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jOBSER\v/VICE
JOB DESCRIPTION
(MO T4 CONG VIEC)
Position (Churc danh) TP.Hanh chinh - Nhan sw (Linh vire: San xuat thue pham)
Levels (Cap bdc) Quin ly

Working Location
(Dia diem lam viéc)

Quén 11, Tp.HCM

Company (Cong ty)

Number of vacancies 01

(S0 lwong tuyén dung)

Salary range (Murc liong) 25.000.000 - 30.000.000 VND

DETAILS (THONG TIN CHI TIET)

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

- Tham muu cho BGD xdy dung ¢ tinh chat chién lugc bo méy to chic hoat dong cua cong ty.
- Thiét lap Xay dung quy ché luong cho tirng bo phan theo tinh hinh hoat dong ciia cong ty.

- Hudéng dan CBCNV chap hanh nghiém tac cac quy dinh, ndi quy cia cong ty dé ra.

- Tham gia phd bién vin ban phép luat, xt Iy viéc vi pham ky luat trong cong ty.

- Pam bao cubc sbng 6n dinh cho CB.CNV.

- Xay dyng ké hoach nhan sy, phuong an 4n tuyén dung theo yéu cau hoat dong kinh doanh.

- Xay dung, luu trit hd so CB.CNV trong toan cong ty.

- Lam cau ndi gita Nguoi st dung lao dong va Nguoi lao dong.

- Xt ly vi pham theo luat lao dong

Xay dung mang luéi bao vé, cong tdc PCCC, ATLD, an ninh trat ty

Quan 1y cong tac hanh chinh, don tiép co quan chtic ning ban nganh.

Lap ké hoach va tong hop chi phi hanh chinh trinh duyét.

Ngoai viéc thyc thi cac cong viéc theo chirc ning va nhiém vu cua Hanh chinh nhan sy, can co
c4c wu diém sau:

+ Xay dung van hoa Doanh nghiép, cac chuong trinh gan két cac hoat dong cua Cong ty

+ Xay dung chinh séch tuyén dung va giit nguoi

- Thuc hién cac cdng viéc khéc theo yéu cau cia BGD

2. Job Requirement (Yéu cau cong viéc):

e Yéu cau:

- Tét nghiép Pai hoc chuyén nganh: Quan tri ngudn nhan lyc, Quan tri kinh doanh va cac chuyén
nganh lién quan

- Nam/Nik: tir 27 - 40 tudi

- C0 ca tinh nang dong, sau sat cong viéc

¢ Ky nang:

- Am hiéu vé cac quy dinh phép luat lién quan dén lao dong va tién luong.

- Am hiéu cac quy dinh vé ATLD, PCCC, Moi truong. ..

- Biét quan tam, sau sat doi sdng CB.CNV va dé xuat nhirng chinh séch Nhan su cho BGD

- Thanh thao tin hoc van phong: Words, Excel

- C6 kha ning t6 chuc, quan ly, diéu hanh va sap xép cong viéc

- C6 k¥ nang giao tiép va thuyét trinh tot

¢ Kinh nghiém:

- C6 it nhat 03 ndm kinh nghiém & vi tri twong duong.

- Uu tién da ting lam cdng ty san xuat
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3. Benefits (Phiic loi):

- Thoi gian lam viéc: Hanh chinh tir thi 2 - tha 7 (tht 7 1am viée dén 16h00)

- Céc chinh sach thudng cua Cong ty: Thuong thang tha 13 + KPIs

- Ché 6 BHXH: Puogc huong day du ché d6 va quyén loi theo quy dinh cua Luat Lao dong
- Céc ché do dai ngod khac ctia Cong ty: Ho trg e cong tac, com, dién thoai, cong tac phi

4. Report to (Béo cao cho)

- Tong Giam doc

5. Interview Process (Quy trinh phéng van)

- Phong vén téi da 2 vong

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

- Cong ty c6 thuong hiéu 16n trong nganh san xuét cac san pham tir ddu phong.
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