RED COMMUNICATION M4 so:

5 BAN MO TA CONG VIEC

RED COMMUNICATION
Kiing hidh nhhe - Fhay e v

Lén ban hanh:

Ngay ban hanh:

Chirc danh cong viéc: Quan ly chuong trinh  Ngay bit du:

B¢ phan: Pia diém lam viéc: VP Ha Noi

Quan Iy trye tiép: Cac dy 4n Loai hop ddng: toan thoi gian (full time)

Nhin vién cip dwéi: Can bd chuong trinh

MUC TIEU CONG VIEC

- Bay la vi tri quan 1y chung véi muc dich thyc hién hiéu qua cac chuong trinh, hoat dong,

chién lugc ma lanh dao t6 churc dé ra;

MOI QUAN HE CONG VIEC CHINH

Bén trong

Bén ngoai

- Giam doc
- B0 phan tai chinh van phong
- Céc can by Chuong trinh

- Nhatai tro

- Céc t6 chirc x4 hoi

- Cac co quan nha nudc
- Co quan chu quan

Cip trén truc tiép:

Giam doc Trung tim

Cip duéi true tiép:

Céac can bd Chuong trinh va Quan 1y Van phong

TRACH NHIEM CONG VIEC CHINH

YEU CAU CU THE

1. Quan Iy chuong trinh, dy 4n ciia to chirc

- Lép ké hoach hanh dong hang nam cua t6
chirc, va ké hoach du an;

- DPén dbe hoat dong dam bao tién do cam két,
diéu phéi cac hoat dong dinh ky, hoat dong
theo ké hoach hang quy;

- Kiém tra giam sat, dam bao chét lugng hoat
dong, san phém du an;

- Diéu phdi quan 1y tai chinh cua dy an tai tro;

- Thuyc hién cong tac tong hop bao cao véi
nha tai trg va cac co quan chuc nang lién

quan;

2. Tham gia thuc hién chién lugc giy

quy

- Tham gia danh gi4 cac nguodn lyc cua to
chure, boi canh trong va ngoai dé xay dung

chién lugc t6 chire, chién lugc chuong trinh,
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5 RED COMMUNICATION M3 s6:
BAN MO TA CONG V|EC Lén ban hanh:

RED COMMUNICATION
Kiing hidh nhhe - Fhay e v

Ngay ban hanh:

TRACH NHIEM CONG VIEC CHINH

YEU CAU CU THE

chién luoc gay quy;

- Tbng hop thong tin nha tai trg, ¥ tudng cua
chuyén gia, dbi tac va to chirc dé viét dé xuat
y tuong;

- Trao d6i v6i nha tai trg, ddi tac hop tac
(thwong luong cac diéu kién, diéu khoan, hd
s0, tai liéu, cac diéu chinh;

- Lam viéc véi co quan chu quan va cac bén
lién quan trong qua trinh phé duyét va quan

1y du én;

3. Phét trién to chirc

- Xay dung nang lyc cho nhan sy;
- Hoan thién quy trinh lam viéc;
- Cau ndi, trong tai cdc moi quan hé cong vi¢c

trong to chuc.

4. Khéc - Thuc hién t6t nhitng nhiém vu khac Giam
dbc phan cong.
- Danh gid nhan sy theo dinh ky
- Phé duyét cac dé xuat hoat dong
QUYEN HAN

- Dai dién t6 chuc khi lam viéc vai cac chuyén gia, doi tac;

- Can thiép vao cong viéc cta cap dudi va dong nghiép;

- Ung xtr v6i cac tinh huong khac biét theo dung cac nguyén tac cia to chirc;

TRACH NHIEM PAM BAO CHUNG

- Keé hoach cong viéc;
- Tién dg cong viéc;
- Chat lugng cong viéc;

- Nguyén tac lam viéc.

YEU CAU VOI NGUOI THU'C HIEN

Trinh d§ va ching chi: Dai hoc

Kinh nghiém lam viéc: 05 nam kinh nghiém.

Kién thirc va ky ning

Kien thuc

Ky nang/kha nang
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5 RED COMMUNICATION M3 s6:
BAN MO TA CONG V|EC Lén ban hanh:

RED COMMUNICATION
Kiing hidh nhhe - Fhay e v

Ngay ban hanh:

YEU CAU VOI NGUOI THU'C HIEN

- Co it nhét 5 ndm kinh nghiém vé quan Iy
cac chuong trinh, du an 16n;

- C6 kién thirc, hiéu biét vé cac van dé xa
hoéi, chinh sach cong, quan tri nha nudc;

- C6 hiéu biét vé bao chi truyén thong.

- Quan ly du 4n bao gém quan 1y tai chinh;
- Giam sat va viét bao cdo du an;

- Quan ly quan h€ v6i nha tai trg;

- Viét dé xuét duy an;

- Lap ké hoach du an;

- Ky ning dao tao huéng dan;

- K¥ nang lanh dao va tu duy chién lugc.

Ngogi ngir

= Tiéng Viét (ban ngit), tiéng Anh luu loat

Thai do
- Trung thyc, say mé vi cong viéc.

- Nhanh nhen, cin trong, c6 tinh than

Hiéu biét:
- Céch tiép can dya trén quyén

- Xba d6i giam ngheo va phat trién

trach nhiém cao, nhanh nhen; - Binh dang gioi

- Tin cay

CHU KY

Tén nguoi quan ly truc Chir

tiép: ky: Ngay:
Chir

Tén nguoi nhan viéc: ky: Nogay:

DUYET

Phu trach Van phong Chit
ky: Ngay:
Chir

Giam Péc ky: Ngay:
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