g
EIE MO TA CONG VIEC
B, CHUYEN VIEN KINH POANH

PHAN 1: THONG TIN CONG VIEC

Chac danh  : Chuyén vién kinh doanh Ma chuc danh  : N-07

Phong ban : Phong kinh doanh M4 phong ban : HSD

Pon vi : Cong ty TNHH TM DVKT Ma don vi : HMS
XNK Huy Hoang

PHAN 2: MUC PiCH CONG VIEC

- Thuc day doanh s6 ban hang, phat trién thi truong, thu hoi cong no va xi Iy cac
van de phét sinh tir khach hang

- Muc tiéu dam bao dat doanh s6 khu vuc phu trach va doanh s6 chung cia Cong ty,
gop phan xay dung, dao tao nhan sy va thac day su phat trien Céng ty

PHAN 3: MOl QUAN HE TRONG CONG VIEC

KHACH HANG CAP TREN TRUC KHACH HANG
NOI BO TIEP BEN NGOAI
\ o b A Trwéong Phong Kinh

e Phong ky thuat Doanh ‘

* Phong Nhan sy hanh Béc si, dicu dudng, k¥
chinh; thuat vién

« Phong tai chinh Ké Céc phong ban hanh
toan; Truéng nhom chanh (ke toan, khoa
« Phong dich vu khach kinh doanh 2 duroc, trang thict b,
hang phong vat tu, kho) cia

cac Bénh vién khu vuc

« Phong san pham — - - HCM
marketing CAPDUOI TRUC

TIEP

Khoéng
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PHAN 4: TRACH NHIEM VA NHIEM VU

Pinh nghia vé tham quyén trong cong viéc:

Céap do A: Xin y kién trude khi thuc hién;

Cép d6 B: Phai béo cao sau khi thuc hién cong viéc;

Cép do C: Chi béo cao khi c6 yéu cau.

STT

NHIEM VU CONG VIEC

THAM
QUYEN

KET QUA PAU RA

Tréch nhiém chinh 1: Phat trién thi truwong, ting thém thi trwong khach hang méi

Duya vao thdng tin thi truong, nam tinh
hinh cac CathLab chuan bi hoat dong,

Thong tin, quy trinh hoat déng
cua bénh vién méi. Thoi gian du

1.1 | tim kicm thong tin, ticp can vaxay A kién ma Lab, ké hoach chuyén
dung moi quan hé vai khach hang tiem :
¥ . giao.
nang, cai danh myc
19 Mo rong thi truong theo dinh hudng — A K& hoach hanh déng.

ké hoach.

Tréch nhiém chinh 2: Thic diy doanh sé ban hang va Thau

Xay dung ké hoach kinh doanh cho
nam va tung giai doan. Tién hanh cai

21| thau, dam bao thong tin tién do thau, A | Kehoach kinh doanh
tang kha ning trang thau
Lén ké hoach dé bam st thi truong,
cap nhat théng tin tai thi trwong lién Pam bao thi phan cua cong ty &
2.2 tuc. Nam rd Market share tai thi B cac thi truong lubn duy tri & mac
truong, tir d6 linh hoat dua ra cac chién cao & dat doanh s dé ra
lugc phu hop
Thong tin dén céc b phan lién quan
dén cac nghiép vu sau ban hang dé dam Thong tin khach hang
2.3 bao tién do giao hang, tién do thi cong B

nham bao vé uy tin ciing nhu 12 lgi ich
cua Coéng ty.

K& hoach giao hang

Tréch nhiém chinh 3: Thu hai cong ne va xir ly khiéu nai

Xt ly céc phan héi hay khiéu nai cua

Céc mat hang bi 16, dugc thu hoi
va ho trg cho khach hang sém

31| khach hang sau ban hang; A | nhét. Cac tha tuc gidy to hd tro
khach hang nhanh, chinh xac.
32 | Thu hdi cng ne sau ban hang. g | Baocaodoanh thu, thu hoi cong

ng ding han

Tréch nhiém chinh 4: Thuc hién cac bao céo, théng ké sé liéu dinh ky va dét xuit:
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Téng hop, phan tich s6 liéu danh gia

yéu cau cua Truong Phong;

4.1 tinh hinh va 1ap cac bao céo theo quy B B4o céo tuan/thang/quy/nim
dinh cua Truong Phong.
L Béo céo két qua thong tin thi
43 Thuc hién cac bao cdo dot xuat theo B truong.

Tréch nhiém chinh 5: Nang cao hiéu qua, niing sut lam viéc

Nam va hiéu rd toan bo san pham va

Trudng Phong;

5.1 . " _ C Kién thic san pham, dich vu
dich vu cong ty;
Theo doi t[uc tl?p dOT} hang minh phy Pon hang giao dang tién do,
5.2 trach —khong xay ra tinh trang don_ C dine mue dich
hang thét lac va phat sinh xa Iy nhidu £ mt
Gui b4o cdo cong viéc hang tuan cho
5.3 truong phong. Béo cao cdng tac néu co B Béo céo cong viéc
di cong tac
Dé xuit lugc bat, hodc thém vao cac X oo A i ik
>4 quy trinh tuong tac ndi bo khi can thiét. A e xuat cal tien
55 Lap ke hOachAthuc fif‘y va phét trién doi C K& hoach hop team va h3 tro.
nhom trong cong viéc.
Trach nhiém chinh 6: Cac cdng viéc khac
Tham gia cac hoat dong phong trao,
6.1 thién nguyen, su ki¢n vén hod, the C Danh sach tham duy;
thao, 1€ hdi,... cuia céng ty t6 chuc;
Thuc hién cac cong viéc khac theo chi o ta s g
, N e < Chuong trinh lam viéc va cac bao
6.2 dao ctua ngudi quan ly truc tiep hoac B

cao c0 lién quan

PHAN 5: QUYEN HAN TRONG CONG VIEC
1. Quyén dé xuat:

Pé xuét céc giai phap, ¥ kién nham nang cao hiéu qua thuc hién cdng viéc caa nhém/bo
phan;

Dé xuat ké hoach xay dung va phat trién nhém/ bo phan dya trén co so chién luoc caa cong

ty;

Pé xuit va thanh toan cac khoan chi phi hop Iy nham hoan thanh cac nhiém vu dugc giao
caa nhém/bo phan.

2. Quyén quyét dinh:

Ma sb (Ref No): HHM-HRD/P-02/F03

Duoc quyén giao dich véi céc t6 chirc, ca nhan bén ngoai cong ty c6 lién quan dén nhiém

vu

cua nhém/bo phan;
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e  Tuchdi céc cong viéc khong thudc pham vi chire nang hodc khdng phii hop véi quy dinh,
van hoa cong ty.

PHAN 6: QUYEN LQI

Nguoi lao dong dugc hudng cac quyen loi theo Luat lao dong, Hop dong lao dong, Thoa uéc lao
dong tap thé, Noi quy lao dong va Chinh sach nhan sy cua cong ty ban hanh. Phong Nhan su/Can bo
quan ly tryc tiép co trach nhiém phé bién va giai dap cho Ngudi lao dong thiu hiéu trong qua trinh
lam viéc.

PHAN 7: PIEU KIEN VA MOI TRUONG LAM VIEC

7.1 | Noi lam viéc Vian phong HHM (197/15 Nguyn Thi Nho, Tan Binh, HCM)
7.2 | Thoi gian 1am viéc X] Gio hanh chinh | [ ] Lam viéc theo ca [JKhae
7.3 | Tong s giolam viéc | 44h/ tuan <ché dé 5 ngay ruéi 1a 44h>
<] Bdng phuc [ ]1Bao ho lao dong | [X] May tinh
., | Phuong tien am viéc <] Namecard <] Vin phong pham | [X] Ban lam viéc
durC cap phat [ Ghé ngdi 5 Email <] Tai khodn
[ ] Bién thoai [ ] SIM dién thoai X Xe
75 |NLbtgtrangbi | ...... <Vi du: di¢n thogi, xe may, ...>
7.6 | Moi truong lam viec | [X] Binh thuong th Nang nhoc doc | —epae:
7.7 | Cong tac xa [] Thuong xuyén <] Thinh thoing [ ] Khéng
7.8 | Lam viéc ngoai gio [] Thuong xuyén [_] Thinh thoing [ ] Khéng
7.9 | Thoa thuan khéc K_hong tham gia fAIOat d_(zng be}n haAng da:cap,,t_)an_h,ang E)nllne va
kinh doanh cac céng viéc khac méu thuan véi lgi ich cong ty.

PHAN 8: TIEU CHUAN TUYEN DUNG NHAN SU

8.1 Gigi tinh [X] Khéng yéu cau [ ] Nam [ ] Nix
8.2 Do tudi [X] Khéng yéu cau [(JTu......... tudi [ ]Dubéi....... tuoi
g3 | MNgoaihinh X1 Khéng yéu cau [_] Binh thuong UD&UH nhin, ndi
8.4 | Suckhoe [] Khéng yéu cau [] Binh thuong X Tét
8.5 | Trinh d¢ vin hoa [] Khéng yéu cau [19/12 X 12/12
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[] Khéng yéu cau [X] PH, CP [] T Trung cap
8.6 | Trinh do hoc van
Chuyén mén: ......
8.7 | Trinhdd ngoai ngt | [ ] Khongyéuciu | [X] Co ban [] Luu loat
X] Anh [ ] Phép [] Italia
8.8 Loai ngoai ngir
[ ] Trung [ ] Nga [ ] Khac: .......
8.9 | Chingchingoaingr |[JKhongyéucau |[[].......... ]
8.10 | Trinh d6 tin hoc [] Khéng yéu cau DX] MS Office co ban L] Phan “Tém
' ¥ ¥ chuyén nganh
8.11 | Nang luc [ ] Khéng yéu cau ... [].......
8.12 | Ky ning [ ] Khéng yéu cau ... (].......
Lo . A A . [ ]Dubéi.........
8.13 | SO nim kinh nghiém | [_] Khong yéu cau []Tw......... nam | —
8.14 | Cacyéucaukhac | .........
8.15| Uutién | ...
PHAN 9: PHE DUYET
Bién soan Kiém tra Phé duyét

(Ky va ghi rd ho tén)

PHAN 10: XAC NHAN
(Duing khi phan phai cho nhan vién méi nhdn viéc)

Phong Nhan su kiém soat

Ma sb (Ref No): HHM-HRD/P-02/F03

(Ky va ghi r6 ho

tén)

(Ky va ghi rd ho tén)

Nguwaoi nhan viéc

(Téi dd hiéu va dong y cac

cong viéc duroC giao)
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