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Nguyét dirc- Yén lac-Vinh
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CHUNG CHI

Vi tri: Nhan Vién Phong hanh chinh — nhan su

- Ching chi tiéng anh B - Cong tac van thu luu trir: Déng dau, photo, BHLD, VPP...
- Quan ly h6 so can bd cong nhan vién ban cirng va ban
mém.
- Gidm sét bép an, phuc vu phong an VIP cua lanh dao
- Lam thé cho cong nhan mdi
- Lam hop d6ng lao dong
- Lam thanh toan thué TNCN
- Cham cong va tinh lwvong cho CBCNV
- Lap tdng giam BHXH
- Phu trach cong tac PCCC cua cong ty: T6 chirc céc 6p
tap huan ATVSLD, PCCC cho CBCNV; Kiém tra phuong
tién, thiét bi PCCC; Lam béo céo giri CA PCCC theo quy
va bdo cao nam.
Cong ty tnhh ch flex vina (Vinh Phc)
T1/2018 - T6/2018
Quan ly kho nguyén phu liéu gia cong fpcb cho BH
Flex,kiém phu trach an toan lao déng, phong chéng chay
no

- Phu trach cdéng tac ngudi lao ddng nudc ngoai lam thi



thuc, gidy phép lao dong, thé tam tra.

- Phu trach quan ly hang xuat nhap trong nguyén phu liéu
trong vangoai nudc.

- B tri sap xép hang héa dung quy dinh

- Bdo cdo hang nhap xuat Phu liéu hang ngay va lén béao
cao thang

- T6 chirc huén luyén an toan vé sinh lao dong, phong
chéng chay né.

- Phu trach cong tac an toan phong chéng chdy nd cong
ty...

Cong ty co phan dau tu Pha Minh

TirT7/2018- T2.2019

Nhén vién hanh chinh

- Nhap xuat ton kho van phong pham, vat tu, thiét bi.

- Quan ly co sa vat chat cong ty

- Phu trach céng tac phong chay chira chay:

+ Lam thd tuc cap bién ban kiém tra da diéu kién PCCC
cho trung tdm cham séc sirc khoe Hoa Sen

+ Lam thd tuc xin cdp gidy chirng nhan PCCC cho Trung
tam thé thao Fami Fitness Vinh Yén.

+ Lam phuong an PCCC, ho so quan ly céng tac PCCC

- Quan ly, luu trit, sap xép ho so du an, van ban phap ly...

- Soan thao, ban hanh quyét dinh, quy dinh...

- Lam viéc véGi cac co quan nha nudc vé cac giay to
ching nhan, dang ky kinh doanh

- Lam thé ATM cho nhéan vién

- Kiém tra giam sat viéc tuan thd ndi quy, quy dinh cla
CBCNV

- Lam lurong,cho CBCNV

Cong ty tnhh thuc nghiép Kim Quoc Lam Viét Nam
T3.2019- hién nay

Nhan vién thu mua

- Phu trach mua hang trong nudc va nuéc ngoai (mua
nguyén vat liéu, hod chat, khuon ... phuc vu san xuat oc
vit:

+ Tiép nhan don xin mua hang tr cac bé phan, tim kiém
nha cung cép, danh gid, phan tich gia va luva chon nha
cung cap.

+ Tién hang lam don dat hang vir trinh ky sép. Sau d6 guri
don hang cho nha cung cap

+ Theo doi tién dé don hang trong nudc, nude ngoai

+ Cung véi QC giai quyét cac van dé Ng cua nha cung
cap.

+ Doi chiéu céng ng nha cung cap trong nudc va nudc
ngoai

+ Chuan bi bd ching tir day dd géom don xin mua, don



dat hang, nhap xuat kho va hoa don guri ké toan dé lam
thanh toan cho nha cung cap

+ Phu trach cong tac nhap khiu hang hoa nuéc ngoai:
Lam viéc nha cung cap cung cap invoice, packing,
contract va CO, Kiém tra chirng tir va cung cdp cho bén
FWD lén to khai d€ nhap khiu hang ve.

+ Theo doi tién dé han-nhap hang nudc ngoai

Cong ty CP thép Viét birc ( Binh Xuyén, Vinh Phiic)
T11/2016 - T6/2017

Vi tri: Nhan Vién Phong hanh chinh — nhan su

- Cong tac van thu luu trii: Déng dau, photo, BHLD, VPP...
- Quan ly h6 so can bd céng nhan vién ban cirng va ban
mém.

- Gidm sat bép an, phuc vu phong an VIP cua lanh dao

- Lam thé cho céng nhan méi

- Lam hop d6ng lao dong

- Lam thanh toan thué TNCN

- Cham cong va tinh lwvong cho CBCNV

- Lap tang giam BHXH

- Phu trach cong tac PCCC cula cong ty: T chirc cac 16p
tap huan ATVSLD, PCCC cho CBCNV; Kiém tra phuong
tién, thiét bi PCCC; Lam béo céo giri CA PCCC theo quy
va bao cao nam.

Cong ty tnhh ch flex vina (Vinh Phtic)

T1/2018 - T6/2018

Quan ly kho nguyén phu liéu gia cong fpcb cho BH
Flex,kiém phu trach an toan lao déng, phong chéng chay
no

- Phu trach céng tac ngudi lao déng nudc ngoai lam thi
thuc, gidy phép lao dong, thé tam tra.

- Phu trach quan ly hang xuat nhap trong nguyén phu liéu
trong vangoai nudc.

- B tri sap xép hang héa dung quy dinh

- Bdo cdo hang nhap xuat Phu liéu hang ngay va lén béao
cao thang

- T6 chirc huén luyén an toan vé sinh lao dong, phong
chéng chay né.

- Phu trach cong tac an toan phong chéng chdy nd cong
ty...

Cong ty co phan dau tu Pha Minh

TurT7/2018-T2.2019

Nhén vién hanh chinh

- Nhap xuat ton kho van phong pham, vat tu, thiét bi.

- Quan ly co sa vat chat cong ty



- Phu trach céng tac phong chay chira chay:

+ Lam thd tuc cap bién ban kiém tra da diéu kién PCCC
cho trung tdm cham séc strc khoe Hoa Sen

+ Lam thd tuc xin cadp gidy chirng nhan PCCC cho Trung
tam thé thao Fami Fitness Vinh Yén.

+ Lam phuong an PCCC, ho so quan ly céng tac PCCC

- Quan ly, luu trit, sap xép ho so du an, van ban phap ly...

- Soan thao, ban hanh quyét dinh, quy dinh...

- Lam viéc véGi cac co quan nha nudc vé cac giay to
chirng nhan, dang ky kinh doanh

- Lam thé ATM cho nhéan vién

- Kiém tra giam sat viéc tuan thd ndi quy, quy dinh cla
CBCNV

- Lam luong,cho CBCNV

Cong ty tnhh thuc nghiép Kim Quoc Lam Viét Nam
T3.2019- hién nay

Nhan vién thu mua

- Phu trach mua hang trong nudéc va nuéc ngoai (mua
nguyén vat liéu, hod chat, khuon ... phuc vu san xuat oc
vit:

+ Tiép nhan don xin mua hang tr cac bé phan, tim kiém
nha cung cép, danh gid, phan tich gia va luva chon nha
cung cap.

+ Tién hang lam don dat hang vir trinh ky sép. Sau d6 guri
don hang cho nha cung cap

+ Theo doi tién dé don hang trong nudc, nude ngoai

+ Cung véi QC giai quyét cac van dé Ng cua nha cung
cap.

+ Doi chiéu céng ng nha cung cap trong nudc va nudc
ngoai

+ Chuan bi bd ching tir day dd géom don xin mua, don
dat hang, nhap xuat kho va hoa don guri ké toan dé lam
thanh toan cho nha cung cap

+ Phu trach cong tac nhap khiu hang hoa nuéc ngoai:
Lam viéc nha cung cap cung cap invoice, packing,
contract va CO, Kiém tra chirng tir va cung cdp cho bén
FWD lén to khai d€ nhap khau hang ve.

+ Theo doi tién dé han-nhap hang nudc ngoai



