Mo ta cong viéc - Job Description Form

. THONG TIN CHUNG/ GENERAL INFORMATION

Churc danh cong viéc Chuyén vién van hanh Ma cong viéc

Job Title Job code

Ho cong viéc Khai thac Cép do cong viec Trudéng nhém

Job family Job levels

B6 phan Phong Van hanh khai thac
Section Department

bia diém lam viéc An Duong Calam viéc Hanh chinh (Tt 9am dén
Working location Working shift 5.30pm)

II. MUC PiCH CUA VI TRi CONG VIEC/ PURPOSE OF POSITION
(Néu tém tat dwoc ly do can c6 vi tri, vi tri nay ton tai nham muc dich gi cho Céng ty/ Briefly state the reason
for the position: why does the job exist?)

- Quan ly dir liéu nhan sy.

- Lap ké hoach cung tmg, t6 chirc mua hang, quan 1y dir liéu kho hang.

- Phu trach quy trinh san xuat, cung ing va giai quyét cac van dé phat sinh.
- Thiét lap hé thng tiéu chuan va danh gia chat luong san pham.

I1l. TRACH NHIEM CHINH/ KEY RESPONSIBILITIES

Trach nhiém chinh/ Key tasks & responsibilities Ty trong Két qua cin dat dwoc - Muc tiéu
(Tom tit toi da 06 dau muc chinh/ Summary of |Proportion Expected end-results (Objectives)

maximum 06 main tasks & responsibilities - what is
employee expected)

1. Tham van cho BLD vé chinh sich cung ung, | 10% - C4c chinh sach phu hop véi tinh hinh thuc
khai thac va hé théng tiéu chuan chat luong. té.

- Cac chinh sach dam bao tinh hiéu qua cong

viéc, hi¢u qua kinh te.

- Chinh sach ban hanh kip thoi, ding thoi han.

2. Phu trach vé nhan su: 10% -Quanly hé so, danh sach nhan sy khoa hoc,
. Quan 1y ho so, danh sach nhan su. day du.
. Quan ly cham cbng va tién luong. - bam bao nhan su dugc tinh ding cong,

luong tra ddng cong.
- Pam bao nhan sy dugc dao tao ding chuong
trinh theo yéu cau.

. Quan ly dir li¢u dao tao.
. T chtic cac cudc thi nho hang tuan cho nhan

S¥ - T6 chirc cac cudc thi nho cho cac ctra hang
dam bao vui v¢, cong bang.
3. Phu trach vé cung tng: 30% - Kiém soat duoc luong hang trong cac
. Lap ké hoach, giam sat hoat dong cung tng kho c6 dam bao khai thac khong.

. Quan ly dir liéu kho tong, kho tai cac cira hang.
. Quan ly dir liéu tiéu dung, tiéu hao.
. Du tinh nhu ciu, ké hoach mua hang dam bao

- Mua hang dang tién do phuc vu khai
thac. Khong mua thira nhiéu va khong bi

khai thac. thicu.
- Lam thu tuc thanh toan - Xay dung ké hoach ngan sach sat véi
. Xay dung ké hoach va quan tri ngin sach cung nhu ciu thuec té.

ung
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- Quan tri dugc chi phi, ddm bao khong
vuot ngan sach.

- Kiém soat dugc cong no.

Phu trach Khai thac: 25% - Quy trinh van hanh hiéu qua

. Xay dung va quan ly quy trinh vén hanh ¢ cac - Chét luong dich vy, san pham dat tiéu
ctra hang. chuén theo quy dinh.

. Ghi nhan va giai quyét cac van dé phat sinh

trong khai thac

Phu trach Quan 1y chit luong: 25% | - Hé thong danh gia san phan, dich vu

. Thiét lap, phat trién hé théng tiéu chuan chat
lugng san pham, dich vu

. Kiém tra chat lugng san pham, dich vu toan bo
hé thong

. Panh gia hiéu suét, tinh tuin thu cic quy
trinh, tiéu chuén chit luong SP, DV

. Giai quyét cac van dé chét lugng

.Panh gia va cai tién lién tuc

hiéu qua.
- C6 thé kiém soat dugc chat luong dich

vy, san pham.

- Hé théng quan ly chat luong dugc cap
nhat, cai tién phi hop véi tinh hinh thuc
té.

IV. PIEU KIEN LAM VIEC/ WORKING CONDITIONS (IF ANY)

(Moi truong lam viéc: cac rui ro vé vat va do moi truong vat Iy xung quanh gay ra va cac bién phap
phong ngira an toan can thiét/ Work environment: physical hazards posed by physical surroundings

and necessary safety precautions)

- Piéu kién lao dong binh thuong (vin phong)

V. YEU CAU VE NANG LUC/ QUALIFICATIONS & REQUIREMENTS

1. Hoc vén - Kién thirc chuyén nganh
Education - Specialized knowledge

Trinh d6 : Cao ding tro 1én
Education
Chuyén nganh : Kinh té, tai chinh, nha hang & khach san, ...
Major
Kinh nghiém lam viéc : [t nhat 01 ndm lam viéc trong linh vyc cung ing, quan 1y chat lugng, nha hang/
Working experience khach san dugc uu tién.
. Yéu ciu chung
Basic requirements
Gidi tinh : Nam/N@r
Gender
Do tudi : Khong gidi han
Age
Ngoai hinh : Khong yéu cau

Appearance
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V. YEU CAU VE NANG LUC/ QUALIFICATIONS & REQUIREMENTS

3. Ky niing cén thiét
Skills

- Ngon ngir

Language

: Thong thao tiéng Viét, tiéng Anh

- Ky ning mém
Soft skills

: Lam viéc nhém, kha ning thuyét phuc, ky ning ¢am phan,...

4. Yéu cau khac
Other requirements

- Pham chét, thai do
Qualities, Attitudes

: Pham chét, thai do tot

- Yéu cau dic thi
Job-specific requirements

: Khong yéu cau

Ngudi chuan bi Chtrc danh Ngay 03/1/2024
Prepared by Job title Date

Nguoi phé duyét Chtic danh Ngay

Approval by Job title Date
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