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CONG TY CO PHAN 
GANG HAI PHONG

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu- do - Hanh phiic

IV. Quyen lol ngirdi lao dong diro’c tuyen dung 
r ** r y

- Duoc huong lirong, luang them gio, luong Tet, le, phu cap va moi quyen loi khac 
theo quy dinh hien hanh cua cong ty va phap luat.

THONG BAO
Ve vice tiep tuc tuyen dung nhan str giai doan 01 

lam viec tai cang ben so 3, so 4 khu vyc Lach Huyen (lan 4)

Jt’ 
/V
* I

S6: ^W/TB-CHP Hdi Phong, ngdy thdng ndm 2024

/CONG
CORI
CAT

^HAIPI

Tiep theo Thong bao so 4057/TB-CHP ngay 12/11/2024 cua Tong giam doc Cong ty 
c6 phan Gang Hai Phong ve viec tiep tuc tuyen dung nhan su giai doan 01 lam viec tai 

F F F

cang ben so 3, so 4 khu vuc Lach Huyen;
•> ? \ F F F

De chuan bi nguon nhan luc lam viec tai cang ben so 3, so 4 khu vuc Lach Huyei 
Tong giam doc thong bao den cac don vi trong toan Cong ty nhu sau: //

I. So luong va chiic danh tuyen dung 11
F

(Cd bang cdc chwc danh, mo ta cong viec va so Iwffng tuyen dung kem theo)
II. Doi twang

7 F 7 F y 9

- La cong dan Viet Nam tu du 18 tuoi den du 50 tuoi (tinh den ngdy nop ho so tuyen 
dung}. Bao gom ca can bo, cong nhan vien hien dang cong cac Cong ty TNHH mot thanh 
vien true thuoc, cac Chi nhanh, cac Phong/ban nghiep vu, cac Cong ty co phan co von gop 
cua Gang Hai Phdng.

F 9 e 9

- Doi tuong uu tien xet tuyen: da co tham nien cong tac cung chuc danh tuyen dung 
tai doanh nghiep khac.

9 9 F F

- Cac truong hop qua tuoi xet tuyen, neu co chuyen mon tot, Gang Hai Phong se can
\ F

cu nhu cau thuc te xem xet.
III. Dieu kien, tieu chuan
1. Tieu chuan chung.

F 9

a. Trinh do van hoa: Tot nghiep Pho thong trung hoc.
A 7

b. Trinh do chuyen mon, chiing chi nghe: Co chung chi phu hop vdi chuc danh tuyen 
dung.

F \ F F 9

c. Co sue khoe tot, du dieu kien lam viec theo ket luan cua co quan y te co tham 
quyen.

2. Tieu chuan rieng
(Cd ban dieu kien tieu chuan kem theo)
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- Dirge tham gia Bao hiem xa hoi, Bao hiem y te, Bao hiem that nghiep, Bao hiem 
than the theo quy dinh.

- Dirac trang bi bao ho lao dong va cap phat nhirng dung cu can thiet.
- Dirac huan luyen, dao tao bo sung tay nghe thirong xuyen trong nude va nunc 

ngoai.
- Dirge hirong che do tham quan, du lich, hoc hoi kinh nghiem trong niroc va nude 

ngoai theo quy dinh hien hanh.
- Dugc lam viec trong moi truang hien dai, doanh nghiep uy tin, la moi trubng tot cho 

cac ung vien phat huy kha nang, nang luc ban than,...
- Miic thu nhap binh quan khi lam du cong/ca va dam bao doanh thu theo ke hoach 

giao: binh quan 23.000.000 dong/ngiroi-thang tra len.
V. Dia diem lam viec:
- Lao dong mbi tuyen dung se dugc dao tao tai cac don vi.

7 r \

- Sau dao tao, cac ling vien dugc kiem tra, sat hach, neu du dieu kien se dugc ky hgp 
dong lam viec tai Gang container tai ben 3, 4 Khu vuc Lach Huyen - huyen Cat Hai - Hai 
Phong.

X XVI. Trinh ty dang ky va to chuc tuyen dung
1. Dang ky dir tuyen
- Ung vien du tuyen true tiep nop ho so theo Danh muc ho so tuyen dung (kem theo 

thong bao nay) va day du cac giay to theo quy dinh ve chuc danh du tuyen dung han tai 
phong To chuc Tien luong - Cong ty co phan Gang Hai Phong (Tru sa van phong Cong ty - 
So 8A Tran Phu - May Ta - Ngo Quyen - Hai Phdng) cham nhat den 17 gio* 00 phut ngay

' • x 931/12/2024. Ung vien nop ho so sau thai gian tren, chua xet tuyen dot nay.
- Dien thoai lien he: 0225.3551765• • •
- Neu tuyen dung dot 4 chua du, Gang Hai Phong se xem xet tuyen dung dot tiep 

theo.
5 7

- Ho so khong triing tuyen khong dugc tra lai cho ung vien.
2. To chirc thuc hi£n

5

a. De nghi cac Cong ty TNHH mot thanh vien thuoc Gang Hai Phong, cac Chi nhanh, 
A •A*  ̂ •Trung tarn, Phong/Ban nghiep vu niem yet thong bao tai tru so van phong ciia don vi de 

can bp cong nhan vien (CBCNV) biet noi dung, ke hoach tuyen dung. Cac CBCNV khi co
5 7 a e F F F

nhu cau ung tuyen lam viec tai ben so 3, so 4 khu vuc Lach Huyen thuc hien dang ky theo 
Mau so 01 (cd mdu kem theo):

- Doi vdi CBCNV tai cac Cong ty TNHH mot thanh vien true thuoc nop Mau so 01 
ve Phong/Bo phan Td chuc TiSn luong ciia dan vi dS tap hop.

- Doi vdi CBCNV tai cac Chi nhanh nop Mau so 01 ve Ban To chuc Hanh chinh ciia 
don vi tap hop.

F

- Doi vdi CBNV tai cac Phong/Ban, Trung tarn sua chua, Trung tarn Cong nghe 
thong tin nop tai Phong Td chuc Tien luong Cong ty.
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- Cac CBCNV toan Cong ty co th6 dang ky nguyen vong true tiep tai Phong To chuc 
Tien luong - Cong ty co phan Gang Hai Phong (Phong 309 - So 8A Tran Phu - Hai Phong).

b. Cong ty TNHH mot thanh vien dao tao KTNV Gang Hai Phong co trach nhiem 
thong bao cho cac hoc vien da qua dao tao cac nganh nghe lien quan duoc biet va ung

?

tuyen.
c. Giao cho Phong T6 chuc tiSn luong la thuong true, tiep nhan ho so cac ung vien 

dang ky du tuyen; tap hop, ki£m tra xem xet cu the, lap danh sach doi tuong phu hop vdi 
Quy chg va ke hoach tuyen dung bao cao Tong giam doc va de xuat to chuc tuyen dung.

d. Giao cho Hoi dong tuyen dung thuc hien xet duyet, kiem tra tay nghe ung vien du 
dieu kien va tieu chuan, lua chon bao cao ket qua de Tong giam doc xem xet va quyet dinh.

- Dy kien thoi gian to chiic tuyen dung: bat dau tir thang 01/2025.
•> r \ r

Tong giam doc Gang Hai Phong thong bao va de nghi cac doi tuong thuoc muc II 
quan tam ung tuyen.

Tran trong thong bao./.
Nffi nhan:
- Cac Trung tam gidi thieu vice lam Thanh pho HP;
- Chuyen muc tuyen dung tai Website cua VIMC;
- Kenh tuyen dung VIMC tren Linkedln;
- Website Cong ty; Fanpage Gang (VP t/bao);
- Dang uy Cong ty (de b/c);
- Hoi dong quan tri (de b/c)\
- Ban dieu hanh Cong ty;
- Ban kiem soat;
- Cong doan, Doan TN;
- Cac Chi nhanh, Phong, Ban, va Trung tam;
- Cac Cty TNHH MTV true thuoc;
- Website Cong ty; Fanpage Gang (VP t/bao);
- Luu: TCTL, VT.
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Dieu kien - Tieu chuan

Stt Chtrc danh Chur danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngu* Tin hoc

1 Tfq ly/Thu ky 1

2 2

3 1

1

Management
Assistant

Commercial
Assistant

Manager 
Legal

CONG TY CO PHAN 
GANG HAI PHONG

T riromg bo 
phan phap 

che

So liroiig 
tuyen dung

SO LVONG LAO DONG TUYEN DUNG VA DIEU KIEN TIEU CHUAN TAI LACH HUYEN 
(kem theo Thong bdo so^^OC^TB-CHP ngdy /12/2024 cua Cong ty co phdn Cdng Hdi Phong)

Tot nghiep Dai hpc tra 
len chuyen nganh Ngoai 
ngir/Ngoai thirong/Luat 
hoac cac chuyen nganh 
tirong dircmg

Tot nghiep Dai hpc 
chuyen nganh Luat.

Van bang chirng chi 
chuyen mon nghiep vu

Sir dyng tot tieng anh 
chuyen nganh phyc 
vy cong vipc, co kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
dircmg trinh dp IELTS 
tir 5.5 tro len

Thanh thao sir dyng tin 
hpc van phong.

Thanh thao sir dung tin 
hpc van phong.

Thanh thao sir dung tin 
hpc van phong.

Van bang chirng 
chi khac

Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Uu tien cac img vien cd kinh 
nghiem lam trp ly/thu ky tai cac 
doanh nghiep

Tot nghiep Dai hpc tro 
len chuyen nganh Kinh 
te/Quan tri kinh 
doanh/Marketing/N goai 
giao hoac cac chuyen 
nganh tuemg duemg

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Uu tien cac img vien cd kinh 
nghiem lam viec trong trong ITnh 
vyc Khai thac dich vu/Kinh 
doanh/Thucmg mai tai cac Gang 
Container, Hang tau Container,...

Nhan vien 
kinh doanh

Thanh thao tieng anh, 
cd kha nang lam viec 
va giao tiep tieng Anh 
dpc lap, tuemg duemg 
trinh dp IELTS tir 7.0 
tra len.

Thanh thao tieng anh 
chuyen nganh phyc 
vy cdng viec. Cd kha 
nang lam viec va giao 
tiep tieng Anh dpc 
lap, tuemg duemg 
trinh dp IELTS tir 6.5 
tra len

CQNG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tir do - Hanh phiic

-Quan ly, dieu hanh hoat dpng ciia bp phan quan ly nii ro, bao hiem va giai quyet 
khieu nai.
- Bo tri nhan lye thyc hien nhiem vy.
- Xay dyng ke hoach boat dpng, trien khai ke hoach hoat dpng dam bao cac boat 
dpng, van ban, tai lieu ciia cdng ty phii hyp vdi he thong luat phap;
- Tham mini, thyc hien cac giai phap dam bao quyen lai hpp phap ciia cdng ty.
- Theo ddi he thong van ban phap quy ciia cdng ty, xay dyng trien khai ke hoach ra 
soat, cai tien he thong van ban phii hyp vdi he thong phap luat va dieu kien thyc te 
giiip cdng ty hoat dpng hipu qua.

-Thyc hipn cac cdng viec nhy len lich trinh, lich cdng tac, sap xep cupc hpp, gap gd 
ddi tac, khach hang.
- Tiep nhan va truyen dat thong tin ciia Giam doc tori cac bp phan phong ban, nhan 
sy trong cdng ty va nhan phan hdi bao cao giam ddc.
- Thyc hipn tiep nhan tai lieu, van ban, xem xet danh gia, trinh giam ddc phe duyet. 
' Thyc hien cac nhiem vy lien quan quan den cdng tac chuan bi cdng van, bao cao, 
scan thao van ban, tai lieu; giiip viec cho Giam ddc thyc hien ra soat, kiem tra cac 
ho sa, td trinh, chirng tir tai chinh ciia cdng ty; chap mdi cdng tac. Lap lich cdng tac 
tuan ciia Lanh dao cdng ty.
- Tham mini, phan rich danh gia ho sa, tai lieu, giiip giam doc trong cdng viec hang 
ngay neu dupe yeu cau.
- Thyc hien cac cdng viec khac theo yeu cau ciia giam ddc

- Tham mini dam phan, ky ket, quan ly, theo doi viec thyc hien hpp dong.
- Phdi hpp, hd trp khach hang trong viec cung cap djeh vy ciia cang.
- Tiep nhan, de xuat va xu ly thong tin, y kien, khieu nai ciia khach hang lien quan 
den chat lupng dich vy, de xuat cac chinh sach hd trp va dieu khoan hpp dong.
- Phan tich, danh gia cdng tac cung cap dich vy ciia cang.
- Tong hpp, phan tich bao cao cac npi dung lien quan.
- Thyc hien lap hda dan va ghi nhan doanh thu.

- Tuoi ddi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 05 nam kinh nghiem 
lam viec trong trong linh vyc Phap 
che doanh nghiep- Uu tien cac ling 
vien cd kinh nghiem lam cdng tac 
quan ly, kinh nghiem phap che tai 
cac doanh nghiep Cang bien. Hang 
tau



Dieu kien - Tieu chuan

Stt Chirc danh Chirc danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngir Tin hoc

4 1
den bao hiem

- De xuat

5 Claims 1

6 1

7 1

8 Controlling 1

2

Manager 
Procurement

Manager
Finance

Nhan vien tai 
chinh ke loan

Nhan vien 
nii ro va bao 

hiem

Triromg bo 
phan tai 

chinh

So lirong 
tuyen dung

Tot nghiep Dgi hpc 
chuyen nganh Kinh 
te/Luat hope cac chuyen 
nganh tircmg durcmg

-Tot nghipp Dpi hpc 
chuyen nganh Kinh 
te/Tai chinh/Ke 
toan/Kiem toan/Ky thupt

Van bang chirng chi 
chuyen mon nghiep vu

Sir dung tot tieng anh 
chuyen nganh phuc 
vy cong vipc, co kha 
nang giao tiep tieng 
Anh dpc Ipp, tircmg 
dirong trinh dp IELTS 
tir 5.5 tro len

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong vi^c, co kha 
nang giao tiep tieng 
Anh dpc Ipp, tircmg 
dirong trinh dp IELTS 
tir 5.5 tro len

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong vice, co kha 
nang giao tiep tieng 
Anh dpc Ipp, tircmg 
duemg trinh dp IELTS 
tir 5.5 tro len

Thanh thpo sir dung tin 
hpc van phdng.

Thanh thpo sir dung tin 
hpc van phdng.

Van bang chirng 
chi khac

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Uu tien cac irng vien co tir 02 
nam kinh nghipp lam vipc trong 
linh vyc Phap che Hang hai

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong vice, cd kha 
nang giao tiep tieng 
Anh dpc l?p, tircmg 
duemg trinh dp IELTS 
tir 5.5 trd len

Thanh thpo sir dung tin 
hpc van phdng (dpc 
bi?t la Excel). Cd kinh 
nghipm ve vice sir 
dung cac phan mem ke 
toan tai doanh nghipp

Risk &
Insurance

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong vipc, cd kha 
nang giao tiep tieng 
Anh dpc l$p, tuemg 
duemg trinh dp IELTS 
tir 5.5 trd len

Truomg bo 
phan mua 

sam

Tot nghipp Dyi hpc 
chuyen nganh Kinh 
te/Luat hope cac chuyen 
nganh tuemg duemg

- Tuoi ddi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Uu tien doi voi irng vien cd kinh 
nghipm lam cong tac ke toan tpi 
cac cang bien, hang tau container, 
Cong ty logistics, Cong ty kiem 
toan...

Chirng chi dau 
thau

- Quan ly, xay dung ke hopch boat dpng, dieu hanh bp phan tai chinh boat dpng hipu 
qua.
- Bo tri nhan lye thyc hipn tot nhipm vy quan ly tai chinh, hach toan ke toan dam bao 
hi?u qua boat dpng ciia cong ty.
- Giiip vipc Giam doc tai chinh/Ke toan trudng xay dyng ke hoach tai chinh, kiem 
scat, duypt chi khi dupe uy quyen;
- To chirc trien khai cong tac hach toan ke toan.
- Dpng vien, khuyen khich nhan vien hoan thanh tot nhipm vy dupe giao.
- De xuat khen thudng, ky luat nhan vien theo quy djnh.

Thanh thao su dyng tin 
hpc van phdng. Cd 
kinh nghipm ve vice sir 
dyng cac phan mem ke 
toan tai doanh nghiep

Thanh thao sir dyng tin 
hpc van phdng. Cd 
kinh nghiem ve vice su 
dyng cac phan mem ke 
loan tai doanh nghiep

-Tot nghiep Dai hpc 
chuyen nganh Tai 
chinh/Ke toan/Ngan hang 
hope Kiem toan

Tot nghiep Dai hpc 
chuyen nganh Tai 
chinh/Ke toan/Ngan hang 
hope Kiem toan

- Tuoi ddi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- iTu tien cac irng vien cd tir 02 
nam kinh nghipm lam vice trong 
ITnh vyc bao hiem tai Cang bien

-Tap hpp ho so, tai lieu, tryc tiep tham gia vao qua trinh giai quyet nhung khieu nai 
ciia doanh nghiep va tim hieu ve cac co so ciia nhung van de khieu nai va dua ra 
nhung phuong an giai quyet theo yeu cau.
- Tap hop, nghien cuu cac thii tyc giay to, quy trinh thyc hien va djnh hudng giai 
quyet sy vice dam bao quyen Ipi hop phap ciia doanh nghiep.
- Dua ra nhung giai phap giai quyet cho van de ciia khach hang hay dua ra nhung 
phuong an toi uu nhat cho doanh nghiep trong vice khang cao khieu nai

'- Quan ly, xay dyng ke hoach boat dpng, dieu hanh bp phan mua sam cac loai hang 
hoa, vat tu, trang bj, dyng cy,...phuc vy boat dpng ciia cong ty.
- Bo tri nhan lyc thyc hien tot nhiem vy mua sam theo quy djnh, dam bao hieu qua 
boat dpng ciia cong ty.
- To chirc trien khai cong tac mua sam dam bao hieu qua.
- Dpng vien, khuyen khich nhan vien hoan thanh tot nhiem vy dupe giao.
- De xuat khen thudng, ky luat nhan vien theo quy djnh.

- Tuoi ddi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam viec trong linh vyc Tai 
chinh/Ke toan/Kiem toan/Ky thupt 
tai cac Gang Container, Hang tau 
Container, Cong ty Kiem toan,...,. 
Uu tien cac irng vien cd kinh 
nghiem lam cong tac quan ly

Nhan vien 
giai quyet 
khieu nai

- Tuoi ddi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam viec trong linh vyc Tai 
chinh/Ke toan/Kiem toan tai cac 
Cang Container, Hang tau 
Container, Cong ty Kiem toan,...,. 
Uu tien cac irng vien cd kinh 
nghiem lam cong tac quan ly

- Danh gia va phan tich, xay dyng bang nhan dipn nii ro, cac giai phap xu ly, bao 
cao lanh dpo phe duyet va trien khai thyc hien.
- Tap hop ho so bao hiem phuong tien thiet bj, hang hoa de lam viec vdi don vj lien 
quan va khach hang.
- Nghien cuu, tham muu de xuat lanh dao xu ly cac van de lien quan 
hang hoa, phuong tien.

De xuat cac giai phap nham phdng ngira va giam thieu rui ro.

- Thyc hien hach toan cac khoan myc, phan anh day du chinh xac hang myc tai chinh 
ciia cong ty.
- Thu thap, phan tich, xem xet du lieu de lap bao cao tai chinh, bang can doi ke toan, 
bao cao ket qua boat dpng kinh doanh, bao cao luu chuyen tien tp va cac bao cao 
khac lien quan.



Dieu kien - Tieu chuan

set Chirc danh Chirc danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngir Tin hoc

9 Tax 1

10 1

chat11 1

12 1

3

Manager 
Recruiment 
& Retention

Manager
Training

Tnnrng bo 
phan dao tao

Nhan vien
Nhan str

Nhan vien 
thue

- Quan ly, xay dimg ke hoach boat dpng, trien khai nhiem vp ciia bp phan dao tao.
- Chiu trach nhiem nghien ciru, xac dinh nhu cau va xay dpng ke hoach dao tao, bao 
cao lanh dao phe duypt; trien khai ke hoach sau khi da dupe lanh dao phe duypt
- Chiu trach nhipm xay dpng, cai tien va pho bien chinh sack, quy trinh dao tao ciia 
cong ty.
- Nghien curu, tham miru de xuat cac giai phap nang cao hipu qua cong tac dao tao.
- Theo doi va danh gia hipu qua cong tac dao tao.
- Quan ly, bo tri nhan sp thpc hipn nhiem vp; Idem tra,giam sat, danh gia ket qua 
thpc hi?n ciia cac nhan vien.
- Khuyen khich tao dpng luc cho nhan vien hoan thanh tot nhiem vp.
- De xuat khen thuong, ky luat nhan vien theo quy dinh.

Tot nghiep Dai hoc 
chuyen nganh Luat/Quan 
tri nguon nhan luc/Kinh 
te hoac cac chuyen 
nganh tuemg dirong

Tot nghiep Dai hpc 
chuyen nganh Tai 
chinh/Ke toan/Ngan hang 
hpac Kiem loan

Van bang chirng chi 
chuyen mdn nghiep vu

Sir dpng tot tieng anh 
chuyen nganh phpc 
vp cong vice, co kha 
nang giao tiep tieng 
Anil doc lap, tuong 
dirong trinh dp IELTS 
tir 5.5 tro len

Sir dpng tPt tieng anh 
chuyen nganh phpc 
vp cong vice, cd kha 
nang giao tiep tieng 
Anli dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 tro len

Sir dpng tot tieng anh 
chuyen nganh phpc 
vp cong viec, co kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 tro len

Van bang chirng 
chi khac

So Iirong 
tuyen dung

Tot nghiep Dai hpc 
chuyen nganh Luat/Quan 
tri nguon nhan Ipc/Quan 
trj kinh doanh/Kinh te 
hoac cac chuyen nganh 
tuong duong

HR 
Administratio 

n

Thanh thao sir dpng tin 
hpc van phong (dpc 
biet la Excel). Co kinh 
nghiem ve viec sir 
dpng cac phan mem ke 
toan tpi doanh nghiep

- Tuoi dbi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Uii tien doi vdi img vien co kinh 
nghiem lam Cong tac ke toan tpi 
cac cang bien, hang tau container, 
Cong ty logistics, Cong ty Idem 
toan...

Truong bo 
phan nhan 
sir, tuyen 
dung va 

quan ly lao 
dong

Sir dpng tot tieng anh 
chuyen nganh phpc 
vp cong viec, co kha 
nang giao tiep tieng 
Anli dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 tro len

Tot nghiep Dpi hpc 
chuyen nganh Quan tri 
nguon nhan luc/Kinh te 
hope cac chuyen nganh 
tuong duong

Thanh thao su dpng tin 
hpc van phong. Co 
kinh nghiem trong viec 
sir dung cac phan mem 
lien quan den quan tri 
nhan su, tien luong

Thanh thpo six dpng tin 
hpc van phong. Co 
kinh nghiem trong viec 
su dpng cac phan mem 
lien quan den quan tri 
nhan sp, tien luong

Thanh thpo su dpng tin 
hpc van phong. Co 
kinh nghiem trong viec 
sir dpng cac phan mem 
lien quan den quan tri 
nhan sp, tien luong

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam viec trong lihh vpc to chirc tpi 
cac doanh nghiep... Liu tien cac 
ung vien co kinh nghiem lam cong 
tac quan ly

- Tuoi dbi khong qua 40 tuoi (tinh 
den ngay thanh lap)
-Toi thieu 02 nam kinh nghiem 
lam viec trong ITnh vpc quan ly lao 
dpng tpi cac dpanh nghiep

- Quan ly, xay dpng ke hopch hppt dpng, trien khai nhiem vp ciia bp phan nhpn sp.
- Chiu bach nhiem xay dpng ke hppeh lap dpng, ke hopch bo tri, su dpng, tuyen 
dung, dao tpo nhan Ipc hang nam,bao cao lanh dpo phe duyet; trien khai ke hopch 
sau khi da dupe lanh dpo phe duyet.
- Phan tich, danh gia chat lupng nguon nhan Ipc, de xuat cai tien nang cao 
lupng nhan Ipc, nang cao nang suat lao dpng.
- Quan ly, bo tri nhan su thpc hipn nhiem vp; kiem tra,giam sat, danh gia ket qua 
thpc hien ciia cac nhan vien.
- Khuyen khich tpo dpng luc chp nhan vien hpan thanh tPt nhiem vp.
- De xuat khen thuong, ky luat nhan vien theo quy dinh.

- Tuoi dbi khong qua 45 tuoi (tinh 
den ngay thanh lap)
-Toi thieu 03 nam kinh nghiem 
lam viec Pong lihh vpc to 
chuc/dao tpo tpi cac doanh 
nghiep... LTu tien cac ung vien co 
kinh nghiem lam cong tac quan ly

- Thpc hien theo dbi, ghi chep, tinh toan va khai bao mpi thong tin lien quan ve thue 
trong doanh nghiep.
- Ke khai day du, chinh xac, cac lopi thue phai npp ciia doanh nghiep (thue thu nhap 
doanh nghiep, thue gia tri gia tang, thue thu nhap ca nhan, thue mon bai, thue xuat 
nhpp khau, thue bao ve moi trubng,. . .).
- Thpc hien thu tpc npp day du, diing han cac khoan thue phai npp ciia doanh nghiep.
- Trpc tiep lam viec vbi ca quan thue khi dupe yeu cau.
- Cap chat nhanh chpng, day du cac thpng tin ve Luat thue.

- Lap ho so nhan sp gom cac giay tb, bang cap, chirng chi ca nhan.
- Lpp danh sach CBCNV gom day du cac thong tin lien quan; theo doi cap nhpt.
- Phan tich, danh gia ve nhan luc bao cao lanh dpo theo yeu cau.
- Thpc hien thu tpc cac che dp bao hiem xa hpi, bao hiem y te, bao hiem that nghiep 
cho ngubi lao dpng.
- Phoi hpp vbi cac ca quan quan ly Nha nubc de thpc hien cac thu tpc giai quyet che 
dp chp ngubi lao dpng.
- Trien khai ke hopch tuyen dpng lao dpng dam bao dap ung du so lupng va chat 
lupng lao dpng theo nhu cau.
- Thpc hien ebng tac ky lupt, tiep ebng dan, khieu npi, to cao, thanh tra, phong chong 
tham nhung.



Dieu kien - Tieu chuan

Stt Chirc danb Chirc danh Mo ta cong vice Ghi chu
Kinh nghiemTin hocNgoai ngir

13 1

14 1

15 Reception 2

16 Payroll 1

4

Learning & 
Development

Labour
Relations

Nhan vien 
Quan h$ lao 

dpng

Nhan vien 
tien lircmg

So lirong 
tuyen dung

- Quan ly, theo doi, phan tich, danh gia chat luong nhan lire theo timg khoi, timg bp 
ph£n, timg chirc danh.
- Phan tich, danh gia, xac djnh nhu cau dao tpo nhan lyre cua cong ty; tham mini, bao 
cao de xuat lanh dgo ke hogch dao tpo.
- Chiu trach nhi<?m xay dung, cai tien va pho bien chinh sach, quy trinh dao tgo cua 
Cong ty.
- Lgp va to chirc thirc hipn ke ho?ch dao tpo da dupe phe duypt; theo doi va danh gia 
hipu qua cong tac dao tpo.

Tot nghipp D?i hpc 
chuyen nganh Cpng 
doan/Kinh te ho?c cac 
chuyen nganh tircmg 
dirang.

Tot nghipp Cao dang tra 
len chuyen nganh Quan 
trj Hanh chinh/ Quan tri 
van phong/ Ngogi ngir 
hogc cac chuyen nganh 
tircmg dircmg

Van bang chimg chi 
chuyen mon nghiep vu

Six dyng tot tieng anh 
chuyen nganh phyc 
vu cong vipc, co kha 
nang giao tiep tieng 
Anh dpc l§p, tuemg 
dircmg trinh dp IELTS 
tir 5.5 tro len

Thanh th^o sir dung tin 
hpc van phong.

Thanh thao sir dung tin 
hpc van phong.

Van bang chimg 
chi khac

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh l$p)
- Toi thieu 02 nam kinh nghipm 
lam vi?c trong To chirc t?ii cac 
doanh nghipp

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh lup)
- Uii tien cac ling vien co kinh 
nghiem lam vipc trong ITnh vuc 
Cong doan t?i cac doanh nghiep

- Tuoi dcri khong qua 40 tuoi (tinh 
den ngay thanh Igp)
- Uu tien cac img vien co kinh 
nghiem lam viec trong ITnh vuc 
tuemg tu

Hanh chinh 
quan tri 

(Le tan/Van 
thu/Phyc vu)

Sir dyng tot tieng anh 
chuyen nganh phyc 
vy cong viec, co kha 
nang giao tiep tieng 
Anh dpc Ipp, tuemg 
duemg trinh dp IELTS 
tir 5.5 tra len

Sir dyng tPt tieng anh 
chuyen nganh phuc 
vy cong viec, co kha 
nang giao tiep tieng 
Anh dpc lyp, tuemg 
duong trinh dp IELTS 
tir 5.5 tra len

Nhan vien 
Dao tao va 
phat trien 

nguon nhan 
luc

Thanh thao sir dung tin 
hpc van phong. Co 
kinh nghiem trong viec 
sir dyng cac phan mem 
lien quan den quan tri 
nhan su, tien luemg

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh lyp)
-Toi thieu 02 nam kinh nghiem 
lam viec trong ITnh vyc tien luemg 
t?i cac cang bien.

Sir dyng tot tieng anh 
chuyen nganh phyc 
vy cong viec, co kha 
nang giao tiep tieng 
Anh dpc lyp, tuemg 
duemg trinh dp IELTS 
tir 5.5 tra len

Thanh thgo sir dyng tin 
hpc van phong. Co 
kinh nghiem trong viec 
su dyng cac phan mem 
lien quan den quan trj 
nhan sy, tien luang

- Tiep nhan thong tin, typ hpp ho sa tai lieu lien quan tai tranh chap, kien tyng, hpp 
dong lao dpng giua nguai lao dpng va nguai su dyng lao dpng.
- Tham mini, de xuat vai lanh dyo phuemg an giai quyet dam bap quyen Ipi ciia 
nguai sir dyng lao dpng va nguai lao dpng, tuan thii theo phap luyt ciia Nha nuac.
- Tham gia xay dyng chinh sach, che dp doi veri nguai lao dpng; xay dyng cac van 
ban, thoa uac de nguai lao dpng va nguai su dyng lap dpng thyc hipn va tuan thu, 
gop phan xay dyng va phat trien Cong ty.
- Tham gia doi thoai djnh ky, dpt xuat giua nguai lao dpng va nguai sir dyng lao 
dpng.
- Tham gia cong tac ky luyt, tiep dan, giai quyet khieu nyi, to cao.

Tot nghiep Dyi hpc 
chuyen nganh Quan trj 
nguon nhan lyc/Kinh te 
hoycc cac chuyen nganh 
tuemg duemg

Tot nghiep Dyi hpc 
chuyen nganh Quan trj 
nguon nhan lyc/Kinh te 
hoyc cac chuyen nganh 
tuemg duemg

- Don tiep, huemg dan khach den lien he cong tac; phyc vy cac sy kien;
- Chiu trach nhiem theo doi, thyc hien cong tac van thu luu tru va quan ly con dau 
ciia Cong ty, tiep nhyn xu ly van ban di/den trinh lanh dyo phe duyet, giao cong van 
tren he thong quan ly van thu.
- Ve sinh, dpn dep cac phong lam viec ciia lanh dyo, phong hop.
- Phyc vy nude tyi cac cupc hpp.

- Thyc hien theo doi, typ hyp chimg tir, du lieu, so lieu lam ca sa de lam thu tyc tinh 
va thanh loan luemg cho nguai lao dpng diing hyn.
- Thyc hien cac thu tyc nang luemg, nang bye nghe cho ngudi lao dpng theo quy 
dinh.
- Khao sat, phan tich, xay dyng va ra soat dieu chinh djnh mire lao dpng, dem gia 
tien luemg va hudng dan, giam sat thyc hien djnh mire tyi cac dem vj.
- Phan tich, danh gia cac van de ve tien luemg.
- Quan ly va lyp cac bao cao lao dpng, tien luang theo quy djnh.



Stt Chirc danh Chirc danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngir Tin hoc

17 1 ISPS Code

18 2

19 1

lao dong, su co khan cap.

5

Emergency
Services

So lirvng 
tuyen dung

Tot nghiep hoc 
chuyen nganh Hang 
hai/Kinh te/M6i tnrcmg 
hoac cac chuyen nganh 
tuemg durcmg

-Tot nghiep D?i hpc 
chuyen nganh Kinh 
te/Dieu khien tau 
bien/May tau bien/Moi 
tnrdng hoac cac chuyen 
nganh tuemg duemg.

Van bang chirng chi 
chuyen mon nghiep vu

Sir dyng tot tieng anh 
chuyen nganh phyc 
vy cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
duemg trinh dp IELTS 
tir 5.5 trer len

Su dung tot tieng anh 
chuyen nganh phyc 
vu cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
duemg trinh dp IELTS 
tir 5.5 tro len

Sir dyng tot tieng anh 
chuyen nganh phuc 
vu cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
duemg trinh dp IELTS 
tir 5.5 tro len

Thanh thao sir dung tin 
hpc van phong.

Thanh thao su dung tin 
hpc van phong.

Thanh thao su dung tin 
hpc van phong.

Van bang chirng 
chi khac

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
cong tac an toan lao dong, quan 
trac moi tnrcmg tai cac doanh 
nghiep.

Health &
Safety +

PCCC

Truvng bo 
phan an 

toan (Quan 
ly sire khde, 
an toan, an 
ninh va moi 

tnrcrng)

Manager 
HSSE

Nhan vien an 
toan, moi 
truong va 

sire 
khde/PCCC

Dieu kien - Tieu chuan

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam vice trong ITnh vyc tuemg 
duemg tai cac Gang Container, 
Hang tau Container,... Uu tien cac 
img vien co kinh nghiem trong 
cong tac quan ly

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh lap)
-Toi thieu03 nam kinh nghiem 
cong tac an toan lao dpng tai cac 
doanh nghiep.

- Lap phuemg an cuu hp ciru nan va kiem soat thyc hipn cac bien phap xu ly, khac 
phuc tai nan lao dpng.
- Kip then thong bao cho cac co quan, dem vj lien quan khi xay ra cac tinh huong 
khan cap (chay no, tai nan lao dpng,...) va phoi hgp giai quyet dam bao giam thieu 
thiet hai ve ngucri va hang hoa.
- Theo doi giai quyet cac vy vipc lien quan den tai nan
- Bao cao de xuat cac giai phap phong ngira rui ro.

Tot nghiep D^i hpc 
chuyen nganh Hang 
hai/Kinh te/M6i tnrdng 
hoac cac chuyen nganh 
tuemg duong

Nhan vien 
dich vy khan 

cap (giai 
quyet cac su 
vy lien quan 
den tai nan 
lao dpng)

- Kiem tra, giam sat viec tuan thu va thuc hien cac quy dinh ve cong tac an toan lao 
dpng, an toan chay no, ve sinh moi truong, phong chay chua chay tai khu vyc van 
phong, khu vyc hien truong cac dia diem khac trong cong ty.
- To chuc tham dinh va nghiem thu cac dieu kien an Toan, PCCC, cac thiet bi yeu 
cau nghiem ngat ve an toan, bao hp lao dpng, cac nguyen vat lieu va ky thuat cong 
nghe moi.
- Thiet lap nhung quy trinh, quy dinh ve moi truong, an toan lao dpng, ve sinh lao 
dpng, phong chong chay no, phong chong tai nan lao dpng.
- Xay dyng ke hoach, thyc hien huan luyen PCCC cho CBCNV cong ty.
- Theo doi, phoi hpp vdi don vj y te kiem tra, theo doi sue khoe CBCNV.
- Lap phuemg an va thuc hien cac bien phap kjp thdi xu ly cac van de mat an toan ve 
ngudi va hang hoa.
- Bao cao, de xuat lanh dao ve ket qua thyc hien.

- Quan ly, xay dyng ke hoach hoat dpng, trien khai thyc hien cong tac an toan, an 
ninh va mo tnrdng.
- Bo tri nhan lyc thyc hien hoan thanh tot nhiem vy dupe giao.
- Xay dyng hoan thien cac quy trinh, huong ddn, quy dinh, quy che ve an toan ve 
sinh lao dpng, an ninh cho edng ty;
- Quan ly va theo doi ho so an toan lao dpng ciia edng nhan vien.
- Quan ly, len ke hoach va chu tri trien khai cac ke hoach dien tap sy co khan cap, 
tai nan lao dpng, chay no.
- Quan ly, giam sat cong tac an toan, ve sinh lao dpng tai Cong ty
- Phan tich, tong hpp danh gia cong tac an toan, anh ninh va moi tnrdng, de xuat cac 
giai phap nang cao hipu qua edng tac.
- Dpng vien, khuyen khich nhan vien hoan thanh tot nhipm vy.
- De xuat khen thudng, ky luyt nhan vien theo quy dinh.



Stt Chirc danh Chirc danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngir Tin hoc

20 1

21 3

22 1

6

Manager 
InformationT 

echnology

Manager 
Technical 
Services

Nhan vien ky 
thuat

Tnrdug bo 
phan CNTT

Trirdug bo 
phan ky 

thuat

So luyng 
tuyen dung

Tot nghiep Dgi hpc 
chuyen nganh May xep 
dd/May nang 
chuyen/Di?n/Xay dyng 
cong trinh Gang hope cac 
chuyen nganh tirong 
duong.

Tot nghiep D^i hpc 
chuyen nganh May xep 
da/May nang 
chuyen/Dipn/Xay dung 
cong trinh Gang hoac cac 
chuyen nganh tuemg 
duong

Tot nghiep D^i hpc 
chuyen nganh Cong nghp 
thong tin hoac cac 
chuyen nganh tuong 
duong

Van bang chirng chi 
chuyen mon nghiep vu

Thanh thgo sir dung tin 
hpc van phong. Co kha 
nang sir dung cac phan 
mem do hpa phuc vu 
cong tac ky thuat

Thanh thao sir dung tin 
hpc van phong. Co 
kinh nghiem sir dung 
he thong cac phan 
mem quan tri quan ly

Chung chi quan 
ly du an dau tu, 
dau thau, giam 
sat thi cong xay 
dung cong trinh.

Van bang chirng 
chi khac

Chung chi Quan 
ly du an dau 
tu/Dau 
thau/Giam sat thi 
cong xay dung 
cong trinh.

- Tuoi doi khong qua 50 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam viec trong ITnh vuc Cong nghe 
thong tin tai cac doanh nghiep. Uu 
tien cac ung vien co kinh nghiem 
lam cong tac quan ly

Technical
Staff

Sir dung tot tieng anh 
chuyen nganh phuc 
vu edng viec, co kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 tro len

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong viec, co kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 tro len

Dieu kien - Tieu chuan

Thanh thao tieng anh 
chuyen nganh phuc 
vu cong viec, co kha 
nang giao tiep va lam 
viec tieng Anh dpc 
lap, tuong duong 
trinh dp IELTS tir 6.0 
tro len

Thanh thao su dung tin 
hpc van phong. Co kha 
nang sir dung cac phan 
mem do hpa phuc vu 
cong tac ky thuat

- Quan ly, xay dung ke hoach boat dpng, dieu hanh boat dpng cua bp phan cong 
nghe thong tin.
- Quan ly, bo tri nhan vien cong nghe thong tin thuc hien cac nhiem vu dam bao he 
thong cong nghe thong tin ciia cong ty boat dpng on dinh, dap ung yeu cau SXKD.
- Dieu hanh cac cong viec lien quan den cac ITnh vuc quan tri ha tang, mang va thiet 
bj phan cung, an loan an ninh. Nghien cuu, xay dung, tham mini cac chien lupc, ke 
hoach phat trien he thong CNTT ciia cong ty.
- Thuc hien sira chua lien quan den ITnh vuc ha tang, thiet bj phan cung, an ninh, an 
toan bao mat. Trien khai cac cac du an dau tu, cai tien he thong ha tang, phan cung.
- Xay dung, trien khai, thuc hien cac phuong an ung pho su co CNTT kjp thoi, dam 
bao boat dpng ciia cong ty.
- Dpng vien, khuyen khich nhan vien lam viec tich cue.
- De xuat khen thuong, ky luat nhan vien theo quy dinh.

- Tuoi dcri khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 02 nam kinh nghiem 
cong tac trong ITnh vuc Ky thuat 
tai Gang bien.

- Quan ly, xay dung ke hoach boat dpng, trien khai nhiem vu cua bp phan ky thuat 
trong cong tac quan ly, bao duong, sira chua, dau tu phuong tien thiet bj.
- Chiu trach nhiem quan ly, dieu hanh cac boat dpng ciia bp phan ky thuat dam bao 
cac phuong tien thiet bi boat dpng on dinh, dap ung yeu cau SXKD ciia cong ty.
- Nghien cuu, tham muu de xuat cac giai phap nang cao hieu qua cong tac su dung, 
bao quan, sira chua PITH.
- Theo doi va danh gia hieu qua cong tac sir dung, bao quan, sira chua PTTB.
- Quan ly, bo tri nhan su thuc hien nhiem vy; kiem tra,giam sat, danh gia ket qua 
thuc hien ciia cac nhan vien.
- Khuyen khich tyo dpng luc cho nhan vien hoan thanh tot nhiem vu.
- De xuat khen thuong, ky luyt nhan vien theo quy dinh.

- Tuoi doi khong qua 50 tuoi (tinh 
den ngay thanh l$p)
- Toi thieu 03 nam kinh nghiem 
lam viec trong trong ITnh vuc Ky 
thuat tai cac Gang Container. Uu 
tien cac ung vien co kinh nghiem 
lam cong tac quan ly

- Lap danh sach va ho so cac phuong tien thiet bj.
- Theo doi, kiem tra, danh gia tinh trang phuong tien, thiet bj; xay dimg ke hoach 
sua chua, bao duong he thong thiet bj, phuong tien theo quy dinh.
- Kiem tra giam sat viec quan ly, su dung phuong tien thiet bj.
- Khao sat, lap, tham muu lanh dao phe duyet ho so bao duong, sira chua phuong 
tien thiet bj.
- Tham gia danh gia, nghiem thu ket qua sua chua bao duong phuong tien thiet bj.
- Bao cao phan tich viec su dung, thuc hien djnh muc nhien lieu; de xuat cac giai 
phap tiet kiem.



Dieu kien - Tieu chuan

Stt Chirc danh Chirc danh Mo ta cong viec Ghi chu
Kinh nghiemNgoai ngir Tin hoc

23 6

24 1

25 1

26 1

7

Manager 
Operations

Performance
Analyses/Cl

Manager
Billing

Nhan vien
Phan tich 

hii?u suat/CI

So lirong 
tuyen dung

Tot nghi^p D?i hpc 
chuyen nganh Cong nghc 
thong tin ho$c cac 
chuyen nganh tucmg 
dircmg

Tot nghiep Dgi hoc 
chuyen nganh Kinh te 
hoac cac chuyen nganh 
tucmg dircmg

Tot nghi$p E)ai hpc 
chuyen nganh Kinh te 
hogc cac chuyen nganh 
tucmg ducmg

Van bang chung chi 
chuyen mon nghiep vu

Thanh thao sir dung tin 
hoc van phong.

Thanh th^o sir dung tin 
hpc van phong. Co 
kinh nghiem sir dung 
he thong cac phan 
mem quan ly Gang bien

Van bang chwng 
chi khac

Chung chi 
Nghiep vu chi 
duo va dieu hanh 
san xuat

- Tuoi dcri khong qua 40 tuoi (tinh 
den ngay thanh l?p)
- Uu tien cac img vien da co kinh 
nghiem lam viec trong linh vuc 
CNTT tai cac doanh nghiep

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh l$p)
- Toi thieu 05 nam kinh nghiem 
lam viec trong linh vuc Khai 
thac/Dieu hanh san xuat tai cac 
Gang bien va tucmg ducmg. Toi 
thieu 03 nam kinh nghiem trong 
cong tac quan ly, dieu hanh san 
xuat

Information
Technology

Staff

Truong bo 
phan thu tuc

Truong bo 
phan khai 

thac

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong viec, co kha 
nang giao tiep tieng 
Anh doc lap, tucmg 
ducmg trinh dp CELTS 
tir 5.5 tro len

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong viec, co kha 
nang giao tiep tieng 
Anh dpc lap, tucmg 
ducmg trinh do IELTS 
tir 5.5 tro len

Thanh thuo sir dung tin 
hpc van phong. Cd 
kinh nghiem sir dung 
he thong cac phan 
mem khai thac Gang 
bien

Thanh thgo tieng anh 
chuyen nganh phuc 
vu cong viec, co kha 
nang giao tiep va lam 
viec tieng Anh dpc 
Igp, tucmg ducmg 
trinh dp IELTS tir 6.5 
tro len

Nhan vien
CNTT

- Tiep nhan, tong hpp thong tin ve san lupng, doanh thu;
- I4p bang phan tich so lieu ke hoach, so lieu thuc hien, phan tich so sanh danh gia 
hieu qua thuc hien.
- Phan tich hieu suat, chi ra cac van de ton tai va de xuat cac giai phap khac phuc 
nham nang cao hieu suat.

Thanh thao sir dung tin 
hpc van phong va cac 
phan mem phuc vu 
phan tich va tong hpp 
du lieu.

-Chiu trach nhiem dam bao qua trinh khai thac hang ngay cua cong ty dat hieu qua 
cao.
- Quan ly qua trinh khai thac dam bao an toan va dat cac muc tieu de ra, dam bao an 
loan va nang suat.
- Lap ke hoach, phat trien he thong cai thien chat lupng va hieu qua qua trinh khai 
thac.
- Phoi hpp vdi cac bp phan lien quan dam bao an toan cho phuong tien thiet bi boat 
dong on dinh.
- Phoi hpp chat che vdi khach hang de giai quyet cdng viec.
- Quan ly, dieu hanh viec thuc hien cua cac nhan vien.
- Dpng vien tao dpng luc de nhan vien hoan thanh tot nhiem vu.

- Quan ly, xay dung ke hoach va dieu hanh boat dpng cua bp phan thu tuc.
- Quan ly, bo tri nhan luc bp phan thu tuc thuc hien cac nghiep vu cua nhan vien thu 
tuc dam bao theo quy dinh.
- Hirdng din, kiem tra, giam sat cac nhan vien thu tuc thuc hien nghiep vu,
- Theo doi, giam sat thuc hien va danh gia ket qua thuc hien cdng viec ciia nhan 
vien, kip thdi phat hien va xu ly cac vudng mac phat sinh.
- Phoi hpp, trao doi vdi khach hang, hang tau de thuc hien cac cdng viec lien quan 
hieu qua.
- Khuyen khich, tgo dpng luc de nhan vien tich cue lam viec.
- De xuat khen thudng, ky lugt nhan vien theo quy dinh.

Tot nghiep Dgi hpc 
chuyen nganh Kinh te 
van tai bien ho§c cac 
chuyen nganh tucmg 
ducmg

Thanh thao tieng anh 
chuyen nganh phuc 
vu cdng viec, cd kha 
nang giao tiep va lam 
viec tieng Anh dpc 
ISp, tuong ducmg 
trinh dp IELTS tir 6.0 
trd len

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam viec trong bp phan thu tuc t^i 
cac Gang bien. Hang tau, Cdng ty 
Logistics. Uu tien cac ung vien cd 
kinh nghiem lam cdng tac quan ly

- Quan trf, van hanh he thong mpng, he thong may chu, thiet bi luu trir va cac thiet bi 
CNTT khac ciia cdng ty. Hd trp trien khai lap dat, cai dat, sua chua, bao tri, ha tang, 
thiet bi mang, may chu, may vi tinh, camera,... va cac thiet bi CNTT khac.
- Quan trj, van hanh he thong cac thiet bj va phan mem lien quan den viec kiem scat 
va dam bao an ninh, an toan bao mat thong tin cho toan he thong CNTT cua Cdng ty.
- Tiep nhan cac thong tin phan anh, cac yeu cau hd trp ciia ngudi su dung va khach 
hang; hudng dan ngudi diing/khach hang sir dung thiet bi /phan mem; chu dpng/phoi 
hpp xu ly cac Idi/vudng mac lien quan den thiet bi phan cung va phan mem. Kiem 
tra, theo doi, giam sat tinh trang boat dpng ciia toan he thong CNTT
- Theo doi, phan tich, xir ly cdng viec, su cd he thong phan mem. Tham gia trien 
khai, hd trp ngudi dimg, xir ly cac Idi/vudng mac lien quan den cac phan mem irng 
dung.

- Tuoi doi khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Uu tien cac ung vien cd kinh 
nghiem lam viec trong linh vpc 
khai thac tai Gang bien



Stt Chirc danh Chvc danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngir Tin hoc

27 Billing 6

28 1

29 1

8

Supervisor 
Planning

Manager 
Planning

To tnnnig 
To ke hoach

Tru-ong bo 
phan ke 
hoach

Nil an vien 
thu tyc

So lirirng 
tuyen dung

- Chiu trach nhi^m ve vi^c lap ke hogch cho tau, bao gom vice quan ly ke hogch, 
giam sat vice thirc hicn ke hogch.
- Kip thai phat hicn virdng mac, kjp thai giai quyet dam bao qua trinh khai thac hicu 
qua.
- Quan ly, chi dgo vice l§p ke hoach tau va bai theo ca.
- Bao cao lanh dgo ket qua cong vice, kjp thai bao cao giai quyet cac vuong mac 
phat sinh.

Tot nghiep Dai hoc 
chuyen nganh Kinh te 
hoac cac chuyen nganh 
tircmg duemg

Tot nghiep Dai hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tirang 
dirang

Van bang chirng chi 
chuyen mon nghiep vu

Thanh thao tieng anh 
chuyen nganh phyc 
vy cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tirang 
dirang trinh dp IELTS 
tir 6.0 tra len

Thanh thao tieng anh 
chuyen nganh phyc 
vy cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tirang 
dirang trinh dp LETTS 
tir 6.0 tra len

Thanh thao sir dyng tin 
hpc van phong. Co 
kinh nghiem six dyng 
he thong cac phan 
mem khai thac Gang 
bien

Chirng chi 
Nghipp vy chi 
dao va dieu hanh 
san xuat

Van bang chirng 
chi khac

Chirng chi 
Nghiep vy chi 
dao va dieu hanh 
san xuat

Thanh thao sir dyng tin 
hpc van phong. Co 
kinh nghiem sir dyng 
he thong cac phan 
mem quan ly Gang bien

Thanh thao sir dyng tin 
hpc van phong. Co 
kinh nghiem sir dyng 
he thong cac phan 
mem khai thac Gang 
bien

Sir dyng tot tieng anh 
chuyen nganh phyc 
vy cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, twang 
dirang trinh dp IELTS 
tir 5.5 tra len

Dieu kien - Tieu chuan

-Chju trach nhipm quan ly dieu hanh bp phan ke hoach trong vipc lap ke hoach khai 
thac tau/bai.
- Kiem tra giam sat qua trinh thyc hicn.

- Bo tri nhan lire thyc hicn nhipm vy dat ket qua cao.
- Tong hpp, phan tich danh gia qua trinh thyc hicn. Tham mini lanh dao cai tien cong 
vice dat hicu qua cao han.
- Dpng vien khich le nhan vien hoan thanh tot nhiem vy.
- De xuat khen thirong, ky luat nhan vien theo quy djnh.

- Tuoi dai khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam vice trong bp phan ke hoach 
tai cac Gang Container. Uu tien 
cac irng vien co kinh nghiem lam 
cong tac quan ly

- Tuoi dai khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam vice trong bp phan ke hoach 
tai cac Gang Container

- Tiep nhan, kiem tra, doi chieu cac chirng tir, ho sa ciia khach hang thong qua he 
thong ePort.
- Kiem tra vice thyc hicn npp tien phi djeh vy ciia khach hang theo quy djnh; Lam 
thu tyc, cap lenh giao nhan hang cho khach hang.
- Kiem tra cho phep thong quan ciia Hai quan, chi cap lenh khi hang dupe phep 
thong quan (doi vdi hang nhap khau)
- Phat hanh Ipnh giao nhan hang/ container, Ipnh djeh vy dye bipt va hoa dan djeh vy 
dipn tir.
-. Lam cac thu tyc tac nghipp tai cang cho khach hang theo quy dinh.
- Thu tien mat va phat hanh hoa dan trong mpt so tnrang hpp dye bipt.
- Tiep nhan ho sa tyo va cap tai khoan ePort cho khach hang.
- Tryc Tong dai cham soc khach hang, tiep nhan va giai dap cac thac mac, vudng 
mac phat sinh ve thu tyc giao nhyn hang cho khach hang.
- Ho try huang dan khach hang thyc hipn thu tyc. Lay y kien ciia khach hang ve chat 
lupng djeh vy tyi Gang.
- Quan ly, bao quan ho sa, chirng tir tai lipu theo quy dinh.
- Thyc hipn cac cong vice khac theo yeu cau ciia lanh dao.

- Tuoi dai khong qua 40 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 02 nam kinh nghiem 
lam vipc trong bp phan thii tyc tyi 
cac Gang bien

Tot nghipp Dyi hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuang 
duang



Dieu kien - Tieu chuan

Stt Chirc danh Chirc danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngir Tin hoc

30 1

31 Cargo Control 4

32 1

Ke ho^ch tau33 4

9

Labour
Planning

Vessel 
Planning

Berth 
Planning

Nhan vien du 
li^u/Kiem 
scat Hang 

hoa

Lap ke hogch 
bo tri lao 

dong

So lirung 
tuyen dung

- Chju trach nhi^m l§p ke ho^ch ve nhan luc va phuong ti$n dam bao dap ung day 
dii yeu cau SXKD.
- Kip then dieu chinh linh ho?t ke hogch nham khac phyc vuong mac, dam bao nhan 
lire san xuat.
- Bao cao lanh dao ket qua cong viec, kip then bao cao cac vuerng mac phat sinh de 
kip thoi giai quyet.
- Tuan thii chat che quy dinh ciia cong ty trong viec xep do an loan ve ngubi va hang 
hoa.

Tot nghiep Dai hpc 
chuyen nganh Kinh te 
v§n tai bien hoac cac 
chuyen nganh tuemg 
duong

Tot nghiep Dai hoc 
chuyen nganh Kinh te 
van tai bien/Dieu khien 
tau bien/Dam bao An 
toan Hang hai/May Xep 
do hoac cac chuyen 
nganh tuemg duemg

Tot nghiep Dai hpc 
chuyen nganh Kinh te 
hoac cac chuyen nganh 
lien quan

Tot nghipp Dai hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuemg 
duemg

Van bang chirng chi 
chuyen mon nghiep vu

Su dyng tot tieng anh 
chuyen nganh phuc 
vy cong viec, co kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
duemg trinh dp CELTS 
tir 5.5 tro len

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong viec, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
duemg trinh dp EELTS 
tir 5.5 tro len

Su dung tot tieng anh 
chuyen nganh phuc 
vu edng viec, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
duemg trinh dp IELTS 
tir 5.5 tro len

Sur dung tot tieng anh 
chuyen nganh phuc 
vu edng viec, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
duemg trinh dp IELTS 
tir 5.5 tro len

Chung chi 
Nghiep vu chi 
dao va dieu hanh 
san xuat

Chung chi 
Nghiep vu chi 
dao va dieu hanh 
san xuat

Van bang chirng 
chi khac

Chung chi 
Nghiep vu chi 
dao va dieu hanh 
san xuat

- Tudi din khdng qua 40 tudi (tinh 
den ngay thanh lap)
- Uii tien cac ung vien cd kinh 
nghiem lam viec trong linh vyc 
khai thac Gang Container

- Tudi din khdng qua 40 tuoi (tinh 
den ngay thanh lap)
- Uu tien cac ung vien cd kinh 
nghiem lam viec trong linh vyc 
khai thac Gang Container

- Tudi din khdng qua 40 tudi (tinh 
den ngay thanh lap)
- Uu tien cac ung vien cd kinh 
nghiem lam viec trong linh vyc 
khai thac Gang Container

- Tudi din khdng qua 45 tudi (tinh 
den ngay thanh lap)
- Uu tien cac ung vien cd kinh 
nghiem lam viec trong linh vyc 
khai thac Gang Container

- Chiu trach nhiem tiep nhan thong tin ve tau va hang hoa, chuan bi cau de tiep nhan 
tau vao khai thac.
- Phdi hyp vdi dai ly, hang tau de giai quyet edng viec.
- Phdi hyp vdi cac bp phan lien quan trong viec bd tri phuong tien dap ung yeu cau 
san xuat.
- Kip thin bao cao lanh dao, giai quyet cac vuerng mac phat sinh.

Thanh thao sir dyng tin 
hpc van phdng va tim 
Idem thong tin tren 
internet

Thanh thao sir dung tin 
hpc van phdng va tim 
kiem thong tin tren 
internet

Thanh thao su dyng tin 
hpc van phdng va tim 
kiem thong tin tren 
internet.

Thanh thao su dyng tin 
hpc van phdng va tim 
kiem thong tin tren 
internet.

Nhan vien ke 
hoach cau 

ben

- Chiu trach nhiem kiem scat dam bao an loan hang hoa trong qua trinh xep do, bao 
quan.
- Thong ke, theo doi, phan loai cac loai hang hoa.
- Bao cao lanh dao ket qua edng viec, kip thoi bao cao cac vuong mac phat sinh de 
kip thoi giai quyet.
- Lien he voi cac don vj lien quan de giai quyet cac edng viec.

- Chiu trach nhiem lap ke hoach hieu qua cho tau cont, dam bao xep chua day dii 
cont tren tau va giam thieu cac boat dong khdng hieu qua ciia viec xep do cont tren 
bai.
- Lien he voi dai ly, hang tau de tiep nhan thong tin va xu ly edng viec.
- Bao cao lanh dao tinh hinh va ket qua khai thac tau, bao cao kip thoi cac vuong 
mac phat sinh de kjp thoi giai quyet.
- Tuan thii chat che quy dinh ciia edng ty trong viec xep do an toan ve ngubi va hang 
hoa.



Dieu kien - Tieu chuan

Stt Chirc danh Chirc danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngir Tin hoc

Yard Planning Ke hoach bai34 4

35 1

- La dau

36 4

37 1

10

Van bang chirng chi 
chuyen mon nghiep vu

Supervisor 
Control 

Room

Execution 
Manager

To tnrdug 
Giam sat 

phong dieu 
khien

Trirong bo 
phan van 

hanh

So luyng 
tuyen dung

Tot nghi?p D<»i hpc 
chuyen nganh Kinh te 
van tai bien hope cac 
chuyen nganh tircmg 
dirang

Tot nghipp Dgi hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuemg 
duong

Thanh thao tieng anh 
chuyen nganh phpc 
vy cong vi$c, co kha 
nang giao tiep tieng 
Anh dpc lap, tircmg 
duong trinh dp IELTS 
tir 6.0 tro len

Thanh thao tieng anh 
chuyen nganh phyc 
vu cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tuung 
duong trinh dp BELTS 
tir 6.0 tro len

Van bang chirng 
chi khac

Chung chi 
Nghipp vu chi 
dao va dieu hanh 
san xuat

Chung chi 
Nghiep vu chi 
dao va dieu hanh 
san xuat

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Uu tien cac ung vien co kinh 
nghiem lam vice trong ITnh vuc 
khai thac Gang Container

- Tuoi dbi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Co it nhat 03 nam kinh nghiem 
trong boat dpng khai thac tai cac 
Gang Container

Shift 
Manager

Chung chi 
Nghiep vu chi 
dao va dieu hanh 
san xuat

- Tuoi dbi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 03 nam kinh nghiem 
lam vice trong ITnh v\rc Khai 
thac/Dieu hanh san xuat tai cac 
Gang bien. Uu tien cac ung vien 
co kinh nghiem lam ebng tac quan 
ly

T ru-ong bo 
phan quan 
ly ca san 

xuat

Sir dung tot tieng anh 
chuyen nganh phuc 
vu cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tu 5.5 tro len

Thanh thao sir dung tin 
hpc van phong va tim 
kiem thong tin tren 
internet.

Thanh thao sir dung tin 
hpc van phong va tim 
kiem thong tin tren 
internet. Co kinh 
nghipm su dung he 
thong cac phan mem 
khai thac Gang bien

Chung chi 
Nghiep vu chi 
dao va dieu hanh 
san xuat

Thanh thao su dung tin 
hpc van phong va tim 
kiem thong tin tren 
internet. Cd kinh 
nghiem su dung he 
thong cac phan mem 
khai thac Gang bien

Thanh thao sir dung tin 
hpc van phong va tim 
kiem thong tin tren 
internet. Co kinh 
nghiem sir dung he 
thong cac phan mem 
khai thac Gang bien

- Tuoi dbi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 05 nam kinh nghiem 
lam viec trong ITnh vyc Khai 
thac/Dieu hanh san xuat tai cac 
Gang bien. Uu tien cac ung vien 
cd kinh nghiem quan ly

Thanh thao tieng anh 
chuyen nganh phuc 
vu edng viec, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 6.0 tro len

- Tiep nhan thong tin ke hoach khai thac tau/bai, thong tin ve viec bo tri phuong tien 
thiet bj.
- Quan ly.dieu hanh boat dpng giam sat tai phong dieu khien dam bao cac boat dpng 
khai thac dupe dien ra lien tyc.
- Theo doi, kiem tra, giam sat vipc thpc hien ke hoach ciia cac phuong tien thiet bj 
thong qua he thong phan mem dieu hanh, camera, bp dam... .dam bao ke hoach khai 
thac dupe thpc hien nhanh chdng, day du.
- Tiep nhan cac thong tin phan hoi, chi dao cac nhan vien xu ly kjp thbi cac tinh 
huong phat sinh

-'Tiep nhan thong tin ke hoach khai thac tau/bai, thong tin ve viec bo tri phuong tien 
thiet bj.
- Kiem tra, giam sat, quan ly, dieu hanh cac nhan Ipc thupc ca san xuat dam bao ke 
hoach san xuat dupe thuc hien nghiem tuc theo quy trinh xep do,an toan lao dpng.
- Thong tin, dieu phoi nhan l\rc, phuong tipn thiet bj dam bao dap ung yeu cau 
SXKD.

- Chju trach nhipm trong viec dam bao cong tac khai thac hang ngay,dam bao boat 
dpng khai thac hipu qua, dat nang suat xep do.
- Tiep nhan thong tin tir khach hang, hang tau de xay dpng ke hoach khai thac hipu 
qua.
- Phan tich qua trinh khai thac, nghien cuu, de xuat cac cai tien nham nang cao nang 
suat lao dpng.

La dau moi giua cac bp phan trong day chuyen san xuat.

Tot nghiep D^i hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuong 
duong

- Tiep nhan thong tin khai thac ve tau, hang hoa, kho bai de len ke hoach quy hoach, 
tiep nhan, sap xep hang hoa nhap tir tau vao hoac xuat tir bai len tau.
- Giam sat vipc thpc hien tac nghipp theo quy hoach chat xep ciia cac phuong tipn.
- Lap trinh tp xep do hang, phan bo phuong tipn hang nhap xuat
- Thpc hipn phan bo, thay doi vj tri tac nghipp cac CHE lam bai, dieu tiet phuong 
tipn phu hpp voi tinh hinh san xuat thpc te.
- Ho trp MC tau theo doi, don doc va thong tin hang hoa den cac MC phu trach khai 
thac.
- Ghi nhan va doi chieu san lupng nhap xuat ca tren hp thong
- Bao cao san luqng, Ghi chep nhat ky ban giao cho ca sau.

Tot nghipp Dai hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuong 
duong



Dieu kien - Tieu chuan

Stt Chtrc danh Chirc danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngir Tin hoc

38 4

39 1

40 Yard Foreman Chi dao bai 3

41 4

42 1
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So IwoTig 
tuyen dung

Reach stacker 
drivers

Controllers/Di 
spatchers

Gate 
Operations

Supervisor 
Landside 

Operations

Cong nhan 
van hanh xe 
nang hang

To tru-ong
Khai thac

Cong

Chimg chi van hanh xe 
nang hang Container

Tot nghiep Dai hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuong 
dirong

Van bang chirng chi 
chuyen mon nghiep vu

Sir dyng tot tieng anh 
chuyen nganh phyc 
vy cong vise, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 trd len

Su dyng tot tieng anh 
chuyen nganh phuc 
vy edng vipc, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 trd len

Su dyng tot tieng anh 
chuyen nganh phyc 
vy edng vipc, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 trd len

Thanh thao su dyng tin 
hpc van phdng va tim 
kiem thong tin tren 
internet.

Chung chi 
Nghiep vy chi 
dao va dieu hanh 
san xuat

Chung chi 
Nghipp vy chi 
dao va dieu hanh 
san xuat

Chung chi 
Nghiep vy chi 
dao va dieu hanh 
san xuat

Van bang chirng 
chi khac

- Chung chi an 
toan lao dpng
- Chung chi boi 
Idi

Chung chi 
Nghiep vy chi 
dap va dieu hanh 
san xuat

- Tudi ddi khdng qua 45 tuoi (tinh 
den ngay thanh lap)
- Uii tien cac ung vien cd kinh 
nghiem lam viec trong linh vyc 
khai thac Gang Container

- Tudi ddi khdng qua 45 tudi (tinh 
den ngay thanh lap)
- Cd it nhat 02 nam kinh nghiem 
trong boat dpng khai thac tai cac 
Gang Container

- Tudi ddi khdng qua 45 tuoi (tinh 
den ngay thanh lap)
- LTu tien cac ung vien cd kinh 
nghiem lam viec trong linh vyc 
khai thac Gang Container

- Tudi ddi khdng qua 40 tudi (tinh 
den ngay thanh lap)
- Uii tien cac ung vien cd kinh 
nghiem lam viec tai Gang bien 
hoac cac doanh nghiep Logistics

- Tudi ddi khdng qua 45 tuoi (tinh 
den ngay thanh lap)
- Toi thieu 02 nam kinh nghiem 
trong edng tac giao nhan tai cac 
Gang Container

- Chiu trach nhipm ve qua trinh khai thac tai edng
- Dieu hanh cac nhan vien giao nhan thyc hien nhipm vy theo quy djnh.
- Dam bao giao thong tuyen cong dupe thong suot.
- Kip thdi bao cao lanh dac giai quyet cac vudng mac phat sinh.

Su dyng tot tieng anh 
chuyen nganh phyc 
vy edng viec, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 trd len

Nhan vien 
dieu phdi 

(MC)

Tot nghiep Dai hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuong 
duong

- Tiep nhan thong tin tir Trung tarn DHSX, trien khai thyc hien den cac chi dao bai.
- Kiem tra, giam sat viec thyc hien ke hoach nham dam bao edng viec dupe thyc 
hien day du, kjp thdi dam bao nang suat, an loan.
- Ghi chep day du nhat ky qua trinh san xuat.
- Tong hpp, phan rich, bao cao lanh dao ket qua san xuat, de xuat cac giai phap nang 
cao chat lupng djeh vy

Thanh thao sir dyng tin 
hpc van phdng va tim 
kiem thdng tin tren 
internet. Cd kinh 
nghiem su dyng he 
thong cac phan mem 
khai thac Gang bien

To tnrdng
To chi dao 

bai

- Van hanh xe nang hang de xep do hang hoa theo dung quy trinh xep do dam bao an 
toan lao dpng, nang suat xep do.
- Van hanh xe nang hang theo dung quy dinh, quy trinh ky thuyt vyn hanh phuong 
tien co gidi dam bao an toan phuong tien.
- Bao quan, giu gin phuong tien dam bao phuong tien sych se, an toan.
- Kjp thdi phat hien, bao cao sy co phuong tien, phoi hpp sua chua phuong tien theo 
quy dinh.

Thanh thao su dyng tin 
hpc van phdng va tim 
kiem thong tin tren 
internet. Cd kinh 
nghiem su dyng he 
thong cac phan mem 
khai thac Gang bien

Thanh thyo su dyng tin 
hpc van phdng va tim 
kiem thong tin tren 
internet. Cd kinh 
nghiem su dyng he 
thong cac phan mem 
khai thac Gang bien

- Tiep nhan thong tin ke hoach khai thac tau/bai, thong tin ve viec bo tri phuong tien 
va nhan lyc.
- Theo doi, kiem tra, giam sat viec thyc hien ke hoach cua cac phuong tien thiet bi 
thong qua he thong phan mem dieu hanh, camera, bp dam... dam bao ke hoach khai 
thac dupe thyc hien nhanh chdng, day du.
- Tiep nhan thong tin tir khach hang, phuong tien phan hoi ve cac vudng mac phat 
sinh. Kip thdi ho trp xu ly dam bao cac tac nghiep dupe thyc hien hoan chinh, hieu 
qua.
- Tong hpp ket qua thyc hien nhiem vy trong ca san xuat bao cao lanh dao; ban giao 
edng viec cho MC di ca sau day du.

- Tiep nhyn ke hoach san xuat tir Trung tain Dieu hanh san xuat; trien khai phuong 
tien va nhan lyc thyc hien xep do hang hoa, dong nit rupt cont, kiem hoa cont,...theo 
ke hoach.
- Cd mat tai hien tnrdng bai chi dao cac lyc lupng tham gia day chuyen san xuat 
thyc hien theo quy trinh xep do, dam bao an toan lao dpng va nang suat xep do.
- Phoi hpp vdi khach hang de thyc hien viec xep do hang hoa dupe hipu qua.
- Chiu trach nhiem kiem tra, giam sat, don doc va xu ly cac tinh hudng phat sinh 
trong ca san xuat.
- Tong hpp va bao cao lanh dao ket qua thyc hien nhipm vy trong ca; ban giao day 
du edng vipc cho nhan vien chi dyo bai di ca sau.
- Bao cao lanh dyo cac vudng mac vupt qua tham quyen de kip thdi giai quyet theo 
quy dinh.

Tot nghiep Dyi hpc 
chuyen nganh Kinh te 
vyn tai bien hoac cac 
chuyen nganh tuong 
duong

Tot nghiep Dpi hpc 
chuyen nganh Kinh te 
vyn tai bien hoac cac 
chuyen nganh tuong 
duong



Stt Chirc danh Chirc danh Mo ta cong vice Ghi chu
Ngoai ngu- Kinh nghiemTin hoc

h?/lay43 Admin Staff 8

44 Seal Checkers 4

45 1

46 Chi dao tau 5

Giay phep lai xe hang FC47 54
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Supervisor 
Quayside 
Operation

Truck 
Operators

Vessel 
Foreman

Nhan vien 
check Seal 

tai Cong

Nhan vien 
giao nhan

Cong

So luvng 
tuyen dung

- V$n hanh xe 6 to van chuyen de van chuyen hang hoa theo dung quy trinh xep do 
dam bao an loan lao dong, nang suat xep do.
- Van hanh xe theo dung quy djnh, quy trinh ky thuat van hanh phuong ti?n co gioi 
dam bao an loan phuong ti^n.
- Bao quan, giu gin phuong ti?n dam bao phuong ti?n sach se, an loan.
- Kip thoi phat hi^n, bao cao sir co phuong ti^n, phoi hqp sua chua phuong ti^n theo 
quy dinh.

- Tiep nhan ke hoach khai thac giai phong tau.
- Bo tri nhan vien chi dao true tiep chi dao khai thac tau hi$u qua, dam bao an toan 
va nang suat xep do.
- Kiem tra, giam sat vice thyc hicn giai phong tau; kip then phat hi$n xu ly cac vuong 
mac phat sinh.
- Bao cao lanh dao ket qua thirc hi?n cong vice.
- Tham gia lap ke hoach giai phong tau.

- Thirc hicn kiem tra so seal ciia cac xe cho hang vao cang, doi chieu voi du lieu da 
nhan duqc nham dam bao cont duqc mang vao cang chinh xac va dung theo khai 
bao.
- Bao lai khach hang neu phat hicn vice sai lech so seal so vdi du lieu nhan duqc.

Tot nghiep Cao ding tro 
len chuyen nganh Kinh te 
hoac cac chuyen nganh 
tuong duong

Tot nghiep Cao ding tro 
len chuyen nganh Kinh te 
hoac cac chuyen nganh 
tuong duong

Van bang chirng chi 
chuyen mon nghiep vu

Sir dung tot tieng anh 
chuyen nganh phyc 
vu cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.0 tro len

Thanh thao tieng anh 
chuyen nganh phuc 
vu cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 6.0 tro len

Su dung tot tieng anh 
chuyen nganh phyc 
vu cong vice, co kha 
nang giao tiep tieng 
Anh dpc lap, tirong 
duong trinh dp IELTS 
tir 5.0 tro len

Chung chi 
Nghiep vu giao 
nhan hang hoa

Chung chi 
Nghiep vu giao 
nhan hang hoa

Chung chi 
Nghiep vu chi 
dao va dieu hanh 
san xuat

Chung chi 
Nghiep vy chi 
dao va dieu hanh 
san xuat

Chung chi an 
loan lao dpng

Van bang chirng 
chi khac

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Uu tien cac img vien co kinh 
nghiem lam vice trong ITnh vuc 
khai thac Cang bien

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- LTu tien cac img vien co kinh 
nghiem lam vice tai Gang bien 
hoac cac doanh nghiep Logistics

Lai xe van 
chuyen

Su dung tot tieng anh 
chuyen nganh phuc 
vu cong viec, co kha 
nang giao tiep tieng 
Anh dpc lap, tuong 
duong trinh dp IELTS 
tir 5.5 tro len

Thanh thao sir dung tin 
hpc van phong va tim 
kiem thong tin tren 
internet.

Thanh thao sir dung tin 
hpc van phong va tim 
kiem thong tin tren 
internet.

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Co it nhat 03 nam kinh nghiem 
trong hoat dpng khai thac tai Cang 
Container

Dieu kien - Tieu chuan

Thanh thao sir dung tin 
hpc van phong va tim 
kiem thong tin tren 
internet. Co kinh 
nghiem su dung he 
thong cac phan mem 
khai thac Gang bien

Thanh thao sir dung tin 
hpc van phong va tim 
kiem thong tin tren 
internet. Co kinh 
nghiem sir dung he 
thong cac phan mem 
khai thac Gang bien

To tririrng
To chi dao 

tau

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- LTu tien cac ung vien co kinh 
nghiem trong hoat dpng giao nhan 
tai cang bien

- Tiep nhan thong tin ke hoach khai thac, trien khai thuc hipn khai thac tau dam bao 
an toan, nang suat xep do.
- Dieu hanh, chi dao cac luc lupng trong day chuyen xep do thirc hipn quy trinh xep 
do theo ke hoach dam bao an toan lao dpng, nang suat xep do.
- Phoi hpp chat che voi cac bp phan de chi dao khai thac hieu qua.
- Kip thoi phat hipn va xu ly cac vuong mac phat sinh dam bao qua trinh khai thac 
dupe thong suot hipu qua.
- Kip thoi bao cao lanh dao cac vuong mac phat sinh de kip thoi giai quyet.
- tham gia lap ke hoach san xuat cho ca tiep theo.
- Bao cao ket qua cong viec vdi lanh dao.

- Thuc hien tiep nhan thong tin ciia khach hang ve hang hoa, phuong tien, so cont, so 
chi.
- Theo doi, kiem scat cac xe ra/vao cang bang he thong smartgate dam bao xe 
hang chinh xac, dung quy djnh.
- Ho trp, hudng dan khach hang xu ly cac su co phat sinh.

Tot nghiep Dai hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuong 
duong

Tot nghiep Dai hpc 
chuyen nganh Kinh te 
van tai bien hoac cac 
chuyen nganh tuong 
duong

- Tuoi doi khong qua 45 tuoi (tinh 
den ngay thanh lap)
- Uu tien cac ung vien cd kinh 
nghiem trong hoat dpng giao nhan 
tai cang bien



Stt Ch ire danh Chu-c danh Mo ta cong vice Ghi chu
Kinh nghiemNgoai ngu* Tin Hqc

48 Crane Divers 7

49 Tally man 20
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Van bang chirng chi 
chuyen mon nghiep vu

Cong nhan 
van hanh can 
tryc chan de

So lirong 
tuyen dung

Chirng chi van hanh can 
true chan de

Tot nghiep Cao dang tro 
len chuyen nganh Kinh te 
hoac cac chuyen nganh 
tirong dircmg

Sir dyng tot tieng anh 
chuyen nganh phuc 
vy cong viec, cd kha 
nang giao tiep tieng 
Anh dpc lap, tuemg 
dircmg trinh do IELTS 
tir 5.0 tro len

Thanh thao sir dung tin 
hpc van phdng va tim 
kiem thong tin tren 
internet.

- Chirng chi an 
loan lao dpng

Chung chi 
Nghipp vy giao 
nhan hang hda

Van bang chirng 
chi khac

- Tudi doi khdng qua 45 tudi (tinh 
den ngay thanh lap)

Uu tien cac img vien cd kinh 
nghipm lam vide tai Gang bien 
hoac cac doanh nghipp Logistics

- Tuoi doi khdng qua 45 tudi (tinh 
den ngay thanh lap)
- Uu tien cac img vien la Nam 
gidi, da cd kinh nghipm lam vide 
tai Gang bien hoac cac doanh 
nghiep Logistics

Nhan vien 
giao nhan 

(Cham bay. 
Coni lanh. 

Checkpoint)

Dieu kien - Tieu chuan

- Thye hidn giao nhan hang hoa tai tuyen cau tau va trong kho, bai theo dung quy 
trinh, quy dinh dam bao an toan hidu qua.
- Thye hidn edng tac bao quan hang hoa dam bao an toan.
- Vyn hanh cac checkpoint de giao nhan hang hoa, dam bao ghi nhan day du tinh 
trang, hinh anh, thong tin hang hoa theo quy dinh.
- Cham bay tau khi xuat hang len tau dam bao chinh xac va nhanh chdng.
- Bao quan cont lanh theo dung quy dinh, kiem soat nhipt dp dam bao an toan hang 
hoa, giao nhan cont theo quy dinh.

- Van hanh can tryc de xep do hang hoa theo dung quy trinh xep do dam bao an loan 
lao dpng, nang suat xep do.
- Van hanh can tryc theo dung quy djnh, quy trinh ky thuat van hanh phuong tipn co 
gioi dam bao an toan phuong tipn.
- Bao quan, giu gin phuong tipn dam bao phuong tipn sach se, an toan.
- Kip thbi phat hidn, bao cao sy co phuong tipn, phoi hpp sua chua phuong tipn theo 
quy dinh.
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Phieu dang ky du tuyen (theo mdu 7)

Giay xac nhan nhan sir (theo mdu 2)

So yeu ly lich tir thuat (cd dan dnh vd xdc nhan cua dia phuang)

Giay churng nhan sire khoe {Ban gdc) 
yr 7

Ban sao Bang tot nghiep pho thong trung hoc.
> r 7 r

Ban sao Bang tot nghiep Cao dang, Dai hoc, tren Dai hoc (neu co)

Ban sao Bang diem qua trinh hoc 
r

Ban sao Chung chi Tieng Anh, Tin hoc 
r

Ban sao Giay phep lai xe hang FC

Ban sao chung chi nghe va Bang diem: Van hanh xe nang hang container, De,

Ban sao chung chi an toan

Ban sao chung chi boi loi 
r

Ban sao Giay khai sinh.

Ban sao Can cudc cong dan
# r * y

Giay xac nhan thong tin ve cu tru

02 anh chan dung cd 4><6 
r r

Cac giay to khac (neu co)

DANH MVC TIEP NHAN HO SO TUYEN DUNG

(Kem theo Thong bdo /TB-CHP ngay J2. /12/2024)



Maul

thdng. , ngdy.ndm 

PHIEU BANG KY DI/ TUYEN

Kinh gui:

Gidd tfnh:

Noi cap: 

E-mail: Fax: 
Sinh ngay

Sinh ngay

Stt

1

2

3

1

Anh chup khong 
qua 06 thang, 
ca 04 x 06 cm

Trircrng, 
co1 so1 dao tao

Chuyen nganh 
dao tao

Bang cap/ 
chiing chi

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu* do - Hanh phiic

Ho va ten (chu in hoa):  
Ngay, thang, nam sinh:  
So CCCD /Ho chieu:  
Dan toe:  
Trinh do van hoa:  
Trinh do chuyen mon:  
Bac trinh do ky nang nghe (neu co):  

Trinh do Ngoai ngu:  
Trinh do Tin hoc:  
Chiing chi khac:  
Dia chi lien he:  
Dien thoai:  
Ho ten bo:  
Nghe nghiep, don vi cong tac: 

Ho ten me:  
A 

Nghe nghiep, don vi cong tac: 

I. Qua trinh dao tao (day nghe, trung cap, cao dang, dai hoc trd len)

Trinh do

Ngay cap: I / 
..........Ton giao:..



IL Qua trinh lam vice

Stt Don vi lam viec

1

2

3

III. Kha nang, so1 tru-crng

KhongCo

2

IV. Giay to* kem theo
1. Ban sao van bang, chung chi {ban sao chung thuc)\
2. Giay kham sue khde (ban chinhy,
3. So yeu ly lich tu thuat (co xdc nhqn cua dja phuang)-,

• r z 74. Ban sao giay khai sinh, chung minh nhan dan (ho chieu), Ho khau
r yr

5. Cac giay to can thiet khac theo quy dinh cua phap luat;
6. Cac giay to thuoc doi tuong uu tien (neu cd).

7

Toi xin cam doan lai khai tren la dung su that va thuc hien dung cac quy dinh ve tuyen 
lao dong./.

Thdi gian lam viec 
(Tie thdng ndm den 

thdng ndm)

Ngiroi dang ky du* tuyen 
(Ky va ghi ro ho ten)

Chwc danh, 
cong viec dam nhi£m

 

Sau khi nghien cuu noi dung thong bao tuyen lao dong, toi dang ky du tuyen vao vi tri 
viec lam:



Mau 2

GIAY XAC NHAN VE NHAN Stf • •

Kinh guri: Cong an 

cap ngay 

cap ngay.

 
r 

cap ngay 
Sinh ngay:
...thang

Sinh ngay:
...thang

Sinh ngay:
 ...thang

thang
nam

thang
nam

thang
nam

....thang
nam

.nam 
tai....

.nam 
tai....

 .nam 
tai....

. nam 
tai

4. Trong qua trinh sinh song a dia phucmg, ban than toi va gia dinh luon chap hanh tot 
cac chu chuong cua Dang, phap luat cua Nha nunc, luon hoan thanh cac nhiem vu duoc dia 
phucmg giao, khong vi pham phap luat, khong co tien an tien sir.

Toi cam doan nhung loi trinh bay cua toi la dung sir that, kinh mong Quy ca quan 
Cong an xac nhan tinh trang nhan sir d dia phuong cua toi.

Toi xin chan thanh cam on!
XAC NHAN   

CUA CONG AN
(Ky, dong ddu)

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu- do - Hanh phiic

3. Ho ten vo7chong:
S6 CMND:
Nghe nghiep
Don vi cong tac:  
Cho o hien nay

Toi de nghi xac nhan ve nhan than:
1. Ho ten bo:
S6 CMND:
Nghe nghiep
Don vi cong tac:  
Cho o hien nay

2. Hq ten me: ...
S6 CMND:  

X •

Nghe nghiep
Don vi cong tac:
Cho o hien nay..

Ten toi la:  
So CMND:  
Dang ky ho khau thuong tru tai:

, ngay..... thang.....nam.
Ngiriri de nghi

(Ky, ghi rd ho ten)

..............Sinh ngay: 
cap ngay thang...


