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JOB DESCRIPTION/ MO TA CONG VIEC

. JOB DESCRIPTION/ MO TA CONG VIEC

a) Job Title/ Chac vu: Sample Co- Ordinator | b) Reporting To/ Bao cao cho: Garment
Technician / Assistant Gmt Technician.

c) Company/ Cong ty: Crystal Martin (Viet d) Department/ Bo phan: TSC
Nam) company limited

e) Business Unit/ Bon vi kinh doanh: Intimate | f) No. of Sub-ordinates/ S6 nhan vién cap dudi:
Apparel 0

g) Location/ Vi tri: Viet Nam h) Job Grade/ Cap bac: C1

1) Job Purpose/ Muc tiéu cong viéc
To assist the garment technicians / assistant garment technicians in the sample preparation and execution to
the agreed timeline.
H4 tro- Garment Technicians / Assistant Garment Technicians trong viéc chudn bj va thiec hién mdu theo
thoi gian da théa thugn.
Ensuring all the latest documents are up-loaded on the customer operating system and ready for the factory
PPM.
Dam bdo tat ca cac tai liéu méi nhdt dwoc tai 18n trén hé thong diéu hanh cia khach hang va san sang
cho cugc hop PPM cua nha may.

j) Key Roles and Responsibilities/ Vai tro chirc nang & Nhiém vu chinh

1. Track & follow all mid spec raw materials are in house to the schedule. Theo ddi va Iam theo tat ca cac
NPL Mid spec trong ngi bé theo lich trinh,

2. Prepare documentation for all new style / fit handover meetings. Chudan by tai liéu cho tat ca cac cugc
hop ban giao ma méi / hop mau fit.

3. Check BOM matches the proto form, DI & sewing pages. Kiém tra BOM dé dam bdo NPL diing voi
mdu Proto, DI va sewing pages

4. Follow samples listed on CM1 and liaise Wlth the sample sewing room on sample progress & completlon
time is on schedule Thuee hién theo cac mau duoc Ilét ké trén CM1 va lién lac véi phong may mau
theo tién d¢ mdu va thoi gian hoan thanh ding tién dg.

5. Ensure all data in the tech pack is up to date and the most recent for the samples stitched. Pam bdo tat
ca daz liéu trong bé tai ligu TP dwoc cdp nhdt va méi nhdt cho may mdu.

6. Any other tasks requested by next line manager or Top Management. Bat ky nhiém vu khAc tir cac quan
Iy bén trén va ban gidm doc.

k) Key Results/Key Performance Indicators (KPIs)/ Cac chi s két qua cong viéc
chinh

1. Samples delivered to Gmt Tech 6 days after handover meeting. Cac mau dwoc giao cho Gmt Tech 6
ngay sau cugc hop ban giao.

2. 100% Tech pack accuracy. Bé tai lieu TP dat 100% dé chinh xac.

3. Tech packs issued on time in line with PPM dates in PPC chart. B¢ tai liéu TP dwoc cung cap ding thoi
han phu hop véi ngay hop PPM trong biéu do PPC.
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JOB REQUIREMENTS/ YEU CAU CONG VIEC

Education & Qualification Requirements/ Yéu cau trinh d6 Hoc van & Bing

cap

1. University or college degree. Pai hoc hodc cao dang.

2. Proficient in computer skills. Thanh thao cac ky nang may tinh.

3. Speak, read & write English, particularly technical sewing terminology. Néi, doc va viét tiéng Anh,
dac biét 1a thudt ngir ky thugt may

b)

Experience Requirements/ Yéu cau vé kinh nghiém

1. More than 1 year in a sample room or merchandising role. Hon 1 ndm lam & phong mau hodc
Merchandising.

2. Understand garment manufacturing work flow. Hiéu biét vé quy trinh lam viéc cau san xudt dét
may.

3. Basic knowledge relating to sewing construction & machinery. C6 kién thizc co ban lién quan dén
cau trdc may va may may.

4. Familiar with 6S. Quen thugc véi 6S.

Technical competency Requirements/ Yéu cau vé nang luc/ ky ning

1. Communicate in English. Tiéng Anh giao tiép.

2. Computer skills — Microsoft excel, power point & word. Ki ndng tin hoc van phong — Microsoft
excel, power point & word

d)

Behavioral Competency Requirements/Attributes/ Yéu cau vé tinh cach

1. Innovative and willing to share with internal department and the relevant departments. Sang tao va
san sang chia sé trong nhém, bg phdn va cac bé phdn khac cé lién quan.

Reliable and punctual. Pdng tin cdy va ding gio.

Detail-minded, proactive and a team player. Chi tiét, chi déng va biét 1am viéc nhém.

Good writing & communication skills. Ky nang viét va giao tiép tot.

Time manager and plan schedules to meet deadlines. Quan ly thei gian va hoach dinh lich trinh dé
dap vng thoi han.

o1~ wn

JOB CHALLENGES/REMARKS/ NHUNG THACH THUC TRONG CONG VIEC

1. Good relations with PD, sample room, pattern maker & GMT. Quan hé tét véi PD, phong mau,
Thiét ké rdp & GMT.

2. All current & latest documents maintained in the tech pack. Tdt cd céc tai lidu hién tai va méi nhat
duwoc duy tri trong Bg tai liéu TP
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