WINK

HOTELS

JOB DESCRIPTION

Culture Trainer | Operations

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 Wink Culture Trainer is responsible for designing, creating, delivering, updating and
implementing the hotel learning and development training initiatives that aligned with Wink
operations principals and SOPs and to drive the business’s growth strategies. Besides, Wink
Culture Trainer is in charge of ensuring that all Quality Assurance Programmes are aligned and
updated to Wink direction. They are also strongly focused in building, developing and delivering
employee training programs and reports.

The Wink Culture Trainer additionally contributes to the culture of the hotel and overall business
through the fostering of communication and cooperation among departments. This position
reports to the Area Operations Manager and will work closely with the Wink HQ Operations
Manager. They must have a willingness and passion for championing the organizational changes
and employee career development.

Personality & Ethos

e C(Clear, confident in all means of communications

WINK-HOTELS.COM



WINK

HOTELS

Process-oriented, detail-minded, organized

Self-motivated, proactive, and takes initiative

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

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

Resilient to adversity, adaptable to change

Accountable, reliable, demonstrates integrity and honesty

Embraces diverse cultures and being a team player

Embraces and drives “Wink” personalization, brand and culture

Responsibilities

Strong understanding of the Wink’s culture, vision and mission to effectively create the
induction/orientation program and training strategies

Being knowledgeable of different departments within Wink hotel setting
Leading by example and promoting core values of Wink

Acting as the first point of contact of all culture learning and development requirements and
queries within the organization

Being responsible for working closely with Area Operations Manager to gain full knowledge
then design effective training programs together with relevant supporting materials and
colleagues

Translating and localizing training content from English to Vietnamese and check and update
relevancy between the two languages and cultures.

Ensuring that the format for the operations manuals, policies and SOPs are consistently
maintained and updated with the Wink’s overall goals and objectives

Planning, organizing and delivering the training and development programs for Wink
employees for the purpose of increasing individual and organizational performance and also
for the purpose of improving employee morale while also enhancing their skills

Managing individual professional development of potential employees by tracking training
progress, building up talent management tools and executing knowledge and evaluating skills

Adopting a blended approach of training techniques including classroom sessions, on the job
training, coaching session and e — learning where applicable

Tracking training attendance and results in all on-going training initiatives and preparing
required reports
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Performing internal audit roles and design appropriate auditing schedules to check the
knowledge and skills of employees to evaluate the efficiency and effectiveness from the
delivered training

Building and maintaining relationships and budgets with external training suppliers

Work Experience Requirements

04+ years’ experience in Training/L&D Assistant Manager or similar role, with 02+ year
experience in hospitality industry a plus

Computer proficient and extensive use in software programs, Microsoft Office and
document control

Excellent written and verbal communication skills (verbal, written and comprehension) in
both Vietnamese and English, other languages a plus

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

Track record of management development and a variety of training and development
techniques

Knowledge and experience in food safety, fire evacuation training and safety & security at
work practice

Bachelor’s degree in Hospitality, Business Administration, Education or relevant
Relevant experience in delivering third party training advisory and solutions a plus

Track record of management development and a variety of training and development
techniques

Confident presenter and public speaker in dual languages
Creative thinker with the ability to work on own initiative and iterate best practices
High degree of stamina, agility and flexibility

High levels of interaction with all members of staff. Exchanging ideas, information and
opinions with others to formulate programs and arrive jointly at decisions, conclusions
and solutions

Familiarity with annual training plan, budgeting and enforcement, human resources and
operations procedures

Knowledge and experience in career coaching and career path planning

WINK-HOTELS.COM



