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JOB DESCRIPTION
(MO T4 CONG VIEC)
Position (Chitc danh) Thu ky Tong Giam doc

Levels (Cdp bdc)

Working Location

B e [ ) Quéan Binh Thanh, Tp.HCM

Company (Cong ty)

Number of vacancies

(Sé luwong tuyén dung) 01

Salary range (Miic liong) 15—20 Triéu

DETAILS (THONG TIN CHI TIET)

1. Job Overview And Responsibility (Téng quan vé Nhiém vu va Tréach nhiém):

- Tro giup TGD trong viéc ngoai giao, diéu phoi cong viéc lién quan dén doi tac, khach hang trong
va ngoai nudc.

- Sép x¢p, t6 chue cac cude hop va cac budi don tiép dbi tac, khach hang. Truc tiép tham gia vao
cac bu01 doén tlep nay theo yéu cau cua TGD.

- Sap xep va nhic nhé lich lam viéc, lich hop, dat vé may bay, khach san trong cac chuyén di cong
tac, hoi hop ciia TGD véi d6i tac, khach hang

- Trg gitip TGD trong céc viée lién quan trong ndi bd cong ty theo chi dao cua TGD

- Chu dong thyc hién, trién khai cac cong viée lién quan duoc giao

- Thyc hién cac loai bao céo, ho so, tai li¢u lién quan dé TGD lam viéc voi Khach hang, d6i tac

- Truyen dat y kién/ y tuong/ chi dao ctia TGP dén céc cip quan 1y phong ban lién quan va theo
doi, doc thiic, kiém tra tién d cong viéc ctia cac phong ban lién quan theo ndi dung da truyén dat

- Sap xép va diéu chinh lich hop theo chi dao cia TGP va yéu cau dang ky lich hop tir cac bd phan

- Tham gia cac cudc hop dinh ky ciing nhu cic cudc hop theo yéu cau cia TGP ddng thoi ghi chép
lai bién ban cudc hop sau d6 trinh TGP va giri dén cac thanh vién lién quan sau cudc hop

- Kiém tra va tra 16i cac email, cong vin, thu moi...va phan hoi theo y kién chi dao ciia TGD

- Tryc tiép tham gia cac chuyén di cong tac theo chi dao cia TGD

- Tiép nhén, kiém tra va trinh ky ho so ¢én TGD

- Thuec hién cac cong viéc phat sinh theo yéu cau cia TGD

2. Job Requirement (Yéu cau cong viéc):

e Gi6i tinh: Nam, do tudi tir 25 — 35 tudi, ngoai hinh wa nhin.
e Trinh d¢:
- T6t nghiép Cao dang tré 1én
- C6 kién thirc co ban vé linh vuc giai tri 1a mot loi thé
e KV nang:
- CO6 k¥ nang sap xép thoi gian, 1ap ké hoach
- C6 k¥ ning phan tich, tong hop bao céo
- C6 k¥ niang giao tiép tot, lam viéc nhém
- Thanh thao tin hoc van phong
- Tiéng Anh giao tiép luu loat (biét thém tiéng Phap, Nhat 1a mot 1oi thé)
- Chiu duogc ap luc cong viée cao, hoa dong, chan thanh, ham hoc héi, trung thuc va lam viée co
nguyén tic
¢ Kinh nghiém:
- CO t6i thiéu 01 ndm kinh nghiém & vi tri twong duong.
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3. Benefits (Phiic loi):

- Thoi gian lam viéc: Tir 09h00 — 17h00 1am viéc 05 ngdy/ tuan

- Céc chinh sach thuong cua Cong ty: thudng nang luc thang va nam

- Ché d6 BHXH theo quy dinh cta Phap luét

- Céc ché do dai ng0 khac cua Cong ty: dugc dao tao bai ban trong moi trudng &m nhac chuyén
nghiép; duoc hd trg hoc tip nang cao nghiép vu; Company trip, field trip cung cong ty, Company
overview.

4. Report to (Béo cao cho)

- Tong Giam doc

5. Interview Process (Quy trinh phéng van)

- Phong vén online

6. Company Overview (7ong quan vé Cong ty)

- Cong ty giai tri, hoat ddng trong linh vuc ngh¢ thuat, hoat dong 92 mang chinh,: dao tao talents
(thong qua céc hinh thirc nhu chuong trinh, truong hoc), cung cap KOLs va viét nhac thuong hi¢u
cho Doanh nghiép.
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