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Chuong I
QUY DINH CHUNG
Quy dinh chung:

Ban Quy dinh nay quy dinh chic ning, co cdu t6 chitc, quy ché hoat ddng clla Phong Telesales, m6i quan
hé vGi cac phong/ban trong Cong ty va vi cac tO chiic bén ngoai cong ty.

Pam bao cho cic c4 nhan, bd phan trong Phong Kinh doanh ctia cong ty biét va thuc hién diing cong viéc
clla minh, tranh chdng chéo, d6 10i.

] Chuong II ~
CHUC NANG VA PHAN CONG PHAN NHIEM

Piéu 1: Chirc ning hoat ddng:

~ - 7 - . g - - ~2 7 P . R .z , ~
Phong Telesales c6 chuc nang hoach dinh chién lugc, chinh sach, t0 chtre thyc hien, kiém tra giam sat va
tham muru cho Giam ddc cac van dé lién quan dén cong tac tim ki€ém khéach hang md&i va cham séc khach
hang, cu thé:

1. Quan ly hoat ddng twrvan :
@ Hoach dinh chién luoc, 1én kich ban telesales ban hang dé dat muc tiéu chién lwoc clia phong
@ T6 chitc va quan Iy tri€n khai k& hoach dé dat doanh thu theo muc tiéu hoach dinh
@ Tong hop, phan tich thong tin kinh doanh
2. Quan ly hoat ddng Telesales:
@ Tim ki€ém khach hang mé&i do Cong Ty cung cap
@ Phat trién kich ban va quy trinh tw van d€ ting ning suét va hiéu qua
3. Quan tri di€u hanh hoat dOng phong Telesales.
@ Lén ké hoach chi tiét cho team dap g chi tiéu clla nhém
@® Quan ly quy trinh, ddo tao boi dudng nang cao nghi€p vy, kién thitc cho nhan vién theo dinh ki
@ Hoach dinh va quan 1y ngan sach hoat dOng phong.

Piéu 2: So' do O chiic:

Gidm sat chat  Phan tich kinh Nhan vién
luwong doanh Telesales
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Piéu 3: Phan céng phan nhiém

Hoat
dong

Chitc nang & nhiém vu

Chiu trach
nhi€ém

Ngwoi nhan
bao cao

Nguoi phoi
hop

Quan ly
hoat
dong tw
van

1. Hoach dinh chién lugc ban
hang theo muc tiéu cong ty
dua ra:

Xay dung ké hoach ting sO
lwong culc goi nam/ quy/ thang
theo ké hoach clia cong ty

Xay dung ké hoach phdi hop
vOi cac phong ban khdc.

- Tredng nhém
Telesales

- Giam doc
Kinh doanh

- Tredng nhém

telesales

- Nhan vién

Telesales

2. Thuc hién trién khai ting
s6 luong khach hang dé dat
doanh thu theo muc tiéu cong
ty dua ra:

TG chitc trién khai cac k&
hoach ban hang ctia phong.
Phdi hop voi Marketing t0
chttc ban hang trong hoi
thao, di€ém trinh dién.
PhOi hop v6i kho van giao
hang theo quy dinh cong ty.

- Trurdng nhém
Telesales

- NV Telesales

- Giam doc
Kinh doanh

Trudng nhém
Telesales

- Kho
- NVGH

3. Téng hop, quan ly, khai
thac phan tich thong tin, nhu
cau khach hang

Nghién cttu, hi€u biét nam bat
dwoc nhu cau khach hang

Téng hop va bado cdo thong tin
khi€u nai, phan hoi cta khach
hang

Diéu chinh ké hoach ban hang
theo quy dinh cong ty.

- Tru'dng nhém
Telesales

- NV Telesales

- Giam doc
Kinh doanh

Trudng nhém
Telesales
NV phan tich

Cham s6c khéach hang sau ban

Pé xudt cic gidi phép cai tién
dich vu khach hang.

Pé xudt cic phuwong phap dé
nang cao hiéu sudt va hoan thanh
muc tiéu kinh doanh.

- Trudng nhém
Telesales

- NV Telesales

- Giam doc
Kinh doanh

- Trueong phong

telesales

-NV telesales

Quan ly
hoat
dong
Telesales

1. Tim ki€m khach hang méi cho
cong ty

Lén ké hoach chién luwoc tim
ki€m thong tin khach hang

Lén ké hoach phéat trién kich
ban

Lén k€& hoach céc chuong trinh
khuyén mai

Lén ké hoach xdy dung thuong
hi€u cong ty

- Gidam dOc Kinh
doanh

- Giam doc

- Trurong phong

Telesales
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2. Quan Iy va trién khai ké hoach,

kich ban Telesales

- Quan ly, trién khai va ki€m soat
lwong khach hang theo chién
lwogce cong ty.

- Quan ly, trién khai va ki€m soat
viéc m& rOng,tim ki€m khach
hang.

- Quan ly, trién khai va ki€m soat
chwong trinh khuyén mai thuc
hién ding k€ hoach dat ra.

- Quan ly, trién khai va ki€m soat
xdy dung thuwong hiéu cla cong
ty va thwong hiéu clia sdn phdm

- Téng hop, bdo cdo cac chuong
trinh Telesales va dé xudt cic
giai phap nang cao hiéu qua hoat
doOng telesales.

3. Nghién cttu thi truong

Phan tich dé hi€u di€m manh, di€ém
yéu, thach thic, co hdi clia cong ty
va cac doi thu canh tranh khéc.

- Nghién cltu, phan tich thi trirong,
nhu cau khach hang.

- Phat trién thi trdng cho cac sdn
phdm moi theo k€& hoach duoc
giao.

- Trudng phong
Telesales

- Giam doc
Kinh doanh

- Trudng phong
Telesales

- Nhan vién
telesales

4. Quan tri ngan sach Telesales theo
phan quyén cua cong ty

- Lén ké hoach ngan sach céc
chuwong trinh telesales theo chién
lwoc cong ty.

- T6 chilic thuc hién cic chuong
trinh telesales theo chién lwgc
cong ty.

- Bao céo tinh hinh thitc hién ngin
sach telesales.

- Giam doc Kinh
doanh

- Giam doc

- Trudng phong
telesales

- Nghién ctu, tim hi€u nhu cau thi
trirong va nhu cau khach hang

- Quan ly, trién khai va ki€m soat
cac hoat dOng tw van, gidp dap ,
giGi thi€u sdn phdm dén khach
hang .

- Tong hop, bio cio sO6 luong
khach hang da tiép can va dé
xudt cic gidi phap cai tién.

- Nhan vién
Telesales (phu
trach t6 tw
van, chiam soc
khach hang)

- Giam doc
Kinh doanh

- Trudng phong
Telesales

- NV telesales

- NV phan tich

Quan tri
diéu hanh
hoat
dong
Phong

1. Hoach dinh t6 chiic, lanh dao va
ki€m soat hoat ddng nham dam
bao hoan thanh muc tiéu cula
phong.

- Xay dung quy ché hoat ddng

Giam déc Kinh
doanh

Giam doc

BP HCNS
BP K€ toan
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