UNIS

UNIS HANOI - POSITION DESCRIPTION

Division: Operations

Bo6 phéan: Van hanh

Position: Operations Staff - Campus Care

Vij tri: Nhan vién Van hanh - Chdm séc Khubn vién

Reports to: Operations Manager - Events and Operations Services

Bao cao cho: Trwdng phong Véan hanh - Phu trach Sw kién va Dich vu Van hanh
Working hours: 40 hours per week

Gio’ lam viéc: 40 gior méi tuén

e Daily (and upon request) sweep and/or mop floors, dust trim, furniture, windows and
doors, telephones and lamps

Quét va/hodc lau séan, lau byi cac dudng go, ni that, clra s6, ctra ra vao, dién thoai va
dén hang ngay (va khi cé yéu cau)
e Daily clean blackboards and whiteboards
Vé sinh béng den va bang trdng hang ngay
e Daily clean drinking fountains
Vé sinh céc voi nuéc ubng céng céng hang ngay
e Daily (and upon request) clean toilet floors, toilets, seats, urinals and sinks. REefill toilet
paper dispensers
V& sinh sén nha vé sinh, bon céu, bé ngoi, bon tiéu va bon rira tay hang ngay (va khi co
yéu cau). Thay maéi gidy vé sinh trong hép dung
e Daily clean mirrors and interior glass
Vé sinh guong va cac bé mét kinh néi that hang ngay
e Daily collect and remove trash
Thu gom va dé rac hang ngay
e Daily vacuum carpets and periodically clean and maintenance carpets as requested
Hut bui thdm hang ngay; thurc hién vé sinh va bdo dudng thdm dinh ky theo yéu céu
e Look over rooms for neatness
Kiém tra ddm bao céc phong gon gang, ngén nap
e Empty dehumidifiers regularly as needed
Dé nuéce trong may hat 4m thuong xuyén khi can thiét
e Daily clean stairways
Vé sinh khu vurc cdu thang hang ngay



Periodically clean windows and Venetian blinds as requested

Vé sinh ctra sé va rém séo dinh ky theo yéu céu

Clean classrooms and public areas, manage waste, assist with event preparation and
cleaning

Lam sach I6p hoc va cac khu vuc cong coéng; quan ly rac thai; hd tro chuén bi va don
dep sau s kién

Public areas: Clean hallways, staircases, the main lobby, the canteen, and the library
thoroughly. Ensure floors and grounds are always dry and non-slippery

Khu vure cong céng: Vé sinh ky luéng cac khu vue hanh lang, cdu thang, sénh chinh,
nha an va thw vién. Dam bao san nha va mat san luén khé rao, khéng tron truwot.

To disinfect classrooms or areas when students are sick or vomiting, as required by the
school nurse or supervisor

Khr khuén I6p hoc hodc céc khu vire khi hoc sinh bj 6m hodc nén tré, theo yéu céu tiry
ta trurong hodc cép trén

Waste management: Collect waste from classrooms, offices, restrooms, and schoolyard
areas, sort it and dispose of it at the school's designated waste collection points

Quan ly rac thai: Thu gom rac tw cz’ézc 16p Iz,oc, van phong, nha vé sinh va khu vuc sén
trirong; thure hién phan loai va tap két tai diém thu gom quy dinh cda nha trrong

Perform all other duties and responsibilities as assigned by the Supervisor

Thuc hién céc nhiém vy va tréch nhiém khéac theo sw phén céng cla cép trén

Education/qualification: High School Education
Hoc van/bang cap: Tét nghiép Trung hoc Phé théng

Experience/Kinh nghiém

Minimum 2 year’s experience in a similar role, preferably in large multi-cultural
organisation

Téi thiéu 2 ndm kinh nghiém & vi tri twong dwong, wu tién lam viéc trong cac t6 chirc da
van hoa quy mé Ién

Preference will be given to candidates with prior experience as a cleaner in international
schools, preschools, or large office complexes

Uu tién cdc tng vién tirng lam nhén vién vé sinh tai cdc trudng hoc quéc té, trudng mam
non hodc cac khu phurc hop van phong Ion

Technical knowledge/Kién thirc chuyén mén

Basic English communication skills are required (as needed) to understand foreign
teachers

Ky nang giao tiép tiéng Anh co ban (d€ hiéu cdc yéu cau tir gido vién nudc ngoai khi can
thiét)

Ability to follow instructions and standards

Khé néng tuén thd céc huéng dan va tiéu chuén lam viéc



e Customer service orientation
Tw duy dinh huéng phuc vu khach hang

e Professionalism: Friendly and courteous towards students and teachers, self-aware,
careful, honest, and in good health
Tinh chuyén nghiép: Than thién va lich su véi hoc sinh va gido vién; cé y thirc tu gidc, can
than, trung thuc va cd suc khde tét
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