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Nhan vién quan ly don hang

THONG TIN CHUNG

Khéi/Ban Cung ung

Phong/B0 phan B6 phan Quan 1y don hang

Cép quan 1y tryc tiép Trudng b phan — Quan 1y don hang
MUC PiCH CONG VIEC

Thuc hién nghiép vu nhap liéu, theo dai va phéi hop xtr 1y cac don hang theo quy trinh ndi bd nham
dam bao tién d6 giao hang va tinh chinh xé4c cia théng tin don hang.
CHUC NANG VA NHIEM VU
O Tiép nhan don hang tir b phan Kinh doanh va nhép liéu 1én hé théng ERP.
O Kiém tra thong tin don hang va cap nhat cc thay doi (néu c6) theo hudng dan.
O Theo dai tién trinh don hang, hd trg d6n ddc lich giao hang véi kho va cac bén lién quan.
O Phbi hop véi bd phan Kho, Ké toan, Mua hang dé x4c nhan tinh trang hang va chung tir.
O Luu trit ho so don hang, hoa don, phiéu xuat nhap va cac tai liéu lién quan.
O Cap nhat thong tin giao hang, trang thai don hang va hd trg bao cdo tién d6 don hang theo dinh
ky.
O HO tro giai quyét cac van dé phat sinh lién quan dén don hang theo sy chi dao cta cap quan Iy.

O Thuyec hién céc cong viéc khéac theo phan cong cia Truong bo phan.

YEU CAU NANG LUC
O Hudng dén két qua (hiéu qua, hiéu suit)
O Quan Iy hop dong ban hang
O Hiéu biét ké hoach nhu ciu hang héa (MRP)

O Kién thic va k¥ thuat phan tich dir liéu (use of data)
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O K§¥ nang lap bao cao

o Lap ké hoach

O K§¥ ndng danh gia

O K§¥ nang phan tich
YEU CAU CONG VIEC

O Tbt nghiép Trung cip/Cao dang chuyén nganh: Logistics, Quan tri chudi cung tmg, Ké toan,
Kinh té.

O C6 it nhit 6 thang — 1 nam kinh nghiém lam viéc hanh chinh hodc van hanh don hang 1a loi thé.

O Ut tién c6 kinh nghiém nhap liéu ERP va kiém tra chtng tir.

QUYEN LJQI CHUNG
o Thuodng cic ngay L& Tét, Sinh nhat, Hiéu qué kinh doanh,...

o Phép hang nim, nghi cac ngdy I& trong nim
o Kham strc khoe, Teambuilding, Happy Hour,...
o Bao hiém stic khoe cao cap. Ché d6 BHXH, BHYT, BHTN theo quy dinh

o Moi truong 1am viée giao tiép qudc té, chuyén nghiép, binh dang va ton trong, c6 hé thong

danh gia va cong nhan thanh qua rd rang
o Tham gia cac khoa dao tao v€ k¥ nang, nang cao chuyén mon trong va ngoai Cong ty

o Céc khoa hoc online dé nang cao viéc hoc chi dong, trau doi ki nang chuyén mon

THONG TIN LIEN HE
o Nguoi lién hé: Vi Thi Thay Hanh
o Dia chi email: recruitment@asia-shine.com.vn

o Chic vu: Tuyén dung — Thu hut nhén tai

o S6 dién thoai: 035 8536 829 (Thity Hanh)
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