
TAPI{AGtAW TAPHALAW FIRM
S6ng Tdm B6n Chi PhLpL! Virng Vang

THONG TIN TUYEN DVNG

cONc rY LUAr rNHH MTV TA PHA (TAPHALAW) c6 nhu cAu tuy,3n dlrng

03 nhdn sg ldm vi0c voi ciic th6ng tin cu th6 nhu sau:

1. KE roAN r6NC Hqp

* u0 rA cdNc vrF-'c:

- Theo d6i vd quin ly c6ng ng todn C6ng f .

- Xirc dinh, dO xu6t phucrng 6n xri ly c6ng ng ph6i thu todn C6ng ty.
r At i- Lap k€ ho4ch thu - chi theo quy, nlm cho c6ng ty. Ho4ch toiin c6c khoan thu - chi

theo quy, ndm, lflp quytit torin s6 siich cho c6ng ty.

- Lep b6o ciio tdi chinh dinh ky theo quy, ndm, b6o c6o gihi trinh chi ti6t vA sO tieu
. i r'vir cung cdp h6 so cho co quan thuO, ki6m to6n, thanh ki6m tra theo y6u cdu.

- Th5ng k€ vd t6ng hqp s6 tieu ktl to6n khi c6 y6u cdu .

- Tap hqp, luu trff, bio qu6n chtmg tu, bio mdt sd lieu k6 to6n.

- Chc cdng viQc cU thd khiic sd dugc trao OOi ttr6m trong bu6i ph6ng v6n.

* YtucAu:
Chuydn mdn,.kj ndng, kinh nghipm:

"J - t.'- Ndm virng ki€n thuc co bin v0 nghiQp vu k€ to6n;

- C6 k! ndng luu trfr, sEp x;5p h6 so (bin cimg vd bin m6m) mQt crich khoa hgc;

- C6 k! nSng tin hgc vdn phdng t6t.

- Kinh nghiQm: C6 kinh nghiQm ldm viQc tir 1 ndm trd l6n

Tfnh cdch, thtii it\, itlnh hmfng nghi nghiQp:

- Trung thuc, cd tinh thdn tr6ch nhiQm cao, ham hgc hoi;
- Elnh hucmg g6n b6 l6u ddi vdi C6ng ty;

t PHUC LQr:
- Huong dAy dri cn0 A9 phirc lqi theo qu;,dinh: BFD(I-I, BHYT, BHTN, thucmg 15,

.^. ,
tdt, lu<mg th6ng thf 13, du lich hdng ndm....
M6i truong ldm viQc chuy6n nghiQp, tr6 trung, d6ng nghiQp vui v6,thdn thien.

Du-ry. c ddo t4o, huong ddn dC nhanh ch6ng nfimbht cdng vi€c.

Mric Luong: Th6a thufln

NHAN VITN T,n TAN

nnO rA c0Nc vrpc:
Nghe vd nhfln c6c cuQc gqi diQn tho4i dt5n c6ng fy, chuy6n cuQc ggi dtin sti mriy

nguoi nhdn ho{c ghi lai th6ng tin khi cAn thi6t
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TAPFIAGTAW TA PHA LAW FIRM
S6ng Tdm BOn Chi PhApLy Vimg Vdng

- H6 trg Ldnh d4o c6ng ty d6n ti6p kh6ch, hu6ng dfin kh6ch ralviro cdng ty

- H6 trq sip xtlp vd chuAn bic6c cuQc hgp nQi b0 trong c6ng ty;

- Ti6p nhQn c6ng vdn, gi6y to grii dtln c6ng ty. Phdn loai vd chuyOn d6n ngudi nhan;

- Thu x6p vd in 6n tdi liQu khi cAn thi6t;

- C6cc6ng viQc cu th6 kh6c s6 duo. c trao e6i ttrcm trong bu6i ph6ng v5n.

* YEU CAU:

ChuyAn mdn, ki ndng, kinh nghiPm:

- Hinh thric ua nhin, khi n[ng giao titip t6t; titing Anh giao ti6p co bdn

- Thenh th4o tin hgc v[n Phdng;

Ttnh cdch, thtii iIO, itlnh hudng nghi nghiQp:

- Trung thgc, c6 tinh thAn tr6ch nhiQm cao, ham hqc h6i;

- Dinh huong gdn b6 ldu ddi v6i C6ng ty;

* PHUC LQr:
- Huong dAy dri ctre dQ phric lgi theo quy dinh: BFD(H, BHYT, BHTN, thuong 10,

t6t, lucrng th6ng thu 13, du lich hdng ndm....

- M6i trucmg ldm viQc chuy6n nghiQp, tr6 trung, ddng nghiQp vui v6'thdn thien.

- Dugc ddo t4o, huong ddn dC nhanh ch6ng nfumbfitc6ng viQc'

- Mric Lucrng: Th6a thuQn

3. THur.i r6Nc HgP

* ru6 rA c6Nc vlpc:
- Cap nhQt th6ng tin v0 lich ldm viQc, lfch hqp, lich c6ng t6c, t6 chric c6c cuQc hqp,

ghi ch6p vd t6ng hqp pAi dung ciic cuQc hgp cho Girim ddc;

- Ph6i hqp vdi c6c Phong Ban, thgc hiQn c6ng vi6c theo y6u cAu ctra Gi6m d6c;

- TiCp nh{n th6ng tin, vdn bin, tdi lieu tu Phdng ban trinh Gi6m d6c;

- Truyan d?t th6ng tin cria Girim d6c t6i c6c phong ban, dcvn vf lien quan;

- H6 trg c6c Phdng ban thuc hiQn c6c c6ng vi6c chung ctra c6ng ty;

- Theo d6i viec tudn thi nQi quy lao d6ng,6p dqng bi6u mfiu, 6p dqng quy trinh;

- Cap nh4t cdng viQc hing ngdy di6n ra tai c6ng ty vdcfrc sg kiQn'

* vtucAu:
ChuyAn mdn, ki ndng, kinh nghiQm:

- r6t nghiQp d4i hqc chuy€n ngdnh li6n quan: Hanh chinh, thu ky vdn phong, uu

ti6n t6t nghiQp dai hqc chuy6n nginh v6 Lu4t hqc'

- C6 k! ndng so4n th6o vin bin kh6 t6t;

- Tin hqc: TOi thi6u ld k! ndng Tin hgc Vdn phdng co b6n;
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Ngo4i ngfr: Anh v6n giao ti6p

Kinh nghiQm: C6 kinh nghiQm ldm viQc d vi tri tucrng tU, uu ti6n img vi6n c6 kinh

nghiQm ldm viQc trong m6i trucrng phAply.

T{nh cdch, thtii it\, illnh hrdng nghA nghiQp:

- Trung thuc, c6 tinh thAn trrlch nhiQm cao, ham hqc hoi;

- Dinh hudng gin b6 16u ddi vdi Cdng ty;

* PHUC LQI:

- Hu&ng dAy dir cn6 eO phric lqi theo quy <linh: BFD(H, BHYT, BHTN, thudng 16,

t6t, luong th5ng thf 13, du lich hdng ndm....

- MOi truong lim viQc chuy€n nghiQp, tr6 trung, d6ng nghiQp vui v6,thdn thiQn

- Eugc t4o rti6u kiQn dC hgc h6i, ph6t tri6n ci kii5n thric chuy€n m6n vd k! ttug;

cric khod hgc k! ndng nghiQp vu thu k;f' quan tri nQi bQ Cdng ty;

- Mric Luong: Th6a thuQn

HO So rNC TUYEN NHAN S\l CHO CAC VI TRi NnU rnf,N BAO C6M:

1. CV;

2. Don img tuydn vitri f6 to6n t6ng hqp/ TiCp t6n/ Thu klf t6ng hqp

3. Bing t6t nghiQp , Bing di6m, cric bnng c6p, chimg chi li6n quan.

Hinh thfc nQp hii so tfrng tuy6n:

t. NQp HO so tryc titip C6ng fy Luat TNHH MTV Ta Pha, dia chi: 07 NguySn

VIn Tr5i, Phucrng 12, QuQn Phri Nhu{n;

2. NQp Hd so qua Email: info@taphagroup.com,cc: nguyentran(g)taphasroup.com

Thdi hgn nhfn Hil str rfrig vi6n: Ttr ngdy 1910212021 d6n h6t ngdy 2710212021

Sau khi nhQn duqc fuA to th timg viOn, TAPHALAW sd phdn nai vi kAt qud xem xdt

Hi so rbng viOn dd nQp. Oat vA nhimg tmg vi|n c6 H6 so dgt yAu ciru, TAPHALAW sd

tiAn h€ de sdp xhp thdi gian ph6ng vdn.

Mgi thdc miic vui lbng li€n hQ: Ms. NguyAn, SDT: 0906716926 ift ctuqc hr6ng

ddn cg th€.

q
HAN\?

ENli

w

MTV TA PHA
//**,
'€/
d{t
U'I
,*\

corcrclEth
nlcttnHqqnuu nnn

uQr rnAltH vteH

Page 
I

07 Nguy6n Vdn Tr6i, Phuong 12, Q.Phf Nhufn, TP. HO Chi Minh




