MO TA CONG VIEC
JOB DESCRIPTION

AG

Cong vngc. Chuyen vwn Phan tich h¢ ] Ngach/Grade: S

thong =~ Diém/Point. 13/14

Job Title . .

Pon vi: Phong quan ly ng P/B) phin Cong tac: | BP/T 0:

Division/Branch Department: Team

Cap trén Truec tiép: Quan ly/ Giam sat:

Direct Supervisor Management/S upervision

(Job title) S6 Nhan vién thudc quyen

Giam déc phong quan Iy n¢ Number of Subordinates
- Truc tiép/Direct: ..................
- Gian tip/In-direct: .................

MUC DICH CUA CFNG VIEC/ JOB PURPOSE B
Mo ti bang 1 cau vé Iy do TAI SAO Cong viée/Cong viée nay cin. tonixta i a?f‘Co)_‘g\
viéc/Cong viéc ndy déng gop nhu thé nao vao Muc tiéw/ Str ménh chung cua. td chite.
Summarise in one statement WHY this job exists; and how it contrlbutes to the overall
Mzsszon/Objectzve of the organisation. L

HO trg cho hoat dong xit 1y ng, phén tich va cung cép cac bao c4o ng qua han phuc vu nhu céu
xir Iy ng cua Phong quan 1y ng va céc bd phan lién quan. X4y dung céc chuong trinh quan ly
thong tin nham hd tro cbng tac xur ly ng tai ACB.
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CAC TRACH NHIEM THU'C THI CHINH/CRITICAL ACCOUNTABILITIES
Liét k& cac trach nhiém [Cac hoat d6ng chi chét va nhing két qua chinh] ma phai dat dugc @& muc tiéu cia cong viée duge hoan thanh. Péi véi
mdi hoat dong chinh , hiy dua ra cac cach do ludng (vi du: cac két qua) dé cho thiy duogc viéc hoan thanh thanh cong d6i vai hoat dong chinh
do.
List the responsibilities (Key Result Areas and the major activities) that must be achieved in order that the job purpose is fulfilled. For each
Major Activity, document the performance measure(s) (i.e., outcomes) which indicate successful accomplishment of that Major Activity.

CAC HOAT PONG CHINH CAC KET QUA PAU RA
MAJOR ACTIVITIES OUTCOMES
Phan tich v quén Iy h¢ thong co s& dit ligu: - H¢ thong dif liéu day du, chinh x4c, dap tmg nhu cu
- Xay dung, quan ly hé thong thong tin dit liéu thu ng (MIS thu no); nguoi dung va dap tng kip su thay doi

- Phan tich cic bao cao/danh muc no phuc vu cong tic quan ly ng;
- Xay dung, quan ly, nang cap, cai tién cong cu kiém soat, do hrong chit
luong, hi€u suat 1am viéc cuia nhén vién.

- B4o céo phi hop v&i nguoi ding dé co thé dua ra quyét
dinh trong viéc x1t 1y ng.

- Kiém soat duoc hiéu suit lam viéc clia nhan vién.
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U { LA LC/WORKING CONDITIONS
- Co thé lam viéc ngoai gi¢ theo sy phan cong, yéu cau;
- Thoi gian 1am viéc tai nhiém s&: 90%;

- Thoi gian di cong tac: 10%;

- Chd 1am viéc yén tinh, riéng biét nhim muyc dich thong tin dugc bao mat;
- Pugc cii dit cac phin mém chuyén mén cAn thiét cho nhu ciu cong viéc.

CAC GIAI PHAP (Néu c6)
_SOLUTIONS (If an

CAC THACH THUC CHINH/KEY
CHALLENGES

1. Du’o’c quyen duo’c ra quyét dmh trong pham vi cda céng viéc nay
Decisions within this position’s authority
Hay mo ta 1 hodc 2 quyét dinh dién hinh ma Ngudi ddm nhén Cong viéc ndy phai dua ra trong
pham vi cdng viéc dadm nhén.
Describe I or 2 typical decisions that the job holder has to make, in_the course of this job.
- Pugc quyen tim hiéu va xem xét nhu céu dir liéu cuia cac bd phén chirc nang;
- DPugc quyén tim hidu va xem xét cac van d& cuia hé thdng thong tin, dit liéu;
- Pugc quyen don doc nhic nho cong vigc cua nhén vién trong pham vi quan ly.
2. Nhirng quyét dinh cin phai cé ¥ kién tir cip trén
Decisions that require further instructions from superlor
Quyet dinh thay ddi nhu ciu dif liéu hién tai cia don vi;
Quyet dinh cach thuc thay d6i hé théng ctia don vi.
3. Hay néu ra cac dit liéu phan anh pham vi va mirc d9 cua cac hoat dong lién quan dén
cong viéc ddm nhin. (Nhirng dir li€u nay nén la cac con s6 c6 thé do lwomg dwgrc.)
List the data which will reflect the scope and scale of activities concerning the job. (These
should be quantifiable numerical amounts.)
- Hoan thanh cong viéc dung tién d6 duoc giao:
- S6 16i sai pham trong qua trinh thuc hién cOng viéc:

SO PO TO CHUC/ ORGANISATION CHART

Cip Qudn Ly Cao Hon Téng Giam dbc
/Direct Supervisor’s Manager

Cip Qudn Ly Truc Tiép PSéér; g(;cN
n

Direct Supervisor

Vi tri ciia chirc danh.
Position Chuyén vién
Phén tich hé thon

Cic vi tri bdo cdo truc tiép cho vi tri niy
Direct subordinates
(Ghi s8 lrgng Nhin vién thuge quyén trong ngodic)
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GG YU CAUCUA VI TRI/JOB HOLDER'S REQUIRE
1. Trinh d9 Hoc vin
Educational Qualifications

- Trinh d6 Pai hoc chuyén nganh: kinh té luong; Toan théng ké; Cong nghé thong tin; Kiém
so4t chét lugng, qui trinh; Tai chinh ngin hing hodc cdc nganh twong duong.
2. Kién thitc/Chuyén mén Cé Lién Quan
Relevant Knowledge/Expertise
- Str dung thanh thao cac phén mém: Word, Excel, PowerPoint...;
- C6 kha nang giao tiép bang tiéng Anh;
Str dung thanh thao cac chuong trinh phin mém tac nghiép;
Kién thire v& quan 1y va véin hanh hé théng thong tin (MIS);
Kién thirc vé tai chinh — ngan hang;
Kién thitc vé kinh té vi md, vi mo;
Kién thtre vé 1ap trinh;
Kién thte v& cc phin mém phan tich dit liéu (Stata, SPSS, Eview, SAS, SQL Server...)
3. Cac Ky Nang
Skills
- K§ ning giao tiép va ling nghe;
- K§ ning thuyét trinh;
- K¥ ning phong vén va dit cau hoi;
- K¥ nang dam phan va thuyét phuc;
- K§¥ ning quan ly thoi gian;
- K§ nang xur ly tinh hudng linh hoat;
- K§ ning sip xép cong viéc;
- K¥ nang soan thdo vin bén;
- K¥ ning thu thap, chon loc, phan tich va danh gia thong tin;
- K¥ ning nhin nhén va giai quyét van dé;
- Ky nang lap ké hoach va tb chirc thuc hién;
- K§ nang kém cip nhan su va hd trg ddng nghiép.
4. Cic Kinh nghiém Lién quan
Relevant Experiences
- Téi thidu 2 nim kinh nghiém lién quan dén linh virc quan 1y hé théng, 13p trinh, quén 1y dit
liéu, phan tich va béo céo.
- 1 nam lam viéc tai BP MIS/ CNTT tai cac ngan hang.
5. Cic Phim chit C4 nhin Cén c6
Personal Characteristic
- Trung thuc, cAn than, ti mi, chinh x4c trong cdng viéc;
Kha ning lam viéc dudi ap luc cao va kha nang lam viéc dc 1ap;
Tinh than h3 tro ddng nghiép va tinh than trach nhiém;
C6 kha nang bao mat thong tin;
C6 tinh chu dong, tinh than trich nhiém;
Tinh khéch quan, tinh than dong doi;
T4c phong chuyén nghiép, kién nhén, tip trung.

( 'MOI QUAN HE TRONG CONG VIEC Muyc dich/ Ly do
 WORKING RELATIONSHIP Purpose of Contact
Quan hé Bén trong To chirc
Internal relationship
- Céac don vi tai ACB/ df”)ng nghiép - Phéi hop thuc hién cong viéc
- Quan ly cép trén - B4o c4o va nhan chi dao trong qué trinh
xu 1y cdng viéc
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Quan hé Bén ngoai To chirc
External relationship

- Céc don vi bén ngoai tb chirc, ngudi ¢6 | -HJ trg, phdi hop thyc hién cdng viéc

lién quan theo qui dinh.
Puoc lap boi/ Written by: Ngay «2%.. thang _4.2... ndm . 204p.. Chitky O |
DPuoc duyét boi/ Approved by: Ngay,2Y... thang J.2.... nim o204 %, Chit ky_—_?Z/
C6 hiéu luc tw/ Effective date: Ngay O4.. thang 0.4... nim 220109,
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