TRO LY GIAM SAT PHONG TRANH &
SHOP CUOI TUAN

Work Room Four dang c\éln‘ruyén nhan su cho vi tri then chét, TRQ LY GIAM SAT PHONG
TRANH & SHOP CUOI TUAN. Ching t6i tim ki€m mét Ung vién xudt sdc, yéu thich lam viéc
trong da dang cac du an lién quan dén Nghé thuat va Thiét ké trong mét moi trusng lam
viéc nang déng sang tao.

Céng viéc doi hoi lam viéc truc ti€p voi Trg ly Studio Chinh va Gidm d8c Studio dé hé trg
thuc hién va diéu phdi cac hoat déng thuéc mang béan hang, hanh chinh va hdu can nham
dam bao su van hanh tron chu cta shop va phong tranh vao nhiing ngay cudi tuan.

Vi tri nay yéu cau Ung vién linh hoat, khéng chi don thuan ti mi lam theo huéng dén, ma con
cé thé chu dong giai quyét tinh huéng khi can thiét. Bén canh do, ching téi con tim kiém
mot Ung vién cé k§ nang t6 chuc t6t, chd y dén ting chi tiét nho va 1a moét ngudi cé thé tu
tin giao ti€p v&i khach hang bang tiéng Anh va tiéng Viét.

Vi tri ndy yéu cau lam viéc cac ngay tha Bay va Chu Nhat, va it nhat mot ngay trong tuan dé
cé thé tham gia mét budi hop cua team. Vi tri nay c6 thé phat sinh thai gian lam ngoai gid
khi t6 chic trién 1am va su kién.

Thai han hgp déng t8i thiéu mét ndm, 2 thang thu viéc c6 luong, xét tang luong sau 6
thang, cé luong thang 13.

Dé biét thém théng tin chi tiét vé céng viéc, luong va quyén lgi, vui long lién hé ching toi
qua email hello@workroomfour.com kem theo CV va thu xin viéc.

TRACH NHIEM VA NGHIA VU:

e Lam viéc v&i giam dbc va trg ly studio dé diéu phai va giam sat hoat déng studio vao cudi
tuan

* Huéng dan va giam sat nhan vién lam viéc ban thai gian vao cubi tuan

e Tham gia diéu ph8&i cac hoat déng va céng viéc cua studio néi chung dé dam bao su van
hanh hiéu qua

* Quan ly va thu xé&p lich trinh/lich hen, cudc goi va thu tu vao cudi tuan

® Tao va cap nhat di liéu nhén sy, tai chinh va ctra hang

e Lién lac va lam viéc v6i nghé si, nha thiét ké va céc bén thud ba

Hoan thanh nhiém vu theo su phéan céng cta Trg ly chinh

® H6 tro t6 chic céc su kién, trién 1am va nhiéu hoat déng khéc

YEU CAU CONG VIEC:

e N&i va viét ti€ng Anh |an tiéng Viét t8t

e Ty tin va c&i m& - san sang giao tiép véi khach hang

e Lam viéc hiéu qua va déang tin cdy, co tinh than trach nhiém cao trong cong viéc

e Giao tiép rd rang, trung thuc va khéo léo

* Ky ndng quan hé khach hang t8t dé lam viéc véi nghé si, nha thiét k& va cac bén thu ba
® Chu y ti mi dén chi tiét va cach t6 chic cong viéc

® Cé kha néang lam da viéc cung ltdc va chju ap lyc t6t

e Lam viéc chuyén nghiép, cé t6 chuc va nédng suat cao

e Yéu nghé thuat

PIEM CONG:
® Co kinh nghiém quan ly du an

e S dung phan mém thiét k&€ Adobe lllustrator hodc Adobe Photoshop.
* Théng thao tiéng Anh giao tiép lan viét



WEEKEND SUPERVISOR /
GALLERY & SHOP ASSISTANT

Work Room Four is recruiting a key member of staff, we're looking for an excellent
candidate to fill our WEEKEND SUPERVISOR GALLERY & SHOP ASSISTANT. This position
is for someone who loves working on multiple projects for a dynamic company with a base
in Art and Design.

You will be reporting to our Lead Gallery Assistant and our Founder and the work is based
in sales, plus administrative and logistical activities and tasks to ensure the smooth running
of the shop and gallery over the weekends.

This post calls for a candidate with a flexible attitude who can not only meticulously follow
instructions, but also take initiative when required. We are looking for someone with good
organisation skills and attention to detail, who is also confident in liaising in English and
Vietnamese fluently to our clients.

This post requires the candidate to work Saturdays and Sundays and at least one weekday
to attend a team meeting. Some overtime due to exhibitions and events may be required.
Contract term minimum one year, 2 month paid trial, 6 month pay review, payment for 13th
month.

For more details salary and benefits please email: hello@workroomfour.com with a
covering letter and CV.

DUTIES AND RESPONSIBILITIES:

* Working with the director and studio assistant to coordinate and supervise weekend
operations

* Providing guidance and supervision to part-time staff

e Coordinate studio activities and operations to secure efficiency

* Manage agendas/appointments, telephone calls and correspondence over the weekend

Create and update records and databases with personnel, financial and shop data

Liaise with artists, designers and suppliers

Fulfil duties as assigned by the Lead Gallery Assistant

e Assist on events, exhibitions and other activities

REQUIRED:

* Good spoken and written English and Vietnamese

e Confident and open - ready to talk to customers

e Efficient and reliable - good work ethic

e Clear communicator, honest and diplomatic

* Good customer relationships skills for liaising with artists, designers and suppliers
e Excellent attention to organisation and detail

e Ability to multi-task and work under tight deadlines

* Reliable, organised and competent

* A love for the arts

DESIRABLE

® Project management experience
* Knowledge of design software such as Adobe Illustrator or Adobe Photoshop
® Excellent written and spoken English



