JOB Description MicroSt>tr

Bdng mo ta cong viéc

Job Title/ Chirc danh céng viée: Ké toan cong no phai tra
Department/ Bé phdn: Tai Chinh

Line Manager/ Quan Iy triee tiép: Truong nhom thanh toan

I. PURPOSE OF POSITION (Summarize what the job does and why)
Mouc tiéu co ban cua vi tri (Tom tat nhiém vu va muc tiéu cua vi tri)

* Bam bao theo doi cong ng phai trd, NCC chinh xac, thanh toan dung han

* Cap nhat, ghi nhan thong tin trén hé théng kip thoi, chinh xac

« Tuan thi cac quy trinh vé thanh toan, hach toan, dam bao ding quy dinh phap luat

« Phéi hop véi cac nhan vién cing bd phan va cac bo phan khac dé giai quyét cong viée hiéu qua

Il. POSITION IN ORGANIZATION CHART/ Vi tri trong té chirc

TRUONG PHONG TAI
CHIiNH

TRUONG NHOM THANH
TOAN

NHAN VIEN Kl‘;’ TOAN
CONG NO' PHAI TRA
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I1I.KEY ACCOUNTABILITIES/ Trach nhiém chinh

Job Description/ Noi dung cong viéc

No. K;Zaf;ﬁj:;a;'l:;fs Detailed/ Chi tiés
« Cap nhat cong no phat sinh hang tuan, giri ké hoach thanh toan
1 Theo déi cong ng phai tra NCC hang tuan
* Lam I¢nh thanh toédn, giri di¢n thanh toan cho NCC
 Cap nhat, theo ddi cac khoan phai thu tir NCC,
5 Theo doi cac khoan phai thu tir | « Giri thong tin ch9 bd phan XNK lé.l’fl Anpex
NCC « Lam Bién ban can trir, Van ban chiét khau, Invoice,... gtr
NCC
cn A n , * Tao ma trén h¢ thon
Thyc hién cdc cong viee, chimg | oo o iy chinh,gthu hdi, hiy héa don
3 tr khac lién quan dén NCC phu .2 Lo A ., N o, .
trach Kiém tra, doi chiéu va xac nhan cong ng cuoi thang voi NCC
4 Ghi n’hém chung tir cong ng trén | Hach toan CN, hoa don chiét khau, khoan thu tir nha cung cép,
hé thong can tru
Ghi nhan chimg tir chi phi trén . I%iém '[I'fl, hach t(.)kém cac hA’(')a df)’n Axuét sur dAungA n(f)i b(f),‘héu}g
5 hé théng tang khong thu ti€n,...; can trir cong ng ndi b, can trir cong ng
i KH-NCC
Kiém tra bao cdo hang ngay, két
6 chuyén bao cao cudi ky, luu trix
ching tu
Lap chirng tir ngan hang (yéu
7 cau cung cip thong tin, ty
quyén, vay von, bao lanh,...)
8 | Nhiém vu khac: Mot s6 yéu cau phat sinh ctia cac cap Quan 1y

IV. PIEU KIEN LAM VIEC

- Thoi gian lam viéc trong ngay nhu sau:

= Séang: 08h00 - 12h00
» Chiéu: 13h00 — 17h30
»  Th bay: 8h00 — 12h00

- Cong ty trang bi cac phuong tién lam viéc chinh: Pién thoai ban, may vi tinh, van phong phém.

- Céc ché do hd tro khac theo chinh sach Cong ty.

V. MOI QUAN HE TRONG CONG VIEC _ Néu ra nhitng doi tac ngi bé hodc bén ngodi ma vi tri
thwong phai hop tac
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Poi tac ndi Bo

Tén bo phan/ cac chirc danh
trong cong ty ma vi tri nay
thwong phai hop tac

« B6 phan kinh doanh: Nhan vién quan 1y san phadm
* Cac bd phan khac: Bao hanh, Marketing, IT, HCNS, Kho,...

2 | Doi tac bén ngoai

* B0 phan tai chinh cua cac nha cung cap

VI. CAC YEU CAU CAN CO CHO VI TRi NAY

1 | Trinh d$ hoc véan /chuyén mén

DPai hoc chuyén nganh Kinh té, Tai chinh, K& toan

2 | Trinh do ngoai ngir /tin hoc

Tiéng Anh (Poc, Viét) kha
Thanh thao Tin hoc Van phong

3 | Nang luc /ky nang

« K§¥ nang sap xép, to chirc cong viéc, quan ly thoi gian
« Ky ning giai quyét van d¢

* K¥ nang lam viéc nhém

« Ky ning giao tiép, trinh bay

4 | S0 nam kinh nghiém lam viéc

ba c6 kinh nghiém tai vi tri tuong duong




