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JOB TITLE/ Chuc danh: Division/ Khéi:
CHUYEN GIA MUA SAM Phong Mua sém va Quan ly chi phi
This Position Reports to Positions Reporting to this Position
Bdo cdo cho: Nhan bao cado tu:

e Pho6 Téng Gidam béc .

Summary of Duties/ Tém tat nhiém vy

Thuc hién cac hoat ddng mua sam hang hoa, dich vu theo ding quy trinh va chinh sach cda cong ty; dam bao dap Ung kip
thai nhu cau cta cac phong ban véi chi phi hgp ly va chat lugng phd hgp.

General Scope/ Pham vi trdch nhiém

Job Descriptions/ M6 ta céng viéc

e Tiép nhan, ra soat va lam ré cac yéu cau mua hang/dich vu tir cac phong ban.

e Lién hé, thu thap va téng hop béo gié tir cac nha cung cdp theo hudng dan hoac danh sach cé sén.

e Lap bang so sanh bao gia va dé xuat lua chon nha cung cap dua trén cac tiéu chi co ban (gia, chat lugng, tién do).

e HO trg qua trinh dam phan va ky két hgp dong dudi su huéng dan cda cap quan ly truc tiép.

e Theo d&i tién do giao hang, chat lugng hang hda/dich vu va phéi hgp véi bo phéan lién quan trong khau nghiém thu.
e Chuan bi, luu trit ho so, chiing tir mua sam va hd trg thu tuc thanh toan.

e Lap bao cédo dinh ky hoac dét xuat vé tinh hinh mua sam.

e Thuc hién cac céng viéc khac theo yéu cau cta cap quan ly truc tiép.

Essential Qualifications/ Trinh do chuyén mén Essential Attributes (Knowledge/skills requirements)/ Nhiing
Yyéu cdu cd ban (Kién thuc/ky ndng yéu cau)
e T6t nghiép Cao dang/Pai hoc cac nganh Kinh t&, | > Knowledge/ Kién thuc:

Quan tri kinh doanh, Thuong mai, Xuat nhap khéu e Nam dugc cac budc ca ban clia quy trinh mua sam
hoac lién quan. e Hiéu biét co ban vé danh gia va lua chon nha cung
e Tai thi€u 3-5 ndm kinh nghiém & vi tri Nhan vién cap

mua sam (m,’ tién co k.mh nAghlém mua fém O[!Ch vu o Hiéu biét vé diéu kién hgp déng tiéu chuan dé giam
lién quan dén Marketing cong ty Bat dong san). Lo . L
thiéu rai ro phap ly
e C6 kha nang soan thao hgp dong tét
e Hiéu biét vé cac nha thau/ nha cung cap trén thj
trudng.
> Skills/ Ky ndng:
e Ky nang tim kiém, tdng hgp va so sanh bao gia
e Ky nang giao tiép, lam viéc nhém, phéi hgp lién phong
ban
e Ky nang dam phén va giai quyét van dé
e SU dung thanh thao tin hoc van phong (Word, Excel,
Outlook)
e Tiéng Anh nghe noi doc viét tt.
e Trach nhiém, trung thuc, nang doéng.
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Approval/ Phé duyét Accepted by/Chdp nhdn
Date/Ngay:

Page/Trang 2



HRCONCY

REAL ESTATE . HOSPITALITY . FINANCE . RETAIL

BENEFIT/ Luong, thudng, dai ngé:

WORK PLACE/ Dia diém lam viéc:

e Salary: max la 30 gross e HCMC.

o
Level Industry/ Nganh nghé:

e Level: e Real Estate Development
Team size Language/ Ngén ngir:

e English: fluent

Ghi chu cho nguai gigi thiéu

e Can tim Ung vién thay thé, han la 30/04/2026.
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