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% Yéu cau:

Trinh d6 véan hoéa: tot nghiép Dai Hoc tro Ién.

Chuyén mén: Quan tri Hanh chanh, Luat

K§ nang: Sr dung thanh thao vi tinh van phong, k¥ ning giao tiép, k§
nang xur ly cong viéc, k§ nang quan ly.

Strc khoe: tot

Pham chat: C6 tinh

ky luat cao, trung thuc co kha nang chiu dugc ap luc cong viéc

Kién thac :

Bi€;t hoach qdinh va t,huc ,hién cong viéc co hiéu qua.

Bict cach to chirc, sap xep cong viéc hop ly va khoa hoc. ‘
Bict hoach dinh, t6 chuc, kiem tra cong viéc + Am hiéu luat phap vé
moi truong, PCCN, ATLD, ATVSLD + C6 kién thuc vé 1SO

Kinh nghiém : c6 kinh nghiém tir 5 nam kinh nghiém & vi tri trong duong.

% MO ta cong viéc :

1. Muc tiéu cong viéc :
- Pam bao KPIs cua phong duogc thuc hién doi véi cac cong viéc khac duoc
Q.Gb TQL phan cong.
- Quan Iy co so vat chat, khong dé that thoat tai san cong ty.
- Pam bao méi truong 1am viéc sach s&, an toan, an ninh dé phuc vu cty hoat
dong cd hiéu qua.

Pam bao tuan thu vé ATLD, PCCN va NQCT.

2. Nhiém vu :

-T6 chuc kiém soat cong tac an toan lao dong, PCCN va vé sinh cdng cong trong

toan cong ty.

- T6 chuc kiém soat cong tac an ninh trong va vong ngoai toan cong ty va chi nhanh.
Ho tro, nhac nho, hudng dan , xir Iy vi pham Doi Bao Vé thuc hién tac nghiép.



-T6 chuc kiém soat cong tac quan 1y, luu trit cac loai ho so. HO so phai dang va di
dé truy xuat khi co quan chirc niang kiém tra va khach hang audit.

-Té chirc kiém soét chat luong bita an, phuc vy, cham soc viéc dn ubng, kham stc
khoe ciia nhan vién, y té theo diing ché do quy dinh.

-T6 chuic kiém soat doi xe, didu dong cac phuong tién van chuyén phuc vu cho viéc
van chuyén CBCNV.

-T6 chuc kiém soét céng tac hau can nhu nha tro, VPP, dung cu bao ho lao dong.

- T6 chirc kiém soét cong tac méi truong, PCCC, ATLD, phéap ché dung luat phép:
Kiém tra vi pham PCCC dbi vi NLD vé vt can, hang hoa, vat tu che chan 16i thoét
hiém, ta dién. Céc ctra thoat hiém, thiét bi phong chay, chita chay luén dam bao hoat
dong tbt. So db 16i thoat hiém, bang chi dan, ctra Exit phai ¢ chét gai, theo ddi s6
bao chay -> ghi chép va kiém tra hién trang bao chay.

- Pai dién don tiép co quan Nha nudc téi 1am viéc (doan kiém tra moi trudng,
PCCC,...).

- Xay dyng va kiém soat ngan sach phong.

- T6 chirc kiém soét cong viéc tuan thi cac quy dinh theo hé théng tai liéu chat lugng
ISO 9001 cua cong ty

- Huan luyén, xay dung d6i ngii phong Tong vu khdng nging cai tién nang gia tri
phuc vu.

-T6 chuc giam sat nha thau thi céng phai duoc dao tao noi qui lao dong trude khi
lam viéc, dam bao ATLD. T4t ca NCU vao cong Cty phai dam bao ky két "noi quy
nha thau thi cdng + gidy phép lam viéc). Giam sat thi cong nha thau va bo phan lién
quan dam bao NCU tuan tha noi quy nha thau thi cong. Pam bao 5S sach s& truéc
khi nha thau roi khoi cong ty.

-bam bao hién truong nha may hoat dong dung quy dinh dé cac cudc Audit dat két
qua (PCCC, ATLD, VSLB, v.v.v)



-Gidm st CBCNV thuc hién dung ndi quy va quy dinh caa cong ty. Xac dinh va
giai quyét xur Iy cac van dé vi pham trong cong ty (di tré, vi pham NQCT, gay gd,
danh nhau...)

-Lén ké hoach cdng viéc hang tuan, hang thang cho nhan vién.

-Tham muru véi cap quan Iy truc tiép trong viéc hoach dinh, t6 chic, kiém soat cac
muc tiéu chung.

-Kiém tra tuan thu lwu trit, chat thai nguy hai, phé liéu, hoa chat, ...
-Phét hién hu hong, vé sinh, trinh Xin stra chira -> theo doi stra chira,. . ..

-B4o cao TQL hang ngay céc dj thuong can hé tro, hoac cong viéc ngay hom do6 bi
qua nhiéu can ho tro tir cap trén.

-Thuc hién cac chi dao khéc tir cap quan Iy, cap 1anh dao.

3.Trach nhi¢m:

- Chiu trach nhiém bao cao trudc cép lanh dao truc tiép vé chic nang va nhi¢m
vu duoc giao.

- Chéap hanh noi quy, quy ché lam viéc ctia Cong ty. Chiu trach nhiém lién déi
vé nhitng vi pham do nhan vién trong B6 phan gy ra.

S chue chi dao thyc hién cac cong viée khac theo yéu cau ctia cAp quan ly
truc tiep (GP TQL) ,

- Chiu trach nhi€ém vé cam két bao mat thong tin theo quy dinh ctia cong ty.

- Tuan thu quy dinh TTSP, 3S.
“ Quyen lgi

-bong phuc chinh thuc: 2 bo/ nam.

- Ché do BHXH, BHYT, BHTN theo Luat

- Thuong trong cac ngay Lé lon

- Thuong cudi ndm theo higu qua cong Viéc cua ting nguoi ‘
- Qua Tet hang ndm cho cong nhan ¢ nha tro cua Cong ty khdng ve qué.
- Qua Tét cho tat ca CB - CNV vao dip Tét Nguyén dan.
- Qua Tét thieu nhi & qua khen thuong HS giodi/ nam cho con CB - CNV
cong ty. ) . i A
- CONG TY CO NHA TRO MIEN PHI VA CO XE DUA RUOC NHAN
VIEN TU TP HCM DEN CONG TY



¢ Thong tin lién hé:

Gui CV truc tiép qua mail: tuyendung@century.vn

Lién hé: 0964.315.512 (Ms.Loan) Pia chi lam viéc: Puong sé 8, KCN
Trang Bang, Huyén Trang Bang, Tay Ninh
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