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BANG MO TA CONG VIEC
Tp. Thu buc, Ngay  thang nam 2025
Nguoi thiét lap Nguoi kiém soat Nguoi phé duyét
(Ky tén) (Ky tén) (Ky tén)

Ho tén: | 1o s Hotén:........oovviiiiiin,
Chtre vu: Chire VUi, Chirc VUi,
Noay: NgaAY: .o, NEAY: e

Chirc danh cong viéc: Sales admin
Phong ban: Kinh doanh

Ma cong vigc:

Dia diém lam viéc: S6 58/6 Puong V6 Vian Hat , Kp. Phude Hiép, P. Long Truong, Tp, Tha Puc, Tp. HCM

Quan 1y truc tiép/ Bao cdo cho: Sales Manager

I. MUC PiCH CONG VIEC:

dong kinh doanh

- Phu trach céac hoat dong, tha tuc hanh chinh, cham s6c khach hang, bao hanh,... cua phong kinh doanh
- Lam viéc voi Hang, Nha cung cap, don vi Logistics dé dat mua hang, may mdc, thi€t bi phuc vu hoat

Il. Céc cong viéc khac theo phan cong ctiia Truong b phan.

I11. SO PO TO CHUC:

Tong Giam Boc /CEO

Sales Director/ Vice Director of
Sales /Sales Manager

Sales admin
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IV.NHIEM VU:

SMART
SOLUTIONS

STT

TRACH NHIEM VA NHIEM VU

KET QUA PAT PUGQC

Phu trach cac tha tuc hanh chinh kinh doanh: Bao

- Pam bao tinh chinh xac va dang tién do, quy

1 | gia, Hop dong, Ching tir ban giao & nghiém thu, ... R
A 1 s e . trinh
Thu thap dung du va luu trlr chinh xac
HO trg sales review hgp dong,chuan bi ching tir (HD,
BG,NT, BH...) book van chuyén (grab, viettel post, | 5y a0 inh chinh xéc va ding tién dé, quy
2 |lalamove, SM...) giao hang khi c6 don hang/hop tAinh
dong, Book vé may bay, tau, xe, khach san/nha nghi
...khi sales thiét bi, team AE di cong tac
L? m vige truc ticp yOl hang (pha cung ST - Pam bao tinh chinh x4c va dung tién do, hiéu
3 | vandé: Credit, Promotion, Price, Register (end user ud
information) 4
- Pt mua hang ctia cac hing may moc, thiét bi,
4 nguyén vat li€u (lay forecast, 1én PO...) - Bam bdo tinh chinh xé4c va dang tién do, quy
- Nhap so serial number cua may moc, thiét bi khi trinh
ban ra 1én h¢ thong trang quan 1y so seri
5 Phu trach cac account khach hang than thiét va mot | - Pam bao tinh chinh xac va dung tién do, quy
s0 don ban hang cua giam doc giao. trinh
Lam vi¢c véi cac don vi logistic theo doi tién trinh ) . LR L A L e s
n A 1N . . , < 3A . - Pam bao ho tro cac cong viéc dung tien do va
6 |nhan/lay hang, kiém tra cac chung tur dé€ khai in |
X 1A 1 f e hiéu qua
xuat/nhap hang héa voi HQ
Cung b0 phan kho nhan hang, check hang khi 6 BH | g, ps ) 1101 chinh xéc va ding tién 46, quy
7 | mua/tang/doi tra tir quoc te, double check qua trinh N
I trinh
xuat/nhap kho
L? m viee vol hangw khl, ¢o May moe b?.o i, ba}o - Pam bao tinh chinh x4c va dung tién do, quy
8 | hanh, stra chita quan 1y van chuyén véi don vi tAinh
logistic viéc mdy moéc/thiét bi giao di -nhan vé
9 Péu thau: hd trg Sales chuan bi bo hd so du thau, - Bam bdo tinh chinh x4c va ding tién do, quy
kiém soat nguon hang hoa dau vao trinh
H) trg team AE trong céac support ticket (check phu
10 kién, gia, con hang/hét hang, giri hang, nhan hang - Bam bao tinh chinh xé4c va dung tién do, quy

v61 hang/ khach hang), cac nghién ciru maéi (ddt mua
resin, phu kién... vdi cac NCC/hang moi)

trinh
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V. MOI QUAN HE CONG VIEC:

SMART
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Bén trong Cong ty

Bén ngoai Cong ty

To6n trong cap trén, san sang tiép nhan y kién trén tinh than
xay dung, hop tac.

Khong tiét 1§ thong tin séan xudt kinh doanh
cua cong ty doi vdi bat ky khach hang nao, ké
ca ngudi than hay ban be

HJ tro va giup d& dong nghiép khi duoc yéu cau cua t6
nhom.

Khong tiét 16 nhitng thong tin, s6 liéu, san
pham, tinh hinh tai chinh cua cong ty

Hoa dong & hop tac vui vé cung cac dong nghiép, cac
phong ban.

San sang lam cac nhiém vu khac khi dugc cap trén dé xuat.

Khong ty ¥ trao déi cac thong tin don hang
v61 khach hang (tat ca phai thong qua cap
quéan ly)

Lang nghe, chia sé,...

Phai c6 thai do 1am viéc nghi€ém tic vdi khach
hang, gilt virng quan di€ém dé tranh thiét hai
dén Cong ty

VI.QUYEN HAN:

Pé xuat

Ra quyét dinh

D¢ xuat cac trang thiét bi dé ho tro cho cong viéc, dé xuat
nguodn nhan lyc trg gitp néu thay qua tai.

Puoc ra quyét dinh sau khi tham khao ¥ kién tir
Truong bo phan.

Dé xuat cac y tudng va sang kién trong qud trinh van hanh,
thuc hién cong viéc dé tiet ki€m thoi gian & hi¢u qua hon.

Phai tham khao v61 Quan ly truc tiép & TGD
dé ra quyét dinh.

Dé xuét thay doi néu thdy cong viéc khong phi hop, khong
ding chuyén mon.

Tham khao Quan Iy truc tiép dé ra quyét dinh
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VII. TIEU CHUAN VI TRi
1 | Gisi tinh / D6 tudi - (_zr}ol tinh: Uu tién (N&); Tudi: Tur 25— 40
tuo1
’ - Cao Pang. PH, sau PH (chuyén nganh:
2 | Trinh d¢ hoc van / chuyén mon Quan tri kinh doanh, Kinh té, Tai chinh ké
toan, Luat, Ngoai nglr, Quan tri nhan lyc,...
_ _ - Tiéng Anh: Tuong duong Toeic 550
3 | Trinh d¢ ngoai ngit / tin hoc :
- Thanh thao tin hoc van phong
- K§ ning giao tiép, dam phan
- K§ ning x1r 1y tinh hudng linh hoat, nhay
4 | Nang lyc/ky nang bén.
- Thanh thao tin hoc van phong (Word, Excel,
PowerPoint).
5 | S5 nam kinh nghiém lam viée - C6 it nhat 2 nam kinh nghi¢m & vi tri tuong
duong.
6 | Thai do/ t6 chit - Céan than, f\:hmh‘i(ac tung chi ti€t trong ting
hang muc cong viéc.
7 | Ngoai hinh, stuc khoe - Khong yéu cau
8 |Diéu kién khac - Khong yéu cau
- Ung vién c6 kinh nghiém lam viéc cac nganh
9 |Uutién tuong thich voi Cong ty.
- Gan cong ty.
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