
 
 
 
One of Tampa's highest-rated medspas is looking for a Client Services Professional / Recep=onist. This 
posi=on is responsible for gree=ng all guests, answering phone calls, assis=ng guests with ques=ons 
regarding MedSpa services and products, booking appointments, checking guests in, and charging for 
services performed. We're all about eleva=ng both the experience and results for our clients, providing 
an amazing service to all of our clients so they can be beau=ful on their own terms. 
 
We're on the hunt for a charisma=c, reliable Guest Rela=ons Specialist to become the face of Aspire 
MedSpa & Beauty Bar. In this pivotal role, you'll craN unforgeOable first impressions and deliver 
unparalleled 5-star service, all while providing vital administra=ve backing to streamline our spa's 
opera=ons. The ideal candidate brings a vibrant energy, a me=culous eye for detail, thrives under 
pressure, and possesses a quick learning curve. Your dedica=on to fostering posi=ve experiences will 
kickstart our clients' journey, making you an essen=al connector between them and our expert care.  
 
Du$es and Responsibili$es including but not limited to: 
 

• Properly open and close MedSpa each day according to Standard Opera=ng Procedures. 
• Accurately book, and manage client appointments. 
• Ensure client areas and back-office areas are clean and stocked for the flow of in-coming and out-

going guests. 
• Ensure that the check-in and payment process is handled in accordance with company policy by 

processing cash, credit card, and credit transac=ons accurately, thus protec=ng the company’s 
assets. 

• Provide detailed descrip=ons of MedSpa treatments, packages, services, facility features, and 
hours of opera=on. 

• Answer the phone promptly using company-appropriate scripts and use the guest’s name 
throughout the phone conversa=on; operate the phone system accurately and efficiently. 

• Ac=vely promote the MedSpa, treatments, services, sessions, and retail, as well as programs, 
promo=ons, and/or discounts available. 

• Handle guests’ ques=ons and concerns promptly, professionally, and courteously. 
• Maintain complete confiden=ality in all guest maOers in accordance with company policies. 
• Provide accurate, appropriate, and immediate responses to all requests by guests, ensuring 

complete guest sa=sfac=on. 
• Ability to work without constant direct supervision and remain at assigned posts for extended 

periods of =me. 
• Maintain a posi=ve aZtude and contribute toward a quality work environment. 
• Regularly aOend, par=cipate in, and support training and staff mee=ngs for the MedSpa. 
• Ability to perform the du=es of the Retail Consultant as needed, including reaching sales goals 

and targets. 
• Assist in all areas of MedSpa opera=ons as requested by management. 

 



Posi$on Requirements: 
 

• Excellent client rela=ons professional focus with a natural, friendly, outgoing, warm, and energe=c 
personality. 

• Excellent communica=on, listening, and computer skills. 
• Enjoy working with people. 
• Must have the ability to learn and apply concepts quickly and consistently. 
• Must be detail-oriented and have the ability to mul=task. 
• Ability to effec=vely present informa=on and respond to ques=ons from managers, employees, 

and the general public. 
• Ability to be efficient and produc=ve in a fast-paced environment. 
• Must have enthusiasm and possess excellent customer service skills. 
• Must possess basic math and money-handling skills. 
• Must be a team player. 
• Talking and wri=ng skills in Spanish are required. 

 
Educa$on and Experience Requirements: 
 

• Minimum of HS Diploma. Some college or medical training preferred 
 
Cer$ficates, Licenses, Registra$ons: 
 

• Valid FL Driver’s License 
 
Language Skills: 
 

• Bilingual Fluency in Spanish is strongly preferred 
• Excellent command of English, both verbally and wriOen 

 
Job Type: 

• Full =me posi=on  
 

Hours of Opera$ons: 
 

• Monday to Friday: 9am - 6pm 
• Every other Saturday 10am – 3pm 
• *opening GR will be required to be in office by 8:30am to prepare for the day 
• *closing GR is responsible for staying un=l the last pa=ent has leN the prac=ce. 
• *Occasional weekend availability. 

To apply:  

Fill out our form in our Career page in our website. 


