?O SOGREEN ,:,IIUYFN DUN\G VI TR'I
GARDEN&FLORALS KE TOAN - HANH CHINH

SoGREEN la dan vi hoat dong trong linh vuc thiét ké - thi cong canh quan va khong gian xanh,
hudng t6i nhiing gia tri bén ving, thdm my va thuc té.

Chung t6i xay dung SOGREEN nhu mdt ddi ngd lam viéc tu té, coi trong con ngudi, su minh bach
va tinh than dong hanh lau dai - vdi khach hang ciing nhu vdéi nhan su trong cong ty.

SO LUGNG: 01 NGUOI

Thuc hién ghi nhan ké toan noi b va cong viéc hanh chinh cd ban, theo quy trinh
c6 san.

PHAM VI CONG VIEC

1. Ké toan ndi bo

Ghi nhan thu - chi hang ngay.

Theo ddi cong nd phai thu - phai tra.

Cap nhat chi phi theo cong trinh/phong ban.
Luu trf chiing tu ké toan.

HO trg so liéu cho K€ todn quan tri khi can.

2. Hanh chinh - nhan su co ban

Quan ly ho sd nhan su.

Theo doi cham cong, nghi phép.

HO trg soan thao hdp dong lao dong, thong bao noi bo.

Quan ly van phong pham, chi phi hanh chinh.

Theo doi hgp dong thué van phong, dién nudc, internet...

Theo ddi, bdo cao hang ngay va nhac viéc cho bd phén thiét ké vé deadline



e Nhan vién ¢6 kinh nghiém 1 nam lam admin, ké todn hanh chinh - nhan su hodc
Vi tri tuong duong

e T6t nghiép Cao dang hoic Dai hoc cac tridng vé Kinh t€, Thudng Mai, Quan tri
Kinh doanh, K& toan hodc lién quan

e (Can than, trung thuc, ¢ trach nhiém

e Biét sti dung Word, Excel cd ban - kha

e (0 tinh than hoc hai, phoi hap

e Thu nhap: Tu 8 - 9 triéu (Thoa thuan theo nang luc)

e Dudc dao tao bai ban vé nghiép vu

e Mai trudng On dinh, cong viéc rd rang

e Dong bao hiém xa hoi theo quy dinh

e Thudng cac dip I€, Tét

e Tham gia du lich, da ngoai, teambuilding cua cong ty

e M0i trudng lam viéc ton trong, 6n dinh, gan bo 1au dai

e Luang tdng ca, phu cap lam thém theo yéu cau cua cong viéc (néu co)

THOI GIAN LAM VIEC

e TU T2 - T6, thii 7 1am cach tuan theo lich cong ty
e Sang: 8h -12h, chiéu: 13h30 - 17h30

THONG TIN LIEN HE VA CV GUI TGI

Cong ty TNHH Thiét ké va Xay dung Dao Nguyén - SoGREEN
@ Email: hr.sogreen@gmail.com

Tiéu dé ghi ro: Ho tén - Ung tuyén vi tri [Tén vj tri]

® sbT/zal0: 0918339486
0 Pia diém lam viéc: D02-L45 An Vugng Villa, Duong Néi, Ha Déng, Ha Noi.
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