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S6: 2 0 7 7/TB-VNL-P1 Ha N0i, ngety 09 thcing 11 nam 2020 

THONG BAO 
Ye viec tuyen citing nhan vien le tan 

Vien Nang hieing thong bao tuyen dung: 

1. Chi tieu va vi tri viec lam can tuyen: 
- So luting can tuyen: 01 nhan vien le tan 
- MO to cong viec cua vi tri tuyen dung: 
+ Hang ngay gap g"6 va giao tiep vbt khach trong nu6c va qu6c to den giao 

dich va lam viec tai Vien. 
Tivc le tan, true lien thoai, don tiep khach, cung cap thong tin co ban, 

htrong dan tai cac be phan lien quan, lien lac va sap xep de khach c6 the lam viec 
v6i cac Lanh dao Vien, Lanh ciao cac don vi va can be cong nhan vien trong Vien. 

+ Phoi h9p vai Van thu thkrc hien cong tac van thu, cong tac trinh 1c)',  van ban 
cua Lanh dao Vien. 

+ Phoi hop, ht; trg cac be phan phong ban khac bao dam trien khai hieu qua 
cac cong viec va bao dam tuan thil Noi quy, Quy the quan13',  cua Vien. 

+ Thvc hien cac cong viec khac do Lanh dao phan ding. 

2. Dieu kien dg tuyen 
2.1. Dieu ki'en, tieu chuAn chung: 
Ngtroi c6 du cac dieu kien, tieu chuan sau day khong phan biet dan tOc, thanh 

phan xa hei, tin ngu6'ng, ton gido &rot dang Ic3'T du tuyen: 
a) CO met que)c tich la quiic tich Viet Nam; 
b) DU 18 tu6'i tro• len; 
c) CO don du tuyen; c61 ,  lich r"O rang; 
d) CO pham chat chinh tri, dao dire tot; 
d) D6 sire lchoe de thkrc hien nhiem vu. 
2.2. Tieu chuan theo yeu eau vi tri dkr tuyen 
- Co bang tot nghiep Trung cap/Cao dang/Dai hoc; 
- Tu6i tir 22-27; 
- Nit,ngoai hinh ua nhin, cao 1.6 trey len; 
- Khong not gi9ng dia phuang, not ng9ng, not lap..., 
- Ky nang ding viec: 
+ Kha nang giao tiep tot. Tieng Anh giao tiep. 
+ U'u tien da c6 kinh nghiem lam viec tai cac tea nha van phong, co quan... 

1 



TL. VIN TRU'ONG 
ONG TO CHITC-HANH CHINH 

ONG PHONG 

Xuan Plurung 

2 

- Sir dung thanh thao tin hoc van phong. 
- Mgi irng vien deu phai qua phong van va sat hsch. 
2.3 TWA gian lam viec va quyen 19i 
Logi cong viec: Toan thei gian co dinh 

- Lam 8h/ngay, nghi ngay Thd 7, Chit Nhat. 
- Mirc luang thoa thuan. 
QuAi 
-Ducle hugng the de phut Igi chung cda Vien. 
- Dugc huerng ddy du cac the de theo BO Lust Lao DOng hien hanh. 
- Dong BHXH va cac the de nghi theo quy dinh cda nha nuac. 
- Dugc dao tao nang cao nghiep vu, lam viec trong moi tn.rerng chuyen nghiep 

nang Ong. 

3. Quy trinh, thri gian tiep nhan hO sa dkr tuyen 

3.1. Tie'', nhrin ho sa 
-111"ng vien nep 116 sa tai Phong TO chdc hanh chinh tix ngay 09/11/2020 -

16/11/2020. 
3.2. Thanh phjn ha so 
- Dan xin viec (viet tay); 

Ban Sa yeti 1y lich to thuat theo mau co xac nhan trong thai han 30 ngay}  
tinh den ngay nep ho sa; 

- Gidy chung nhan sdc khoe do co quan y to cc') thdrn quyen cap trong 
han 90 ngay tinh den ngay nep he so (ban goc); 

- Ban sao Gidy khai sinh; 
- Ban sao cac van hang chdng chi (cong chimg) 

4. Thai gian to chterc phong van: 
Du kien to chdc cuOi thang 11/2020. 
Hei dOng tuyen dung khong tra lai ho sa doi voi dng vien Ichong trdng tuyen. 
Dia chi lien he: Phong To elide Hanh chinh - Vien Nang lugng, Tang 2, SO 6 

PhO Ton Thdt Tung, Phugng Trung Ttr, Quail Wing Da, Ha Nei. 
Cac thong tin lien quan ve tuyen dung lao &Ong lien N d/c Dam Thi A, dien 

thosi: 0902 205 545./. 
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Noi nh(tn: 
- Cong th6ng tin VNL; 
- Ltru: P 1. 
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