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- ChuongI
QUY DINH CHUNG
Quy dinh chung:

Ban Quy dinh nay quy dinh chitc ning, co cdu t6 chitc, quy ché hoat dOng clla Phong Marketing,

mOi quan hé vGi cac phong/ban trong Cong ty va vi cac tO chitc bén ngoai cong ty.

Dam bao cho cac c4 nhan, bd phén trong Phong Marketing clia cong ty bi€t va thuc hién ding

cong viéc clla minh, tranh chOng chéo, do 10i.

Muc tiéu:

- Xay dung va trién khai cac chi€n lwoc marketing hiéu qua nham phét tri€n thuwong hiéu va
tang doanh thu cho cong ty.

- Pam bao moi hoat ddng marketing phit hop v4i tam nhin va st ménh cuia cong ty.

Pham vi hoat dOng:

- Thuc hién c4c hoat dOng quang céo, PR, truyén thong sO va tiép thi truyén théng.

- Nghién cttu thi trueong, phan tich doi thil va xu hudng thi trirong.

- HO tro cac phong ban khac trong cac chién dich marketing va quang ba san pham.

) Chuong II A
CHUC NANG VA PHAN CONG PHAN NHIEM

Piéu 1: Chuic niang hoat dOng:
Phong Marketing déng vai trd quan trong véi nhi€u chitc nang chinh nhu nham thiic ddy doanh
sO ban hang, nang cao thuong hi€u, va xay dung moi quan hé véi khach hang. Dudi day 1a mot sO
chltc ndng co ban clia phong marketing:
1. Nghién cttu thi truong:
- Thu thap va phan tich dir liéu vé khach hang, doi thu canh tranh va thi truOng.
- Xac dinh nhu cAu, s& thich va hanh vi clla khach hang d€ phat tri€n sdn pham/dich vu phu
hop.
2. Lap ké hoach chién luwoc marketing:
- Xay dung chién lwoc marketing dai han va ngan han dua trén muc tiéu kinh doanh ctia
cong ty.
- Xac dinh cac kénh truyén thdng va phuong thirc ti€p cén hiéu qua d€ quang bé san
phdm/dich vu.
3. Quan ly thwong hiéu:
- Phat tri€n va duy tri hinh dnh thuwong hiéu manh mé.
- DPam bao tinh nhat quan trong cac thong diép va hinh anh thwong hiéu trén tat ca cac kénh
truyén thong.
4. Quang cao va truyén thong:
- Lén ké hoach va tri€n khai cac chién dich qung cdo trén cac phurong tién truyén théng
nhu truyén hinh, radio, bdo chi, va digital.
- Strdung cac cong cu digital marketing nhw SEO, SEM, email marketing, va mang xa hoi
dé€ ti€p can va twong tac vGi khach hang.
5. Phat trién san pham:
- Phoi hop véi cac b phan khac trong cong ty d€ phat tri€n va cai tién san pham/dich vu.
- Thir nghiém va tung ra cic sdn pham mai phit hop véi nhu cau thi trurdng.
6. Quan Iy quan hé khach hang:
- Xay dung va duy tri mOi quan hé tot dep vGi khach hang hién tai va tiém nang.
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- Strdung hé thdng dé theo ddi va quan ly dir liéu khach hang, tir d6 c4 nhan hoa trai
nghiém cua ho.

7. Phan tich hiéu qua marketing:

- Do luong va danh gid hiéu qua cua céc chién dich marketing.

- Strdung cic chi s6 KPI (Key Performance Indicators) & di€u chinh chién luoc marketing
kip thoi va t0i wu héa ngan séach.

8. T chirc swkién va hoat ddng PR:

- Lén ké hoach va td chiic cac swkién, hoi thao, trién 1dm dé gidi thi€u séan pham/dich vu
va nang cao nhan dién thwong hiéu.

- Thuec hién cac hoat ddng PR dé€ xay dung hinh anh tich cure clia cong ty trong mat cong
ching
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Piéu 3: Phan cong phan nhiém
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Hoat dOng

Chiic ning & nhiém vu

Chiu trach
nhiém

Nguoi
nhan bao
cao

Nguoi phoi
hop

Quan ly hoat
dOng Marketing

Lap ké hoach va chién luoc
marketing dai han va ngan han.
Piéu phéi va gidm sat céng viéc
cla cac nhan vién trong phong.

Bdo cdo truc ti€p cho Ban Giam
doc vé hiéu qua cac chién dich
marketing.

Xay dung va duy tri quan hé véi
cac doi tac, khach hang va cac bén
lién quan.

Trudng
phong
Marketing

Ban Giam
doc

Nhan vién
trong phong
Marketing

Toi wu hoa cong
cu tim kiém
(SEO)

Nghién cttu tlr khéa va t6i uu héa
ndi dung d€ cai thién thir hang
trén cac cong cu tim ki€m.

Phan tich va bao céo hiéu qua SEO.
Xay dung va trién khai cac chién
lwoc SEO on-page va off-page.

Nhan vién
SEO

Trudng
phong
Marketing

Nha vién
Content,
Designer

Thi€t ké hinh
anh

Thi€t ké hinh &nh, banner,
brochure, va cic &n phdm quang
cao khac.

Pam bao moi thi€t ké tuan thu bo
nhan dién thwong hiéu cla cong
ty.

HO tro cac bO phén khéc trong viéc
thi€t k€ céc tai liéu marketing.

Nhan vien
Designer

Trudng
phong
Marketing

Nhan vién
Content, Digital
Marketing

Sang tao noQi

dung

Viét bai, tao ndi dung cho website,
blog, mang xd hOi, va cac kénh
truy€n thong khac.

Phdi hop v6i cac nhan vién khac dé
phét trién y twdng va ndi dung.
Pam bado ndi dung phu hop véi
chién luwgc marketing va hdp dan
doi twong muc tiéu.

Nhan vién
Content

Trudng
phong
Marketing

Nhan vién SEO,
Designer

Quan ly digital

marketing

Quan 1y cac kénh truyén thong xa
hoi, quang céo trire tuy€n, va email
marketing.

Phén tich dit li€u va bdo cdo hi€u
quda cua cac chién dich digital
marketing.

Pé xuat va thuc hién cac chién
lwoc t6i wa héa chi phi quang céo
va tang ROI

Nhan vién
Digital
Marketing

Tru‘é‘ng
phong
Marketing

Nhan vién
Content,
Designer
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