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SO~N THAo

VAN KIM THANH

I. PHAN PHOI:

STT B(>PB~ TRAcHNH~M SL xAc GHICHU
~ NH~N I!l

1 BLI> Ban T6ng Giam d6c cong ty 01 x

2 Truong ban ISO 01 x
3 Thir ky ISO 01 x Bfm g6c

4 PHCNS Truong phong 01 x

5 PMH Truong phong 01 x

6 PKT Truong phong 01 x

7 PCSKH Truong phong 01 x

8 PKCS Truong phong 01 x

9 PKTH Truong phong 01 x
10 NMSX Giam d6c san xuat 01 x



HCNS-QD01 (Quy dinh SlYdl.mg chuonq trinh giao ti~p SKYPE)

II. C4P NlI4 T QUA.TRiNH THA Y DOl

STT PHAN NQIDUNG SOATXET
NGAy

THAYD61 Hq:ULV'C

III. NQI DUNG

1. MUCDicH:

- Tao di~u kien thuan 19itrong viec giao tiep cong viec hang ngay nhanh ch6ng,

kip thai va ti~t kiem chi phi.

Giup cho nhan vien hi~u ra quy dinh va tuan thu v~ trang thai dang nhap, thai

gian tra loi tin nhan, each d~t ten danh ba, nh6m, ...

- Liru Iai cac tin nhan quan trong.

- C6 sir thong nhdt v~ each d~t ten nham giup nhan vien tim kiem dia chi muon

lien lac thuan tien, nhanh ch6ng.

2. PHAM VI A.p DUNG:

- Ap dung cho toan b9 CB-CNV, khi giao ti~p giai quyet cong viec trong cong ty.

- Yeu cfiu cac cdp quan ly va toan b9 Kh6i kinh doanh (tnr cong nhan Kho

Thanh pham) sir dung chuang trinh SKYPE nhu la mot chuang trinh b~t bU9C

trong giao ti~p khong th~ thieu nhir cac giao ti~p hien nay: di~n thoai, email.

3. NQIDUNG:

3.1. GiOithi~u v~ chuong trinh giao ti~p SKYPE

SKYPE la chuang trinh h6 tro ngiroi dung k~t n6i voi gia dinh, ban be, d6ng

nghiep, d6i tac kinh doanh, ... mot each nhanh ch6ng. SKYPE con dircc dung

d~ giri t~p tin hay thiet l~p cac CU9Cgoi hop h9i nghi ...
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SKYPE la mot irng dung sir dung cho ca may tinh d~ ban PC, laptop, may tinh

bang hay cac di~n thoai Smartphone.

Ban c6 th~ tu download va cai d~t chuang trinh mi~n phi tai:

www.skype.com

www.skypevietnam.com

3.2. Quy djnh v~ trang thai dang nh~p SKYPE:

Sau khi cai d~t / dang nhap thanh cong vao chuang trinh SKYPE, yeu cfru cac

CB-CNV khi sir dung phai chu y thiet l~p trang thai dang nhap nhir sau:

Trang gio lam viec, phai luon d~ mo SKYPE

Twang hop cong viec binh thuong thi d~ trang thai mau xanh "Online".

Twang hop vang mat tai ban lam viec thi d~ trang thai rnau yang "Away",

Twang hop c6 mat tai ban lam viec nhung cfrnhan chS trao d6i cong viec thi

phai d~ trang thai "Do not disturb".

Cali View Tools Help

Online Status ~ 0 OnlineI~-.~~------~~.~~
Profile Away

o Do Not Disturb

o Invisible

o Offline

Privacy ...

My account

Buy Skype Credit ...
@ Set up CaIr Forwarding ...

Change Password ...

Sign Out

Close

CONTACTS RECENT

Trang qua trinh lam viec (a trang thai online), nSu nhan diroc tin nhan cua d6ng

nghiep, d6i tac hay khach hang, ·CB-CNV phai tra loi ngay, cham nhfit la 30

phut.
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3.3. Quy dinh v~ each d~t ten danh ba (khong b~t bUQc):

M6i CB - CNV tu quan 1ydanh ba trong Uti khoan SKYPE cua minh.

Khuyen khich CB-CNV khi d?t them ten d6ng nghiep ho?c d6i tac (khach hang,

nha cung irng) trong danh ba nen vi€t in hoa c6 ddu va c6 cu phap nhu sau:

+ MA CONG TY.PHONG BAN ....HQ TEN nAy nu

+ MA nOI TAc ....HQ TEN nAY nu

LUll y:.... la khoang trang
Q Skyp.~ • v.nlcimth4nh

Skypt D.nh b. CuQc h~i tho,i GQi Xem C6ng c~ Trq giup

o x

PN.HCNS VAN KIM THANH

0. TIml:iem ~
TlE;NPHOHG~.., Cactal ~hoan vankimthanh COn.g-khai

Quan"

• Trang eflU li' GQi + Moi Tim tung (smll1c)https:/tnhuatltnphong,amls.vn

DANH BA <;AN DAv
I !

•
Oltn thoaf 6t 60n9 .&4979328707

M~cuath(Ch Dien thoiji nh.a Them56 difn thO~[

~,* Keo cac lien Joe vao 6<ly

Thay dol hloh

Cong khat .•.

TS\d .•.

Ouan Iy tai khoan cua t6i )

o
BOD Mr Dung

nn dvng Thu~ bao

BOD Mr Hai GQi ngU'l11ma b{Hl muon, khi rna
b~n muon

• GQis6 di d9n9 va cd lSinh tr~n
khip thE g"li
• GUi tin nhAn SMS va truy ,tp

GQi tMt nhil!:u? Luu tMt nhieu ...
• Gill coQc gQi Ie "hit
• Kh6ng eln urn kit dAi ban
Oin9 kY thue bee

800 MrNgon
~.ktg,(om.vn

+ Bang mo ta ky hieu don vi:

SIT Ten don vi Ky hieu

01 Cong Ty CP Nhira Tien Phong TPNPhiaNam
02' Cong Ty CP Nhira Ti8n Phong NTP

03 Cong ty Tin My TM

04 Cong ty Tin Kim TK

05 Cong ty Khai Toan KTG

06 Khachhang Ky tu vi€t t~t cua d6i tac, khach
hang, co quan nha mroc ...

07 D6i Tac VD: Cong ty Tan Giang - ghi la: TG
Bao Hi~m Xa H9i - ghi la: BHXH

l~
H)
\,Ii
ll'
PE
\.1'
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+ Bang quy dinh ky hieu phong ban:

STT Ten phong ban Ky hi~u theo
quy trinh Ki~m soat Uti lieu

01 Ban lanh dao BLD

02 Hanh chanh nhan sir HCNS

03 K€ toan KT

04 Mua hang MH

05 Kinh doanh 1,2,3,4,5 KD 1/2/3/4/5

06 Marketing MAR

07 Cham s6c khach hang CSKH

08 Kho Thanh Pham KHO

09 San xuat SX

10 KyThu~t KTH

11 Quan ly ChAt hrong QLCL-
Vi du:

STT Di~n giai Ky hi~u

01
Anh Hoang Trong Kim thuoc

TPN.SX HOANG TRQNG KIM~a may san xuAt Cong ty Nhl,la
Tien Phong phia Nam

02
Anh N guy8n Bao Quoc thuoc

TPN.KD1 NGUYEN BAa ouocPhong Kinh doanh 1 Cong ty
Nhua Ti~n Phong phi a Nam

03 Anh Tran Thanh Tli Cong ty Tin TM TUN THANH ru
My

3.4. Quy djnh v~ tao nh6m:

D6i voi nh6m diroc tao ra d€ trao d6i cong viec gitra cac phong ban phai c6

Ban lanh dao va cac Quan ly Phong / Kh6i / BQ phan.

D6i voi nh6m diroc tao ra d€ trao d6i cong viec nN bQ cua phong phai c6 thanh

vien la Truong phong hoac Truong bQ phan.

D6i voi nh6m trao d6i cong viec gitra cac bQ phan voi nhau phai c6 thanh vien

la cac Truong phong hoac cac Truong bQ phan.

Khi c6 nhu cdu tao nh6m d€ trao d6i cong viec, ngiroi tao nh6m cdn xin y kien

cua Truong Phong/ Truong bQ phan, TPITPB xem xet n€u cdn thiet va ten

nh6m chua t6n tai thi l~p nh6m.

\-d
o
A
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3.5. Quy djnh each d~t ten nh6m:

Ten nh6m trong danh ba phai vi€t hoa c6 dau va dung cu phap sau:

+ "G"MA CONG TY. PHONG BAN ....MlJC TIED NHOM

+ "G"MA CONG TY ....Ml}C TIED NHOM

+ "G"MA cAc CONG TY ....Ml}C TIED NHOM

Bang me telky hieu nh6m:

STT Ten don vi Ma nhom

01 Nh6m chi c6 thanh vien Tien GTPN
PhongNam

02 Nh6m c6 thanh vien Tien Phong GTP
Nam va Ti€n Phong B~c

03 Nh6m c6 thanh vien Tien Phong GTPN + ill viet tat cuoi cung cua
Nam va d6i tac, khach hang d6i tac (vi du Ti€n Phong va Tin

My: GTPM)

Ten nh6m la muc tieu cua nh6m hoac me tel v€ cong viec c§n trao d6i, ten

nh6m do thanh vien c6 chirc vu cao nhat trong nh6m quyet dinh. Truong hQ'P

c6 nhieu ngiroi cung chirc vu thi dn thoa thuan d~t ten nh6m.

MQt s6 vi du:

STT Di~n giai Ten nhom

01
Thanh vien la nhan vien a Phong

GTPN.HCNS NGHi PREPHCNS Cong ty Ti€n Phong Nam va
muc tieu la xin nghi phep
Thanh vien la cac CB-CNV c6

02 nhiem vu giam sat va quan 1;' cong GTPN BAo cAo GrAM sAT
ty Ti€n Phong Nam va muc tieu
nh6m la trao d6i cong viec giarn sat

03 Thanh vien la Tien Phong Nam va GTPNG D! T HANG
Tan Giang, muc tieu la d~t hang

04 Thanh vien la Tien Phong Nam, Tin
GTPNMK GlAO HANGMy va Tin Kim, muc tieu la giao

hang
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3.6. Quy djnh v~ them bo thanh vien trong nhom:

Thanh vien c6 chirc vu cao nhat trong nh6m chiu trach nhiem v€ viec them

hoac bot thanh vien cua nh6m d6, thanh vien khac trong nh6m c6 th~ them

hoac bot neu diroc sir d6ng y cua thanh vien c6 clnrc vu cao nhat.

Them thanh vien vao nh6m: Muon them m9t thanh vien nao VaGnh6m dll c6

s~n d~ trao d6i cong viec. N guoi c6 clnrc vu cao nhat trong nh6m phai danh gia

ngoai cong viec hien tai ngiroi nay c6 lien quan gi nhtmg cong viec khac trong

nh6m khong? N€u lien quan d€n tat ca cong viec thi them vao, ngiroc lai tao

mot nh6m khac.

Bo thanh vien ra khoi nhom: Truong hop nhan vien nghi viec, Truong b9

phan c6 trach nhiem bo hoac nhac nhirng ca nhan lien quan be cac thanh vien

dll nghi viec ra khoi nh6m.!.
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