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MO TA CONG VIEC / JOB DESCRIPTION

VI TRi: NHAN VIEN DICH VU HANH KHACH / PASSENGER SERVICE OFFICER

Noi lam viéc: San bay N¢i Bai — Ha Noi

1.

Toém lwgc cong viéc / Job summary:

Lam thii tuc cho hanh khéch trong chuyén bay di / don chuyén bay dén, dam bao an ninh an toan
cho hanh khéch ctia chuyén bay di va dén.

Check-in passenger for departure flights/ picking up arrival flights, ensure security & safety for
whole passengers of departure/arrival flights.

2.

Trach nhiém chinh / Main responsibilities:

Chiu trach nhiém thuc hién cac dich vu lién quan dén phuc vu hanh khach va cac hoat dong
lién quan dén phuc vy hanh 1y ciia hanh khach di tau bay, d6i v6i cac chuyén bay di va / hoac
dén cuia VI tai san bay / Offer services which is related to customer services, baggage service
operations of departure/arrival VJ flights,

Xay dung don vi thong qua viéc dong gop v kién va thuc hanh céc cai tién chat lugng phu
hop véi dinh hudng cua Cong ty / Responsible for building up professional working
environment, enhance teamwork & personal responsibilities...,

C6 trach nhiém xay dung méi truong lam viéc chuyén nghiép dé cao tinh than dong doi va
trach nhi€ém ca nhan / Comply and follow with policies, regulations of local airport
authorities: vehicle speed limit, run way...,

Thuc hién cac cong viéc trén chinh xac theo cac quy trinh, huéng dan ciia Cong ty va Trung
tam mat cach chuyén nghi¢p / Comply with procedures, job guidance of company & execute
all tasks above,

Lam tha tuc cho hanh khach (check-in); kiém soat hanh 1y (xach tay, ky giri); moi khach st
dung céac dich vu gia tang ti€n ich / Check-in for passenger; control baggage (hand
carry/checked-in); suggest passenger to use ancillary products,

Kiém so4t hanh khach, hanh 1y x4ch tay tai ctra ra tau bay / Monitor boarding process:
Passenger & Hand-carry control,

Bio céo kip thoi cac bat thuong (ro i, rach v&...) cta hanh 1y, hang héa dén Ca trudng phuc
vu hanh khéach / Report to supervisor incurring issues which is related to baggage such as:
damaged, leakage...

Cac nhiém vu khac / Other tasks:

Thue hién cic nhiém vu khéc do cép trén giao / Perform other duties as assigned by
Management Level

Trinh d¢ viin héa/ Education: Tt nghiép PTTH / High school diploma or higher.
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5. Trinh do ngoai ngit/ Foreign language:

e Ngoai ngir: Tiéng Anh, chimg chi Toeic tir 400 diém tro 1én (hodc cac chung chi twong
duong) hodc tot nghi¢p Cao dang/ Dai hoc chuyén nganh tiéng Anh / English: Toeic 400
(or equivalent certificate) or college graduation in English major.

o Ul tién trng vién biét thém mot ngoai nglt khac (Hoa, Nhat, Han v.v...)/Other foreign
language is a plus.

6. Ciac yéu ciu khac/ other requirements:

o Nam, Nit; Tudi tir 18-40 / Male, Female; Age 18-40.
e N cao tir 1,58m va Nam cao tir 1,68m trd 1én / Female height: > 1m58; Male height: > 1m68.

e Tin hoc: st dung thanh thao cac trng dung tin hoc van phong (Words, Excel, Email, ...)
/ Extensive knowledge of Microsoft office.

e Ngoai hinh va nhin / Good appearance.



