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C6.ng vi$c: Chuy6n viGn PhAn tich hQ

ttriing
Job Title

NgqchlGradez S
Di}mlPoint: 13l14

Don vi: Phdng quin ly ng
Division/Branch

P/BQ ph$n COng trlc:
Departmentz

BP/T o:
Team

C6p tr6n Trgc ti6p:
Direct Supervisor
(Job title)
Gir[m tl5c phdng qufln ly ng

Quin lfl Girlm s:[t:
Management/Supervision !

56 Nhdn vi€n thuQc quY6n:

Number of Subordinates
- Tryc ti€.plDirect: ...........
- Gi6n ti\plln-direct: ........

MO TA CONG VIEC
JOB DESCRIPTION
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MH:r'ffif i:*'",8t"#ff111'r'3ffi"i',1/c6ng viQc ndv can t6n.tai; vd cdng

viQc/Cong vigc ndy tl6ng g6p nhu thi5 nio vio Mgc ti6u/ Sf mQnh chung cirtirtd chlfc. , ..
Summarise in one statiieit WHY this job exists; and how it contributes tq the overall

Mis s i on/Obj eb titve af,,the or ganis ation

H6 trg cho ho4t dQng xir ly rg, phdn tich vi cung cdp cilcb6o c6o ng qu6 h4n phpc vU nhu cAu

xu lj,ng cira Phong quin l!'ng vd c6c bQ ph4n li6n quan. Xdy dlmg c6c chucrng trinh qu6n li'
th6ng tin nhdm h6 trg c6ng t6c xu li'ng t4i ACB.
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cAc Tfu(CH NHIPM TH\,C THI CHiNIUCRITICAL ACCOI,NTABILITIES
Liet k€ c6. hech nhiem [CAc hoet dong chri ch6t vd nhtng kiit qun chinh] md phdi tl4t tluo. c dd mgc ti6u cria c6ng vi€c duq.c hoan thanh. D6i v6i
m5i hoat dOry chinh , hiy tlua m c6c c6ch do ludng (vi dU: c6c k6t qui) d6 cho thiy duoc viec hoan thdnh thanl c6ng d6i vdi hoat dong chlnh
il6.
List ,he respo sibilities (Key Result Areas and the major activities) that must be achieved in order that the job purpose is fulfilled. For each

Major Actiity, doctmerrt the perfor ance,heasure(s) (i.e., outcofies) uhich i dicate successful accomplishme ofthat Majot Activity.

CAC HOAT DQNG CHINH
MAJOR ACTIVITIES

CAC KET QUA DAU RA
OUTCOMES

Phin tich vir quin $ hQ thiing ccr sO dft liQu:
- XAy d\mg, quin lj'hQ th6ng th6ng tin dft liQu thu nq (MIS thu ng);
- Phdn tich c6c b6o circldanh muc ng phgc vg c6ng t6c quin ly rq;
- Xiy d*g, gudn 1j,, n6ng c6p, cii titin c6ng cu ki6m so6t, tlo luong ch6t
luqng, hiQu sudt ldm viQc cira nhdn vi6n.

- H0 th6ng dft liQu tIAy dtr, chinh xilc, diry img nhu cAu

ngudi dung vd tl6p rmg kip sU thay d6i

- B5o c6o phir hqp v6i ngudi dnng dC c6 thii dua ra quyiit
dfnh trong vi6c xir ly nq.

- Kitlm so6t duoc hiQu su6t ldm viQc ctra nh6n vi6n.
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@ theo sg phdn c6ng, y€u cAu;

Thdi gian lim viQc tai nhiQm sb:90o/o;

Thdi gian di c6ng thc: llYo;
Ch6 hm viQc y€n tinh, ri6ng biQt nhim mgc dich th6ng tin dugc bio mflt;

Duoc cii tlat c6c phin m6m chuy6n m6n cAn thi6t cho nhu cAu c6ng viOc.

cAc GIAI PHAP (N6u c6)
SOLUTIONS (If

CAC THACH THTIC CHINH/KEY
CHALLENGES

tlugc ra quy6t dinh trong ph?m vi cria c6ng viQc niy
Decisions within this position"'s authority

H6y m6 ti t ho{c 2 quyrit dinh di6n hinh mi Nguoi tlim nh4n C6ng vi6c ndy phdi dua ra trong

pham vi c6ng vi6c dim nhfn.
Describe I or 2 t.vpical decisions that the job holder has to make, in the course qf thisiob.

- Dugc quydn tim hiiSu vi xem x6t nhu cAu dt liQu cua ciic b0 phfln chric n[ng;
- Eugc ,iri,g, tim hi6u vd xem x6t circ v6n d6 cira hQ th6ng th6ng tin, dft li€u;

- Dugc quyen d6n d6c, nhic nho c6ng viQc cua nhin vi6n trong pham vi quin ly.

2. Nhfrng q"V6t tlinh cAn phfri c6 f ki6n tir c6p tr6n
Decisions that require further instructions from superior
- Qrygt dinh thay AOi ntru cAu.dir liQu hien tai cira don vi;
- Quyrit dinh c6ch thirc thay OOi ne thdng ctra dcrn vi.

3. Hfly nQu ra cic dir liQu phin 6nh ph4m vi vir mrfrc ilQ cria cic ho4t ilQng li6n quan d6n

cdng viQc ilflm nhfn. (Nhung dfr liQ; niy n6n li cdc con s5 c6 th6 tlo ludng tlugc./
List the duta which will reflect the scope snd scule of activities concerning the iob. (These

should be quantitiable numerical amounts.)
- Hodn thenh c6ng vi6c dirng ti6n dQ dugc giao:

SO l6i sai trong qu6 trinh thuc hiQn c6ng vi€c:
,CI 

ORGANISATION CHART

Cdp Qudn Ly Cao Hon
/Direct Supervisor's Manager

Ciip Qudn Ly Tryc Tiip
Direct Supervisor

Vi ffl crta chtbc dunh.
Position

Cic v! tri btio crio tryc fi6p cho v! tri ndy
Direct subordinates
(Ghi s6 luqng Nhin vi6n thuQc quydn trong ngo{c)

Tdng Gi6m d5c

Gi6m tl6c
Phong QLN

r+
Chuv€n vi6n ll

Pnan ticfr hC th6ne ll

i.J }iANG\

JilG MA
j pxAnr
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1. Trinh tIQ Hgc vin
E du c ati o n al Qu alifi c atio n s

- Trinh d0 Dai hoc chuy6n ngdnh: kinh t6 luqng; To6n th6ng k6; C6ng nghQ th6ng tin; Ki{im
so6t chAt luqng, qui trinh; Tdi chinh ngdn hllg hoac c6c ngdnh tucrn

thf'c/Chuy6n m6n C6 Li6n Quan
Relevant Knowledge/Expertise 

.- Su dung thdnh thao citc phAn m€m: Word, Excel, PowerPoint...;
- C6 khe ndng giao ti6p bing ti6ng Anh;
- Su dUng thinh th4o c6c chuong trinh phAn mdm t6c nghiQp;

- Ki6n thirc v6 quin ly vd vAn henh he th6ng th6ng tin (MIS);
- Ki6n thirc v6 tii chinh - ngAn hing;
- Ki6n thuc vd kinh t6 vi m6, vi m6;
- Ki6n thric vC lap trinh;
- Ki6n thirc vC cric phAn mdm phdn tich dfr liOu (Stata, SPSS, Eview
Cfc Ki NIng
Skills

- K! ndng giao titip vd ling nghe;
- K! nang thuy0t trinh;
- K! n[ng phong vin vd dflt cAu h6i;
- K! ndng tlim ph6n vi thuytit phuc;
- K! ndng quAn lj'thoi gian;
- K! ndng xri l! tinh hu6ng linh hoat;
- K! nlng sdp x6p c6ng vi6c;
- K! n[ng soan thdo vdn bin;
- K! ning thu thfp, chon lgc, phin tich vd d6nh gi6 th6ng tin;
- K! ndng nhin nhfn vd giii.quyCt vdn d6;
- K! ndng lpp kC ho4ch vd t6 chtic thgc hiQn;

- KV n[ns kdm cdp nhAn su vd h6 tro ddne nehi0p.

4. Cic Kinh nghiQm Li6n quan
Relevant Experiences

- TOi thi6u 2 ,a- mrn nghiQm li6n quan tt6n Hnh v.uc quin lj'hQ th6ng, lfp trinh, quin ly dt
liQu, phdn tich vd b6o c6o.
- 1 n6m ldm vi0c tai BP MIS/ CNTT tai cic ngAn h

Cdc Phim ch6t Ci nhin Cfln c6

Personul Characteristic
- Trung thuc, cAn thfn, ti mi, chinh x6c trong c6ng viQc;

- Kha ndng lim viQc du6i 6p lgc cao vd khi n[ng lim viQc dQc lap;
- Tinh ttrAn tr6 trg d6ng nghiCp vd tinh thAn tr6ch nhiQm;

- C6 khe ndng b6o mft th6ng tin;
- C6 tinh chri dQng, tinh thAn trAch nhiem;
- Tinh kh6ch quan, tinh thin d6ng ttQi;

M6r euANr4 rRoNG cONc ym. c

Quan hQ BGn trong T6 chfc
Internal relationship

- Cicdon vi tai ACB/ d6ng nghiQP - Ph6i hop thuc hi6n c6ng vi6c

- Quin lj'c6p tr6n - 86o c6o vi nh4n chi d4o trong qurl trinh
xir lf c6ne viOc
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Quan hQ BGn ngoii T6 chrlc
External relationship

- CLc dcrn vi b6n ngoii t6 chrlc, nguoi c6
li6n quan

- H6 tro, ph6i hqp thlrc hiQn c6ng viQc

theo qui dinh.

Duoc lfp bdi/ Written by:

Dugc duyQtbbil Approved by:

C6 hiQu lgc tul Effective date:

Ngdv./9... th6ng ) l-... nam .JA1.6. ctru ti,

Nedy 01... thing .il.... "e* .c/C.11..

1>

QF-01/TD-09.t2 5ls


