CEO VA COO
1. Thu nhap thing:
Hinh thire chi tra: thu nhap dugc thanh toan mot 1an vao ngay 10 hang théng

Lwong thir viée: 2 thang ké tir ngay nhan viéc
- Thang dau tién: 7.000.000d/ 238 h
- Thang thr 2: 7.500.000d4/ 238 h

Lwong chinh thire:
- Luwong co ban: 7.500.000d/ 238 h x s6 h 1am viéc thyc té
- Nhan vién béc 2:
- Nhén vién béc 3:
- Nhaén vién béac 4:

- Lwong trach nhiém: 2.000.000d

Thwéng KPI:
Gi6i han ti da 5 KPI, c6 tinh nhan qua véi két qua kinh doanh toan cong ty:
e Ty 1¢ hoan thanh doanh thu theo thang/quy: > 100%
— Gan véi hi€u qua tai chinh toan cong ty
e Ty 1¢ bao phu diém ban trong yéu (theo kénh): > 90% ké hoach
— Gan voi khad nang mo rong thi phan
e Ty 1¢ chi phi thuong mai trén doanh thu: < 15%
— Gan véi hiéu qua quan 1y ngan sach va 1ai gop
e Ty 1¢ khach hang phat sinh don hang dinh ky: > 80%
— Gan voi mtre d6 trung thanh, cham soc khach hang
Ty I¢ nhan vién sales dat KPI ca nhan: > 85%
— Gan voi hiéu suat doi ngii va nang lyc quan 1y nhan su
Phu cép:
- 1.500.000d tién an/ thang
Phic lgi:
- Sau 1 nam lam viéc, dugc xét duyét huong bao hiém y té, bao hiém sirc khoe, bao
hiém tai nan, bao hiém tir vong dugc mua chung toan cong ty vao thang 10 hang nim
- Duoc di du lich hang nam
- Thuodng sinh nhat

2. MO ta cong viéc:

MUC TIEU CONG VIEC

- Pam bao doanh s6 theo ké hoach hang thang/quy/nam.
- M6 rong hé théng phan phdi: diém ban, khach hang doanh nghiép (B2B), kénh ban



hang hién dai.
- X4y dyng va van hanh hé théng cham soc khach hang chuyén nghiép.
- Quan 1y d6i ngii kinh doanh hiéu qu4, thiic day hiéu sudt c4 nhan va tap thé.

3. Cong viéc chung
1. Taichinh

Doanh thu/ cong ng
Chi phi: )
+ Luong (k€ hoach sx, va lich lam viéc)

Biét tiét kiém

Thoi gian hoan thanh cong viéc

Tinh gon

Biét co ban vé ké toan: doc bao céo biét sb liéu d6 noi 1én diéu gi, ding sai
Tai san

Kiém soat chi phi marketing, chi phi hd trg ban hang khong vuot qua 15%
doanh thu.

Can d6i ngan sach quang cdo, chuong trinh khuyén mai theo ting giai doan.

2. Khéch hang:

K¢ hoach ban hang hang tuin, thiang, quy, nim

Quan ly danh sach khéach hang

Quan ly cham s6c¢ khach hang

Tiép cac doan khach déi tac, siéu thi, khach tham quan

Xay dung 19 trinh chdm soc khach hang cli: Guri vu dai, tham hdi, qua tdng
sinh nhat, h trg phat trién diém ban.

Dinh ky ra soat phan hoi khach hang dé cai tién san pham/dich vu.

Theo dbi khach hang khong tai dat dé tim nguyén nhan va dé xuit giai phap.

3. Quy trinh (ndi tai)

B9 phan kinh doanh
Quan Iy diéu hanh/ kiém soat viéc diéu hanh
e quan sat thuc té, bao cdo sai s6t cho ban GP giai quyét van dé
e Dbdo cdo
e Biét nhin tong quan, linh hoat, khach quan
e Biét phan thir tir vru tién cta cac cong viée: don hang va khach hang 1a
uu tién dau
Phan quyén duoc ky duyét giam gia chiét khau (néu co)
Ung dung phin mém
Xay dyng quy trinh lam viéc cho tirng vi tri trong team Sales & Trade
Marketing.
Chuan hoa quy trinh dit hang — xtr Iy don — giao hang — hau mai.
Ra soét dinh ky hiéu qua cong viéc qua KPI va biéu mau bao cio.

4. Doi ngii chat luvong (ndi tai)

bao tao:
+ Hoi nhap 100%
+ Cho tung vi tri 100%



+ 40h/ thang (Pao tao chinh thirc va Kém cap nhan sy trén thi trudng)
+ Dao tao k¥ nang tu van ban hang, chot don, giao tiép khach hang cho
nhan vién dinh ky.

5. Diéu hanh nhan su:

e ki¢m tra lich lam viéc
e Sap x&p so lugng nhan sy

e Phan bd cong viéc cho nhan vién, diéu phoi nhan sy thira thiéu
e Nam dugc nang lyc nhan sy, giao viéc diing kha nang, khong du
khong thiéu nhéan sy

Kiém tra cong viéc trong bd phan
Lam bang dénh gid nhan su
C6 kha niang dién dat, ddo tao nhan sy

e (o su quyét doan trong quan 1y nhéan sy, khong bao che, lam thay. ..
- Kpi két qua va kpi qua trinh: Thiét 1ap co ché thuong — phat o rang dua trén

KPI tuan/thang.

Cong viéc hang ngay

BAO CAO TRUONG PHONG THUONG MAI TUAN/THANG

L TAI CHINH

A. DOA
NH THU

Doanh thu

15ty

Doanh thu liiy ké trong
thang

Tang / gidm so voi thang
trugc

Tang 200 tri€u so voi thang 5,

Vao loai mat hang/khach | Tau hu 14 dtra chiém 60% doanh sb
hang nao?
Ly do Tang / giam do m¢& thém 3 dai Iy (Viing tau, Bién Hoa, Tay Ninh)

Tang don tr dai ly.
Giam don tong kho dong 1am, tomato giam.
Khach hang ¢ xa giam

C6 tang tong sb lugng tang tir 300 1én 320

khach hang khong?

S6 lwong khach hang dang | Téng kho: 3, Pai ly: 5, Si 1:100, Si 2:120
hoat dong

S6 lugng khach méi trong
thang, doanh sO mang vé?

20 khach mai: 1 dai 1y,19 si. Mang vé 30 triéu doanh thu.

S(‘)vluc_rng don ban / san
pham chu luc

3.800 don (Tau hu 14 dira 60%)

Céc san pham moi duoc
2161 thiéu:

Chua co

Bao cao giir so hotline

149 kh, vt 88, sg 11, bd 2, khac 10




Tong cong ng

468.793.0000

NOQ Tang/giam Tang 36 triéu
Cong ng qua han A 20 triéu
Cong no can thu hoi
tuan/thang méi
C. CHI Tdng chi phi luong 150 tri¢u
PHI tiét kiém giam 10 tridu
Ly do giam 1 nhédn, giam sb mé

to1 uu hoa hi€u suat nhan
su

Cong tac phi

Chi phi ban hang

Chi phi tiép khach

Marketing (ads, vt pham,
hoi cho)

Quang cao facebook Ads thang 6 15 tri¢u.
Sampling: 5 triéu

Vat pham POSM: 3 triéu

Hoi chg GO Vép: 7 triéu

Casual ban hang

10 triéu

Tdng chi phi ban hang va MKT: |

1L KHACH HANG

A. MARKETING

Chién luwoc

Lam thé nao dé ting
doanh thu cho cong ty

Ting truwéng kénh phan phoi: kénh MT (méi), GT
Ting truéng thi trwedng méi: Pong Nai, Viing Tau
Ting truwéng san pham méi

Tang truéng doi sales

Quy trinh & k¥ nang sales

Tham gia hoi chg

Thiéu sales

Quan ly tham va cham séc¢ Top 10 dai ly / khach hang 16n
tan dung tiép khach hang

tim di tac xudng, npp

Thuec thi
truyén thong

S6 lugng bai dang/tuong
tac/inbox

Tuan 2/7: 12 bai post — tuong tac trung binh 35 inbox/bai.

Hot post

“Ly do khach mé tau hu Fresh Tofu” - 870 tuong tac.

check inbox (quan 1y doc
lai xem sales cham soc
ntn)

116 inbox, tra 16 coc 16c

khong c6 chu ngtr vi nglr

khong biét chdt khach

ngan 16i khong theo kich ban cong ty
khong c6 ban 1¢ phai huéng khach vé si nao
khong tu down gia xubng nhu page ca nhan
tu ban ca nhén

Curu inbox

Check comment

10 comment hoi, tra 101 tot

Face bai post

truong dang lam tdt co ban




Tuan nay co gi hay dé viét
bai (1-2 goi V)

Chay ad

24 h truong dang 1am t6t co ban
Zalo 27777777

Nguoi truc hotline (Tw nhanh

van tot, khong bo sot

thong tin khach, bit may

nhanh)

Chup hinh san phdm mé&i | khong co

Data thiét ké chua coi

Grap/ shopee chua xay kénh

Sms/ tele chua

Do hai long cta khach sp 14 tot, v6i dich vu 5/10
hang

Di thi truong khao sat

khong ng, sx hop tring duoc, dudi 70 gr.

Muc tiéu phan dau cua
Marketing

Tiép cén online bao nhiéu?
Tham gia bao nhiéu su kién?

Pinh hwéng tuin téi

Video lam moén véi tau ha, review tur khach hang
25 triéu cho chuong trinh thir san pham tai diém ban méi + truyén
thong Facebook

Quang cao — | Tiktok Chua trién khai livetream ban hang
kénh ban Grab - Shopee Chua setup do thiéu negudi quan 1y ban hang
hang Kénh chua hiéu qua can
cai thién
B. SALES

Hi€u suat dgi ngii Sales:

- Giam sat:

Target thang 7: 300 triéu

Tong doanh s6 nhom

85 triéu/tuan

So6 lan kiém tra diém
ban>=48 diém/tuan

50 diém/tuan

T}?qlé hién dién san
pham>=90%

175 diém = 87.5%
5 diém khach si ban cham , khong ban hang nita.
10 diém si ban trong hém, k c6 chd dat booth/ k ¢o ti trung bay.

S6 diém ban maéi >=30
diém/tuan

32 diém /tuin

Ty 1& don 16i <=2% 1 don=0.5%

Ty 1€ gilt don khach ct 89%

>=90%

Ty 1& xir 1y than phién 2 don/ tong 22 don =1%
<5%

Tong so6 diém maoi 1én don
hang/team

50 diém.




K¢ hoach moi

Cham soc tiép 150 diém chua 1én don (3 ngay ghe tham tryc tiép
hodc lién hé 1 lén), trién khai mo rong thi truong Hooc — mon.

- Sales thi truwong:

Chua dat chi tiéu, can hd tro k§ ning chét don

Doanh s6 &
don hang

Doanh s6 tuén/théng >=
30 triéu /thang

35 trigu

Ty 1€ gitr don khach cti
>=90%

85%

S diém ban méi mé >=5
diém / tudn, >= 20 diém/
thang

15 diém/ thang

Ty 18 diém ban ¢6 don >=
80% di€ém c6 don phat
sinh

50%

Hién dién san phém tai
diém ban >= 90%

80%

Ty 1¢ don hang 16i <= 2%

Ty 1¢ xir 1y than phién <
5% (trong 24h)

2 don/ tong 22 don =1%

Bao cao

Gui bao cao dung han

Ghi nhan tuyén di, thong
tin khach.

Dé xuat khach hang tiém
nang

Thai do va k¥
nang

Pi tuyén du ngay theo ké
hoach: méi >= 5 diém, cl
>= 8 diém

Diém mai 6
Piémcu 7

Phan hoi thong tin nhanh
— dung kich ban

Tét

- Sale admin:

Xt 1y don t6t, phan hoi khach nhanh

Xu ly don
hang

S6 luong don xir 1y/ tuan
>=60 don

Ty 1€ don hang bi
16i<=2%

Téc do xtr Iy don hang <=
10 phut/don

Phén hdi inbox/hotline

Tu van day du - dung chinh sach

Chét don khéch online >=
10 don md&i/tuan

H5 tro Slaes thi truong

Chu dong phdi hop

Cap nhat file don hang —
cOng no

C6 day du, dung mau

Péi chiéu cong no khach
hang 1 tuan/lan

Co

Ghi nhan phan hoi KH &
lich str cham soc

Co cap nhat lién tuc

Bao cao

Gri bao céo tuan/thang

Dat




ding han

Check inbox/binh luan
khach hang>= 90%

Phan hoi duuoc ghi nhan 95%

HOo tro tao bang gia,
voucher, bao cao
Marketing

Co chu dong, ding deadline

Thai d§ & ky
nang

K§ nang str dung phan
mém (Excel, Zalo OA,
Fanpage,...)

Dat yéu cau

Phan hoi thong tin nhanh
— dung kich ban

Tot

- Chién lwgc chiim séc khach hang cii:

- Gui voucher + cal]
back dinh ky Ituan/lan

Chua thuc hién, khong c6 voucher.

- Ké hoach phat trién - Tap trung mo rong tinh: Viing tau, Tay Ninh, Pong Nai,... tiép can
khach hang méi / kénh MT nhé 1é. Tép trung cac diém da co san pham hién dién vu tién tir
phan phdi: gan dén xa.

Giri qua sinh nhat 5 khach hang 16n khu vuc Binh Duong va HCM.

Cham soc khach da Goi lai 20 khéach ngung don, c6 6 khach dat lai.

ngung don trén 2 tudn

- B4o c4ao chwong trinh khuyén mai / sy
kién dang ap dung:

- Tén chuong trinh:

'Mua 10 ting 1' 4p dung véi san pham tau ha phomai

- Hiu qua:

tang don hang 1én 18% trong tuan chay chwong trinh

BAO CAO
DOANH
THU KHU
VU'C

Doanh so sales

GSKV1-180 tri¢u
GSKV2 — 85 triéu

S6 lugng khach cii
(Horeca, GT, MT)

300 khach horeca, 100 khach GT, 200 khach MT

S6 lugng khach méi
(Horeca, GT, MT)

30 khach horeca, 10 khach GT, 20 khach MT

S6 lugng san pham
ban/don/ khach

3000sp -1200 don- 500 khach

Sales

on

Hiéu so thich mua hang
cua khéch cii, gidi thiéu
cac san pham khach chua
st dung.

tri c6 khach a.......
gidi thiéu khach ¢ mua thém che bi dao cho tiéc

Hoi tham khach co 100 khach...
Guri mau rau cho cong ty hoa mai
Gui bang gia ol gia tra stra cho cong ty thinh phat

Chtic mung sn/ tang qua/
tang voucher

khong




Giup khach c6 thém gidi thidu khach 1¢ 3 khach vé si TAy Ninh
khach
Béo céo khach hang: chua khao sat

khach ngung béan, dang
ban, khach moi, khach
hiéu sai chinh sach, ban
khong chay, cham soc
khong tét, khong co
chanh, ship qua cao

Pang bai zalo ¢4 nhan

chua

San pham tip trung ban

Tau hu

Céc chuong trinh khuyén
mai

giam gia tra sira

Céc chién dich su kién /
hoi chg

XXXXXX

B¢ sales kit
gom:

B9 sales kit gom:

Sales Kit
(HO so gt
khach hang)

Ho so nang luc

Chua cap nhat cic gidy ching nhén)

Menu/Catalogue.

Khong co

Bang gia

Bang gia moi (c6 VAT) chua thong bao cho khach hang

Huéng dan sir dung san
pham.

Tot

Danh thiép

Tot

To roi

Khong co6

Voucher

khong cé

Mau thir (sampling kit)

Tot

Hinh san pham nén trang

Co

Hinh anh lién quan dén:
su kién, ban hang, san
pham da thiét ké, hinh Co
s& vat chat, bao chi
(video+hinh, HTV7,
HTV9, Vnexpress), giao
lwu v6i ngudi ndi tiéng,
hé théng phan phoi, khach
hang.

Co

Logo

Co

Hinh vo hop

Co

Hinh vat dung marketing:
backdrop, bang hiéu,
booth, quy kiosk, non,
tap dé, standee, i, déng
phuc, bang hashtag, qua
tang: du, giu bong, moc
khoa, chén, ly,

Co

TU VAN
DON

TU VAN DON




Kiém tra tu van don ( trén
face va zalo, ghi chtl trén

Hang con trong kho nhung khéng check hang va 1én don ding nhu
cau khach.

don) Ghi chii chua day du thong tin trén hoa don.
Kiém tra viéc tu van Tu van con coc can, khong tra 101 vao trong tdm
khéach

Giong diéu, Két thuc béng
cau hoi, dua 2 Iya chon A
hoac B, xung tén cua
Sales,

chdt viée béng tin nhén,
khong néi miéng/ su dung
zalo riéng/ ndm rd chinh
sach va dai ly

Anb/ chi muén mua gi?

khong xung tén cua sales

béo khach giao xe thanh cong bang miéng

liy s dt c4 nhan dé két ban vé6i khach, k nim dugc cach tu van

Kiém tra ding facebook
va web (dang bang tin

khong dang tin 24h (ban tin)

24h, post)

Kiém tra comment khach, | s6t comment khong tra 10

khi kéo vé inbox phai ghi | di kéo vé inbox khong ghi dudi comment: em da tu van anh chi qua
note ibox

Nguoi truc hotline (bat dt | goi khong bit may,

nhanh, pin dt luén con, Tu

van tot, khong bo sot

thong tin khach)

Add khach vao group Chua add khach hang vao

2017 dé nhan thong tin

(Qua du, qua thiéu)

CHAT LUONG

DICH VU

Su viéc ton dong cii da xu ly

Nhan vién lén don giao sai gid va size san pham

Thai d6 phan hoi thong tin
nhanh/ cham

Khach phan hdi tich cuc vé thai do phuc vy, tra 161 thong tin nhanh.

Khiéu nai

1 phan hoi vé don giao tré do 16i diéu phdi giao hang.

Chi s hai long khach hang
trung binh:

8.6/10

3. QUY TRINH VAN HANH

Quy trinh
tung bd phan

Quy trinh ban hang kénh GT

Quy trinh ban hang kénh MT

Quy trinh ban hang kénh Horeca

Quy trinh tuyén chon Nha phan phi

Hop dong ban hang

Hop ddng nha phan phdi (t6ng kho)

Chinh sach ban hang theo tirng kénh




deé xuat

( d& xuit khen thuéng néu co)

Hop & béo Hop dau ngay (Daily Briefing)
cao Ké hoach sales tuan/thang
Bao cao sales tu?m/théng
Hop véi céc bd phan khéc (San xuét, ké toan,
dong gbi — giao hang, marketing)
Hop dinh ky véi CDT tuan/thang
Giai quyét | Phdi hop sales véi cac bo phan
cac van dé
phat sinh
Phan hoi/ Than phién cta NPP, Khach hang
4 NHAN SU
NHAN SU
S6 lugng nhan su cii + mdi 1 GS, 2sales TT
Lich lam viéc
Khdi lugng cong viée nhan sy tai cic | Thi trwong doanh s6 dang mé rong cin ting thém 1 sales
vi tri du/du thi trwong khai thac khu vuc Ba Ria vao thang 8
Pao tao D3 t6 chirc 2 budi dao tao chdt don va goi dién khach hang
kho tinh
K¥ ning con thiéu cia team Dao tao lai k§ niang chdt don cho sales TT 2
Pao tao doi ngii ké thira tai cac bo Dao tao TT1 hoc viéc vi tri giam sat, mé rdng thém thi truong
phan Ba Ria cung sales mdi
Panh gia & |+ Nhan vién ndi bat: Sales tt1 dat ds 150%/ thang, dé xuit thudong néng 2 triéu

dong + gidy khen thuong nhan vién sales doanh thu cao nhat
cua thang.

+Nhan vién sai pham:
( hinh thtrc ky luat)

Phiéu danh gia nhan sy (1dy tir
P.HCNS)

CHAT LUONG NHAN SU/ BANG DANH GIA NHAN SU

NANG LUC CHUYEN MON

Trinh d6 hoc van

Kinh nghiém

Tham nién

Kha nang xu ly trong cong
viéc (hiéu, thuc hién dé dat
duoc hi¢u qua va muc dich)

Lam vi¢c chuyén mon:

+ Doanh s6 va myc tiéu ting
trudng

+ Chat lugng van hanh diém
ban

+ Quan ly khach hang: dang

hoat dong , méi, khach




ngung mua dugc goi lai

+ Quan 1y d6i nhom sales thi
truong: két qua sales, dao
tao, training hang thang,
KPIs.

+ Hoan thanh béo cao, phdi
hop, dé xuit

NANG LUC THU'C THI

KPI/ Nhiém vu 1

Doanh thu trén 1 ty

KPI/ Nhiém vu 2 Chi phi duéi 700 tri¢u
KPI/ Nhiém vu 3 Khach hang dang hoat dong>500 Khach
KPI/ Nhiém vu 4 >=50 khach hang m&i mdi thang
KPI/ Nhiém vu 5 Khéch khiéu nai <2%
KY NANG MEM

Check list cong vige

Moi nguoi khong c6 thoi quen lam check list

Phan thar tu vu tién

Chua

Lap ké hoach

it khi 1am

Diéu hanh cong viéc

Diéu phdi cac b phan tot / Con dé quan 1y hodc nhan vién phan tmg /
Chua xir Iy duoc cac dé xuat tir nhan vién mot cach triét dé

Kiém soat

Kiém soat tot / Con dé bi gian 1an

Bao cao

Bio céo ddy du, daung biéu mau / Pung thoi han

K¥ nang lanh dao & dan dat
doi ngli

Lam 1 lan cho 1 viéc, khong
quay di quay lai

Kiém tra 2 lan, doi chiéu

Truyén dat, x4c nhan nguoi
nghe hiéu dung

Xac nhan ndi dung vdi quan
Iy

Sép 1én don dat hang cho ngudi quen, khong hot lai sép vé sb luong,
loai, ai thanh toan? dang mac dinh khong thu tién khach ma thu Sép.

Khong lam viéc ngudi khac
khi chua xong viéc minh

Tra 161 tin nhan

Théy tin nhian va comment ctia khach c6 tinh lu6t qua khong phan hoi
khach hang

Luu tin nhan xac nhan, hinh
anh

Khach goi dién 1én don dét hang/ guri don PO nhén vién nhén don
khong xac nhén don voi khach dé doi chiéu va chot lai don trude khi
xuat hang @€ han ché 10i.

File chung

Giao tiép Kha ning giao tiép voi khach hang trén page chua chuan muec, tra 10
vang tat. vi du: khach hoi gia san pham nay bao nhiéu nhan vién tryc
page chi tra 10i 1a 8k rdi thoi, khong c6 hoi gi thém

K¥ ning thuyét phuc Nhan vién ban hang chua biét chét don vi khach, khi khach im

lang/chua chdt don.




THAI PO

Dam nhan 101

Khong nhay budc quy trinh

Khong béo cao, hoi té1 méi
1y do, chong ché, 1ap liém

D6 16i viée nhiéu, d6 16i lam
chi tiét....
Hiéu va Tuan thu noi quy

Tu duy tich cyc

Nhan vién hay than phién lam vé tré, trong thoi gian lam viéce thi lam
cham,

Tich cuc hd trg cac bén lién
quan

Su trung thuc

Poéng hang thiéu s6 lwong cho khach, nhan vién da ra soat va bao cao
cap trén dé bu hang cho khach

Cac cong viéc wu tién cho tuan tiép theo

bé xuat ngan sach

2 triéu hang sampling cho 2 diém booth + 3 triéu luong 2 nhan vién
casual cho 3 ngay

Khach hang can uu tién
cham séc

Dai Iy Tomato — thang nay giam don 20 % can héi 1y do

K& hoach trién khai

Dit booth sampling va ban hang tai cho x6m chay ngay 3/8 dén 5/8 —
phu trach Sales Thi truong 1 + 1 trade MKT + 1 casual.

-Can theo doi bao cao vao
tuan moi:

Nha hang Huong Bién 5 tridu, quan an Gi6 2 triéu

Y kién khac cia BGD

-Céc vén dé duge xét
duyét:

-Cac van dé can thao luan
lai & cude hop tiép theo

Ban Giam Doc ky xdc nhin dong y trién

khai sau cugc hop




-Tai liéu quan
1y ban hang:

Danh sach khach hang hién

htru

Kich ban tu van - chdt don

On

Kich ban cham soc va thu
hoi cong ng

On

Kich ban xt 1y khiéu nai

Phiéu khao sat va quan 1y
thong tin khach hang.

Danh sach khdo sat Khach hang

Muc dich: Thu thp théng tin thye t& tir cae diém ban hodc khach hang tiém niing dé phue vu phan tich thi trwdng va phat trién kénh

ban hang.
STT | Tenciahang /khach | Diachi/Khu | NgwoiBien he | Loai hinh KH Sinpham dang | Hangdanglay | Tansuatnhip/Dom Quan tam san pham Ghi cha khao sat
i vire bin TB Fresh Tofu?
Ngudikhao sat: Ngay khao sat: /
Chit k xac nhan:
- =
Bidu mau béo cao khach p—— p———————
; Neubn Iehich e em | e, [Rnts gt | Ngin sach | (e nan
R Y o T | et ae | 5 | ot Ontine/0ine o | doan hitn 6t | Winkntngs | b doanb | nb o i e theen i | memg sty tdp thee

hang tiém nang e R K] Lo

D4 306 Zato 1w vin

55 248 Zalo tu vhn

D3 8 Zat s v

Biéu mau ghi nhan lich sir
cham soc/phan hoi/xur ly
khiéu nai.

QUAN LY LICH ST’ GIAO DICH & CHAM SOC KHACH HANG

DMuc dich: Ghi nhin Siy G4 lich s mua hang, chim séc va twong tic voi khich hang nhim phuc vu céng tic CSKH, cai thisn dich
wu va duy tri méi quan heé lau dai.

ST1 | len khach Nzay N&1 dung Gia tr1 dom, Newor paa Hinn thuc K&t qua phan not Ghs cho
hang - Ma Zino siac dich hang trach cham soc 3
Kr dich (=01, tham.
Luu ¥

~Ghbi 5 hinh thiwc chim séc: goi din, zalo, cmail, gip trwe tip..
- Két qua phan héi- tich cwe. can hd tro. khifu nai. huy don. . . A
- Ghi cha thém néu khach hang cé dic dicm dac bict (vi du- chi nhan hang cudi tuln, khéng thich d46i nhan vién chim séc....)
Nezwdi cap nhi

Ngay cap nhat:
Trudng b6 phan duy

Biéu mau theo doi don
hang va cong n¢

Muc dich: Theo déic

Phiéu Theo doi Cong ng & Thu hoi
‘t co6ng ng clia khach hang va tién do thu h

, hd trg ki€m soat déng tign hiéu qua.

STT | Ma KH | Tén khach Khu vire Han thanh S& tién cén Trang Nhan vién K& hoach Ghi cha
hang toan ng thai céng phu trach thu hdi
ng

Phiéu dé xuat mau
sampling

PHIEU B2E XUAT SIIF DUNG SARM PHARM FRESH TOFU SARMPLING

regay O& scude: rzo=s

regdy trd dung oo (mdu oS imo=s
Ho wa tEn nndn wedn: e

o s thi tradeog S& ain thoas

LRSS SIS S0 DU

]

thSpy
Troven Thana [ =
o
=
s aos [ =
)
=
adat=Nx=1] [ =
o
=
55 dung ou gony
Catooh =23
SterdearTent e ==
EX=Nix) =13
e nen tep O= =253

AR HET SUF DILUrNG:

51 cam ket =i dung TOna =6 hrong s&n Ph&m S8 & xust, SOng muc Jich wa khdng =i dunag oho
Sdo mus Gich od nhSn hobongod kd hoson.

- Sau khi k&t thds chuona tinh sameling, 15 =& NdP bao cdo kétaud kém hinh Snh. Ph&Sn ndi
hach hang va =Sn hrong Heu tha (naéu od).
Figurdri O& scudt Trrdng BS phan duydt




Bi€u mau ghi nhan va xu ly
khiéu nai tai diém ban

BIEU MAU XU LY HANG LOI —- HU HONG

Ngay phat hién:

Ngwdi phathién:

Pia diém: [0 Ténglkho [0 Chinhanh [J] Giao hang

B& phan- |

Tén san pham - Size | 1.6 datc san pham

S&luvong

I1éiHuhéngmdta

Hinh anh dinh kém

Nguyén nhan so bé(danh diu): [ Do sian xuit [ Do van chuyén [ Do bio quan [ Khic:

Kién nghi xwly: [0 D&i hangmai [
tiép [0 Khac:

Y kién Quan 15 phu wach:

Giam gia [ Tiéu huy I Giao cho béphin

& s Iy

Xac nhin QA /Piéu hanh: [0 PDéng ¥ phwong an xrly [0 Cinkiém tra thém [0 Khéng déng ¥,

15 do:
Ngav xac nhin: Chir ky-
> ~ T
- X X ~ < A
B]eu mau theO d()] kh]eu BIEU MAU GHINHAN 3 LY KHIEU NAIKHACH HANG
. 1 h 7 h h \ i3y tiep nhq Tén khach hang BT/EmaNa don han Kénh tiep nhan | Loai khicu nai N1 dung ohi tiet 19U phy tracluong v 1§ G sullgay = Ketqu 'Ghi ohd b sung
nal ( ac ang 124742025| Chi Thuang Tomata Hotling Gizosaihing  [Khich 3t thu hi phomai 154 Thio (sals adm| ot 811 |00 |Rhschhal leng hichmaidithing n iy
sinphémding, (13407
Engthém T
mifn ph
G0 |Dinglam SnphEm Bl | T hibichuanh, B ing {8 ang,gi am 7 520 (03] 1

g lénmen

aTi{eses 1) | K
.

i
Tangiz<hing
samping chadon
hingsau

Hop dong Si, Pai Iy, Nha
phan phoi.

Mau ké hoach di thi
truong cua sales: Tim
kiém diém ban mé&i/NPP
tiém ning

Cham séc diém ban cii —
giit don — tang doanh s6
Khao sat tinh hinh trung
bay, chinh sach d6i thu
Trién khai chuong trinh
khuyén mai/sampling

MAU KE HOACH Bl THI TRUPONG

Muc tiéu: Biém Khach hang cii ==5 diém /ngay

Biém Khach hang méi >=8 diém/ngay]|

STT Tén diém ban | Piachi

Muc tiéu Két qua dw kién

Ghi chi

Peé xuat
ho tro:

Phu kién POSM dé lai cho
khach khi khach ky hop
dong/ 1én don si.

Mau bao céo tong két
chuong trinh khuyén mai

BAO CAO TONG KET CHUONG TRINH KHUYEN MAIL

Muc dich: Danh gié hiéu qua cda chudng trinh khuyén mai vita thuc hién

Doanh sé
trong KM

Tén clwrong | Thoi gian | Doanh s6 trude
trinh KM

Tang
trwdng %

Chi phi KM Hidu qua | Gop ¥ cai tién

Ngudi l&p bdo cdo: Ngay bdo cdo: //__

Trudng bo phan ki€m duyét

QUY TRINH BAN HANG KENH GT - MT - HORECA




KENH GT (GENERAL
TRADE)

KENH MT (MODERN TRADE)

KENH HORECA

boi tuong: Tap hoa, ‘dai 1}:/ nho,
ctra hang ban 1€ truyén thong

Déi tuong: Siéu thi, chudi cira hang tién
loi, Minimart

Péi tuong: Nha hang, khach san,
quan café, ti€c cudi, suat an cong
nghiép

—

. Tiép can khach hang

e Xic dinh tuyén — danh sach
diém ban tiém nang.

e Ghé tryc tiép: gi6i thidu san
pham, chuong trinh hd trg.

e Guri mau thir — bang gia —

chinh sach chiét khau.

1. Chuén bi hd so

Hb so nang luc cong ty (co gidy
phép ATTP, VSATTP, mi s6 ma
vach, hinh anh SP).

Béng gia MT, danh sdch ma hang,
dé xuat chuong trinh chiét khau/hd
tro.

1. Tim kiém & gidi thiéu

e Tiép can truc tiép hoic qua
moi quan hé — agency — hoi
nhom dau bép.

e Guri mau thir — giéi thidu gia
si, combo chuyén biét.

. Tu van & chdt don

[\9)

e Hudng dan khach lva chon
mat hang phu hop.

e Chét don hang dau tién (co
thé hd tro POSM, ting mau).

e Ghi nhan thong tin day du
(tén — dia chi — chanh — s
dién thoai).

2. Gri dé xuat & dam phan

Guri ho so qua email hodc gip truc
tiép BQL siéu thi.

DPam phan chiét khau nhap hang — phi
trung bay — chuong trinh KM

2. Tu vén giai phéap riéng

e D¢ xuit san phim theo mén
an / phong cach nha hang.

e Hudng dan bao quan — cach
st dung — tinh gia cost/mon.

e (6 thé tham khao thuc don va
tu van dinh lugng

(O8]

. Xtr ly don hang

e Gui don qua Zalo/CRM noi
bo.

e Diéu phdi giao hang hoic giao
tryc tiép theo tuyén.

e Thu tién mit / chuyén khoan

ngay hodc ghi cong ng (néu 1a

dai ly).

3. Ky két hop dong

Théng nhét chinh sach cong ng, $6
luong nhép t6i thiéu, hinh thirc giao
nhan.

Ky hop d6ng/PO/MOU theo yéu cau
ctia dbi tac MT

3. Chét don & thiét 1ap hop tac

e Chét don dau tién (test 1
tuan).

e Ghi nhan nhu cau dit hang
dinh ky.

e G bang gi4 — tan suét giao
hang — chinh sach doi tra.




4. CSKH & theo doi tai don 4. Giao hang & trung bay 4. Giao hang — dam bao chét

e Goi lai sau 3-5 ngdy dé theo | ® Giao hang dang lich — dung chuin lwong
doi phan hoi. tem nhan, ma vach, han str dung. . GiE}O dang hen - dung size san

e HO{ tro trung bay — vat pham — | @ HJ tro set up ti — ké — bang hiéu pham — ding di€u kién bao
huéng dan ban hang. theo dung yéu cau MT. quén., o )

e Ghi nhan don 156i — xir 1y d6i ® Tu van sap xEp hang tai bép
tra (néu co). hodc kho theo ti€u chuan.

5. B4o c4o — cap nhat 5. Theo ddi doanh s6 & phan hoi 5. CSKH & duy tri don dinh ky

e Ghi don vao file theo doi e (Cap nhat lugng ban ra qua bao céo e Goi nhic don hang tuin (néu
khach hang. POS. khach khong chu dong).

e (Cap nhat tinh trang khach: e D¢ xuit chuong trinh thic dy: e Guri uu dai theo mua — dip 1& —
hoat dong / ngung / tiém sampling, tasting, gidm gia. combo cho dip cao diém.
nang. e Ghi nhén phan hdi tir bép

e D¢ xuét giit ¢iém hoic ngung truong/phu trach mua hang.
tuyén néu khong hiéu qua.

6. Bao cédo & cham soc 6. Theo dbi — phat trién

Déi soat cong no theo ky.

CSKH: cap nhat thong tin tdn kho,
phan hoi 16i hang.

Dinh ky 1am viéc lai dé gia han hop
d6ng / nhap thém.

e Cap nhat két qua don hang —
muc do hai long.

e D@ xuat san pham méi/phu
hop v6i thuc don mé rong.

Phéi hop moi tham gia tasting, su
kién, upsell khach si khac

Phan loai khach hang
Phan Mo hinh S6 lwgng | Tong khach Cin | Quy mé
khuc KH dang | hang trong khai [ khach hang
ban Khu vue thac | phu hop

GT NPP

Daily

Cira hang
Horeca | Khach san




Nha hang & Quan an

Café

DV tiéc (Trung tam
tiéc / DV tai gia)

Suit in cong nghiép

MT Siéu thi

Cira hang tién lgi
CVS

Quin ly sales can ¢6 Kinh nghiém véi kénh GT & Horeca

Sales Hunter (San KH méi - C6 kinh nghiém)

Farmer (Cham séc / Tuyén méi)

Hop Briefing

e L trinh ban hang hém nay ciia tirng sales (Sales phai 1am chiéu hém truéc)
e Doanh thu MTD (Liiy tién tinh dén cudi hom truwéc)
e Thio luin Chuwong trinh b4n hang / Chinh sach hé trg

Cong viéc hang ngay

- Bén hang & don hang:
+ Kiém tra don hang méi — don 16i — don huy
+ Phéi hop Sale admin xir Iy don nhanh

- Cham soc khach hang:

+ Goi khéch can giir don, phan hoi inbox, theo ddi hotline
+ Ghi cht thong tin khach cti & khach ngung mua
- Marketing:

+ Kiém tra hoat dong truc page, ndi dung bai post
+ Xem phan hdi comment & inbox dé chinh ndi dung
- Diéu hanh & béo céo:

+ Hop nhanh dau gio v6i team
+ Guri bao céo cudi ngay cho BGD: s6 don — van dé phat sinh — dé xuat
Cong viéc hang tuin




- Cham soc khach hang:

+ Goi lai khach hang ngung don trong 2—3 tuan
+ Giri qua/tin nhén tri 4n top 10 khach hang 1én
- Truyén thong — ndi dung:

+ Lén ké hoach bai viét Facebook — Zalo — Shopee

+ Chuyén yéu cau cho team dich vu viét bai hodc ndi bo viét
- Béan hang & m¢ rong thi truong

+ Kiém tra tién d6 m¢ diém ban méi

+ Tong hop hiéu suat tuan ctia cic nhan sy theo khu vuc
- Daotao & ndi bd

+ T6 chirc mini training ndi bo theo chuyén dé (1-1.5h)
+ Check k¥ ning tryc page, goi dién, chbt don
- Hop & danh gia

+ Hop giao ban team Thuong mai & cac bd phan lién quan (giao hang, marketing, kho...)
+ Xt Iy phan héi trong tun

Cong viéc hang thang

- Ké hoach kinh doanh:

+ Téng hop béo cao doanh thu — khach hang — don hang — céng no.

+ Phan tich ting/giam, 1y do, dé xuat giai phap

- Khuyén mii — hoi chg

+ Lén ké hoach chuong trinh thang t6i (giam gid, qua ting, sampling...)

+ Lén ké hoach hoi chg néu co

- Dao tao & danh gia

+ Review hiéu suat — KPI tirg nhan vién

+ X¢ép loai nhan vién xuit sic / can hd trg thém

- Cap nhat Sales kit & truyén thong

+ Cap nhat hinh anh san phim méi — thém gidy chimg nhan

+ Pua 1én web + b sales kit in san cho khach

- Chién luoc thi truong méi

+ Béo cdo thi trudong tiém ning (qua khao sat)

+ Dé xuat kénh phan phdi / NPP mdi can tiép can

- Cong viéc quy:

- Tong hop va danh gia két qua thyuc hién chién lugc quy trudc.
- Tb chirc hop chién luoc quy voi BGD va toan bo nhan sy Thuong mai.
- Cap nhat thi truong, ddi tha va dé xuét ké hoach cho quy ké tiép.

Marketing
- Panh gi4 hiéu qua ciia cac chién dich marketing.
- Tham gia xay dung bao cao két qua chién dich va cac du bao chién luoc tiép theo.
- Té chirc cac budi sy kién hodc hoat dong quang ba thuong hi¢u.



Phéi hop véi cac ddi tac bén ngoai (cong ty truyén thong, PR, influencer) dé phat trién
chién lugc.
Giao luu cac quay khi di sy kién

Dao tao nhin vién maéi

Gi6i thiéu vé san pham cong ty

chinh sach si, 1€, téng kho

Chuan bj b¢ sales kit

Céch tu van

Cach giai quyét cac truong hop dic biét cho khach hang

Yéu ciu cong viéc:

K§ niing cin c6:

K¥ ndng quan 1y nhan sy,

K¥ ning dao tao, thuyét trinh.

K¥ ning giao tiép, lam viéc nhom tdt,

K§ ning dam phan, thuyét phuc. K¥ ning giao tiép dé dang truyén dat thong tin dén
cap dudi, 1anh dao, ddng nghiép va khach hang, dong thoi thu hut duoc sy dong
thuan, tin tuong tr moi nguoi.

K¥ nang giai quyét van d¢, xtr Iy xung dot loi it.

Sang tao, c6 kha nang phan tich va danh gia dir licu thi truong.

K¥ ning nhéan dién khach hang tiém ning, tao dung mdi quan hé.

K¥ ning 1ap ké hoach, phan tich va dénh gia. c6 kha nang quan 1y thoi gian va dy an.
Trung thyc, nhiét tinh, chiu kho, ¢ tinh ky luat cao.

C6 ¥ chi cau tién, dam mé kiém tién.

Ludn ton trong cap trén, dong nghiép va khach hang.

Chuyén mon va nang luc:

Trinh d6: DPai hoc chuyén nganh Quén tri kinh doanh, Marketing, Kinh té
thuong mai hodc tuong duong

Kinh nghiém: > 3 ndm quan ly ban hang nganh thyc pham, wu tién ¢ kinh
nghi¢m hé thong phan phoi va Trade Marketing

Ky nang: Phén tich thi truong, lap ké hoach doanh thu, quan 1y d6i ngii ban
hang, trién khai trade tai di€ém ban

Kién thuc: Hiéu biét mé hinh GT — MT — Horeca — Online
Cong cu: Thanh thao Excel, PowerPoint, phén mém CRM, ERP ban hang

Tén nhan vién....................... Ngay:............

TIEU CHI KHONG DPAT |TB TOT |GHI CHU
KIEM TRA NHOM TU VAN
Kiéem tra don (Face don, ghi chu trén don)




Kiém tra viéc tw van khach

Giong diéu, Ket thuc bang cdu hoi,xung tén,
chot viéc bang tin nhan, khong noi miéng sd zalo riéng nam ro
chinh sach va dai ly

Kiém tra facebook va web (dang tin 24h, cdc tin tirc méi)

Kiém tra comment khdch (bdt dt nhanh, pin dt luén con)

Ngueoi triee hotline (Tw van tot, khdng bé sot thong tin khdch)

ADD khdch vao group 2017 dé nhdn théng tin (Qud duw, qud
thiéu)

KE HOACH SX

Luén co bang ké hoach san xuat dung gio va chudn

KIEM TRA CHAT LUONG SP

Bé mat

Mau

Mui vi

KIEM TRA NHOM PONG HANG

Sdp tuyén

Thoi gian dé hang sau khi cot bit (khdng qua 30 phiit)

Xudt diing date

Kiém chat heong

B6 dd (c6 quén bo da, bo dii dd ko)

Cdch qudn bang keo (Qudn qud mirc can thiét, ¢é ding quy
cach)

Ban giao cho tai xé (Quén kién hang di 2 lan)

Giao dung gio cho khach hang

Thoi gian xong don Binh Duong

Thoi gian xong don Sai Gon

Vé sinh xe cho hang

Don kho lanh (xu ly date)

Tudn thii tat ca cdc quy dinh

KIEM TRA NHOM NVL, KHO

Thé kho (day di, diing quy cdch)

Moi mot, chat luvong

NVL sdp xép ding vi tri kho bdi

Lay NVL, cdn, dém diing s6 lwong, ding vi tri can ldy, ko lay
bira bai

KIEM TRA SX

Rira dau

Xay dau

D6 phu gia

Chiét rét




Vé sinh cd nhdn khi tham gia vao qud trinh san xudt(deo khau
trang, mi, bao tay)

Nha xuong

Thiét bi

Kho lanh

KIEM TRA VIEC VE SINH 58

Nén, san sach sé, kho rao, khong co rac

Thung rac sach sé va dat o vi tri thich hop

Tuong, cira s6, tran, dén, géc hanh lang(C6 sach sé va dwoc giiv
gin tot khéng?, ¢6 mang nhén, bui, an toan va dwoc bo tri hop 1y,
con sir dung tot hay khong? Hanh lang c6 dé vit nao khéng can
thiét ko?)

Crra so

Khu vuee bép (Gon gang, sach sé)

Kho lanh (Gon gang, sach sé)

Khu dong goi (Gon Gang, sach sé, dung quy cach)

Khu viee van phong (Tai liéu t6 chire leu triv ¢6 khoa hoc, gon
gdng, ngan ndp, sach sé)

Nha vé sinh (sach sé)

Khu vé hép (Sach sé, sdp xép diing quy cdch)

Khu phoi - In date

Khu NVL

Khu xay vat
- Vé sinh nén nha moi tuan truoc va sau khi lam, co cha nén
- Cuoi tuan tong VS phun Clo, suc rita bon chua

Khu chiét rot (may méce dwoc vé sinh hang tuan, théo vé sinh
toan bé ting dc vit, may nén khi xa bau hoi chii nhdt hang tuan)

Kho lanh (lau san moi ngay, cuoi tuan tong vé sinh, phun clo cac
goc)

May lanh (Vé sinh mang loc hang tuan)

Tai noi lam viéc khong co cac vat dung dw thira

Noi lam viéc dwoc to chirc sap xép gon gang

May trang thiét bi dwege bdo tri tot

Khong co rac trong ké tu, ngan ban, mang nhén

TAC PHONG LAM VIEC

Moi nguwoi mdc diing dong phuc, bang tén, mil, gang tay va gidy
bdo ho

Moi nguoi chao héi nhau dé xdy dung moi quan hé tét hon

Moi nguoi luon tudan thu gio lam viéc, khong lam viéc riéng trong
oio lam viéc

Moi nguoi duy tri cuoc hop hang tuan, béo cdo ké hoach va lich

lam viéc dung theo quy dinh




KIEM TRA VIEC KE TOAN

Kiém tra viéc thu chi

Kiém tra viéc nhom kiot

Kiém tra nhom cong no

Noi lam viéc thong thoang nhiét do thich hop

Cdc mdy moc, thiét bi, mdy tinh dwoc gitk sach

Chép sé ddy di

C6 kiém tra doi chiéu dinh ki giita s6, Kiot va thé kho

Kiém tra sé ton (thoi gian no qud lau,thanh pham tai ban,
NVL,Kiém quy)

KIEM TRA VIEC BAO CAO

Ty giac bao cdo

Chuea kip phai cho ly do xin thoi gian

Biét diea théng tin va xin chi dao

Cdc form dwge dién day di

S6 hegng bdo cdo day di

S6 marketing

Nhat ky giao hang

Bado cdo nguyén vat lieu

Bdo cdo thanh pham

Bao cao ton kho

Bdo cdo phiéu kiém kho trén kiot

Bdo cdo nhan su tuan

Bdo cao lich trinh tai xé

Bao cao nguoi B sx

Bdo cdo nguoi B quan ly chung

Bado cao sx tuan

Bao cao thang

KIEM TRA VIEC MARKETING

Cham soc fanpage, zalo, luu trit hinh anh

Cham soc khach hang theo 3 nhom

KIEM TRA CAC VIEC PHAT SINH BDOT XUAT

Kiém tra nhan sw: sap t7, cn nghi buoi chiéu

Gidi quyét van dé phat sinh

Gap khach hang, di sy kién, giam sat su kién

Kiém tra chat lwong sp méi

NHAN SU CHUNG

Nang lyc chuyén mon

KV nang mém




Co lam check list

Co lén ké hoach lam viéc

Phan thw tw wu tién

Lam 1 lan cho 1 viée, khéng quay di quay lai

Kiém tra 2 lan, doi chiéu

Truyén dat, xdc nhdn nguoi nghe hiéu ding

Xdc nhan noi dung voi quan ly

Khong lam viéc nguoi khac khi chwa xong viéc minh

Tra loi tin nhan

Lueu tin nhan xac nhdn, hinh dnh

File chung

Pao tao, hiéu quy dinh

Thai do lam viéc

Thai do

Dam nhan loi

Khong nhay buoc quy trinh

D6 16i viéc nhzeu do 16i lam chi tiét....

Khéng bdo cdo, héi t6i méi Iy do, chong ché, ldp liém
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