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Seeking a postion as an active employee, involving responsibility and working with 
others as a team member to achieve advancement and growth for the company.

EXPERIENCE

Spa Concierge II
Woodhouse Day Spa - MAY 2015 – 2019

 Ensure that everything is run in an organized fashion. Upon the arrival
of our guest, greet them with a very warm welcome.

 Check them in and ensure they are prepared for the service(s) they 
are about to receive.

 Completion of their services, ensure everything went well and then 
proceed to check them out.

 Ensure that all confirmation calls are made for next day 
appointments.

 Charge of creating the schedule for the rest of the spa concierge.
 Recorded clients files, services provided, and products purchased 

through the point of sale system.
 Collected fees for services rendered during a visit and presented final 

bill to clients.

Spa Concierge 
ABC Corporation - 2013 – 2015

 Assist guests with making Spa reservations, provide additional 
information, and answer specific questions regarding treatments 
offered.

 Register guests for their treatments, establish credit, and provide a 
warm welcome into the Spa.

 Confirm billing and settle payment for treatments.
 Provide fond farewell.
 Assist retail areas, including the resort boutique and spa retail area, 

with restocking and working shifts to ensure proper coverage during 
operating hours.

 Maintain a proper daily cash bank balance throughout shift.
 Perform tasks of a Spa Locker Room Attendant as needed..

EDUCATION

 Medical Assistant - (Everest Institute - Houston, TX)

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


SKILLS

Electronic Medical Records, Physiatry, Typing.
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