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JOB DESCRIPTION: 

 

SPA RESERVATION Supervisor   – Phnom Penh  

 
Company profile: 

 

Established since 2006 Bodia Spa is the first Cambodian sheltering cocooning Spas (www.bodia-spa.com). Located in Siem 

Reap and Phnom Penh, we propose an authentic vision of relaxation in a modernly designed Cambodian Spa.  In order to 

guaranty the quality of its treatment Bodia Spa has created its own line of natural products made in Cambodia that promotes 

the local know-hows and uses local resources. It allows each customer to benefit from treatments they would not get 

anywhere else. 

Nowadays, Bodia Spa is a network of 7 Spas (3 in Siem Reap + 4 in Phnom Penh) dispensing quality treatments in the respect 

of international standards of quality. 

 

Job Description:  

 

Scope of work: 
 

The Spa reservation officer supervisor in Phnom Penh is responsible for fulfilling reservation requests based on spa room 

availability and customer preferences. He/ she handle correspondence, sending confirmation emails, verifying customer 

information, promoting spa facilities, and answering to customer inquiries. He / She assists our customers with their booking 

needs answering customers’ questions, making up selling suggestions, and booking spa rooms by spa location (Phnom Penh) 

 

Functions & responsibilities: 

To be successful as a Reservation Officer Supervisor candidate must be able to work with minimal supervision and have 

excellent customer service skills. Additionally, he/she would be able to up-sell and have excellent knowledge of deals and 

savings available to customers (promotion plans, special advantages, membership cards holder’s benefits, etc…)  

 

1. Operation  

Reservation Officer Supervisor must be excellent communicator. She/he should also be detail-orientated and enjoy assisting 

others. In addition to these traits, Bodia looks for applicants with the following skills: 

 

 Assisting and advising customers who may be choosing from a variety of spa treatment options. 

 Making reservations for customers based on their various requirements and budgetary allowances. 

 Checking the availability of spa rooms and Bodia transportation on the customers’ desired treatment dates and time. 

http://www.bodia-spa.com/
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 Helping plan treatments by suggesting the ones adapted to customers’ needs 

 Verifying steps of payment on site and sending confirmation details to customers coordinating with spa receptionists 

and managers 

 Sorting out any issues that may arise with bookings or reservations. 

 Selling and promoting spa treatments and Bodia services 

 Answering any questions customers might have about the reservation process. 

 Up-selling, when appropriate, by informing customers of additional services or special packages or promotion  

 Providing support to customers who may need to amend or cancel a reservation. 

 Transfer all contact request to the appropriated persons or managers concerned  

 Bookings collection from all channels: Facebook, website, we chat, Trip advisor, phone calls, direct mails, whatsapp, 

etc… 

 

 2. Reporting & Management  

 booking report  

The Spa reservation officer supervisor shall assist in completing the daily/ weekly / monthly/ yearly reports of booking and 

transformation rate. He/ She is concerned by the achievements of targets.. 

 Customers feedback 

The Spa reservation officer supervisor shall place his / her attention in monitoring the customer’s feedback. Either by 

collecting comments directly from customers after treatment (online feedback). 

 Employee meeting 

The Spa reservation officer supervisor shall participate in organizing monthly employee meeting and edit the minutes to be 

communicated to all staff and management for close tracking of open issues and expectations.  Communicates clearly and 

directly with employees supervised concerning performance expectations, productivity, and accountability.  Addressed all 

aspects of human resource functions and employee reviews, conflict resolution and documentation. Ensures that staff is fully 

knowledgeable on the use and benefits of services, products, programs, marketing and promotions. 

The Spa reservation officer supervisor is in charge of a dedicated team of 2 additional reservation officers including rosters, 

check in and out follow up, and yearly staff evaluation. 

 
 

Wages & Benefits 

 

- Basic salary: $250-$300 based on experience  

- Benefit (phone & Petrol):  To be determined, based on experience 

- Bonus: Based on achievements appraisal form. Evaluated every 6months and paid at the end of the year only. 

- Insurance : Accident insurance 

 

Contract:  FULL TIME  Location:  BODIA SPA Phnom Penh  
Or Bodia spa Siem Reap 
 

 

Chain of management 

 
The Bodia Spa Manager in Phnom Penh shall report directly to : 
 

 Quality operation Manager 

 Spa General Manager  

 

Profile needed. The candidate for this position should fill the following requirements: 
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 Khmer native 

 Experience working in sales or public relations, preferably in the hospitality or travel industries. 

 Customer-service experience ( 2 years) or Call center experience appreciated  

 Management skills proven in hospitality field or sector. 

 Excellent written and verbal communication skills in English & Khmer, Chinese is a big plus 

 Multi-tasking and time-management skills, with the ability to prioritize tasks. 

 Experience in sales 

 Proficient in Microsoft Office Suite and all new technologies and applications 

 Data entry experience. 

 Can adapt easily and work under pressure with busy schedules 

 Flexible working hours. 


