SECTION 1

Name of the professional figure

Nhén vién phuc vu nha hang/ phuc vu ban

Where it works

Nhan vién phuc vu ban nha hang 1am viéc trong bd phan Nha hang, c6 nhiém vu nhan order va yéu cau
cla khdch, phuc vu dd an, thirc uéng cho khach tai khach san.

Anh 3y / cb ay lam viéc dudi su chi dao va gidm sat ciia Chd s& hitu va ngudi diing dau.

The activities

Céng viéc hang ngay cta nhan vién phuc vu nha hang bao gdm nhiéu quy trinh khac nhau. Pau tién, khi
bat d4u ca lam viéc phai thay dng phuc, ddm bao vé sinh ¢4 nhan sach s&, tac phong lam viéc niang
dong, linh hoat, d& ban ghé& ngay ngan, ngin nadp, dung cu &n udng sach s&, sap xép va bay bién ban an
theo quy dinh cla Nha hang va khach san. Thi hai, gidi thiéu véi khach vé cdc mon an, d6 uéng tai nha
hang, nhan d&t mén cda khach, xdc nhan mén an, d6 udng va cac yéu cau khac cla khach, chuyén dit
mon cho bép dé ché bién cho khéach, nhan yéu cau cla khach va chuin bi cac cong viéc khac theo yéu cau
cta khach, thanh toan cho khach khi ra vé, tam biét khach, don dep ban &n dé chuan bi cho khach tiép
theo. Th ba, nhan vién phuc vu nha hang con thuc hién viéc bao quan dung cu ngay ngan, ding noi quy
dinh, quan Iy ban ghé&, c6c chén cla nha hang, bdo cdo lai cho quan ly khi cé d6 dung bi sttt mé, hw hdng.
Thi tu, ngoai viéc phéi hop cdng viéc véi cac bd phan khac, nhan vién phuc vu nha hang con bao céo cho
trudng bd phan/quan ly cac van dé phat sinh trong qua trinh [am viéc.

Qualifications

Dwa vao quy mé cla khéch san, ngudi quan ly sé dua ra nhitng yéu cau tuyén dung nhan vién phuc vu
ban nha hang phu hop. Thong thudng cac nha tuyén dung sé yéu ciu ng vién phai t&t nghiép cao dang,
dai hoc chuy@n nganh quan tri khach san, quan trj du lich khach san hodc cac nganh nghé lién quan.

Technical skills

DE tao mdi truding 1am viéc chuyén nghiép thu hat khach hang, cadc nha hang, khach san nén dit ra tiéu
chuén phuc vu cho nhan vién phuc vu nha hang. Vi duy, trang phuc l1am viéc phai gon gang, chinh té; dén
tiép khach chu ddo, thau hiéu nhu cau cla khach. Ngoai ra con ¢ cac tiéu chun vé gidi thiéu mon &n va
dd ubng tai nha hang, nhan dit mén chinh xac cha khéach, bdo cdo cho bd phan bép dé chuan bj va dam
bao vé sinh, bao quan dung cu tai nha hang. & khia canh nay, nhan vién phuc vu nha hang phai cé kha
nang giao tiép linh hoat, thuyét phuc dé tao dwoc thién cdm vdi khach hang.

Mt yéu cau quan trong khac 13 giao tiép tét vdi khach hang, diéu nay khién khach hang hai long vé nha
hang va sdn pham cla nha hang. An twong ma mdi nhan vién phuc vu ban dé lai trong l1ong khach hang
c6 thé gilip nha hang cé thém nhiéu khach hang théng qua sy gidi thiéu cla nhitng khach hang trudce dé.

Computer and linguistic knowledge

Ngoai ngit: thdng thao it nhat 1 ngoai ngit ngoai tiéng me dé (thudng |a tiéng Anh), cé thé giao tiép tw
nhién, lvu lodt véi khach nudc ngoai.

Ki€n thirc vi tinh: biét st dung va str dung thanh thao vi tinh van phong (word, excel,...); s& dung thanh
thao Internet dé tra ctru thdng tin khi can thiét; S& dung thanh thao phdn mém quan ly khach san va
phan mém ban hang khach san

Personality and availability

Mét nhan vién phuc vu ban chuyén nghiép can dam bao trang bi mét s6 pham chat cét 18i nhat nhu sau:
- Say mé giao tiép véi moi ngudi, ké ca ngudi la.

- P khéo Iéo dé phuc vu khdch hang mot cach t8t nhat

- Biét gilr uy tin bang cach cé trach nhiém véi tirng cdng viéc, gilt 1o hira va cam két

- S3p x&p cdng viéc hop ly, cé kiém soat, khong dé moi thi rdi tung 1én.

- C6 kha nang |am viéc nhém tét.

- C6 kién thirc toan dién vé an toan thyc pham dé dam bao strc khde cho ngudi tiéu dung.

Notes




lam viéc trong nha hang doi héi phai tiép xuc véi nhidu ngudi vdi nhiéu tinh cdch khac nhau nén viéc doi
mat v&i nhirng khach hang khé tinh hay phan nan vé san pham, tham chi ndi cau |a diéu khé tranh khai.
Vi vay, nhan vién nha hang phai cé ky ndng gidi quyét van dé dé tranh lam mat long tin cta khach hang va
tao hinh anh xau vé nha hang. V&i méi tinh huéng nhu vay, nhan vién nha hang can binh tinh giai quyét,
dat lgi ich cha khach hang Ién hang dau. Néu gap tinh hudng kho gidi quyét, nhan vién nha hang cé thé
hoi y kién quan ly, cap trén.

SECTION 2

Economic sector

Hospitality

Seniority level

Can be filled by a recent graduate (Basic level).

Academic qualification - | level

School of tourism — hotel/ school of business administration

Academic qualification - Il level

School of tourism — hotel: hotel management/ tourism management
School of business administration: business administration / human resource management / marketing

Academic qualification - Il level

None




