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Quan tri hé théng
Theo doi, giam sét
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Xem MTCV tai giao dién HR Portal

Tinh nang theo vai tro trén hé thong OOC
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Ban giam déc
- Thiét Iap nguyén tac
- Thiét ké tai lieu

Phong Nhan sw/Admin

- Quan tri hé théng

- Thiét ké tai liéu

- Trién khai, theo d&i, giam sat,
dbc thic

Trwong bo phan
- Thiét ké tai liéu ctia bo phan

Nhan vién
- Puwoc xem MTCV tai giao dién
HRPortal
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CHUOI GIA TRI
Xay dung chubi gi tri cla cong ty
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Quéntr} & diéu hanh

= Chon chudi gia tri ) & Xay dung chubi gia tri
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MA TRAN CHU'C NANG CONG TY
XAy dung ma trin chirc nbng clng ty
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1. Quén tri chién luge, ké hoach digu hanh

Chire néing co ban | Bigu hinh hoat déng doanh nghiép Truc
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Quin trj tai chinh DN & d5u tur tai chinh

tiép phy trach chc mang ngodi ki thulitvh | Cong tic ke todn (hop nhit) & thang ké

kinh doanh

o Xay dyng va trién khai chién luge
kinh doanh

Xay dyng v trién khai chién lugc

Lép k€ hoach SXKD ° Chi dz0 13p ke hogch SXKD

Digu hanh hoat ddng o Digu hanh hoat 83ng Cang ty

Gim sbt, dinh gid thuc higén chién luge ° Gidm sar, 8anh gia thurc hién chidn
vh k& hoach Iuge va kE hoach

Nghién ciru thi truéng.

Thiét ké trién khai va quan ly cac san
phim dich vu

Theo d&i va thanh todn cing na.

o Kay dyng chién luge tai chinh

o L3p ké hoach SXKD Céngty

o Lip ké hoach hoat dong phéng

o Diku hanh hoat 88ng phing

[ c JE gié thyre hign chign luge va ké
hoach ti chinh

chirc danh

+ Thém nhém chirc ning  Blwu  [AXultfile.. «  ~Phéngto

Quy e kj higu: () Chi i va enju e ahiém () Prdi nop, thie hin song hanh () Tham gia thue hién theo cang doan () HB trg kni <6 yéu cu

Phang Quén trj Ngudn nhan luc

Xy dung hé théng & cic chinh sich nhin | Bigu hanh khéi Kinh doanh
s Thige hign nghiép v NS. Thyre thi chinh

sach N5 cho cic phang ban Cry Thi dua

khen thudng Téng hop. Phap ché Cham
s6c sirc khde ATVSLE, chinh sach PCCN,
Quian sur, An ninh Té chiirc thu thap, téng

hap =5 liéu, théng tin v tinh hinh SXKD
cisa don vi, 15p bio cho tdng hop moi miit
=an xult kinh doanh oia Céng ty:

0 Xy dyng chign lugc nhén sy
kinh doanh

o Lép k& hoach hoat déng phéng 0 Chi dao I3p ké hoach SXKD

o Digu hanh hoat d8ng phidng o Digu hanh khi kinh doanh

G Dénh gid thue hién chidn luge va ké 0 Digu hanh khdi kinh doanh
hoach nhin sy,

o Téng hop théing tin, phén tich két
qué kinh doanh, két qua phét trién
sén phim DV va hé théng, khuyén
nghi cic vin d& quén tri doanh
nghiép

Phé Giédm d&c Phy tréch Kinh doanh

0 X8y dyng va trién khai chién luge

Phang Phét trién thi trurémg

Marketing, chinh sich gia ande, xic tifn
thuang m ghién cinu thi trudng tim
ki#m cer héi dBu o nude ngoai. "Biu phii
xay dung chién luge. Quan iy gia dich vu
Banh gia co hdi dau wr, thiét I3p chién
lurgre tham nhap thi rurdng mai tai nudc
ngodi

o Xay dyng chién luge kinh doanh
clia rung tdm

O Tri€n khai chién luge SXKD mang
phu tréch

Lip ké hoach hogt 85ng mang phy
trach

Lép k& hoach hoat déng cla phéng

Digu hanh hogt 83ng phang

@ 00 0

Gidrn sér, Dénh gia thue hién ké
hoach phéng

o Nghién clru thi trudng

Thiét k&, tri€n khai vh quan Iy cée
sén phim dich wy
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MA TRAN CHU'C NANG BO PHAN

m Chire nang chi tist Phoang Tai chinh K& toan K& toén trudmg - Trueng phong TCKT Pho phang phu trach ké toan K& toan tang hop Chuy@n vién tai chinh

Chifc ndng cd ban

tri tai chinh DN & d3u tur tai chinh
Cong tac k€ toan (hop nhat) & théng ké
Theo dai va thanh toan cong ng

- Bigu hanh hoat ddng phong tai chinh k&
toan - Truc tiép chiu trach nhiém mang ké
toan tai chinh - Trure tiép chiu trach nhiém
mang XDCB

Giam sat HT K& toan

- Lap bao cao tai chinh, bio cdo hop nhat
& thong ké

ZRefresh = <+ Thém nhom chi

- Bao cao phan tich tai chinh Bam bao
tinh hop Iy, hap IE, chinh xac, day dd, kip

théi clia cac thang tin, 56 liéu, cic nhén
dinh, phan tich, khuyén nghi

cdng nd, tai san, nguon von vai Tap doan
kip tha, chinh xac

hanh

Iwore, ké hoach digu

tri chi

1. Quan

2. Marketing

X8y dyng va trién khai chién lugc

L3p k& hoach SXKD

Bigu hanh hoat déng

Giam sér, danh gia thue hién chién lugc
va ké hoach

Nghién ciru thi trudng

Thiét k& trién khai va quan Iy céc sdn
pham dich vu

X&y dung va quan Iy thuong higu

Quan Iy quan hé khach hang (chinh sach
CSKH va hoat d8ng)

o X8y dieng chién luge tai chinh

o Lép k& hoach SXKD Céng ty

o Lép k& hoach hoat déng phéng

o Digu hanh hoat ddng phang

o Bénh gia thuc hign chién luge va ké
hoach i chinh

Xay dung chinh sach dich vu, gid cuéc ban o Gép ¥ x&y dung chinh sach gia ban,

(khuy&n mai, chi€t khiu)

Truy&n théng (Quang cao, PR)

khuy&n mai, chiét khdu theo goc 45
tai chinh k& toén

X8y dieng chién luge téi chinh

L3p ké hoach SXKD Céng ty

L3p k& hoach hoat déng phéng

Digu hanh hoat déng phang

Bénh gia thuc hign k& hoach i
chinh

Phén tich tai chinh danh gia thuc
hign k& hoach

° Phii hop digu hanh heoat ddng
phéng

o Phén tich tai chinh danh gia thuc
hi&n k& hoach

o Gép y xay dung chinh sach gia ban,
khuyé&n mai, chiét khdu theo géc 85

ti chinh ké t0én

o Cung cdp théng tin phyc vu 13p k&
hoach hoat déng.

o Phéan tich tai chinh, danh gia thuc
hi&n k& hoach Céng ty.
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+= Danh sach bang mé t3 cong viéc
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B Xay dung bang mé ta cong viéc

CRefresh  Elluu A

Théng tin chung ~
Phéng ban - b phin Phong Tai chinh Ké toan Béo cio cho Giam déc <
chire danh céng vige K& todn trudng - Trudng phéng TCKT Chire danh duwéi quyn true tigp Chon chire danh... -
Loai hep déng Théi vu Quy trinh céng viéc lién quan Cac guy trinh céng vigc ma vj tri phai tudn thi:
Xac dinh théi han -Quy trinh mua Sé.rn‘vét .
- Quy trinh quan ly hang tén kho.
@ Khang xéc Ginh tht han - Quy trinh vé quan Iy cong ng.
- Quy trinh phdi hop 13p bao co tai chinh dinh ky.
- Cune Ainh i chSt hifene nhe i khiach hane r
Muc dich cong viéc ~
Chire ning va nhigém vu ~

Chirc ning Nhigm vy

1. Quén trj chién lurge, k§ X8y dung chign lugc tai chinh

hoach diéu hanh Lip k& hoach SKKD Céng ty
Lip ké hoach hoat déng phang
Bigu hanh hoat dgng phong

B4nh gis thue hién k& hoach tai chinh
Phan tich tai chinh danh gia thuc hién k& hoach
- Tham gia theo dai va didu chinh k& hoach
- Phan tich tai chinh danh gia thuc hign cac chi tidu chi phi, 88 xuat gidi phap.
- Cung ¢ap théing tin phuc vy ré soat, danh gia thuc hién chién lugc va KHKD
4. Quy hoachg& Dau tu X3y dyng k& hoach tai chinh va déng tign d6i véi ké hoach dau tu
phat trién (mang, €12 Tham dinh higu qué v& mét t3i chinh d8i vél ke hoach d3u tv
nghé, ha ting..)
Ra sodt va trinh phé duyét quyét todn du dn dau tw
8. Quan tri tai chinh Lap k& hoach von hang nam

Tan sudt Yéu ciu két qua

Hang ndm

Hang n3m Ban &8 xust co gidtri.

Hang ndm Ban k& hoach hoat ddng cla phén
Hang ngay Dam bao hoat déing cia phdng @
6 thang/ khi phit sinh BAn bao cio danh gid thyc hién ¢
Quy/ khi phat sinh Ban phan tich ddnh gié chinh xac,
Khi phét sinh B6 hd s duyét quyét todn cacdl
Hang ndm Ban d& xudt k& hoach vdn co gid
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