- —
JOBSERVICE

Win win!

JOB DESCRIPTION
(MO TA CONG VIEC)

Position (Churc danh) OFFICE MANAGER
Levels (Cdp bdc) Quin ly

Briang Locaton Quin2. TpC
Company (Cong ty)

Number of vacancies 01

(S0 lwong tuyén dung)

Salary range (Muic lirong) 15.000.000 - 20.000.000 VND

DETAILS (THONG TIN CHI TIET)

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

- Tham muu cho Ban Lanh Pao cong ty trong cong tdc Quan tri hanh chanh van phong cua Cong
ty. Gitp cho lanh dao to chirc cac hoat dong chung ctia cong ty; chi dao diéu hanh cong ty mot
cach hi¢u qua.
- Xay dyng va trién khai van hanh hé thong chinh sach, qui dinh lién quan dén cong tac: hanh
chanh, quan tri van phong, quan ly va mua sam cAp phat tai san, khong gian lam viéc, diéu kién
1am viéc cho nhan vién dam bao phu hop vé vin hoa cong ty.
- Quan tri van phong, 1ap va trién khai thuc hién céc giai phap, cac ké hoach dau tu, mua sim, sita
chira, cai tao tai san.

- Quan ly cong tac van thu luu trr.
- T6 chirc cac sy kién ndi by Cong ty, xay dung va phat trién vin hoa Cong ty
- Cong viéc chi tiét s& trao doi trong budi phong van

2. Job Requirement (Yéu cau cong viéc):

- T6i thiéu 3 nam lam viéc voi vi tri tuong duong.

- C6 kién thirc nghiép vu hanh chinh, giao té.

- Co ky nang giai quyét van dé , xir Iy cong viéc linh hoat va cung cdp duoc nhitng giai phap mang
tinh d6i méi.

- K§¥ nang truyén dat, giao tiép

- K§ ning soan thao vin ban tot.

- Thanh thao cac phin mém tin hoc vin phong (Word, Excel, PowerPoint, v.v.)

- Nhiét huyét, ning dong, thich Gmg v6i nhiéu nhiém vu, c6 thé thiét 1ap cac mirc d6 uu tién trong
cong viéc va c6 kha ndng lam vi¢c ddc 1ap.

- Tiéng Anh giao tiép t6t 1a mot loi thé

3. Benefits (Phiic loi):

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

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

- Puoc dao tao cac k¥ nang cac 16p ngoai khoa chuyén nganh hang nam.

- M6i truong lam viéc than thién, chuyén nghiép va nhiéu co hoi thang tién.

- Thoi gian 1am viée: Tir 8h00 - 17h00 Tir Thir 2 dén hét sang Thir 7
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4.Report to (Bdo cdao cho):

5. Interview Process (Ouy trinh phong van)

- Quy trinh phéng van: T61 da 02 vong
+Vong 1: HRM phong van/duyét CV
+ Vong 2: Ban Tong Gidm doc

6. Company Overview (76ng quan vé Cong ty)
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