MO TA CONG VIEC NHAN VIEN KINH DOANH

B6 phan

Phong ban hang/bd phan kinh doanh

Chuc danh

Nhan vién kinh doanh

Ma cong viéc

BH-KD-NVKD

Cén bd quan 1y truc tiép

Truong nhom kinh doanh

. Nhiém vu:
Duy tri nhimg quan h¢ kinh doanh hién c6, nhén don dat hang; thiét 1ap nhimg nhimg mdi
quan hé kinh doanh méi bang viéc lap ké hoach va to chtc lich cong tac hang ngay dbi voi
nhitng quan hé kinh doanh hién c6 hay nhiing quan hé kinh doanh tiém nang khac.
Lap ké hoach cong tac tuan, thang trinh Truéng kénh ban hang duyét. Thuc hién theo ké
hoach dugc duyét.
Hiéu 5 va thudc tinh ning, bao bi, gi, wu nhuoc diém cua san pham, san pham tuong tu,
san pham cua dbi thu canh tranh.
Nim dugc quy trinh tiép xtic khach hang, quy trinh xtr Iy khiéu nai thong tin, quy trinh
nhan va giai quyét thong tin khach hang, ghi nhan day du theo cc biéu mau ciia cac quy
trinh nay.
Tiép xtic khach hang va ghi nhan toan bd cac thong tin ciia khach hang trong bao cio tiép
xuc khach hang. Bao c4o ndi dung tiép xuc khach hang trong ngay cho Trudng nhom kinh
doanh.
Lén dy thao hop dong sau khi khach hang di dong ¥ co ban, chuyén cho Trudng nhom ban
hang xin y kién vé cac diéu khoan hop dong. Lap thu tuc ky két hop dong, luu ban copy
hop déng, chuyén ban chinh cho Truéng nhom giit, mot ban chinh cho phong ké toan gitr.
Truc tiép thuc hién, ddc thuc thyc hién hop dong, bao gdm cac thii tuc giao hang, xuat hoa
don, cting khach hang kiém tra chét luong san pham giao.
Nhan va xtr Iy cac khiéu nai ctia khach hang vé chat lugng san pham, thoi gian giao
hang...
Theo d6i qué trinh thanh 1y hop dong, hd tro phong ké toan ddc thic cong ng, chi xong
trach nhiém khi khach hang da thanh toan xong.
Giao dich, tim hiéu nhu cau cta khach hang. Tim kiém khach hang tiém ning.
Cap nhat kién thirc cong viée qua viée, doc cac sach bao vé kinh doanh va tiép thi; duy tri
cac moi quan hé khach hang.
Phat trién viéc kinh doanh & dia ban duoc giao pho.
Chéam s6c khach hang va ban hang theo lich trinh da dinh.
Quyén han: B¢ xuit phwong an thyc hién hop dong v6i khach hang, dé xuat cac phuong an
tiép can khach hang hiéu qua.

. Béo cdo uy quyén: Bao cdo cong viéc truc ti€p Trudng kénh ban hang.
Tiéu chuan cong viéc:

Trinh d6 Cao dang tré 1én chuyén nganh Quan tri kinh doanh, Kinh té thwong mai,
Marketting.



Str dung thanh thao vi tinh van phong, cac phén mém lién quan dén cong viéc, lam viéc doc
1ap.

Nhiét tiph, nang dong, doc lap, nhay bén.

Thic day kinh doanh, ky nang giao ti€p.

Kinh nghiém kinh doanh it nhat 1 nam tr¢ 1én.
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