UNIS HANOI - POSITION DESCRIPTION

Division: Operations

Bo6 phéan: Van hanh

Position: Maintenance Technician (Electrical & Electronics)
Vi tri: Ky thuat vién Bao tri (Dién & Dién t)

Reports to: Facility Manager

Béo cdo cho: Quan ly Co s& vét chét

Working hours: 40 hours per week

Thoi gier lam viéc: 40 gio méi tuén

DUTIES AND RESPONSIBILITIES/NHIEM VU VA TRACH NHIEM

Perform maintenance tasks, including repairs and maintenance related to electrical
and electronic systems

Thurc hién cac cong viéc béo tri, bao gébm stra chira va bao tri cac hé théng dién va
dién to

Carry out basic maintenance work as directed

Thuc hién cac cbng viéc bao tri co ban theo chi dao

Record the status of all tasks into the management system

C4p nhét tinh trang tat ca céc cong viéc vao hé théng quén ly

Receive work orders, schedule, process and complete works on time

Tiép nhén yéu céu céng viéc, Ién lich, xtr ly va hoan thanh cbng viéc dung thoi han
Assist operation team with various tasks, such as relocating furniture, educational
resources between buildings, as well as setting up for events, performances and
activities (including evening and weekend work)

Hé tro déi ngii Van hanh thuc hién cac cong viéc khac nhau, vi du di chuyén dé noi that
va tai liéu gidng day giita céc tdéa nha, chuén bi cho céc sw kién, budi biéu dién va cac
hoat déng (bao gém céng viéc vao budi téi va cudi tuén)

Other duties as assigned by the Supervisor

Thuc hién cac nhiém vu khac theo phan céng cua Giam sat

POSITION REQUIREMENTS/ YEU CAU

Education/qualifications/Trinh dé hoc van/Bang cap

High School Graduation
Tét nghiép Trung hoc Phé théng

Trade certificate (preferably in electronics)
C6 chirng chi nghé (wu tién chuyén nganh dién tk)



e A car driving license is an advantage
C6 bang lai xe 6 t6 la mét loi thé

Experience/Kinh nghiém
e Minimum 5 years’ experience in a similar role, preferably in large multi-cultural
organisations

Téi thiéu 5 ndm kinh nghiém & vij tri twong tw, wu tién tng vién cé kinh nghiém lam viéc
tai cac t6 chirc da van héa quy mé I6n.

Technical knowledge/Kién thirc chuyén mén
e Abilities in using Gmail, Google Sheets, Google Drive, Microsoft Office

C6 kha néang st dung Gmail, Google Sheets, Google Drive va Microsoft Office
e Proficiency in spoken English

C6 kha nédng giao tiép bang tiéng Anh
e Customer service orientation

C6 tinh than phuc vu khach hang tét
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