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MO TA CONG VIEC TRUONG PHONG TO CHUC HANH CHINH

Bo phén T6 chtrc hanh chinh

Chure danh Truong phong t6 chirc hanh chinh
Ma cong viéc TCHC-TP

Cén bd quan Iy truc tiép Giam dbc

Trach nhiém:

Tham muu cho BGP x4y dung c6 tinh chit chién lugc bd may t6 chice hoat dong cta cong ty.
Thiét lap xay dung quy ché luong cho timg don vi theo mo hinh san xuat.

Van dong, huéng dan CBCNV chip hanh nghiém tic cac quy dinh, ndi quy ctia cong ty dé ra.
Tham gia phd bién vin ban phép luat, xir Iy viéc vi pham ky luat trong cong ty.

Pam bao tuyét ddi vé an toan san xuét.

Béo quan tot tai san ctia cong ty va dam bao cudc séng 6n dinh cho CBCNV.

Tham gia xay dung, thuc hién cac Hé thong quan 1y trong toan cty (nhu ISO 9000, SA 8000)
T chic cho CBCNV hoc tap luat lao dong, luat cong doan, PCCC, V¢ sinh cong nghiép, an
toan lao dong ....

Xay dung d& an tuyén dung lao dong theo yéu cau san xuét.

Tham muu cho BGD dang ky nhan hi€u cho cong ty.

T6 chirc 18 tan, tiép khach hang trong va ngoai nudc.

Xay dyung, luu trit hd so CBCNV trong toan cong ty.

Lam cau ndi xdy dung mdi doan két gitta CBCNV va nguoi sir dung lao dong va nguoi lao
dong.

Tiép nhén don khiéu kién, xu 1y nhitng CBCNYV vi pham theo luat lao dong

Xay dung mang ludi bao v¢, cong tac PCCC, an ninh trat tu trong moi truong hoat dong cua
cong ty.

Quyén han:

Giai quyét hodc khong giai quyét cac dé xuat cua cac ca nhan hay bo phan khac dua trén ndi
qui, qui dinh Cong ty va phap luat hién hanh.

Pugc quyén thira 1énh GD cong ty xir Iy nhitng CBCNV vi pham noi quy trong cong ty nhung
phai bao dam chap hanh ding luét lao dong.

Puoc quyén kiém tra chat van cic Truong phong va giam doc xi nghiép Dét — Nhuém — May
— théu néu phat sinh ra nhitng vin dé c6 lién quan dén su thiét hai cta cong ty.

Tham gia cung cac truong don vi xdy dung bd may bao gém cac chirc danh, luong, bién ché
nhéan sy dam bao tinh gon nhe hi¢u qua.

Puoc quyén ap dung mot sd bién phap tirc thoi nham dam bao loi ich cia cong ty va ngudi lao
dong.

Ky mot s6 gidy to hanh chanh dugc BGD cho phép.

Thtra uy nhiém cua BGD truyén dat nhirng chu truong, chi thi cua hoi déng thanh vién, nha
nuée @€ CBCNV am hiéu va thyc hién.
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- Phdi hop véi cong doan co so xdy dung cac phong trao vin thé my, phong trao thi dua ting
nang suat chat luong.

- Hang nam giup BGD c6 ké hoach tong két thi dua khen thuéng d6i vé6i cac don vi, ca nhan
trong cong ty.

- Yéu cau moi bo phan trong Cong ty bao cdo, thuyét minh, cung cip dir liéu chinh thirc dé
Phong hoan thanh nhi¢m vu do BGD giao.

- Ap dung céc bién phap tirc thoi dé dé phong va ngin chan ngay cac vu viée c6 thé giy ra hiu
quéa nghiém trong 1am thiét hai dén loi ich cia Cong ty hodc ctia ngudi lao dong.

- Xu ly cac sai pham cua CBCNV can ctt ndi qui Cong ty va phéap luat Nha nuoc.

- Ky, sao y mot sé gidy to hanh chanh dwoc Ban GB cho phép.

- Tam thoi dinh chi cong tic d6i véi CBCNV theo ty nhiém cua BGD khi thiy c6 d4u hiéu vi
pham ngiém trong ndi qui, qui dinh cua Cong ty nhu khong chdp hanh Lénh diéu dong, an
cap, gy roi trat ty, pham to1 hinh sy, sach dong, 161 kéo CBCNV lam diéu sai trai, gay thiét
hai vé nguoi va cua cho Cong ty v.v..

- Ky gidy t& cho CBCNV ra ngoai.

- Ky céc thong bao.

- Thura iy nhiém cua BGD truyén dat cac chi dao, chi thi dén cac bod phan, td chirc phéi hop
diéu khién cac bd phan thyc hién theo dung ndi dung chi dao, chi thi BGD.

- Lap K& hoach vé hanh chanh nhan sy va trinh Pho Téng Giam ddc ndi chinh duyét.

- DPao tao cho nhan vién trong phong cac chu truong cua BGD Cong ty.

- Thuc hién cac cong vi¢c khac do Giam ddc, Pho Giam ddc ndi chinh giao.

3. Baocao vauy quyen
- Bao cdo truc tiép cong viéc cho Pho Téng Giam dbc noi chinh.
- Khi ving mit thi uy quyén lai cho Pho Truong Phong thuc hién.

4. Tiéu chuan:

- Kién thurc: Tt nghiép Pai hoc.

- K§ nang: Vi tinh vin phong, Tiéng Anh thanh thao (trinh d6 C).

- Da qua mot s6 khoa hoc vé quan tri nhan sy, quan tri hanh chdnh van phong.

- Phéam chét dao duc trung thuc, diing cam, nhiét tinh cong tac, sang tao trong cong viéc.
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