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JOB DESCRIPTION/ MO TA CONG VIEC

. JOB DESCRIPTION/ MO TA CONG VIEC

a) Job Title/ Chic vu: OB Clerk/ Nhan vién
viet bang cong doan may

b) Reporting To/ Bo cao cho: Costing IE
Supervisor

c) Company/ Cong ty: Crystal Martin (Viet
Nam) company limited

d) Department/ B phan: TSC

e) Business Unit/ Don vi kinh doanh: Intimate

f) No. of Sub-ordinates/ S6 nhan vién cap dudi:
0

g) Location/ Vitri: Viet Nam

h) Job Grade/ Cap bac: C2

1) Job Purpose/ Muc tiéu cong viéc

Create a sewing sequence from a customer sketch page or reference sample. Adopting the best method
manufactural in line with the customer’s quality standards & technical guidelines. Assist garment tech &
sample room that data can be accurately transferred to the production units.

Tao mét bdng cong doan quy trinh may tir mét ban phac thdo cia khach hang hodc mau tham khao. Ap
dung phwong phdp san xudt tét nhat phii hop véi tiéu chudn chat lirong & hweéng dan ky thudt cua khach
hang. Ho tro GMT & phong mau bang viéc di lidu dieoc chuyén giao chinh xdc dén cdc don vi san xudt.

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

1. Receive information from PD or customer design team and study. Create a well-informed sewing

sequence of operations, machines, threads, needles, trims, seams etc ...

in line with customer standards

manual. Nhén théng tin tiz PD hogc nhém thiét ké khach hang va nghién cizu. Tao mét bang quy

trinh may day dui thong tin vé cac hoat déng, may méc, chi, kim, cdt tia, dirong may, v.v ...
v&i hudng dan tiéu chuan cua khach hang.

phu hop

2. Understand sewing machines / seam & manufacturing flow & methods. Hiéu biét vé cac logi may

may/dwong may va quy trinh san xuat.

3. Assist GMT durlng handover meetings with method proposals after thoroughly studylng the sketch or
ref garment. Ho tro GMT trong cac cugc hop ban giao mdau méi véi cde dé xudt phwong phdp, sau
khi da nghién cizu ki ban phéac thao hogc mau tham khdo.

4. Communicate & liaise with GMT to solve pattern and SPL issues. Giao tiép & lién lac véi GMT dé
gidi quyét Cac vdn dé vé mau rdp va may mau PP,

5. Coordinate with GMT to update revised comments arrange and follow up the result of sewing tests
/mock ups. Phéi hop véi GMT dé cdp nhdt céc y kién sira doi sap xép va theo dbi két qua ciia may

test / may chi tiét gid ldp

6. Provide relevant changes to sewing sequence in a timely manner and keep records. Cung cap cac thay
doi lién quan den quy trinh may kip thoi va luu giir ho so
7. Follow up issues raised in PPM. Theo dbi cac van dé dwoc néu trong cugc hop PPM ( Cugc hop tién

sdn xuat).

8. Any other tasks requested by next line manager or Top Management. Bat ky nhiém vu khac tir cac

quan ly bén trén va Ban Giam Paéc.

k) Key Results/Key Performance Indicators (KPIs)/ Cac chi s6 két qua cong viéc

chinh
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Good time management skill, releasing Sewing sequence in line with the sample room schedule. Ky nang
quan ly thoi gian tot, phat hanh bang cong doan may theo lich trinh phong mau.

2. Analyze data, build library of ope;ration sequences by end of 2019. Phan tich di li¢u, xay dung thw vién

cho cdc cong doagn may vao cuoi nam 2019.
Il. JOB REQUIREMENTS/ YEU CAU CONG VIEC

a) Education & Qualification Requirements/ Yéu cau trinh 46 Hoc van & Bang
cap

1. College or university degree. Bang cao dding hodc dai hoc.

b) Experience Requirements/ Yéu cau vé kinh nghiém

1. Minimum 2 years’ experience in lingerie / swimwear manufacturing creating sewing pages. Téi thiéu 2
nam kinh nghiém viét ban ki thudt hodc céng doan may cho san xudt vé do 16t/ do boi

¢) Technical competency Requirements/ Yéu cau vé niang luc/ ky ning

1. Knowledge on sewing machines and manufacturing methods. C6 kién thizc vé may may va phwong phdp
may cong nghigép.

2. Familiar with quality systems. Quen thugc véi hé thong chat lwong.

3. Understand lingerie raw materials and accessories. Hiéu vé NPL cho do 16t.

4. Proficient in Microsoft Word, PowerPoint, and Excel and Outlook. Thanh thao Microsoft Word,
PowerPoint, Excel, Outlook

d) Behavioral Competency Requirements/Attributes/ Yéu cau vé tinh cach

1. Good written, communication and coordination skills. Ky nang viét , giao tiép va phéi hop tot.

2. Detail-minded, proactive and a team player. Chi tiét, chui déng va biét 1am viéc nhom. N

3. Innovative and willing to share with internal department and the relevant departments. Sang tao va san

sang chia sé trong nhoém, bé phgn va cac bg phdn khac ¢ lién quan.
4. Reliable and punctual. Pdng tin cdy va diing gio
I11.  JOB CHALLENGES/REMARKS/ NHUNG THACH THUC TRONG CONG VIEC

1. Proactive & quickly respond to solving problems. Chu d@éng & nhanh chéng phan héi d@é gidi quyét van
de.

2. Deep technical knowledge of intimate apparel. C6 kién thizc sau réng vé quan 4o I6t.
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