THONG TIN TUYEN DUNG
TAI KHACH SAN DU PARC HANOI

Khéch san du Parc Hanoi la mét khach san quéc té tiéu chuén 5 sao 100% vén déu tw cia Nhat Ban, c6 vi tri nim &
trung tam cua Thu do Ha NGi. Khach san duoc quén ly béi Tap doan PLAN.DO.SEE la tap doan quan Iy khach san
néi tiéng cua Nhét Ban. ‘ o

Hién Khach san du Parc Hanoi dang can tuyén gap vi tri sau:

NHAN VIEN BDAT PHONG (Reservation Agent)

1. Nhiém vu & Trach nhiém chinh / Duties & Responsibilities:

- Work under the instruction of Reservation Supervisor

- Basis knowledge require to take hotel reservation

- Check all Reservation before arrivals make sure all information for the computer is input correctly.
- Pay special attention to all VIP & suite bookings.

- Familiar with room type and tariff as well as layout.

- Information on future room situation

- Knowledge of operating the computer

- Have full knowledge of different rate structures, contract agreements, corporate rates, size and location of rooms, VIP and discount
policy.

- Have general knowledge of hotel and its facilities.

- Do all filling & general clerical jobs.

- Be aware of daily/weekly/monthly booking situation.

- Processes reservation by mail, telephone, fax or central reservation system

- Processes reservation from Sales office, other hotel department and travel agents

- Knowing selling status, rate and benefits of all package plans

- Prepare letter of confirmation

- Communicates reservation information to the front desk

- Co-ordinate with Reception regularly, particular during tight situation

- Follow up with daily logbook matters, trace.

- Processes cancellation and modifications and promptly relay this information to the front desk.

- Understand the hotel’s policy on guarantee reservation and no-show

- Processes advance deposit on reservation

- Tracks future room availability on the basis of reservation

- Prepare expected arrival lists for front office

- Maintains a clean and neat appearance at all times

- promotes good will by being courteous, friendly and helpful to guests, management and colleague

Other duties may be assigned by supervisor

2. Ché db phac loi

v Lam viéc trong méi treong quéc té tiéu chudn 5 sao va co co hdi phat trién sy nghiép

v Thi viéc 2 thang, hwdng 100% lwong va 100% phi phuc vy

v Thu nhap hap dan: lwong cirng + phu c&p ngén ngl + phi phuc vy, (rng vién vui long ghi ré mure lwong mong muén.
- Buoc hudng nguyén lwong co ban cho cac ngay 1€, phép ndm .
- Buroc nghi 12 ngay pheép / ndm trong nam lam viéc dau tién, sau d6 mdi nam tang thém 1 ngay, dén téi da 20 ngay
- Thuwdng: thang lwong the 13 va thwdng thang 14 theo tinh hinh kinh doanh

v Bdo hiém: i
» Do cong ty mua ngay bao hiém Bao hiém tai nan 24/24 gi¢r sau khi gia nhap cong ty
« Cong ty dong toan bd Bao hiém xa hoi — Bao hiém Y té — Bao hiém that nghiép sau thoi gian thir viec

¥ Céc phic loi do Cong ty chi tré: &n trua, xéng xe, dién thoai, nghi mat, sinh nhat, kham sic khde dinh ky hang nam, Buec tham gia
Céng doan va hwéng céac phuc loi cham s6c nhan vién day du cac dixp &, Tet

v' Thoi gio 1am viéc: Gio hanh chinh, tir thi 2 den sang thir 7, nghi chieu thi 7 va ngay Cha nhat.

3. Yéu cdu cong viéc
- Tét nghiép Pai hoc
- Khéng yéu cau kinh nghiém
- Ky nang giao tiép tiéng Anh thanh thao i
- C6 6c phan doan trong kinh doanh, kha néng_thicp nghi cao, s& hiru tw dgy tich cwe
- C6 Ky nang giao tiép, dam phan, giai quyét van dg, lam viec can than va ti mi chi tiét
- Thanh thao tin hoc vén phong, soan thao tét cac van ban va viét email bang Tiéng Anh
- C6 y dinh gan bo véi cong viéc tai khach san lau dai

4. Lién hé nép Don xin viéc: Ung tuyén béng 1 trong 2 céch sau:
- GUii CV cua ban trie tiép dén phong Nhan si theo dja chi email:
hr@hotelduparchanoi.com
- Hodic Mang 1 &nh 4x6 va dén dién Form tuyén dung tai phong Béo vé clia khach san Hotel du Parc Hanoi, 84 Tran Nhan Téng, Hai Ba

Trung, Ha Noi. . . e
- D& 6 thém thong tin vé khach san, vui long truy cap website:
https://hotelduparchanoi.com




