THE SUPRA

BAN MO TA CONG VIEC (JOB DESCRIPTION)

Vi tri (Position) HRIS & HR Data Analyst

Phong (Department) Nhéan Sy
HR

Béo céo (Report to) Pho phong Tién luong & Phuc loi
C&B Deputy Manager

Cép béc (Rank) 4C

PIA PIEM LAM

VIEC: 28B Mac Dinh Chi Street, District 1, Ho Chi Minh City, Vietnam

(Work location)

A. CONGTY

THE COMPANY

Cong ty C6 phan The Supra 1a cong ty logistics thudc Tap doan Masan, duoc thanh 1ap nham xay dung nén tang
chudi cung tmg hién dai, tmg dung cong nghé dé t6i wu hoat dong phan phdi cho hé sinh thai ban 1¢ va san xuat cta
Masan.

The Supra Joint Stock Company is a logistics company under Masan Group, established to develop a modern
supply chain platform and apply technology to optimize distribution operations for Masan's retail and
manufacturing ecosystem.

B. KY VONG CHO VI TRi
OVERALL EXPECTATIONS OF THE POSITION

Chiu trach nhiém quan 1y va t6i vu hé thong HRIS, dam bao dit liéu nhan sy chinh xéc, ddy di va bao mat; phan
tich dir liéu, xdy dung bao cdo/dashboard phuc vu cong tac quan tri va hd trg tinh luong hang thang.

Responsible for managing and optimizing HRIS, ensuring accurate, complete, and secure HR data, analyzing
workforce data, developing reports and dashboards to support business decisions, and providing monthly payroll
calculation support.

C. TRACH NHIEM CHINH
KEY RESPONSIBILITIES
1. Qudn Iy h¢ thong va dii liéu Nhin sw
HRIS Management & Data Governance:
e Dam béo dir liéu nhan sy trén SAP/Workday chinh x4c, day du va dugc cap nhat kip thoi.
Ensure HR data in SAP/Workday is accurate, complete, and updated in a timely manner.
e Kiém tra hd so va phé duyét theo POA/DOA trude khi cép nhat cac thay doi trén hé thong.
Verify supporting documents and approvals in accordance with POA/DOA before updating system records.
e  Phdi hop vdi IT/vendor xir Iy 18i hé thong, cai thién chat lugng dit liéu va téi wu quy trinh van hanh HRIS.
Coordinate with IT/vendors to resolve system issues, improve data quality, and optimize HRIS processes.
e D& xuat cai tién, ty dong hoa quy trinh quan 1y dit liéu va bao cao nhan sy.
Recommend improvements and automation of HR data management and reporting processes.
e Tham gia cac dy 4n HRIS, phan tich dir liéu va cac du 4n Nhan sy khéc theo yéu cau.
Participate in HRIS, data analytics, and other HR projects as required.

2. Phan tich dir li€éu va bao cao Nhan sw
HR Data Analytics & Reporting
e  Xay dung, duy tri dashboard va bao cdo nhan su béng Power BI, Excel hodc cac cong cu phu hop.
Develop and maintain HR dashboards and reports using Power BI, Excel, or other appropriate tools.
e  Phan tich cic chi s6 nhu headcount, turnover, co ciu nhan sy, chi phi nhan su va cac xu hudng lién quan nham hd
trg ra quyét dinh.
Analyze HR metrics, including headcount, turnover, workforce composition, personnel costs, and related trends to
support decision-making.
° Téng hop va cung cép bao cao cho Ban lanh dao, by phan Nhan su va Tap doan theo yéu cAu; dam béo tinh chinh
xac va dung thoi han.
Prepare and deliver accurate, timely reports to management, HR, and the Group as required.
3. HO trg cong tac tinh lrong hang thang




Monthly Payroll Support
e Kiém tra va ddi soat dir liéu dau vao tinh luong, bao gdm cham cong, lam thém gid, nghi phép va cac thay d6i
lién quan dén thu nhép.
Validate and reconcile payroll inputs, including attendance, overtime, leave, and income-related changes.
e  Phdi hop v&i nhan sy phu trach C&B trong viéc tinh lwong, kiém tra két qua va xtr 1y céc sai léch dit liéu.
Support the C&B owner in monthly payroll calculations, result validation, and resolution of data discrepancies.
e Dam bao dir li¢u va bao cao lién quan dén tién luvong duge xur Iy chinh xac, bao mat va dung thoi han.
Ensure payroll-related data and reports are processed accurately, confidentially, and on time.

4. Thuc hién cac cdng viéc khac theo phan cong ciia cAp Quin ly.
Perform other tasks as assigned by the Line Manager.

D. TRINH PQ, KY NANG, & YEU CAU:
QUALIFICATIONS, SKILLS, & REQUIREMENTS:

e  Tbt nghiép Ctr nhan cac chuyén nganh cé lién quan
Bachelor's Degree with related major.

e Tdi thiéu (3) nam kinh nghiém trong linh viyc Nhan sy, HRIS, phén tich dir liéu nhan sy, van hanh HR hodc hd
trg hé thong HR; biét sir dung cac hé thong HRIS nhu SAP, Workday. .. 1a mét loi thé.

Minimum three (3) years experience as Human Resources, HRIS, HR analytics, HR operations, or IT support
related to HR systems. Experience with HR systems (SAP, Workday, etc.) is a plus.

e  Hiéu biét sdu sic vé quy trinh nhan sy va quan ly di liéu
Strong understanding of HR processes and data management.

e Gioi ky nang vi tinh vin phong, dic biét quan 1y va thyuc hién cac bao cio s6 liéu 16n bang phan mém va Excel.
Ul tién da c6 kinh nghiém véi SAP, Workdays.

Proficient in computer Office, especially skills in data processing and reporting by using payroll software as well
as Excel. Priority with SAP and Workdays experience..

e Ky ning giao tiép, giai quyét van dé tdt, ¢6 tri nhd t6t, yéu thich con s6 va c6 kha nang lam viéc dudi ap luc cao
Good communication, problem solving skills, has a good memory, loves numbers and ability to work under
pressure

e Chu dong, co trach nhiém, ti mi véi timg chi tiét va ki nang dam nhiém nhiéu cong viée véi su giam sat tbi thiéu
tir Quan 1y Tryc tiép
Proactive, responsible, strong attention to details and ability to multitask and work with minimal supervison form
Line Manager

E. QUYEN LOI (BENEFITS)

- Theo chinh sach phuc loi va quy dinh hi¢n hanh ctia Cong ty.

- Meal: 1,100,000/month

- Luong T13

- Thuéng Bonus hang nam: tbi da 3 thang luong

- Béo hiém strc khoe: tht viéc minh ¢6 BH tai nan, sau thir viéc ¢ thém BHSK
- Thtr viéc 100%

- Sau thtr viéc: tham gia BHXH trén murc 70% cua Gross

- Thoi gian lam viéc: 8h-17h45 / Mon-Fri (44H/tuan)



