MO TA CONG VIEC TIEU CHUAN

Logo Chic danh/vi tri: K€ toan ban hang
Ma liéu: Cty.PKD. TLMTCV.KTBH
Phién ban: 01
Khoi Kinh doanh | BO phén: Kinh Doanh

Cap trén truc tiép

Giam dOc Phong kinh doanh

Nhan bao céo tir

Muc dich cong viéc

1. Trién khai ké hoach chay doanh s6 chung v&i phong kinh doanh
theo muc tiéu cong ty dé ra.

2. Xay dung, duy tri va chdm s6c hé théng dai ly, khach hang trong
khu vure

3. Thu hOi céng ng theo diing quy dinh cong ty

Pia di€ém lam viéc

Van phong cong ty

1. TRACH NHIEM, NHIEM VU

Trach nhiém

Nhiém vu

1. Lap ké hoach két hop
phong kinh doanh chay
doanh so

Lén danh sach khach hang, dai 1y theo khu vuc do nhén vién kinh
doanh va minh phu trach: Phan loai, chu ky mua hang, gié tri trung
binh don hang...theo mau: CTY.PKD.BM.DSKH- Danh sdch khdch
hang Ké todn bdn hang
Ldp ké hoach chi tiét doanh thu mai thdng cho titng khdch hdng
thudc khu vure qudn ly.

2. T chitc thuc hién va
két hop voéi doi ngii kinh
doanh

Trién khai chinh sich ban hang, bang gia, chwong trinh khuyén mai
dén khach hang, dai ly khu virc minh phu trach.

Ti€p nhan va xtr ly don dat hang tir khach hang va NVKD: lién hé
v6i khach hang d€ dam bdo ding, du thong tin clla don hang va trao
d6i quy trinh ban hang, giao nh&n hang héa theo quy dinh clia cong ty.
Lén don hang, du thdo hop dong sau khi khach hang da dong y co
ban cac diéu khodan, sau d6 thao ludn v6i cac cdp quan 1y clia phong
kinh doanh, ph&i hop véi cac bd phén khac d€ hoan thién hop dong,
1ap thu tuc ky két, luu hop dong.

HO tro phat tri€n hoat ddng ban hang clia Phong kinh doanh va Cong
ty.

Theo ddi, dOc thic, k€t hop véi nhan vién kinh doanh, thu hoi cong
nQ khach hang, dai ly theo dung quy dinh.

Theo di va ph6i hop v6i dOi ngii kinh doanh vé qua trinh nhép hang
clla khach hang (NPP, dai ly),lwong hang ban ra, tdng hop hang ton
kho khach hang, c6 co s& d€ ki€m soat hang héa va thic ddy khach
hang nh&p hang, ki€m soat hang trdi noi trén thi truong, ki€m soat
tOc d0 ban hang ctia NPP, dai ly.

K&t hop bO phan diéu phéi dé thuc hién giao nhén va chuyén hang
héa cho KH

Theo dbi sat qué trinh vAn chuy€n hang héa d€ xtr 1y kip thoi nhiing
trdmg hop phat sinh ngoai ¥ mudn; giam sat d€ cap nhat tinh trang
don hang kip thoi cho bén chl hang va cap nhat trang thai chiing tir
sau khi giao hang.

- Cong tac hanh chinh:

+ Theo d&i, bdo cdo lich lam viéc, lich cong tac dd dwoc duyét cla
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nhan vién kinh doanh theo khu vigc minh phu trach

+ Chudn bi mAu ma, cdng cu dung cu ban hang clia phong kinh
doanh

+ Thuwky trong cac cudc hop ctia phong kinh doanh

+ Lam béo gia, thw chao hang, soan thdo va quan ly cac loai hop
dong ctia phong kinh doanh.

3. Cham séc khach hang
sau ban.

Cong tac cham séc khach hang:

- Thu thép thong tin thi trong, nhén thong tin phdn hoi ctia khach
hang, trd 10i nhitng thdc méc cta khach hang trong pham vi hiéu
biét clia minh, lién hé véi cac bd phan chitc ning khac xtr ly khiéu
nai clia khach hang nhanh chéng, hiéu qud, chinh x4c nhat.

- Cham séc khach hang dang giao dich mua ban, thuc hién hop dong,
theo ddi sat sao cac chwong trinh khuyén mai, tang qua, cac uu dii,
hé tror khach hang tir cong ty d€ théng bao cho khach hang, lién hé
cung cap kip thoi nham nang cao hiéu qua kinh doanh

4. Panh gia & cap nhat cac
thong tin thi truong & doi
thu canh tranh.

Panh gia & cap nhat cac théng tin thi truong & doi thu canh tranh:

- Thu th&p, phan tich va téng hop théng tin vé thi truong, d6i thll canh
tranh, cac san phdm dich vu theo phan khiic thi trirdng, nhém khach hang,
dai ly.

- K&t hop v6i nhan vién kinh doanh, thi trirdng minh phu trach dé€ cép
nhat thong tin thi tridng, nhitng phan 4nh cla dai 1y, khach hang vé san
pham..... cla Cong ty va d6i thl canh tranh, cAp nhét bao cio hang thang,
hang quy, hang nam

Theo mau: CTY.PKD.BM.PTDT- Phan tich thi trurtong, déi thu

5. Thong ké & Bao cao

- Téng hop béo cao két qua kinh doanh nhan vién kinh doanh theo khu
vuc minh phu trach theo mau:
CTY.PKD.BM.BCCV- Bdo cdo céng viéc nhdn vién kinh doanh SE va
mau: CTY.PKD.BM.BCCV- Bdo cdo céng viéc nhan vién kinh doanh SS
- Thuc hién bao céo chi tiét doanh sO xudt ban, doanh thu, céng nQ clia
nhan vién kinh doanh:
+ Theo dbi tién do tri€n khai kinh doanh ctia cd khu vue, bdo cao
tong két danh gia hiéu qua kinh doanh.

+ T6ng hop danh gia, bao cao KPI clia NVTT, NVKD clia phong.
- Thue hién bao cong viéc clia nhan vién k€ toan ban hang theo mau
CTY.PKD.BM.BCCV- Bdo cdo cong viéc ké todn bdn hang

4. Khac

Cac cong viéc khac theo si phan cong clla cap quan ly.

2. QUYEN HAN

- Ph6i hop dong cdp v6i tat ca cac bO phan trong nhitng cong viéc lién quan dén viéc ra don hang;
- Pai dién cong ty tiép xtic véi doi tac trong pham vi cong viéc va quyén han ctia phong k€ toén ;

- Pé xudt dong gop y kién vé ké hoach, gidi phap vé san pham trong cudc hop chuyén mén;

- Cht1 dOng phdi hop vGi cac nhan vién khac dé€ hoan thanh cong viéc duoc giao;
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3. QUAN HE CONG VIEC

Cac moOi quan hé

Muc dich

Trong Cong ty

Giam doc kinh doanh/ Giam

sat ban hang

B4o c4o doanh s6 ban hang theo ngdy, tudn, thang.

Cap nhat & bao céo tinh trang khach hang dang quan ly theo ngay, tuén,
thang.

Thuc hién cac cong viéc theo sy phan cong cla trudng phong kinh
doanh.

Nhan vién ban hang

- HO tro, huwéng dan, hdi nhép cac nhan vién ban hang méi vé cong ty,
san pham, ban hang.

Nhan vién Marketing

- Phoi hop t6 chic thue hién cic chwong trinh xiic tién thwong mai
theo ké hoach di dé ra.

Phong Ké toan

- Phoi hop v6i k€ toan kho xudt, nhap hang héa theo quy dinh.

- Phoi hop vdi k€ toan cong no trong viéc dbc thiic, theo dbi cong no
cho khach hang

Phong diéu phoi

- Pua ra thong tin dy du, chinh xac dé bo phan diéu phéi nghién clu
va nh&p kh&u sén phdm méi dap Gng nhu cdu khéch hang

Xwdng san xuat

- Lén don hang, dat hang nham cung ng ding, dd san luong cho khach
hang

- Phoi hop bd phén k¥ thuét — san xudt tw vén chinh xac cho khich
hang vé dac tinh sdn phdm, hudng dan thi cong, 1ap dat, thuc hién
cac dich vu trén don hang

Ngoai Cong ty
bai ly/ Piém ban - Pai dién cbng ty trao doi, 1én don hang online (CSKH qua dién thoai)
Khach hang B2B - Pai dién cong ty trao d6i, 1én don hang online (CSKH qua dién thoai)

4. PANH GIA HIEU QUA CONG VIEC i
- Dénh gia dinh ky dua trén KPI da cam két va thong nhét theo bang KPI mau hang thang:
CTY.PKD.BM.KPI.SE- Ddnh gid KPIs Ké todn bdn hang

5. PIEUKIEN LAM VIEC
- SO ngay lam viéc trong tuan: Thit 2 -> Tht 7.
- Thoi gian lam vié€c trong ngady nhur sau:
0 Séng tlr 07 gi®r 30 dén 11 gio 30
0 Chiéutlr13 giordén 17 gi®
- Cac ché dd ho tro khac theo chinh sach Cong ty va luét hién hanh

6. TIEU CHUAN NANG LUC

Trinh d0 hoc van

Tot nghiép Cao dang, Pai hoc nganh kinh té, cic nganh lién quan

KY nang chuyén mén

- K¥ nang ban hang,

K¥ nang dam phan thuong lugng
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