CONG TY TNHH THANG MAY MITSUBISHI VIET NAM

VI TRI TUYEN DUNG - 4/2021

Vi tri

Yéu cau

Mo ta cong viéc

Quyén loi

Nhan vién

kinh doanh
thang may

(S6 lugng:

02)

- Nam, tuoi tur 24-35;

- Tét nghiép dai hoc cac
nganh lién quan dén kinh
té, k¥ thuiat, xay dung;

- K¥ ning giao tiép va dam
phan tdt;

- San sang hoc hoi, nhanh
nhen, cht dong trong cong
viéc;

- Trach nhiém trong cong
viéc va chiu dugc ap luc
cong viéc;

- C6 it nhat 01 nam kinh
nghiém trong linh vuc kinh
doanh cac nganh k¥ thuat
hodc, cac thiét b trong toa
nha 1a mot loi thé;

- Co kha néng giao tiép va
viét tiéng Anh;

- Thanh thao may tinh van
phong.

- Tim kiém khach hang;
- Lién h¢ v6i khach hang dé hd

trg va tu van vé cac san phim
thang may cua hang;

- Tién hanh lam va giri bao gia

cho khach hang;

- Theo dbi, t van va dam phan

v6i khach hang dé ky két hop
dong;

- Phéi hop véi cac phong ban dé

hd trg khach hang va hoan
thanh hop dong;

- Lam céc cong vi¢c gidy to

khac nhu: Cép nhat bao céo
kinh doanh, hd trg cp quan ly
giam sat va theo doi du an dé
dam bao du an hoat dong theo
ké hoach; gidi quyét cac cong
viéc phat sinh néu co; cham
soc khach hang sau ban hang;

- Céac nhiém vy khac dugc giao

b6i cp Quan 1y.

- Luong hap dan, thuong
thang luong thir 13, danh
gi4 didu chinh luong 2
lan/nam, hoa hong theo
chinh sach kinh doanh cua
Cong ty;

Duogc hd trg chi phi xing
xe, dién thoai, di lai theo
chinh sach cta Cong ty;
Bao hiém X hoi va bao
hiém strc khoe;

Moi truong lam viéc nang
dong va chuyén nghiép;
Thoi gian lam viéc tur thu
Hai dén thir Sau (40h/tuan)
Chinh sach dao tao theo
quy ché ctia Cong ty;

Du lich thuong nién, hoi
thao va cac ché do khac.

Nhan vién
thiét ké ban
v& (S6 luong:
01)

- Nam, tuoi tur 24-30;

- Tt nghiép dai hoc, cao
ddng cac nganh lién quan
dén co khi, xay dung;

- Thanh thao may tinh van
phong, Autocad 2D;

- Ky néng tu duy logic va
giai quyét van dé tot;

- San sang hoc hoi, nhanh
nhen, chi dong trong cong
viéc;

- Trach nhiém trong cong
viéc va chiu dugc ap luc
cong viéc;

- Co kha néng giao tiép va
viét tiéng Anh;

- Xac dinh gén b6 lau dai véi
cong viéc;

- Khdo sat thang va lam cac bao

cao lién quan;

- Thuc hién thiét ké céac chi tiét

va ban v€ thang;

- Hb tro nhan vién kinh doanh

thang may cac van dé k§
thuat;

- Céac nhiém vy khac dugc giao

boi cap Quan 1y.

Luong hap dan, thuong
thang luong thu 13, danh
gi4 diéu chinh luong 2
lan/nam theo chinh sach
kinh doanh ctia Cong ty;
Puoc hd tro chi phi xing
xe, dién thoai, di lai theo
chinh sach cua Cong ty;
Bao hiém X4 hoi va bao
hiém strc khoe;

Mbi truong lam viéc nang
dong va chuyén nghiép;
Thoi gian lam viéc tur thur
Hai dén thir Sau (40h/tuén)
Chinh sach dao tao theo
quy ché cua Cong ty;

Du lich thuong nién, hoi
thao va cac ché do khac.

Nhan vién ho
trg kinh
doanh (Sb
lugong:01)

- NI, tuoi tir 23-27,;

- C6 it nhat 01 nam kinh
nghiém trong vi tri hanh
chinh kinh doanh 1a mét loi
thé;

- 50% cong viéc hanh chinh va
50% cong viéc kinh doanh;

- Theo doi va lam viéc véi
khach hang, dam phén va
thuyét phuc khach hang ky két
hop dong;

Luong hap dn, thuéng
thang luong thir 13, danh
gi4 diéu chinh luong 2
lan/nam;




- Co k¥ nang giao ti€p va
dam phan tt;

- Hirng thu véi mang kinh
doanh, nhiét tinh, chui dong
trong viéc tiép can khach
hang;

- Cén than, ti mi;

- Trach nhiém trong cong
viéc; mong mudn gin bo
lau dai;

- Thanh thao may tinh van
phong.

- C6 kha ning giao tiép va
viét tiéng Anh;

- Phéi hop véi cac phong ban dé
giai quyét cac van dé phat sinh
va thuc hién dich vu khach
hang sau khi ky két hop dong;

- Cac nhiém vy khac duogc giao
boi cap Quan 1y.

- Bao hiém X3a hdi theo quy
dinh Phap luat va bao hiém
stc khoe;

Puoc hd tro chi phi xing
xe, dién thoai, di lai theo
chinh sach cua Cong ty;
Moi truong lam viéc nang
ddng va chuyén nghiép;
Thoi gian lam viéc tur thur
Hai dén thir Sau (40h/tuén)
Chinh sach dao tao theo
quy ché ctia Cong ty;

Du lich thuong nién, hoi
thao va cac ché do khac.

Nhén vién
hanh chinh
phong bao tri
(S6 lugng:
01)

- Nam, tuoi tur 24-35;

- San sang hoc hoi, nhanh
nhen, chi dong trong cong
viéc;

- Trach nhiém trong cong
viéc va chiu dugc ap luc
cOng viéc;

- C6 it nhat 01 nam kinh
nghi¢m trong céc cong viéc
hanh chinh 1a mot loi thé;

- C6 kha nang giao tiép va
viét tiéng Anh;

- Thanh thao may tinh van
phong.

- Cham cong cho nhan sy phong
K¥ thuat Bao tri 2;

- Tap hop va xur Iy thong tin
nhan su;

- Chuén bi trinh thu, gidy gi6i
thi€u cho khach hang;

- Cac nhi€ém vu hanh chinh khac
dugc giao boi cip Quan ly.

Luong hap dan, thuéng
thang luong thir 13, danh
gi4 diéu chinh luong 2
lan/nam, hoa hdng theo
chinh sach kinh doanh cua
Cong ty;

Duoc hd trg chi phi xing
xe, dién thoai, di lai theo
chinh sach cia Cong ty;
Bao hiém X4 hoi va bao
hiém strc khoe toan dién;
Moi truong lam viéc nang
ddng va chuyén nghiép;
Thoi gian lam viéc tur thur
Hai dén thir Sau (40h/tuan)
Chinh sach dao tao theo
quy ché ciia Cong ty;

Du lich thuong nién, héi
thao va cac ché do khac.

Nhan vién ke
todn cong ng
(S6 lugng:
01)

- Nam, tuoi tur 26 -35;

- Tt nghiép truong dai hoc/
cao dang chuyén nganh
Kinh té, Tai chinh - K&
toan;

- C6 it nhat 01 nam kinh
nghiém ké toan;

- C6 kinh nghiém st dung
phin mém ERP va lam
trong mang xay dung la
moét loi thé;

- C6 k¥ nang giao tiép va
dam phan tét;

- Cén than, ti mi;

- C6 k¥ nang giai quyét van
dé va ra quyét dinh;

- Nhan hop dong (Hop dong
kinh doanh, hop dong bao tri,
béo gid) cua khu vuc mién
Bic tir phong Kinh doanh sau
d6 kiém tra thong tin hop
ddng trén hé thong ERP;

- Nhan bién ban ban giao thiét
bi, bién ban ban giao cong
trinh hoan thanh, bién ban
kiém dinh, bién ban hoan
thanh thoi gian bao hanh tu
céc phong ban va chuén bi
ching tir thanh toan, phat
hanh hoa don va gui khach
hang;

- Theo doi lich thanh toan hop
ddng, lién hé khach hang dé
thu tién dung han;

Luong hap dan, thuéng

thang luong tha 13, danh

gi4 diéu chinh luong 2

lan/nam;

Bio hiém X3 hoi theo quy

dinh Phap luat va bao hiém

suc khoe;

Duoc hd trg chi phi xing

xe, dién thoai, di lai theo

chinh sach cia Cong ty;

- Mai truong lam viée nang
dong va chuyén nghiép;

- Thoi gian lam viéc tur thir
Hai dén thir Sau (40h/tuan)

- Chinh sach dao tao theo
quy ché cua Cong ty;

- Du lich thuong nién, hoi

thao va cac ché do khac.




- Trach nhiém trong cong
viéc; mong mudn gin bo
lau dai;

- Thanh thao may tinh van
phong.

- C6 kha nang giao tiép va
viét tiéng Anh;

- Lap phiéu thu bang tién mat
sau khi lién hé véi khach hang
dé thu tién sau d6 chuyén tién
qua tai khoan ctia cong ty vao
cudi ngay (bat budc);

- Kiém tra cong no theo timg
coOng tinh, thuong xuyén lién
hé khach hang dé thu tién
dang han;

- Chuan bi bién ban thanh 1y va
guri toi khach hang (néu can);

- Béo cdo chi tiét s6 du cong no
va s du khoan khach hang tra
trudc hang ngay;

- Chuan bi thu d6i chiéu doanh
thu véi khach hang cho muc
dich kiém toan hang nam;

- Lap bao cdo thu tién hang
ngay cho ban Céng no Béo tri
tai Tru so chinh hang ngay
(néu can);

- Béo céo 1én cap trén hang
ngdy va hang tuan vé tinh hinh
du 4n c6 ké hoach thu tién
trong thang;

- Cac nhiém vy khac duogc giao
b6i cap Quan Iy.

Ky thuét vién
bao tri (SO
luong: 07)

- Nam, tot nghiép trung cap,
trung cap nghé, cao dang,
cao ding nghé cac nganh
dién, co dién, dién, dién tu,
tu dong hoa...;

- C6 st khoe, c6 thé di
cong tac (theo lich cong tac
hang tuan, hang thang) khi
¢6 yéu cdu, co thé sip xép
di hudn luyén trong Ho Chi
Minh 2 thang;

- Khéng yéu cau kinh
nghiém;

- San sang hoc hoi, nhanh
nhen, chu dong trong cong
viéc;

- Nhanh nhen, chiu kho, c6
trach nhi¢m trong cong
viéc;

- Xac dinh gén b6 lau dai véi
cOng viéc;

- Thyc hién cong viéc bao tri
duéi sy huéng dan cua
Truéng nhom;

- H{ tro Trudng nhoém cac van
dé lién quan dén bao tri va an
toan;

- Céc nhi€m vu khac duoc giao
boi cap Quan 1y.

- Luong hap dan, thuéng
thang luong tha 13, xem
xét danh gia didu chinh
lwong 2 lan/nam;

- Puogc hd trg chi phi giri xe
theo chinh sach cua Cong
ty;

- Bao hiém Xa hoi va bao
hiém strc khoe:

- Moi truong lam viéc nang
ddng va chuyén nghiép;

- Thoi gian lam viéc tur thur
Hai dén thir Sau
(40h/tuan), tra lwong ngoai
gid theo dung quy dinh;

- Chinh sach dao tao theo
quy ché cua Cong ty;

- Du lich thuong nién, héi
thao va cac ché do khac.
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RECRUITMENT ANNOUNCEMENT - 01 ADMIN STAFF

- MAINTENANCE FIELD DEPARTMENT
THONG BAO TUYEN DUNG - 01 NHAN VIEN HANH CHINH
— PHONG KY THUAT BAO TRI

Mitsubishi Elevator Vietnam Co., Ltd. - VMEC (formerly known as Melco Elevator Vietnam Co., Ltd. founded
on March 27, 2008) specializes in supply, installation and maintenance for Mitsubishi elevators, escalators to
satisfy customers’ increasingly diversified needs. Mitsubishi Elevator is always the first choice for five-star
hotels, high-rise offices, luxurious building complexes and public transportation infrastructures. In response to
the trust of our Valued Customers, we are committed to providing better products and services.

Céng Ty TNHH Thang Mdy Mitsubishi Viét Nam (tién than la Cong Ty TNHH Thang Mdy Melco Viét Nam dwoc
thanh ldp ngay 27/03/2008) chuyén cung cdp, ldp ddt va bao tri thang mdy, thang cuon Mitsubishi déap img moi
nhu cdu da dang cua khach hang. Thang may Mitsubishi ludn la su lwa chon hang dau cho cdc khdach san 5 sao,
cao oc van phong, khu phirc hop sang trong va co' s6 ha tang giao thong cong cong. pé dap lai sy tin dung cua
Quy Khdch hang, chiing t6i cam két mang dén nhitng san pham va dich vu ngdy cang tét hon.

We are seeking qualified candidates who have career passion, specific job targets and are willing to be part of an
ambitious enterprise with big goals like VMEC.

Chiing t6i dang tim kiém nhitng vmg vién c6 nang hee, dam mé nghé nghiép, muc tiéu cong viéc cu thé va san
sang tré thanh mét phan cia doanh nghiép ddy tham vong véi muc tiéu Ién nhw VMEC.

CRITERIA/YEU CAU:

- Female; Age from 24 -30;
Nit, tuéi tir 24-30;
- Willing to learn, self-motivated and proactive;
Sén sang hoc hoi, nhanh nhen, chii djng trong cong viéc;
- Careful and detail-oriented;
Can than, ti mi;
- Responsible and positive attitude; long-term commitment;
Trdch nhiém trong cong viéc; mong muén gdn bé lau dai;
- Atleast 1-year experience in administrative is an advantage;
C6 it nhdt 01 nam kinh nghiém trong cdc céng viéc hanh chinh la mét loi thé;
- Proficient in MS office;
Thanh thao may tinh van phong.
- Able to speak and write in English;
C6 kha ndng giao tiép va viét tiéng Anh;

ROLES AND RESPONSIBILITIES/MO TA CONG VIEC:

- Recording time keeping for Maintenance Field Department’s employees;
Chdm céng cho nhan sw phong Ky thudt Bao tri;
- Collecting and handling employees’ information;
Tap hop va xu ly thong tin nhan su;
- Preparing notifications, letters of notice for customers;
Chuan bi trinh thi, gidy gidi thiéu cho khach hang;
- Other admin tasks assigned by the Managers.
Cdc nhiém vu hanh chinh khdc dwoc giao béi cdp Quan 1.



BENEFITS/QUYEN LOI:

- Competitive salary, 13th salary, performance review salary twice a year;,
Luwong hdp dan, thuong thang lwong thir 13, ddnh gid diéu chinh heong 2 lan/ndam;
- SHUI contribution according to the Labor law and Healthcare plan;
Bdo hiém Xa héi theo quy dinh Phdp ludt va bdo hiém sirc khoe;
- Professional and active working environment;
Moi truong lam viéc nang dong va chuyén nghiép,
- Working time: From Monday to Friday (40h/week);
Thoi gian lam viéc tie thir Hai dén thir Sau (40h/tudn)
- Training programs according to Company’s policy;
Chinh sach dao tao theo quy ché ciia Cong ty;
- Company trip, sport festival and others.
Du lich thuong nién, hoi thao va cdc ché dé khdc.

WORKING LOCATION/PIA PIEM LAM VIEC:

5% floor, Handico Building, Pham Hung Street, Nam Tu Liem District, Ha Noi
Tang 5, toa nha Handico, dwong Pham Hung, quan Nam Tiwr Liém, Ha Noi

CONTACT/LIEN HE:
Ms. Phuong — General Affairs Section, Hanoi Corporate Department
Ban Tdng vu, Phong H06 tro Ha Ni
Mobile: 0367 124 987, Phone: 0243 665 8236 (Ext: 4108)
Email: Recruitment. HN@vmec.vn
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RECRUITMENT ANNOUNCEMENT - 01 DRAFTER
THONG BAO TUYEN DUNG — NHAN VIEN THIET KE BAN VE (SO LUQNG: 01)

Mitsubishi Elevator Vietnam Co., Ltd. - VMEC (formerly known as Melco Elevator Vietnam Co., Ltd. founded
on March 27, 2008) specializes in supply, installation and maintenance for Mitsubishi elevators, escalators to
satisfy customers’ increasingly diversified needs. Mitsubishi Elevator is always the first choice for five-star
hotels, high-rise offices, luxurious building complexes and public transportation infrastructures. In response to
the trust of our Valued Customers, we are committed to providing better products and services.

Céng Ty TNHH Thang Mdy Mitsubishi Viét Nam (tién than la Cong Ty TNHH Thang Mdy Melco Viét Nam dwoc
thanh Idp ngay 27/03/2008) chuyén cung cdp, ldp ddt va bao tri thang mdy, thang cuon Mitsubishi déap img moi
nhu cdu da dang cua khach hang. Thang may Mitsubishi ludn la su lwa chon hang dau cho cdc khdach san 5 sao,
cao oc van phong, khu phirc hop sang trong va co' s6 ha tang giao thong cong cong. pé dap lai sy tin dung cua
Quy Khdch hang, chiing t6i cam két mang dén nhitng san pham va dich vu ngdy cang tét hon.

We are seeking qualified candidates who have career passion, specific job targets and are willing to be part of an
ambitious enterprise with big goals like VMEC.

Chiing t6i dang tim kiém nhiing g vién cé nang luc, dam mé nghé nghiép, muc tiéu céng viéc cu thé va sdin
sang tro thanh mét phan ciia doanh nghiép day tham vong véi muc tiéu lom nhw VMEC.

CRITERIA/YEU CAU:

- Male; Age from 24 -30;
Nam, tuéi tir 24-30;
- Gradutated from Colleges, Universities related to Mechanic and Civil Engineering;
T6t nghiép dai hoc, cao ding cac nganh lién quan dén co khi, xdy dung;
- Proficient in MS office, Autocad 2D;
Thanh thao mdy tinh van phong, Autocad 2D;
- Excellent in logical thinking and problem-solving skills;
K5 nang tw duy logic va gidi quyét van dé tot;
- Willing to learn, self-motivated and proactive;
San sang hoc hoi, nhanh nhen, chii dong trong cong viéc;
- Responsible and positive attitude;
Trach nhiém trong cong viéc va chiu dwoc dp luc cong viéc,
- Able to speak and write in English;
Giao tiép tiéng Anh;
- Long- term commitment;
Xdc dinh gdn b6 lau dai véi cong viéc;

ROLES AND RESPONSIBILITIES/MO TA CONG VIEC:

- Survey lift shaft and make reports;
Khao sat thang va lam cdc bdo cdo lién quan;
- Make specifications and drawings of lifts,
Thuee hién thiét ké cdc chi tiét va ban vé thang;
- Support salesmen with technical issues;
Ho tror nhdn vién kinh doanh thang mdy cdc vin dé ky thudt;
- Other tasks assigned by the Managers.
Cdc nhiém vu khéc dwoc giao boi cdp Quan Iy.



BENEFITS/QUYEN LOI:

- Competitive salary, 13th salary, performance review salary twice a year, incentives in accordance with
sales policy of the Company;
Luwong hdp dan, thuong thang lwong thir 13, ddnh gid diéu chinh lwong 2 lan/ndm, hoa hong theo chinh
sach kinh doanh cua Cong ty;
- Petrol, phone, transportation expenses support in accordance with the Company's policy;
Puoc hé tro chi phi xang xe, dién thogi, di lai theo chinh sdach cia Cong ty;
- SHUI contribution according to the Labor law and Healthcare plan;
Bdo hiém Xa hoi va bdo hiém sirc khoe;
- Professional and active working environment;
Moi truong lam viéc nang dong va chuyén nghiép,
- Working time: From Monday to Friday (40h/week);
Thoi gian lam viéc tir thir Hai dén thir Sau (40h/tudn);
- Training programs according to Company’s policy;
Chinh sach dao tao theo quy ché ciia Cong ty;
- Company trip, Sport festival and others.
Du lich thuong nién, hoi thao va cdc ché dé khdc.

WORKING LOCATION/PIA PIEM LAM VIEC:

5”“ floor, Handico Building, Pham Hung Street, Nam Tu Liem District, Ha Noi
Tang 5, toa nha Handico, dwong Pham Hung, quan Nam Tiwr Liém, Ha Noi

CONTACT/LIEN HE:
Ms. Phuong — General Affairs Section, Hanoi Corporate Department
Ban Téng vu, Phong Ho tro Ha Néi
Mobile: 0367 124 987, Phone: 0243 665 8236 (Ext: 4108)
Email: Recruitment.hn@vmec.vn
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RECRUITMENT ANNOUNCEMENT - 01 RECEIVABLE ACCOUNTANT

(COLLECTION STAFF) ‘
THONG BAO TUYEN DUNG - 01 KE TOAN CONG NQ (THU HOI NQ)

Mitsubishi Elevator Vietnam Co., Ltd. - VMEC (formerly known as Melco Elevator Vietnam Co., Ltd. founded
on March 27, 2008) specializes in supply, installation and maintenance for Mitsubishi elevators, escalators to
satisfy customers’ increasingly diversified needs. Mitsubishi Elevator is always the first choice for five-star
hotels, high-rise offices, luxurious building complexes and public transportation infrastructures. In response to
the trust of our Valued Customers, we are committed to providing better products and services.

Céng Ty TNHH Thang Mdy Mitsubishi Viét Nam (tién than la Cong Ty TNHH Thang Mdy Melco Viét Nam dwoc
thanh ldp ngay 27/03/2008) chuyén cung cdp, ldp ddt va bao tri thang mdy, thang cuon Mitsubishi déap img moi
nhu cdu da dang cua khach hang. Thang may Mitsubishi ludn la su lya chon hang dau cho cdc khdach san 5 sao,
cao oc van phong, khu phirc hop sang trong va co' s¢ ha tang giao thong cong cong. pé dap lai sy tin dung cua
Quy Khdch hang, ching t6i cam két mang dén nhitng san pham va dich vu ngdy cang tét hon.

We are seeking qualified candidates who have career passion, specific job targets and are willing to be part of an
ambitious enterprise with big goals like VMEC.

Chiing t6i dang tim kiém nhitng vmg vién c6 nang hee, dam mé nghé nghiép, muc tiéu cong viéc cu thé va san
sang tro thanh mgét phan ciia doanh nghiép day tham vong véi muc tiéu lom nhw VMEC.

CRITERIA/YEU CAU:

- Male; Age from 26 to 35;
Nam, tuéi tir 26 -35;
- Graduated from universities/ college majoring in Economics, Finance - Accounting;
Tot nghiép truong dai hoc/ cao ddng chuyén nganh Kinh té, Tai chinh - Ké todn;
- Atleast 1-year experience in Accounting;
Cé it nhdt 01 nam kinh nghiém ké todn;
- Have experience in using ERP and doing accounting in construction field is an advantage;
C6 kinh nghiém sir dung phian mém ERP va lam trong mang xdy dung la mét loi thé;
- Have good communication and negotiation skills;
C6 kj néng giao tiép va dam phan tot;
- Careful and detail-oriented;
Cén than, ti mi;
- Have problem-solving and decision-making skills;
C6 ky ndng gidi quyét van dé va ra quyét dinh;
- Responsible and positive attitude; long-term commitment;
Trdch nhiém trong cong viéc; mong muon gdn bé lau dai;
- Proficient in MS office;
Thanh thao may tinh van phong.
- Able to speak and write in English;
C6 kha ndng giao tiép va viét tiéng Anh;

ROLES AND RESPONSIBILITIES/MO TA CONG VIEC:

- Receive contracts (New Sales Contract, Maintenance Contracts, Quotations) of the North area from New
Sales Department 2 and check the information of contracts in ERP system,
Nhdén hop dong (Hop dong kinh doanh, hop dong bdo tri, bdo gia) ciia khu viee mién Bdc tir phong Kinh
doanh sau d6 kiém tra thong tin hop dong trén hé thong ERP;



- Receive CTE, HO Certificate, HO Equipment, Government Inspection, Free Maintenance HO,
Maintenance Working Sheets, HO Certificate of Quotations, Reconstructions from related departments
and prepare payment documents, issuing invoices to send to customers; ’

Nhan bién ban ban giao thiét bi, bién ban ban giao cong trinh hoan thanh, bién ban kiém dinh, bién ban
hodn thanh thoi gian bao hanh tir cdc phong ban va chudn bi chirng tir thanh todn, phat hanh héa don va
gui khach hang;

- Follow payment schedule of all contracts, contact with customers to collect money on time;

Theo déi lich thanh todn hop dong, lién hé khdch hang dé thu tién ding han;

- Make book receipt voucher by cash after contacting clients to collect money then transfer to company
account by the end of the day (required);

Lap phiéu thu bang tién mat sau khi lién hé véi khdach hang dé thu tién sau dé chuyén tién qua tai khodn
ciia céng ty vao cudi ngay (bdt bugc);

- Monitor AR by project, contact customers or meet directly to collect money before deadline;

Kiém tra céng no theo timg cong tinh, thuong xuyén lién hé khdach hang dé thu tién ding han;
- Prepare liquidation minutes and send to customers (if any);
Chudn bi bién ban thanh Iy va giri t6i khach hang (néu can);

- Make book details of receivable account and advance payment from customers on a daily basis;
Bdo cdo chi tiét s6 dw cong no va sé die khodn khach hang trd truée hang ngay;

- Prepare reconciliation letter with customers for annual audit;

Chudn bi thie doi chiéu doanh thu véi khdch hang cho muc dich kiém todn hang nam;

- Make daily money collection’s diary to Maintenance AR Team in Head Office on a daily basis (if any);
Ldp bdo cdo thu tién hang ngay cho ban Cong no Bdo tri tai Tru s¢ chinh hing ngay (néu can);

- Report to superior the situation of following projects which have plans to collect money on a daily,
weekly basis;

Bdo cdo 1én cdp trén hang ngay va hang tudn vé tinh hinh dy dn c6 ké hoach thu tién trong thang;

- Other tasks assigned by the Managers.

Cdc nhiém vu khéc dwoc giao boi cap Quan 1y.

BENEFITS/QUYEN LOI:

- Competitive salary, 13th salary, performance review salary twice a year;,
Luwong hdp dan, thuong thang lwong thir 13, danh gid diéu chinh lwong 2 lan/nam;
- SHUI contribution according to the Labor law and Healthcare plan;
Bdo hiém Xa héi theo quy dinh Phép ludt va bdao hiém sitc khoe;
- Petrol, phone, transportation expenses support in accordance with the Company's policy;
Puoc hé tro chi phi xdng xe, dién thogi, di lai theo chinh sach ciia Cong ty;
- Professional and active working environment;
Moi truong lam viéc nang dong va chuyén nghiép,
- Working time: From Monday to Friday (40h/week);
Thoi gian lam viéc tir thir Hai dén thir Sau (40h/tudn)
- Training programs according to Company’s policy;
Chinh sdach dao tao theo quy ché ciia Céng ty;
- Company trip, sport festival and others.
Du lich thuong nién, héi thao va céc ché dg khdc.

WORKING LOCATION/PIA PIEM LAM VIEC:

S‘h‘ floor, Handico Building, Pham Hung Street, Nam Tu Liem District, Ha Noi
Tang 5, toa nha Handico, duwong Pham Hung, qugn Nam Tw Liém, Ha N¢gi

CONTACT/LIEN HE:
Ms. Phuong — General Affairs Section, Hanoi Corporate Department
Ban Tong vu, Phong Ho tro Ha Ngi
Mobile: 0367 124 987, Phone: 0243 665 8236 (Ext: 4108)
Email: Recruitment. HN(@vmec.vn
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RECRUITMENT ANNOUNCEMENT - 01 SALES ADMIN
THONG BAO TUYEN DUNG - 01 NHAN VIEN HO TRQ' KINH DOANH

Mitsubishi Elevator Vietnam Co., Ltd. - VMEC (formerly known as Melco Elevator Vietnam Co., Ltd. founded
on March 27, 2008) specializes in supply, installation and maintenance for Mitsubishi elevators, escalators to
satisfy customers’ increasingly diversified needs. Mitsubishi Elevator is always the first choice for five-star
hotels, high-rise offices, luxurious building complexes and public transportation infrastructures. In response to
the trust of our Valued Customers, we are committed to providing better products and services.

Céng Ty TNHH Thang Mdy Mitsubishi Viét Nam (tién than la Cong Ty TNHH Thang Mdy Melco Viét Nam dwoc
thanh ldp ngay 27/03/2008) chuyén cung cdp, ldp ddt va bao tri thang mdy, thang cuon Mitsubishi déap img moi
nhu cdu da dang cia khach hang. Thang may Mitsubishi ludn la su lya chon hang dau cho cdc khdach san 5 sao,
cao oc van phong, khu phirc hop sang trong va co so ha tang glao thong cong cong pé  ddp lai su tin dung cua
Quy Khdch hang, chiing t6i cam két mang dén nhitng san pham va dich vu ngdy cang tét hon.

We are seeking qualified candidates who have career passion, specific job targets and are willing to be part of an
ambitious enterprise with big goals like VMEC.

Chiing t6i dang tim kiém nhiing g vién cé nang luc, dam mé nghé nghiép, muc tiéu céng viéc cu thé va sdn
sang tré thanh mét phan cia doanh nghiép ddy tham vong véi muc tiéu lén nhw VMEC.

CRITERIA/YEU CAU:

- Female; Age from 23 -27;
Nit, tuéi tir 23-27;
- Atleast 1-year experience in sales admin is an advantage;
C4 it nhdt 01 nam kinh nghiém trong vi tri hanh chinh kinh doanh la mét loi thé;
- Have good communication skills and negotiation skills;
C6 ky ndng giao tiép va dam phan tot;
- Interested in sales field, enthusiastic, proactive when meeting customers;
Hikng thii v6i mang kinh doanh, nhiét tinh, chii dong trong viéc tiép can khdch hang;
- Careful and detail-oriented;
Can than, ti mi;
- Responsible and positive attitude; long-term commitment;
Tréach nhiém trong cong viéc; mong muén gan bé lau dai;
- Proficient in MS office;
Thanh thao may tinh van phong.
- Able to speak and write in English;
C6 khad nang giao tiép va viét tiéng Anh;

ROLES AND RESPONSIBILITIES/MO TA CONG VIEC:

- 50% of administration and 50% of sales activities;
50% cong viéc hanh chinh va 50% cong viéc kinh doanh;

- Following and working with customers, negotiating and persuading customers to sign contracts;
Theo déi va lam viéc véi khach hang, dam phan va thuyét phuc khdach hang ky két hop dong;

- Co-ordinating with other departments to solve arising problems and providing customer service after
signing contract;
Phéi hop véi cdc phong ban dé gidi quyét cac van dé phat sinh va thuce hién dich vu khach hang sau khi
ky két hop dong;

- Other tasks assigned by the Managers.
Cdc nhiém vu khéc dwoc giao boi cdp Quan Iy.



BENEFITS/QUYEN LOI:

- Competitive salary, 13th salary, performance review salary twice a year;,
Luwong hdp dan, thuong thang lwong thir 13, danh gid diéu chinh heong 2 lan/ndm;
- SHUI contribution according to the Labor law and Healthcare plan;
Bdo hiém Xa héi theo quy dinh Phdp ludt va bdo hiém sirc khoe;
- Petrol, phone, transportation expenses support in accordance with the Company's policy;
Puoc hé tro chi phi xang xe, dién thogi, di lai theo chinh sdach cia Cong ty;
- Professional and active working environment;
Moi truong lam viéc nang dong va chuyén nghiép,
- Working time: From Monday to Friday (40h/week);
Thoi gian lam viéc tie thir Hai dén thir Sau (40h/tudn)
- Training programs according to Company’s policy;
Chinh sach dao tao theo quy ché ciia Cong ty;
- Company trip, sport festival and others.
Du lich thuong nién, héi thao va cac ché dg khac.

WORKING LOCATION/PIA PIEM LAM VIEC:

5”“ floor, Handico Building, Pham Hung Street, Nam Tu Liem District, Ha Noi
Tang 5, toa nha Handico, dwong Pham Hung, qudn Nam Tir Liém, Ha Noi

CONTACT/LIEN HE:
Ms. Phuong — General Affairs Section, Hanoi Corporate Department
Ban T(fng vu, Phong Ho tro Ha Néi
Mobile: 0367 124 987, Phone: 0243 665 8236 (Ext: 4108)
Email: Recruitment. HN(@vmec.vn
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RECRUITMENT ANNOUNCEMENT - 01 SALES EXECUTIVE
THONG BAO TUYEN DUNG - NHAN VIEN KINH DOANH (SO LUONG: 01)

Mitsubishi Elevator Vietnam Co., Ltd. - VMEC (formerly known as Melco Elevator Vietnam Co., Ltd. founded
on March 27, 2008) specializes in supply, installation and maintenance for Mitsubishi elevators, escalators to
satisfy customers’ increasingly diversified needs. Mitsubishi Elevator is always the first choice for five-star
hotels, high-rise offices, luxurious building complexes and public transportation infrastructures. In response to
the trust of our Valued Customers, we are committed to providing better products and services.

Céng Ty TNHH Thang Mdy Mitsubishi Viét Nam (tién than la Cong Ty TNHH Thang Mdy Melco Viét Nam dwoc
thanh Idp ngay 27/03/2008) chuyén cung cdp, ldp ddt va bao tri thang mdy, thang cuon Mitsubishi déap vmg moi
nhu cdu da dang cua khach hang. Thang may Mitsubishi ludn la su lua chon hang dau cho cac khach san 5 sao,
cao oc van phong, khu phire hop sang trong va co s6 ha tang giao thong cong cong. Dé dap lai sy tin dung cua
Quy Khdch hang, chiing t6i cam két mang dén nhitng san pham va dich vu ngdy cang tot hon.

We are seeking qualified candidates who have career passion, specific job targets and are willing to be part of an
ambitious enterprise with big goals like VMEC.

Chiing t6i dang tim kiém nhitng vmg vién cé nang lic, dam mé nghé nghiép, muc tiéu céng viéc cu thé va san
sang tré thanh mét phan cia doanh nghiép ddy tham vong véi muc tiéu Ién nhw VMEC.

CRITERIA/YEU CAU:

- Male; Age from 24 -35;
Nam, tuéi tir 24-35;
- Graduated from Universities related to Economy, Technology or Civil;
T6t nghiép dai hoc cdc nganh lién quan dén kinh té, ky thudt, xdy dung;
- Excelent in communication and negotiation;
K5 néng giao tiép va dam phan tot;
- Willing to learn, self-motivated and proactive;
San sang hoc héi, nhanh nhen, chii dong trong cong viéc;
- Responsible and positive attitude;
Trach nhiém trong cong viéc va chiu dwoc ap luc cong viéc,
- Atleast 1-year experience in sales, especially in technical sales or sales equipment for the building is an
advantage;
C6 it nhat 01 ndm kinh nghiém trong linh vie kinh doanh cdc nganh ky thugt hodc, cdc thiét bi trong toa
nha la mot li the,;
- Able to speak and write in English;
C6 kha ndng giao tiép va viét tiéng Anh;
- Proficient in MS office;
Thanh thao may tinh van phong.

ROLES AND RESPONSIBILITIES/MO TA CONG VIEC:

- Finding customers;
Tim kiém khdch hang;
- Contacting customers to support and consult elevator products;
Lién hé véi khdch hang dé ho tro va tw van vé cdc san pham thang mdy ciia hang;
- Making and submitting quotation to customers;
Tién hanh lam va giri bdo gid cho khdch hang;
- Monitoring, negotiating and discussing with customers to sign contracts;
Theo déi, t van va dam phdn véi khdach hang dé ky két hop dong;



- Co-operating with other Departments to support customers and complete the contracts;
Phéi hop véi cdc phong ban dé hé tro khdach hang va hoan thanh hop dong;

- Making paper works such as: Updating sales report, supporting Manager to supervise and observe the
projects to ensure the project progress; handling arisen issues if any; taking care of customers after signing
contracts;

Lam cac cong viéc gidy to khdc nhie: Cdp nhdt bdo cdo kinh doanh, hé tror cap quan Iy giam sat va theo doi
dir én dé dam bao dir dn hoat dong theo ké hoach; gidi quyét cac cong viéc phdt sinh néu c¢é; chiam séc
khach hang sau ban hang;

- Other tasks assigned by the Managers.

Cdc nhiém vu khéc dwoc giao boi cap Quadn Iy.

BENEFITS/QUYEN LOI:

- Competitive salary, 13th salary, performance review salary twice a year; incentives in accordance with
sales policy of the Company;,
Luwong hdp dan, thuong thang lwong thir 13, danh gid diéu chinh lwong 2 lan/nam, hoa hong theo chinh
sach kinh doanh cua Cong ty;
- Petrol, phone, transportation expenses support in accordance with the Company's policy;
Puoc hé tro chi phi xang xe, dién thogi, di lgi theo chinh sach ciia Cong ty;
- SHUI contribution according to the Labor law and Healthcare plan;,
Bao hiém Xa héi va bao hiém sitc khoe;
- Professional and active working environment;
Moi truong lam viéc nang dong va chuyén nghiép;
- Working time: From Monday to Friday (40h/week);
Thoi gian lam viéc tir thir Hai dén thir Sau (40h/tudn)
- Training programs according to Company’s policy;
Chinh sdch dao tao theo quy ché ciia Cong ty;
- Company trip, sport festival and others.
Du lich thuong nién, hoi thao va cdc ché dé khac.

WORKING LOCATION/PIA PIEM LAM VIEC:

S‘h‘ floor, Handico Building, Pham Hung Street, Nam Tu Liem District, Ha Noi
Tang 5, toa nha Handico, dwong Pham Hung, quan Nam T Liém, Ha Noi

CONTACT/LIEN HE:
Ms. Phuong — General Affairs Section, Hanoi Corporate Department
Ban Téng vu, Phong Ho tro Ha Noi
Mobile: 0367 124 987, Phone: 0243 665 8236 (Ext: 4108)
Email: Recruitment. HN(@vmec.vn
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THONG BAO TUYEN DUNG - KY THUAT VIEN BAO TRI
(SO LUONG: 07)

Cong Ty TNHH Thang May Mitsubishi Viét Nam (tién than la Cong Ty TNHH Thang May Melco Viét Nam
dugc thanh 1ap ngay 27/03/2008) chuyén cung cép, lap dit va bao tri thang may, thang cudn Mitsubishi dép ting
moi nhu cau da dang cua khach hang. Thang may Mitsubishi lu6n 1a sy lwa chon hang dau cho cac khach san 5
sa0, cao dc van phong, khu phirc hop sang trong va co' so ha tang giao thong cong cong. I—)e dap lai sy tin dung
ctia Quy Khach hang, ching t6i cam két mang dén nhimg san pham va dich vu ngay cang t6t hon.

Chung t6i dang tim kiém nhirng tmg vién c¢6 nang lyc, dam mé nghé nghiép, muc tiéu coéng viée cu thé va sin
sang tré thanh mot phan cia doanh nghiép day tham vong véi muc tiéu 1én nhu VMEC.

YEU CAU:

- Nam, tbt nghiép trung cép, trung cép nghé, cao déng, cao déng nghé cac nganh dién, co dién, dién, dién
tu, ty dong hoa...;

- C6 siic khoe, co thé di cong tac (theo lich cong tac hang tuin, hang thang) khi c6 yéu cau, c¢6 thé sip xép
di huan luyén trong H5 Chi Minh 2 thang;

- Khéng yéu ciu kinh nghiém;

- Sén sang hoc hoi, nhanh nhen, chu dong trong cong viéc;

- Nhanh nhen, chiu kho, c6 trach nhiém trong cong viéc;

- Xac dinh gin b6 1au dai v6i cong viéc;

MO TA CONG VIEC:

- Thuyc hién cong viéc bao tri dudi sy hudng dan cua Trudng nhom;
- Ho trg Truédng nhom céac van de lién quan dén bao tri va an toan;
- Céac nhiém vy khac dugc giao bdi cap Quan ly.

QUYEN LOI:

- Luong hép dan, thuong thang luong thir 13, xem xét danh gia diéu chinh luong 2 1an/nam;

- Duoc ho tro chi phi giri xe theo chinh sach cua Cong ty;

- Béo hiém Xa hi va bao hiém strc khoe;

- Moéi trudong lam viée nang dong va chuyén nghiép;

- Thoi gian lam viée tir thir Hai dén thir Sau (40h/tuan), tra lwong ngoai gid theo dung quy dinh;
- Chinh sach dao tao theo quy ché ctia Cong ty;

- Du lich thuong nién, hoi thao va cac ché do khac.

DIA PIEM LAM VIEC:

Tﬁng 5, tda nha Handico, dudng Pham Hung, quan Nam Tur Li€m, Ha Noi
LIEN HE: 7 i

Ms. Phuong — Ban Tong vy, Phong Ho tro Ha No6i

Dién thoai: 0367 124 987, Hotline: 0243 665 8236 (Ext: 4108)
Email: Recruitment.hn@vmec.vn
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