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BANG MO TA CONG VIEC
Tp. Ho Chi Minh, ngay thdang — nam 2026
Nguoi thiét lap Nguoi kiém soat Nguoi phé duyét
(Ky tén) (Ky tén) (Ky tén)
Ho tén: Hotén:.......oovvvviiiin, Hotén:.......oovviiiiii i,
Chtre vu: Chire VUi, Chirc VUi,
Noay: NEAY: .o, A |

Phong ban: Kinh doanh

Churc danh cong viéc: Sales Executive

Ma cong vigc:

bia di€m lam viéc:

- VP. H6 Chi Minh: S6 58/6, Pudng V4 Vian Hat, Khu ph6 Phudce Hiép, Phuong Long Trudng, TP. HCM.
- VP Ha Noi: Tang 5, s6 82 phd Duy Téan, Phuong Cau Gidy, Ha Noi
- VP Pa Nang: 255 - 257 Hung Vuong, Phuong Thanh Khé, Pa Nang

Quan 1y truc tiép/ Bao cdo cho: Trudng phong kinh doanh/ Pho tong giam doc

I. MUC PICH CONG VIEC:

- Lap ké hoach kinh doanh cta c4 nhan

- Cham séc tép khach hang cii trong linh vuc in 3D, co khi, phin mém CAD/CAM,.

- Xay dung mang ludi khach hang tlem nang trong cac linh vic da dang nhu: Ky thuat, ché tao khuon mau,
R&D, Design, nhya, da gidy, phat trién san pham moi. .

- Pam bao doanh s6 ban hang ciia Cong ty dé ra

II. SOPO TO CHUC:

Téng Giam Boc /CEO

Truong phong kinh doanh/
Pho tong giam doc

Sales Executive




111.NHIEM VU:

STT TRACH NHIEM VA NHIEM VU KET QUA DAT BPUGC
. - Pam bao viéc dong gop y kién dé cung team xay dyn,
1 |- Lap ké hoach kinh doanh ciia c4 nhan ; e cone 8op Y 8 v e
ke hoach phat trién thi truong
5 - Cham soc tép khach hang cii trong Iinh vuc | - Pam bdo thuong xuyén hoi tham, cham soc, gidi thicu
in 3D, co khi, phan mém CAD/CAM,... thém cac san pham/ dich vu cho khach hang cii
- Xay dung mang ludi khach hang tiém , L ) . . . .
. o _ | - Dam bao viéc xay dung tép khach hang méi, khach
ndng trong cac linh vyc da dang nhu: Ky | =~ _ ; . , 5 i ,
3 ) . A X . hang tiém nang, khach hang mua san pham/ dich vu cua
thuat, ché tao khuén mau, R&D, Design, Cona t
nhya, da gidy, phat trién san phim moi. .. gy
L - Pam bao viéc gip khach hang truc tiép dé gi6i thidu
4 - Di thi truong gap gd khach hang . . ) L
san pham/ dich vu cua Cong ty
5 - Chiu trach nhiém doanh sé ban hang - Pam bao viéc hoan thanh doanh s6 ma Cong ty giao
6 - Bdo cao hoat dong kinh doanh dinh ky | - Pam bao thuc hién ché d6 bao cdo theo ding quy dinh
hang thang va tong két hang nim Cong ty

IV.MOI QUAN HE CONG VIEC:

Bén trong Cong ty

Bén ngoai Céng ty

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

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

- Hb tro va gitip d& ddng nghiép khi dugc yéu cau
cta to nhom.

- Khong tiét 16 nhiing thong tin, s6 lidu, san phém,
tinh hinh tai chinh cta cong ty.

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

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

- Khong tu y trao ddi cac thong tin don hang véi
khach hang (tat ca phai thong qua cap quan ly).

- Lang nghe, chia sé,...

- Phai c6 thai d¢ lam viéc nghiém tac vdi khach
hang, gilt virng quan diém dé tranh thiét hai dén
Cong ty.




V. QUYEN HAN:

Dé xuat

Ra quyét dinh

- Pé xuat céc trang thiét bi dé hd tro cho cong viéc,
de xuat ngudn nhan lyc trg giup néu thay qua tai.

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

- Pé xuit cac ¥ tudng va sang kién trong qua trinh
van hanh, thuc hién cong viéc dé tiét kiém thoi gian
& hi€u qua hon.

- Phai tham khao voi Quén 1y tryc tiép & TGP dé ra
quyét dinh.

- Pé xuit thay doi néu thiy cong viéc khong phu hop,
khong ding chuyén mon.

- Tham khao Quan 1y truc tiép dé ra quyét dinh

VI. TIEU CHUAN VI TRi

1 | Gi6i tinh / Do tudi

- Gidi tinh: NamyNit;  Tudi: Tir 25 — 35t

2 | Trinh do hoc van / chuyén mon

- Tt nghiép Cao Déng, DPai hoc cac nghanh K§ Thuat,
bi¢n tu, Co Khi Ty Pong Hoa, Quan tri kinh doanbh,...

3 | Trinh d§ ngoai ngir / tin hoc

- Thanh thao tin hoc van phong

4 | Nang luc/ky nang

- K§¥ ning giao tiép va dam phan thuong luong tét

- Tiéng Anh giao tiép tot

5 | SO0 ndm kinh nghiém lam viéc

- 1 ndm tr& 1én Sales B2B vé nganh Cong nghé in 3D,
phin mém CAD/CAM, gia cong CNC, Khuén mau,
Cong ngh¢, May moc, co khi

6 | Thai do/ td chét

- Lanh loi, hoat bat, manh mé& nang dong

7 | Ngoai hinh, suc khoe

- Ngoai hinh ua nhin




8 | Diéu kién khac

- Khong yéu cau

9 |Uutién

- Ung vién c6 kinh nghiém lam viéc cic nganh tuong
thich véi Cong ty.

- Gan cong ty.

NGUOI NHAN VIEC
(Ky tén & ghi ro ho tén)

(To61 da hiéu va dong v cac cong viéc dugc giao)

NGUOI GIAO VIEC
(Ky tén & ghi ro ho tén)




