QUY bINH VE CHUC NANG TO CHUC VA QUY CHE HOAT
DONG BO PHAN KHO
Ma tai liéu: ORG-QC-Quy Ché Hoat dong B phan kho Lan ban hanh: 01
Chuong I
QUY DINH CHUNG

Quy dinh chung
Ban Quy dinh nay quy dinh chtc ning, co cdu td Chu‘c quy ché hoat d0ng ctia BO phan kho, moi
quan hé v&i cac phong/ban trong Céng ty va véi cac t6 chiic bén ngoai cong ty.
- Pam bdo cho cac ca nhan, b0 phan trong BO phan kho clia cong ty biét va thuc hién diing cong
viéc clla minh, tranh chéng chéo, d6 16i.
e Nhan vién di lam dam bao cac quy dinh sau:
+ Dilam ding gi®, chdm cong day du bang may chdm cong.

+ Lam vi€c nghiém tuc, trach nhiém, khdng vira lam vita nd dua.

+ Luén c6 tinh than hoc hdi, cau tién.

+ Hoa dong véi dong nghiép, ton trong, lich sw v6i khach hang.

+ Nhan trach nhiém néu v6 tinh gay ra 10i.

+ Khong duoc tw ¥ str dung cac sn pham trong kho.

+ Khéng dwoc ti y 18y sdn pham, cong cu dung c6 trong kho vé str dung hoéc cho muon.
+ Dudi kho luén ddm bdo c6 du nhan sur dé hoat ddng.

+  Ludn ludn phai c6 trudng kho hodc phé kho di lam

+ Bdao quan hang héa va ddm bao an toan chay n6 dudi kho.

+ Khong cho nguoi la hodc nguodi khdng 6 thAm quyén vao kho.
+ Khéng duoc cho gti hang héa khong thudc cong ty vao kho.

+ Mac dong phuc khi giao hang hodc bdo hanh cho khéch.

] Chuong II ~
CHUC NANG VA PHAN CONG PHAN NHIEM

Piéu 1: Chirc ning hoat dong:
B0 phan kho c6 chic ning tap két hang héa, PAm bdo luu trit hang héa an toan, HO tro' qud trinh xudt
nhép hang dé dang va nhanh chéng hon, gitip viéc luan Chuyén hang héa duwoc dam bao théng sudt, Quan
ly, giam sat hang hoa dé dang, tranh sai s6t trong qud trinh vAn chuyén va tiét kiém chi phi
° Nguyen tac st dung kho:
- Kiém tra viéc nhép va sép x€p, luu trit hang héa
- Bdo quan, phan loai hang 1 cach 13 rang va khéa hoc
- Xuat kho theo cic ching tlr ki€m ké ky ludng
- Chii trong viéc quan 1y tOn kho trong xuat nhép hang

Piéu 2: So'do o chiic:
B6 may b phan kho Cong ty gbm :

- Trudng va Phé trudng BO phan kho do Tong gidm ddc tuyén dung, b6 nhiém, mién nhiém hay gidi

quy€t tir nhiém sau khi da duwoc HPQT thoa thuén.
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- Cac Thu kho, K€ toan kho, Nhan vién kho, Nhan vién giao hang, Nhan vién bao hanh do Téng giam déc
tuyén dung, bo nhiém, mién nhiém va gidi quyét tir nhiém cin ¢ theo nhu cAu cdng tic va dé nghi clia
Trudng Phong.

- Phé kho 1a ngu0i trg gitip Trudng kho trong diéu hanh quan 1y tai BO phén kho do Trudng kho phan
cong.

- C4c Thu kho, K€ toan kho, Nhan vién kho, Nhan vién giao hang, Nhan vién bdo hanh thuc hién c4c céng

viéc do Trudng kho phan cong.

Piéu 3: Phan céng phan nhiém

Chiu trach Ngwoi nhan Nguoi phoi
nhi€ém bao cao hop

Hoat

A Chitc nang & nhiém vu

1. Hoach dinh chién lugc ban

hang theo muc tiéu cong ty

dua ra:

- Xay dung ké hoach ban hang
nim/ quy/ thang theo ké hoach
clia cong ty

- Xay dung ké hoach ph6i hop
vOi cac phong ban khdc.

- Nhan su BP
- Qu%m ly ban | Gidm d6c KAmh doa}nh
hang . - Nhan sy cac
Kinh doanh R
- phong ban
khéac

2. Thuc hién trién khai ban
hang dé dat doanh thu theo
muc tiéu cong ty dura ra:
- T& chitc trién khai cic ké - Nhan su BP
hoach ban hang ctia phong. - Giam doc Kinh doanh
- Ph§i hop véi Marketing to :NVBH Kinh doanh |- Thi Kho
chttc ban hang trong hoi -NVGH
thdo, di€m trinh dién. i
Quan ly - Phoi hop véi kho van giao
hoat hang theo quy dinh cong ty.

- Quén ly ban
hang

ddng ban | 3. Giam sat, quan ly, khai thac

hang kénh phan phéi, viing thi

truon

- To6ng hop va bao cao két qua
hoat dOng kinh doanh theo ngay,
tuén, thang, nam.

- Tong hop va bdo cdo thong tin
khi€u nai, phan hoi cta khach
hang

- Piéu chinh k€& hoach ban hang
theo quy dinh cong ty.

- Quan ly ban

hang - Gidm doc Nhan sy BP
- Kinh doanh | Kinh doanh
- NVBH

- Cham s6c khach hang sau ban

- Pé xudt cac gidi phap cai tién
dich vu khach hang.

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

- Quan ly ban

hang | Gism d6c - Nha.n sy BP
) Kinh doanh Kinh doanh
- NVBH
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Quan ly
hoat
dong
Marketin
g

1. Hoach dinh chién luoc

marketing cho cong ty

- Lén ké hoach chién lwoc phan
ph6i sdn phdm

- Lén k& hoach phat trién kénh
phan phoi

- Lén ké hoach cic chwong trinh
khuyén mai

- Lén k€ hoach xay dung thuong
hi€u cong ty

- Giam dOc Kinh
doanh

- Giam doc

- BP San xuat/
Nha may

2. Quan ly va trién khai cac

chuwong trinh Marketing

- Quan ly, trién khai va ki€m soat
phan ph6i sdn phdm trong tam,
san ph&m moi theo chién luoc
cong ty.

- Quan ly, trién khai va ki€m soat
viéc 6n dinh, m& rong, kénh
phan phoi.

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

- Quan ly, trién khai va ki€m soat
xay dung thuong hiéu clia cong
ty va thuong hiéu clia sdn phdm

- Tong hop, bdo cdo cic chuong
trinh Marketing va dé xudt cac
gidi phap nang cao hiéu qua hoat
dOng marketing.

3. Nghién cttu thi truong va doi
thu canh tranh

- Phan tich d€ hi€u diém manh,
di€m yéu, thich thitc, co hoi
clla cong ty va cac doi thi canh
tranh khac.

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

- Phaét tri€n thi trwong cho cac sdn
phdm md&i theo k& hoach duoc
giao.

- Nhan vién
Marketing
(phu trach
CTKM)

- Giam doc
Kinh doanh

- NV BP Kinh
doanh
- BP K€ toan

4. Quan tri ngan sach Marketing

theo phan quyén cla cong ty

- Lén ké hoach ngan sach céc
chuong trinh marketing theo
chién luoc cong ty.

- T& chiic thyc hién cic chuong
trinh marketing theo chién luoc
cong ty.

- Béo céo tinh hinh thirc hién ngin
sach Marketing.

- Giam dOc Kinh
doanh

- Giam dOc

-BP TCKT

- Hoach dinh chuong trinh t6

- Nhan vién

- Giam doc

- Nhan s BP
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