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HUONG NGHIEP A AU
THONG TIN TUYEN DUNG

Chtrc vu: Nhéan vién Hanh chanh — Phong Pao tao
Sé lvong: 1 Mtrc lwong: 10,000,000 - 12,000,000 déng
Gigi tinh: Nam/Nip Noi lam viéc: Tp H6 Chi Minh

Mo ta cdng viéc

Tham gia hé trg cuing bd phan R&D bién tap cac chwong trinh dao tao theo khung tiéu chudn hwéng dan
cla B6 Gido duc Pao Tao

Nhap va ra soat di¥ liéu bang diém, hd so cp phat van béng, chirng chi, gidy xac nhan va xt ly cac van dé
lién quan... d& chuan héa cong tac quan ly hé so Hoc vién

Phu trach quan ly va khai béo dir liéu Dao tao trén hé théng phan mém

Phu trach cac hang muc van ban lap quy cta Phong Quan ly Bao tao Héi s&

Phu trach kiém soét cac hé so cong tac bao cado S& Gido duc Dao tao: Thoi khoa biéu, lich Gidng day, Sé
lén I&p, S& Cép chirng chi

Kiém soat va hwéng dan viéc lwu trir, quan ly hd so Hoc vién thwe hoc tai cac Chi nhanh

Phéi hop v&i cac don vi lién quan trong cong tac dang ky, thdm dinh hd so mé& nganh nghé dao tao

Tham gia t6 chirc Lé tdt nghiép cho Hoc vién theo dinh ky

Thue hién cac cong viéc khac theo sw phan cong ctia cap quan ly

Yéu cau cdng viéc

Tét nghiép Pai hoc cac chuyén nganh c6 lién quan dén Quan ly gido duc, Quan tri Kinh doanh, Nha hang
Khéch san, Hanh chanh Van phong

Uu tién rng vién da lam viéc tai phong Dao tao, phong Céng tac Hoc sinh sinh vién cua cac Trwong Cao
DPang, Pai hoc

Vi tinh: st dung tét thanh thao excel va cac phan mém &ng dung, research

C6 kinh nghiém lam viéc trong linh vic Dao tao 1a mot loi thé.

Tinh than trach nhiém cao; Kha nang lam viéc déc 1ap va chiu ap lwc cao

Nang dong, trung thuc

Ky nang lam viéc nhom; K§ nang giao tiép; Ky nang thuyét phuc; Ky nang giai quyét van dé.
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DPuwoc huwdng mirc lwvong théa dang theo nang Iwc, lwong thang 13, thuwdng theo nang lwc (KPIs),
thwéng Lé...

Tham gia day da cac ché do theo luat: BHXH, BHYT, BHTN

Ché d6 khac: Nghi phép ndm, nghi phép ché dé theo quy dinh Céng ty; kham strc khde hang nadm:;
qua tang trong cac ngay &, tét, sinh nhat; ché dd tham hai hiéu, hi, dm dau, sinh dé.

Mai treo'ng lam viéc tré trung, nang dong, than thién.

Co hoi thang tién, phat trién muc tiéu nghé nghiép bén viing.

Thei gian 1am viéc gié Hanh chinh: 8h00 sang dén 17h00 chiéu, nghi trwa 01 tiéng. Thdi gian lam

viéc tir Th&r 2 dén Thir 7; trong thang c6 2 ngay nghi bat ki ho&c 4 budi chiéu the 7.




