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THONG TIN TUYEN DUNG

Cong ty SQUARE EXPERIENTIAL COMMUNICATIONS tuyén dung nhén s cho vi tri:

Vi tri . ACCOUNTANT ADMIN EXECUTIVE
Bao cao cho . CHIEF ACCOUNTANT
Dia diém lam viéc . 54-56 Hoa Pao, Q. Phu Nhuan, TP. HCM
Hinh thirc lam viéc . Toan thoi gian
A. CONG VIEC
1. [40%] Chuan bj hé so sau dw an (evidence):

Tiép nhan yéu cau ti cac phong ban, tbng hop day du tai liéu lién quan: hop
dong, bao gia, bién ban nghiém thu, hinh anh hoan thanh, héa don...

Phéi hop chat ché véi team Account, Purchasing dé thu thap du chirng tr va
ndi dung lién quan cho tirng giai doan/hang muc hgp dong dich vu.

Chuén héa, trinh bay hd so theo checklist n6i bé dam bao tinh thédng nhét, rd
rang.

Giai dap cac thac méc lién quan dén chirng tir bao cao cho khach hang sau
khi tham khao y kién nhém dw an (khi cé phat sinh).

Theo sat qua trinh phan hoi clia khach hang: ky nghiém thu, xac nhan xuéat
héa don, phan hoéi chinh stra (néu can).

Hé tro glri hoa don (soft/hard copy), theo ddi giao nhan v&i khach hang: thong
tin ngwdi nhan, thdi gian nhan, va cap nhat trang thai cho phdng ké toan.

[40%] H6 trer thanh toan nha cung cép:

Kiém tra hinh thirc, tinh day d0 va hop Ié ciia hé so thanh toan truwédc khi
chuyén cho ké& toan x ly: hop ddng (ban cing/scan), héa don, bién ban
nghiém thu, phiéu nhap kho... D6i chiéu thdng tin co ban gitra cac chirng tw
nham phat hién sai léch vé ma sb thué, tén céng ty, ngay thang, chir ky, mat
hang, thué suét... va théng bao lai cho ngwdi phu trach dé diéu chinh.

Kiém tra hinh thirc, tinh day da va hop 1& cia hé so ndi bd trwéc khi chuyén
cho ké toan x& ly: Hop déng/ thanh ly khach hang (ban cirng/scan), PO,
precost/postcost... Dbi chiéu théng tin co ban gitra cac chirng tiv ndi bd nham
phat hién sai léch vé chi phi dwgc duyét, thdi han thanh toan theo quy dinh...
va théng bao lai cho nguei phu trach dé diéu chinh.

Cap nhat tinh trang tirng bd hd so thanh toan I&n hé théng noi bo.

Theo déi thei han thanh toan va phéi hop véi cac bé phan mua hang, Account,
Operations, Fieldwork dé thu di ching tir dung han.

Hb tro sap xép, lwu trik hd so thanh toan day dd, khoa hoc (file cirng va file
méem), dat tén file theo chuan cong ty, phuc vu cho viéc truy xuat sau nay hoac
kiém toan.
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3. [10%] Quan li doanh thu phai thu tw khach hang, ma sé dw an, doanh thu dy
kien:
e Theo dbi s6 di an cho phong account m& va cap nhat trong WIP hang tuan
va ghi nhan doanh thu mé&i khi bao gia dwoc khach hang dong y.

e Theo dbi thoi gian chinh xac dy an bat dau dé day nhanh viéc ky két hop déng
cho cac du an kha thi thwc hién.

4. [10%] Hé trer hanh chinh — nghiép vu khac theo yéu cau:
e HG trg in &n, trinh ky chirng tir hodc phdi hgp voi cac bé phan khac dé giai
quyet van dé phat sinh (vi du: thieu ho so gap, nham ho so khach hang).

e Tham gia hop ndi bo dinh ky v&i phong ké toan va ghi nhan cac thay dbi vé
quy trinh, bieéu mau.

B. YEU CAU
e Tét nghiép dai hoc hodc cao dang cac nganh kinh té - xa hoi hodc tai chinh/ ké
toan.

e Trung thuyc, nhiét tinh va cé tinh than trach nhiém.

e Gidi tinh: nlr

Thoéng tin lién hé:
ng vién quan tam xin vui ldng glri email vé dia chi:

humancapital@sguaregroup.com.vn

khanh.nguyen@square-vn.com
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