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JOB DESCRIPTION

Company Profile

Grow Up JV Co., Ltd

3rd Floor, QCOOP Building, No. 647 Ly Thuong Kiet, Ward 11, Tan Binh District, HCMC
Tel: (+84)353-253-373

Email: sales@growupwork.com Website: https://growupwork.com

Company Name

OneTech Asia Joint Stock (OneTech Asia) | Website: https://onetech.vn

Industry

Technology Established in 2018/09

Representative

Mr. NguyenLamThao

Address

Ly Thudong Kiét, Phwong 11, Quan Tan Binh, TP.HCM

Company size

< 50 nguoi

Introduce about the
company

ONETECH ASIA 13 cong ty chuyén nghién ctru va phat trién sdn phdm phan
mém trén nén tang mobile app, games, web cho thi trwéng Nhat Ban, Chau A
va thé& gidi. OneTech Asia ludn di dau va khéng ngirng nghién clru, phat trién
san pham dua trén nhirng cdng nghé mdi nhu ng dung Hololens,
AR/VR/MR, Drone, loT, Robot va Al.

Job Requirements

Position

Tro ly hanh chinh

Assigned department

Thu ky

Place of work

Ly Thuong Kiét, Phwong 11, Quan Tan Binh, TP.HCM

Position type Fulltime
Number of hires 2 nguoi
Salary $500 ~ $1000

Age, Gender

Khéng yéu cau

Job Description

e XU Iy céc cong viéc vin phong, chdng han nhu ndp hod so, tao bdo céo va
thuyét trinh, thiét 1ap cho cac cudc hop va sdp x&p lai ngudn cung cap.

e Cung cap ho tro 1ap lich thai gian thyc bang cach dét lich hen va ngan ngira
xung dot.

e S3p x&p viéc di lai, chang han nhu dit vé may bay, xe hoi, dit phong khach
san va nha hang.

* Sang loc cac cudc goi dién thoai va dinh tuyén ngudi goi dén bén thich hop.
e S&r dung may tinh dé tao bdo cdo, ghi bién ban cudc hop, tao ban trinh bay
va thuc hién nghién ctru.

e Chao héi va hd trg du khach, d6i tac clia cong ty.

e Duy tri giao tiép lich si va chuyén nghiép qua dién thoai, e-mail va thu.

e Dy doan nhu cau cla ngudi khac dé€ dam bao ho c¢é trai nghiém tich cwc va
lién mach.

e Theo ddi sinh nhat cda nhan vién va giri thé dién tir. T chire tiéc sinh nhat
nhan vién hang thang
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e T6 chirc nhan vién cla thiang

e T6 chirc tiéc nhan vién hang quy

e Thuc hién cac chuyén di hang tuan dén buu dién dé thu thap va glri thu va
bwu kién

e Ddm bdo rang duy tri mét luwong dy trir day dd vat tu van phong pham

e T6t nghiép PH

e Co kinh nghiém hanh chinh trudc day.

e Ky ndng may tinh xuat sic, ddc biét 1a ddnh may (thanh thao: Word, Excel,
Email, ...)

e Mong muén dugc chi dong va tao ra trai nghiém tich cwc cho ngudi khac.
e Kha ning giai quyét van dé manh mé

* K§ ndng quan sat tot

e Tac phong lam viéc chuyén nghiép, giao ti€p lich thiép, vui vé, hoa déng

e Linh hoat trong suy nght, giao ti€p rong véi cac don vi trong nganh

* Ngoai ngit: U'u tién &ng vién giao tiép ti€ng Anh/Nhat tot

 Da ngdn ngit cé thé dugc wu tién

Required experiences and skills

¢ Da ngdn ngit; cd kha nang lam viéc doc lap va lam viéc theo nhom, lam viéc

Welcome/ a plus & cudng d6 cao va chiu ap luc tot;

Education Level e T6t nghiép Pai hoc

Qualifications e Tiéng Anh/ Tiéng Nhat

Working Time e Thoi gian lam viéc: TUr tht Hai dén th& Sdu: 08h — 17h00;

e Ch& d6 lvong - thudng: Mirc lwong canh tranh & hap dan, Lvong thang 13
e Cham sdc strc khoe: Ngoai bao hiém y té , Pugc cdng ty mua thém gdi bao
hiém PVI - G6i bao hiém cham séc strc khde toan dién. Duge Kham sitrc khde
dinh ky hang nam.

e Thuwdng thdm nién 5 ndm, 10 nam.

Benefit ® Phép tham nién cho nhan vién lam viéc tlr 5 nam tai cong ty.

e Chuwong trinh tich diém (tir viéc di lam dung gid, hodc thudng diém relase
thanh céng...) dung diém nay déi cdc d6 an thirc udng va céc nhu yéu pham
cho cudc séng.

e Teambuilding, du lich hang ndm.
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Recruitment process
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Duyét ho so
NZ

Lam bai test Online

N

Phdng van tai van phong

Foreign languages

Tiéng Anh/ Tiéng Nhat giao tiép




