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(Job Role)
La diém cham dAu tién dai dién hinh anh du an Khai Hoan Imperial, truc tiép tao an tugng ban dau
v6i khach hang
e Dam bao trai nghiém khach hang chuyén nghi¢p — nhat quan — ding cip trong sudt qua trinh
tham quan va giao dich tai Sales Gallery
e Dong vai tro két noi thong tin gitra khach hang va cac by phan ndi bd (Kinh doanh, Marketing, Van
hanh...)
e Gop phan duy tri tiéu chuédn vin hanh va hinh anh thwong hiéu tai nha mau theo dinh hudng cta
Tap doan
e HO tro van hanh tron tru cac hoat dong hang ngay va su kién, ddm bao Sales Gallery ludn trong
trang thai sin sang phuc vu

Nhiém vu trong tam:

(Responsibilities)

e Dobn tiép khach hang dén tham quan va giao dich tai Sales Gallery véi thai do chuyén nghiép, than
thién, dam bao trai nghiém dich vu cao cip

e Truc dién thoai, tiép nhan va chuyén cudc goi dén diing bo phan/phong ban lién quan

e HO tro tra 16i email khach hang va phéi hop phan hdi thong tin véi cic phong ban ndi bd

e Duy tri hinh anh, ti€u chuan van hanh tai nha mau theo quy dinh ctia Khai Hoan Land

e Phdi hop va giam sat cac don vi d6i tac van hanh tai diém ban: an ninh, vé sinh, tra nuéc, k¥ thuat. ..

e Kiém soat va quan Iy tai san tai Sales Gallery: noi that, trang thiét bi, vin phong pham, 4n pham, qua
tang...




Thyc hién cac cong viéc hanh chinh: dé nghi thanh toan, kiém ké kho, luu trit va kiém soat hd so
chung tir

Phdi hop v6i bd phan Kinh doanh trong viéc chuan bi, sap xép khong gian va nhan su phuc vu cac su
kién ban hang

Tham gia cac chuong trinh dao tao ndi bd, dam bao nim vimg tiéu chuin van hanh va nang cao k§y
nang dich vu khach hang

D¢ xuat va theo d6i viéc mua sam cac vat tu can thiét phuc vu hoat dong van hanh va cham soc khach
hang

bam bao khach hang luén dugc phuc vu déy du (nudce uéng, thong tin...) véi thai d6 lich su, chuyén
nghiép va tan tam

Calam viéc 1: 8h - 15h
Calam viéc 2: 13h - 20h
Nghi linh dong 1 ngay trong tuin.

Dia chi [am vi¢c: Sales Gallery - 1578 Lé Van Luong, Hi¢p Phudc, Tp. Ho Chi Minh

I Yéu cau cong viéc:

|

(Job Requirements)

Trinh d6 o Tbt nghi¢p Cao déng/Dai hoc cac nganh: Quan tri Kinh doanh, Du lich — Khach san,
1 (E ducat‘ion ) Hanh chinh, hodc cac nganh lién quan
e Uu tién ing vién dugc dao tao trong mdi truong dich vu/khach hang
Kién thirc: o Hi’éu biét co ban V‘ég quy trinh van hanh Sales Gallery / nha mau
2 e Nam dugc tiéu chuan dich vu khach hang trong linh vuc BDS hoéc Hospitality
(Knowledge) e C6 kién thirc v& hanh chinh — van phong, quan 1y tai san va quy trinh ndi bo
Chumng chi e Khong bit bude )
3 nghé nghiép: e Uu tién: ching chi 1€ tan, chdm sdc khach hang, nghiép vu khach san hodc dao
(Certificate) tao dich vu
Kinh Téi thiéu 1-2 ndm kinh nghiém & vi tri L& tin / CSKH / Hanh chinh
4 | nghiem: Uu tién da lér? viée tai Sales Gallery, van phong ban hang BPS, khach san, trung tam
(Exp;erience) dl,Ch .Vu ca0 ?ilp <. A A A 1x i N
e (o kinh nghiém phoi hop da bd phan va lam vi€c trong moi truong ap luc cao
e KjJ ning giao tiép tbt, giong ndi rd rang, d& nghe
e Kj¥ nang xu ly tinh hudng va chiam soc khach hang
5 Ky nang: e K ning t6 chirc, sip xép cong viéc va quan 1y thoi gian
(Skills) e Thanh thao tin hoc van phong (Word, Excel, Outlook...)
e Ky ning lam viéc nhoém va phdi hop da phong ban
Céc véu i e Ngoai hinh va nhin, tdc phong chuyén nghiép, chin chu
6 k}?;:c};/eu cau ° Thé"li do tich cuc, than thi.én, ti'nh than dicI.1 Vu cao ‘ o i
(Others) e Chiu duqc‘ ap luc cong vi¢e, linh hoat thoi gian (bao gom cudi tuan, ngay 1€)
e (0 tinh than trach nhi€m, chi dong trong cong viéc




e Nirtir 20 - 28 tuoi
Quin ly truec tiép Nhéan vién
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