1.

TRUONG PHONG KINH DOANH
Thu nhép thang:

Hinh thire chi tra: thu nhap dugc thanh toan mot 1an vao ngay 10 hang théng

Lwong thir viée: 2 thang ké tir ngay nhan viéc

Théng dau tién: 7.000.000d/ 238 h
Théng thr 2: 7.500.000d/ 238 h

Lwong chinh thire:

Lwong co ban: 7.500.000d/ 238 h x s6 h lam viéc thyc té
Nhén vién bac 2:
Nhén vién bac 3:
Nhén vién bac 4:

Lwong trach nhiém: 2.000.000d

Thwéng KPI:
Gi6i han ti da 5 KPI, c6 tinh nhan qua véi két qua kinh doanh toan cong ty:

Ty 1¢ hoan thanh doanh thu theo thang/quy: > 100%

— Gan véi hi€u qua tai chinh toan cong ty

Ty 18 bao phu diém ban trong yéu (theo kénh): > 90% ké hoach
— Gan voi khad nang mo rong thi phan

Ty 1€ chi phi thuong mai trén doanh thu: < 15%

— Gan véi hiéu qua quan 1y ngan sach va 1ai gop

Ty 1¢ khach hang phat sinh don hang dinh ky: > 80%
— Gan voi mtre d6 trung thanh, cham soc khach hang

Ty 1€ nhan vién sales dat KPI ¢4 nhan: > 85%
— Gan voi hiéu suat doi ngii va nang lyc quan 1y nhan su
Phu cép:

1.500.0004 tién an/ thang

Phic lgi:

Sau 1 nam lam viéc, dugc xét duyét hudng bao hiém y té, bao hiém strc khoe, bao
hiém tai nan, bao hiém tir vong dugc mua chung toan cong ty vao thang 10 hang nim
Puoc di du lich hang nam

Thudng sinh nhat

MGo ta cong viéc:

Tim sp

Ra luat choi
Tim nguoi choi
Quan tam



+ 4+ + +

Doanh s

Chi phi: quy lvong + van hanh
Loi nhuan

Thoi gian thu hoi

MUC TIEU CONG VIEC

- Pam béo doanh s theo ké hoach hang thang/quy/nam.

- M6 rong hé théng phan phdi: diém ban, khach hang doanh nghiép (B2B), kénh ban
hang hién dai.

- Xay dung va van hanh hé théng cham séc khach hang chuyén nghiép.

- Quan ly ddi ngii kinh doanh hiéu qua, thuc day hiéu suat c4 nhan va tap thé.

3. Cong viéc chung
1. Taichinh

Doanh thu/ cong ng
Chi phi: )
+ Luong (k€ hoach sx, va lich 1am viéc)

Biét tiét kiém

Thoi gian hoan thanh cong viéc

Tinh gon

Biét co ban vé ké toan: doc bao céo biét sb liéu d6 noi 1én diéu gi, ding sai
Tai san

Kiém soét chi phi marketing, chi phi hd trg ban hang khong vuot qua 15%
doanh thu.

Can dbi ngan sach quang cao, chuong trinh khuyén mai theo timg giai doan.

2. Khach hang:

K& hoach bin hang hang tuin, thang, quy, nim

Quan ly danh sach khach hang

Quan ly cham soc khach hang

Tiép cac doan khach ddi tac, siéu thi, khach tham quan

Xay dung 19 trinh cham soc khach hang cti: Gui vu dai, tham hoi, qua tang
sinh nhat, ho trg phat trién diém ban.

Dinh ky ra soat phan hoi khach hang dé cai tién san pham/dich vu.

Theo dbi khach hang khong tai dat dé tim nguyén nhan va dé xut giai phap.

3. Quy trinh (noi tai)

B phan kinh doanh
Quan ly di€u hanh/ kiém soét viéc diéu hanh
® quan sat thuc té, bao cdo sai sot cho ban GP giai quyét van dé



Cong viéc hang ngay

bao cao

Biét nhin téng quan, linh hoat, khiach quan

Biét phan th tu wu tién cta cac cong viée: don hang va khach hang 1a
uu tién dau

Phan quyén dugc ky duyét giam gia chiét khiu (néu co6)
Ung dung phan mém
Xay dung quy trinh 1am viéc cho tirng vi tri trong team Sales & Trade

Marketing.

Chuén hoa quy trinh dat hang — xtr Iy don — giao hang — hdu mai.
Ra soat dinh ky hiéu qua cong viéc qua KPI va biéu mau bao céo.

4. Doingil chat lugng (noi tai)

- Dbao tao:

+ o+ o+ o+

Hoi nhap 100%

Cho tung vi tri 100%

40h/ thang (Pao tao chinh thirc va Kém cap nhan sy trén thi truong)
Dao tao k¥ ning tu van ban hang, chét don, giao tiép khach hang cho
nhan vién dinh ky.

5. Diéu hanh nhan sy:

kiém tra lich 1am vigc

Sap xép s6 lwong nhéan sy

Phén b6 cong viéc cho nhan vién, diéu phéi nhan sy thira thiéu
Nim duoc nang lyc nhan sy, giao vi¢c dung kha nang, khong du
khong thiéu nhan sy

Kiém tra cong viéc trong bd phan

Lam bang danh gid nhan su

C6 kha nang dién dat, dao tao nhan su

C6 su quyét doan trong quan 1y nhan su, khong bao che, 1am thay. ..

- Kpi ké‘g quéa va kpi qua trinh: Thiét 1ap co ché thuong — phat 16 rang dua trén
KPI tuan/thang.

BAO CAO TRUONG PHONG THUONG MAI TUAN/THANG

L TAI CHINH

A

DOA

NH THU

Doanh thu

L5ty

thang

Doanh thu lity ké trong

truoc

Tang / giam so v&i thang | Tang 200 tri¢u so voi thang 5,

hang nao?

Vao loai mat hang/khach | Tau hu 14 dira chiém 60% doanh s6




Ly do Tang / giam

do m¢ thém 3 dai ly (Viing tau, Bién Hoa, Tay Ninh)
Tang don tr dai ly.

Giam don tong kho dong 1am, tomato giam.

Khach hang ¢ xa giam

C6 tang tong sb lugng tang tir 300 1én 320

khach hang khong?

S6 lwong khach hang dang | Téng kho: 3, Pai ly: 5, Si 1:100, Si 2:120
hoat dong

S6 luong khach méi trong
thang, doanh sO mang vé?

20 khach mai: 1 dai 1y,19 si. Mang vé 30 triéu doanh thu.

S(‘)vluc_rng don ban / san
pham chu luc

3.800 don (Tau hu 14 dira 60%)

Cac san pham moi dugc
2161 thiéu:

Chua co

Bao cao giit so hotline

149 kh, vt 88, sg 11, bd 2, khac 10

Toéng cOng no

468.793.0000

Tang/giam

Tang 36 triéu

Cong no qua han A 20 triéu
Cong no can thu hdi
tudn/thang méi
C. CHI | Tong chiphi luong 150 trigu
PHI tiét kiém giam 10 triéu

Ly do

giam 1 nhan, gidm sO mé

t01 vu hoa hiéu suat nhan
su

Cong tac phi

Chi phi ban hang

Chi phi tiép khach

Marketing (ads, vat phém,
hoi cho)

Quang cdo facebook Ads thang 6 15 tri¢u.
Sampling: 5 tri¢u

Vat pham POSM: 3 triéu

Hoi chg Go Vép: 7 triéu

Casual ban hang

10 triéu

Tong chi phi ban hang va MKT: |

1I. KHACH HANG

A. MARKETING

Chién lwoc

Lam thé nao dé ting
doanh thu cho cong ty

Ting truwéng kénh phan phoi: kénh MT (méi), GT
Ting truong thi trudng méi: Pong Nai, Viing Tau
Ting truéng san pham méi

Tang truwéng doi sales

Quy trinh & k¥ nang sales

Tham gia héi chg

Thiéu sales

Quan ly tham va cham séc¢ Top 10 dai ly / khach hang 16n




tan dung tiép khach hang
tim doi tac xudng, npp

Thure thi S6 luong bai dang/twong | Tudn 2/7: 12 bai post — twong tac trung binh 35 inbox/bai.
truyén théng | tic/inbox
Hot post “Ly do khach mé tau hu Fresh Tofu” - 870 tuong tac.
check inbox (quan Iy doc | 116 inbox, tra 1di coc 16¢
lai xem sales cham soc khong c6 chi ngir vi nglt
ntn) khéng biét chdt khach
ngan 16i khong theo kich ban cong ty
khéng c6 ban 1é phai huéng khach vé si nao
khong tu down gia xuéng nhu page ca nhan
tu ban ca nhan
Ciru inbox

Check comment

10 comment hoi, tra 101 tot

Face bai post

truong dang 1am tot co ban

Tuén nay cé gi hay dé viét
bai (1-2 goi V)

Chay ad

24 h truong dang 1am tot co ban
Zalo 27777777

Nguoi truc hotline (Tuw nhanh

vén tot, khong bo sot

thong tin khach, bit may

nhanh)

Chup hinh san phadm méi | khong cé

Data thiét ké chua coi

Grap/ shopee chua xay kénh

Sms/ tele chua

Do hai long cta khach sp 1a tt, v6i dich vu 5/10
hang

Di thi truong khao sat

khong ng, sx hop trang duoc, dudi 70 gr.

Muc tiéu phan déu cua
Marketing

Tiép can online bao nhiéu?
Tham gia bao nhiéu su kién?

Pinh hwéng tuin téi

Video lam moén véi tau ha, review tir khach hang
25 triéu cho chuong trinh thir san pham tai diém ban méi + truyén
thong Facebook

Quang cao — [ Tiktok

Chua trién khai livetream ban hang

kénh ban Grab - Shopee Chua setup do thiéu ngudi quan 1y ban hang
hang Kénh chua hiéu qua can
cdi thién
B. SALES

Hi€u suat dgi ngii Sales:

- Giam sat:

Target thang 7: 300 triéu

Tong doanh s6 nhom

85 tridu/tuan

So6 lan kiém tra diém
ban>=48 diém/tuan

50 diém/tudn




qulé hién dién san
pham>=90%

175 diém = 87.5%
5 diém khach si ban cham , khong ban hang nita.
10 diém si ban trong hém, k c6 chd dit booth/ k ¢o tii trung bay.

S6 diém ban maéi >=30
diém/tuan

32 diém /tudn

Ty 1& don 161 <=2% 1 don=0.5%

Ty 1€ gilt don khach ct 89%

>=90%

Ty 1& xir 1y than phién 2 don/ tong 22 don =1%
<5%

Tong s6 diém méi 1én don | 50 diém.

hang/team

Keé hoach mai

Cham soc tiép 150 diém chua 1én don (3 ngdy ghe tham tryuc tiép
hodc lién hé 1 lﬁn), trién khai m& rong thi truong Hooc — mon.

- Sales thi truwong:

Chua dat chi tiéu, can hd trg k¥ nang chdt don

Doanh s6 &
don hang

Doanh s6 tuan/thdng >=
30 tri€u /thang

35 triéu

Ty 1€ gilr don khach cii
>=90%

85%

S diém ban méi mé >=5
diém / tudn, >= 20 diém/
thang

15 diém/ thang

Ty 1¢ diém bén ¢6 don >=
80% diém c6 don phat
sinh

50%

Hién dién san phém tai
diém ban >= 90%

80%

Ty 1é don hang 16i <= 2%

Ty 18 xtr 1y than phién <
5% (trong 24h)

2 don/ tong 22 don =1%

Bao cao

Gui bao cao dang han

Ghi nhan tuyén di, thong
tin khéach.

Pé xuat khach hang tiém
nang

Thai d¢ va ky
nang

Di tuyén du ngay theo ké
hoach: méi >= 5 diém, cli
>= 8 diém

Diém mai 6
Piémcu 7

Phan hoi thong tin nhanh
— dang kich ban

Tét

- Sale admin:

Xtr Iy don tot, phan hoi khach nhanh

Xu ly don
hang

S6 lwong don xir 1y/ tudn
>=60 don

Ty 1¢ don hang bi
10i<=2%




Téc d6 xir Iy don hang <=
10 phut/don

Phan hdi inbox/hotline

Tu van diy du - dGing chinh sich

Chét don khéch online >=
10 don madi/tuan

Ho tro Slaes thi truong Chu dong phdi hop
Cap nhat file don hang — | C6 day du, diing mau
cong ng

Déi chiéu cong no khach
hang 1 tuan/lan

Co

Ghi nhan phan hoi KH &
lich str cham s6c

Co cap nhat lién tuc

Bao céao

Guri béo céo tuan/thang
duang han

Pat

Check inbox/binh luan
khach hang>= 90%

Phan hdi duuoc ghi nhan 95%

HO tro tao bang gia,
voucher, bao cao
Marketing

Co chu dong, ding deadline

Thai d§ & k¥
nang

Ky nang str dung phan
mém (Excel, Zalo OA,
Fanpage,...)

Dat yéu cau

Phan hoi thong tin nhanh
— dang kich ban

Tot

- Chién lwgc chiim séc khach hang cii:

- Gui voucher + cal}
back dinh ky 1tuan/lan

Chua thuc hién, khong c6 voucher.

- K& hoach phat trién
khach hang moi / kénh
phan phoi:

- Tap trung m¢ rong tinh: Viing tau,Tay Ninh, DPong Nai,... tiép can
MT nho 1¢. Tap trung cac diém da c6 san pham hién dién wu tién tir
oan dén xa.

Giri qua sinh nht

5 khach hang 16n khu vuc Binh Duong va HCM.

Cham soc khach da
ngwng don trén 2 tuan

Goi lai 20 khach ngung don, c6 6 khach dat lai.

- Béo c40 chwong trinh khuyén mii / sw
kién dang ap dung:

- Tén chuong trinh:

'Mua 10 ting 1' 4p dung v&i san pham tau hu phomai

- Hiu qua:

tang don hang 1én 18% trong tuan chay chwong trinh

BAO CAO
DOANH
THU KHU
VUC

Doanh so sales

GSKV1-180 triéu
GSKV2 — 85 triéu

S6 luong khach cii
(Horeca, GT, MT)

300 khach horeca, 100 khach GT, 200 khach MT




S6 luong khach moi
(Horeca, GT, MT)

30 khach horeca, 10 khach GT, 20 khach MT

S6 lwong san pham
ban/don/ khach

3000sp -1200 don- 500 khach

Sales

on

Hiéu s¢ thich mua hang
cua khéch ci, gidi thiéu
cac san pham khach chua

tri c6 khéach a.......
gidi thiéu khach ¢ mua thém che bi dao cho tiéc

st dung.
Hoi tham khach co 100 khach...
Giri mau rau cho cong ty hoa mai

Gui bang gia

ol g1a tra stra cho cong ty thinh phat

Chuc mung sn/ tang qua/
tang voucher

khong

Giup khach c6 thém gi6i thiéu khach 1¢ 3 khach vé si Tdy Ninh
khach
Béo céo khach hang: chua khao sat

khach ngung béan, dang
ban, khach moi, khach
hiéu sai chinh sach, ban
khong chay, cham soc
khong tét, khong co
chanh, ship qua cao

Pang bai zalo ca nhan

chua

San pham tip trung ban

Tau hu

Céc chuong trinh khuyén
mai

giam gia tra sira

Céc chién dich su kién /
hoi cho

XXXXXX

B¢ sales kit
gom:

B9 sales kit gom:

Sales Kit
(HO so gtri
khach hang)

Ho so nang luc

Chua cip nhat cdc gidy chirmg nhén)

Menu/Catalogue. Khong co

Bang gia Bang gia madi (c6 VAT) chua thong bao cho khach hang
Huéng dan sir dung san Tét

pham.

Danh thiép Tt

T& roi Khong co

Voucher khong co

Mau thir (sampling kit) Tot

Hinh san pham nén trang | C6

Hinh anh lién quan dén: Co

su kién, ban hang, san
pham da thiét ké, hinh Co
s vat chat, bao chi
(video+hinh, HTV7,
HTV9, Vnexpress), giao
lwu véi ngudi noi tiéng,




hé thong phan phdi, khach
hang.

Logo Co
Hinh vé hop Co
Hinh vat dung marketing: | C6
backdrop, bang hiéu,
booth, quay kiosk, non,
tap dé, standee, tii, déng
phuc, bang hashtag, qua
tang: du, giu bong, moc
khoa, chén, ly,
TU VAN TU VAN DON
bON Kiém tra tu van don (trén | Hang con trong kho nhung khong check hang va 1én don dung nhu
face va zalo, ghi ch trén cau khach.
don) Ghi cht chua day du thong tin trén hoa don.
Kiém tra viéc tu van Tu van con coc can, khong tra 161 vao trong tam
khach
Giogng diéu, Két thuc béng Anh/ chi muén mua gi?
cau hoi, dua 2 lya chon A | khong xung tén cua sales
hodc B, xung tén cua bao khach giao xe thanh cong bang miéng
Sales, léy s6 dt c4 nhan dé két ban véi khach, k ndm duge cach tu van
chét viéc bang tin nhin,
khong n61 miéng/ st dung
zalo riéng/ ndm rd chinh
sach va dai 1y
Kiém tra dang facebook khong dang tin 24h (ban tin)
va web (dang bang tin
24h, post)
Kiém tra comment khach, |sot comment khong tra 10i
khi kéo vé inbox phai ghi | dd kéo vé inbox khong ghi dudi comment: em di tu van anh chi qua
note ibox
Nguoi tryc hotline (bat dt | goi khong bat may,
nhanh, pin dt [udn con, Tu
vén tot, khong bo sot
thong tin khach)
Add khach vao group Chua add khach hang vao
2017 d nhan thong tin
(Qua du, qué thiéu)
CHAT LUONG DICH VU

Su viéc ton dong cli da xu ly

Nhan vién lén don giao sai gid va size san pham

Thai do phan hoi thong tin
nhanh/ cham

Khach phan hoi tich cuc vé thai do phuc vu, tra 10i thong tin nhanh.

Khiéu nai

1 phan hdi vé don giao tré do 16i diéu phdi giao hang.

Chi s6 hai long khach hang
trung binh:

8.6/10




3. QUY TRINH VAN HANH

deé xuat

( d& xuit khen thuong néu co)

Quy trinh Quy trinh ban hang kénh GT
tirng bo phan
Quy trinh ban hang kénh MT
Quy trinh ban hang kénh Horeca
Quy trinh tuyén chon Nha phan phoi
Hop dong ban hang
Hop dong nha phéan phdi (tdng kho)
Chinh sach ban hang theo ting kénh
Hop & bao Hop dau ngay (Daily Briefing)
cdo Ké hoach sales tuan/thang
BAo cao sales tuan/thang
Hop voi cac b phan khac (San xuat, ké toan,
dong goi — giao hang, marketing)
Hop dinh ky voi CDT tuan/thang
Giai quyét | Phoi hop sales v6i céc bd phan
cac van dé
phét sinh
Phéan hoi/ Than phién ciia NPP, Khach hang
4 NHAN SU
NHAN SU
S6 lugng nhan sy cii + méi 1 GS, 2 sales TT
Lich lam viéc
Khéi luong cong viée nhan sy tai cac | Thi trwong doanh sé dang mé rong cin ting thém 1 sales
vi tri du/da thi truwong khai thac khu vue Ba Ria vao thang 8
Pao tao b3 t6 chire 2 budi dao tao chot don va goi dién khach hang
kho tinh
K¥ ning con thiéu cua team Dao tao lai k§ ning chdt don cho sales TT 2
Dao tao doi ngii ké thira tai cac bd Dao tao TT1 hoc viéc vi tri gidm sat, mé rong thém thi trudong
phan Ba Ria cung sales mdi
Panh gia & |+ Nhén vién n6i bat: Sales tt] dat ds 150%/ thang, dé xuit thuéng nong 2 triéu

ddng + gidy khen thuong nhén vién sales doanh thu cao nhét
cua thang,

+Nhéan vién sai pham:
( hinh thtc ky luat)

Phiéu danh gia nhéan sy (1ay tir
P.HCNS)

CHAT LUONG NHAN SU/ BANG DANH GIA NHAN SU

NANG LU'C CHUYEN MON

Trinh d6 hoc van

Kinh nghiém

Tham nién




Kha nang xur 1y trong cong
viée (hiéu, thuc hién dé dat
duogc hi€u qua va muc dich)

Lam vi¢c chuyén mon:

+ Doanh s6 va myc tiéu ting
trudng

+ Chét lwong van hanh diém
ban

+ Quan ly khach hang: dang
hoat dong , méi, khach
ngung mua duoc goi lai

+ Quan 1y d6i nhom sales thi
truong: két qua sales, dao
tao, training hang thang,
KPIs.

+ Hoan thanh béo cdo, phdi
hop, dé xuét

NANG LUC THUC THI

KPI/ Nhiém vu 1

Doanh thu trén 1 ty

KPI/ Nhiém vu 2 Chi phi dudi 700 triéu
KPI/ Nhiém vu 3 Khach hang dang hoat dong>500 Khach
KPI/ Nhiém vu 4 >=50 khach hang méi mdi thang
KPI/ Nhiém vu 5 Khach khiéu nai <2%
KY NANG MEM

Check list cong vi¢e

Moi nguoi khong c6 thoi quen lam check list

Phan thir tu uu tién

Chua

Lap ké hoach

[t khi lam

biéu hanh cong vigc

Diéu phdi cac bd phan tbt / Con dé quan 1y hodc nhan vién phan tng /
Chua xir Iy duoc cac dé xudt tir nhan vién mot cach triét dé

Kiém soat

Kiém soat tot / Con dé bi gian 1an

Bao cao

Bao cdo day du, dung biéu mau / Pung thoi han

K¥ ning linh dao & dan dat
doi ngli

Lam 1 lan cho 1 viéc, khong
quay di quay lai

Kiém tra 2 lan, doi chiéu

Truyén dat, xac nhan nguoi
nghe hi€u dung

Xéc nhan ndi dung voi quan
ly

Sép 1én don dat hang cho nguoi quen, khong hoi lai sép vé s luong,
loai, ai thanh toan? dang mac dinh khong thu ti€n khach ma thu Sép.

Khong 1am viéc ngudi khac

khi chua xong viéc minh




Tra 161 tin nhan

Théy tin nhan va comment ctia khach c6 tinh lu6t qua khong phan hoi
khach hang

Luu tin nhan xac nhan, hinh
anh

Khach goi dién 1én don dat hang/ gui don PO nhéan vién nhan don
khong xac nhan don voi khach dé doi chi€u va chot lai don trude khi
xuat hang dé han cheé 10i.

File chung

Giao tiép Kha ning giao tiép voi khach hang trén page chua chuan muec, tra 10
véang tat. vi du: khach hoi gia san phdm nay bao nhiéu nhan vién truc
page chi tra 10i 1a 8k rdi thoi, khong c6 hoi gi thém

K ning thuyét phuc Nhan vién ban hang chua biét ch6t don véi khach, khi khach im

ling/chua chdt don.

THAI PQ

Dam nhéan 101

Khong nhay budc quy trinh

Khong bao cdo, hoi td1 méi
1y do, chong ché, 1ap liém

Do 161 viéc nhiéu, do 10i lam
chi tiét....
Hiéu va Tuan thu noi quy

Tu duy tich cyc

Nhan vién hay than phién lam vé tré, trong thoi gian lam viéce thi lam
cham

Tich cuc hd trg cac bén lién
quan

Su trung thuc

Poéng hang thiéu s6 lwong cho khach, nhan vién da ra soat va bao cao
cap trén dé bu hang cho khach

Cac cong viéc wu tién cho tuan tieép theo

bé xuat ngan sach

2 triéu hang sampling cho 2 diém booth + 3 triéu luong 2 nhan vién
casual cho 3 ngay

Khach hang can uu tién
chdm soc

Pai Iy Tomato — thang nay giam don 20 % can héi 1y do

K& hoach trién khai

Dit booth sampling va ban hang tai cho xom chay ngay 3/8 dén 5/8 —
phu trach Sales Thi truong 1 + 1 trade MKT + 1 casual.

-Can theo doi bao cdo vao
tuan moi:

Nha hang Huong Bién 5 tridu, quan an Gi6 2 triéu

Y kién khac cia BGD




-Céc van dé duge xét
duyét:

-Cac van dé can thao luan
lai & cudce hop tiep theo

Ban Giam Doc ky xac nhan dong y trién

khai sau cugc hop

-Tai li€éu quan
1y ban hang:

Danh sach khach hang hién
hiru

Kich ban tu vén - chdt don

On

Kich ban cham soc va thu
hoi cong no

On

Kich ban xit Iy khiéu nai

Phiéu khao sat va quan 1y
thong tin khach hang.

Danh sach khdo sat Khach hang

Muc dich: Thu thp théng tin thye t& tir cae diém ban hodc khach hang tiém néing dé phue vu phan tich thi trwdng va phat trién kénh

ban hang.
STT | Ten cia hang/Khach | Djachi/khu | Ngwoibenhi | Lopihinh KH | Sanphamdang | HingdangBy | Tansuatmhip/Dom |  Quan fam san pham Ghi chil Khao 53t
i vire bin B Fresh Tofu?
Nguoikhao sat: Ngay khao sat: /
Chit k xac nhan:

Biéu mau bao cao khach
hang tiém ning

et miv B0 NG SI- NHA PHAN PHOI TIEM NANG

Nguén ldhich Mucticy | Colho |
Nesvem | Tenknaen | 6 i kinh | phat rrin | qnhvaiem (Fiuls usl Chi e them Sy | L e theo
an doanh hign tai (3-6 | binkhong? | tinh doanh erid romg xue by
i thigu...) thang) | (Corkhong) | 4

s gia s

55 288 Zalo tu vin

5% 288 Zato tu vin

D4 306 Zato 1w vin

55 244 Zalo tu vin

D4 306 Zato 1w vin

Biéu mau ghi nhan lich sir
cham soc/phan hoi/xur ly
khiéu nai.

QUAN LY LICH ST’ GIAO DICH & CHAM SOC KHACH HANG

DMuc dich: Ghi nhin Siy G4 lich s mua hang, chim séc va twong tic voi khich hang nhim phuc vu céng tic CSKH, cai thisn dich
wu va duy tri méi quan heé lau dai.

ST1 | len khach Ngay N&1 dung Gia tr1 dom, Newor paa Hinn thuc K&t qua phan not Ghs cha
hang - Ma Zino siao dich hang trach chim soc 3
Kr dich (Zo1. tham.
Zalo.

- hinh thic chim séc: goi didn. zalo, cmail, gip trwe tidp. .
- Két 4 phin héi- tich cwe. can hé tro. khifu nai. ay don.
he

ihach hang co dac ditm dac Bidt (vi du’ chi nhan hang cudi tudn, khéng thich déi nhan vién chim séc....)

- Ghi
Ngwsi cap nhat:
Ngay cap nhat:
Trudng b6 phan duyét:

Bi€u mau theo doi don
hang va cong ng

Phieu Theo doi Cong ng & Thu hoi
Muc dich: Theo d&i chi ti€t céng ng clia khdch hang va ti€n @6 thu hdi, hd trg ki€m soat déng tign hiéu qua.

STT [ Ma KH | Tén khach

hang

Khu vure Han thanh S tién cén

toan ng

Nhan vién
phu trach

Trang Ghi cha
thai céng
ng

K& hoach
thu hdi




Phiéu dé xuat mau
sampling

PHIEU BPE XIUAT SIIF DUMNG SAPRM PHAM FRESH TOFU SAPMPLING

rgSy S& scudt: roo2s

Figay trS dung oo (ndu oSl P r2ozs
o wd 8o nhSn wisn o
o s thi trdeng R
L orase Sich Sir Drecs:
1 SH TIET SE XMUAT SAR Praina:
V=n === oram === noe | SO aong RS o et
thae =i dung o todn Churong trhinh cu tha
Troven Theng [ =3 500 & Frsm Mgoc Thach & Gu REEn
o S rercire — wep tiSe o5 nEn
=
s aos o
o
=
k=T =
L=}
=
55 dung oo oS
==looic 5=
SiEerassTent ca =5
oth 55
Ee-rentas G5 5=

L Smna ET S0 DuUrac:

- Téi cam kit =i dung SUng =& ronag =&n pPham I8 98 xudt, TAng muc Jich v khdng =i dung oho
Sdo oo Sich o& nhEn hobongodi kd hoooh.

Sau tcni At thde choong thnn =

rgursi S& scudt

- ping, 15 =8 ndp bdo oo kit qud ke hinn Son, poSn nd
kh&ch hang wa sdn hrong Héu thu nau o)

Trudng BE phan duyst

Bi€u mau ghi nhan va xu ly

khiéu nai tai diém ban

BIEU MAU XU LY HANG LOI - HU HONG

Ngay phat hién:

MNgwei PRATRIGRT ooenen e

Pia diém: [0 Téngkho [0 Chinhanh [] Giac hang

C B BRAN: oo 1

Tén san pham - Size

T.5-datc san pham

Sé luvong

T/ Huhong mo ta

Hinh anh dinh kém

Nguvén nhan so bé (danh diuw) [0 Do san xudt [0 Do van chuyén [0 Do bao gquan [ Khac:

Kién nghix&1ly: [0 B&i hangmdi [0 Giam gia [ Tiéu huy [0 Giao cho bd phin

tiép [0 Khac:

W kién Quan 15 phu wach:

A& i Iy

Xacnhin QA / Diéu hanh: [0 Béng ¥ phwong an xt¥ 1y [ Cinkiém tra thém [0 Khéng déng ¥,

15 do-

Ngay xac nhan:

Chir ks

Biéu mau theo doi khiéu

nai khach hang

BIEU MAU GHINHAN XU LY KHIEU NAI KHACH HANG

ighytip nhg

Tén khach hang [BT/Emaia don han] Kenh tiep nhan | Loai khicu nai

Woi dung chi tet .75t phy Wacirong =i 1y 02 suligay a5 |

Ktqw

Ghi cha b5 sung

72025 Ch Thaang Tomata

Hotie a0 saibang [Khach 251 b ghemat

Thka [saez st Gai

Bl
Engrém1icy

[ENETED

SEn M |Tauhib chus e,
g lénmen

AT {sses 1)

Tangliz<hing
samping shadon
hingsau

i ing

Khich i85t hing Endsu

. [030) 1

Hop dong Si, Dai 1y, Nha

phan phoi.

Mau ké hoach di thi
truong cua sales: Tim

kiém diém ban moéi/NPP

tiém nang

Cham séc diém ban cii —
giit don — tang doanh s6
Khao sat tinh hinh trung
bay, chinh sach d6i thu
Trién khai chuong trinh

khuyén mai/sampling

MAU KE HOACH Bl THI TRUPONG

Muc tidu: Biédm Khach hang ci =5 diém /ngay

Bidm Khach hang méi >=8 digm/ngay]|

STT Tén diém ban | Piachi

Muc tiégu

Két qua dw kién

Ghi chni

Peé xuat
ho tro:

Phu kién POSM d¢ lai cho

khéch khi khach ky hop
dong/ 1én don si.




Mau bao céo tong két

chuong trinh khuyén mai

Muc dich: Danh gié hiéu qué cia chudng trinh khuyén mai vita thuc hién

BAO CAO TONG KET CHUONG TRINH KHUYEN MAIL

Nguti lagpbdocdo: __ Ngay bdo cdo: //__ Trudng b6 phan kiém duyet:
QUY TRINH BAN HANG KENH GT - MT - HORECA
KENH %&gg‘IERAL KENH MT (MODERN TRADE) KENH HORECA

D6i twong: Tap hoa, dai 1y nho,
ctra hang ban 1¢ truyén thong

Déi twong: Siéu thi, chudi cira hang tién
loi, Minimart

Péi twong: Nha hang, khach san,
quan cafg, ti¢c cudi, suat an cong
nghiép

[a—

. Tiép can khach hang

e Xac dinh tuyén — danh sach
diém ban tiém nang.

e Ghé tryc tiép: gi6i thidu san
pham, chuong trinh hd trg.

e Guri mau thir — bang gia —

chinh séch chiét khau.

1. Chuén bi hd so

e Ho so ning luc cong ty (co gidy
phép ATTP, VSATTP, ma s6 ma
vach, hinh anh SP).

e Bang gia MT, danh sach ma hang,
dé xuat chuong trinh chiét khau/hd
tro.

1. Tim kiém & gi6i thidu

e Tiép can truc tiép hoic qua
mdi quan hé — agency — hoi
nhom dau bép.

e Gui mau thtr — gidi thiéu gia
si, combo chuyén biét.

. Tu van & chdt don

[\

e Huodng dan khach lya chon
mat hang phu hop.

e Chdt don hang dau tién (co
thé hd trg POSM, tang mau).

e Ghi nhan thong tin day du
(tén — dia chi — chanh — s
dién thoai).

2. Guri dé xuit & dam phan
e Guri ho so qua email hodc gip truc
tiép BQL siéu thi.

DPam phan chiét khau nhap hang — phi
trung bay — chuong trinh KM

2. Tu van giai phap riéng

e D¢ xuat san pham theo mén
an / phong cach nha hang.

e Hudng dan bao quan — cach
st dung — tinh gia cost/mon.

e (o thé tham khao thuc don va
tu van dinh lugng




3. Xir Iy don hang 3. Ky két hop dong 3. Chét don & thiét 1ap hop tac

e Gui don qua Zalo/CRM ndi e Thdng nhit chinh sach cong no, s6 e Chét don dau tién (test 1
bo. luong nhap tdi thiéu, hinh thirc giao tuﬁn).

e Diéu phbi giao hang hoic giao nhan. e Ghi nhan nhu cau dit hang
tryc tiép theo tuyén. e Ky hop dong/PO/MOU theo yéu cau dinh ky.

e Thu tién mat / chuyén khoan cua d6i tac MT e Gui bang gia — tan suit giao
ngay hodc ghi cong no (néu la hang — chinh sach d6i tra.
dai ly).

4. CSKH & theo doi tai don 4. Giao hang & trung bay 4. Giao hang — dam bao chat

e Goi lai sau 3-5 ngdy dé theo | ® Giao hang dang lich — dung chudn lrong
doi phan hoi. tem nhan, ma vach, han str dung. . GiE}O dang hen - dung size san

e HO{ tro trung bay — vat pham — | @  HJ tro set up ti — ké — bang hiéu pham — dung diéu kién bao
huéng dan ban hang. theo ding yéu cau MT. quén., o )

e Ghinhan don 16i — xir ly doi e Tuvan sap xép hang tai bép
tra (néu co). hodc kho theo tiéu chuan.

5. Bao c4o — cap nhat 5. Theo di doanh s6 & phan hoi 5. CSKH & duy tri don dinh ky

e Ghi don vao file theo doi e Cap nhat lugng ban ra qua bao céo e Goi nhic don hang tuin (néu
khach hang. POS. khach khong chu dong).

e (Cap nhat tinh trang khach: e D¢ xuit chuong trinh thuc day: e Guri vu dii theo mua — dip 1& —
hoat dong / ngung / tiém sampling, tasting, gidm gia. combo cho dip cao diém.
nang. e Ghi nhan phan hoi tir bép

e D¢ xuét giit diém hoic ngung truong/phu trach mua hang.
tuyén néu khong hiéu qua.

6. Bao cdo & cham soc 6. Theo ddi — phat trién

Dbi soat cong no theo ky.

CSKH: cép nhat thong tin ton kho,
phan hdi 16i hang.

Dinh ky 1am viéc lai dé gia han hop
dong / nhap thém.

e (Cap nhat két qua don hang —
muc do hai long.

e D@ xuat san pham méi/phu
hop véi thuc don mo rong.

Phdi hop moi tham gia tasting, su
kién, upsell khach si khac

Phan loai khach hang




Phan Mo hinh S6 lwgng | Tong khach Cin | Quy mé
khuc KH dang | hang trong khai [ khach hang
ban Khu vue thac | phu hop

GT NPP

Daily

Cira hang
Horeca | Khach san

Nha hang & Quan an

Café

DV ti¢c (Trung tam

tiéc / DV tai gia)

Suit in cong nghiép
MT Siéu thi

Cira hang tién loi
CVS

Quin Iy sales cin ¢6 Kinh nghiém véi kénh GT & Horeca

Sales

Hunter (San KH méi - Cé kinh nghié¢m)

Farmer (Cham séc / Tuyén méi)

Hop Briefing

e Lj trinh ban hang hom nay ciia tirng sales (Sales phai lam chiéu hom truéc)
e Doanh thu MTD (Lily tién tinh dén cudi hém truéc)

e Thio luin Chuwong trinh b4n hang / Chinh sach hé trg

Cong viéc hang ngay

- Ban hang & don hang:

+ Kiém tra don hang méi — don 16i — don huy
+ Phéi hop Sale admin xir Iy don nhanh
- Cham soc khach hang:




+ Goi khach can giir don, phan hdi inbox, theo dbi hotline
+ Ghi chu thong tin khach cli & khach ngung mua
- Marketing:

+ Kiém tra hoat dong truc page, ndi dung bai post
+ Xem phan hoi comment & inbox dé chinh noi dung
- Piéu hanh & bao cao:

+ Hop nhanh dau gid véi team
+ Giri bao cao cudi ngay cho BGD: sé don — van dé phat sinh — dé xuét
Cong viéc hang tuin
- Cham soc khach hang:
+ Goi lai khach hang ngung don trong 23 tuin
+ GUri qua/tin nhén tri an top 10 khach hang 16n
- Truyén thong — ndi dung:

+ Lén ké hoach bai viét Facebook — Zalo — Shopee

+ Chuyén yéu ciu cho team dich vu viét bai hodc ndi bo viét
- Béan hang & mo rong thi truong

+ Kiém tra tién do mé diém ban moi

+ Tong hop hiéu sudt tudn ciia cac nhan sy theo khu vuc
- bPao tao & ndi bo

+ T chtc mini training ndi bo theo chuyén dé (1-1.5h)
+ Check k¥ ning truc page, goi dién, chét don
- Hop & déanh gia

+ Hop giao ban team Thuong mai & cac b phan lién quan (giao hang, marketing, kho...

+ Xt 1y phan hoi trong tuan

Cong viéc hang thang
- Ké hoach kinh doanh:
+ Téng hop bao cao doanh thu — khach hang — don hang — cong no.
+ Phan tich tang/giam, 1y do, dé xuat giai phap
- Khuyén mai — hoi cho
+ Lén ké hoach chuong trinh thang t6i (giam gia, qua tang, sampling...)
+ Lén ké hoach héi cho néu ¢6
- Dao tao & danh gia
+ Review hiéu suit — KPI timg nhan vién
+ X¢ép loai nhan vién xudt sic / can hd trg thém
- Cap nhat Sales kit & truyén thong
+ Cap nhat hinh anh san phdm mdi — thém gidy chimg nhéan
+ Pua 1én web + b sales kit in sdn cho khach
- Chién luoc thi truong méi
+ Béo céo thi truong tiém niang (qua khao sat)
+ Pé xuat kénh phan phdi / NPP méi can tiép can



Cong viéc quy:
- Téng hop va danh gia két qua thyc hién chién lugc quy trude.
- Tb chirc hop chién luoc quy voi BGD va toan bo nhan sy Thuong mai.
- Cap nhat thi truong, dbi tha va dé xuit ké hoach cho quy ké tiép.

Marketing

Danh gia hidu qua cta cac chién dich marketing.

Tham gia xdy dung bao céo két qua chién dich va cac du bao chién lugc tiép theo.

T6 chirc cac budi su kién hodc hoat ddng quang b thuong hiéu.

Phéi hop voi cac ddi tic bén ngoai (cong ty truyén thong, PR, influencer) dé phat trién
chién lugc.

Giao luu cac quay khi di su kién

Dao tao nhin vién méi

Gidi thiéu vé san pham cong ty

chinh sach si, 1¢, téng kho

Chuan bi b sales kit

Céach tu van

Cach giai quyét cac truong hop dic biét cho khach hang

Yéu cau cong viéc:
K¥ ning can co:

K¥ nang quan ly nhan su,

K¥ ning dao tao, thuyét trinh.

K§ nang giao tiép, 1am viéc nhom tét,

K¥ nang dam phan, thuyét phuc. K§ ning giao tiép d& dang truyén dat thong tin dén
cap dudi, lanh dao, dong nghiép va khach hang, dong thoi thu hit duoc sy dong
thudn, tin tudng tr moi nguoi.

K¥ ning giai quyét van dé, xir Iy xung dot 1oi it.

Sang tao, c6 kha nang phan tich va danh gia dir li€u thi truong.

K¥ nang nhan dién khach hang tiém ning, tao dyng mdi quan hé.

K§ nang 1ap ké hoach, phan tich va danh gia. c6 kha ning quan ly thoi gian va du an.
Trung thuc, nhiét tinh, chiu kho, c6 tinh ky luat cao.

C6 ¥ chi cau tién, dam mé kiém tién.

Ludn ton trong cap trén, dong nghiép va khach hang.

Chuyén mén va nang lue:

- Trinh d6: Pai hoc chuyén nganh Quén tri kinh doanh, Marketing, Kinh té
thuong mai hoac twong duong

- Kinh nghiém: > 3 ndm quan ly ban hang nganh thyc pham, wu tién co kinh
nghi¢ém hé thong phan phoi va Trade Marketing

- Ky nang: Phén tich thi truong, lap ké hoach doanh thu, quan 1y doi ngii ban
hang, trién khai trade tai diém ban



- Kién thtre: Hiéu biét mo hinh GT — MT — Horeca — Online
- Cong cu: Thanh thao Excel, PowerPoint, phén mém CRM, ERP ban hang

Tén nhan vién....................... Ngay:............
TIEU CHI KHONG DAT |TB TOT |GHI CHU
KIEM TRA NHOM TU VAN

Kiém tra don (Face don, ghi chii trén don)

Kiém tra viéc tw van khach

Giong diéu, Keét thiic bang cau hoi,xung tén,
chot viéc bang tin nhan, khéng noi miéng sd zalo riéng nam ro
chinh sach va dai ly

Kiém tra facebook va web (déing tin 24h, cdc tin tirc méi)

Kiém tra comment khdch (bat dt nhanh, pin dt luén con)

Ngueoi truee hotline (Tue van tot, khong bé sét thong tin khéch)

ADD khdch vao group 2017 d@é nhdn théng tin (Qud du, qud
thiéu)

KE HOACH SX

Luon co bang ké hoach san xuat dung gio va chuan

KIEM TRA CHAT LUONG SP

Bé mat

Mau

Mui vi

KIEM TRA NHOM PONG HANG

Sdap tuyén

Thoi gian dé hang sau khi cét bit (khong qud 30 phiit)

Xudt diing date

Kiém chat lirong

Bo da (co quén bo da, bo du da ko)

Cdch quan bang keo (Qudn qud mikc can thiét, ¢é ding quy
cach)

Ban giao cho tai xé (Quén kién hang di 2 lan)

Giao dung gio cho khach hang

Thoi gian xong don Binh Duong

Thoi gian xong don Sai Gon

Ve sinh xe cho hang

Don kho lanh (xu ly date)

Tudn thii tt ca cac quy dinh

KIEM TRA NHOM NVL, KHO

Thé kho (day di, diing quy cdch)

Méi mot, chat lwong




NVL sdp xép ding vi tri kho bdi

Ldy NVL, cdn, dém ding so lwong, ding vi tri can ldy, ko ldy
bira bai

KIEM TRA SX

Rura ddu

Xay ddu

D6 phu gia

Chiét rét

Vé sinh cd nhdn khi tham gia vao qud trinh san xudt(deo khdu
trang, mil, bao tay)

Nha xuwong

Thiét bi

Kho lanh

KIEM TRA VIEC VE SINH 5S

Nén, san sach sé, kho rao, khong co rac

Thung rac sach sé va dat o vi tri thich hop

Tuwong, cira s6, trdan, dén, géc hanh lang(C6 sach sé va dwoc giiv
gin tot khong?, ¢6 mang nhén, bui, an toan va dwoc bé tri hop Iy,
con sir dung tot hay khéng? Hanh lang cé d6 vit nao khéng can
thiét ko?)

Cira so

Khu viee bép (Gon gang, sach sé)

Kho lanh (Gon gang, sach sé)

Khu dong goi (Gon Gang, sach sé, dung quy cach)

Khu viee van phong (Tai liéu t6 chike luu triv ¢é khoa hoc, gon
gang, ngan ndp, sach sé)

Nha vé sinh (sach sé)

Khu vé hdp (Sach sé, sap xép ding quy cdch)

Khu phoi - In date

Khu NVL

Khu xay vat
- Vé sinh nén nha moi tuan trwoc va sau khi lam, co cha nén
- Cuoi tuan tong VS phun Clo, suc rita bon chua

Khu chiét rot (may moc dwoc vé sinh hang tuan, thao vé sinh
toan b tirng dc vit, mdy nén khi xa bau hoi chii nhét hang tuan)

Kho lanh (lau san moi ngay, cudi tuan tong vé sinh, phun clo cdc
goc)

May lanh (Vé sinh mang loc hang tuan)

Tai noi lam viéc khong co cac vat dung duw thira

Noi lam viéc dwoc to chirc sap xep gon gang

May trang thiét bi dwoc bao tri tot

Khong co rac trong ké tu, ngan ban, mang nhén




TAC PHONG LAM VIEC

Moi ngieoi méc diing dong phuc, bang tén, mii, gang tay va gidy
bdo ho

Moi nguoi chao héi nhau dé xdy ding moi quan hé tot hon

Moi nguoi luon tudn thu gio lam viéc, khong lam viéc riéng trong
oio lam viéc

Moi nguoi duy tri cudoc hop hang tuan, bdo cdo ké hoach va lich
lam viéc dung theo quy dinh

KIEM TRA VIEC KE TOAN

Kiéem tra viéc thu chi

Kiém tra viéc nhom kiot

Kiem tra nhom cong no

Noi lam viéc thong thoang nhiét do thich hop

Cdc mdy mée, thiét bi, may tinh dwoc giit sach

Chép sé day dii

C6 kiém tra doi chiéu dinh ki gitta s6, Kiot va thé kho

Kiém tra so ton (thoi gian no qud ldu,thanh pham tai ban,
NVL,Kiém qup)

KIEM TRA VIEC BAO CAO

Tu gidc bdo cao

Chuea kip phai cho ly do xin thoi gian

Biét da thong tin va xin chi dao

Cdc form dwge dién day di

S6 lirgng bdo cdo day dii

S6 marketing

Nhdat ky giao hang

Bdo cdo nguyén vat liéu

Bdo cdo thanh pham

Bdao cao ton kho

Bdo cdo phiéu kiém kho trén kiot

Bdo cao nhan su tuan

Bdo cao lich trinh tai xé

Bao cao nguoi B sx

Bao cao nguoi B quan ly chung

Bado cao sx tuan

Bdo cdo thang

KIEM TRA VIEC MARKETING

Cham soc fanpage, zalo, lwu triv hinh anh

Cham soc khach hang theo 3 nhom

KIEM TRA CAC VIEC PHAT SINH POT XUAT




Kiém tra nhan sw: sap t7, cn nghi buoi chiéu

Gidi quyét van dé phat sinh

Gap khach hang, di sy kién, giam sat su kién

Kiém tra chdt lwong sp moi

NHAN SU CHUNG

Nang luc chuyén mon

Ky nang mem

Co lam check list

Co lén ke hoach lam viéc

Phan thir tu vwu tién

Lam 1 lan cho 1 viéc, khéng quay di quay lai

Kiéem tra 2 lan, doi chieu

Truyén dat, xdc nhdn ngwoi nghe hiéu ding

Xdac nhan noi dung voi quan ly

Khong lam viéc nguoi khac khi chwa xong viéc minh

Tra loi tin nhan

Luu tin nhan xdc nhan, hinh dnh

File chung

Pao tao, hiéu quy dinh

Thai do lam viéc

Thai do

Dam nhan [6i

Khong nhay buoc quy trinh

Do [6i viec nhiéu, do [oi lam chi tieét....

Khéng bdo cdo, héi t6i méi Iy do, chong ché, ldp liém
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