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3- MAU BANG MO TA CONG VIEC
TEMPLATE OF JOB DESCRIPTIONS

BANG MO TA CONG VIEC
(Pinh kém theo Hop ddng lao dong sé [[1] [ngay] [thang] [nim] dwoc ky gitta Cong ty [[]] va
[Ong]/[Ba] [[1])

THONG TIN CHUNG
Nguoi lao dong [Ho va tén]
Vi tri cong viéc: [T]
B§ phén: (-]
Bao c4o cho [Ong]/[Ba] [[]] — Chuc vu: [[]

MUC TIEU CONG VIEC

(Néu rd muc dich va mong doi cia Cong ty dbi voi vi tri ndy cho hoat dong kinh doanh ciia
Cong ty)

1. ]

2. 1]

CAC YEU CAU VE CONG VIEC

Trinh d6 hoc vén: (L]

Kinh nghiém lam viéc: (1]

Khac: [[1]
Mirc do trach banh gia

NHIEM VY CUTHE | Nl g e

phan, hd tro) d6 hoan thanh cong viéc)

1. [] [Toan bg] (1]

2. (0] [Mot phén] []

3. [] [HO tro] []
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Trong do:
* Toan bo: Chiu trach nhiém hoan toan cho két qua cta cong viéc.
* Mot phan: Chiu trach nhiém mot phan cho két qua cua cong viéc.

* HO tro: HO tro cho ngudi phu trach lién quan doi véi cong viée cua ngudi phu trach.

MANG LUOI TUONG TAC

Poi noi Doi ngoai
[Quan Iy cap trén]

[

A Vi tri cia v
/ .. \
[Cép dudi] [Cép dudi]

[Tuy thudc vao vi tri.cong viéc ciia Nguoi lao dong, Cong ty can ¢ su diéu chinh Mang luéi
tuong tac cho phu hop].

Bang mo6 ta cong viéc nay duoc 1ap thanh 02 (hai) ban c6 gia tri phap ly nhu nhau va la mot
phan khong thé tach roi cua Hop dong lao dong dugc ky gitta Cong ty v6i [Ong]/[Ba] [e] vao
[ngay] [thang] [ndm]. M1 Bén s€ gilt 01 (mot) ban chinh lam cén ctr thuc hién.

Thay mat va dai dién Ngwoilao dong
Cong ty [o]

[Ho va tén] [Ho va tén]
[Chuc vu]
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JOB DESCRIPTIONS

(Attached to Labour contract No. [[]] dated [[]] entered into by and between [[]] Company

and [Mr.])/[Ms.] [[(1])

GENERAL INFORMATION
Employee: [Full name]
Position: []
Department: (]
Person to report: [Mr.])/[Ms.] [[T] = Position: [[1]

JOB GOALS

business activities)

(Specifying goals and expectation of the Company with regard to this position for Company’s

1. []
2. []
JOB REQUIREMENTS

Academic level: (]

Work experience: [[T]

Others: [1]
Level of Evaluation

DETAILED ASSIGNWENT | bl | Gy gy

support) job completion)

L[] [Full] ]

2. [] [Partial] [[1]

3. [] [Supportive] (]
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In which:
* Full: Taking full responsibility for job result.
* Partial: Taking partial responsibility for job results.

* Supportive: Supporting persons in charge in the jobs of such persons.

INTERACTION NETWORK
Internal External
affairs [Senior Manager] affairs
(] []
A Your v
/ position \
[Junior] [Junior]

[Subject to job position of the Employee, the Company needs to adjust the Interaction
Network].

These Job Descriptions are made into 02 (two) original copies having equal legal validity, and
is an integral part of the Labour contract entered into by and between the Company and
[Mr.]/[Ms.] [®] on [e]. Each party shall keep 01 (one) original copy for execution.

FOR AND ON BEHALF OF EMPLOYEE
COMPANY [e]

[Full name] [Full name]
[Title]



