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MO TA CONG VIEC CUA HANG TRUONG

B0 phan

Ctra hang ...

Chuc danh

Ctra hang trudng

Ma cong viéc

CU-CHT

Cén bd quan Iy truc tiép

Truong kénh ban 1¢

1. Nhiém vu:

L.1. Quan 1y nhan vién ban hang:
- Sap xep lich lam viéc cho nhan vién ban hang thuge quyén quan 1y cia minh hang tuan.
- Kiém tra gio gidc lam viéc cta nhan vién.
- Kiém tra, giam sat thai do va tinh than lam viéc cua ting nhan vién cua minh quan ly.
- Hop nhan vién ban hang 01 lan/tuan.
- Pao tao va hudn luyén nhén vién thudc quyén quan Iy ciia minh.

1.2. Theo ddi, giam sat tinh hinh ban hang:

- Nim duoc doanh thu ban hang hing ngay, cdc ma hang ban dugc, nhitng ma khong ban duoc,

1y do khong ban dugc hang, nhitng mau ma phoot khong dep can stra chira .
- Kiém tra cach trung bay hang hoa: sao cho bat mat va phai thuong xuyén thay dbi.
- Phai tim hleu nguyén nhan khi c¢6 nhitng bién d6i doanh thu dot bién.
- Nim bit s6 ton hang ngay.

1.3. Quan ly ctra hang:
- Quan ly tai san ctia shop: tat ca cac tai san thudc shop ctia minh quan 1.
- Nhiing hu hong nhe & shop thi phai tién hanh stra chita ngay.
- Kiém tra vé sinh trong gian hang: qudy, tu ké, sdo, maniquene.
- Lam bao c4o hang ngay, bao cao tuan ndp Trudng kénh ban 1é.
- Hop kénh ban hang vao chién thtr 7.
- Kiém tra bao quan hang hoa.
- Hang thang cung véi ké toan cong ty kiém tra hang hoa cta shop do minh quan ly.

1.4. Nghién ctru thi truong, khach hang:

- Nam bat dugc doanh thu ban hang ctia cic ctra hang lan can hodc mot s ctra hang trong khu

vuc.

- Phan loai khach hang cua shop: do tudi, nghé nghi¢p, so thich, thu nhap.....
- Tim hiéu nhu cau cta khach hang.

- Lap toan bd hé thong so sach, gidy td cta cira hang.

- Thudng xuyén kiém tra tai san cd dinh va nhiing vat dung tai cira hang.

- Tryc tiép huan luyén NVBH thir viéc.

- Huoéng dan va kém cip nhan vién ban hang méi cho dén khi quen viéc.
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- Theo doi nhitng mat hang ban chay trong bang ké dat hang cia NVBH.

- Truc ctra hang theo lich da phan cong.

- Truc tiép tham gia tiép khach va giai quyét cac khiéu nai, thac mic ctua khach hang vuot ngoai
pham vi cua nhan vién ban hang.

- Huoéng dan va kiém tra viéc trung bay, vé sinh tai cira hang hang ngay.

- Giam sat tinh hinh 1am viéc va tinh than thai do cta nhan vién tai cira hang.

- Quan 1y lwong khach Vip thuong xuyén lui t6i mua sam tai ctra hang: tai khoan, ma sb VIP
Card, so thich, tén, tudi, ngay sinh, dia chi... va thong bao dén ho nhiing thong tin mdi nhat
vé san pham cta cong ty (cé thé hudng din cho NVBH).

- Quan 1y nhiing khach ban si quen thudc ctia Shop. (Luu ¥ nhiing ngudi méi bat diu mua si:
mdi SP 2 cai trd 1én va tong hoa don phai trén 2.000.000d)

- Cung hop tac thuc hién cac chuong trinh Promotion.

- Chiu trach nhiém ddi véi toan bo hoat dong ciia cira hang.

1.5. Nhiém vu khac:

- Tham gia thyc hién cac chuong trinh khuyén mai ctia cong ty.

- Tham gia trong viéc trang tri, thiét ké stra chita van phong, shop ctia cong ty.

- Tham gia tuyén dung nhéan vién ban hang.

- Khi cong ty c6 nhitng su viéc phat sinh dot xuat thi phai chiu sy phan bd cong viée theo su chi
dao ctua Truong kénh ban 1&.

2. Quyen han:

- Dé xuét cac quyén ddi VO’l quan 1y nhan sy nhu nang luong, ky luét, khen thudng, nghi phép.

- Puoc quyén cha dong sip xép cho nhan vién nghi viéc riéng, diéu dong coéng viéc nhan vién
trong pham vi ctra hang, nhung phai dam bao cong vi¢c thuc hién troi chay.

3. Béo c4o uy quyén:

- Nop tién va phiéu ban hang vé cho ké toan cong ty.

- Lam béo c4o tuan.

- Thuc hi¢n bao céo thuong ky (Bao c4o ngay, bao cao tun) cho Trudng phong kénh ban 1¢.

- Lam viéc voi ké toan vé doanh thu ban hang hang hoa, Nhap, xuat, ton, cac khoan chi cho cira
hang.

- Phéi hop v6i phong marketing thuc hién chuong trinh Quang céo, khuyén mii.

- Giam sat tinh hinh lam viéc cia nhan vién ban hang.

4. Tiéu chuan cong viéc:

- Sép xép on dinh tinh hinh nhan vién ban hang trong vong mot thang.

- Nim bat dugc miu ma hang héa trong vong mot thang.

- Quan ly hoan tit cira hang trong vong hai thang.

- Dat chi ti€u doanh thu do cong ty dua ra.

- Péy manh doanh thu ban hang.

- Bang trung cip tro 1én

- C6 kinh nghiém Quén 1y ctra hang mot nam, it nhét kinh nghiém 2 nam ban hang.
- C6 kha nang trinh bay tdt.
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- Anh vin giao tiép.
- Vi tinh van phong.
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