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

Ho tén: Hotén:.....ooooii, Hotén:.ooovvvviie,
Chire vu: Chre- e Chlrc VUi oo
Ngay: NEAY: i NEgay: oo
Chirc danh cong viée: Tai xé Ma cong viéc:

Phong ban: Hanh chinh nhén su

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

Quén 1y tryc tiép/ Bao cao cho: Senior HR Executive

I. MUC PiCH CONG VIEC:

- Pam bao viéc chd nhan vién di cong tac va van chuyén hang hoa theo dung theo lich trinh ctia Cong
ty va quy dinh vé an toan giao thong
- Baéo vé tai san cua Cong ty trong qua trinh lam viéc

II. Céac cong viéc khac theo phan cong cua Trudng bo phan.

III. SO PO TO CHUC:

Téng Giam Poc /CEO

Senior HR Executive

Tai xé
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IV.NHIEM VU:

STT

TRACH NHIEM VA NHIEM VU

KET QUA PAT BPUGC

Lén ké hoach di chuyén trudc mdi chuyén di: Nam

- Pam bao nhan thong tin dy du va chinh xéac

1 |rd lich trinh, diém dén, thoi gi at phat va s6 |y S e A
co aeh L dlem'den, O1 glan xuat phat va so | 4 lich trinh di chuyén ctia nhan vién Cong ty
luong nguoi tham gia.

Van chuyén hang hoa, tai liéu theo yéu ciu cta cong

t : : i ha J thoi gi [ i , T A an 1A .
Y dam b’a © glao fllan dulgg oL slan, duflg d}a - Bam bdo viéc kiém tra day du thong tin cac
diém. Trude khi xuat phat, can kiém tra k¥ thong tin N . \ A D N R

2 A \ . . . A xS ~_=. . | don hang giao va thuc hi¢n giao hang hda, tai
veé don hang, dia chi giao nhan va xdc nhan tinh lidu theo dtne véu cAu
trang hang hoa, tai liéu dé tranh tht lac hodc hu| ° gy
hong.

Tai xé s& luan phién quan 1y, bao dudng xe dinh ky,
it gin v¢ sinh xe ludn sach s€. Trong truong h e \ — s e A . .
ETLT ST VE S XC PO 5980 3¢ i £ 1OP X - Bbam bao viéc bao quan ly, vé€ sinh xe dinh ky
3 | gdp su co hodc hdng hdc, tai xé can nhanh chong bado |, . , N .
SRR o A AT .2 .~ | va phoi hop stra chira xe khi c6 phat sinh
cdo va phoi hop vdi b phan quan ly dé sua chira kip
thoi, trdnh lam gidn doan cong viéc.
Bao vé tai san cla cong ty, bao gdm phuong tién,
hang hoéa, tai li€u hoac cac thict bi lién quan trong \ T P
A n 2 . \ 5 - Bam bdo tai san, phuong tién cia Cong ty

4 |qua trngh van chuyén. Can ddm bdo xe luon dugc trone qua trinh di chuvén. van chuvén
khoa can than khi dung do, tranh dé xe ¢ nhitng khu g4 yen, vt y
vuc khong an toan hodc c6 nguy co mat cap.

5 Céc cong viéc khac khi c6 yéu cau tir Nguoi quan 1y | - Dam bao thue hién day du cong viée duoc

tai Cong ty.

giao

V. MOI QUAN HE CONG VIEC:

Bén trong Cong ty

Bén ngoai Cong ty

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

- Khong tiét 16 thong tin san xuét kinh doanh cta
cong ty doi vai bat ky khach hang nao, ké ca nguoi
than hay ban be.

- HO tro va gitp d& dong nghiép khi dugc yéu cau
cua toé nhom.

- Khong tiét 16 nhimng thong tin, s6 liéu, san pham,
tinh hinh tai chinh cta cong ty.

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

- San sang lam céc nhiém vu khéc khi dugc cép trén
de xuat.

- Khong tur y trao d6i cac thong tin don hang voi
khéch hang (tat ca phai thong qua cap quan ly).

- Lang nghe, chia sé, ...

- Phai c6 thai d¢ 1am viéc nghiém tuc voi khach
hang, gilr vitng quan diém dé tranh thi¢t hai dén
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Cong ty.

VI.QUYEN HAN:

Dé xuat

Ra quyét dinh

Deé xuat cac trang thict bi dé ho tro cho cong viée, dé
xuat ngudn nhan luc trg gitp néu thay qua tai.

Pugc ra quyét dinh sau khi tham khao y kién tir
Trudng bd phan.

Pé xuit cac y tudng va sang kién trong qua trinh van
hanh, thuc hién cong viéc de tict kiém thoi gian &
hi¢u qua hon.

Phai tham khéo v6i Quan ly tryc tiép & TGD dé ra
quyét dinh.

Pé xuét thay d6i néu thdy cong viéc khong phu hop,
khong dung chuyén mon.

Tham khao Quan 1y truc tiép dé ra quyét dinh

VII. TIEU CHUAN VI TRi

1 | Giéi tinh / B9 tudi

Gi6i tinh: Nam; ~ Tudi: Tur 25 — 40t

2 | Trinh d6 hoc véan / chuyén mén

Khong yéu cau

3 | Trinh d0 ngoai ngit / tin hoc

Khong yéu cau

4 | Nang luc/ky nang

Théng thao dudng phd, co kha nang xtr ly tinh hubng
khi tham gia giao thong (Biét sit dung GG Maps)

5 | SO0 nam kinh nghiém lam viéc

1 nam tr6 1én

6 | Thai do/ td chét

Siéng nang, cham chi

7 | Ngoai hinh, stc khoe

Stre khoe tdt
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Diéu kién khac

Khong yéu cau

Ut tién

Gan cong ty.
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