HANH TRINH KHO'1 DAU SU NGHIEP

THE INSURER
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MO TA CONG VIEC
NHAN VIEN ADMIN KHAI THAC

1. TRACH NHIEM/ NHIEM VU CHINH:
- Quan ly va ghi nhan doanh thu vé chuang trinh nghiép vu

cla PTI cho tat ca cac san phdm do TPA la trung tdm dG6i
soat.

- Thuec hién d6i soat doanh thu véi PTI thanh vién va Buu dién
tinh theo dinh ky.

- Theo dbi va quan ly tinh hinh nhap don vao hé théng nhap
liéu cho tat ca cac san pham nhap liéu tap trung qua TPA.

- Quan ly cong no vdi cac dai ly/Dai tac thué dich vu.

- Quan ly hgp dong, ho so phap ly clia cac déi tac.

- Chi tra hoa hong, hoan phi (phat sinh).

2. TRACH NHIEM/ NHIEM VU PHU:

- Hb trg cac cong viéc khac theo phan cong dé dat dudc muc

tiéu clia cong ty.
3. MANG LUGI QUAN HE
- Bén trong cong ty: Dong nghiép PTI Sai Gon, déng nghiép

trong hé théng PTI
- Bén ngoai cong ty: Khach hang, Nha cung cap, Dai ly.
4. PHAM VI CONG VIEC:
- Quan ly, theo déi hgp déng dam bao cung cadp thong tin

chinh xac,

- Quan ly, ghi nhan doanh thu day da, dung so liéu.

- Chi trd hoa hong, hoan phi ding thai gian theo quy dinh cla
Tong cong ty

- Hb trg ndi bd cac cdng viéc phat sinh (néu co)

1. KIEN THUC — KINH NGHIEM:
- T6t nghiép Cao dang trd lén

- Chuyén nganh: Kinh t&, Bao hiém, Tai chinh,...

- Co kinh nghiém sales admin la mot Ioi thé.

- Ky nang doc hiéu, vé quy trinh 1a mét wu thé

- Biét 'ng dung CNTT vao cdng Vviéc,...

2. KY NANG:

» Nhom ky nang chung:

- TOEIC t&i thiéu 500 hodc bang cdp khac tuwong
duong.

- Thanh thao cac ky nang tin hoc van phong (Word,
Excel).

- Cotu duy logic tot va kha nang giai quyét van dé linh
hoat

» Nhom k§ nang quan ly:

- Cokha nang quan ly, sép x&p cong viéc, quan ly thoi
gian, lam viéc d6i nhém, phéi hap va diéu phoi cong

viéc v@i cac bd phan khac.



3. TINH CACH/ PHAM CHAT:

> Gia tri c6t 16i:

- Théa thuan theo nang luc, 6 — 8 tridu dong /thang.

> CHINH SACH PHUC LOI: - Cé trach nhiém trong cong viéc.

_ < by I\ N e 'Y , ” ~ S ~
v M6i trudng lam viéc nang dong, chuyén nghiép, than thién San sang lam viéc ngoai gio dap ting yéu cau cong
viéc.

v D6i ngli nhan su tré dudc dan dat bai doi ngli Ianh dao nhiét
> Pham chét dac biét:

huyét, tan tam.

- He¢ 0 hiu khé hoc héi, nhanh nh a chd
v' Tham gia cac hoat déng dao tao nang cao trinh dd chuyén 6a dong, chiu kho hoc hoi, nhanh nhen va chu

mén, k§ ndng va dinh hudng phat trién nghé nghiép, ban than. dong

v' L0 trinh dinh hudng phat trién nghé nghiép theo tirng giai doan

luc trong cdng viéc, nang dong.

v' Budc thudng hang Quy/Nam ré rang & theo két qua va nang
suat lam viéc.

v Du lich trong va ngoai nudc (Singapore, Spain, Japan, ...) khi
dat thanh tich tét trong coéng viéc, tham gia cac hoat déng vui
chai giai tri.

v' Huwdng day da cac ché do Bao hiém theo quy dinh Luat lao
dong.

v" Huwdng cac ché dd cham soc stic khoe dac biét danh cho ban
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%+ Phan chung:

- Chuong trinh dao tao hdi nhap, Van hoéa doanh CéngtyBéo hiém Buu dién Sai Gon

nghiép, ndi quy cac quy dinh Cong ty

- San phé’m ‘ 'S Hinh thirc n6p h‘é SO
- Quy trinh hoat dong cua Team
Qua email: linhom_giadinh@pti.com.vn

pién thoai: 093.404.9991 (Ms. My Linh)
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PTI SAI GON INSURANCE

Vitng mét niém tin
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