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THONG TIN TUYEN DUNG

X | Toan th&i gian Ban thoi gian X | Thwece tap sinh

THONG TIN BDON VI TUYEN DUNG

Tén don vi: (Chir in hoa, dam) CONG TY TNHH IT CONSULTIS
Dia chi: Lau 07, toa nha Golden, 19 Tan Canh, Phwdng 01, Tan Binh, TPHCM
bién thoai: 08 3991 3996

VI TRi — YEU CAU TUYEN DUNG

Céng viéc/chirc danh: | THUC TAP SINH HANH CHINH NHAN SU

S6 lwong: 01 NU
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4. Website: it-consultis.com
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Mo ta cong viéc:

e H6 tro trwdng phong nhan sy trong cdng viéc hang ngay (sép xép lich hop, phéng
van, cong tac, quan ly phong hop, quan ly van phong pham, nhu yéu pham va thiét
bi van phong)

e H6 tro cdng tac to chirc sw kién nodi bd (sinh nhat, tiéc cong ty, in house training) va
tuyén dung (hdi thdo, job fair ...), cac sw kién x& hoi (da ngoai, tir thién, déng gop
coéng dong)

e Tim kiém (rng vién tiém nang va hé tro cdng tac sang loc trng vién tiém nang, tham
dw cac workshop, meet up d& mé rong network

e Cac cbng viéc khac theo phan céng

8. Dia diém lam viéc: Lau 07, toa nha Golden, 19 Tan Canh, Phwéng 01, Tan Binh.
9. Thu nhap, diéu kién lam viéc:

e Thoi gian thye tap: it nhat 02 thang, tir 08h sang den 05h chiéu, tir thi hai dén tho
sau hang tuan. Cé thé linh déng cho nhirng ngay ban hoc/thi.

e Phu cép: theo nang lwc (rng vién, da bao gébm phi gitr xe. Nwéc ubng, trai cay, banh
ngot hang ngay, sinh nhat hang thang, tham gia cac hoat déng néi bé cung cac
nhan vién chinh thirc.

e Thuc tap sinh tw trang bi may tinh xach tay trong subt qua trinh thwc tap

10. Y&u cau trng vién:




C6 kién thirc cac nghanh thw ky, hanh chinh, quan tri kinh doanh

Can than, ti mi, lam viéc logic, cé tw duy ddc lap va phan (rng nhanh

Chiju kho hoc héi va chiu dwoc ap lwc cong viéc, khdng ngai hoc héi tir nhirng sai
s6t méc phai

Trung thwe, hoa déng, 1& phép

Tiéng Anh thanh thao néi va viét d& st dung 80% thdi gian lam viéc bang Tiéng
Anh

Biét tim kiém théng tin trén internet, st dung word, excel, powerpoint, soan thao van

ban va cac ham excel can ban.

Biét cach giao tiép qua dién thoai va email can ban

C. HO SO, LIEN HE

11. H6 so goém:

Thw xin (rng tuyén béng Tiéng Anh

CV béang Tiéng Anh day da ndi dung théng tin lién hé, chuyén nghanh, ndm hoc, cac
khoa hoc va ky nang lién quan, cac hoat déng ngoai khoa c6 tham gia, muc dich thywc

tap

12. Nép ho so’

Thoi han: 15/04/2017

Phuong thirc ndp: Qua email

13. Théng tin lién hé:

Ho tén: Chj Nguy&n Duy Ninh — HR Manager
Pia chi: Lau 07, toa nha Golden, 19 Tan Canh, Phwong 01, Tan Binh
Di déng: 090 680 3966

Email: ninh.nguyen@it-consultis.com




