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THONG BAO TUYEN DUNG

Céng ty ¢d phin Dugc phidm Trung vong CPC1 thong béo tuyén dung nhén sy nhur sau:

1. Vi tri: Truwéng phong Té chirc hanh chinh

2. Yéu cau:

2.1 Yéu ciu ning lye:

e Trinh d chuyén mon: Tét nghiép Dai hoc trd lén.

e Kinh nghiém: Téi thidu 05 nam kinh nghiém lam cbng tic quan ly t6 chirc hanh
chinh.

o K¥ nang:

- Quan ly, 14p va trién khai ké hoach; bao quat tong thé va td chuc diéu hanh t6t; ndm
vitng chuyén mon, van ban phap luét v& quan tri ngudn nhan luc; nganh dugc; phap luit lao
dong va cc van ban phap luat chi phdi hoat dong ctia cong ty.

- Giao tiép tbt.

e Ngoai ngir: Tiéng Anh

e Tin hoc: Thanh thao tin hoc vin phong.

2.2 Mo ta cong viéc:

- Phu trach chung cbng viéc phong T chirc hanh chinh, dén dbc, kiém tra viéc thuc
hién céc nhiém vu cua phong.
- T4 chirc x4y dung, thyc hién Muc tiéu chét luvong cua phong.
- Phu trach truc tlep céc cong viéc T6 chirc nhin sy:
= Cong tac TH chirc, cong tac can bd (bo nhiém, diéu dong, bai nhiém);
= Cong tac tuyén dung; chém dut hop ddng lao dong. ..
= (Cong tac Lao dong tién lwong (Xay dung luong, dinh mirc lao dong, Qui ché tra
luong, xét nang luong...)
» (Congtac BHXH, BHYT, BHTN;
= Cong tdc thi dua, khen thuong, ky luat;
= Cong tac Ché d¢ chinh sach d6i v6i ngudi lao dong;
» Cong tac dao tao, dao tao lai, bdi dudng phat trién nhén vién;
= Xay dyng néi qui, qui ché cia cong ty;
= Quan Iy hd so ngudi lao dong;
* Dai dién cho phong dé xuat, klen nghi v&i Ban Tong Giam dbc khi cén,
- Tham muu Ban Tong Giam dbc v& cac chinh sach, ché d6 dbi véi nguoi lao dong
khong trai vgi quy dinh phap luét vé lao dong.

- Tham muu va tham gia tryc tiép vao cong tac tuyén dung, danh gia ning luc, thanh
tich ctiia nhén vién. Dé xuat ché do lvong, ddi ngd va ké hoach gilt nhan su gioi.

- Tham muu cdc bién phap, chi truong sip xép, doi méi td chire, luan chuyén, didu
dong CBNV, cai tién sira d6i cac quy trinh quy dinh, khen thudng ky luat CBNV trong pham
vi toan Cong ty.

- P& xuit Cong ty trang bj cac phuong tién, cong cu lam viéc thich hop dé CBNV
hoan thanh tot nhi€ém vuy.



- Tham gia giai quyét cic mau thuln, tranh chip lao dong, khiéu nai ciia ngudi lao
dong.

- Phu trach cong tac: Quan ly tai san, co s& vét chat; Mua sam tai san, mua sam thuong
xuyén; Sua chira, xay dung; To6 chirc hi hop, su kién.

- Cong tac truyén théng: Tham gia xay dung va quéan Iy cac bai viét gidi thiéu vé Cong
ty trén trang web cua Cong ty, bao chi, truyén thong.

- Téng hop, Bao c4o két qua hoat dong ctia phong.

- Quan ly nhan su cta toan phong, chu dgng phan cong, diéu chinh, st dung lao dong
hop 1y, chiu trach nhiém trudc Téng Gidm ddc vé két qua hoat dong ctia phong.

- Thuc hién cong viéc khac theo sy phan cong/ty quyén ctia Téng Giam déc.

3. Mirc lwong, qpyen loi:

- Lwong: Trao ddi trong qua trinh phéng van.

- Tham gia diy da BHXH.

- Hudng céac ché do phuc loi theo quy dinh ctia phap ludt va clia Cong ty.

4. Pia diém ndp hé so:

Ung vién nop. ho so tai Phong Té chirc Hanh chinh — Cong ty c6 phan Dugc phim

Trung wong CPC1, s6 87 phd Nguyén Vian Trdi, phuong Phuong Liét, Quan Thanh Xuén, Ha
Ndi, hodc qua dia chi email: tochuchanhchinhHN@cpcl.com.vn.

5. Thoi han ndp hd so: K& tir ngay thong bao dén hét ngay 31/8/2024
Luwu y: Cac tng vién dat so tuyén hd so s& dugc thong bao dén phong van.



