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Chuyén vién Phép ly & Nhan su;

CONG TYCG PHAN TU VAN VA DAU TU bIA oc HOP
NHAT

*Vé nhan su:

- Quan ly hé so lao déng, sép xép phan loai luu tri hé so
lao déng.

- Thuc hién thu tuc ké khai bao hi€m xa hoi:

+Bao tang, gidm lao dong.

+Bao tang muc dong, giam muc dong BHXH

+ Lam ho so d8i nai kham bénh trén BHYT cho ngudi lao
déng

+Lam ho sa thai san, ho so dudng suc sau sinh

+H6 so chuyén quan BHXH cho cong ty

+ Chét s6 cho nguai lao ddng, yéu cau cép bd sung, sta
déi to rGi BHXH cho ngudi lao dong.

- Tuyén Dung nhan sy

- Tinh luong cho nhéan vién (quy md khodn 40 nhan su).
- Cong doan: thuc hién dé xuat ché do cho can bd nhan
vién, I&, t&, t6 chuic sinh nhat, team building, qua cho
can bd quan ly tai dia phuang.

- Thuc hién cac cong viéc thu mua, quan ly van phong
pham

- Ké khai tinh hinh st dung lao ddng doanh nghiép

- HO6 trg nhan vién, ngudi lao déng trong tat ca cac van
dé lién quan dén

nhan sy, hgp dong, ché doé phuc Igi, tién luong.

- Tiép nhéan, x ly tat ca cac van dé lién quan dén diéu
ludt lao déng,

chinh sach.

- La cau ndi lién két gitta nhan vién va BGD.

- Bao tao héi nhap nhan vién mai vao cong ty

* V& Phap Ly

- Ra soat, tu van cho ban giam déc cac hop dong kinh té,
hop dong hop tac dau tu, hop dong bao tiéu, hgp dong
thi cong, hop déng thué van phong.

- Ti€p nhan, cap nhat, theo ddi, luu trl ho sc phap ly cla
cong ty.

- Soan thao thu mai hgp tac

- Tryc ti€p lam viéc vai cac sd ban nganh nai cong ty
hoat dong.

- Soan thao gidy uy quyén, cac quyét dinh bé nhiém,
cac théng bao,bién ban cudc hop.

- HO trg tu van, nghién clu cac van dé phap ly lién quan
dén cong viéc cua cac phong, ban.

- Tham gia y ki€én vé mat phap ly xay dung ndi quy, quy
ché, quy dinh quan ly ndi bd cua cong ty.

- Tu van ho sa thanh l13p doanh nghiép, thanh 1ap ho
kinh doanh, thanh Iap dia di€m kinh doanh, thay d&i ndi
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dung dang ky kinh doanh cua tat ca cac loai hinh doanh

nghiép. )

- Tu van huy gidy phép dang ky kinh doanh, huy hé kinh e LéThiNgoc Tuyén

doanh. o Cong ty C6 Phan Tu Van Va Bau Tu
- Tu van ban giam doc thu tuc dang ky bao ho thuong bia Oc Hop Nhat

hiéu, nhan hiéu, stra d6i dang ky nhan hiéu. - L, "
' ' gxy ' Téng Giam boc

" 01-2021- 02-2023 [

Nhan vién phap ché
CONG TY TNHH TM XNK AN AN

- Ra soat, tu van cho ban giam déc cac hop dong mua
ban, hgp dong thué nha.

- Ti€p nhan, cap nhat, theo ddi, luu trd hgp dong.

- Soan thao gidy uy quyén, hgp déng lao déng nhan
vién.

- HO trg tu van, nghién clu cac van dé phap ly lién quan
dén cbng viéc cua cac phong, ban.

- Tham gia y ki€n vé méat phap ly xay dung ndi quy, quy
ché, quy dinh quan ly ndi bd clua cong ty.

- Tu van ho so thanh 18p doanh nghiép, thanh 1ap ho
kinh doanh, thanh Iap dia di€m kinh doanh, thay d&i ndi
dung dang ky kinh doanh.

- Tu van huy gidy phép dang ky kinh doanh, huy hé kinh
doanh.

- Tu van ban gidm doc thud tuc dang ky bao hé thuong
hiéu, nhan hiéu, stra déi dang ky nhan hiéu.

- Théng bao nhac ng cho khach hang.

- Thuc hién thu tuc ké khai bao hi€m xa hdi, ké khai tinh
hinh s dung lao dong doanh nghiép,....cac cdng viéc
khac dugc giao.

= HOC VAN

10-2016 - 10-2020

TRUGNG DAIHOC MG - Thanh phd Ho Chi
Minh

LUATHOC

. Loai t6t nghiép: Trung binh kha

Cunhan Luat - bai hoc chinh quy

06-2022 - 12-2023
HOC VIEN TU PHAP - Thanh phé H6 Chi Minh
LUATSU

. Loai t6t nghiép: Trung binh kha
bao tao chinh quy;
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THE SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness

THE PRESIDENT OF
HO CHI MINH CITY OPEN UNIVERSITY

has conferred

THE DEGREE OF BACHELOR

LAW
Upon: @m ‘Glu @W @mmg
Date of birth: 13 October 1998
Year of graduation: 2020

Degree classification: Ordinary

Given under the seal of
Ho Chi Minh City Open University
Ho Chi Minh City, 15 December 2020

Serial number: MIBS6 (002773
Reference number:  115-20/CQLA16BDH

CONG HOA XA HOI CHU NGHIA VIET NAM
Dic 1dp - Ty do - Hanh phuc

HIEU TRUONG
TRUGNG DAI HOC MO THANH PHO HO CHI MINH

cﬁ'p
BANG CU NHAN
LUAT
Cho: Doan Ghi Chiy Dusng
Ngay sinh: 13/10/1998

Nam t6t nghiép: 2020

Hang tbt nghiép:  Trung binh

Thanh pho Hé Chi Minh, ngay 15 thdng 12 nam 2020
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S6 vao sb goc cap van bang:  115-20/CQLA16DH
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BO TU PHAP CONG HOA XA HQI CHU NGHIA VIET NAM
HOQC VIEN TU PHAP Péc lap - Tr do - Hanh phiie
GIAM POC
HOC VIEN TU PHAP

Chimng nhan: Ong (Ba) Poan Thi Thily Duong

Sinh ngay 13 thang 10 nam 1998

Don vi cong tac (noi cu tri): Xa Minh Dire, huyén Mo
Cay Nam, tinh Bén Tre

D4 hoan thanh chuong trinh: Dao tao nghé luat su

Xép loai: Trung binh kha

Tir ngay 18 thang 6 nam 2022

Dén ngay 29 thang 01 nam 2024

Ha Ngi, ngay 29 thdang 01 ndam 2024
75U P GIAM DOC

S6 higu: 18165/2024/L8
S0 ngay vao so: 189/QD-HVTP



CONG HOA XA HQI CHU NGHIA VIET NAM
Doc ldp - Ty do - Hanh phiic

CHUNG CHIi
UNG DUNG CONG NGHE THONG TIN CO BAN
Cép cho: (Peoan g’l’i g’:&y (Duhhg,
Sinh ngay: 13/10/1998 Noi sinh: Bén Tre

Pat yéu cdu bai thi (g dung cong nghé thong tin co ban tai Hoi dong thi:
Trung tdm Tin hopc — Tritdng Pai hoc Su pham K5 thugt TP. HS Chi Minh
Két qua: Diém tric nghiém 6.0 Diém thyc hanh 7.0

TP. Hé Chi Mi

hugday 30thang 05nam 2023
ol &

S6 hicu: SPK.CB 010891

S6 vao sé cip chimg chi: CB/1412/23/02350 JS. L& Viin Vinh



BO GIAO DUC VA DAO TAO

CHUNG CHI
UNG DUNG CONG NGHE THONG TIN CO BAN




