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JOB DESCRIPTION
(MO TA CONG VIEC)

Position (Churc danh)

TRUONG PHONG HCNS

Levels (Cdp bdc)

Quan Iy

Working Location
(Dia diem lam viéc)

Quén 2, Tp.HCM

Company (Cong ty)

Nu’mber of chancies
(S0 lwong tuyén dung)

01

Salary range (Muic lirong)

20.000.000 - 30.000.000 VND

DETAILS (THONG TIN CHI TIET)

1. Job Overview And Responsibility (76ng quan vé Nhiém vu va Trdch nhiém):

- Tu van cho BGD va truc tiép xdy dung chién lugc nhan sy phu hop véi chién luogc phét trién cta
Cong ty.

- Lap ké hoach, dinh bién nhén sy, ngén sach nhan sy hang nam.

- Lap ké hoach tuyén dung, dao tao, kiém soat tuyen dung dam bao dap ng ngudn nhan lyc chat
lugng cho cong ty. Xay dung thuong hi¢u tuyén dung canh tranh. Tryc tiép phong véan cac vi tri
cAp cao va vi tri quan trong trong cong ty. Truc tiép hodc kiém soat hoat dong dao tao hoi nhap va
cac khoéa dao tao ky nang.

- biéu chinh cai tién chinh sach lwvong phu hop véi timg giai doan phat trién, kiém soat bang tinh
luong hang thang, bao céo chi phi lvong thuong ché do, xay dung ké hoach ngan sach lwong hang
nam.

- Tham muu cho BGD vé cong tac t6 chtrc nhan su: Tuyén dung, dé bat, diéu dong, bo nhiém, bd
tri nhan su pht hop véi trinh d6, ning luc va yéu cau cong viéc.

Tham gia xur 1y khiéu t6, khiéu nai cia CB CNV.

- T6 chire xay dung, thiét 1ap hé théng danh gia KPL xdy dung chinh sach tién luong, thudng, ché
dd dai ngd phuc lgi cho nhan vién.

- Thiét lap h¢ théng tiéu chuén va ap dung cong nghé quan tri nhan sy hi¢n dai vao vi¢c cai tién
céc qué trinh ctia hé théng nhan sy hién tai.

- Xay dung ké hoach va t6 chie, giam sat viéc thuc hién v& an ninh trat tu, an toan lao dong, v¢
sinh lao dong va phong chong chay nd

- Xay dung céac quy dinh, 14p ké hoach lién quan dén viéc str dung tai san, trang thiét bi cua cong
ty.

- T6 chirc quan 1y con dau, cong van, tai liéu

- T6 chirc quan 1y s6 luong, chat lugng co s& vat chat, diéu kién 1am viéc

- Tim kiém c4c nha cung cdp dich vu bao vé, tap vu cho toan hé théng; lya chon, ddm phan thuc
hién thi tuc ky két va theo ddi hop dong.

- Té chirc cac hoat dong ddi noi, dbi ngoai, cac hoat dong 18 tin, nghi mat, tiéc... clia cong ty.

- Thyc hién céc bao cao dinh ky theo quy dinh.
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2. Job Requirement (Yéu cau cong viéc):

- Tét nghiép dai hoc chuyén nganh: Quan tri nhan sy, lao dong tién lvong, hanh chinh van phong,
luat....

- Str dung thanh thao tin hoc van phong (word, excel, power point), biét sir dung phan mém ké
toan, phan mém quan 1y nhan su.

- C6 chuyén mon va am hiéu vé cac quy dinh, phap luat ciia Nha nudc trong linh vuc Nhén sy, lao
dong, Bao hiém, cong doan, thué thu nhap ca nhan; van héa doanh nghiép.

- T4i thiéu 3 nam kinh nghiém lam viéc & vi tri twong duong. Uu tién tng vién c6 kinh nghiém
trong linh vuc xay dung.

- C6 kinh nghiém giai quyét cac van d¢ lién quan dén cac quy dinh, phap luat ciia Nha nudc trong
linh vuc Nhan su, lao dong, Bao hiém, cong doan, thué thu nhap ca nhan..

- C6 kinh nghi¢m lam cong tac nhan sy trong cong ty xay dung hodc cac linh vuc cé lién quan
dén xay dung.

- Trung thuc, ning dong, nhiét tinh, chiu duoc ap luc cong viée, giao tiép tot. Noi 16 rang, phat 4m
chuén.

- K¥ ning to chirc quan 1y, giam sat tot. Can than, trung thuc, cu xir chuan muc, thién chi, hoa
ddng.

- C6 kha nang lam vi¢c doc lap, phbi hop lam viée theo doi t6t. Giao tiép tot.

- Tiéng Anh giao tiép tot 13 mot loi thé

3. Benefits (Phiic loi):

Thuong luong thang 13 va cac khoan khac theo quy dinh cua cong ty.

- Bao hiém y té, tro cap chi phi dién thoai, phu cdp cong tac xa..., va cac hd trg khac theo nhu cau
cong viéc.

- Puogc dao tao cac k¥ nang cac 16p ngoai khda chuyén nganh hang nam.

- Mbi trudng lam viée than thién, chuyén nghiép va nhiéu co hoi thing tién.

- Thoi gian 1am viéc: Tir 8h00 - 17h00 Tir Thir 2 dén hét sang Thir 7

4. Report to (Bdo cdao cho):

5. Interview Process ( Quy trinh phong van)

- Quy trinh phong van: Téi da 02 vong
+Vong 1: HRM phong Van/Quyet Cv
+ Vong 2: Ban Tong Gidm doc

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