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BANG MO TA CONG VIEC
JOB DESCRIPTION
Ban/ Bon vi/ Division Vin phong Tong cong ty
Phong/ Department Hanh chinh
Churc danh/ Job Title B§ phin Lé tin
Soan thao Tham dinh Phé duyét
Prepared by Checked by Approved by

Chir ky/
Signature
Ho tén/
Full Name
Chtrc vu/
Position

Bio céo truc tiép cho
Directly report to

I. Co cAu bAo cao/ Reporting line ‘

Chénh van phong/ Pho Chéanh Van phong

Bao cédo gian tiép cho

Indirectly report to

Bén trong/ Internal

II. Méi quan hé cong viéc/ Work Relationship

- Chanh véan phong/ Ph6é Chénh van phong: Nhan chi
dao, dé xuét, kién nghi, trao ddi, thao luén va bao céo
cong viéc trong pham vi phu trach.

- Céc phong ban: Tiép nhan, trao d6i thong tin va phdi
hop thuc hién cac cong viéc trong pham vi thuc hi¢n.

Bén ngoai/ External

I11. Nhiém vu chinh/ Main task |

1. P6n tiép va hd tro khach hang, ddi tac

- Céc khach hang, d6i tac cua tong cong ty.

va than thién.

- Chao hoi, don tiép khach hang, ddi tac dén thim cong ty, dam bao su chuyén nghiép, lich su

- Giai dap thic méic cua khach hang/ddi tac vé thong tin co ban cua cong ty (du 4n, san pham,
dich vu) va céc thong tin lién quan.
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- Huéng din khach hang/ddi tac t6i dung vi tri can gip hoic hd trg dua don trong khudn vién
Téng cong ty néu can..

2. Thong tin va lién lac

- Chuyén tiép cudc goi, tai liéu dén cac phong ban theo dung quy trinh va théng bao kip thoi
dén cac bén lién quan.

- Tiép nhan cudc goi, yéu ciu hd tro, giai quyét trong pham vi quyén han hodc chuyén 1én cac
cap c6 tham quyén xt 1y kip thoi.

3. H§ tro cong viéc ndi bd

- HO tro chuan bi tai liéu, trang thiét bi cho cac cudc hop, hoi thao, sy kién cua Téng cong ty,
bao gém viéc chuan bi phong hop, thiét bi trinh chiéu, 4m thanh, anh sang, v.v.

- HO tro sép xép cac cudc hop cua lanh dao voi khach hang, ddi tac hodc cac bod phén trong
Téng cong ty.

- Giir gin va duy tri vé sinh khu vyuc sanh, khu vuc 1€ tan, ddm bao mdi truong 1am viéc ludn
sach s& va ngan nap.

- Tuén thu va thyc hién cic quy dinh ndi bo clia Tong cong ty vé quy trinh lam viéc, bao mat
thong tin va an toan trong cong tac 1& tan.

- Thuyec hién cac cong viéc dot xuét hodc cac nhiém vu khac do cfip trén giao tryc tiép

IV. Quyén han/ Authorization ‘

- beé xuat cac giai phép cai tién nang suat, chat luong cong viéc trong pham vi phan hanh dugc

giao.

- Dé xuét trang bi/ thay thé cac thiét bi/ cong cu dung cu cac nhan.

- DPuoc quyén ttr choi thuc hién cac nhiém vu trai véi cac quy dinh hi¢n hanh hoac khong phu
hop v6i chuyén mon, kinh nghi¢m cia minh.

- Dé xuét xép luvong, diéu chinh mirc lvong chic danh, khen thudng ctia minh v6i quan 1y truc

tiép.
TP......, Ngay ... Thang ... Nam ...
BAN TONG HQP QUAN LY TRUC TIEP NGUOI NHAN VIEC
GENEREL ADMINISTRATION DIVISION LINE MANAGER EMPLOYEE
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