HUYNH PHUONG NGAN

Gidi tinh: N@

Ngay sinh: 13/08/1997

CAC KY NANG

Tin hoc vin phong:

- St dung thanh thao cac cong cu Word,
Excel, Power Point

Tiéng Anh:

- Kha nang giao tiép Tiéng Anh kha

Ky nang Teamwork:

- C6 kha néng lam viéc nhéom tét

Ky ning Hanh chinh - Van phong:

- Ho trg, xr Iy thong tin cho Khach hang
dat hiéu qua cao

DANH HIEU VA GIAI THUONG

2016: Giai Nhi cudc thi "I BET YOU CAN"

cap boi EQUEST CENTER.

CHUNG CHi

2017: Chirng chi tin hoc EISTH

SO THICH

Email: hngan4288@gmail.com

Website:

https://www.facebook.com/CunBongPan
bién thoai: 0818922895

bia chi: 12A Ton That Tung,
phuong Khuong Thugng, quan
bong ba, Ha Néi

HOC VAN

Pai hoc Luat Ha N6i, Nganh: Luéat hoc
09/2015 - 06/2019

Tot nghiép loai Kha

KINH NGHIEM LAM VIEC

CONG TY TNHH TAI CHINH MB SHINSEI, Chuyén vién
hanh chinh - Admin Khéi Van Phong
03/2022 - 03/2024

- Thue hién tuyén dung, ho trg ho so thu tuc, lvu trir ho so
nhan vién Céng ty (Quy mé Céng ty: 1200 nhan su);

- Giai dap, xtr ly phat sinh cua ngudi lao dong lién quan toi
tién lwong, bao hiém xa hoi;

- Thyc hién cham céng, dang ky ngay nghi phép, dédng ky
ngudi phu thuéc cho CBNV;

- Soan thao, chuén bi ho so tai ky, hod so nghi viéc, thanh ly
hop déng lao dong cho nhan vién;

- Luu trir cong van, gidy to, tai liéu, ho so, hgp dong cho
Cong ty;

CONG TY C6 PHAN VINCOM RETAIL, Nhan vién kiém
soat Hop dong:
12/2020 - 02/2022

- Quan ly ho so, chirng twr, xr Iy s6 liéu ton dong;

- Phéan loai chirng tir theo murc do rui ro cadn dday nhanh tién
do6 hoan tra;

- Tiép nhan ho s, sang loc nhirng rng vién du tiéu chi
tuyén dung;

- Soan hgp déng thir viée. Hudng dan cho nhan vién méi vé
cac quy dinh, lvong thudng va chinh sach cong ty.

- X ly cac chinh sach boi thudng, phat khi vi pham quy
dinh, hop doéng.


https://www.facebook.com/CunBongPanda/

Boc sach - Quan ly don xin nghi viéc cua ngudi lao dong.
Du lich -
Thé thao
MY KINGDOM - ClL’A HANG PO CHOI, Nhan vién ban
hang - thu ngan
08/2016 - 12/2017
- Tu vén, ban hang, gisi thiéu san pham cho Khach hang;
- Thuye hién kiém kho, quan Iy méa san pham;
- Lam bao cao nhap xuéat tén hang;
- Thu ngan, theo déi va quan ly ctra hang.
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