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JOB TITLE/ Chuc danh:
CHUYEN VIEN PAO TAO CAP CAO

Division/ Khéi:

This Position Reports to
Bdo cdo cho:

Positions Reporting to this Position
Nhan bao cado tu:

Summary of Duties/ Tém tat nhiém vy

General Scope/ Pham vi trdch nhiém

Job Descriptions/ M6 ta c6ng viéc

e TG chirc va truc ti€p ding I8p dao tao hdi nhap, dao tao ky nang mém, ky nang ban hang, workshop, talkshow va huan

luyén doi ngd kinh doanh.

e Nghién cltu — xay dung — cap nhat gido an dao tao phu hgp véi dac tha nganh Kinh doanh, Bat déng san, Tai chinh,
Ngan hang... ddm bao néi dung thuc tién, dé 4p dung.
e Xay dung 16 trinh dao tao nhan su mdi, chuong trinh phat trién déi ngl theo tirng cap bac (tap trung 80% cho Khai

Kinh doanh).

e Ph&i hgp véi cac phong ban chuyén mén dé xac dinh nhu cau dao tao, thiét ké chuong trinh va té chic trién khai hiéu

qua.

e Danh gi4, thong ké két qua dao tao dinh ky, dua ra giai phap cai thién chat lugng hoc vién.
e Tham gia danh gia th(r viéc nhan vién kinh doanh va dé xuat k& hoach phat trién nang luc phu hop.
e Truyén cam hing — gan két tinh than déi nhom, xay dung van hda hoc tap chi ddng, lan tda nang lugng tich cuc trong

toan hé théng.

e Thuc hién cac cong viéc khac theo su phan cdng cta Ban Gidam déc.

Essential Qualifications/ Trinh do chuyén mén

e T6t nghiép Cao dang/Pai hoc tré 1én, uu tién
chuyén nganh Quan tri nhan sy, Kinh té, Tai chinh,
Marketing hoac cac nganh lién quan.

e (o it nhat 3 nam kinh nghiém trong céng tac dao
tao hodc huan luyén, dac biét trong linh vuc Bat
déng san, Tai chinh, Ngan hang, Bao hiém la mot
Igi thé Ian.

Essential Attributes (Knowledge/skills requirements)/ Nhiing
Yyéu cdu cd ban (Kién thuc/ky ndng yéu cau)
» Knowledge:

e Tu duy téng hdp, kha nang research — phan tich — bién
soan ndi dung dao tao phu hgp véi tiing nhém déi
tugng va muc tiéu doanh nghiép.

> Skills:

e Ky nang truyén dat, thuyét trinh, dan dat nhom xuat sac,
tao dugc hiing thu va cdm hiing hoc tap cho hoc vién.

e S dung thanh thao tin hoc van phong, dac biét la
PowerPoint, Canva, hodc cac céng cu thiét ké slide
chuyén nghiép.

e Ky nang té chirc, sap xé€p, quan ly thai gian tét.

e Thai do tich cuc, tinh than hoc hdi cao, than thién, chd
dong va nhiét huyét trong cong viéc.
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Approval/ Phé duyét Accepted by/Chdp nhdn
Date/Ngay:
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