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MO TA CONG VIEC KE TOAN XDCB VA TSCD

I/ Thong tin chung:

Vi tri Thoi gian lam viéc

B6 phan

Quan Iy truc tiép

I1/ Muc dich cong viéc

I1I/ Nhiém vu cu thé:

1. Nhén va cép nhat chimg tir vé TSCD, kiém tra xac nhan TSCP khi nhép.
2. Lap bién ban ban giao va ban giao tai san cho don vi (bd phéan) cong ty.
3. Léap va giao bién ban ban giao trach nhi¢m s dung tai san.

4. Tap hop chi phi XDCB, chi phi stta TSCD, chi phi stra chita nha xudng, 1ap quyét toan
XDCB, chi phi stra chita hoan thanh.

5. Cép nhat tang giam TSCD, 1ap danh sach ting gidmTSCD ting thang, nam.

6. Xac (jjnh’ thoi giap khau hao TSCD (theo khung uni dinh nha nudc), tinh khau hao TSCD,
chuyén so liéu khau hao thang cho tirng bd phan dé hach toan.

7. Lap bién ban thanh ly TSCD.

8. Lap thé TSCP, s6 TSCP, Ho so TSCP.

9. Lap danh muc ho so, tai liéu tai san, sdp xép va luu ho so TSCP.

10. Kiém ké TSCPD 6 thang hodc cudi nam.

11. Cung cap s6 liéu va tai lidu lién quan vé TSCD khi c6 yéu cau ctia phong ké toan.
IV/ Tiéu chudin:

1. Trinh do: t6t nghiép trung cap trg 1én.
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2. Hiéu bict vé nghiép vu ke toan, ché do ke toan.

3. Biét hoc hoi va thu thap kién thirc vé may moc thiét bi dang sir dung tai cong ty.

4. Hiéu biét vé nghiép vu ké toan TSCD.
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