SOGREEN
JOB DESCRIPTION (JD)

GIOI THIEU VE SOGREEN

SoGREEN la don vi hoat d9ng trong linh vuc thi€t ké - thi cong canh quan
va khong gian xanh, huéng téi nhitng gia tri bén vitng, thim my va thuc té.

Chiing t6i xay dung SOGREEN nhu mdt d6i ngii lam viéc tit t€, coi trong con
ngudi, sy minh bach va tinh than déng hanh lau dai - véi khach hang ciing
nhu v6i nhan su trong cong ty.

I TRI KE TOAN HANH CHINH - NHAN SU

S6 luong: 1 ngudi
I. Vai tro

Thuc hién ghi nhin ké toan néi bé va cong viéc hanh chinh co ban, theo quy
trinh c6 sin.

I1. Pham vi cong viéc
1. K€ toan ndi bod

- Ghi nhan thu - chi hang ngay.

- Theo doi cong ng phai thu - phai tra.

- Cap nhat chi phi theo cong trinh/ phong ban.
- Luu tr& chting tu ké toan.

- Hb trg so liéu cho K€ toan quan tri khi can.

2. Hanh chinh - nhan su co ban

Quan 1y ho so nhan su.

Theo doi cham cong, nghi phép.

H6 trg soan thao hgp dong lao dong, thong bao ndi bo.
Quan Iy van phong pham, chi phi hanh chinh.



- Theo do6i hgp dong thué van phong, dién nuéc, internet...
- Theo doi, bao cao hang ngay va nhic viéc cho bd phin thiét ké vé
deadline,

I11. Yéu cau

- Nhan vién méi ra trudng nhung nhanh nhen hodc c6 kinh nghiém 1 nam
lam admin - k€ toan hanh chinh - nhan sy hodc vi tri tuong duong

- T6t nghiép Cao dang hoac Pai hoc cac truong vé Kinh té, Thuong Mai,
Quan tri Kinh doanh, K€ toan hoac lién quan.

- Can than, trung thuc, c6 trach nhiém.

- Biét st dung Word, Excel co ban - kha.

- Co6 tinh than hoc hoi, phoi hop.

IV. Quyén lgi

- Luong: Khéi diém 6 triéu (Tang luong theo nang luc).

- Dbugc dao tao bai ban vé nghiép vu.

- MOoi truong 6n dinh, cong viéc o rang.

- Dong bao hiém xa hoi theo quy dinh

- Thudng cac dip 1€, Tét

- Tham gia du lich, da ngoai, teambuilding ctia cong ty

- MOoi trudng lam viéc ton trong, 6n dinh, gan bé lau dai

- Thai gian lam viéc: Tu T2-T7 (8h-17h30), nghi trua 1h30

- Luong tang ca, phu cip lam thém theo yéu cau ctia cdng viéc (néu co)

THONG TIN LIEN HE va CV giii t6i
Cong ty: Cong ty TNHH Thi€t ké va Xay dung bao Nguyén - SOGREEN

Email: hr.sogreen@gmail.com

Tiéu dé ghi ro: Ho tén - Ung tuyén vi tri [Tén vi tri].
SPT/Zalo: 0918339486

bia diém lam viéc: D02-1.45 An Vugng Villa, Duong Noi, Ha Bong, Ha Noi.
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