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BAN MO TA CONG VIEC
Vi tri: Truong Phong Tu Van Tuyén Sinh

1. THONG TIN CHUNG

Chtric danh : Truong phong Tu van Tuyén sinh

Bo6 phan : TVTS

Bio cao truc tiép : Ban Giam déc / Lead Khéi

Quan 1y tryc tiép : TVTS, Sales Admin

Pia diém lam viéc : Suleco Tan Thanh 6. 165 Pai 16 3, P.Phudc Long , TPHCM

2. MUC TIEU CONG VIEC

Xay dung, quan 1y va phat trién hoat dong tuyén sinh; dam bao hoan thanh chi tiéu hoc vién, phat trién ngudn tuyén

sinh bén viing va xay dung doi ngii TVTS hiéu qua.

3. CHUC NANG NHIEM VU
A. Xay dung chién lugc tuyén sinh

- Lap ké hoach tuyén sinh thang, quy, nam.
- Xay dyng chién lugc tao ngudn.

- Pé xuit chinh sach tuyén sinh.

B. Quan ly doi ngti TVTS

- Tuyén dung va dao tao TVTS.
- Phén cong chi tiéu.

- banh gia KPIL.

- Coaching nhén suy.

C. Phat trién ngudn tuyén sinh

- Xay dung d6i tac Garage, Showroom.
- Két nbi THPT, GDTX.

- Phat trién mang ludi cong tac vién.

D. Quan Iy hoat dong tuyén sinh
- Kiém soat CRM.

- Kiém soat ty 18 chuyén doi.

- Kiém soat chat lwong tu van.

E. Bdo c4o diéu hanh
- Bio cdo ngay, tuan, thang.

- Dé xuit giai phap cai thién hiéu qua tuyén sinh.

4. QUYEN HAN

- Bé xuét tuyén dung nhan suy.

- Tham gia phong van va danh gia nhén su.
- Phan cong KPI.

- Bé xuét thudng, ky luat.
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- Bé xuét ngan sach tuyén sinh.
- Diéu phéi hoat dong TVTS.

5. KPI

- Hoan thanh chi ti€u hoc vién nhép hoc.

- Hoan thanh chi tiéu doanh thu tuyén sinh.
- Tuyén du nhan sy theo dinh bién.

- Ty 1& chuyén doi dat muc tiéu.

- CRM cap nhat 100%.

- Bao cao dang han 100%.

6. YEU CAU TUYEN DUNG

- T6t nghiép Cao dang/Pai hoc.

- C6 tir 2-3 nam kinh nghiém quan 1y tuyén sinh, kinh doanh hoic telesales.
- K¥ nang quan 1y dgi nhom.

- K§¥ nang 1ap ké hoach.

- K¥ nang dao tao va coaching.

- K§¥ nang phan tich s6 liéu va KPIL

7. LO TRINH PHAT TRIEN
Trudng phong TVTS — Giam doc Tuyén sinh — Gidm déc Kinh doanh — Gidm doc Diéu hanh

8. KET QUA CAN PAT

- Hoan thién co ciu phong TVTS.

- Tuyén du nhan sy nong cot.

- Hoan thién SOP tuyén sinh.

- Hoan thién KPI tuyén sinh.

- X4y dyng hé thong ddi tac tao nguodn.
- Pat chi tiéu tuyén sinh theo ké hoach.

9. CAC BAO CAO BAT BUQC
- Bao céo Lead hing ngay.

- Bao céo KPI tuan.

- Bao céo tuyén sinh thang.

- Bao céo ty 1& chuyén dbi.

- Bao céo dbi tac tao ngudn.

- K& hoach hanh d6ng thang tiép theo.
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