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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 Kinh doanh, méi
quan hé véi cac phong/ban trong Cong ty va véi cac t6 chitc 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:

Phong Kinh doanh c6 chitc ning hoach dinh chién luoc, chinh sach, t6 chtic thuc hién, ki€m tra gidm sat
va tham muu cho Gidm d6c cac van dé lién quan dén cong tac marketing san ph&m, ban hang va cham séc
khach hang, cu thé:

1. Quan ly hoat dong ban hang
@ Hoach dinh chién Iugc ban hang theo muc tiéu chién lwoc ctia phong
@ T6 chitc va quan Iy tri€n khai ban hang dé dat doanh thu theo muc tiéu hoach dinh
@ Tong hop, phan tich thong tin kinh doanh
2. Quan ly hoat ddng Marketing
@ Nghién cltu thi trirong va doi thu canh tranh
@ Hoach dinh va quan ly tri€n khai cic chwong trinh t6 chtc swkién, hdi thdo, di€m trinh dién
3. Quan tri di€u hanh hoat dong phong Kinh doanh.
@ Hoach dinh t6 chitc, linh dao va kiém soat hoat ddng clia phong.
@ Quan Iy hanh chinh nhan sy phong.
@ Hoach dinh va quan 1y ngan sach hoat dOng phong.

Piéu 2: So' do O chiic:

@ PHONG KINH DOANH

M4 Tai liéu 1



Logo

QUY PINH VE CHUC NANG, TO CHUC VA QUY CHE HOAT
PONG PHONG KINH DOANH

Ma tai liéu: ORG-QC-Quy Ché Hoat dOng Phong Kinh doanh

Lan ban hanh: 01

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 béan
hang

1. Hoach dinh chién luoc ban
hang theo muc tiéu cong ty
duara:

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

Xay dung k& hoach phdi hop
v&i cac phong ban khic.

- Quan 1y ban
hang

- Giam doc
Kinh doanh

- Nhan s BP
Kinh doanh

- Nhan s cac
phong ban
khac

2. Thuc hién trién khai ban
hang dé dat doanh thu theo
muc tiéu cong ty dua ra:

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

- Quan ly ban
hang

-NVBH

- Giam doc
Kinh doanh

- Nhan su BP
Kinh doanh

- Thu Kho

-NVGH

3. Giam sat, qqén ly, khai thac
kénh phan phai, vung thi
truong

Tong hop va bdo cio két qua
hoat dOng kinh doanh theo ngay,
tuan, thang, nam.

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

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

- Quan ly ban
hang

-NVBH

- Giam doc
Kinh doanh

Nhéan syt BP
Kinh doanh

Cham so6c khach hang sau ban

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

Dé xudt cic phuwong phap dé
nang cao hi€u sudt va hoan thanh
mulc tiéu kinh doanh.

- Quan ly ban
hang

-NVBH

- Giam doc
Kinh doanh

- Nhan sy BP
Kinh doanh

Quan ly
hoat
dong
Marketin

g

1. Hoach dinh chién luoc
marketing cho cong ty

Lén ké hoach chién lwoc phan
ph6i sdn pham

Lén k€ hoach phat trién kénh
phan phoi

Lén ké hoach cic chwong trinh
khuy€n mai

Lén ké hoach xdy dung thuong
hi€u cong ty

- Giam d6c Kinh
doanh

- Giam doc

- BP San xuat/
Nha may

2. Quan Iy va trién khai cac

- Nhan vién

- Giam doc

- NV BP Kinh
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chuwong trinh Marketing

Quan 1y, trién khai va kiém soat
phan phdi san phdm trong tam,
san phAm méi theo chién lwoc
cong ty.

Quan 1y, trién khai va kiém soat
viéc 6n dinh, m& rdng, kénh
phan phoi.

Quan 1y, trién khai va kiém soat
chwong trinh khuyén mai thuc
hién ding k€ hoach dat ra.

Quan 1y, trién khai va kiém soat
xdy dung thuwong hiéu cla cong
ty va thwong hiéu clia sdn phdm
Tong hop, bdo cdo cac chuong
trinh Marketing va dé xudt cac
giai phap nang cao hiéu qua hoat
dOng marketing.

3. Nghién cttu thi truOng va doi
thu canh tranh

Phan tich dé hiéu diém manh,
di€ém yéu, thich thitc, co hoi
clla cong ty va cac d6i thi canh
tranh khac.

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

Phét trién thi truong cho cc san
phdm méi theo ké hoach duoc
giao.

Marketing
(phu trach
CTKM)

Kinh doanh

doan,h
-BP Ké toan

4. Quan tri ngan sach Marketing
theo phan quyén cla céng ty

Lén ké hoach ngan sich cac
chuong trinh marketing theo
chién luoc cong ty.

TS chitc thuc hién cic chuong
trinh marketing theo chién luoc
cong ty.

Béo céo tinh hinh thuc hién ngan
sach Marketing.

- Giam dOc Kinh
doanh

- Giam doc

-BP TCKT

Hoach dinh chuong trinh t0
chttc sw kién, hoi thdo, diém
trinh dién theo chién lwoc cla
cong ty

Quan 1y, trién khai va kiém soat
chuong trinh t6 chlc sw kién,
hoi thdo, di€m trinh dién theo
ding k€ hoach dat ra.

Téng hop, bao cdo cic chuong
trinh t6 chitc sw kién, hdi thao,
di€m trinh dién va dé xudt cic
gidi phap cai tién.

- Nhan vién
marketing
(phu trach t6
chitc s ki€n)

- Giam doc
Kinh doanh

- Nhan s BP
Kinh doanh
- BP K€ toan
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