TCIS

MO TA CONG VIEC
JOB DESCRIPTION

A. THON TIN CHUNG

1. Téng quan
Chirc danh: International Coordinator — Diéu phéi vién qudc té
Dia diém: Tang 3, Toa nha Quang Minh, 192-194A Ung Vin Khiém, P.25, Q. BT, TP.HCM
Mirc luong: 8 — 10 trigu dong
Cép bac: Nhan vién
Béng cap: Pai hoc
Nganh nghé: Giam dinh
Hinh thirc: Nhéan vién chinh thirc
Tudi: Khong gi6i han tudi tac
Gii tinh: Nam/Nix -
2. Phic lgi
e Ché d¢ bao hiém
Du Lich
Ché 6 thudong
Chém soc strc khoe
Pao tao
Tang luong

C PICH CUA CHUC DANH/ JOB PURPOSE

- La céu ndi lién lac gitra Phong kinh doanh va khéach hang va cac phong ban trong cong ty
- HO trg phong kinh doanh thyc hié¢n va diéu phoi hoat dong van hanh cho cong viéc giam dinh
- Trg gitp cho Giam déc diéu hanh, Ké toan trudng trong cong viéc hang ngay.

C. CAC TRACH NHIEM THUC THI CHINH/ CRITICAL ACCOUNTABILITIES

- Nhén yéu cAu giam dmh/thong tin khach hang tir phong kinh doanh (Thai Lan va Viét Nam), lam rd thong
tin, hd trg soan béo gia, lién hé voi khach bing dién thoai/email dé l4y thong tin vé ké hoach lay mau, ké
hoach lam hang. Giri yéu cau giam dinh cho khéach (Superintendence instruction), theo dai thong tin don
hang v&i khéach hang.

- Cap nhat va theo d&i bao gia, 1én hgp ddng dich vu (Job control no., quotation no...) cap nhat 1én Owncloud
céc don hang da chét.

- Tao group theo doi cong viéc, 1dy mau, loadmg, dong hang, cép nhat tinh hinh cho ban quan tri. Luu hinh
anh, bao c4o ctia kiém dinh vién, 1am bao cdo giam dinh (daily reports, final loading report), bao cdo déng
bao (Baggmg and Barge), dam bao truyen dat théng tin chinh xéac dé xir Iy kijp thoi céc su cb.

- Dit lich véi bén giao nhan dé giri mAu di test & phong thi nghiém theo quy trinh ctia khach hang.

- Lién hé v&i phong LAB dé giri kiém tra mau, hd trg 1am céc phan tich, theo doi két qua kiém tra va thong
bao cho ban quan trj d 1én chimg thu.

- Collect B/L va 1én chimg thu cho khéch theo Bill of Lading, in va luu hd so giam dinh.

- Theo ddi thanh toan va cép nhat chi phi.
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TCIS

D. CAC YEU CAU VE NANG LUC

Trinh d¢ Hoc van (Educational Qualifications)
e Tét nghiép Pai hoc chuyén nganh Kinh té, Ngoai thuong,...

Cac Kinh nghiém& Kién thirc Lién quan
e (o6 kinh nghiém & vi tri ¢ lién quan hodc sinh vién s& duge dao tao
e (o su hieu biet chung vé cac hoat dong ctia doanh nghiép.

Ciéc Ky Ning cin c6/ Must-have Skills

e  Sir dung thanh thao MS office.

C6 kha niing td chirc, trién khai cong viéc mot cach doc 1ap va quan ly thoi gian tot.

C6 k¥ ning viét bao céo, tbng hop — cap nhat thong tin.

K¥ néng giao tiép tot (v6i ca ngudi Viét va nguoi nu'oc ngoai).

C6 kha néng giao tiép hiéu qua trong ndi bd véi cac cip lanh dao va nhan vién ciing nhur giao tiép hiéu
qua vai cac to chirc va khach hang bén ngoai.

Téc phong chuyén nghiép, t tin.

Kha nang chiu ap lyc cao

E. THONG TIN LIEN HE:

Hb so truc tiép tdi dia chi sau:

Cong ty TCIS Inspection Viet Nam

Pia chi: Tﬁng 3, Toa nha Quang Minh, 192-194A Ung Van Khiém, P.25, Q. BT, TP.HCM
Hodc qua thu dién tu:

e Ms. Thuy Pat: dat@tcisvietnam.com — SDT: 0919 22 39 75

e Ms. Thuc Poan: opsl @tcisvietnam.com — SDT: 0982 19 09 97

2> GIANF DOE PIEU HANH

THI THUY PAT
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