Cong ty Savills Phu M§ Hung
102 Nguyén Luong Béng, Phuong Tan My, Thanh phd HS Chi Minh

JOB DESCRIPTION _
BANG MO TA CONG VIEC savills

Title: Receptionist Department: Front Office
Chitc Danh: Nhén vién Lé Tan BG Phdn: Tién sinh

MAIN RESPONSIBILITIES - NHIEM VU CHINH:
e Carry out check - in and check — out process.
Thyc hién quy trinh nhan phong (check-in) va tra phong (check-out)
e Update occupancy & unit status details on the computer system, giving copies to authorized parties.

Cdp nhdt tinh trang phong va tinh trang cin hé trén hé thong mdy tinh, cung cdp bdn sao cho cdc
bén duoc uy quyén.

e Check and register any tenant’s visitors, ensuring that the necessary details are obtained, i.e.,
passport, ID card, etc.

Kiém tra va dang ky khdach dén tham ciia nguoi thué, dam bdo thu thdp day dii thong tin can thiét
nhw ho chieu, CMND/CCCD, v.v

e Receive all complaints/ requests from tenants and forward to relevant departments or report directly
to Line Manager. Keep tracking of the cases until it is resolved.

Tiép nhan moi khiéu nai/yéu. cau tir nguoi thué va chuyén dén cac b phan lién quan hodc bao cao
truee tiép cho quadn Iy truc tiép. Theo déi cdc trueong hop cho dén khi dwoc gidi quyét.

e Answer the telephone promptly and clearly in a courteous and friendly manner.
Tra loi dién thoai nhanh chong, ré rang voi thai do lich sy va than thién.

e Follow up, record, read, process information within authority and keep the FO Logbook up to date
daily.

Theo doi, ghi chép, doc va xit Iy thong tin trong pham vi tham quyén, dong thoi cdp nhdt sé nhat
ky FO hang ngay.

e Prepare any key cards for the next day’s tenant arrivals
Chudn b thé chia khéa cho khach dén vao ngay hom sau.

e Receive tenant’s payment and issue a proper receipt
Nhdn thanh toan tir nguoi thué va xudt bién lai hop lé.

e Perform other tasks as requested by Line Manager.

Thuec hién cdc cong viéc khac theo yéu cau cua Quan Iy tryc tiéep.

JOB REQUIREMENTS - YEU CAU CONG VIEC:
e Good at English, fluent communication skills
Tiéng Anh giao tiép tréi chay
¢ Graduated from college/university in related field

T6t nghiép cdc truong Cao dang/ Pai hoc lién quan



Cong ty Savills Phu M§ Hung
102 Nguyén Luong Béng, Phuong Tan My, Thanh phd HS Chi Minh

At least 6 months experience in similar role is an advantage, freshers are welcomed

Uu tién c6 kinh nghiém tir 6 thang tré lén, chua cé kinh nghiém sé dwoc ddo tao

Able to work in shifts: Shift 1: 6am-2pm, Shift 2: 2pm-10pm, or Shift 3: 10pm-6am (if required)
Cé thé 1am xoay ca: C1: 6h00 — 14h00, C2: 14h00 — 22h00, C3: 22h00 — 6:00 (néu can thiét)

BENEFITS - QUYEN LOI:

Monthly income: up to VND 8,400,000

Mirc thu nhdp hang thang: 8.400.000 dong

Compulsory Insurances calculated on full gross salary

Pong ddy dii cac loai bao hiém bdt budc trén 100% lwong co ban

13th salary, review and reward according to KPIs

Lwong thang 13 + thuong KPI

Gifts on special holidays & occasions — New years, Mid-Autumn, Birthday,...
Qua vao cdc dip Lé, Tét theo chinh sdch ciia cong ty

Clear growth and promoted opportunities

Co héi thang tién va phat trién ciing cong ty

CONTACT - THONG TIN LIEN HE:
Email: HR-TAOfficer@savills.com.vn
S6 dién thoai: 0798 651 230 (Ms. Hoa)



