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KHAI HOAN LAND (JOB DESCRIPTION) Ngay hiéu

Tinh Hoa Trong Ting Té Am luc

Chirc danh: Tro Ly Ban
(Job title) Tong Giam Poc

Khoi/Ban: Tro ly — Thw Phong: Tro ly — Thw
(Division/Committee) R8¢

Cip
bac: Truwéng phong
(Level)

Ma chue
danh:

(Job Code)

B9
phan:

(Department) 8¢ (Part)

Bio cdo truec tiép:
(Direct Reporting Ban Tong Giam Doc

Lines)

Vai tro:
(Job Role)

Tham muu, thyc hién trién khai chién lugc ké hoach kinh doanh va marketing ban hang cho céc du an
BPS.

Truyén dat chi dao ciia Ban Tong Giam dbc dén cac ddi tic bén ngoai, cac Phong ban, c nhan dong
thoi theo doi, don doc va cap nhat bao cdo tién do hoan thanh cho Ban Tong Giam doc.

Nhiém vu trong tam:
(Responsibilities)

Tham muu, thuc hién trién khai chién luoc ké hoach kinh doanh va marketing ban hang cho céc du an
BDS.

Truyén dat chi dao ciia Ban Tong Giam dbc dén cac dbi tic bén ngoai, cac Phong ban, ca nhan dong
thot theo doi1, don doc va c@p nhat bao cao tién d6 hoan thanh cho Ban Toéng Giam déc.

Chu dong giai quyét van dé khi phat sinh trong qua trinh quan ly du an cung vo6i cac TBP phong ban
lién quan, dbi tac lién quan nham dam bao tién do, chat lugng va két qua ban hang.

Sap xEp va nhéc lich lam viéc, lich hop, lich cong tac cho Ban Tong Giam dbc dam bao cong viéc duogc
hoan thanh ding tién do.

Tiép nhén va ra soat ndi dung céc loai van ban, Hop dong, dam bao tinh chinh xac trudc khi trinh Ban
Tong Giam ddc phé duyét.

Chuén b tai liéu, phan phat cho cac thanh vién, tham gia cac cudc hop, ghi chép va tong hop nodi dung
cac cudc hop cho Ban Tong Giam dbc dé phuc vu viéc quan 1y, diéu hanh.

Tryc tiép huéng dan va don tlep khach hang, ddi tac ciia Ban Tong Giam ddc chu dao, chuyén nghiép.
Thay mat Ban Tong Giam ddc lién h¢ voi cac khach hang, dbi tac qua thu tir, dién thoai, email hodc
gip trao doi truc tlep theo yéu cau ctia Ban Tong Giam ddc trong cac giao dich, cong tac d6i ngoai.
Tham muu dé xuét, phan bién cac ¥ kién dé tim ra hudng giai quyét tdi uwu cho cac cong viéc.

Lap céac bao céo tong hop hang tuan, thang, quy hodc dot xuat ciia cac Phong ban cho Ban Tong Giam
dde phuc vu cho hoat dong van hanh cua Cong ty.

T chire luu trit hd so, tai liéu, biéu mau theo quy dinh luu trir dit liéu hoat dong ciia Cong ty.

Thuc hién cac cong viée khac theo sy phan cong, ty quyén cta Ban Tong Giam ddc.




Yeéu cau cong viéc:

(Job Requirements)

Trinh @6 Tt nghiép dai hoc tr¢ 1én chuyén nganh Marketing, Luat hodc
(Education) tuong duong; uu tién c6 bang thac si hoac MBA.

Kién thire: Hiéu biét sau sic vé thi truong B’DS Vi¢t Nam, hanh vi nguoi
(Knowledge) tiéu dung, quy dinh phép 1y va cau truc nganh.

Chimng chi nghé

nghiép:

(Certificate)

Kinh nghiém chuyén

mon va quan ly
(Professional and

Ut tién tng vién ¢6 05 ndm kinh nghiém trg 1én trong cong tac
Tro ly, Thu ky.

Management Ul tién tng vién c6 kinh nghiém B4t dong san

experience)

K¥ nang: K§ nang lanh dao, dao tao, giao tiép, thuyét trinh xut sic; xir Iy
(Skills) ap luc tot, dinh hudng két qua.

Quan Iy true tiép

<Ky va ghi ré ho tén>

Céc yéu cau khac:
(Others)

Toi da doc va hiéu cac noi dung thé hién trong Ban mo td cong viéc

Tu duy chién luoc, sang tao, nhay bén vdi xu hudng, kha nang ra
quyét dinh dya trén di licu.
Nhan vién
<Ky va ghi ro ho tén>

Ngay......./Thang....... /Nam.......




