CONG TY TNHH LAHAYE

Address: G.2A, tang G, thap T4, S6 01, Puong S6 104-BTT, Khu Phé 3, Phuong
Binh Trung Téy, Thanh phé Thu Pwrc, Thanh phé HS Chi Minh, Viét Nam

Mail: hr@lahayevietnam.com

Phone: 0329596873

BANG MO TA CONG VIEC

I/ THONG TIN CONG VIEC
Vi tri tuyén dung: KE TOAN KHO

Mirc lwong: 8.000.000 — 10.000.000 dong/thang (Gross)

Yéu cau kinh nghiém: 1 nim

Thoi gian lam viéc:
e Thu 2 — Thir 6: 9h00 — 18h00
o Thu7 : 9h00 — 13h00

bia chi lam viéc:

e [am viéc linh dong tai cac chi nhanh nha hang La Haye (Quén 2, Binh Thanh)

II/ MUC PiCH CONG VIEC
Quan ly kho hang ctia cong ty va cac chi nhanh nha hang./.
III/ NHIEM VU CU THE
Stt Nhiém vu Dién gidi cong viéc

Thue hién thi tuc xuit

nhap hang -

Kiém tra cac chung tir yéu ciu nhap/xuit hang theo ding quy

dinh.

Nhéan cac chung tr giao hang, yéu cau xuat hang, luu va

chuyén cho b phan mua hang hoic ké toan theo quy dinh.
Theo doi qua trinh nhap hang.
Nhép gia hang diéu chuyén giita cac chi nhanh.

Kiém tra hang héa dé dam bao hang hoa dung quy cach, sd

lwong, nhian mac day du

Theo d6i hang hoa

xuat nhip ton

Luu phiéu nhap kho, phiéu xuat kho.

Truc tiép nhép phiéu xuat nhap kho vao phin mém (day du,
va chinh xac). Truong hop co sai sot, phai diéu chinh lai kip
thoi

Theo ddi s6 lugng xuat nhap ton hang ngay va dbi chiéu véi

dinh muc ton kho tdi thiéu.
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t6i thiéu

Stt Nhiém vu Dién giai cong viéc
Pam bao tit ca cac loai hang hoa phai c6 dinh mirc t6n kho tbi
thiéu (ddng phuc bép, ...).
Theo doi hang ton kho ., . s D s
3 Néu so lugng hang hoa xuat/nhap bién dong, phai dé xuat GD

thay d6i dinh mtrc ton kho t6i thiéu cho phu hop.

Theo dbi s6 lwong t6n kho tdi thiéu hang.

Sip xép, kiém ké hang

Truc tiép sap xép cac loai hang hoa trong kho tranh bi uét, d6

hang hoa trong kho

4 Vo, ...
hoa trong kho i
Dinh ky hang thang kiém tra kho hang tai cac chi nhanh.
5 Pam bao tiéu chuin V6i loai hang c6 HSD ngén thi phai quan 1y theo nguyén tic

nhap trude xuat trude. FIFO.

Tuén thi quy dinh vé
6 [ PCCC va an toan

trong kho

Tuyét d6i dam bao quy tic PCCC trong kho.

IV/ YEU CAU

- Pai hoc tr¢ 1én chuyén nganh Kinh té hodc cac chuyén nganh c6 lién quan

- Tbi thiéu 1 ndm kinh nghiém & vi tri Tht kho, Admin (uu tién ting 1am trong linh vuc F&B)

- C6 sirc khoe, biét sir dung may tinh (kha excel)

- C6 kha ning sip xép va quan 1y kho hop 1y

*Ung tuyén qua email: hr@lahaye.vn




