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Note: Audit & Risk Assessment Council is made up from members of the Board of Directors. This sub-committee of the
Board oversees the high — level policy and risk management direction of the clinic and manages internal and external audit
matters.

SCB : Staff Capacity Building

oIT : Office of Information Technology

HR : Human Resources
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Enhanang vour smile with the fatest technology:

JOB ANNOUNCEMENT

Pachem Dental Clinic is the largest dental clinic in Cambodia with certified its
standard by ISO 9001: 2008. Now, we are seeking for potential candidate to fill in the
position below: ?

¢ Branch Manager 2 posts (Phnom Penh & Siem Reap)
* Receptionist and Cashier 2 posts (Phnom Penh)
JOB RESPONSIBILITIES

Branch Manager

Manages all of the day to day operations of the branch to make sure it runs
smoothly

Supervises and trains all the staff members in the branch to work efficiently and
Effectively

Participates in meeting with other management to raise visibility, enhance the
reputation, and expand the opportunities of the clinic

Solves the problems related the branch both internally and externally
Evaluate the staff working performance

Net Income-increased revenue and controlled expenses

Contacts to make corporate account with hotels and other valuable partners
to enhance the market share of the branch

Controls the feedback from the customers and solve it

Monthly reports to line manager.

Receptionist and Cashier

Provide information about product and service to customer

Answer the phone in such a way that callers feel welcomed, valued and
contented

Channel phone callers to the appropriate person

Make customer relation and communication

Check out customer purchases accurately and efficiently

Register their name into database if they are new customers

Keep all of customer information both software and hardware

Ofther tasks are required.

REQUIREMENT

Branch Manager

Bachelor degree in Management/Marketing/ Accounting or related field.



Minimum 3 years working experience in related field

Good command of English and other foreign language, an advantage
Good interpersonal skill and problem solving skl

Dedication, creativity, and flexibility

Work under pressure and self-motivation

Good attitude, personality and honesty

Computer Microsoft office and internet/E-mail

Receptionist and Cashier

o At least high school certificate
At least 2 years experiences in receptionist or cashier
Good English and other foreign languages an advantage
Good interpersonal skill and problem solving skill
Beautiful, Friendly, dedication, flexibility and honestly
Computer Skill

HOW TO APPLY:
Interested candidates are invited to submit Cover letter, CVs and current photo
attached with qualification to:

Pachem Dental Clinic (Head Clinic)

#170ABC, Norodom Blvd (North of Chamkarmon Traffic Light), Phnom Penh,
Phone/Fax: (855) 23 996 888 or via E-mail address below:

Email: job@pachemdental.com

H/P: 012267 226 | 070 851 295

Closing date: 5:00PM, 22-May-2016
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Enhancing your smite with the-latest technology

INTERNAL JOB ANNOUNCEMENT
(Stock Keeper 1 Post)

JOB RESPONSIBILITIES

o Control material statistics

o Audit material using whole operation

o Delivery material branches

» Maintenance protection stock warehouse

o Control quality material

 Provide training relevant persons about material

* Make stock report branch warehouse

* Make relationship supplier get new modern equipment, instrument material
* Fixed assets record by cooperate Finance officer get update information
* Inspect material damage, report, clean rotate stock.

» Ensure that material, instrument equipment use efficiency, effectiveness.

REQUIREMENT

o Atleast associated degree relevant skills

* Minimum 2 working experience stock keeping inventory
¢ Good command English

o Good interpersonal and problem solving skill

» Honestly, Friendly, dedication, creativity, flexibility

HOW TO APPLY:

Interested candidates are invited to submit Cover letter, CVs and current photo
attached with qualification to:

Human Resource Department at Pachem Dental Clinic (Head Clinic) #170ABC,
Norodom Blvd (North of Chamkarmon Traffic Light), Phnom Penh, Phone/Fax: (855) 23
996 888 or via E-mail address below:

Email: job@pachemdental.com

H/P: 070 851 295






PACHEM DENTAL CLINIC

Enhancing your smile with the latest technology

INTERVIEW EVALUTION FORM (IEF)
Position: BRANCH MANAGER

 iteDaTe—.

Candidate’s Name Sex Date

Note for the interviewers/selection committee:

It is important that you give full attention to the candidate. Make sure you put the person at ease and that you
have fully read the details of the CV / Application Form and written test so that there is no duplication of
questions. It is equally important that you should familiarize yourself with job requirements of the position
applied so that you will be able to recommend the most suitable candidate for the position.

Guideline to rating the candidate:

1. Please score each answer 1, 2 or 3 where 1=poor answer, 2=good answer, 3=excellent answer.
2. If you would like to add any comments or remarks, (e.g. to help you remember the answers) use the right
hand column.
3. Ifyou don’t know how to score an answer because they are technical questions, score it 0 (zero) and be sure
to mark each candidate the same 0 so that this does not bias the scoring.
4. How candidates answer a question can be just as important as what they say. Everything including eye
contact, Voice, sincerity, enthusiasm and confidence play a part in helping to determine whether this candidate is
suitable.

While most applicants can tell us what we want to hear, they can’t hide natural, non-verbal characteristics.

Use your intuition. If the words sound okay, but something doesn’t feel right, probe deeper (ask more) (ask the
question in a different way).

Introduction to the interviewee:

Introduce the selection committee

Put them at ease, of course this is an important interview, but we want you to be yourself as much as possible
We are asking the same questions to each candidate, and different people will ask the questions

And the interview is in English/ Khmer

At the end you will have an opportunity to ask questions to us

S Lol R0

INTERVIEW RECORD

QUESTIONS e REMARKS
(1) MOTIVATION?

1. Why did you apply for this job?
(Looking for logical reason, motivation, ambition, skills, experience)

2. How does the position you are applying for link to your
experience and skills?
( Looking for the value the person would add to this job)

3. What motivates you to give your best performance? Why do you
think that is?

4. Tell us more about your past experience in dental work — please
give specific examples.
( Looking for project and development experience)




5- What are some of the challenges in your current position? How do
you overcome them?
( Looking for work hard experience)

(2) SELF AVARENESS

6. Please describe the responsibilities of Branch Manager?
( Looking for awareness of the job description)

7. What parts of the responsibilities do you think you will find easy?
(Looking for self awareness, the value they would add, awareness of
the whole job description, what are your strengths)

8. What parts of the job description do you think you will find hard
and need support from others?

(Looking for self awareness, willingness to learn, awareness of the
whole job description, what are your weaknesses)

9. What are your strengths? Weaknesses?
( Look for self awareness, maturity)

(3) TECHNICAL KNOWLEDGE

10. - What customer service mean for you?
- Can you tell us the way of doing business success?

(Technical knowledge)

11. How should you do when you meet conflict?
(Technical knowledge)

12. How should you do to develop your team?
(Technical knowledge)

13. What writing have you done in English in your current or last
job?

( Looking for the ability to write progress report and other
documentation in English)

(4) MANAGEMETN AND LEADERSHIP

14. What is your management experience to date? Please be
specific.

(Looking for real details of management experience)

15. How would you define ‘teamwork’?
(Looking for relationship skills, cooperation, sensitivity to others ’s
need etc)

16. Tell us about a disagreement you have had recently with your
work colleagues and how you resolved it?
(Looking for ability to solve the problem)

16. What would you do if a member of your team was more than
one month late in meeting a target, and your manager wants an
explanation?

(Analyse the problem/ find out the real reason. Talk to the staff
member. If necessary, let the staff member suggest solution, you
suggest solution, follow through until problem solved, keep the
manager informed)

17. How do you cope with stress?

18. What makes you feel pressured in your job? Can you think of an
example, and how you would deal with it?




19- What do yoknw about our pr ucts and services?

20- Could you tell me about the person previously in this position
and why did they leave?

21- Could you tell me about the competitor of Pachem Dental
Clinic?

22- What do you thinks are this company’s biggest problems, and
how would you go about solving them?

(6) AFTER THE INTERVIEW ( No need to ask)

23. Evaluate interpersonal and communication skills
( During the interview, how was the person’s confidence,
Communications, eye contact etc.)

24. Evaluate spoken English language skills
( During the interview)

TOTAL Maximum 72 = (24questions x 3)

EVALUATION: From the interview with Mr/Mrs.

, I would (tick where

application)

1 Have no comment O

2 Reject 3

3. Keep candidate’s file for future reference O

4 Call for further interview O

5 Recommend for employment O
Reasons:
Salary available: Start possible:
Interviewer’s name Position
Signature of Interviewer Date



DBHBR R4



PACHEM DENTAL CLINIC

Enhancing your smile with the latest technology

CANDIDATE INTERVIEWING CHECKLIST
POSITION: ........

G

Candidate Name: Date:

Level

1" | Wotling Skill (Adminisiraion)
Working Skill (HR)

2 | Work Knowledge (Administration)
Work Knowledge (HR)

Appearance

English (Other language if any)

Communication

Willing to work and commitment

Attitude/ Diligence

3
4
5
6 | Computer (plus internet-Email)
7
8
9

Knowledge to teamwork and priority

10 | Active and Talent

Salary Expected: Possible to starting:

Conclusion Reason
(] No Comment

(] Reject

() Keep candidate’s file for future reference
() Call for further interview

()] Recommend for employment

Interviewer Name Position:
(Interviewer)
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