BO GIAO DUC & PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DAI HQC TAN TAO Doc 1ap — Tu do — Hanh phuc

MO TA CONG VIEC

(Ban hanh kém theo Quyét dinh s6 394 /OP-TTU.18, ngay 25/05/2018)

Chtrc danh cong viéc (Position - Job title): Ma s6 cong viée (Job code): Xép hang cong viéc (Job grade):
Nhén vién tuyén sinh

Khdi (Division): Hanh chinh

Phong (Department): Truyén thong - Tuyén sinh

Dia diém 1am viéc (Working Address): Trudng Dai hoc Tan Tao

Chirc danh cip trén truc tiép (Direct supervisor s title): Trudng phong

Céac chtrc danh cip dudi truc tiép (Direct reports’ titles):

Céc chirc danh ngang cap trong kh6i: Nhan vién Phong
(Titles of the same level in the division):

1/ MUC PiCH CONG VIEC (JOB PURPOSE):

e Gidi thiéu, tu vén, chia sé, giai thich cho khéach hang vé noi dung cac khoa hoc

o X4y dyng niém tin v6i khach hang bang viéc chim soc va hd trg hoc vién hién tai nhim gia ting s6 luong hoc vién méi théng qua kénh gi6i thiéu
o X4y dyng ké hoach tuyén sinh va huéng nghiép cho cic chuong trinh dio tao cia trudng

o Ghi nhén ¥ kién dong gop cua hoc vién va theo ddi viéc khic phuc

o Phéi hop véi cac bd phan lién quan thyc hién cac sy kién cua trung tim hodc hé thong to chuc

2/ CAC POI TUQNG CHINH CUA QUAN HE LAM VIEC (KEY PERSONS/TITLES/ORGANIZATIONS THAT HAVE RELATIONSHIPS
WITH THIS TITLE) :

Bén trong (Inside the company): Bén ngoai (Outside the company):
- BGH, cac Phong/Ban/Khoa/Sinh vién Truong THPT, cac Ban/Khoa/Sinh vién, hoc sinh THPT, phu huynh




3/ NHIEM VU (RESPONSIBILITIES):

TT A e A oA ){ 2 A oA
(No) NoOi dung cong vi¢c Keét qua cong viec
1 Xay dung hé thong quan 1Y chim soc data
) Xay dung thong tin tuyén sinh, phdi hgp bd phan truyén thong dé truyén thong veé cac thong tin tuyén
sinh
3 | Xay dung ké hoach tuyén sinh va huéng nghiép cho cac chuwong trinh dio tao cia TTU
4 Phéi hop v6i chuyén vién to chirc su kién dé ‘56 chure cac hoi thao, tu van tuyén sinh, gi6i thiéu nganh
hoc cho cac truong THPT va don vi doi tac dé thu hat truyén thong, phu huynh va thi sinh ti€ém nang.
5 Tu van tuyén sinh, thu thap tén, sé dién thoai va thong tin can thiét ciia thi sinh tiém ning quan tam
TTU
6 | Thuc hién x4y dung va cip nhat bo ciu hoi thudong gap khi Hudng nghiép - Tuyén sinh
4/ PHAM VI QUYEN HAN:
AUTHORITIES:

5/ PIEU KIEN LAM VIEC (WORKING CONDITIONS):
Theo Chinh sach hién hanh cta TTU.

6/ CAC YEU CAU CHO VI TRi CONG TAC (REQUIREMENTS FOR THIS POSITION):

Gidi tinh / d6 tudi / ngoai hinh / sirc khoe

Do tudi tir 22 dén 30
Khong yéu cau vé, gidi tinh, ua nhin, strc khoe tot

Trinh d6 hoc van / chuyén mon

2 Pai hoc tré 1én
3 N A . ~ . \ 4 ’ \ A . A ’ oA « A o A
Trinh d6 ngoai ngit / tin hoc Thanh thao may tinh va dién thoai (uu ti€n rng vién biét tiéng Anh)
Kha nang ndi luu loat, giao tiép tot
K¥ nang nam bat thong tin nhanh nhay
4 Nang luc / k¥ nang K¥ ndng dam phén va thuyét phuc

K¥ ning giai quyét van dé linh hoat:
KV nang lam viéc dudi ap luc




5 S6 nam kinh nghiém - CO6 kinh nghiém lam viéc trong linh vuc ban hang, kinh doanh,
marketing, tiép thi, cham soc khach hang
- Tinh than hoc hoi cao
6 Céc yéu cau khac néu co - Tinh than kién tri, bén bi
- Giit tinh than thoai mai, binh tinh

Ghi Chii: Ty theo tinh hinh thyec té va cac diéu Kién cu thé ma Truéng phong sé bo sung va md ta cong viéc phu hop
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