JOB Description MicroSitr
o |

Bang mo ta cong viéc

Job Title/ Chitc danh céng viéc: Nhan vién CSKH, tiép nh4n bao hanh IT

Department/ Bo phdn: Tiép nhan bao hanh

Line Manager/ Qudn Iy triec tiép: ~ Trudng bd phan Tiép nhan bao hanh

I. PURPOSE OF POSITION (Summarize what the job does and why)
Nham dép vmg nhu cau mé rong va ning cao chdt hrong dich vu bao hanh/sira chita khu viee phia Bdc.

Nay NESE can tuyén 1 nhan vién CSKH, tiép nhdn bao hanh IT cho TTBH NESE phia Bdc nhir sau:

II. KEY ACCOUNTABILITIES/ Trach nhiém chinh

Job Description/ Noi dung cong viéc

No. Key Accountabilities

Trach nhiém chinh Detailed/ Chi tiet

Tiép nhan san phdm bao hanh (may tinh, linh kién IT), kiém tra

1 | Tiép nhén sin phdm bdo hanh ) -
1ep TR San phdim 5ao han ngoai quan & di€u kién bdo hanh

2 Giao tiép véi khach hang Giao tiép voi khach hang qua truc tiép/dién thoai/email
3 Tuw vén tinh trang san pham Tu van tinh trang san pham & chinh sach bao hanh
4 Chan dodn 16i co ban Chan doén 16i co ban dua trén tinh trang thuc té

Phéi hop véi k¥ thuat (hodc truc tiép xir Iy néu c6 kha ning) dé

5 Chén doan 16i co ban , N
stra chira
6 | Theo doi tién do Theo ddi tién d6 & cap nhat thong tin cho khach hang
7 | Test lai san pham Test lai san pham trudc khi ban giao
8 | Nhdp liéu & cdp nhdt hé thong | Nhap liéu & cap nhat thong tin bao hanh trén hé thong

I11. PIEU KIEN LAM VIEC

- Thoi gian lam viéc trong ngay nhu sau:
= Sang: 08h00 - 12h00
= Chiéu: 13h00 - 17h30
=  Thu bay: 8h00 - 12h00

- Pia diém lam viéc: 42 Ping Tién Pong, P. O Cho Dira, TP. Ha Nbi

- Cong ty trang bi cac phuong tién lam viéc chinh: Dién thoai ban, may vi tinh, van phong phém, cong
cu stra chira,...

- Cac ché @6 hd tro khac theo chinh sach Cong ty.
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IV. MOI QUAN HE TRONG CONG VIEC _ Néu ra nhitng doi tdc ngi bé hodc bén ngodi ma vi tri

thwong phai hop tdac
Poi tac ndi Bo Can tuong tac v6i team ki thuat dé hoc hoi va hd trg 1an nhau.
1 | Team ki thuat D6i voi team tiép nhan: nhan va tra san pham tir team nay. Tuong
Team tiép nhdn tac trao d6i cac van dé lién quan dén san pham cua khach hang.
2 | Poi tdc bén ngodi Khach hang va déi tac

V.CAC YEU CAU CAN CO CHO VI TRi NAY

1 | Giéi tinh / d tudi Nit, tudi tir 20 - 30

Tét nghiép Trung cap/Cao dang/Pai hoc chuyén nganh CNTT,

2 | Trinh dj hoc van / chuyén mén A e Ar < L e
T 4 Dién tu, Ky thuat may tinh hodc cac nganh lién quan.

3 | Neng luc / ky néing C6 kién thic co ban vé& phan cimg, phan mém; biét cai dit hé
i di€u hanh va phan mém van phong.

4 | Kinh nghiém lam viéc Ul tién Gng vién ¢6 kinh nghiém stra chira IT.

5 | Pham chat cd nhdn Trung thyc, trach nhiém, can than, chiu khé hoc hoi.




