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Cap trén truc tiép

Trudng phong kinh doanh

Nhan bao cao tir

Muc dich cong viéc

Truc ti€p thuc hién hoat ddng Tw van va ch6t don hang trén cac
san TMPT, hoac cic trang mang xa h0i, web

Pia di€m lam viéc

Van phong cong ty

1. TRACH NHIEM, NHIEM VU

Trach nhiém

Nhiém vu

1. Hoach dinh va xay dung
chién lwoc tw van Khach
hang

Chudn bi kich ban va bd cau hdi dé tw van ban hang (FQA)
Lén K& hoach CSKH lai (up sell, cross sell)

2. T6 chiic trién khai cac
hoat dong twvan KH va
chot don hang

Truc DT, ti€p nhan don hang trén sain TMPT va céc trang ban
hang trén MXH, web.

Tw van va trd 10i cc cau hoi cia KH tiém ning

Ch6t don hang online.

Ra don hang

Chu&n bi don hang, phdi hop véi BP déng g6i & thil kho,
giao nhan, dich vu van chuyén gtti hang héa cho khéch.
Chadm sdc, duy tri quan hé véi khach hang cii.

Chiu trach nhiém vi muc tiéu doanh sO duge dat ra.

Cung cap trai nghiém mua hang tuyét voi cho khach hang
online.

3. Quan Iy va to chic trién
khai cac CTKM trén san
TMDT:

Quan Iy va t0 chiic trién khai cac CTKM:

Quan ly, trién khai va ki€m soat phan ph6i san pham trong
tam, san phAm mai theo chién lwge cong ty.

Quan 1y, cap nhat ndi dung, hinh anh, md ta clla cic nhém
san pham.

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

Quan ly, tri€n khai va ki€m soat hang héa thuc hién du, ding
cac don hang theo CTKM cua cong ty.

Ph6i hop v6i nhan vién t6 chirc hoi thdo dé t6 chic cac
chuong trinh hoi thdo, trinh dién sdn ph&m theo k& hoach
duoc giao.

4. Thong ké, Bao cao theo

Béo céo ban hang theo ngay, thang, quy.

ngay , thang - Tong hop, béo cdo hiéu qua cic chuong trinh Marketing va
dé xudt cac chwong trinh nang cao hiéu qua caic CTKM cho
san, cdc trang Mang xa hoi, web.
- Téng hop, bdo cao hang hda, qua tang c6 dap Umg day du
theo ké hoach CTKM.
- Béo cao 1én Giam d6c Marketing vé hiéu qua CTKM trén cic
san TMDT va céc trang MXH , web.
5. Khac - Thuyec hién cong viéc theo yéu cau clia Trurdng bd phén, Ban
Giam doc.
2. QUYEN HAN
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- Phoi hop dong cdp véi tat ca cac bo phan trong nhiing cong viéc lién quan dén ban hang online cla
phong B2B;

- Pai dién cong ty ti€p xiic vOi dOi tac trong pham vi cong viéc va quy€én han ctia nhan vién ban hang
Online.;

- Pé xuat déng gbp y ki€n vé ké hoach, gidi phap vé viéc tiép cén va CSKH trong cudc hop chuyén
mon;

- Cht ddng ph6i hop vdi cac nhan vién khac dé€ hoan thanh cong viéce duoc giao;

3. QUAN HE CONG VIEC

Cac mOi quan hé Muc dich

Trong Cong ty

- Truong phong B2B - Tiép nh&n théng tin vé muc tiéu, chién lwoc San pham, dich vu
cua Cty

- Phong Kinh doanh - Tiép nhéan thong tin Khach hang tur sales (n€u c6) tham khdo

- Phong Marketing - Phéi hop v6i BP déng gbi & thu kho, NV giao hang, BP
Marketing dé dam bdo hang héa, qua tang dwoc giao ding va du
dén Khach hang

- Phong Ké toan - Phdi hop véi BP ké toan d€ ddi soat va theo ddi cong ng ctia KH

Ngoai Cong ty

Khach hang & doi tac - Duy tri mGi quan hé trong tac véi Khach hang trén San TMPT

- Twong tac voi d6i tac giao nhan dé t6i uu hiéu qua giao hang, hd

trQ thanh toén...

4. PANH GIA HIEU QUA CONG VIEC
Panh gia dinh ky dua trén KPI da cam két va thOng nhat vGi cap trén dua trén cac tiéu chi:

- SO luong cudc goi chuyén ddi thanh khach hang
- Ty 1& chuyén d6i thanh doanh s

- Thoi gian ban hang trung binh

- Thoi gian d€ tra 10i khach hang tiém ning

- Gia tri tron doi ctia khach hang

- SO cubc goi hodc email duoc thure hién

- Ty 1é gilt va hlly don hang

- Phan trdm khéch hang mua lai

- Gia tri don hang trung binh

5. PIEU KIEN,LAM VIE'C (tty muc dich stt dung, hodc ban MTCV cho mot déi tuong cu thé’ph&‘n
ndy sé diéu chinh hodc khong dua vaio)

- SO ngay lam viéc trong tudn: Thir 2 -> Thir 7.
- Thoi gian 1am viéc trong ngdy nhur sau:
0 Sang tur 07 gi®r 30 dén 12 gior
0 Chiéu twr13 giordén 16 gio 30
- Céc ché d6 ho tro khac theo chinh sach Cong ty va luét hién hanh

6. TIEU CHUAN NANG LUC
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Trinh dO chuyén mén TOt nghiép Trinh d6 tir Trung cap trd 1én (trinh d CP hoac
bH duoc uu tién)

KY nang chuyén mén Kinh nghiém lam nhén vién kinh doanh, nhan vién ban hang
(truc tuy€n, trire tiép) hoac CSKH
Hiéu va st dung thanh thao cac céng cu hd tro giao tiép truc
tuy€n va kinh doanh online.

KY ning chung KV ning giao ti€p tuyét voi ca bang 10i néi va van ban.

K¥ nang mdy tinh thanh thao: Microsoft Word va Excel,
photoshop co ban,...
K¥ ning t6 chitc, sap x€p cong viéc
K¥ nang cham s6c khach hang.
KV ning: kha ning dién dat, thuyét trinh, thuyét phuc t6t.
K¥ niang quan 1y thoi gian, 1am viéc trén méi truong ap luc
cao d€ hoan thanh nhiém vu diing deadline.

Kinh nghiém ft nhat 1 nam kinh nghiém lam vi tri NVKD online, hodc
CSKH.
Hiéu biét sdu va c6 kinh nghiém st dung cac cong cu s6 trén
san TMDT 1a mot 10i thé.
Kién thitc vé marketing, quang cio va kinh doanh.

Tinh cach Nhiét tinh, ning dOng, dOc 1ap, nhay bén..

Ghi chu: Ty theo tinh hinh thuc té, cdp trén truc tiép hodc cdp cao hon c6 thé bé sung nhiing nhiém
vu thuomg xuyén hodc/va dot xudt khdc trong Bdn Mé td céng viéc nay.

Nguoi bién soan Nguwoi kiém soat Nguoi phé duyét
(Ky tén) (Ky tén) (Ky tén)
Ho tén: Ho tén: Ho tén:
Chtrc vu: Chtrc vu: Chtrc vu:
Ngay: Ngay: Ngay:
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