
 

RECRUITMENT INFORMATION  

LUNE PRODUCTION is looking for candidates with proactive working attitude, an open mind, 

passion to work in art & culture industry and fluent English skills for following position:  

  

 Position          : FRONT OFFICE MANAGER  

 Report to                  : CHIEF OPERATING OFFICER – HOI AN 

 Working location     : HOI AN  

 I/ RESPONSIBILITIES:  

1. Sales-related responsibilities: 

- Be responsible for the revenue of Ticket Box 

- Corporate with Marketing Department to develop the ideas to push sales and maintain 

professional images of company. 

2. Operation-related responsibilities: 

- Manage ticket booking via Call Center Internal and email of Ticket Box and ensure all 

bookings and queries from customers/business partners answered timely and 

professionally. 

- Monitor the booking system and ensure that all bookings are processed promptly, 

accurately and remain up-to-date. 

- Manage the tickets delivery and theater pass service 

- Be responsible for all activities at the theater on the show dates: welcome guests, deal 

with all guest-related issues in the effort to ensure the FO provides a professional and 

friendly service for guests. 

- Manage the display and decoration for all the shows at the theater and FO work place 

in cooperation with Marketing department. 

- Submit daily reports 

3. Team Management: 

- Ensure adequate quantity of staff and arranging staff scheduling in the effort to 

maximize efficiency. 

- Train staff to meet professional standard of FO. 

- Build the teamwork spirit; make evaluations of staff performance. 

II/ REQUIREMENTS:  

- College/ University in related majors: Hospitality Management/ Tourism/ Language/ 

Business…  

- At least 2 years in same/ related position 

- Good & wide general knowledge 

- Excellent communication skills 

- Excellent in English 



 
- Accuracy and attention to detail 

- Good interpersonal skills 

- Experience on problems solving skills 

- Having friendly and professional attitude 

- Presenting a positive, professional image of the company with all customers and third 

parties. 

- Abilities to perform and complete tasks under high pressure.  

 III/ BENEFITS  

- Salary:   Negotiable  

- Other benefit:  As policy  

  

Please kindly send your CV via humancapital@squaregroup.com.vn 

  


