
​VIENTIANE INTERNATIONAL SCHOOL IS SEARCHING FOR AN ADMINISTRATIVE ASSISTANT AS BELOW:​

​POSITION TITLE:​ ​Library and Resource Assistant​
​DIRECT SUPERVISOR:​ ​Librarian​
​REMUNERATION:​ ​Starting at 12,000,000 LAK  per month​
​CONTRACT DAYS:​ ​212 days per school year (commencing August 2026)​
​PERIOD OF APPOINTMENT:​ ​Per Employment Contract​

​KEY RESPONSIBILITIES​
​Maintain Library Systems, Resource Rooms, and Textbooks​

​●​ ​Check out and check in library materials, primary resource room materials, and secondary textbooks.​
​●​ ​Re-shelve returned library materials, primary resources, and secondary textbooks.​
​●​ ​Help students, parents, and staff locate library materials, resource room items, and textbooks.​
​●​ ​Instruct and assist students, parents, and staff on an informal basis on how to access and use the library and its​

​resources.​
​●​ ​Monitor students in the library and report any behavior or safety concerns to the Librarian.​
​●​ ​Take regular inventories of library resources, resource room materials, and secondary textbooks.​
​●​ ​Prepare new library and resource room materials for borrowing (including cataloging and processing).​
​●​ ​Repair damaged library and resource materials to extend their lifecycle.​
​●​ ​Assist with library displays, promotions, and activities.​
​●​ ​Perform other duties as directed by the Librarian.​

​Facilitate Informed and Effective Communication​
​●​ ​Communicate professionally with students, parents, and staff to retrieve overdue items.​
​●​ ​Reply to circulation requests from students, parents, and staff in a timely fashion.​
​●​ ​Offer informed and prompt responses to inquiries from students, parents, faculty, and visitors regarding school​

​policies, services, and procedures.​
​●​ ​Perform other duties as assigned by the Head of School for the overall effective operation of the school.​

​SELECTION CRITERIA (ESSENTIAL)​
​●​ ​Demonstrated ability to communicate effectively, both verbally and in writing, in English and Lao.​
​●​ ​Demonstrated ability to work independently/unsupervised to meet strict deadlines and achieve outcomes.​
​●​ ​Demonstrated ability to plan tasks and successfully implement those plans.​
​●​ ​Demonstrated proficiency in using technology appropriate to a library/administrative position.​
​●​ ​Excellent interpersonal skills and a proven ability to work effectively with adults and children from diverse cultural​

​backgrounds.​

​APPLICATION PROCEDURE​
​To apply, please submit the following:​

​●​ ​A one-page letter in English describing how your experience meets the selection criteria listed above.​
​●​ ​Required Documents:​​Copies of relevant qualifications​​(BA/MA/proof of work experience/others) and a copy of your​

​ID card or passport.​

​Please send your application to the VIS Human Resources Office via email at​​recruitment@vislao.com​​.​
​Deadline:​​Friday, July 15, 2026, at 12:00 PM (Noon).​

​T:​​(+856) 21 318 100 │​​F:​​(+856) 21 318 101 │​​W:​​www.vislao.com​
​A:​​PO BOX 3180, Phonesavanh Road, Saphanthong Tai​​Village, Sisattanak District, Vientiane Lao PDR​

http://www.vislao.com/
http://www.vislao.com/

