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MO TA CONG VIEC TRUONG KENH BAN LE

B¢ phan Phong ban hang

Churc danh Trudng kénh ban 1¢

Ma cong viéc BH-TKBL

Cén bd quan 1y truc tiép Trudng phong ban hang

Trach nhiém:

1.1. Doanh thu ban hang:

Chiu trach nhiém muc ti€u doanh thu dugc giao.

Lap ké hoach thuc hién theo chi tiéu doanh thu.

Trién khai ké hoach cho nhéan vién truc thudc.

Kiém tra gidm sat tinh hinh thuc hién ké hoach doanh thu, bdo cdo cho Truéng phong ban
hang tinh hinh thuc hién.

1.2. Quan 1y nhan su:

Klem tra, giam sat: Theo doi tinh hinh hoat dong cua cac ctra hang tryc thude. Kiém tra dot
xuat vé gid gidc, noi quy — quy dinh, hang hoa tai cira hang. Kiém tra gio gidc 1am viéc cia
cac ctra hang 2 lan/ tuan. Kiém tra lai cdc thong tin va bao cdo clia cac cira hang truong. Kiém
tra va giam sat vé tic phong va tinh than lam viéc cua doi ngii ban hang.

Phan bd cac myc tidu va theo doi cac quy trinh trién khai cac muyc tiéu cila cac giam sat.

Panh gia — khen thuong: chim diém tac phong va hoat dong, dé nghi thuéng — phat nhan su
clia ctra hang. Tong két cong, thuong trach nhiém va danh gia tinh hinh nhan sy vao mdi
thang.

Tuyén dung va huin luyén dao tao cac giam sat.

Hop giam sat 2 1an/ tudn.

1.3. Quan ly hang hoa:

Quan ly dugc doanh thu va cac mé hang ban dugc hang ngay( cap nhat 3 1an/ tuan).

Nam sd ton ting cira hang, timg ma hang, cap nhat thong tin cac ma ban manh va mi ban
cham.

Tim hiéu nguyén nhan khi ¢6 nhimg doanh thu tang, giam dot bién.

Quan 1y dugc s6 lugng hang xuat tra: nam duoc sd lugng hang Xuat trd cla tung ctra hang, so
luong hang sai hong khong thé tai ché. C6 cac bién phap han ché vé hang do — hang hu va mat
phu liéu, 1én lich kiém tra va xir ly vé héng tra ¢ cira hang.

Theo ddi vé cac thong tin san pham moi: from san pham kleu dang, mau sic, kiéu dang......
Nim dugc bao cdo ban hang trong tuan, thang. Nam duogc toc do ban hang. Nam duoc s ton
ciia mi ma (de klem tra sy diéu ph01 cua cac cira hang trudng).

Chét duoc s tong ton cta kho dé ddi chiéu véi sb ton bao & cira hang.

1.4. Quan ly vat dung va thiét 1ap mdi quan hé tai cira hang:
Nam va quan 1y duoc tit ca cac tai san ¢ tai cira hang theo bién ban ban giao khi nhan viéc.
Nim duoc cach thic trung bay tai cac cira hang.
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- Co6 nhiing sang kién mai trong viéc thay ddi hodc ho trg thém céac cong cy, dung cu trung bay
hang hoa tai cua hang.

1.5. Nghién ctru thi truong, khach hang:

- Niam bat dugc thong tin vé cac nha cung cép lan can €6 mat tai khu vyc gan cira hang.

- Nim bat dugc cac hinh thirc khuyén mai dang tién hang tai cac cira hang va két qua cua
chuong trinh.

- Tim hiéu duoc nhu cu cta khach hang tai ctra hang.

- Cap nhat dugc y kién khach hang, do tudi, gidi tinh, thoi quen mua sam, ti 16 mua hang tai cura
hang so v4i hang cong ty...) , thai d6 khach hang dbi véi san pham ciia cong ty.

1.6. Cac cong viéc khac:

- Tham gia céc chuwong trinh khuyén mai ctia cong ty.

- Thamgia trong viéc trang tri, thiét ké stra van phong, shop cong ty.

- Tham gia tuyén dung nhan vién ban hang.

- Thiét lap céc hinh thirc khuyén mai nham ting doanh thu tai hé thong cira hang.

- Lap bang thi dua, xét khen thudng nhan vién.

- Lén chuong trinh, ké hoach ddo tao huin luyén moi phu hop véi dic diém cong tac tai cira
hang dé nang cao nghiép cho nhéan vién ban hang.

2. Quyén han:

- Dé xuit tuyén dung, ky luat, khen thuong, nang luong, diéu dong, cip phép nhan vién ban
hang, cura hang trudng.

- Pé xuit phén chi tiéu doanh thu cho céc ctra hang.

3. Céc ché d¢ béo céo:

- Béo cdo hang hod: thyc hién hang tuan véi cac ndi dung: sd lugng hang béan ra, doanh thu, s6
luong ton. (hang tuan)

- Bao céo cac thong tin vé san pham: thong tin san phdm mdi hang tuan.

- Béo cdo vé s6 luong hang xuat tra va sd lugng hang khong thé tai ché. (hang tuan)

- Bao céo vé viéc tang giam doanh thu dot bién tai cac cira hang. (hang tuan)

- Béo cao vé lugng khach: théng ké luong khach xem, thir, mua hang. (hang tuan)

- Béocao Vé tinh hinh tang, giam va hang hoa cua cac d6i thi khac tai cira hang. (hang tuan)

- Béo cdo vé tinh hinh nhan sy tai hé thong ctra hang. (hang tuan)

- Lap bao cio vao mdi cudi thang vé cac van dé vé: nhan su (ngay cong, muc thuong.. ) tinh
hinh kinh doanh (doanh thu, hang xudt ban...), tai san... cac van dé co lién quan khac... va
ndp vé phong nhan sy vao ngay 05 hang thang.

4. Tiéu chuan cong viéc:

- Tbt nghiép dai hoc quan trj kinh doanh / marketing

- DPa qua cong tac thuc tién quan Iy b phan kinh doanh trong 4 nam tr¢ 1én, co it nhét 1 ndm
kinh nghi¢m & vi tri tvong duong.

- Poc hiéu va giao tiép thong thudng bang tiéng Anh.

- Str dung thanh thao vi tinh.
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