PREM Prem International School
Boarding and Day School
Chiang Mai, Thailand

Admissions and School Uniform Shop Assistant
(Chinese Speaking Highly Advantageous)

Customer Service & Sales
A1sTriusn1sanAILaATAISANLRUAN

e Provide customer service to students, parents, and staff purchasing school uniforms
Tiusnsqne HnBau pinasad uazwiinunnudayagivasuuadlsedau

e Assist customers in selecting the correct sizes, uniforms, and accessories
TdnugiAmnAuaue dssianuastagiinasy uazadnsaliabusng 9

e Ensure customer satisfaction by offering product recommendations and support
guanuRinalazasgna wianlvdtuginuazaum e Bdaa NI BuTaEY

e Process orders, prepare merchandise, and handle transactions accurately and
efficiently
sudfiunsiuddoda Saesaududn wagsiugsnssunsdiseiiuatignsaiaziidsz®@nanw

Admissions Support
uddiusuudasusiinsiiniaau

® Assist prospective parents with admissions inquiries and general school information
Wayauarnautadnauimiunsaiasdaunnglnasasuazeaula

e Support admissions events, school tours, and orientation activities
e Aanssusuaiasinidau nmsianauisday wazAanssulsuina

o Help prepare admissions documents and maintain student records
haFaeTautangIsnsaNAsIaULAaLatayatnFau

e Coordinate communication with families regarding admissions procedures and
requirements
Ussanuduuardassfuasauafifmsudunauwasianaisnmisaiassau

Inventory Management
ANSARNISAAANIUAT

o Maintain accurate stock records and ensure the store is well-stocked at all times
aRtuuaziuingfandudlvgnsasuaziiluilayiuasiaua

e Coordinate with suppliers to reorder inventory when necessary
dszaudududwnwanaaafiiadotdadudindudaingu

e Inspect products to ensure they meet the school’s quality standards
aadauaaunniua biiiuldanunasgruuasisesau

e Prepare inventory reports and monitor stock usage
Fnviausfandudiuazinaiunisldfudn
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Shop Operations & Merchandising
ANSUSKIFTAUANLATATTAMVAUAN

Maintain cleanliness and organisation in the store
quaanudzarauaranuilusadeudausannialusu

Display products attractively according to school guidelines

Favdua linaulanasiiiuldeuuwuinisuasisezau

Ensure proper pricing and labelling of merchandise
asadgaumNgnsavuavihasALaziayadua

Adjust merchandise displays according to seasons and school requirements
U5uil&aun1siauansdum IiningauAuInaILasANNHaInsUaI 159G e

Cash Handling & Transactions
A153QUASEUUAN52AITETURATEINTTUNINASIIU

Process payments via cash, credit card, or electronic methods
Furhszdunulduan Tasiasia wiadasnvaidnnsading

Ensure accuracy in issuing receipts and recording daily sales
anagavaNugasdauadluEFILasiuvinaanualsziniu

Prepare and submit sales reports to the accounting department
Faviruasdenaouaaauairhadydauiivue

Safeguard cash transactions and manage change accurately
auamulaaafauasdudaiazinnisiiunauatigneag

Customer Support & Issue Resolution
AsAdusuuanAInaznIsualadanin

Handle customer inquiries and complaints regarding products and services
suiFasuazudlaiguniatasasdaufmAududuazusnig

Process exchanges or refunds according to school policies
siiunisldauniadududrauulauiauasisedau

Provide information regarding the school dress code and uniform requirements
WaayaAmdusaiaunsussniauastiaivuatagfivasuuaslsedeau

Collaborate with other departments to ensure smooth customer service
dszauauAuununee 4 alnsusmsidiuldasienuiu

Qualifications & Requirements
AuFUTALREADAIRUA

Education & Experience
AsAnELazlsTaunITal
o High school diploma or Bachelor’s degree in a related field
1dimsAnunseduisaudnneaudaranialsayane3lusnuniiiaidas
o Good command of spoken and written English
finreasdaansadongeifonisyauasmsdaulusdus
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o 1 -3 years of experience in sales, customer service, admissions support, or
store operations
fidsyaunisaisnunisung AsusANTaNAT NUFURTATTNIGEY BIansusuIs U 1-3 1
e Experience in an international school or uniform/clothing retail environment is an
advantage
minflseaunisailulsedaumudviagsAiaivinaindasusuniaalasunmsiansanuiee

e Familiarity with POS systems and inventory management software is preferred
fianuAuiaafusyuu POS uazllsunsudanisafianiudl azlasunisiarsandufiame

Key Skills & Competencies
wAIRazrAINNAINISA

e Strong customer service and communication skills
finEeaunsUANsNAILALNS AR

e Inventory management and store operation abilities
fusaudmsiansafandusiuazguanisafiusiunialusiule

e Attention to detail and strong time management skills
fimnuasdansaumauLarusIsIRN 66

o Problem-solving skills and the ability to work under pressure
fineelunisualadayrivazauisavinnuaalsanunasule

e Proficiency in Microsoft Office and Google Workspace applications
gunsalafenu Microsoft Office WAy Google Workspace ‘laiiluacinod

Personal Attributes
AANMAUCAIULAAR

e Enthusiastic and able to work collaboratively as part of a team
fanunsedaasunarausavinaunuAugaules

e Friendly and capable of working with a diverse range of customers and families
fuyweduiusiuaraninsaguagniuazelnasasiviainuana'le

e Flexible and adaptable to changing work environments
fanufiavtunazauisadsudinduaawuiaaannisvinnuil&aunlas e
® Honest, responsible, and reliable
fianudiadad Sudarau uazidadia'le
e Self-motivated with initiative and a positive attitude
fANuAasEN suTavinuldsnaulas uavividuadiideun

Salary & Benefits
NutfauLacaIdztnng

e Salary based on experience and qualifications
Wulfiauaudssaunsaiiaznuaniia
e Social Security and annual bonus
UszAudoauuaztuilalsyant
e Training opportunities and professional development in customer service and school

operations
fiTamauinsunsausunazWaiunrea unsusAIsgnaLayasetiuululsazau



	 

