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MO TA CONG VIEC
THONG TIN CHUNG
Chirc danh cong viéc | TTS PHV — Admin Cip bac TTS
Phong/B6 phan Hoc vu Hiéu luc 09.2024
Noi lam viéc Vin phong Cong ty va cac dia diém khac theo yéu cau cong viée
Quan ly True tiép Quan 1y Hoc Vu

CHUC NANG, NHIEM VU

Chirc nang, nhiém vu

Trach nhiém cu thé
chinh

e Check va nhic nhd Gigo vién Diém danh, Cap nhat tién do, Panh gid hoc
vién khi nhan dugc mail thong bao vi pham.

e (Cap nhat danh sach Gido vién vi pham lan 1/2/3.
e Guri Thong bao Thu tuc két thiic khoa hoc.
e Guri Pé xuat mua vin phong pham hang thang.

HO trg cong viéc phong . » . o N PN
e [am Giay khen Online va gtri mail hang tuan, in Gidy khen néu can.

hoe vy e Luu va giri Bai thu hoach cho Gido vién Phong hoc vu chdm, nhdp diém
1én h¢ thong.
e Luu File bai thi Giita khoa, Cudi khoa, nhap diém lén hé thong.
e Gui thong bao vé link thi Giira khoa va Cudi khoa trén hé thong.
e Cac cong viéc khac theo yéu cau ctia Quan Iy Phong Hoc Vu.
TIEU CHUAN NANG LUC THIET YEU
e Sinh vién nim 3, 4. Uu tién chuyén nganh lién quan Tiéng Trung
e (o6 HSK3
Yéu cu cong viée e Thanh thao tin hoc van phong

o (o thé lam viéc 5 ngay/tuan, gid hanh chinh, thyc tap tir 2-3 thang (c6 hd
trg dau moc thuc tap)
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QUYEN LOI

Chinh séch, quyén lgi e Tro cap thyc tap: 2.000.000 VND/thang

e [am viéc trong mai truong chuyén nghi¢p, tré va cd1 ma, ton trong va tao
diéu ki¢n phat huy gia tri ca nhan.

e Duoc tiép can hé thong quy trinh, cong cu twong tac cong viéc va quan tri
tri thire dang cap, dugc tng dung tai Viét Nam.

e Co hoi mé rong nhitng mdi quan hé tét trong moi truong 1lam viée tiép
xuc voi tap khach hang ¢ nhiéu nganh nghé va nhitng chuyén gia trong
linh vuec.

NGUOI SOAN THAO PHE DUYET
Ky tén Ky tén

Negay: ..../...... [oviinnnnn. Ngay: ... /...... [evivannn.
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