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MO TA CONG VIEC

Vi tri: Quan tri thu tuc

Don vi: Phong Thu tuc

MUC TIEU:

- Bau moi 1am viéc véi Chu dau tu va Pai ly trong suot qua trinh trién khai dy an.

- bam bdo céc quy trinh trién khai cong viéc lién quan dén thu tuc, thong tin du an dugc

thuan loi.

PHAM VI TUONG TAC:

Ciap quan ly true tiép: Truwéng phong Thi Cap dud6i quyén trwe tiép (néu co):

tuc

Quan hé ndi b: Tat ca cic Phong/Ban trong Quan hé bén ngoai: CDT, Dai ly

Cong ty va cac Cong ty thanh vién

NHIEM VU CHINH:

Ty trong/tong s6

cong viéc (%)

1. Lap quy trinh giao dich, biéu mau vin ban giao dich v6i CDT va Dai
ly:

- Quy trinh giao dich: Quy trinh Booking, gia tran, gi4 chinh thirc.

- Quy trinh tra soat: Quy trinh doi tén khach hang, ma cin

- Quy trinh ky Hop déng mua ban, hgp dong chuyén nhuong.

- Biéu mdu book ky

- Biéu mau vin ban: don tra soat, don dé xuat/dé nghi cia Khach hang.

20%

2. Theo dbi, kiém tra tinh trang san phém: Lock/Coc, bao céo giao dich

theo yéu cau ctia Truong Ban/Ban Lanh Dao.

15%

3. Theo doi tinh trang giao dich: Coc, Ky HDMB/HDBCN

15%

4. Qua trinh trién khai du an:

- Chuyén coc sang CDT

- Book ky HDMB/HPCN

- D6i chiéu, thanh toan PDV, thudng véi CDT - Pai ly

15%
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- Soan thdo cong van, to trinh, thong bao co lién quan té1 du an hoac
theo chi dao cua Truéng Ban

- HO tro giai dap thic mac cta khach hang, Pai 1y trong qua trinh ky
HbMB

- Push Cong ng v61 CDT

5. HO tro cac thong tin Tfé du an: chinh sach ban hang, tién d6 thanh 15%

toan, chuong trinh khuyén mai ddm bao tinh chinh xac va kip thoi;

6. Tuong tac, phdi hop véi CPT, Pai 1y va noi bd phong ban BHS:

- Cuing thng nhét ho so, quy trinh, phurong 4n trién khai 10%

- Hd tro Pai Iy trong cac cong tac trién khai Dy an

7. Cac cong viée khac theo sip xép va phan cong ciia Trudng Ban/Ban 10%

Lanh dao

KINH NGHIEM VA NANG LUC YEU CAU CHO VI TRi:

1. Hoc vén - Pai hoc, Cao dang chuyén nganh: kinh té, bit dong san,
quan tri kinh doanh...

2. Kién thirc nghiép vu va - Kinh nghiém tdi thiéu 1 ndm & vi tri twong dwong

chuyén mén - Am hiéu vé thi truong bat dong san theo da dang cac

dong san pham

- Tin hoc van phong: word, excel. Ppt...

3. K§ niing mém - K§¥ ning giao tiép

- K¥ ndng tuong tac, lam viéc doi nhom

- K¥ nédng bao quat, quan tri cong viéc, doi tac

4. Pham chit ca nhan/thai d§ | - Nhiét huyét, cham chi, trung thuc
- Can than, ti mi

- Nhanh nhen, ham hoc héi

5. Kinh nghiém tdi thiéu cho
vi tri cong viée <1 nam 1-3 nam

(Yéu cau kinh nghiém lién [15-7 nam [17-10 nam

quan dén nganh/nghé dic thu)

] 3-5 nam

(1> 10 nam

QUYEN LQ1 NHAN PUQC:
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1. Lwong co ban: 12.000.

000 — 15.000.000 VND + hoa hdng

2. Phuc lgi:

Ché d6 Phic loi (BHXH, 12 ngay phép/nim,
thuong céc ngay L& tét, thudng tham nién, thuong
hi¢u qua kinh doanh...) theo quy dinh.

Gin bo 5 ndm + thém 1 ngdy phép/ nam.

Kham strc khoe dinh ky.

Puoc tham gia bao hiém stc khoé cho ban than
va ngudi than.

Puoc di du lich trong nudc va nudc ngoai cung
cong ty.

Review luong theo ning luc cong hién.

Co hoi dugc tham gia cac khoa dao tao nham phét
trién chuy@n mon va ky nang can thiét.

Moi truong chuyén nghiép, van minh, nang dong
tré trung.

Dia chi: Ting 2, Toa 21T2 Hapulico Complex, S6 83 Vii Trong Phung, Thanh Xudn, Ha Nji

Lién hé: 033.6654.057 — Ms Nhw
Thoi gian: Thir 2 — thir 6: 8h30 — 18h00, nghi
Thir 7: 8h30 — 12h00

trwa tir 12h00 — 13h30




