsh.com

