NHAN VIEN HANH CHINH NHAN SU
(MA CONG VIEC: GAD)
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. MO TA CONG VIEC

Quan tri hanh chinh vdn phong, kho hang.

Quan ly hé théng tailiéu, hd so.

Dat mua vat dung van phong, nguyén vat liéu lam hang.
Dang tuyén nhan su, thu xép phéng van.

Cham cong lao d6ng, 1én bang lvong hang thang.

Cong tac ché dé ngudi lao d6ng, bao hiém xa hoi.

. THONG TIN KHAC

S6 luong can tuyén: 01

Gidi tinh: Nam/N@

Nai lam viéc: Van phong Cong ty tai Ha Noi.

Thai gio lam viéc: Gio hanh chinh va theo nhu cau cong viéc; Thi hai - Thi sdu & sang Thir bay.

.YEU CAU
Chuyén mén, nghiép vu: Cac nganh lién quan.
Ngoai ngit: Tiéng Anh viét hd so, chirng tlr, thu dién tir va giao tiép thdng thudng.
Tin hoc van phong: S dung thanh thao cac ing dung word, excel, email, internet.
Ky n3ng: Quan xuyén cong viéc; lam viéc ddc 1ap va lam viéc nhém; lam viéc theo quy trinh cong
viéc va linh hoat x( ly céc bién déng, phat sinh.
Kha ndng: Tiép thu kién thirc, tu hoc hoi, chi ddng lam viéc. Thuc hién cong viéc ddm bao tién
d6 va dadm bao chat luong.
Diéu kién: C6 noi & 6n dinh va cé phuong tién riéng dé di lai.
. CHE D0 PAI NGO

Hop dong lao déng c6 déng BHXH, BHYT, BHTN theo quy dinh ctia phap luét.

DPuoc hudng dan cong viée, tham gia cac khda dao tao ndi bd va dugc clr di hoc nhitng khda dao
tao bén ngoai dé phat trién cdng viéc.

Puoc tao co hdi tiép xtc véi nhitng cong viéc lién quan dé mé rong kién thirc, kinh nghiém.
Luong thang theo kha ndang ddm duong cong viéc.

M6t ndm hai ky danh gid mirc d6 cong hién, phat trién dé xem xét luong.

DPuoc tao diéu kién tham gia thém céc cong viec ma minh cé kha ndng; tir d6, lwa chon cong viéc
thudc s& truong hodc cé kha ndng phat trién nhat.

C6 ché d6 dai ngd khuyén khich lam thém céng viéc phat trién khach hang.

. HO SO DANG KY DU TUYEN

Phiéu d&ng ky du tuyén (ldy mau tai trang web http://www.transaz.vn/tuyen-dung/tai-lieu-can-
thiet.aspx hodc lién hé dé lay.

Ban sao chirng minh nhan dan, bang cip, chirng chi; so yéu ly lich, gidy kham sic khoée trong
vong 6 thang.

* Ho so glti v& Cong ty qua thu dién t& hodc buu dién.
6. LIEN HE NHA TUYEN DUNG

Cong ty C6 phan TransAZ (website: www.transaz.vn)

Dia chi: Tda nha South Pacific (tdng 4), 73 Ly Nam Dé, P. Clra Déng, Q. Hoan Kiém, Ha Noi.
Thoi gian lién hé: Thit hai dén Thir sau; 09:00-12:00 gid va 14:00-17:00 gid.

Ngudi lién hé: (6ng) Phan Théng; dién thoai: 024-3935.2899, 086-836.4236;

thu dién tir: tazll@transaz.vn
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