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Muc tiéu nghé nghiép

V&i hon 4 ndm kinh nghiém thién vé linh vuc nha hang - khdch san, hanh chinh va trg ly diéu hanh tai tap doan khdch san
5sao qudc té va moi trudng doanh nghiép. Thanh thao trong viéc ph6i hgp nhan su, giao tiép lién phong ban, t6i uu quy trinh
lam viéc va cham sdc khach hang da van héa. Co kinh nghiém quén ly lich trinh, theo déi hidu suét va tinh gon quy trinh ndi bo
nham néng cao hiéu quéd hoat déng. Mong muén tan dung ky nédng té chic, giao tiép va gidi quyét vén dé dé phat trién su
nghiép & vi tri Trg ly Quan ly Nhdn su hodc tuong duong trong mét té chiic ndng ddng, dinh hudng téng trudng.

* Muc tiéu ngan han:
« Ap dung nhiing kién thic chuyén mén va kinh nghiém thuc té da tich Idy vao cong viéc.
« Co co hdi dugc lam viéc trong mai trusng hién dai, chuyén nghiép va mang tinh qudc té.
« Dadm nhan viéc hé trg diéu phai van hanh, giam sat van hanh va thuc hién quy trinh ndi bd hiéu qua.
- Phat trién kj nang giao tiép da van hda, tu duy hé théng va x(r ly tinh huéng trong méi trusng quéc té.
- Tao ra gia tri thuc tién va dugc cong nhan, dugc céng hién va déng gép vao su phat trién bén viing cta té chuc.

* Muc tiéu dai han:
- Tré thanh mot Nhan vién xuat sac, tung budc phat trién [&n vai tro cao hon trong hé théng té chuc.
- Gop phan nang cao chat lugng van hanh ndi bd va dam nhan vai tro quan ly hanh chinh chuyén nghiép.
« Tich Iy kinh nghiém quan tri, trau d6i ky nang mém, ky n&ng 1anh dao va nang luc tu duy hoach dinh chién lugc.
- Xay dung su nghiép viing chac, th&ng tién trong nganh khach san cao cép, gén bé véi sy phat trién lau dai cta té chuc.

Hoc vén

Trudng Dai hoc An Giang - Dai hoc Quéc gia Thanh phd Hé Chi Minh 06/2017 - 03/2022
C nhan Ngbn ngl hoc va Bién dich tiéng Anh

X&p loai tét nghiép: Gioi (3.34/ 4.00)

Kinh nghiém lam viéc

SUNSET BEACH RESORT AND SPA PHU QUGC 02/2021 - 04/2021
Thuc tap sinh Cham séc Khach hang

« Chao don khach hang va mai d6 uéng chao ming cho khach dén lam tha tuc nhan phong.

- Kiém soat clia sanh, may diéu hoa khdng khi va vé sinh khu vyc sénh.

« Hoi thadm trai nghiém cla khach luu tra va khach trd phong vé chat lugng dich vu cla khach san.

- Tiép can dé thu thap y kién, xin danh gia va ghi nhan phan héi clia khach hang trén trang web Tripadvisor.

« XU ly cac van dé cla khach trong kha nang va pham vi, thdm quyén cé thé giai quyét dé hd trg khach.

- Bao cao ngay cho Ban quan ly khi nhan dudc bat ky phan nan nao vugt qua kha nang giai quyét.

« Téng hop bao cao cudi ca cho cap trén vé cac danh gia, dé xuat va két qua hoan thanh nhiém vu dugc giao.

« Thuc hién cudc goi cham séc khach hang vao budi t&i dé hoi tham va tim hiéu cac van dé ma khach hang chua hai long.
- D& xuat cac giadi phap, sang kién véi cap trén dé gop phan cai thién dich vu va 1am hai long khach hang.

« Thuc hién cac nhiém vu khac theo yéu ciu clia cp trén.

SUNSET BEACH RESORT AND SPA PHU QUGC 02/2021 - 04/2021
Thuc tap sinh Lé tan

« Chuén bi truéc hé so thong tin luu tri clia khach da dat phong tai khach san.
« S&p x&p, soan trudc théng tin dat phong cua khach.

- Tiép nhan, scan gidy t¢ thy than, xin email va sé dién thoai cia khach.

« Khai bao luu trd cho khach Viét va khach nuéc ngoai.

« Xac nhan théng tin dat phong, lam thi tuc nhan phong cho khach dén luu tra.
« Kiém tra ky thong tin va tao thé khoa phong.

- Gigi thiéu tat ca cac dich vu clia khu nghi dudng cho khach.

- Cap nhat théng tin h6 so cla khach |&én hé théng.

« Luu trir ho so théng tin d&t phong cla khach.

« Thu tién, thanh toan céac chi phi dich vu khach hang da sr dung.

- Giai quyét khiéu nai ctia khach tai Lé tan hoac qua dién thoai.

- Thu thap y kién, danh gia va phan héi ctia khach hang trén trang web Tripadvisor.
« Thuc hién cac nhiém vu khac theo yéu ciu cta cép trén.



TRUNG TAM NGOAI NGU-TIN HOC THIEN TAM 08/2021 - 11/2021
Giao vién tiéng Anh

« Phu trach luyén ky nang Noi va Viét cho hoc vién thi chiing chi A2 va B1VSTEP.
- Soan bai giang, thiét ké bai tap luyén thi cho hoc vién.

« Huéng dan hoc vién luyén tap ky nang trén I6p.

« Kiém tra kién thuc cda hoc vién qua cac bai hoc.

« Stfa bai kiém tra va nh&n manh mot sé diém can luu y trong dé.

- T chuc tro choi cudi méi bai hoc dé 6n lai kién thic da hoc.

« Huéng dan, hé trg hoc vién lam bai kiém tra tha.

« Giai dap th&c méc cla hoc vién trong qua trinh hoc.

TRUNG TAM NGOAINGU - TIN HOC THIEN TAM 10/2021 - 12/2021
Nhan vién Lé tan

« Tu v&n va gidi dap thac mac vé cac khoa hoc tiéng Anh va Tin hoc tai Trung tam.

« Thiét ké poster, thu msi, logo, infographic, t roi, bai dang trén mang xa hoi bang phan mém Canva dé chay quang céo va
gigi thiéu cac khoa hoc.

- Cap nhat va d&ng tai thong tin vé cac khoa hoc trén Fanpage cla Trung tam.

- Truc phong chat tryc tuyén ctia Fanpage Trung tam dé tu van va giai dap thac mac.

« H& trg hoc vién giai quyét cac kho khan trong qué trinh hoc tép tai Trung tam.

« Thu hoc phi va bao cdo tinh hinh thu chi cho Quan ly.

« Phu trach in &n, chudn bj tai liéu, gido trinh cla tung khéa hoc.

- Sap x&p ca va chia lich hoc cho ting 16p va ting hoc vién.

« Thuc hién cac cong viéc khac co lién quan theo yéu ciu ctia Quan ly.

Chi nhanh Kién Giang - Céng ty Cé phan Vinpearl / VINPEARL RESORT & SPA PHU QUOC 12/2021 - 02/2023
Nhan vién Lé tan Spa - B6 phan Wellness

« Vé sinh khu vuc Spa: Quay |& tan, phong xéng hoi va phong tri liéu... vao dau va cudi ca lam viéc.

« Chuén bi nuc uéng chao mung, chao don khach theo tiéu chuén dich vu thuong hiéu Vinpearl.

« Chu&n bi s&n sang vat dung, d6 xéng hoi, tri liéu trong t locker cho khach st dung dich vu.

- Gioi thiéu, hudng dan khach st dung dich vu: quy trinh x6ng hoi (ngdm bén jacuzzi, steam va sauna).
- Gidi thiéu, tu van va upsell cac géi tri liéu, chuong trinh khuy&n mai va sdn phdm, my pham...

« Tu van théng tin chi tiét vé cac goéi massage tri liéu trong menu Spa.

« Tham gia céac I6p dao tao kién thic va thuc hanh tat ca bai tri liéu massage tir co ban dén nang cao.
« Huéng dan va dao tao lai cho nhan vién mai va thuc tap sinh tai Spa.

« H6 tro ky thuat vién khi can trong quéa trinh massage tri liéu cho khach.

« Xac nhan va hoan tat thd tuc thanh toan cho khach hang st dung dich vu.

« Hoi tham trai nghiém khach hang trong suét qua trinh luu trd tai khach san.

« Xin y kién danh gia clia khach hang trén Tripadvisor, Google theo tiéu chuén cla khach san.

« Kiém so4t, téng hop va luu trir cac tha tuc thanh toan.

- Lap bang tng hop béo cao doanh thu hang ngay.

« Lap bang bao cao doanh thu chi tiét theo ngay, tuan, thang dé gti cho Quan ly va B phan K& toan.
« Ban giao cong viéc két ca theo checklist quy trinh SOPs cla Spa.

« Kiém so4t va ban giao tién cashfloat trong két ctia Bd phan khi ban giao ca.

- Lap bang tng hop béo cao hoa héng clia Spa dé gui cho Quan ly va Bo phan K& toan.

« Soan thao menu, bién dich tiéng Anh théng tin gisi thiéu Spa, cac bai tri liéu, quy trinh tri liéu va san pham Spa.
« Tao danh muc ma hang, mé don hang san phdm Spa trén hé théng ndi bo.

« Theo d&i, ra soat ddm bao cac cong viéc hdng ngay va dinh ky ctia B6 phan hoan thanh dung han.

- Bang ky suat an canteen cho nhan vién, dang ky lich xe dua dén nhan vién di lam.

« Dang ky va kiém soat voucher Grand World cho nhan vién cua Spa.

« Kiém tra, b4o céo va theo d&i cac 16i kj thuat van hanh trong B6 phan.

« H6 trg céc cong viéc lién quan khac trong Bo phan.

Chi nhanh Kién Giang - Cong ty C6 phan Vinpearl / VINPEARL RESORT & SPA PHU oudc 03/2023 - 08/2024
Chuyén vién Hanh chinh - B4 phan Tién sanh

« Theo d&i, nh&c nhé Trudng B phan 1ap ké hoach trién khai, hanh ddng, dinh ky dé hoan thanh bao cao dung thsi han.

« Theo déi, nhac nhé Trudng Bo phan kiém soat ké hoach dao tao dé hoan thanh cac 16p hoc bat budc theo quy dinh.

« Theo déi, nhc nhé Trudng Bo phan kiém soat ké hoach muc tiéu dé hoan thanh béo cao dung han quy dinh.

« Truyén thong, nh&c nhd nhan vién tuan thi cac quy dinh cla cong ty, tiéu chuan dich vu thuong hiéu, hé théng quy trinh,
huéng dan tai noi lam viéc.

« Thuc hién cac nhiém vu lién quan dén cong tac van thu, quan ly tai san va cac nhiém vu hanh chinh khéac lién quan dén Bo
phan.

« L& dau méi thong tin chung dé tiép nhan cac cong van, théng bao dé giadi quyét cong viéc, phoi hop théng tin dén cac T6
trong Bo phan nhanh chaéng, kip thai.

« Kiém soat viéc st dung, bdo dudng, stia chifa, thanh ly... tai s&n thudc quyén quan ly theo ding hudng dan ky thuat va quy
dinh bdo hanh.

« Thuyc hién céac tha tuc thanh toan cac khodn chi phi dinh ky va phat sinh trong qua trinh van hanh ctia B phan: phu cép
cbng tac phi, tam Ung cong tac phi, chi phi phuc Igi, thanh toan mua sém cac mat hang cung cap cho van hanh,...

« Thuc hién cac céng tac hau can nhu: chuén bi hau can cho cac cudc hop clia bo phan, dat hang va theo déi c&p phat van
phong pham,...

- Kiém ké va thuc hién nhap kho, xuat kho va bao cao kiém ké vat tu tiéu hao, vdn phong pham.

- Lap k& hoach du chi theo quy, trich truéc chi phi theo thang cho toan bd cac khoan chi phivan hanh clia Bd phan.

« Xay dung hang muc ngén sach mua tai san (Capex), chi phivan hanh (Opex) ctia B phan theo nam.

« Soan thao, trinh ky va luu gill cac hop déng mua sdm hang héa, hop déng dich vu, hop déng nguyén tac véi cac d6i tac, nha
cung céap.



« Kiém tra viéc nhan hang hoa, nghiém thu dich vu va ban giao cho cac bén lién quan.

- Kiém so4t chi phi han muc dinh muc, chi phi mua tai san va cong cu, dung cu dap (ng van hanh cta Bo phan.
« Tién hanh mé don hang mua sam tai san, cdng cu, dung cu, dich vu ddm bao van hanh cho Bo phan.

« Dang ky suat &n cho nhan vién, dang ky lich xe trung chuyé&n néi bd dua don nhan vién di lam.

« Bang ky géi voucher Grand World cho B6 phan.

« Cap nhat va upload d liéu phan ca lam viéc cla B phan.

« Phu trach ch&m c6ng, xac nhan va téng hop ngay cong cla nhan vién, cong nhat va thuc tap sinh Bo phan.
« H& trg cac I6p dao tao clia cong ty, tham dy cac budi dao tao theo tiéu chudn cla khach san (khi phat sinh).
- Lap, theo doi va bao céo tién d6 thuc hién ké hoach dinh ky clia Bo phan trong nam.

« B4o cdo két qua thuc hién ké hoach dao tao, muc tiéu, trién khai va k& hoach dinh ky cGa Bd phan.

- Tich cuc tham gia cac hoat dong, dong gop y tudng xay dung moi trusng lam viéc tét.

- Phat hién va bao céo kip thoi cac rdi ro trong céng viéc va dé xuat phuong huéng x ly 1&n cép trén.

« Thuc hién céc bao céo theo yéu cau tu V&n phong Téng quan ly khach san.

« Thuc hién cac nhiém vu khac theo su phan cong cla cép trén.

Chi nhanh Kién Giang - Cong ty Cé phan Vinpearl / VINPEARL RESORT & SPA PHU oudc 09/2024 - 03/2025
Chuyén vién Phuc vu Cao cap - Bo phan Am thuc

« Chao dén khach VIP, chdm séc khach hang trong sudt qua trinh luu trd.

- Ti&p can va tu van théng tin, hd trg cho khach luu tra tai khach san.

- Bdm bao 18y danh gia 5 sao trén Tripadvisor va Google dat KPI1a 10% khach luu trd va 5% khach tra phong.

« Thuc ddy Bo phan lay danh gia tét (5 sao) ddm bao chi tiéu NES cua khach san.

« Kiém tra khach lam tha tuc nhan phong, chao dén va tiép khach VIP.

- Tiép can, phuc vu va tu van cho khach VIP luu tri tai khach san.

« Cham soc, ddm bao muc d6 hai long, theo sat ho trg cac khach phan nan trong khach san.

« Bao c4o v6i cap trén dé ho trg cac trudng hop khan cap.

« Thuc hién ban hang upsell tat ca cac san pham va dich vu cta khach san theo KPI dugc giao.

« Trung binh 1thang dat KPI tirtrén 200.000.000d dén 400.000.000d doanh thu dich vu onsite tif viéc ban cac sadn phdm va
dich vu phat sinh tai khach san.

- Bat thanh tich Best Seller doanh thu dich vu onsite cta khach san.

. DoNng gop, xay dung cac phuong phap dé cai thién trai nghiém cla khach hang va thic day doanh s ap dung céng nghé sé
Chat GPT.

- Huéng dan, theo déi va danh gia nhom ban hang upsell dé tim ra cach thuc ddy doanh sé.

- Téng hap, bao céo doanh thu, Igi nhuan sau méi hoat d6ng, chuong trinh &m thuc cdia khach san.

- Theo déi, ra soat, téng hop hoa héng ban hang cho toan thé nhan vién.

« Chd dong dé xuat, déng gop y tudng vai cap trén dé cai thién doanh s6, thuc ddy doanh thu clia B6 phan.

« Tich cuc tham gia cac hoat dong, ddng gdp y tudng xay dung méi truséng lam viéc tot.

« H& trg Ban quan ly khach san té chiic mot s6 su kién ndi b6 trong khach san.

« Dan chuong trinh cac su kién 16n, chuong trinh ndi b cla khach san.

« Phat hién va bao céo kip thai cac rui ro trong cong viéc va dé xuat phuong huéng xdr ly 18n cap trén.

« Thuc hién cac nhiém vu khac theo su phan cong cla cép trén.

CONG TY CO PHAN LUONG THUC ANGIMEX (ANGIMEX FOOD) 04/2025 - 09/2025
Trg ly CEO kiém Chuyén vién ban Dau tu va Phat trién thi truang

« D&t lich hop, chuén bi phong hop, thiét bi, tai liéu cho cac cudc hop ban diéu hanh, ban chién luge va ban du an.

« Ghi chép bién ban cudc hop day du, gli lai cho cac thanh vién kém phan cong cu thé.

- Téng hop, theo ddi viéc thuc hién cac chi dao tir CEO.

« S&p xép lich lam viéc, nhac lich va chuan bj tai liéu cho CEO.

« L& d4u mai ti€p nhan va phan phdi thong tin ti CEO dén cac phong ban.

« Kiém tra, nhac nhd, hé trg cac phong ban trong viéc thuc hién dung ndi dung chi dao CEQ da giao.

« Tiép nhan ké& hoach coéng viéc tu Truéng ban D4u tu va PTTT, phan loai d4u viéc theo nhém chuyén mén va cap doé uu tién.
. Cap nhat lién tuc cac thay d6i trong dau viéc dugc phan b6 ti Trudng ban cho thanh vién.

« Theo ddi tién d6 tung d4u viéc, cap nhat trang thai, phat hién cong viéc tén dong hoéc tré han cda tung thanh vién.
- Dé xuat phuong an xur ly khi co nguy co tré tién do hoac thi€u phéi hop.

- B4o cdo lai tién do va trang thai cong viéc theo dinh ky hang tuan.

- La dau mai giao ti€p voi cac bd phan: Kinh doanh, Nhan sy, K& toan...

- Quan ly moi quan hé noi bd va duy tri lién két chat ché gidia cac phong ban.

« Thu thap téng hop dix liéu chinh sach gia ban va chiét khau déi véi gao ndi dia.

« Tap hop di liéu chdm céng tu hé théng may cham céng / phan mém HR.

« Ghi nhan céc trusng hgp lam tu xa, di cong tac, nghi phép, truc cudi tuan, lam ngoai git theo ting ca nhan.

« Bao c4o téng hop bang cong chinh thic da ra soat vé Ban Nhan su - Hanh chinh.

« Thuc hién cac cong viéc khac theo su phan céng cla céap trén.

@ Hoat déng

Cau lac bd Tiéng Anh - TRUGNG DAIHOC AN GIANG 03/2018 - 03/2021
Phé Chu nhiém Cau lac bd

« Lén k& hoach t6 chirc cac chuong trinh giao luu, hoat déng ti€ng Anh cho sinh vién.

« Phéi hgp t6 chic cac hoat déng clia cau lac bd nham giao luu, chia sé, gén két sinh vién.
« Phan cong nhiém vu cho cac thanh vién Ban quan ly.

« Theo déi, giam sat tién do thuc hién nhiém vu va tdng hgp bao cao Chi nhiém Cau lac bo.
- Dé xuat cacy tudng, d6i méi cac hoat dong, chuong trinh cla Cau lac bd.

« Thuc hién cac nhiém vu khac theo su phan céng cla cép trén.




Bo phan T4 chirc Su kién (eGROUP) - TRUGNG DAI HOC AN GIANG 09/2019
Phé truéng Bo phan kiém Truéng ban San khau - Hau truéng

« Phé&i hop va té chic cac hoat ddng, su kién ctia trusng va cac don vi truc thudc.

« Phan cong nhiém vu cho céc ddi truéng va thanh vién trong déi minh phu trach.

- Giam sat, kiém tra tién do thuc hién nhiém vu cta cac Phong ban.

« Banh gid muc do hoan thanh nhiém vu cla céc thanh vién.

« Chju trach nhiém téng hop bao cao két qua hoan thanh céng viéc cla cac phong ban.
« D& xuat khen thudng cho c4 nhan c6 déng gop tich cuc cho té chuc.

- Lén ké hoach va tuyén dung thanh vién méi cho té chuc.

- Bao c4o cac hoat dong ma don vi da trién khai.

« Danh gi4 lai diém thuyc hién t&t va chua t6t sau méi hoat dong.

« Khen thuéng, phé binh cac ca nhan trong nhom theo muc dé hoan thanh nhiém vu dugc giao.
« Thuc hién cac nhiém vu khac theo su phan céng cla cap trén.

Gidi thuéng

- 06/2021

Hiéu trudng khen thuéng sinh vién Khoa Ngoai ngir hoan thanh xuat s&c nhiém vu trong Thang Thanh nién
Hiéu trudng khen thudng hoan thanh tét nhiém vu trong Chuong trinh Tiép suc Mua thi

Hiéu trudng khen thudng hoan thanh tét nhiém vu trong Chién dich tinh nguyén Mua hé xanh

Hiéu trudng khen thudng hoan thanh tét nhiém vu trong Chién dich tinh nguyén Mua hé xanh

Dat danh hiéu “Sinh vién 5 tot” cdp Trudng

Dat danh hiéu “Sinh vién 5 t6t” cdp Trudng

Dat danh hiéu “Sinh vién 5 t6t” cdp Trudng

Dat danh hiéu “Sinh vién 5 t6t” cép Tinh

Budc trao giai thudng danh hiéu "Shining Pearl thang 11-2023" c&p co s6

Ky nang

2018-2019

2018-2019

2018-2019

2019-2020

2017-2018

2018-2019

2019-2020

2019-2020

2023

GIAQ TIEP 8/10
NGOAINGU 8/10
THUYET PHUC 9/10
LAM VIEC NHOM 10/10
TU CHU CONG VIEC 9/10
QUAN LY THO! GIAN 9/10

GIAIQUYET VAN BE 9/10

Sd thich

« Thich kham pha, du lich

« Nghe sach noi, thién dinh

« Tim hiéu chiém tinh hoc, than s hoc

« Hoc ngoai ngir(tiéng Trung & tiéng Han)

Théng tin thém

« Canhan ludn dé cao su cham chind luc trong cong viéc va chiu dugc ap luc cao.

- L& nguoi dat trach nhiém I&én hang dau, chd dong, linh hoat nhay bén, ham hoc hoi.

« Ludn s&n sang hoc héi va ldng nghe phan héi, biét tiép thu dé cai thién ban than tét hon.

« Co khd nang lamviéc doc lap hiéu qua, thich nghi nhanh véi méi trusng méi, hoc héi nhanh.

- La ngudi huéng ngoai, cdi mdé lubn mang lai cdm giac thoai mai cho ngudi déi dién khi giao tiép.

« Khéng nguing c6 gang phat trién ban than ngay mot tét hon, mang lai nhiéu déng gop hon cho té chiec.

« Vi tinh than cau tién, luén nd luc lam t&t nhat cé thé tu nhitng viéc nhd nhat mot cach chuén chinh, ti mi.



Detail-oriented and proactive professional with 3+ years of experience in hospitality operations, administration, and executive
assistance in international 5-star hotel chains and corporate environments. Skilled in HR coordination, cross-department
communication, workflow optimization, and multicultural client service. Proven ability to manage schedules, track performance,
and streamline internal processes to enhance operational efficiency. Seeking to leverage strong organizational, interpersonal, and
problem-solving skills to excel as a Management Assistant in a dynamic, growth-oriented organization.

Short-term Goals:
« Seek the opportunity to work in a modern, professional, and internationally oriented environment.
« Apply professional expertise and hands-on experience gained in 5-star hotels to my role.
« Undertake responsibilities in operational coordination, and the effective execution of internal procedures.
« Enhance cross-cultural communication skills, systems thinking, and problem-solving abilities in an international context.
- Create tangible value, gain recognition, and contribute to the sustainable growth of the organization.

Long-term Goals:
- Become an outstanding staff and gradually progress to higher leadership roles in international hotel chains.
- Contribute to service quality enhancement, guest experience improvement, and professional operational management.
« Accumulate management experience, develop soft skills, leadership abilities, and strategic planning capability.
« Build a solid career in the luxury hospitality industry, with long-term commitment to the organization's growth.

Bachelor of English Linguistics & Translation

GPA: 3.34/ 4.00(Very Good)

Deputy Head of the Club

« Planned and organized weekly themed English exchange programs and special event activities for students.
« Estimated costs and managed budgets for club events and activities.

« Coordinated with stakeholders to organize club activities.

» Assigned specific tasks and responsibilities to team leaders.

« Monitored task progress and ensured timely completion.

« Prepared and submitted activity reports to the Club Head.

« Proposed innovative ideas and improvements for club programs and activities.

» Performed additional duties as assigned by the Club Head.

Deputy Head of Department

« Planned, coordinated, and executed major university events such as Student Leadership Program, Anniversary Celebrations,
Student Camping Festival, and other activities organized by the Youth Union and Student Association.

« Assisted in organizing both internal and external events in line with the university’s directions.

» Supervised team members, assigned tasks, and monitored progress to ensure timely and high-quality delivery.

« Evaluated performance, recognized outstanding individuals, and addressed underperformance within the team.

« Coordinated communication between departments, vendors, and partners to ensure smooth event operations.

« Managed budgets, controlled expenses, and prepared post-event reports for senior management.

« Proposed creative ideas and solutions to enhance student engagement and overall event experience.

« Performed additional tasks assigned by the Head of Department.

(Cum) Head of Backstage and Stage Management

- Planned, prepared, and managed stage setup, sound, lighting, and logistics for large-scale university events.

« Followed event scripts and timelines to ensure programs ran according to plan.

- Supervised installation, technical operations, and troubleshooting throughout the events.

- Coordinated ceremonial arrangements including guest reception, seating, award presentations, and gift distribution.
« Evaluated logistics staff performance, rewarding achievements and addressing incomplete tasks.

« Directed logistics teams, ensuring timely setup and dismantling in line with event schedules.

« Managed equipment, materials, and safety compliance during events.

« Supported MCs, performers, and student clubs to ensure seamless program flow.



English Teacher

« Developed lesson plans and designed exercises tailored to students’ levels and needs.

- Taught Listening, Speaking, Reading, and Writing skills to students preparing for A2 and B1 VSTEP exams, significantly
improving their results.

« Guided in-class skill practice and conducted reqular assessments, emphasizing key points for mastery.

- Assisted students with mock exams and addressed learning-related questions.

« Organized end-of-lesson educational games to reinforce knowledge and enhance student engagement.

Receptionist

« Advised students on English and IT courses and supported them throughout registration and learning processes.

« Scheduled classes and managed student lists.

- Coordinated with teachers to resolve students’ learning difficulties.

« Collected tuition fees and reported financial status to management.

- Prepared course materials and teaching resources for classes.

« Managed the center’s Fanpage and responded to student inquiries online.

- Developed content ideas for the Fanpage to promote the center, introduce courses, and attract new registrations.
- Designed posters, invitations, logos, infographics, flyers, and social media posts using Canva to advertise courses.
« Performed other administrative tasks as requested by management.

Front Desk Intern

« Prepared guest records and documentation for check-in, ensuring all booking information was accurate.
« Organized and confirmed room reservations prior to guest arrival.

« Welcomed guests, verified and scanned identification documents, and collected contact information.
» Managed check-in procedures for both domestic and international guests.

« Promoted room upgrades, special offers, and additional hotel services to enhance guest experience.
« Introduced hotel facilities and services to guests.

« Verified booking details before issuing room keys.

» Updated guest information in the hotel management system.

« Handled billing and collected payments for services upon guest check-out.

» Addressed guest inquiries and resolved complaints during their stay.

« Prepared and organized daily due-in and due-out lists.

« Collected guest feedback and reviews on TripAdvisor.

« Performed other administrative tasks as required by management.

Customer Service Intern

« Welcomed guests, served welcome drink upon arrival, and assisted with check-in procedures.

« Monitored public areas in the lobby to ensure cleanliness and proper air-conditioning.

«» Conducted guest satisfaction surveys regarding accommodation and service quality.

« Collected guest feedback and reviews on TripAdvisor according to assigned targets.

«» Addressed guest issues and coordinated with relevant departments to resolve problems.

- Immediately reported to management any complaints beyond the scope of resolution.

» Compiled end-of-day summaries for management, including feedback, suggestions, and completed tasks.
« Made evening courtesy calls to guests to provide care and identify any unresolved issues.

« After courtesy calls, reported daily feedback and incidents to supervisors, proposing solutions as needed.
« Followed up on guest comments after their stay to identify any unresolved issues.

« Proposed solutions and innovative ideas to enhance guest satisfaction and service quality.

« Performed other tasks as required by management.

Spa Receptionist - Wellness Department

» Welcomed guests, prepared welcome drink, and guided them through Spa services according to Vinpearl standards.

« Presented detailed information on treatment packages, wellness programs, and upsold Spa products and services.

« Scheduled appointments, confirmed reservations, completed payment procedures, and maintained guest records on the
internal system.

« Performed body treatments, facial care, and hair washing services, ensuring high-quality standards and guest satisfaction.

« Guided guests through the Spa experience, including sauna and steam services, throughout their stay.

« Collected guest feedback and reviews on TripAdvisor and Google according to hotel standards.

- Assisted therapists as needed, preparing treatment rooms and equipment for Spa services.

« Monitored daily and periodic Spa operations, reported technical issues, and ensured smooth departmental workflow.

« Prepared daily, weekly, and monthly revenue reports; managed shift checklists, cash float, and handover according to SOPs.

« Prepared commission requests for Spa staff and submitted them to the Accounting Department.

- Drafted and translated Spa menus, updated service information, treatment procedures, products, and maintained the internal
inventory system.

- Managed internal administrative tasks for Spa staff, including meal registrations, shuttle schedules, Grand World vouchers, and
other management requests.

« Performed additional duties as assigned by management.

Administrative Officer - Front Office Department

» Monitored and reminded Department Heads to develop, implement, and control operational plans, training programs, and
targets, ensuring timely completion of reports.

« Communicated and supervised staff compliance with company policies, service standards, and work procedures, promoting
consistent quality and professionalism.

» Managed administrative tasks including document handling, asset management, coordination of work processes, as well as
supervising maintenance, repairs, and disposal of assets.



« Processed payments related to operational costs, procurement, allowances, employee welfare, and logistics support for the
department.

« Conducted inventory checks, managed stock receipt and issuance of supplies and office materials; prepared annual and
quarterly Capex and Opex budgets.

- Drafted, submitted for approval, and managed procurement and service contracts; inspected and accepted goods and services
to meet operational requirements.

« Controlled expenses and executed purchase orders for assets, tools, equipment, and services to ensure uninterrupted
department operations.

- Coordinated employee meal registrations, shuttle bus schedules, voucher distributions, and shift planning to optimize workforce
management.

- Oversaw attendance tracking, verification, and consolidation of working hours for staff and interns, ensuring accurate payroll
processing.

» Supported and participated in training sessions according to hotel standards to enhance staff competencies.

« Prepared, monitored, and reported progress on periodic plans; reported training outcomes and achievement of departmental
goals.

« Contributed ideas to improve workplace environment; identified and reported risks, proposing effective solutions to
management.

« Produced reports and performed additional tasks as assigned by supervisors, demonstrating adaptability and dedication.

« Performed additional duties as assigned by management.

Guest Ambassador - Food & Beverage Department

» Welcomed VIP guests and ensured personalized guest care during their stay.

- Achieved KPIs in guest satisfaction ratings on TripAdvisor and Google (10% check-in guests, 5% check-out guests).

« Supervised and enhanced NES/POP KPI performance for the Food & Beverage Department, reporting directly to the General
Manager on a daily basis.

« Supported the Front Desk in conducting check-in procedures and delivering hotel information to guests upon arrival.

- Performed upselling of hotel services, achieving monthly onsite revenue of VND 200-400 million.

- Awarded “Best Seller” for onsite service revenue.

- Trained and supervised upsell team performance and monitored commission reports.

- Proposed initiatives to improve guest experience and increase sales.

« Prepared post-BB0Q event revenue and profit (P&L) reports.

- Monitored, reviewed, and consolidated sales commission figures for all staff.

« Proactively proposed and contributed ideas to enhance customer experience and boost departmental revenue.

« Actively participated in internal activities, contributing ideas to foster a positive and collaborative work environment.

« Assisted hotel management in organizing selected internal events and served as the master of ceremonies for major events and
in-house programs.

« Performed additional duties as assigned by management.

Guest Service Agent Casual

» Welcomed guests with a friendly greeting according to Vinpearl standards.

« Collected booking information to verify guest details in the system.

« Scanned and registered guests’identification documents to create profiles in the system.

« Handled check-in and check-out procedures in accordance with Vinpearl standard operating procedures.

« Advised guests on room upgrades and promoted tickets for VinWonders and Safari with special offers.

« Provided detailed information about hotel facilities, services, amenities, and promotional programs.

« Verified room availability and guest room numbers before issuing room keys.

« Issued booking registration form and programmed room keys prior to guest check-in.

« Prepared and organized daily due in/due out lists to ensure smooth check-in/check-out operations.

« Reviewed guest profiles carefully to support the nightly audit process.

» Collected room charges and additional services during the guest's stay; monitored payments from the bar and restaurant.
« Responded to guest inquiries, resolved complaints, and provided ongoing support throughout their stay.

- Coordinated with other departments (Restaurant, Bar, Housekeeping, Entertainment) to meet guest needs.
« Collected guest feedback and reviews to enhance service quality.

» Maintained a clean, organized, and well-equipped front desk area; monitored and reported technical issues.
« Performed additional duties as assigned by management.

Doorgirl Casual

- Greeted guests warmly and professionally, creating a positive first and last impression.

« Prepared and served welcome drink to guests during check-in.

« Assisted guests entering and exiting the hotel safely, conveniently, and according to procedures.

- Carried, transported, and arranged guests' luggage during check-in and check-out.

« Assisted guests with shuttle services, taxi bookings, and guided them on parking arrangements.

« Provided information and guidance on hotel facilities, amenities, and on-site services.

« Notified Front Desk or relevant departments promptly of any special guest requests.

» Maintained the lobby seating area, including sofas and cushions, clean, organized, and presentable.
« Ensured the entrance area remained clean, orderly, safe, and well-maintained.

« Supported security at the main entrance, identified potential issues, and reported unusual situations to management.
« Assisted other hotel departments as needed to ensure efficient and seamless guest service.

Assistant CEO

» Scheduled executive meetings, prepared meeting rooms, equipment, and documents.

» Took minutes, distributed action items, and monitored follow-ups.

» Managed CEOQ's calendar, reminders, and briefing materials.

« Acted as a communication bridge between CEO and departments.

- Tracked task progress, identified delays, and proposed solutions.

« Coordinated with Sales, HR, and Accounting departments to ensure smooth operations.

- Reviewed and validated documents, proposals, and requests to ensure full compliance with the company’s charter and financial
regulations before submitting them for the CEQ's approval.

- Drafted proposals, requests, and official documents as directed by the CEQ.

« Performed other duties as assigned by management.



(Cum) Investment and Market Development Officer

« Received and prioritized work plans from the Head of Investment & Market Development, categorizing tasks by function and
urgency.

« Monitored task assignments in real time, updated progress, identified bottlenecks or overdue items, and initiated resolution
measures.

-« Recommended corrective actions to mitigate potential delays or coordination gaps.

- Prepared and submitted weekly progress and status reports to management.

« Served as the primary liaison between Business, HR, and Finance departments, ensuring seamless communication and
workflow.

- Maintained strong internal relationships, fostering effective interdepartmental collaboration.

» Gathered and consolidated data on domestic rice pricing and discount policies for management analysis.

» Managed monthly attendance tracking for the department, compiling verified reports for submission to the HR & Administration
Division.

« Performed additional duties as assigned by management.

Recognized by the Rector for outstanding performance during Youth Month

Recognized by the Rector for excellent contributions to the Exam Support Program

Recognized by the Rector for successful completion of tasks in the Green Summer Volunteer Campaign
Recognized by the Rector for successful completion of tasks in the Green Summer Volunteer Campaign
Awarded the title Five-Good Student - University Level

Awarded the title Five-Good Student - University Level

Awarded the title Five-Good Student - University Level

Awarded the title Five-Good Student - Provincial Level

Awarded the Shining Pearl of the Month - Hotel (Nov 2023)

Teamwork (10/10)

Work Autonomy (9/10)
Communication (8/10)
Time Management (9/10)

Persuasion & Problem Solving (8/10)

« Traveling solo to explore new cultures and gain independence.

« Listening to audiobooks and practicing meditation for personal growth and mindfulness.

« Studying foreign languages to enhance communication skills and cultural understanding.

« Researching astrology and numerology to deepen insight into human nature and the universe.

« A highly responsible and proactive professional with strong adaptability, agility, and eagerness to learn.

- Committed to delivering tasks with precision, accuracy, and attention to detail, while able to work independently, perform
effectively under pressure, and quickly acquire new knowledge and skills.

« Fluent in Cambodian, with conversational proficiency in English and basic communication skills in Chinese, complemented by
strong interpersonal and cross-cultural communication abilities.

« Extroverted, approachable, and open to feedback, consistently striving for self-improvement and making positive contributions
to organizational growth.
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