BAN MO TA CONG VIEC KE TOAN NOI BO

Miu 3: Nganh F&B Chudi cira hang

Vi tri chitc danh

K¢ toan ndi bd

B6 phan

Phong Tai chinh — K& toan

II. MUC PiCH CONG VIEC

Quan 1y truc tiép K& toan truéng

Cép dudi (néu cb) Khoéng/Theo phan cong
Ma tai liéu / Phién ban JD-TIA-FNB / v1.0

Neay hiéu luc 2025-09-25

DPam bao minh bach doanh thu — chi phi cta timg cira hang, hd tro md rong chudi bén vimng.
III. NHIEM VU & QUYEN HAN
STT Nhi¢m vu chinh  PAu viéc tiéu biéu Tin suit KQ dau
ra/KPI
1 Dbi soat doanh thu | Ghép bao cdo POS/app giao Hang Bao cédo 9:30;
theo ctra hang hang; kiém soat tién nop vé; ngay chénh l¢ch <
chénh léch néu co. 0.3%.
2 Cost & dinh murc Theo ddi gia nguyén li€u; so Hang tuan | Cost léch <
mon sanh cost thuc té so voi dinh 1.5% so dinh
muc; canh bao vugt. muc.
3 Luong — ca lam Tdéng hop timesheet, phu cap; | Hang Bang luong
lap bang luong ctra hang. thang dung han D+2.
4 Kho nguyén vt D6i chiéu nhap — xuit — ton; Hang Hao hut trong
liéu kiém ké dinh ky; canh béo hao | tudn/thang | ngudng cho
hut. phép.
5 Bé4o cdo P&L ctta | Lap P&L tung ctra hang va Hang Béo céo dung
hang toan chudi; phan tich 10i/16. thang han; d& xuét toi
uu.

IV. QUAN HE CONG TAC

STT Doi twong

Muc dich twong tac

1 Quan Iy ctra hang Nop doanh thu, bao cdo ca; gidi trinh | Hang ngay
chénh 1éch
2 Mua hang — Kho Gi4 — ton — luén chuyén NVL Hang ngay/tuan
trung tam

Nhan su
V. PIEU KIEN LAM VIEC
Tiéu chi
Thoi gian lam viéc

Hang thang

Chi tiét
Hanh chinh; ¢6 thé lam cud6i tuan theo ca kiém ké

Dia diém

Vin phong; di co so khi kiém ké

Tiéu chi
Trinh d6 hoc van toi thiéu

POS, phan mém ké toan; Goo

le Sheets tong hop chudi

Tiéu chuin
Cao dang/Pai hoc chuyén nganh K¢ toan, Tai chinh, Kiém
todn.

Kinh nghiém

To6i thiéu 1-2 nam & vi tri ké toan noi bod hoac lién quan.




Pham chat, thai do

Trung thuc, cén than, trach nhiém cao; tu duy cai tién; chiu
ap luc tot.

K¥ nang van phong

Thanh thao Exgel/Google Sheets; nim virng ham, Pivot; biét
dung cong cu tong hop dit liéu.

K¥ nang chuyén mén

Hach toan, ddi qhiéu s6 sach, 1ap bao cao quan tri; hiéu VAS
va quy dinh thu¢, BHXH.

K¥ nang chung

Giao ti€p, phoi hop; t6 chirc cong viéc; phan tich so ligu;
quan ly thoi gian.

VILI. PHAM VI PHE DUYET & QUYEN HAN

Hang muc
bé nghi thanh toan

Pham vi/Nguwong
<20 triéu VND theo han
miurc dugc uy quyén

Ky ching tir ndi bo

Phiéu thu/chi, dé nghi, tam
ung, bién ban CI‘(”)i chiéu
(theo phan quyén)

Truy cap hé théng

Phéan quyén ké toan/ERP
theo vai tro

VIII. CONG CU / PHAN MEM SU DUNG

Nhém cong cu
K¢ toan

Cu thé
MISA, Fast, Bravo/ERP (néu co)

Van phong

Excel/Google Sheets, Word, Gmail

Bao cdo/Phan tich
IX. XAC NHAN
Bén Ho va tén

lién

quan
Nguoi
nhan
viéc

Power BI/Google Looker Studio (vu tién

Trudng
bo phan

Pai
dién
Nhian su




