TOMMY ENGLISH

Beyond A Language

JOB DESCRIPTION - ONLINE FULL-TIME ACADEMIC MANAGER
QUAN LY HOC THUAT

1. MO TA CONG VIEC:

e TUYEN DUNG & DAO TAO:
- Du doén va lén ké hoach tuyén dung Giéo Vién.
- Dao tao chuyén mon va quy trinh cho Giao Vién.
e QUAN LY VAN HANH POI NGU HQOC THUAT:
- Sap xép lich gidng day va kiém tra chat lugng ddi ngii Gido Vién.
- Quan ly d6i ngii hoc thuat dé mang lai két qua tot nhat.
- Giai quyét phan nan lién quan dén hoc thuét.
- Nang cap chinh sira quy trinh lam viéc, gido &n va slides bai giang.
- Céc nhiém vu khac lién quan dén hoc thuat khac sé dugc trao ddi
trong qua trinh dao tao.

2. YEU CAU:
e Giao tiép tiéng Anh luu loat. (lelts trén 7.0 [a 1 lgi thé)
e Cé trach nhiém va theo sat cong viéc hang ngay.

e [t nhat 5 ndm kinh nghiém & vi tri gido vién hodc 2 ndm kinh nghiém & vi
tri quan ly hoc thuat.
C6 ky nang quan li va lam viéc véi con ngudi.
C6 kj nang thao tac tot trén MS Office dac biét la word, Excel, Power
Points.
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3. LQIICH:

Dudc dao tao kj nang quan Ly truc tiép bdi CEO & Operation Manager.
Dudc nang cao kha nang giao tiép, quan ly thdi gian, ki ndng giang day.
Cé cd hoi thang tién trong cong viée néu dat két qua tot.

MUC LUONG tir 4,000,000 VND - 6,000,000 VND. (thit viéc 70% luong)

e THUGNG: 300,000 VND - 1,000,000 VND theo hiéu sudt lam viéc
4. GIGLAM VIEC:
e Lam viéc Online, Linh hoat ca sang/tdi
o Casang: 09:00 - 17:00

o Ca chiéu: 13:00 - 21:00
e 1 ngay nghi trong tuan (dugc ddng ky trude 1 tuan)

5. CACH NOP HO SO:

Hoan thanh ENTRANCE TEST (BAI TEST NANG LUC DAU VAO) theo dudng Link
nay va giri dén email: tommyenglish.teacher@gmail.com

6. LIEN HE: Moi thac mac lién hé
- Mr. Tommy: 077.425.6642 (CEO)
- Ms. Stella: 0789.242.280 (Operation Manager)

7. THONG TIN DOANH NGHIEP:

- Fanpage: https://bit.ly/TMEpage
- Website: https://tommyenglish.com.vn
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