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Trong qua trinh thuc tap tai cong ty..... em da thuc hién cac ndi1 dung cong viéc

cu thé sau:

STT Thoi gian Noi dung Panh gia/ xac nhan Ghi chu

1 07/11/2017 — Pén lién hé thyc tap tai Biét ling nghe, tiép Kha la 1m, b& ngd
cong ty. thu kha v6i1 moi truong moi
— Lam quen voi cac anh chi
va trao doi nhitng viéc can
lam trong qua trinh thuc tép
2 09/11/2017 —Doc va tim hiéu lich st Giao tiép tot, kha
hinh thanh va qua trinh phat nang tim kiém tot,
trién cong ty. biét hoi nhirng gi
Tim kiém céc thong tin khac minh chua biét dé co
viét bai bao cao nhicu thong tin
3 11/11/2017 — Tham khao tim hiéu so db Giao tiép tot, chim
bd may to chuc cua cong ty chi tim toi.
4 14/11/2017 Trao d6i véi cac anh chi trong Rén luyén kha nang Anh chij phong ké

phong ké toan vé noi dung
cong viéc cua ho va lang
nghe y kién tir ho.

toan rat than thién,
tao dicu kién dé

lam viéc nhom, hd
tro nhau trong cong
viéc
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6
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11

16/11/2017

18/11/2017

22/11/3016

24/11/2017

25/11/2017

28/11/2017

30/11/2017

Tim hiéu bo may ké toan tai
cong ty

— Churc nang, nhiém vu cua
phong ké toan.

— M0 ta cong viéc tung nguoi
trong phong ké toan.

Tim hiéu co ciu to chitc bd
may ké toan va chuic ning
nhiém vu cua ké toan, chinh
sach ké toan, cac phuong
phap ké toan doanh nghiép ap
dung, hinh thirc s6 ké toan tai
cong ty

Xem diéu 1& doanh nghiép,
danh muyc san pham, gia ban.

Bén hang qua dién thoai,
nghe dién thoai tiép nhan don
dat hang cua khach hang

Viét hoa don gia tri gia ting
cho khach hang

— Béan hang qua dién thoai,
nghe dién thoai tiép nhan don
dat hang cia khach hang

Viét hoa don gia tri gia ting
cho khach hang

Ban hang qua dién thoai,
nghe dién thoai tiép nhan don
dat hang cua khach hang

Viét hoa don gia tri gia ting
cho khach hang

Tinh gi4 chiét khau cho
khach hang mua s0 lugng

Chiu kho nghe nhin,
Giao tiép tot, kha
nang tim kiém tot,
biét hoi nhitng gi
minh chua biét dé c6
nhiéu thong tin

Tiép tuc cb gang nhu
moi ngay

Tiép tuc cb gang nhu
moi ngay

Biét tra d6i véi
khéch hang qua dién
thoai, chao héi
khach hang va tam
biét ho

Ciing cb vé thuc
hanh viét hoa don

Kha ning giao tiép
qua dién thoai dugc
cai thién hon

Giao tiép linh hoat
v6i khach hang qua
dién thoai, viét hoa
don nhanh nhen

Ham hoc hoi, biét
tinh chiet khau cho
khach hang than

nhanh chéng quen
viéc

Nhiéu luc rat bap be,
nguong ngung khi
ndi chuyén voi ngudi
la

Ty tin hon nhitng
ngay trudc rat nhieu
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16
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31/11/2017

01/12/2017

04/12/2017

06/12/2017

08/12/2017

12/12/2017

14/12/2017

15/12/2017

16n, tap lam phiéu chi, thu,
xuat kho..

— Phu céc anh chj viét hoa
don VAT cho khach hang,
nghe dién thoai khach hang
va bao gia

Kiém tra mail dé cap nhat

nhing thong tin, thic mac

ctia khach hang giri dén va
phan hoi cho khach

Trao d6i v6i nhan vién phong
ké toan dé tim hiéu tai khoan
sir dung va cach thirc ghi so
ctia tai khoan tién giri ngan
hang

H5 trg tha quy thu chi, kiém
deém tién mat trong quy

— Viét héa don GTGT, Phy
cac anh chi phong ké toan
nhur sip xép gidy to ngan nap,
photocopy gidy to

— Bdo gid cho khach hang,
tinh gia chiet khau cho khach
hang

— Tim hiéu phan mém ké toan
SMART. Viét phiéu thu, hoa
don, phiéu xuit kho cho
khach hang

Quan sat, tim hiéu quy trinh
Iwu chuyén chimg tir.

Nhap liéu vao phan mém may
tinh cta ké toan

thiét va khach hang
tra lién

Kha ning viét gidy
to' nhu hoa don,
phiéu chi, xuat kho
tré nén thanh thao

Biét kiém tra va loc

email, tra 101 yéu cau

ctua khach hang qua
email

Nam 0 tai khoan st
dung va cach thuc
ghi s0

D3 biét st dung
bang may dém tién

Cong viéc da thanh
thao

Nam vitng vé gia ca
cac loai san pham

ba biét co ban ve
phan mém Smart

Cung cb k¥ nang sir
dung phan mém ke
toan

Chit xau nén nhiéu
khi bi nhac nhé viét
hoéa don cham lai

B& ngd voi nhitng
cong cu lan dau tién
tiép xuc

Mot ngay tuyét voi
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21

22

23

24

19/12/2017

21/12/2017

25/12/2017

28/12/2017

04/01/2017

Tim hiéu mét sb van dé chua
1d vé ké toan tién luong.
Puoc anh chi huéng dan cach
tinh luong cho nhan vién

Viét hoa don VAT cho khach
hang, phu viét photo giay to

Tiép khach, moi khach hang
dung nudc khi khach hang toi
cong ty thoa thuén buén ban

Nhap liéu vao phan mém ké
toan clia cong ty

Hoan thién dé an
G‘ép cobng ty xjn nhan xét
vé ndi dung do an

Biét v& cac hinh thirc
va tinh lvong cua
cong ty

Thanh thao cac viét
hoéa don cho khach
hang

D3 biét photo 2 mat

Tu tin tiép khach
hang

Thanh thao st dung
phan mém ke toan
Smart cia cong ty.

Tét ca ndi dung va
hinh thirc

Tuy tin vai tiép xtc
voi nguoi la

X4c nhan cua don vi thuc tap

(K, xdc nhdn va dong ddu)



