NCCY

BAN MO TA CONG VIEC
(JOB DESCRIPTION)
Vi tri: Nhan vién hanh chinh . .
Position: Admin Staff Phong ban/ Dept.: GA
Bao cdo: Quan ly Bo phan hanh chinh Hinh thirc /Type of job: Part time
Report: GA Sr Supervior SO lwgng can tuyén/ Quantity: 01

Muc dich cong viéc/ Job purpose:

Khi 1am viéc tai vi tri: Nhan vién hanh chinh, ban s& dong vai tro quan trong trong viéc hd tro cong viéc
chung va giam sat cac nhom dich vu trong nha may dé duy tri méi truong lam viée hiéu qua va hoat dong
sudn sé.

As an Admin Staff, you will play a vital role in supporting the general work and overseeing service teams
in our factory to maintain an efficient and well-functioning work environment.

Ban s& thuc hién cac cong viéc nhu sau/ You will do:

1. Phu trach co sé vét chét ciia khu vuce in phong/ Office facilities management/
- H) tro theo ddi: van phong pham, dong phuc, qua ting cho nhan vién...
Inventory update of available supplies and materials; create requests for needed supplies
(stationery, uniform, presents for employees...)
- Theo ddi giam sat viéc thuc hién dich vu tir cic nha cung cip: cing teen, thué xe, don vé sinh
Administrative service vendors management
- Thyc hién thanh toan cac chi phi van phong theo dung quy trinh thanh toan cua Congty
Office expenses management and payment procedures execution
- HO tro cac cong viéc di lai: dat vé may bay, dat phong khach san, xe dua don.
Travel support: airline tickets, hotel booking, transportation arrangements, etc.
- HO tro cac cong viéc khac cho cac chuyén gia nudc ngoai sang lam viéc tai Viét nam: thué nha,
xin thi thuc nhap canh, thé dién thoai va cac nhiém vu khéc néu phat sinh...)
Foreign experts' support in admin services (house rent, visa, simcard, others communication...)
2. Don tiép khach khtra té1 [am viée tai Nha May chu dao va lich su
Visitor Management:. Greet and welcome visitors to the office professionally and courteously.
3. Té chire su kién cho Cong ty
Event Planning: Assist in organizing and securing company events.
4. Céc cong viée co lién quéc khi duoc truiongr B phan yéu cau
Perform other ad-hoc tasks assigned by the GA Sr Supervior

Quyén loi/ Befinits:

- Thoi gian lam viéc linh hoat (sang hodc chiéu; cin ctr theo thoi khoa biéu hoc tap ciia Sinh vién
tai truong Pai hoc)
Flexible working attendance (in the morning or afternoon (as per the student’s studying timetable
in the University)

- Phuy cdp VND 27,000/ gio

- Allowance paid: VND 27,000 per hour

- Cong ty ho tro 4n trua tai cang tin
Meal for lunch

- Trang bi may tinh x4ch tay dé lam viéc
Laptop is provided for working purposes

- Xe dua don theo lich trinh cia Cong ty
Transportation as per company’s pick-up routine




Yéu cau trinh d6/ Required qualification.
- Thuc tap sinh hodc lam viéc béan thoi gian
Fulltime Internship or part time working
- Yéu cau tiéng Nhat N3 tr¢ 1én, hoic tiéng Anh
Japanese from N3 level or can communicate in English
- Giao tiép tdt, tinh than lam viéc nhom va phdi hop
Being good at communication, and teamwork spirit/ coordination
- Nhanh nhen, chu dong, tinh than hoc hoi va trach nhiém trong cong vigc.
- Agile, roactive, eager to learn and responsible in work
- Lam vi¢c tai: Khu cong nghé Hoa Lac, Thach Thét, Ha Nbi\
- Working at: our factory in Hoa Lac High Tech Park, Thach That Town, Hanoi

Ung tuyén / For applying

B phéan Nhan sy/ Human Resources Department
bién thoai/Telephone: +(84-24) 32233399
Thu dién tu/ Email: hrncev@nccev.com.vn.



mailto:hrnccv@nccv.com.vn

