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INDUSTRIAL METAL —

PHIEU THONG TIN TUYEN DUNG

I.  GIOI THIEU VE STAVIAN INDUSTRIAL METAL:

Cong ty C phan Kim loai Céng nghiép Stavian (goi tat la "Stavian Industrial Metal") dwoc thanh 1ap ngay
18/6/2021 v&i muc tiéu xady dwng mét thi trwdong vat liéu kim loai céng nghiép s6i ddng, minh bach va phat
trién bén virng.

Céng ty Stavian Industrial Metal la doanh nghiép cung cap cac gidi phap toan dién trong linh vc thuwong
mai vat liéu kim loai cong nghiép va dem san phém kim loai cong nghiép cla Viét Nam vwon ra thé gioi.

Stavian Industrial Metal tw hao ké thira mang lwéi phan phdi néi dia Ién manh, dbi tac uy tin tai hon 100
quéc gia, vung lanh thd va hon 30 chi nhanh trén toan thé gi¢i ctia Tap doan Stavian, déng thi s& hiru hé
thdng van phong, kho bai hién dai bac nhéat tai Ha Noi, Hai Phong, Thanh phé H6 Chi Minh, két hop véi loi
thé vé& 4 mo hinh kinh doanh toan dién va chudi 15 gidi phap kinh doanh vwot troi phat trién doc quyén,
ching téi da va dang tirng bwéc khang dinh vi thé 1a Coéng ty thwong mai Vat liéu kim loai cong nghiép quy
mé 16n, khdng chi phuc vu cho hé sinh thai cla Tap doan, ma con dd nang lwc cung cap nguyén liéu cho
nhiéu nganh céng nghiép c6 quy mé I&n trong nwéc va trén toan thé gioi.

Stavian Industrial Metal dit muc tiéu dén nam 2028, tré thanh mét trong 10 Céng ty Gia cong
Thwong mai Vat liéu kim loai cong nghiép I&n nhat Pong Nam A.

Website: https.//stavianmetal.com/.

Il. THONG TIN CHUNG VE VI TRIi:

1. Vjtri cAn tuyén: Chuyén vién Sales Admin | S6 lwong can tuyén: 01 nguoi

2. Thudc Phong/Ban: Phong Dich vu Khach hang

3. Dia diém lam viéc: Téng 6, Tda nha Imedia — 508 Truwdng Chinh — P. Kim Lién — Ha Nbi

. MO TA CONG VIEC (Pham vi céng viéc dam trach):

1. Dam phan, soan thdo hop déng v&i khach hang: van ban trau chudt, noi dung khoa hoc, chinh x&c, trinh
bay dep, chuyén nghiép.

2. Sép xép, theo déi lich giao hang, giam sat viéc giao hang, theo ddi viéc thanh toan ctia khach hang. Phéi
hop v&i Phong Cung trng trong viéc diéu phdi, xac nhan tién do cu thé giao toan bd san lwong cho tirng Hop
dong.

3. Quan ly hang tén kho, diéu phdi, phan bd hang hoa.

4. Phbi hop XNK, Mua hang dé cap nhat, theo di ké hoach hang vé, kip thoi thong bao téi khach hang
chuén bi ngudn lwc va tai chinh.

5. Phdi hop véi Logistic 1én ké hoach van chuyén sép xép giao hang cho khach hang. Tong hop phiéu can,
chirng tlr @& chuén bi bd chirng tr yéu cau thanh toan nhanh chéng, dung han.

6. Phdi hop cung (ng trong viéc diéu phdi, phan bé hang ban, theo d6i quan Iy hang ton kho, doi chiéu s6
liéu hang héa nhan — thyc giao, khép dau vao dau ra.

7. Xt ly thd tuc ban hang: Lap Phwong an Kinh doanh, Bao gia, hop dbéng, théng bao giao hang, Danh sach
hang hda, Bién ban giao hang, Dé nghi tam (ng/thanh toan gui Khach hang. Chuan bi b ho so chirng tir
thanh toan nhanh chéng, chinh xac va kip th&i gép phan thu héi tién hang dung han.

8. Phoi hop Ké toan dbi chiéu s liéu cong no clia khach hang, theo déi déc thic thu hdi tién hang: Quan ly,
giam sat chat ché ké hoach giao hang dé thu hdi tién hang hoac céng no dung han.

9. Quan ly, lwu trlr chirng tir clia Ban Kinh doanh (b&o gia, hop ddng ...), chieng t lwu trir khoa hoc, gon
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gang, day da, hoan thién

ho so lwu thué.

10. Lap bao cao, théng ké san lwong xuét nhap ton, cap nhat tinh hinh kinh doanh theo yéu cau ctia GD
KDTM. Bao cao khoa hoc, chinh xac, dung va di yéu cau Ban Lanh dao.

11. Céc nhiém vu khac th

12. C4c nhiém vu khac th

eo chi dao ctia PP DVKH, GD KDTM, Ban Lanh dao.

eo phan céng cua Trwdng B phan.

IV. YEU CAU VO VI TRI

CAN TUYEN:

Bang cap/Chirng chi

Tot nghiép dai hoc/ sau dai hoc cac tredng Kinh té, Ngoai thuwong, Thwong
mai

Ngoai ngir

Tiéng Anh giao tiép (Uu tién (rng vién cé ngoai ngir tot)

Chuyén moén/

Cé kién thirc, kinh nghiém vé nghiép vu logistic, ké& toan, tha tuc hai quan.

Kién thirc
- Uutién cac irng vién da c6 kinh nghiém trong mang thwong mai kim loai cong
Kinh nghiém nghiép (Bong/nhém/kém/thép...)
- Cé kinh nghiém lam viéc & vi tri twong dwong tlr 2 nam tré 1én
Do tudi - C6 thé linh hoat theo n&ng lwc va kinh nghiém thuc té.
- Ky nang dam phan, giao tiép tt, phan tich tot;
Ky nang - Ky nang lam viéc nhém, 1ap ké hoach cbng viéc;

Ky ndng st dung cac cong cu, phan mém chuyé&n mén.

Th&i gian lam viéc

Toan thoi gian. ) .

8h15 — 17h15 T Thir 2 dén sang Thir 6 hang tuan ( C6 thé lam ngoai gi®)
8h15 — 12h15 Th 7 (thoi gian lam viéc linh hoat, ¢ thé 1am viéc online tai
nha)

V. QUYEN LQI PUQC H

UONG:

Mcrc lwong Théa thuan theo nang Iwc va kinh nghiém
. - BHXH, BHYT, BHSK theo quy dinh
Quyen loi - Ché dd phuc lgi theo Quy dinh chung cla Tap doan

Nghi mat, hoat ddng gan két, team building.

VI. THONG TIN LIEN HE:

CONG TY CO PHAN KIM LOAI CONG NGHIEP STAVIAN

Tru s& chinh
Email
Website
Lién hé

: TAng 6, Toa nha Imedia — 508 Trwéng Chinh — Phudng Kim Lién — Ha Noi
: tuyendung@stavianmetal.com
. https://stavianmetal.com/
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