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JOB SER\(VICE
JOB DESCRIPTION
(MO T4 CONG VIEC)
Position (Chitc danh) Truwéng Phong Tong Vu
Levels (Cdp bdc) Quin ly
Working Location n
(Pia diém lam viéc) Quan 7, Tp.HCM
Company (Cong ty)
Number of vacancies 01
(So lwong tuyén dung)
Salary range (Murc liwong) 20.000.000 — 30.000.000 VND

DETAILS (THONG TIN CHI TIET)

1. Job Overview And Responsibility (T6ng quan vé Nhiém vu va Trach nhiém):

- Thuc hién cac nghi¢p vu li€n quan dén bao hiém nha xudng, tai san ¢d dinh...

- Thuec hién, nghiép vu mua do dung, thuc pham chiam lo cho doi sdng sinh hoat ctia lao dong.

- Thyc hién cac cong viée xin cap gidy phép lao dong, visa, thé tam trd.

- Thu tyc xin cap phép xay dLrng cac cong trinh cai tao trong nha may.

- Sap xép va quan 1y cong viéc ctia doi ngli chiam séc cay xanh, nhan vién tap vy, nhan vién phuc
vu KTX cia CBCNV nudc ngoai.

- Quan ly, kiém ké tai san bao gdm quan 1y thiét bi, tai san cta cong ty.

- Lén ¥ tudng, trién khai cac chuong trinh phiic loi nhan vién.

- H6 trg quan 1y cac cong viéc van thu, phap ly, soan thao cong van dén cac co quan dia phuong.
- Quan 1y cong tac didu hanh d6i xe va cac phuong tién van chuyén.

2. Job Requirement (Yéu cau cong viéc):

- Nam, tdt nghiép Cao déng, Pai hoc trd 1én.

- C6 kinh nghiém trong linh vyc lién quan it nhat 05 nam tré Ién.

- Sir dung thanh thao tiéng Trung (nghe, noi, doc, viét).

- Uu tién ng vién ¢6 kinh nghiém trong x4y dung cong trinh, méi truong.

- C6 ning lyc lanh dao, quan 1y phong, bo phan t6t. (quan 1y team khoang 15-18 ngudi. Bao cdo
cho HRD nguoi Dai Loan)

3. Benefits (Phuic loi):

- Chinh sach BHXH, BHYT, BHTN theo quy dinh cua Luat. ‘ ‘ .
- Thoi gian lam viée: 7:30 - 16:30, tir Thir 2 - Thir 7 (Thr 7 lam cach tuan, tuan lam tuan nghi).
- Pia diém lam viéc: Puong s6 20, Khu Ché Xuat Tan Thuan, Quan 7.

4. Report to (Bao cao cho)

5. Interview Process (Quy trinh phong vin)

- Phong van 02 vong

6. Company Overview (Tong quan vé Cong 1y)
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