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Chuyén vién Phat trién Kinh doanh & Diéu
ph6i Van phong | Business Development &
Oftice Coordinator

Oct 21,2026 - Robyn Kirk

Tiéng Viét

Dia di€m: Da Nang (k&t hgp lam viéc tirxa va tai khdng gian lam viéc chung & An Hai, San
Tra)

Hinh thic: Ban thai gian, khoang 20 gio/tuan, nhan vién hodc nha thau (theo théa thuan)
Bat dau: Bau thang 11/2026

Thu nhap: Canh tranh, theo kinh nghiém

Ve Edgecraft Digital

Edgecraft Digital cung cap dich vy luu trir ddm may bao mat va phan mém y té cho cac
phong kham, phong kham chuyén khoa va don vi chdm sdc tai nha trén ca nudc. Toan bd
dr liéu bénh nhan dugc luu trir tai Viét Nam. Chung tdi dang thanh lap cdng ty va dbi ngl
tai Da Nang, phdi hgp cung cdng ty chi em tai Uc.

Vi tri

Cong viéc gdm khoang 60% phat trién kinh doanh va hd trg ban hang, 40% diéu phdi van
phong va hé trg khach hang. Ban sé& lam viéc truc tiép véi nha sang 1ap (hon 25 ndm kinh
nghiém phan tich nghiép vy, quan ly du an va quan ly sdn pham), kién tric su dam may va
lap trinh vién céap cao.

Ban s& la ddu méi lién lac song ng(r clia chudng t6i véi cac phong kham dang chuan bi dap
ung cac yéu cau mdi, nhu bénh an dién tir (Théng tu13/2025/TT-BYT) va Luat Bao vé dit

liéu ca nhan. Day la co hdi hoc vé ban hang cong nghé, tuan thu drliéu y té va phat trién
san pham.

Trach nhiém
Phat tri€n kinh doanh va hd trg ban hang (khoang 60%)

o Tim hi€u va lap danh sach phong kham tu, nha khoa, phong kham chuyén khoa va don vi
chdm sdéc tai nha & Ba Nang va cac thanh phd khac; cap nhat hé thong CRM.
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Lién hé quan ly phong kham va bac si qua dién thoai, Zalo, email va LinkedIn, bang tiéng
Viét va tiéng Anh, dé dat lich tu van va demo.

CUng nha sang |1ap tham du cac bugi tim hi€u nhu cau khéach hang, ghi lai nhu ciu cla
phong kham (phan mém hién tai, khé khan, nhu cau luu trir dir liéu) va viét bién ban
cubc hop.

HG trg chudn bj bao gia, dé xuat va bai thuyét trinh; dich va ki€m tra ndi dung
marketing, website va tai liéu sdn pham gilta tiéng Anh va tiéng Viét.

Tham gia ki€ém thtr chap nhan nguoi dung (UAT) cho EdgeConsent va EdgeCare, tur gdc
nhin cta nhan vién phong kham Viét Nam.

Diéu phdi van phong va hd tro khach hang (khoang 40%)

Quan ly hé théng ticket hd trg: ghi nhan yéu cau cua khach hang, xép murc uu tién,
chuyén cho kién tric suhodc 1ap trinh vién, va theo d&i dén khi dugc giadi quyét.

Chuan bj va gii khach hang bdo cédo dinh ky tir hé thdong giam sat ddm may (vi dy thoi
gian hoat dong, sao luu va canh bao bao mat), phéi hgp vai kién truc su.

Quan ly lich lam viéc, cudc hop, di lai va cac cudc hen tai Ba Nang cla nha sang 1ap.

Lién hé vdi ké toan, cd van phap ly va co quan nha nudc vé viéc dang ky cong ty va thué.

Quan ly hé so, hgp ddng, héa don va cac thoa thuan vai khdng gian lam viéc chung.

Yéu cau bat budc

Vui long phan hdi tung yéu cau bat bubc trong hd so Gng tuyén.

1.
2,

Tiéng Viét luu loat va tiéng Anh thanh thao trong méi truong kinh doanh, ca ndi va viét.
Bing dai hoc hodc cao dang vé kinh doanh, cdéng nghé thdng tin, marketing, quanly y
té, tiéng Anh/bién phién dich hodc nganh lién quan, hodc kinh nghiém tuong duong.
Chao don sinh vién mdéi tot nghiép.

. T6i da 2 nam kinh nghiém hd tro ban hang, cham séc khach hang, hanh chinh hoac diéu

phoi dyu an (bao gdm thuc tap hodc hoat dong cau lac b sinh vién).

. Strdyng thanh thao Microsoft 365 (Word, Excel, Outlook, Teams), san sang hoc cong cy

md&i nhu CRM, cdng cy cdng tac va hé théng quan ly yéu cau ho trg (ticketing).

5. C6 t6 chirc, can than va dang tin ciy khi xrly théng tin y té va tai chinh bao mat.

6. C6 thé lam viéc khodng 20 gio/tuan tir thang 11/2026, bao gdm mot s6 budi truc tiép tai

Pa Nang.

Yéu cau uu tién

Pa lam viéc hodac thuc tap trong linh vuc y té, phong kham hodc céng ty cdng nghé.
Pa strdyng phan mém CRM (vi dy HubSpot, Zoho) hodc céng cy quan ly du an.
Co6 bang lai xe may hodc 6 t6 dé€ gép khach hang tai Ba Nang.
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Quyén loi

o Bugc nha sang lap truc tiép hudng dan vé phan tich nghiép vy, ban hang cdng nghé va
trién khai sdn pham.

o Cohdichuyén sang vj tri toan thoi gian v& ban hang, phan tich nghiép vy (BA) hodc san
pham khi sé lugng khach hang tang.

» Gi0lam viéc ban thai gian linh hoat, két hgp lam tu xa va tai khdng gian lam viéc chung,
hop nhdm hai tuan mét lan.

o Luachon hgp déng lao déng véi Edgecraft Digital Vietnam (cé bao hiém xa héi, thué
TNCN) sau khi cong ty dugc dang ky, hodc hgp dong nha thau.

Céach img tuyén

GUi email dén hello@edgecraft.digital vdi ti€éu dé "Business Development & Office
Coordinator - [ho tén]", gbm:

1. CV bang tiéng Anh

2. phan hdi cho ting yéu cau bat budc (t6i da 1trang, bang tiéng Anh)

3.cau trd I1oi cho cac cau haéi sau:

o (Tra10i b3ng tiéng Anh) Hay k& v& mot 1an ban t6 chirc sy kién, cube hop hodc duan
cho mdt nhém ho#c khach hang. Ban da lam gi dé moi viéc dién ra sudn sé?

o (Tra |0i bdng tiéng Viét) Viét mot tin nhdn ngan (3-4 cau) gui Giam déc mot phong
kham tu tai Ba Nang, gidi thiéu dich vy luu trir drliéu y té an toan tai Viét Nam va
moi tham gia budi tu van vé quy dinh bénh &n dién tu.

o Ban c6 thé lam viéc vao nhiing ngay va gio nao mdi tuln tir thang 11/2026? Ban mudn
hgp ddng lao dong hay hop déng nha thau?

Chung tdi xem xét hd sa ngay khi nhan dugc.

English

Location: Da Nang (hybrid: remote and at our coworking space in An Hai, Son Tra)
Type: Part-time, about 20 hours a week, as an employee or contractor (as negotiated)
Start: Early November 2026

Pay: Competitive, based on experience

About Edgecraft Digital

Edgecraft Digital provides secure cloud hosting and healthcare software for clinics,
specialist practices and home care providers across Vietnam. All patient data is hosted in
Vietnam. We are establishing our company and team in Da Nang, working alongside our
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sister company in Australia.

Therole

The role is split roughly 60% business development and pre-sales, and 40% office
coordination and client support. You will work directly with our founder (25+ years in
business analysis, project and product management), our cloud architect and our senior
developer.

You will be our main bilingual contact for clinics preparing for new requirements, such as
electronic medical records (Circular 13/2025/TT-BYT) and the Law on Personal Data
Protection. It is an opportunity to learn IT sales, health data compliance and product
development.

Responsibilities

Business development and pre-sales (about 60%)

Research and list private clinics, dental clinics, specialist practices and home care
providers in Da Nang and other cities, and keep our CRM up to date.

Contact clinic managers and doctors by phone, Zalo, email and LinkedIn, in Vietnamese
and English, to book consultations and demos.

Join discovery meetings with the founder, record each clinic's needs (current
software, issues, data hosting needs) and write meeting summaries.

Help prepare quotes, proposals and presentations, and translate and check marketing,
website and product content between English and Vietnamese.

Take part in user acceptance testing (UAT) of EdgeConsent and EdgeCare, from the
point of view of Vietnamese clinic staff.

Office coordination and client support (about 40%)

Manage the support ticketing system: log client requests, set priorities, route them to
the architect or developer, and follow up until they are resolved.

Prepare and send clients regular reports from our cloud monitoring (for example
uptime, backups and security alerts), working with the architect.

Manage the founder's calendar, meetings, travel and local appointments in Da Nang.

Liaise with our accountant, legal advisers and government agencies on company
registration and tax matters.

Manage records, contracts, invoices and our coworking space arrangements.

Key requirements

Please respond to each key requirement in your application.
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1. Fluent Vietnamese and proficient business English, written and spoken.

2. A degree or diploma in business, IT, marketing, health administration,
English/translation or a related field, or equivalent experience. Recent graduates are
welcome.

3.Up to 2 years' experience in sales support, customer service, administration or project
coordination (internships and student organisations count).

4. Confident with Microsoft 365 (Word, Excel, Outlook, Teams), and willing to learn new
tools such as a CRM, collaboration tools and a support ticketing system.

5. Well organised, careful with detail, and trustworthy with confidential medical and
financial information.

6. Available about 20 hours a week from November 2026, including some time in person
in Da Nang.

Desired requirements

o Work or internship experience in healthcare, a clinic or an IT company.

o Experience with CRM software (for example HubSpot or Zoho) or project management
tools.

» A motorbike or driving licence, for client visits in Da Nang.

What we offer

» Direct mentoring from the founder in business analysis, IT sales and product delivery.

o The opportunity to move into a full-time sales, business analyst or product role as our
client base grows.

» Flexible part-time hours, working remotely and at our coworking space, with
fortnightly team meetings.

A choice of alabour contract with Edgecraft Digital Vietnam (with social insurance and
PIT) once it is registered, or a contractor agreement.

How to apply

Email hello@edgecraft.digital with the subject "Business Development & Office
Coordinator - [your name]". Please include:

1. your CV in English
2.aresponse to each key requirement (up to 1 page, in English)

3. answers to these questions:

o (Answer in English) Tell us about a time you organised an event, meeting or project
for a team or customer. What did you do to make sure it ran smoothly?
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o (Answer in Vietnamese) Write a short message (3-4 sentences) to the director of a
private clinic in Da Nang, introducing secure medical data hosting in Vietnam and
inviting them to a consultation on the electronic medical records rules.

o Which days and hours can you work each week from November 20267 Do you
prefer a labour contract or a contractor agreement?

We review applications as they arrive.
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