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Night shift Receptionist

Responsibilities/Trach nhiém:

e In charge of the quality of all services provided to the guests within the premises/ Phu trach
chat lvong cda tat ca cic dich vu dwoc cung cap cho khach trong khu nghi.

e Provide the warmest welcome to the guests and give information to them/Cung cdp su chao
dén néng nhiét nhat cho khach va cung cip cac théng tin lién quan téi khach hang

o Responsible of the cashier/Chiu trach nhiém vé cac cong viéc thu ngan lién quan

e Manages the guest satisfaction efforts/N6 luc trong viéc quan Iy su hai long cGa khach hang

e Takes care of all related administrative tasks/Thuc hién cac cong viéc hanh chinh lién quan

Main tasks/Nhiém vu chinh:

e Perform guest check-in and check-out with Topas Ecolodge standards/Chao dén va lam thi tuc
nhan phong, tra phong cho khach theo ding tiéu chuan cta Topas Ecolodge

e Answer questions about hotel amenities & service, and create and track keys to guest rooms/
Tra |oi cdc ciu héi lién quan tdi tién nghi & dich vu cta khu nghi va quan ly khdéa phong clia cac
phong khach

e Manage all related paperwork, night audit on the Property Management System and other end-
of-day tasks. /Quan ly tat cd cac cong viéc gidy to lién quan dén ca lam viéc, chay phan mém
kiém todn ban dém trén hé théng phan mém khéch san va cac cdng viéc cudi ngay khéc

» Managing and printing all related report for different department/Quan ly va in 4n céc bao céo
lién quan cho cac b phan

e Controls the cleanness of the working area/Dam bdo sy sach s& gon gang cta khu vuc lam viéc

¢ Handle and provide assistance to guest requests and complaints with patience and good

manner/Ti€p nhan va gidi quyét cac yéu cau cling nhuv phan nan tir khach hang véi su kién nhan
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va lich sy.
Update daily work on calendars for the team to follow up/Cép nhéat cong viéc hang ngay trén lich

lam viéc dé bd phan cung theo dbi

Experience Skills and Knowledge/Yéu ciu vé kinh nghiém va hiéu biét:

Past experiences in hotel reception is a plus/C6 kinh nghiém |am 1& tan khach san 1a lgi thé
Computer literacy is mandatory/Ky ndng mdy tinh co ban la bat budc

Show empathy and be able to resolve problems/Cé sy dong cam va kha ndng gidi quyét van dé
Command of the English language both written and verbal is mandatory/Cé kha ndng néi viét

tiéng Anh tir co ban dén kha 13 bat budc

Conditions and Benefits/Diéu kién va Quyén loi:

9 hours a day with 1 hour break (10pm — 7am), 6 days a week/Lam viéc 9 tiéng mot ngay véi 1
ti€ng nghi (tlr 10h t8i dén 7h sang), 6 ngay trén 1 tuan.

From 5.500.000 VND growth Salary per month, plus service charge and night shift allowance
30%. Base salary is opened depends on candidate’s experience and abilities/Luong co ban tir
5.500.000 kém phi dich vu va trg cap ca dém 30% trén lwong co ban. Lwo'ng co’ bdn c6 thé théo
luén phy thuéc vao kinh nghiém cua rng vién

Accommodation and meals/Noi & va cac bira an trong ca

Insurance, uniform and other benefits/Dugc dong bdo hiém, cung cdp ddng phuc lam viéc va céc

quyén lgi khac.



