JOB DESCRIPTION LE TAN

® MO TA CONG VIEC:

- Tiép don, hd tro khach hang/ddi tac va nhan vién dén cong ty

- Tiép nhan, luan chuyén, xt 1y thu tir, cong vin, buu kién.

- Trinh ky, luan chuyén tai liéu, ho so, ching ti,... cia cac by phan/phong ban theo yéu
cau.

- Quan ly vin ban, gidy to va luu trit hd so theo dang quy dinh.

- Thuc hién céc cong viéc khac khi c6 yéu cau.

® YEU CAU:

- T6t nghiép Pai hoc, Cao dang trg 18n.

- Yéu cau biét tiéng Trung tir HSK3

- Biét str dung c4c phan mém vin phong.

- C6 tinh than trach nhiém cao trong cong viéc.

- Kha ning quan ly thoi gian tot.

- Kha nang xu ly tinh huéng nhay bén, tu duy logic.

® QUYEN LOI:

- Mtc Iuong : 8.000.000 - 10.000.000 (tuy theo nang luc)

- Thtr viéc 2 thang (85% luong)

- Puoc tham gia dy di cac ché do theo quy dinh: BHXH, BHYT, BHTN,.... c4c ngay nghi
1€ theo quy dinh cta Phép luat

- Puoc lam viéc trong moi truong nang dong, ddng nghiép than thién, hoa dong

® THOI GIAN LAM VIEC: 8h30 - 17h30 (nghi trua 1 tiéng)
Dia chi lam viéc: 267 Pham Van Bong, Phuong 1, Quan Go Vap, TPHCM



