CONG TY TNHH CONG HOA XA HQI CHU NGHIA VIET NAM

PAU TU PHAT TRIEN MEGA VIET NAM Poc 1ap — Tw do — Hanh phuc
Tel: 0243.758.9089/ Fax: 0243.758.9098
Website: https://megavietnam.vn Ha Nogi, ngay 06 thang 09 nam 2021

THONG TIN TUYEN DUNG

1. Vi tri tuyén dung

- Leader Phong Hanh chinh Nhan su.

2. S6 lwong can tuyén: 01 nguoi.

3. M6 ta cong viéc

- Tong hop cham cong, tinh lwong nhan vién cic bd phan toan Cong ty.

- Theo ddi va giai quyét ché 6 BHXH, BHYT cho ngudi lao dong.

- Tuyén dung nhén sy khi c6 yéu cau tir ban Giam ddc.

- Pho bién chinh sach, quy trinh, quy dinh, quy ché cho nhan vién.

- Lap - kiém tra - theo ddi - quan 1y ho so, danh sach lao dong toan Cong ty.

- Theo ddi kiém tra, quan 1y tai san cong ty; mua sdm, thu chi, cap phat cac thiét bi, vin phong
pham cho céc bo phan trong Cong ty.

- T6 chirc cac sy kién ndi bo ciia cong ty; xay dung cac chuong trinh Team building, cac hoat
dong dé két nbi nhan vién cac phong ban.

- Céc cong viéc khac theo yéu cau ctia cip trén.

- Gio 1am viéc: 8n00 - 17h00 tir Thir 2 - Thir 6 (Nghi trua tir 12h00 — 13h15).

4. Yéu cau cdng viéc

- D tudi: 25-35 tuodi.

- Trinh d6 chuyén mon: Tt nghiép PH chinh quy chuyén nganh Kinh té, Luat, Quan tri nhan
lwc, Hanh chinh...

- Kinh nghiém lam viéc:

+ T6i thiéu 02 nam lam viéc & vi tri twong ty.

+ Am hiéu Luat Lao dong,...

- Kha ning soan thao vin ban, hop dong, phan tich tong hop béo cao tét; thanh thao tin hoc vin
phong;

- K§ nang: K§ nang giao tiép, dao tao, dam phan va thuong lugng tot;



- Pham chét: Trung thuc, nhiét huyét, nang dong; cé tu duy logic, sang tao; c6 kha nang lam viéc
ddc 1ap va chiu ap lyc cao.

5. Quyeén loi dwge hwdng

- Luong: Theo théa thuan (Tur 10-15 trigu).

- Ky hop dong lao dong, bao hiém va cac ché do khac cua cong ty (du lich, hoat dong da ngoai,
chuong trinh dio tao nang cao chuyén mén, thudng theo loi nhuan va nhiéu phuc lgi khac).

- Mbi trudng 1am viée nang dong gilp nhan vién hoan thién ki ning va kién thic.

6. Thong tin lién hé¢

Nguoi lién hé: Ms Mén, SDT: 033.601.9786.

Pia chi cong ty: Phong 802, toa nha OTC3A, KBPT Resco, Xuan Dinh, Tt Liém, Ha Noi.

Hosc gai CV vé mail: men.dothi@megavietnam.vn .

CONG TY TNHH PAU TU PHAT TRIEN
MEGA VIET NAM


mailto:men.dothi@megavietnam.vn

