THONG BAO TUYEN DUNG

GIOI THIEU NHA TUYEN DUNG:

Cong ty cb phan Du lich va Thuong mai -Vinacomin (VTTC) thanh l4p ngay 25/9/1996 hoat
dong trong linh vuc kinh doanh du lich lit hanh, khach san va kinh doanh thuong mai. Trong suot 27
nim qua, VTTC d4 khang dinh dwoc vi tri ciia mot nha cung cip dich vu chuyén nghiép trong linh
vuc hoat dong ctia minh.

Nhim dép tmg cho sw phét trién va mé rong quy md hoat dong ciia Cong ty, ching t6i ¢6 nhu
cau tuyén dung nhan sy céc vi tri sau:

X Nhén vién phong T6 chirc — Hanh chinh:
* 0 liromg: 01 ngudi

* Vi tri tuyén dung: Nhén vién

* Yéu cau

- Gidi tinh: Nam

- DG tudi: tir 30 - 40 tudi

- Bang cép: t6t nghidp dai hoc

- Yéu cau khac:

+ Sir dung thanh thao tin hoc van phong.

+ Tiéng anh giao tiép co ban.

+ Uu tién ngudi c6 kinh nghiém 1am tai vi tri twong dwong,

* MO0 ta cong viéc:
- Thyc hién céc cong viéc hanh chinh vdn phong nhu: Soan thao cac vin ban nhu thong bdo, to
trinh, quyeét dinh lién quan dén cac hoat dong chung cta Céng ty.

- Trg giip Ban Lanh dao Cong ty, Truong phong Hanh chinh cdc cong viéc nhu: Béo chi, Tiép tan,
Hau can, Doi ngoai....

- HG trg tuyén dung, theo ddi, hd tro cong tac nhén su.

- Hb tro cong tac dio tao.

- Ho tro thuc hién cac cong tac ché d5 chinh sach cho NLD.

- Phi hop cong tac dam bao an ninh trat ty, vé sinh moi truong, phong chong chdy né cia vin
phong cong ty.

- Phéi hop cong tac hanh chinh, cong nghé thong tin tai cong ty.

- Thue hién c4c nhiém vu khéc dudi sy phan cong va chi dao ciia Ban Giam dbc. jh/ '




2. Ché ¢ dai ngo:
- Luong theo thoa thuén phil hop véi ndng luc, kinh nghiém (trao déi tryc tiép khi phong van).
- Puoc cir di ddo tao va tham gia céc chuong trinh dio tao chuyén sau thue té.
- Pugc hudng diy di céc ché d nhu nghi 18 tét, BHXH va cac ché d phic loi khdc nhu tham quan
nghi mét trong/ngoai nudc, kham strc khoé, an ca, trang bi dong phuc, tang qua sinh nhat,...
- Puogc cir di ddo tao va c6 co hdi thing tién trong cong viéc theo hidu qua, ning luc.
- Moi truong lam viéc chuyén nghiép, nang dong; van hoa tré trung, doan két, trao di...
2. Hd so tuyén dung gom:
- Pon xin viée viét tay (nu rd s& trurong, kinh nghiém, k§ ning lién quan dén cong viéc).
- So'yéu Iy lich c6 x4c nhan ctia chinh quyén dia phuong; Ban sao chimg minh thu nhan dan.
- Gidy chimg nhén strc khoé do cac bénh vién/trung tdm khdm chita bénh xac nhén (khdm trong
vong 6 thang trude ngay ndp ho so).
- Ban sao cong ching cac van bﬁng chimg chi c6 lién quan (nu dang trong thoi gian chd t6t nghiép thi
c6 gidy xéc nhan t6t nghiép tam thoi ciia Truong), hai anh mau 4x6 chup thoi gian gén nhat.
Thoi han ndp ho so : Trude 15/11/2023
Céc Umg vién quan tdm c6 thé ndp hd so tryc tuyén bang cach gii qua dia chi mail
nguyenhonghanhcp89@gmail.com hodc ndp truc tiép tai dia chi Cong ty.
* CHI TIET LIEN HE NOP HO SO:
Ngudi phu tréch tuyén dung: Ms Hanh DT : 0972.416.989 - Phong T6 chirc hanh chinh Cong tys
Du lich va Thwong mai- Vinacomin _ N’;
Dién thoai: 024.3518.4404 o
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* THAM KHAO THEM THONG TIN CHI TIET VE CONG TY TAI PIA CHI:

- Website: http://vttc.net.vn/ hoic
- Fanpage: https://www.facebook.com/vttctravel/




