Job Description

Name:







Start Date:

Position:
Massage Therapy Manager 


Supervisor:
Special Services Manager

Salary:







Category:
Part Time/Non-Exempt

The Massage Therapy Manager is responsible for overseeing all therapists and assisting in hiring, training and placement. Must make sure each corporate massage site is properly staffed, maintained, and functioning with the best "quality" control in mind. Must communicate with therapists and act as a liaison between field operations, Site Managers and the Director of Operations.  Must provide bi-weekly, quarterly, and annual reports on such issues as budget and customer service. Must resolve customer concerns.  Must work closely with Site Managers and Director of Operations to advertise product and generate new business/new sites. Must help train and orient new therapists to company protocol, and come up with on-going training programs. The position requires travel and will work closely with the Director of Operations to achieve and maintain the excellence standards set forth by the company.
Job Components

· Schedule, supervise, and evaluate massage therapy staff, ensuring program quality

· Assist with recruitment, interviewing, hiring, and training of massage therapy staff

· Implement massage therapy at secured sites

· Meet with site representatives

· Provide administrative and customer support for the sites

· Manage budgets for the program

· Produce monthly operating reports, including income/expense, participant retention, and participant satisfaction

· Play a supporting role in expansion roll-out

Client Relations

· Serve as program contact for interested clients

· Book appointments

· Answer questions about the program

· Maintain active e-mail and voice mail accounts for program

Legal Relations

· Develop and maintain current and relevant knowledge of massage laws & regulations in each city of practice

· Contact appropriate city officials to obtain licenses and permits for massage

· Fill out all relevant paperwork, make copies, and submit to appropriate officials

· Ensure that insurance policies and current and relevant for the business as well as for individual practitioners
Inter-Company Relations

· Serve as official contact for the Massage Therapy Program in corporate settings

· Work with fitness center managers and corporate contacts to develop and maintain a successful massage therapy program

Promotion and Advertising

· Advertise and promote program to client base at each site

· Draft and produce promotional materials; review formatting and content

· Create and promote special offers for program at each site

· Set up promotional seminars and demonstrations; represent massage program at health fairs

Employee Relations

· Maintain and update hiring procedures according to company standards

· Maintain and update employee policies, protocols and expectations

· Assist in the hiring and supervising of licensed massage therapists to work at each site

· Process biweekly payroll for massage therapy program employees

Maintenance and Growth of Program

· Inspect and maintain massage therapy rooms at each site to convey a professional and relaxing atmosphere

· Assist with the purchase supplies as needed

Job Requirements

· College degree in Corporate Wellness, Kinesiology, Business or related field

· 1-2 years experience in Massage or Health and Wellness related field

· CPR and First Aid Certification

· Excellent written and verbal communication skills and organizational skills

· Proven ability to provide high quality customer service

· Proficiency with industry standard word processing, spreadsheet, database, graphics, and presentation applications

· Ability to multi-task, work independently and with a team, and perform detail-oriented functions

· Professional and enthusiastic attitude.  

· Ability to problem-solve, and make key decisions. 

This job description is not intended to be all-inclusive.  It is understood that the employee will also perform reasonable, related duties if requested by immediate supervisor or other management staff.

____________________________________

___________________________________

Employee Signature/Date



Supervisor Signature/Date

