Cong Ty TNHH Gido duc AIP
ARLES

JD — TU VAN TUYEN SINH - PIEU PHOI VIEN

A. THONG TIN

Chtrc danh cong viéc Tu van tuyén sinh

Cép bac cong viéc Nhan vién

Bao cao truc tiép cho Ban giam hi¢u

Quan Iy nhan vién tryc tiép Ban giam hiéu

Phéi hop tac nghiép ndi bo Céc Phong ban/ Pon vi trong Trudng.

Phu huynh, Cac co quan s, ban nganh, doan thé (Nha

Phéi hop tac nghiép bén ngoai nwéc), Dich vu

Dia diém lam viéc S6 4 Bat Nan, Phuong Binh Trung, TP Hb Chi Minh

B. TRACH NHIEM CHINH

- Tu van chuong trinh hoc dén Phu huynh, chét bé.

- Cham soc phu huynh, twong tac cung phu huynh cli va méi qua kénh zalo truong.
- Lén y tuong, ké hoach cho cong tac tuyén sinh cia trudng.

- Quan ly danh sach, cép nhat hd so hoc sinh cua truong.

- Quan ly kénh kidsonline, cap nhat cac thong bdo, thong tin, duyét bai.

- Lam bang hoc phi va xac nhan hoc phi.

- Quan Iy khau dong phuc cb va bé.

- Pang bai - quan ly hoat dong cua truong trén trang Fanpage (FB, Zalo).

- Ho tro khu vuc don-tra bé moi ngay.

- Tham gia c4c cong tac khac theo sy phan cong tir Ban gidm hiéu.

- Phdi hop cling cac bo phan khéc.

C. QUYEN HAN

- Pé xuat, dong gop y kién tham muru véi BGH.
D. YEU CAU GIOI TiNH - TUOI

- N, tudi tir 22 dén 35.
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E. QUYEN LOI

- Ché d9, phuc loi theo quy giﬁnh (thudng cac dip L& 08/03, 30/04-01/05, Trung Thu, 02/09,
20/10, sinh nhat, két hon, Tét, Luong T13, kham strc khoe dinh ky, du lich hang nam,...

- Thoi gian 1am viéc: Thir 2-Thir 6 (8h00-17h30)

- Luong cing: 8.000.000 (gross) + KPI

- Huodng tat ca cac ché d6 BHXH theo quy dinh.

- Nghi cac dip L&, Tét theo quy dinh

- Puogc lam viéc trong moi truong nang dong, tré trung, chuyén nghiép.
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- Puogc dao tao cac ky nang, nghié€p vu, chuyén mon cong viéc.

- DPugc dao tao cac kién thirc dé phat trién ban than, phat trién chuyén mon cong viéc.

- Co hoi thang tién 18n cac vi tri quan 1y.

1. Trinh d6 hoc van - T6t nghiép Cao déng hoac Pai Hoc.

2. Kha nang ngoai ngit - Nghe hiéu va c6 kha ning giao tiép co ban.
3. K¥ nang tin hoc - Str dung thanh thao vi tinh van phong.

4. Nang lyc chuyén mon - C6 kha nang xtr ly linh hoat.

5. Kinh nghiém cong tac - T4i thiéu 1 nam kinh nghiém & truong hoc.
6. T chat ca nhan - Ngoai hinh: Séng, va nhin, gon gang.

- Giong noi truyén cam.

- Thai d6: ham hoc héi, cau tién.

- Giao tiép tot.

- Tinh than cau tién nang cao nghiép vu.
- Thich nghi, nhanh nhen, linh hoat.

- Than thién, dong gdp xay dung va phat trién vin hoa
Truong.

- Khong nglrg nang cao nghiép vu chuyén mon.
- Chu dong trong cong viéc.

- Tap trung cao.

- Nhiét tinh, hoa d6ng, ham hoc hoi.

- Trung thyc, trach nhiém, can than, chu do.

- Kha nang lam viéc nhom, ddc lap, da nhiém.

7. Dao tao - K¥ nang mém (giao tiép, thuyét trinh, tu duy hé thng)
- K§¥ nang b tri cong viéc.
- K¥ ndng quan 1y thoi gian.
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