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JOB TITLE

Warehouse Keeper/ THU KHO

DEPARTMENT / UNIT / COUNTRY

Logistics/IFV/Vietham

REPORTING TO

Logistics Manager

Role

Chiu trach nhiém vé cac hoat ddng xuat — nhap — tén tai Kho HCM; hoan tra dung dd chirng ti
giao hang va tién hang kénh nhd 18.

MINIMUM REQUIREMENTS

Education / Experience e Tét nghiép Trung Cap/Cao Pang/Dai Hoc
e Co kinh nghiém quan ly kho hang; giao nhan hang héa
Specific Skills Functional skills:
(Knowledge, skills and e Trung thyc va can than
abilities)

e Tac phong nhanh nhen
e Co strc khde tét; tudi tir 25-45
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Definition

IN ORDER TO, what results

Diéu phéi giao hang

e Tiép nhan I&énh giao hang (DO) va héa don tir GS Logistics

e S&p xép, phan bd cho ddi ngii giao hang theo tuyén dwdng hop ly.

e Huwéng dan/ Yéu cau doi ngii giao hang hoan thanh cac thi tuc giao hang nhw yéu ciu ctia khach
hang/ cong ty.

e Ba&o dam an toan cho déi ngii giao hang — khéng ché qué 8 bao/ chuyén

Nhap hang

e Phdi hop véi GS Logistics dé 1én ké hoach nhap hang

e B3ao dam tiép nhan nhap hang ngoai gi®» khi c6 yéu cau

e Giam sat viéc xubng hang cta bén Van tai dé tranh bao rach, vé.
e Ky x&c nhan trén sé lwong, nhan hiéu, tinh trang hang héa

Quan ly kho hang va thwc hién bao cao

e  Chiu hoan toan trach nhiém s6 xuat — nhap — ton, tirc s6 lwgng hang hoa tr khi nhan cho dén khi
giao, trr trwong hop bat kha khang.

e Quan ly theo nguyén tac nhap truéc xuét truéc (FIFO)

e Hang ngay, cap nhat thdng tin giao nhan vao bao cao XNT

e Hang tuan, dbi chiéu sbé ton kho véi GS Logistics

e Giam thiéu hang trd vé nha may, muc tiéu 1 1an/ quy nhwng khéng dé lwu trir tai Kho qué 6 tuan.

Giao — nhan chirng tr giao hang (DO/ héa don) va Thu tién hang

e Hang ngay (tlr 1- 2 1an) ndp lai toan bd chirng tir cGia ngay giao hang hém trudc co chiv ky cua khach
hang cho cac BP lién quan (Logistics — DO lién vang; con lai glri K& Toan).

e TAt ca cac thong tin b4t thwong phai dwoc ghi ré trén DO.

e Trong ngay, néu cé cac phét sinh d&c biét phai cap nhat cho GS Logistics bang dién thoai/ tin nhan/
email.

e Chiu trach nhiém quan Iy thu tién tlr cac nhan vién giao hang, d6i voi nhirng don hang “tién mat khi
giao hang” va hoan tra lai K& Toan tré nhat 1 ngay sau d6. Bao dam hoan tra di cho Cong ty, trir bat
kha khang sé do Co quan c6 tham quyén can thiép, lam r6.

e Kiém tra sw day du chi¥ ky nhan hang ctia khach hang trén cac chirng tir giao hang tra vé tlr cac NV
giao hang.

Tuan tha cac quy dinh

e Tuyét déi tuan tha nguyén tac — c6 chirng tr mai giao hang (tbi thiéu 1a Lénh Giao Hang)

e Tuan thd hwéng dan cia BP Kho/ An toan cia Cong ty vé cdng tac vé sinh/ xong trung, ddm bao Kho
ludn trong tinh trang bao quan tot nhat

e B&o céo kip thdi cac van dé phat sinh dé tranh gay hw héng hang héa ho&c céc rii ro khéc.

e Dam bao quy tdc PCCC trong kho.




