Yoga-360 Studio & Spa

Front Desk Coordinator
Job Description

Job Summary 

· Hourly, nonsupervisory position. 

· Primarily responsible for front desk duties and day to day housekeeping.

· Supervised by the Office Manager.

Responsibilities 

Essential Duties 

· Comprehend and abide by Yoga-360 Studio & Spa policy and procedures. 

· Must possess excellent customer service skills.

· Demonstrate respect, sensitivity, and concern for guests' needs with a professional and pleasant manner. 

· Maintain schedule and will work hours scheduled.

· Meet and greet guests offering them tea and/or water.
· Meet retail sales performance requirements.

· Answer the phone and book appointments.
· Check in and out guests.
· Assist the Spa Staff, Office Manager and Spa Director as needed.

Additional Duties 

· Keep Studio, Lounge and Retail Neat, Clean and Orderly

· Keep up with Spa Laundry
· Perform general housekeeping tasks, including bathrooms, floors and vaccuuming
· Setting up Spa Lounge for Guests
· Assist Spa Staff in set up and break down of room.
· Read posted staff communications, and keep current on studio/spa happenings.
· Attend departmental meetings and workshops as directed. 

· Interact cooperatively and with consideration towards guests and co-workers. 

· Exercise dependability and willingness to work with schedule flexibility. 

· Perform other job-related duties as directed. 

· Adhere to Yoga-360 Studio & Spa standards for guest service. 

· Refer guest problems or complaints to supervisor. 

Qualifications 

· Retail sale and merchandising skills a plus

· Computer savvy
· Pleasant and positive phone voice

· Multi-Tasker

· Must be able to work Saturdays and nights, and holidays
· Non-smoker

· Caring and compassionate being

· Team member with eagerness to help fellow staff members and clients 

· Willingness to learn from the best

· An ongoing commitment to a healthy lifestyle

· Professional appearance
