WINK

HOTELS

JOB DESCRIPTION

Financial Controller | Accounting Department

Company

Delivering a modern interpretation of Vietnamese culture, style and design, Wink Hotels offers an
energetic approach to hospitality. By coupling personalized and thoughtful service alongside unique
and streamlined experiences, Wink aims to captivate, fascinate, and engage with each guest. Under the
parent companies of Indochina Capital, Vietnam’s leading real estate, investment and financial services
firm since 1999; and Vanguard Hotels, Singapore based hotelier providing quality, affordable, branded
hotel products across Southeast Asia since 2008, Indochina Vanguard Hotels Pte. Ltd. was born to
launch Wink Hotels in 2018, a vibrant new brand of hotel created for the modern traveler.

Wink Hotels are arriving in the major urban areas of Ho Chi Minh City, Hanoi and Danang and expanding
into other areas of Vietham and beyond.

Culture

At Wink, it’s important we cultivate a mindset that celebrates curiosity and empowers individual
personalities. Leading by example, hands-on application and peer coaching guide our company ethos
of team collaboration and commitment to our communities, from our guests to our colleagues. Sense
of belonging, playfulness, passion, personalization and encouragement drive our mission of creating a
“community of one.”

Job Summary

The Financial Controller oversees the Accounting department, procurement function and
information data processing system while at the same time provides meaningful and timely
information on the status of Wink Hotels’ performance to the Management Team. This role requires
the person to be hands-on with cost containment and revenue enhancement.

This position reports to the Director of Operations and will work closely with other Department
Heads.

Personality & Ethos
e Responsible, reliable
e C(Clear, confident in all means of communications
e Process-oriented, detail-minded, organized
e Self-motivated, proactive, takes initiative

e Analytically minded, decisive, creative and thoughtful problem-solving
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e Multi-tasker; manages time and prioritizes effectively

e Thrives in fast-paced, changing environment, is calm under pressure
e Navigates short-term and long-term planning simultaneously

e Resilient to adversity, adaptable to change

e Accountable, reliable, demonstrates integrity and honesty

e Able to relay difficult, dense information to upper management

e Able to cascade and explain information in a precise and easy-to-understand way to lower team
members

e Embraces diverse cultures and being a team player

e Embraces and drives “Wink” personalization, brand and culture

Responsibilities
Department Management

e Responsible for all the operations of Accounting department, including control systems,
transaction-processing operations, policies and procedures and the design of an organizational
structure adequate for achieving the department's goals and objectives

e Training and motivating the Accounting team

e Managing and maintaining the documented system of the department

e Managing outsourced functions where applicable

Accounting

e Responsible for budget, financial control, reporting, and compliance with banks and corporate
guidelines by the parent company and affiliated companies

e Maintaining proper and complete accounting records of Wink Hotels; ensuring all GL accounts,
bank records and transactions of Wink are accurate, reconciled and correct at all times and
following strict deadlines

e Preparing all statutory tax returns including VAT, PIT, CIT and ensuring that they are timely and
accurate in submission and reporting

e Continuously implementing all necessary controls, policies and procedures to safeguard Wink
hotels’ assets, including proper procedures and controls for purchasing, receiving, stores and
requisitioning

e Qverseeing and ensuring smooth running of payroll and its general administrative functions;
ensuring the accuracy of the payroll calculation and the verification of disbursements made by
the hotel cashiers, night auditors and other accounting positions

Finance
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e Ensuring the Wink Hotels’ financial health; preparing and interpreting financial statements,
cash flow and reports of Wink Hotels

e Producing and analyzing financial information to management as tools for maximizing profits
and planning for the future

e Responsible for and in charge of the Year End Audit
Reporting

e Preparing and submitting timely monthly financial statements; month-end and year-end close
process; and, other reports as required

e Recommending benchmarks against the performance of the company’s operations; calculating
and issuing financial and operating metrics

e Reviewing the Wink Hotels’ third-party contracts, ensuring that Wink Hotels’ interest comes
first and protected at all times

e Handling cash flow forecasting, fund management and prioritization

e Ensuring that periodic bank reconciliations are completed and that required debt payments are
made on a timely basis

Compliance
e Maintaining records and ensuring compliance with current tax, audit legislation
Others

e Updating and implementing all relevant policies, procedures and service delivery standards of
the department and related employees

e Updating and implementing human resources policies, procedures and code of conduct, while
promoting management, team and cross-department support, leadership, professionalism and
good relations

e Maintaining and promoting communication efficiency for general and work specific
information, including the conduct of regular meetings and/or discussions on work activities,
service delivery, continuing work system improvement, etc.

e Developing training plans and endorsing the conduct of training sessions to team members to
facilitate learning, retention and acquisition of competencies

e Maintaining close communication with the third parties such as the parent company, auditor,
etc.

e Performing other related duties and functions assigned by the CEO and the representative from
the parent company

Work Experience Requirements

e At least 03+ years’ experience in hotel operations as an Assistant Financial Controller/ Financial
Controller, preferably with pre-opening experience

e Bachelor’s degree in finance or accounting, Master’s degree, CPA, ACCA is a great plus

e  Familiar with Uniform system
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e Excellent written and verbal communication skills in both Vietnamese and English; other
languages a plus

e Ability to think critically, offer solutions, anticipate problems and provide action plan
formulation; ability to provide a high level of attention to detail

e Team and knowledge management, system diversities, organizational and team
interrelationships at multiple levels

e Computer literacy, knowledge of Microsoft Office applications, internal automated and
financial systems, other accounting software proficiency

o Ability to work well with the tax authorities and willing to occasionally travel outside the normal
working location
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