MO TA CONG VIEC NHAN VIEN GIAO HANG

B6 phan Phong cung rng

Chtrc danh Nhan vién giao nhan

Ma cbéng viéc PCU-NVGN

Can bd quan ly trie tiép Trwdng phong cung &ng

I. Trach nhiém:

- Nhan hang hoa, hé so tai liéu day di theo yéu cau.

- Giao hang hoa, tai liéu hé so theo lich phan cong, theo yéu ciu
clia cac bd phan san xuét kinh doanh, ctia Trwdng phong.

- Kiém tra hang hoa, hd so, sau do ky vao phiéu xuat va sb giao
nhan (néu co).

- Ghi day da tén hang hoa, sb lwvong, noi giao, noi nhan, thdi han
vao sb giao nhan.

- Lwu gitr, van chuyén hang hoa, tai liéu hd so' can than. Trong qua
trinh giao nhan, mang — vac hang hoa can than tranh bj v&, rach,
ling Vv.v.

- Giao day du hang hoa, tai liéu hdé so cho ngu®i nhan, sau dé yéu
cau ky tén vao sb giao nhan ctia minh.

- Théng tin kip thdi cho cac bé phan lién quan dam bao hang hoa,
tai liéu hé so dwoc giao day da, dung thei han.

- Lap sb giao nhan gdm cac ndi dung: ngay, hang hoa — ching tu,
noi giao, noi nhan, thdi han, nguwdi nhan ky Trwedng phong thu
mua vé nhirng van dé phat sinh trong viéc van chuyén chirng tiy
va hang hod, xin y kién giai quyét.

- Chju hoan hoan trach nhiém vé hang hoa tr khi nhan cho dén khi
giao trir trwdng hop bat kha khang.

- Thwc hién cac céng viéc khac do Trwédng phong thu mua giao.

Il. Quyén han:



T chdi giao nhan nhirng loai hang hoda, chirng tlr khéng dung
theo quy dinh cong ty.

DPé xuét cac phwong phap, cach thirc lam viéc dé coéng tac giao
nhan dat hiéu qua.

lll. Bao cao va uy quyeén:

B&o céo cong viéc cho Thi kho.Tha kho dé b tri ngwdi thay thé.

IV. Tiéu chuan:

Trinh d& hoc van/chuyén mén: Cé bang twong dwong 12/12 tr&
|én.

Ky nang: Ky ndng giao tiép tét, Kha nang viét rd rang, sach dep.
Kinh nghiém: it nhat 1 ndm kinh nghiém & vi tri giao nhan hang
hoa.

Phadm chat ca nhan: Tac phong nhanh nhen, Cé strc khée tbt,
Trung thwc va can than.



