o o ] Ky hi¢u: BM.NS.TD02
J. L MO TA CONG VIEC Lin skt xét | : 01
KHAI HOAN LAND (JOB DESCRIPTION) Nge‘ly hiéu :
Iuc

)\ BRI

Chire danh: Nhéin Vién danh: Nhén Vién
(Job title) Keé Toan Thue (Job Code) Chuyén Vién
Khéi/Ban: £ Phong: £

(Division/Committee) Ké Toin (Department) Ké Toan

Bio cdo truec tiép: . ] ) ] )

(Direct Reporting TRUONG NHOM KE TOAN THUE

Lines)

Vai tro:
(Job Role)

|

- La cau ndi giita doanh nghiép va co quan thué

- Pam bao doanh nghiép tuan thu diing quy dinh phap luat vé thué

- Kiém soat, phat hi¢n va han ché rui ro vé thué

- Pam bao tinh chinh xac, day du cta dit lidu; thuc hién nhap liéu va kiém soat sb liéu hang ngay tuan
thi diing nguyén tic ké toan va thué

Nhiém vu trong tam:

(Responsibilities)

- Kiém tra, nhdp - xuat héa don GTGT, xuét ching tir khau trir thué TNCN

- Theo d&i cong no thué

- Theo doi tinh hinh st dung hoa don

- Lap vandp cac to khai bao cao thué: Thué GTGT, Thué TNCN (thang/quy)

- Lap ho so bao cao quyét toan thué nim: TNDN, TNCN, BCTC

- Béo cao thong ké dau tu von (thang/ quy)

- Béo cao thong ké nam

- Luu trit hd so, chtng tir, hoa don theo quy dinh.

- Nhap héa don phi méi gii ban ra-mua vao va cac cong ty vé tinh trén phan mém ASIA
- Thuyc hién cac cong viéc khac theo sy phan cong cua Truong Bo phén.

Yéu cau cong viéc:

(Job Requirements)

Trinh d6 - Cao dang, Pai hoc tré 1€n chuyén nghanh: Ké toan, Tai chinh,
1 3 A1
(Education) Ngan hang.
A, - Hiéu biét sau sac ve cac quy dinh Luat ké toan
Kién thurc: N S . A X A
2 - Hiéu biét sau sac veé cac quy dinh Luat thue, Luat doanh
(Knowledge) nghiép




3 Chtng chi nghé nghiép:
(Certificate)
Kinh nghiém chuyén mén - Tu 02 nam kinh nghiém tr¢ 1én trong nghiép vu ké toan, Ké
4 va quan ly toan thué
(Professional and - Itnhat 01 nam kinh nghiém ¢ vi tri tvong duong tai cac Cong
Management experience) ty bat dong san.
KY¥ nang: . A o " 10 A 1iA
5 (Skills) - K¥ nang phan tich, xur 1y s6 li¢u.
6 Céc yéu cau khac:
(Others)

Quin 1y truc tiép Nhan vién

<Ky va ghi ro ho tén> <Ky va ghi ro ho tén>

T6i da doc va hiéu cdc ndi dung thé hién trong Ban mo ta cong viéc
Ngay......./Thang....... /Nam.......




