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MO TA CONG VIEC NHAN VIEN VAT TU

B0 phan Cung tng

Churc danh Nhan vién vat tu

Ma cong viéc NV CU

Can bo quan 1y truc tiép Trudng phong cung trng
1. Nhiém vu:

Nhan cac phiéu yéu cAu mua hodc stra chita cong cu-linh kién—méy moc tir cac don vi ndi bd.
Tim nha cung ung, 14y bao gia, so sanh, danh gi4, d¢ xuét lya chon Nha cung tmg phti hop.
Lap ho so va trinh ky duyét Nha cung tng phi hop.

Léap don dat hang khi da dugc xem xét. Khi tién hanh mua hang phai thong qua va duoc sy
dong y vé chat lugng & gia ca cua Trudng phong Cung ng.

Theo dbi tién do stra chira, lip rap, chay thir.
Lap cac bién ban nghiém thu, trinh ky, hoan tit ho so stra chira.

Thyc hién viéc mua hang doi véi cac yéu cau phat sinh dot xuat hodc so lugng it ma nha cung
cap khong giao hang dugc.

Cap nhat thong tin lién quan dén cac nha cung cap : nang lyc, san pham thoi gian giao hang,
dich vu hdu mai, phuong phép thanh toan, tiém nang phat trién.... d¢ moi thoi diém chon

dugc nha cung cap phu hop nhat.

Sap xép ké hoach sira chira, mua méi, doc thic giao hang nhim dam bao dap tmg kip thoi yéu
cau SXKD cua cac don vi.

Lap danh sach va thudng xuyén cap nhat thong tin nha cung tng voi day du thong tin ctia nha
cung Ung.

Thuc hién mot sé cong viée khac khi ¢é yéu cu cua Trudng phong hoidc cép co tham quyén.
Tiéu chuan:
Tét nghiép Trung hoc pho thong trg 1én.

C6 tinh than trach nhiém, ning dong trong cong viéc.
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Giao té, tmg xir tot va am hiéu thi truong hang hoa lién quan.

Kinh nghiém it nhit 1 nim & vj tri twong duong.
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