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i GENERAL ACCOUNTANT Phién ban: 01
Khabal Spe Ngay ban hanh:.../.../2026
Paon vi HERBAL SPA
Chirc danh KE TOAN NOI BO
Quan ly truc tiép KE TOAN TRUONG/TP KE TOAN
NGi lam viéc DA NANG

I. MUC DICH CUA VI TRi CONG VIEC

- Ghi chép, phan anh kip thdi cac nghiép vu

kinh t€ phat sinh.

- Theo ddi thu - chi, cong ng, chi phi, d@m bao s6 li€u chinh xac phuc vu quan tri.

- Luu trif chifng ttr, hd trg cong tac bao cdo

- HO trg cac cong viéc khac khi cé yéu cau.

tai chinh - thué.

II. SO PO CO CAU TO CHUC: (Pinh kém trich doan cia so dé té chirc co 2

cap J trén va dudi cua vi tri nay)

Giam doc diéu hanh/
Giam dac tai chinh

K& toan trudng

Ké toan tong hap

III. CAC QUY TRINH LIEN QUAN

Quy trinh

Quy dinh

1. Quy trinh chung

1. Quy trinh hach toan ké toan (thu — chi,
luong, chi phi)

2. Quy trinh quan ly va luu trir chirng tur ké
toan.

3. Quy trinh quan ly hang ton kho.

4. Quy trinh bdo cdo thué hang thang,

I. Quy dinh chung

1. Quy dinh bao méat thong tin tai chinh
— ké toan.

2. Quy dinh sr dung va luu trit hoa
don, chiing tu.

3. Quy dinh ki€ém k&, quan ly hang ton
kho
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hang quy 4. Quy dinh vé thdi han n6p bao cdo noi

5. Quy trinh quan ly céng ng phai thu — | b0 va bao cao thué.

phai tra

5. Quy dinh vé tam (tng, hoan (ng chi

6. Quy trinh tam (ng, hoan (ng, thanh | phi.

toan.

6. Quy dinh kiém soadt va phé duyét

7. Quy trinh kiém soat ndi bd (ddi chiéu sb | chiing tir k& toan.

liéu gitra quy, ngan hang, doanh thu)
II. Quy trinh cho spa

7. Quy dinh phGi hgp gilta phong ké
toan va cac phong ban khac.

1. Quan ly doanh thu dich vu/ thé liéu | IL. Quy dinh cho spa

trinh/ voucher khuyén mai/ chi
marketing

phi | 1. Quy dinh vé thu chi tién mat tai spa

(ban giao ca, kiém quy)

2. Quy trinh d8i chiéu doanh thu h&ng | 2- Quy dinh quan ly & bao mat dr liéu

ngay (gitra POS — tién mat — chuyén khoan)

khach hang.

3. Quy dinh vé tam U'ng — hoan Ung chi
phi (mua my pham, vat tu, chi phi cdng
tac). .
4. Quy dinh phdi hgp gitra ké toan — lé
tan — quan ly spa trong viéc xac nhan
doanh thu hang ngay.

5. Quy dinh ki€ém soat va phé duyét
chuing tUr chi phi marketing, khuyén mai.

YEU CAU VE NANG LUC
(Ky nang)

YEU CAU VE TRINH PO
(Bang cap, chirng chi va hiéu biét)

- Tu duy phan tich s liéu;

- Ky nang lap k€ hoach & hoach dinh
cong viéc;

- Ky nang trinh bay va thuyét phuc;

- Ky ndng lam viéc nhém,;

- K¥ ndng trao déi thong tin;

- Ky ndng dam phan thuong lugng;

- K¥ ndng gidi quyét van dé va ra Qb;

- Ky néng Idng nghe;

- Trung thuc, cdn than, bao mét thdng

tin

- T6t nghiép Cao dang/ Pai hoc chuyén

nganh Ké& toadn — Tai chinh — Ki€ém toan.

- Co6 chiing chi nghiép vu ké todn, tin hoc
van phong la Igi thé;

- Hiéu biét co ban vé Luit K& toan, Luét
Thué, hoa daon dién tur;

- Nam virng nguyén tac hach toan ké toan

va cac quy dinh lién quan;

- Ngoai ngir: Tiéng Anh cd ban (doc hiéu
chirng tir don gian) la Igi thé;

- Thanh thao Excel, Word va phan mém
k& todn (MISA/FAST/ERP);
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IV. CAC TRACH NHIEM VA NHIEM VU CHINH

Trach nhiém

Nhiém vu

Két qua dau ra

Quan ly chiing
tir

Thu thap, kiém tra tinh hop 1& cla hda dan,
chiing tur; luu trir khoa hoc

HO so ké toan day duq,
dé tra ctru

Hach toan Tap hdp va hach toan cac ching tir dau ra, | SO liéu chinh xac, kip
dau vao, va cac nghiép vu phat sinh lién | thoi
quan

Theo doi quy | DGi chi€u s6 du quy tién mat, tai khoan | S6 du khdp ding thuc

& ngan hang

ngan hang hang ngay

té

Quan ly cong | Theo ddi, dbi chi€u cong ng phai thu — phai | Danh sach cong ng
ng tra dinh ky chinh xac

Quan ly hang | Theo doi, d6i chi€u hang ton kho Danh sach hang ton
ton kho kho

Bao cdo ndi bo

Lap bao cdo thu chi, cong ng, chi phi dinh

ky theo yéu cau

Bao cdao day du, kip
thai

HO trg k& toan
trudng

Chuén bi s6 liéu, ching tir phuc vu bdo cdo

thué, quyét toan, kiém todn

Cong tac bdo cao troi
chay

IV. THONG TIN KHAC VE CONG VIEC NEU CO

Luong 8-10 triéu
Kinh nghiém 6 thang — 2 nam & vi tri twang duong
Gigi tinh Nam/NC
PO tudi Tudi tir 22t - 35t
Ngoai ngir Khong bat budc (biét co ban la Igi thé)
Vi tinh Sur dung thanh thao cong cu: word, excel, powerpoint
Biét s dung internet nhu mot cong cu tim ki€m va chon loc
Internet théng tin mot cach chét lugng va day da. Ném bat kip thdi cac

luat Lao dong, luat Doanh nghiép hién hanh...

Thai do va to
chat

- Trung thuc, thdng than, can thén, tinh than chiu trdch nhiém
cao;

- Binh tinh va diém dam;

- S&n sang di cong tac;

Trang 3/9




Ma tai liéu: HBS06/MTGAO1

SE GE:::RT\?. izggﬁﬁm Phién ban: 01
Korbal Spe Ngay ban hanh:.../.../2026

- Ham hoc hdi, y chi cau tién, phat trién chuyén mén;
- Nghiém khdc nhung tam ly;

- Giao tiép khéo léo;
- Linh dong va quyét doan trong viéc x(r ly cac van dé phat sinh
hay nhitng viéc lién quan dé&n mau thudn ndi bd.

V. CAC QUYEN LOT KHAC

- Xét tang lwvong hang nam

- 12 ngay phép nam huéng lwvong

- Lwong thang 13 theo két qua kinh doanh

- Thwéng cac dip I1& Ion

- Company trip hang nam

- BHXH ngay tir thang dau chinh thirc

- Dao tao noi bd & 16 trinh phat trién rd rang

- Hé tro chi phi dao tao tham gia cac khoa hoc nang cao ky nang va nang
lwc chuyén mén

VI. THONG TIN LIEN HE

- Hotline/Zalo: 0346 750 784 (P. HCNS)
- Diachilam viéc: 15 An Cu 5, Phwéorng An Hai, Thanh phd Ba Néng
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