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BANG MO TA CONG VIEC
Tp. Thu Dirc, 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

Phong ban: Kinh doanh

Chtrc danh cong vi¢c: Thyc tap sinh kinh doanh

Ma cong vigc:

bia di€m lam viéc:

58/6 Vo Van Hat, KP. Hi¢p Phudc, P. Long Truong, TP. Thu Buc

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

I. MUC PiCH CONG VIEC:

- Hoc tap vé toan bd quy trinh ban hang bai ban, chuyén nghiép
- H tro phong kinh doanh trong viéc tim kiém khach hang

- Ho tro viée cap nhat dit liéu khach hang

- H tro soan thao bao gia, hop dong, theo ddi tién do don hang va giao hang

- Hd tro chuén bi ndi dung, tai liéu cho cac su ki¢n ban hang, hoi chg, workshop

Il. Céc cong viéc khac theo phan cong ciia Trudng bd phan.

I11. SO PO TO CHUC:

Téng Giam Boc /CEO

Sales Manager

Thuc tap sinh kinh doanh
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IV.NHIEM VU:
STT TRACH NHIEM VA NHIEM VU KET QUA DAT BPUQC
HO trg doi ngii kinh doanh trong mang B2B, chu y€u | Pam béo tudn thi quy dinh cong ty va thic
1 |lakhach hang doanh nghiép thudc cac nganh: san hién dudi su huéne din cia cAp quan 19
xuat co khi, khuén mau, y té, 6 t6, hang tiéu dung... : : & Pq Y
2 Tim kiém, cap nhat va quan Iy di liéu khach hang - Bam bao tuén thu quy dinh cong ty va thuc
doanh nghi¢p (st dung CRM va Excel). hién dudi sy hudng dan cua cap quan ly
3 HO trg tié'p‘ca_in khach hang qua email, dién thoai, - Bam bao tuan thu quy dinh cong ty va thyc
hodc cac nén tang thuwong mai dién tur B2B. hién dudi sy huéng dan cia cap quan Iy
4 Tham gia hd tro soan thao bao gia, hop dong, theo - Bam bao tuén thu quy dinh cong ty va thyc
doi tien do don hang va giao hang. hién dudi su huéng dan cia cap quan ly
HQ,C cac‘h #ink By glaiphap cong nglvle 3DV cho ~. | - Dam bao tuan thu quy dinh cong ty va thyuc
5 | khach hang doanh nghiép theo kich ban hodc qua hoi
\ . hién dudi sy huéng dan cua cap quan ly
thdo/webinar.
6 Tham gia chuén bj ndi dung, tai li€u cho céac sy kién |- Pam bdo tuan thu quy dinh qéng ty va thuc
ban hang, hdi chg, workshop. hién dudi sy hudng dan cta cap quan ly
7 H) tro cac cong viéc hanh chinh lién quan dén hoat |- Pam béao tudn tha quy dinh cong ty va thuc
dong kinh doanh. hién dudi sy huéng dan cia cap quan 1y

V. MOI QUAN HE CONG VIEC:

Bén trong Céng ty

Bén ngoai Céng ty

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

Khong tiét 16 thong tin san xuat kinh doanh
cua cong ty doi véi bat ky khach hang nao, ké
cd nguoi than hay ban be.

HO tro va gitip d& dong nghiép khi dugc yéu cau cia to
nhom.

Khong tiét 10 nhirng thong tin, s6 liéu, san
pham, tinh hinh tai chinh ctia cong ty.

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

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

Khong ty y trao doi cac thong tin don hang
v6i khach hang (tat ca phai thong qua cip

quan 1y).
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Ling nghe, chia sé,...

Phai c6 thai 6 lam viéc nghiém tuc vdi khach
hang, gilr virng quan diém dé tranh thiét hai
den Cong ty.

VI.QUYEN HAN:

Dé xuat

Ra quyét dinh

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

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

Dé xuét cac y tuong va sang kién trong qua trinh van hanh,
thuc hién cong viéc dé tiet ki€ém thoi gian & hiéu qua hon.

Phai tham khéo v6i Quan Iy truc tiép & TGD
deé ra quyét dinh.

Dé xuat thay d6i néu thay cong viéc khong phu hop, khong
ding chuyén mon.

Tham khao Quan Iy truc tiép dé ra quyét dinh

VIl. TIEU CHUAN VI TRi

1 | Gi6i tinh / Do tudi

- Gi6i tinh: NanyNit (Uu tién nit);  Tudi: T
21 — 25t

2 | Trinh d6 hoc vén / chuyén mén

- Sinh vién ndm 3 hodc nim cudi cac nganh
Kinh doanh, Quan tri, K¥ thuat — Cong nghg,
Co khi, hoac cac nganh lién quan.

3 | Trinh d§ ngoai ngtr / tin hoc

- Thanh thao tin hoc van phong, wu tién biét
Google Workspace.

4 | Nang lyc/ky nang

- Giao tiép tot, c6 kha ning hoc hoi nhanh va
trinh bay logic.

- Yéu thich méi trudong kinh doanh B2B, dac
biét 1a linh vyc cong nghé va san xuat.
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S6 nam kinh nghiém lam viéc - Khong yéu cau
Thai d6/ to chat - Lanh loi, hoat bat, manh mé& nang dong
Ngoai hinh, strc khoe - Ngoai hinh wa nhin

- Uu tién tng vién c¢6 dinh hudng theo dudi
nganh kinh doanh k¥ thuat sau khi t5t nghiép.
- C6 laptop c4 nhén, va co thé di thuc tap it
nhat 3 budi/tuan.

Diéu kién khac

Ul tién - Gén cong ty.
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