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Bringing You Satisfaction 4

NHAN VIEN HANH CHINH NHAN SU
(Chuyén C&B, Cham cong)

e Thyc hién chim cong — tinh lwrong hang thang CBNV (khéi Hanh chinh, Khach san/FnB).
e Giam sat, theo doi va bao cao tinh hinh tang ca ctia nhan vién.
e Thuyc hién cac thu tuc bao ting/giam BHXH hang thang.
e Tham gia xdy dung chinh sach lwong thwéng, phiic lgi va ché do dic thu cho cac du an.
e Tham gia truyén théng ndi b, phd bién chinh sach nhan sy dén NLD tai cac chi nhanh.
e Ra soat, cdp nhat chinh sach — quy dinh — quy trinh nhén su.
e HO tro tuyén dung khi c6 yéu cau.
e Thyc hién & theo ddi thanh todn chi phi dinh ky:vin phong pham, nuée udng, dich vu chuyén phat nhanh.
e Quan Iy cong vin di/dén, thw tir, chirng tir hanh chinh.
e HG{ trg to chic sinh nhat, 18 tét, team building, sw kién ndi bd.
e  Phdi hop giam sat tai sin, co' s& vat chit.
+ Yéu cu:
e  Tdi thiéu 02 nim kinh nghiém C&B.
e N, tir 25 tudi tro lén
e Hiéu biét vitng vé Luat Lao ddng, quy dinh & chinh sach tién lrong.
e Thanh thao tin hoc vin phong (Word, Excel, PowerPoint) va phén mém nhén su.
e Nhanh nhen - trung thuwe — cin trong.
+ Quyén loi:
e  Thu nhép: thoa thuan theo nang luc
e Thir viéc 2 thang — Ky HPLD, tham gia BHXH, BHYT day du.
e Ché d6 phép nim, sinh nhit, team building hiang nim.
e Thoi gian lam viée: Gio hanh chinh, nghi Thir 7 cach tuan.




- Du lich dinh ky theo ché do chung cua tap doan.



