MO TA CONG VIEC TIEU CHUAN

Chuc danh/vi tri: Nhan vién SEO

Ma tai liéu: SD.PKD.MKT.TL.MTCV.NVSEO.V01

Phién ban: 01

Phong ban

Phong: Marketing B0 phan: Kinh Doanh

Cap trén truc tiép

Trudng bO phan marketing

Nhan bao cao tir

Muc dich céng viéc

- Tang Traffic web
- Tang vi trf tim ki€m trén google
- Chuén héa tat ca thong diép san pham, cong ty trén Online

Pia diém lam viéc

Van phong cong ty

1. TRACH NHIEM, NHIEM VU

Trach nhiém

Nhiém vu

1. Lén ké hoach dé dat
muc tiéu dura ra

- Audit Website

- Chuén bi danh sach tir khéa theo muc tiéu dé ra (theo SP, theo
nganh)

- Phan khiic khach hang chia nhd nh&t dé hudng dén ca nhan
héa khach hang

- K& hoach ngan sach (budget) theo tung kénh

- K& hoach tuyén dung (néu cd)

- K& hoach ndi dung cht1 dé tri€n khai theo key word va theo
Inbound Marketing

- Theo déi sur thay doi thuat todn ctia Google va hudng khac
phuc

Ké hoach

2. TO chitc trién khai theo

- SEO onpage : cu trtic Internal link

- SEO off page : link building, backlink/external link

- Audit Website

- Két hop Digital chay quang cao, ting traffic web(game, ads,
chién dich, PR CEO ...)

- Local SEO (FB, GG map, youtube, zalo..... cic nén tang khéc).

- SEO Entity : top 100 Social, top DN

- Seeding trén san, group, forum

- KOL, micro KOL

- Kéthop t6 chitc content cho cic kénh

3. Thong ké bao cao cac
kénh

- Thong ké bao cdo cac kénh theo ngdy, tudn, thang quy, nim

4. Khac

- CAc cong viéc khéc theo sir phan cong cia Ban Gidm doc.

2. QUYEN HAN

- Phoi hop dong cap voi tat ca cac bO phén trong nhiing cong viéc lién quan dén Marketing;

- Dai dién cong ty ti€p xiic voi dbi tac trong pham vi cong viéc va quyén han clia Marketing ;

- Dé xudt déng gop ¥ kién vé ké hoach, gidi phap vé san phdm trong cudc hop chuyén mén;

- Chu d6ng ph6i hop véi cac nhan vién khac d€ hoan thanh cong viéc duoc giao;

3. QUAN HE CONG VIEC
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Chuc danh/vi tri: Nhan vién SEO
® Ma tai liéu: SD.PKD.MKT.TL.MTCV.NVSEO.V01
Phién ban: 01
Cac moi quan hé Muc dich
Trong Cong ty
Phong B2B - Tiép nhan théng tin d6i th tit PKD
Phong B2C

- Ti€p nhén thong tin Khach hang (nhu cau, phan hoi SP DV) tir
sales (n€u c6) tham khao

BP Marketing - Ph6i hop véi Content Marketing va Designer, Video Editor dé
sang tao ndi dung dOng nhat va hiéu qua

Ngoai Cong ty

Khach hang - Duy tri m6i quan hé d6i tac véi cac Agency

4. PANH GIA HIEU QUA CONG VIEC
Dénh gia dinh ky dya trén KPIs cia don vi hodc/va OKRs da cam két va thOng nhat véi cap trén.

5. DI]:;‘IU KIEN LAM VJEC (tiy muc dich stt dung, hodc ban MTCV cho mét déi turong cu thé
phdn nady sé diéu chinh hodc khéng dura vio)

- SO ngay lam viéc trong tudn: Thit 2 -> Thr 7.
- Thoi gian lam vi€c trong ngdy nhur sau:
0 Séng tr 08 gi®r 00 dén 12 gi® 00
0 Chiéutlr13 gi&rdén 17 gi® 00
- Céc ché d6 ho tro khac theo chinh sach Cong ty va luét hién hanh

6. TIEU CHUAN NANG LUC

Trinh dQ chuyén mén - T6t nghiép Pai hoc tr¢1én chuyén nganh Marketing
KV nang chuyén mén - Hiéu biét sau sac cong cu SEO

- Uutién c6 kinh nghiém vé HTML, CSS

- C6 kién thltc vé Google Adwords 1a mot 10i thé

- Lién tuc cp nhat cac ki€n thitc méi nhat vé SEO
Ky nang chung - Thanh thao tin hoc van phong

- K¥ ning lam viéc nhém

- Ky ning xt ly tinh huéng tot

- C6 kha ning quan ly
Kinh nghi€ém - C6 it nhat 2 nam kinh nghiém lam SEO hodc cac vi tri trong
.
Tinh cach - Nhiét tinh, ndng dOng, dOc 1ap, nhay bén.
Khac - Timi, chitiét, c6 dau 6¢ phan tich, tong hop

- Nhiét tinh, ning dOng, dOc l1ap, nhay bén, giao ti€p tOt.
- Tinh ky lut cao d€ hoan thanh nhiém vu ding deadline.

Ghi chu: Tily theo tinh hinh thuc té, cdp trén truc tiép hodc cdp cao hon c6 thé bé sung nhiing nhiém vu
thurong xuyén hodc/va dot xudt khdc trong Bdn Mé td céng viéc nay.

Nguoi bién soan Nguoi ki€m soat Nguoi phé duyét
(Ky tén) (Ky tén) (Ky tén)
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Ho tén: Ho tén: Ho tén:

Chtc vu: Chtic vu: Chtc vu:

Ngay: Ngay: Ngay:
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