MO TA CONG VIEC

KE TOAN DOANH THU — CONG NO

PHAN 1: THONG TIN CONG VIEC

Chtrc danh : Ké toan doanh thu, cong no M4 chic danh
Phong ban : Phong Tai Chinh Ké Toén M@ phong ban
Pon vi : CONG TY THNHH TMDV KT Ma don vi

XNK HUY HOANG

PHAN 2: MUC PiCH CONG VIEC

: KTCN

:FAD

: HHM

- Latrg tha dic hec, chiu trach nhiém truc tiép véi Ké Toan Truong vé pham vi ¢ong viéc duoc
giao ph hop véi Luat ké toan va nhitng quy dinh phap luat cd lién quan.

e Chiu trach nhiém vé cac nghiép vu Xuét hoa don ban hang va quan 1y hoa don dau ra

e Chiu trach nhiém sé liéu vé doanh thu cong ng

e Cung cap dir liéu, sb liéu ké toan theo yéu cau cong viéc

PHAN 3: MOI QUAN HE TRONG CONG VIEC

KHACH HANG
NOI BO
- Phong Kinh Doanh
- Phong DVKH
- Phong Ky Thuat
- Phong Phap Ché
- Phong NSHC

CAP TREN TRUC TIEP
KE TOAN TRUONG

CAP DUGI TRUC TIEP
Khéng

KHACH HANG
BEN NGOAI

- Hop Luc

- RQS

- Hiép Cuong Thinh
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PHAN 4: TRACH NHIEM VA NHIEM VU

Pinh nghia vé thim quyén trong cong viéc:

Céap d6 A: Xin y kién truge khi thuc hién;

Cép d6 B: Phai b4o céo sau khi thuc hién cong viéc;

Cép do C: Chi béo céo khi c6 yéu cau.

] - 3 THAM ] L
STT NHIEM VU CONG VIEC N KET QUA PAU RA
. . . QUYEN Q
Tréach nhiém chinh 1: Bao mat va kiém soat sé liéu
-Bao mat sé liéu, cung cap s liéu,
1.1 Bao mat va kiém soét sb liéu B dam bao sé liéu dua ra chinh xéac
dung muc dich va c6 két qua tra vé
Tréch nhiém chinh 2: Xuét héa don ban hang
-bam bao sy day du va chinh xac
cac thong tin quy dinh trén to hda
- Xuét hoa don ban hang don. Céc hanh vi lap, x6a bo, tiéu
2.1 B hity va diéu chinh hoa don. .. phai
duogc thuc hién ding quy ché cua
cdng ty va phap luat hién hanh vé
ché do sir dung hoa don ching tu.
Trach nhiém chinh 3: Kiém tra nghiém thu va thanh ly
- Cung cap céc s6 lidu vé hé h .
Elu g C ap cac s? _e:u ,e oa (?Uni op . -bam bao day du chinh xac veé so6
3.1 dong, tong hgp so liéu tirng mat hang da B R N
J liéu, loy ké cua tung hop dong
xuat.
- Kié iy du chinh xéac c6 sb lié T
3.2 em triday duc ,ac €0 50 ficl B -bam bao chinh xac so liéu
trong nghiém thu thanh ly
-Ky nhay xac nhan s liéu nghiém thu, o
3.3 y nhay an sofiet hghie B -bam bao chinh xac so liéu

thanh ly.

Tréch nhiém chinh 4: Lap b4o co lién quan dén cong ne

-Lap béo céo tong hop doanh s hang

-Bam bao chinh xac doanh thu

4.1 hé ip cho Ban Giam D4 B

t {flr_19 Cimg_cap\c 0 Ban Giam Boc (tam hang thang

thoi chot tai ngay 3)

-Lap béo céng ng tuan cta phong Ké . o
4.2 Toan, Huy Hoang, Bao Nghi Minh dinh B Bam bao tinh chinh xac ctia cong

ky vao thu 7

no
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- Lap béao céo cbng no phai thu dinh ky
mbi thang 1 lan gui cho cac Sale

.. ~ e -bam bao tinh chinh xac cua con
4.3 Managers, phoi hop & ho trg cung cap so6 B am bao tinh chinh xac ctia cong

ligu dinh ky va dot xuét khi cac sales can o phai thu

dé thu hoi cdng ng
4.4 - Lap béo céo cac khoan thu trong thang B -bam bao chinh xéac
4.5 - Lap béo céo BE hang thang B -bam bao chinh xéac
4.6 - Lap bao céo tai tro y té hang thang B -bam bao chinh xac
4.7 - Lap bo cdo tong hop 3 mat hang B -bam bao chinh xéac

ABBOTT, MERIT, BE hang thang

-Lap bang ddi chiéu céng no chi tiét theo
4.8 cac hoa don d3 xuét cta bénh vién, ddi tac B
theo yéu cau.

-bam bao chinh xéac céng no cia
bénh vién, doi tac

Trach nhiém chinh 5: Theo ddi tinh hinh thanh toan cia bénh vién

-Theo d6i cac khoan thanh toan cua bénh -bam sb chinh xac cac khoan thanh

51 . .
vién toan

Tréch nhiém chinh 6: Cung cip s6 li¢u cho thau, Admin

-H3 trg cung cap, tong hop cac sb lidu vé

) B -Bam bao chinh xac céc sé lieu
hoa don

6.1

Trach nhiém chinh 7: Theo ddi thanh toan céng neg dbi tac Hep Luc, Hiép Cuong Thinh, RQS

-Theo ddi, tbng hop cong no can thanh
7.1 toan cho ddi tac, 1am lénh thanh toan céng B
ng cho ddi tac

-bam bao chinh xac tung khoan
thanh toan

PHAN 5: QUYEN HAN TRONG CONG VIEC

1. Quyén doc lap vé chuyén mén nghiép vu.
2. CO quyén yéu cau tit ca cac bo phan trong cong ty chuyén day du, kip thoi nhirng tai liéu,
s6 lidu can thiét cho cong viéc ké toan va kiém tra ciia Truong Bo Phan
PHAN 6: QUYEN LOI
Ngudi lao dong dwoc hudng cac quyén loi theo Luat lao dong, Hop ddng lao dong, Thoa ude lao dong tap thé,
No6i quy lao dong va Chinh sach nhan sy caa cong ty ban hanh. Phong Nhan su/Cén bo quan ly tryc tiép co
trach nhiém phé bién va giai dap cho Ngudi lao dong thau hiéu trong qué trinh 1am viéc.

Mi s6 (Ref No): HHM-HRD/P-01/F03 Soat xét (Version No): 1.0 Hiéu lyc (Effective):01/ 01/ 2024 3/5



MO TA

CONG VIEC

KE TOAN DOANH THU - CONG NQ

PHAN 7: PIEU KIEN VA MOI TRUONG LAM VIEC

7.1 | Noi lam viéc Vin phong HHM (197/15 Nguy@n Thi Nho, Tan Binh, HCM)
7.2 | Thoi gian lam viéc X] Gio hanh chinh | [ ] Lam viéc theo ca [JKhac: ......coon.
7.3 | Tong sb gio lam viéc 44h/ tuan
X1 bong phuc [] Bao ho lao dong X] May tinh
) Phuong tén lam viee [ ] Namecard DX Vin phong pham | [X] Ban lam viéc
dwoc cap phat <] Ghé ngdi <] Email X Tai khoan
[_] bién thoai [_] SIM dién thoai []Xe
7.5 | NLD tu trang bi Xe may
7.6 | Moi truong lam viéc X Binh thuong [] Nang nhoc doc hai | [[] Khac: ......
7.7 | Cong tac xa [] Thuong xuyén | [] Thinh thoang X Khong
7.8 | Lam viéc ngoai gio [] Thuong xuyén | [] Thinh thoang X Khoéng
79 | Thoa thuan khéc Khéng tham gia hoat dong ban hang da cap, ban hang online va kinh

doanh céac cong viéc khac mau thuan véi lgi ich cong ty.

PHAN 8: TIEU CHUAN TUYEN DUNG NHAN SU’

8.1 Gigi tinh IX] Khéng yéu cau | [] Nam [ ] N
8.2 D tuoi [JKhongyéucau |[JTu......... tuoi [ ]Duéi ....... tuoi
8.3 Ngoai hinh [] Khong yéu cau | [] Binh thuong [X] Uu nhin, ndi troi
8.4 Stic khoe [[] Khéng yéu ciu | [] Binh thuong X Tét
8.5 Trinh d6 vin héa [[] Khéng yéu cau | []9/12 X 12/12

(] Khong yéu cau | X BH, CP (] Tur Trung cap
8.6 Trinh d6 hoc van

Chuyén mon:Ké toan, kiém toan, tai chinh ngan hang.
8.7 Trinh d6 ngoai ngit [JKhéngyéucau |[X] Coban [] Luu loat

X] Anh (] Phap [] Italia
8.8 Loai ngoai ngir (] Khac: .......

] Trung []Nga
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8.9 Chung chi ngoai ngir DI Khongyéucau | []........... (],
8.10 | Trinh dé tin hoc [] Khong yéuciu | [ MS Office co ban ?u;za:grx:
8.11 | Ning luc ] Khéng yéu cau | [X] Nhay bén véi s6 liéu | [X] Can than, ti mi
8.12 | Ky ning ] Khéng yéucau | [X] Bam phén X] Lam viéc nhom
8.13 | S6 nam kinh nghiém X1 Khéng yéu cau | [X] Tur 01 nim C]Duéi ......... niam
8.14 | Céc yéu cau khac Khéng
8.15| Uutién Khong
PHAN 9: PHE DUYET

Bién soan Kiém tra Phé duyét

(Ky va ghi rd ho tén)

PHAN 10: XAC NHAN

(Ky va ghi ré ho
tén)

(Duing khi phan phéi cho nhan vién méi nhdn viéc)

Phong Nhan s kiém soét

Ma sb (Ref No): HHM-HRD/P-01/F03

(Ky va ghi r6 ho tén)

Nguwdoi nhan viéc

(Téi da hiéu va dong y céc cong
Viéc duroc giao)

Soat xét (Version No): 1.0

Nguoi giao viéc
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