SALE ADMIN - OOH

CONG TY CO PHAN D-NATION

HOT Hiring

Salary

8,000,000 - 10,000,000 VND

Company Information

Company Name: CONG TY CO PHAN D-NATION

Industry: Marketing & Communication (Truyén Thong & Marketing)
Address: 479/2C Tan Hoa Bong, KP 49, Phudng Binh Tri Déng, TP H6 Chi Minh, Viét Nam.
Website: https://dnation.vn/

Work Location: HG6 Chi Minh
Recruitment 1 positions
Quantity:

Job Level: Junior

Job Type: In office

Required Skills

Customer Service (Cham séc khach hang)

Quotation Preparation (Chudn bi bang béo gia)

Excel/Google sheets

Word Giao tiép

Contract Management (Quan ly hgp déng)



Job Overview

1.1. H6 tro Sale & lam viéc véi khach hang

e Ti€p nhan théng tin yéu cau tir bd phan Sale/khach hang.

e Trao déi, phan héi khach hang vé bdo gia, hgp déng, hé so theo phan cong.
e Theo doi ti€n do lam viéc véi khach hang tir IGc bdo gid dén khi ky hgp dong.
e T6ng hop bdo cdo tuan/thang theo yéu cau clha Trudng bd phan.

1.2. Lap bao gid & hé so ban hang

e Soan thdo bdo gid quang cdo OOH theo form cong ty (billboard, LED, pano, man hinh...).
e Cap nhat, diéu chinh bdo gia theo yéu cau cla Sale/khach hang.
e Chuan bi hé so chao gia, proposal, bang vi tri, hinh anh minh hoa.

1.3. Soan thdo & quan ly hop déng (néu cé theo chi dao cua Sale)

¢ Soan thao hgp déng, phu luc hop déng, thanh ly hgp déng theo mau.

e Theo doi tinh trang ky két hgp déng véi khach hang.
1.4. Theo do6i thanh todn & céng no

e Theo doi ti€n do thanh todn cla khach hang theo hgp déng.

e Phéi hop véi bd phan ké todn doéi chi€u céng ng, nhac khach hang thanh toan ding

Job Requirements

e DO tudi 31 tudi

o T6t nghiép Cao dang/Pai hoc cac nganh: Quan tri kinh doanh, Kinh té&, Hanh chinh, Marketing hoac lién quan.

e Cé6 kinh nghiém it nhat 1 nam Sale Admin / Admin kinh doanh / H6 trg ban hang, uu tién tirng lam mang OOH
e Thanh thao Word, Excel; biét lam bao gid, theo déi hgp dong.

e Can théan, cht dong, c6 trach nhiém, lam viéc véi sé liéu tot.

e K¥ nang giao ti€p va phéi hgp véi khach hang, bé phan Sale.

About Company

Pia di€m: S6 479/2F Tan Héa Péng, Khu phé 49, Phudng Binh Tri Péng, Thanh phé Hé Chi Minh, Viét Nam
Thai gian lam viéc: t2-t6: 08h-12h va 13h-17h; t7: 08h-12h

e Thu nhép hap dan: Luong: 8-10tr + phu cap

e Phuc Igi day da: BHXH, nghi phép nam, |1& Tét theo quy dinh.

e Moi trudng chuyén nghiép: Tré trung, hé trg nhau, cé co hdi phat trién va thang tién.

o Dao tao va phat trién: Dugc dao tao kién thirc san phdm va ky néng kinh doanh.
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