SECTION 1

Name of the professional figure

Nhan vién diéu hanh tour du lich

Where it works

Nhan vién diéu hanh tour lam viéc tai phong Diéu hanh Tour, chudn bi moi cdng tdc hau can dam bao
cho Tour dién ra theo dung lich trinh. Nguwoi diéu hanh tour 13 ngudi phu trach tat cd cac cong viée can
thiét cho mét chuyén di nhu lich trinh, phuong tién di chuyén, dat phong khach san, nha nghi, 3n uéng,
vui choi, v.v.

Nhan vién diéu hanh tour 1am viéc dudi su chi dao va gidm sat cda Cha sé hitu.

The activities

Tuy khong theo sat du khach nhuw hudng dan vién nhung nhan vién diéu hanh tour déng vai tro cuc ky
quan trong trong viéc mang lai thanh cong cho chuyén du lich. Ho chju tradch nhiém I&n k& hoach va thiét
ké cac chuyén di mang lai trai nghiém t&t nhat cho khach du lich, tw van va thuyét phuc khach hang ky
k&t hop ddng du lich, Iam viéc vdi cac nha cung cap dich vu nhw van chuyén, dn udng, vui choi giai tri...
dé dam phén vé phuong thirc, chat lvgng va gid ca. Ho cling diéu chinh va phan céng trach nhiém cho
hudng dan vién phu trach chuyén di, phdi hop véi hwéng dan vién ki€ém soat lich trinh, giai quyét cac van
dé phét sinh trong chuyén di. Bén canh d6, cac nhan vién diéu hanh tour can khao st cac cdng ty d6i thu
dé dwa ra cac chuong trinh pht hgp nham thu hat khach hang, 1ap bao cdo néu rd nhitrng thuan Igi, khé
khan cta cong ty It hanh trong viéc thyc hién hoat déng du lich, tir d6 dé xuat gidi phép thdo g& nhirng
ton tai, han ché nham nang cao hiéu qua hoat dong va lam hai ldng khach hang.

Qualifications

Dwa vao quy mé cla cong ty du lich, ngudi chl s& dwa ra nhitng yéu ciu tuyén dung nhan vién diéu hanh
tour phu hop. Thdng thuong cac nha tuyén dung sé yéu cau trng vién phai tdt nghiép cao dang hodc dai
hoc chuyén nganh du lich, khach san, marketing, kinh té hodc cdc nganh nghé lién quan.

Technical skills

Nhan vién diéu hanh tour phai c6 ki ndng giao ti€p va thuyét phuc t6t, bao gdbm ki nang giao tiép
néi bé véi ddng nghiép trong viéc phan chia cong viéc va 1ap ké hoach thuc hién, ki nang giao tiép bén
ngoai vdi khach hang dé tu van théng tin chuyén di, lich trinh du lich va ky két hop déng, va kj ndng giao
tiép vdi cac nha cung cap, ddi tdc dé dam bao cac van dé vé van chuyén, an uéng, vui choi giai tri dwoc
thuc hién theo ding quy trinh diéu hanh tour d3 dé ra.

Ngoai ra, nhan vién diéu hanh tour phai chiu dugc dp luwc cong viéc vi ho ¢d rat nhiéu viéc phai
lam. Diéu nay doi hoi nhan vién diéu hanh tour phai binh tinh dé x{ ly va gidi quyét cac van dé phat sinh.
Bé&n canh do6, k§ ndng quan ly thoi gian rat quan trong vi diéu hanh tour doi hdi nguoi cé kha ning sap
x€p, phan céng cong viéc gitp mang lai hiéu qua cao trong qua trinh lam viéc.

Computer and linguistic knowledge

Ngoai ngit: biét va st dung thanh thao (4 k§ nang nghe — ndi — doc — viét) it nhat 1 ngoai ngit (thuwong la
tiéng Anh), c6 thé hiéu duoc nhitng nét van hoéa dic sdc ciia mdi qudc gia.

Kién thirc vi tinh: biét st dung va st dung thanh thao vi tinh van phong (word, excel, powerpoint); st
dung thanh thao Internet dé tra cru thong tin khi can thiét; thanh thao cac cdng cu thuyét trinh tryc
tuyén nhu Canva, Prezi,...; lam ch( cdc phan mém va &ng dung du lich dé thuc hién 1ap k& hoach tour cho
khach hang

Personality and availability

Mét nhan vién diéu hanh tour chuyén nghiép can dam bao trang bi mot s pham chéat cét 16i nhu sau:

- Yéu thich du lich hodc tim hiéu vé dia ly, lich si, van hda thé gidi, cé kién thirc thyc té& dé thuyét phuc
khach hang lya chon noi do.

- C6 hiéu biét vé dich vu tour du lich, am hiéu thj trudng du lich trong va ngoai nudc.

- Nang dong, sang tao va chuyén nghiép trong cong viéc vi ho la ngudi dai dién cho cong ty tiép xuc truc
tiép vai khach hang.

- Lam viéc ddc lap hoac theo nhdm linh hoat




- Trung thuec, nhiét tinh, than thién, quyét doén, cé trach nhiém vdi céng viéc

Notes

Nhan vién diéu hanh du lich phai nhanh nhen, cham chi, chju dugc 4p lyc cdng viéc. Bén canh d6, ho
phai am hiéu xu huéng du lich, am hiéu vé van hoa, lich sl, dia ly cta diém dén.
Ung vién c6 kinh nghiém trong linh vire du lich, kinh doanh hodc cdac vi tri twong tu s& c6 loi thé.

SECTION 2

Economic sector

Tourism

Seniority level

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

Academic qualification - I level

School of tourism/ school of marketing/ school of business administration

Academic qualification - Il level

School of tourism: tourism management

School of marketing: marketing management

School of business administration: business administration / human resource management / marketing/
economics

Academic qualification - Il level

None




