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HA NOI

20 Tran Hung Dao Street
Hoan Kiem District
Hanoi, Vietnam

T +84 439332129

F +84 4 39332130

HO CHI MINH CITY

Room 801, 8th Floor, Sailing Tower
111A Pasteur, District 1

Ho Chi Minh City, Vietnam

T +84 8 3910 6559

F +84 8 3910 6560

THONG BAO TUYEN DUNG

bizconsult law firm 1a mot cong ty luat danh tiéng tai Viét Nam, dugc cac t6 chirc nghé
nghiép qudc té nhu Legal500 Asia Law Firms, Asian Legal Business (ALB), Getting The Deal
Through (Tap Chi Mergers & Acquisitions), Global Legal Experts, Asia IP (Tap chi S6 Hiu
Tri Tué Chau A), asialaw (Tap chi luat Chau A) v.v... danh gia va xép hang cao trong nhom
céc cong ty luat hang dau chuyén nghiép tai Viét Nam. Linh vuc hanh nghé chinh:

e Mua Ban & Sap Nhap Doanh Nghiép

Doanh Nghi¢p & Thuong Mai

e Tai Chinh, Ngan Hang & Trung Gian

Thanh Toan

Giao Dich Bat Dong San & Hop Dong
EPCs/Xay Dung

e Dy An Péau Tu (Trong Nudc & Nude

Ngoai)

S Hitu Cong Nghiép & Quyén Tac
Gia

e Céac Van Pé Lao Pong

Nhuong Quyén Thuong Mai &
Chuyén Giao Cong Nghé

e Thi Trudng Vén

Hop Pong & Dam Phan Hop Pong

e TMDT & Fintech

Giai Quyét Tranh Chap & Tranh Tung

Khéch hang ciia Cong ty 1a cac nha dau tu nudc ngoai va cac doanh nghiép Viét Nam.
Nham dép tng nhu cau cong viéc ngay cang tang cua Cong ty, ching t6i can tuyeén dung vi tri

sau ddy 1am viéc tai thanh phd Ha Noi:

VI TRi NHAN VIEN HANH CHIiNH LE TAN (ADMINISTRATION STAFF)

S6 lwong: 01
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Pon tiép va chi dan khach, dbi tac dén Cong ty;

Tiép nhdn va theo ddi cac cudc dién thoai / Nhan va chuyén cac cudc dién thoai theo
yéu cau ctia khach goi dén;

H5 tro sdp xép va chuan bi phong hop cho cac cudc hop ndi bo trong cong ty;

Tham gia td chure cac cu6c hop, héi nghi, hoi thao; sy kién

Nhan/giri cong vin, gidy to, thu tu buu pham;

T6 chuc luu trit cac cong van, gidy to, tai liéu, hd so, hop dong;

In 4n va photo tai li€u;

Quan ly va theo doi viéc sur dung céc tai san, thiét bj tai van phong;

Mua sim VPP, d6 dung cong ty, nhu yéu pham (nudc udng, tra, cafe...)

Nir, Ngoai hinh uva nhin (Cao tir Im60 tr¢ 1én)

C6 t6i thiéu 1 nam kinh nghiém hanh chinh - 1& tan.

Tt nghiép dai hoc tro 1én.

Thanh thao tin hoc van phong (Word, Excel, Power point)
C6 kha nang giao tiép t6t, quan sat, ti mi, can trong
Nhanh nhen, chdm chi va ham hoc hoi

Chiu dugc ap luc cong viéc

Tiéng Anh giao tiép tot.

Quyén loi:

Moi truong lam viéc chuyén nghiép, nang dong va than thién;

Luong theo nang lyc va thoa thuin, dugc review hang nam;

Thuodng (performance) cudi nam theo quy dinh cua cong ty;

Céc quyén loi khac theo quy dinh ctia phap luat lao dong va bao hiém xa hoi;
Puogc huong cac phiic 1oi theo quy dinh cia cong ty;

Co hoi thing tién nghé nghiép.

HO SO YEU CAU

Thanh phéan ho so:

1.
2.
3.

Pon xin viéc (tiéng Viét va tiéng Anh);
Béan mo ta chi tiét kinh nghiém phu hop vai vi tri du tuyén;
Ban sao cic bang cap, ching chi dao tao chuyén mén;
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Hinh thirc nhan hd so:
° Gui buu dién dén:

bizconsult law firm

S6 20 phd Tran Hung Pao
Quan Hoan Kiém

Thanh phé Ha Noi

. Hoac qua e-mail : info@bizconsult.vn

Thoi han nhéan hd so : Tir ngay 28/12/2023

Lién hé: Moi thic mic vui 1ong lién hé: info@bizconsult.vn
Vui long khong lién hé qua dién thoai.
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