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Trwdng nhédm Hanh chinh téng hop

Cong ty: Edso Labs

Dia chi: S6 9, Ngd 4 Duy Tan, Cau Gidy, Ha Néi

Fanpage: https://www.facebook.com/edsolabsvietnam

Contact: huent2@edsolabs.com

M6 ta cong viéc:
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Quan ly thu vién, hd so, tai liéu, biéu mau

- Quan ly thu vién cta céng ty, cdp nhat, quan ly, cho muon sich & tai liéu

- Quan ly céng van di, céng van dén

- Quan ly & lru trir hé so nhan sy nhan sy (ban cing)

Soan thao cac vdn ban Hanh chinh

Quan ly chi phi hanh chinh (v8n phong pham, dién thoai, taxi, chuyén phat nhanh, ...)

Quan ly tai san, trang thiét bi, cdng cu van phong

- Lén ké& hoach mua s3m va ban giao tai san cho don vi s&t dung

- Kiém ké, d6i chiéu tai san dinh ky

- Lap phuong an st dung, didu chuyén & thanh ly tai san

- Bao cdo dinh ky tdng hop tai san thang, quy, ndm hodc dét xuat theo yéu ciu cla Ban Linh
dao

Mua d6 &n nhe (banh keo, café) va phat hang ngay cho CBNV

Quan ly 1& tan, bao vé, tap vu... Dam bao canh quan trong vin phong ludn sach sé&

Theo ddi cdng tac vé sinh, tiép don khach, trang tri phong 8c,... ddm bao hinh anh chuyén nghiép

cla cong ty

Lap k& hoach & T8 chirc cac su kién ndi bd cla cong ty & cac chuyén céng tac

- T8 chirc, chuan bj thyc hién cac cudc hop tai vdn phong cong ty

- T8 chirc céc sy kién ndi bd clia cdng ty, bao gdbm: dao tao ndi bd, lién hoan, sinh nhat thang,
tiép khach hang, ....

- Chun bi thu tuc di cdng tac trong va ngoai nuwdc cho Ban lanh dao

Lén ké& hoach va T6 chirc du lich/ teambuilding

Thuc hién cac céng viéc chdm séc doi séng can bd nhan vién cong ty nhu tham hdi 6m dau, ma

chay, cudi hoi....

Cac cong viéc khac theo su chi dao clia Ban lanh dao hodc Quan ly.

Yéu ciu:

Cé tlr 7 ndm kinh nghiém & vi tri Hanh chinh Téng hop/ Admin hodc céc vj tri twong dwong
Tot nghiép dai hoc chuy@n nganh Nhan sy, Ludt/ hodc cdc nganh lién quan

C6 kha nang bao quat

Thai do:

- Timi, cdn than, cham chi, thdo vat va ch( déng

- Khéng ngai kho, cé kha nang chiu ap luc cao
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e K{y nang chuyén mon:
- K{ nang giao tiép va giai quyét van dé
- Ky nang lam viéc nhém
- K§ ndng soan thao van ban
- K¥ nang tong hop, 1ap béo céo
- Ky nang t6 chirc sy kién
- K§ nang giao tiép tiéng Anh thanh thao

Quyén loi:
e Luong: max 20M; 13 thang luvong + thudng 18, tét; xét tang lwong hang ndm
e Thoigian lam viéc: thoi gian lam viéc 8h30 — 18h00 tir th& Hai téi thi Sdu, nghi trwa 1,5h
o MOdi truong flat, tré trung va siéu thodi mai
e Du lich hang nam va team building theo thang/quy
e Bdo hiém xa hoi, BHYT theo quy dinh cdia Nha nuéc
e Kham strc khde dinh ky hang nam
e G6i Bao hiém sirc khde BIC



