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TH6NGBAOTUVtNDVNG

CHUVEN VIEN VAN PHONG KHOA SINH HQC

I. VI TRI TUYEN Dl)NG - NOI LAM VI~C

Vi tri tuyen dung: chuyen vien van phong,

NO'ilinn viec: Khoa Sinh hoc - Cong nghe Sinh hoc, Truong Dai hoc Khoa hoc tu nhien.

S6 IUQ'ng:01-02 ngiroi.

II. MO TA CONG VI~C
Len k~ hoach, t6 chirc va thea doi cac heat dong sinh vien, til van sinh vien.
Len k~ hoach va tri~n khai cac hoat dong truyen thong, gioi thieu Khoa, nganh hoc (Dai hoc,
sau dai hoc), tir van tuyen sinh.
Len k~ hoach va trien khai cac heat dong lien quan voi cuu sinh vien, nha tuyen dung.
H6 tro xay dung va van hanh mot s6 hoat dong dao t~?, ~
Thuc hien cac cong viec nhir soan thao van ban, I?p ke hoach, trien khai thuc hien va bao ca 6° GIA

mot s6 cong vi~c cua Khoa (khi duQ'cphiln cong). & TRUOI
Ti~p nhan, xu Iy', luu gilt cac cong van, h6 sO',tai lieu, email tu cac bo philn, dan vi khac U t)~1 H(
. .~. '" . :I:. KHOA r
SInhVlen. '6: TU NHI
Lam vi~c thea gia hanh chinh ho?c thea s\}'philn congo Q .

ThlJc hi~n cac cong vi~c khac thea Sl,l'phan cong cua BCN Khoa.
III. YEU cAu TUYEN Dl)NG

Yeu thich lam vi~c v6'i sinh vien
T6t nghi~p f)~i hQc, uu tien ung vien c6 hi~u bi~t v€ IInh Vl,l'Csinh hQc I cong ngh~ sinh hQc.
C6 kha nang t6 Chll'C,tri~n khai cong vi~c mQt each dQc I?p ho?c thea nh6m va guan Iy thai
gian tot.
C6 kha nang dQc, t6ng hQ'p,phan tich cac Uti li~u, giao ti~p t6t bing ti~ng Vi~t va ti~ng Anh.
C6 ky nang vi~t bao cao, t6ng hQ'pva C?Pnh?t thong tin.
SUod\lng thanh th~o MS Office (word, excel, powerpoint, ... ) (bi~t them cac cong C\lweb,
chuang trinh thi~t k~ la mQt IQ'ith~ khi ph6ng v~n).
C6 th~ lam vi~c ngoai gia hanh chinh.
Suc kh6e tot.

IV. QUYEN LQI
Lam vi~c trong moi truang nang dQng, than thi~n.
Hucmg muc IUQ'ngva cac ch~ dQph\l dp thea guy dinh cua Nha nu6'c.
Tham gia Bao hi~m X3 hQi va cac guy€n IQ'ikhac thea guy dinh.
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- Duoc cir di hoc tap, bci duong o~nang cao nghiep vu.
V. HO SO mr TUYEN
- HE>sa du tuyen gorn:

+ Tlnr irng tuyen.

+ Sa y~u ly lich co dim anh 4x6 (kh6ng qua 06 thang), co xac nhan cua dia phuong.

+ Ban sao cac van bang t6t nghiep, cac chirng chi (co sao y).

+ Giay kham sire khoe khong qua 06 thang,

+ Chung minh nhan dan, h<)kh~u photo (co sao y).

Bia hE>sa ghi r5 "HE>sa img tuyen vi tri chuyen vien van phong khoa Sinh hoc - C6ng nghe
Sinh hoc"
Cac hE>sa sau khi xet tuyen au dieu kien se duoc lien h~ phong van du kien sau t~t am lich.
Kh6ng tra lai hE>sa khi khong dat yeu du
Thai gian thir viec 2 thang.

VI. NOI NOP HO SO

Ung vien nop hE>sa du tuyen tai Phong T6 chirc - Hanh chinh (Phong F.Ol - Truong Dai
hoc Khoa hoc Til nhien, 227 Nguyen Van CU, PA, Q.5, TP.HCM)

Han cu6i n<)p hE>sa: 16 gio' ngay 09/02/2018.

Tran trQng.l.

~=~L. HI~UTRUONG
TO CHUC - HANH CHi·

Phan Ngo Hoang


