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Q@ Ap Dan Thang Hai, X Tan Thai Nhi, Huyén Hoc Mén, - Doc than
Quan 12, Thanh Phé H6 Chi Minh

e Muc tiéu nghé nghiép

Short-term: Having a stable job, obtaining working experience, job handling skills.

Long-term: Having chance to contribute to company and develope further.

@ Ky nang ban than
Communication skills.

Team work.

Presentation skills.

Adapt to surrounding environment.

Manage working time.

A=) Trinh d6 ngoai ngir

Tiéng Anh
Tiéng Han

Tiéng Nhat

(©) Trinh 46 tin hoc van phong

Ms Word
Ms Excel
Ms Power Point

Ms Outlook

e Hoc van / bang cap

® T1r11/2012- Cl Nhan Ngén Ngir Anh
1172016 Trwéong / noi dao tao: Truong Bai hoc Cong nghé TP. HCM

Xép loai: Trung binh

Khoa: Ngoai ngir

Nganh: TIENG ANH THUONG MAI


http://myuni.com.vn/redirect/53

) Kinh nghiém lam viéc

[ ) Receptionist
Cdng ty: Resort Vaniza Phu Quéc
M6 ta:
Check-in procedure.
Brief introduction about service of accommodations.
Guest requirement assure during staying.
Check-out procedure.
Others duties if required.

) Night Auditor
Cdng ty: Resort Lahana Phi Quéc
Mo ta:
Manage late and early checkin/ checkout.
Prepare invoices of inhouse guest and leaving guest.

Manage no show booking.
Check room charge and report properly during night shift.

[ ) Recruitment Executive
Cdng ty: Resort Eden Phu Québc
M6 ta:
Training course attended and recruiting staff by request.
Monitoring time sheet for other departments.
HR information updating, labor of contract storing.
Prepare and update duty roster for other departments.
Responsible for VSS (Vietham Social Security) monthly for company, checking and dealing with
upcoming case (increase or decrease staff member, sickness or martenity leave case...)
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