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JOB DESCRIPTION
BAÛNG MOÂ TAÛ COÂNG VIEÄC
	Job Description Title:  Quality Control Staff
Chöùc danh moâ taû coâng vieäc: Nhaân vieân kieåm haøng
	Location: Dong Nai, Viet Nam
Ñòa ñieåm: Ñoàng Nai, Vieât Nam 

	Office: Citigroup Ltd. Representative Office at Dong Nai
Văn phòng: Vaên phoøng Ñaïi dieän Citigroup Ltd. Taïi Ñoàng Nai
	Reports to:  QA Teams/QC operation manager
Baùo caùo: Đội Đảm bảo chất lượng/ Quản lý điều hành chất lượng


	JOB SUMMARY 
TOÙM TAÉT COÂNG VIEÄC 



To monitor all of the company’s products in the factories to ensure only good quality products are shipped.  To follow the companies quality standard and maintain open communication and good professional relationships between the factories and the company.
Giaùm saùt taát caû saûn phaåm cuûa coâng ty taïi caùc nhaø maùy ñeå ñaûm baûo raèng chaát löôïng saûn phaåm xuaát ñi trong ñieàu kieän  ñeàu toát. Theo saùt tieâu chuaån chaát löôïng cuûa coâng ty ñeà ra vaø duy trì  toát moái quan heâ giöõa nhaø maùy vaø coâng ty.

	ESSENTIAL DUTIES & RESPONSIBILITIES
NHIEÄM VUÏ CAÀN THIEÁT VAØ TRAÙCH NHIEÄM



% Time spent on jobs ((Thôøi gian hoaøn taát coâng vieäc)
40%   1.
Acknowledge the company’s quality standard. Follow the quality standard to check the quality of products in the factory.  Only allows good quality products to be shipped by container or airfreight.

If there is any problem with the products, QC should report to the QA Teams or QC operation manager on time so he or she can get help to solve the problem without needing to fight with the factory.

Hieåu roû chaát löôïng chuaån cuûa coâng ty. Theo saùt tieâu chuaån chaát löôïng cuûa coâng ty ñeå kieåm tra chaát löôïng saûm phaåm taïi nhaø maùy. Chæ chaáp nhaän cho xuaát nhöõng saûn phaåm ñaït yeâu caàu veà chaát löôïng baèng ñöôøng thuyû hoaëc ñöôøng haøng khoâng.


Neáu xaûy ra baát cöù vaán ñeà naøo veà saûn phaåm, QC neân baùo caùo tröïc tieáp cho ñoäi Ñaûm baûo chaát löông hoaëc giaùm ñoác ñieàu haønh chaát löôïng  ngay laäp töùc ñeå  hoï seõ giuùp giaûi quyeát vaán ñeà maø khoâng nhaát thieát phaûi coù xích mích vôùi nhaø maùy.
15%   2.
Acknowledge the company’s system. Follow up the shipping schedule in the factory according to what AS.com shows.  Push the schedule where needed. Help the production schedule team to check the production schedule in the factory and give their opinion on the factory’s schedule, if QC thinks that the factory’s schedule is not realistic, QC should give his own thought on the schedule.

If there is any problem with the schedule, QC should report to the office immediately so he or she can get help from the managing team to solve the problem.

Hieåu roû heä thoáng laøm vieäc cuûa coâng ty. Theo saùt lòch trình xuaát haøng taïi nhaø maùy döïa vaøo heä thoáng AS.com.Ñoác thuùc vieäc xuaát haøng khi caàn thieát . Giuùp ñôõ boä phaän kieåm tra lòch trình xuaát haøng cuûa vaên phoøng  ñeå kieåm tra lòch trình xuaát haøng taïi nhaø maùy vaø hoûi yù kieán cuûa nhaø maùy veà lòch xuaát haøng, neáu QC nghó raèng lòch xuaát haøng khoâng ñuùng thöïc teá, QC neân ñöa yù kieán cuûa mình veà lòch xuaát haøng naøy. Neáu coù baát kì vaán ñeà veà gì veà lòch xuaát haøng, QC neân baùo caùo laïi cho vaên phoøng ngay laäp töcù ñeå nhaän söï  giuùp ñôû töø  ngöôøi giaùquaûn lyù. 
5 %   3.
Acknowledge the office’s organization chart. Help the vendor to contact the right team or person if the vendor has any questions or problem with the company. Give satisfying service to the vendor.     


Bieát roû sô ñoà toå chöùc vaên phoøng. Giuùp ñôõ phía nhaø maùy lieân laïc ñuùng ngöôøi ñuùng boä phaän neáu nhaø  maùy coù baát kì thaéc maéc hoaëc coù vaán ñeà vôùi coâng ty. Luoân laøm nhaø maùy haøi loøng veà mình
10%   4.
Help the production schedule team to collect the daily shipping information and report back to the right person.

Gíup ñôõ boä phaän theo doõi xuaát haøng baèng caùch thu nhaäp thoâng tin haøng xuaát haèng ngaøy vaø baùo caùo laïi ñuùng ngöôøi.
10%   5.
Follow the company’s quality standard. Follow up on reports and  other information (R&A report, RP report;As.com report)which QC get from the office, make suggestions and initiate  ECOs that will benefit the company.

Theo ñuùng tieâu chuaån chaát löôïng haøng cuûa coâng ty.Theo doûi saùt caùc baûn baùo caùo vaø caùc thoâng tin khaùc (baûn baùo caùo veà saûn phaåm, baùo caùo veà haøng buø, baùo caùo cuûa AS.com) caùc baûn baùo caùo naøy QC laáy töø vaên phoøng, ñeà nghò vaø ñeà xöôùng nhöõng thay ñoåi cho saûn phaåm maø coù lôïi cho coâng ty.
5%__ 6.     Check the quality of RP, make sure the RP quality is good and RP packing is following our RP packing standard.


Kieåm tra chaát löôïng haøng phuï kieän, baûo ñaûm chaát löôïng haøng phuï kieän phaûi toát vaø caùch ñoùng goùi phaûi ñuùng nhö tieâu chuaån.
5%     7.         Report  directly to and send e-mail to QA Teams and office team of the factory’s performance.


Baùo caùo tröïc tieáp, göûi email cho ñoäi Ñaûm baûo chaát löôïng vaø nhaân vieân vaên phoøng veà hoaït ñoäng taïi nhaø maùy.
5%     8.
Follow the QA Team’s direction and fulfill the assigned tasks.




Laøm theo chæ daån cuûa ñoäi QA Teams vaø hoaøn thaønh nhieäm vuï ñöôïc giao.
5%     9.
Collect any information which the office requires from the QC about the factory or others. Such as sample measurement form, ECO form, RP cut form, intelligence form, power status of the factory form, airfreight measurement form etc. 




Thu nhaäp baát cöù thoâng tin maø vaên phoøng yeâu caàu töø nhaø maùy hoaëc nhöõng thoâng tin khaùc. Ví duï nhö  baûn ño chi tieát saûn phaåm, baûn ECO, baûn ñieàn veà haøng buø, baûn baùo caùo ñoái thuû caïnh tranh, baûn nhaân söï cuûa nhaø maùy, baûn ño ñaïc chi tieát ñi baèng ñöôøng haøng khoâng
	SCOPE OF RESPONSIBILITY 
PHAÏM VI TRAÙCH NHIEÄM


The QC is responsible for all of the above for Citigroup Representative Office in Vietnam.
Qc coù traùch nhieäm ñoái vôùi taát caû nhöõng coâng vieäc neâu treân ôû vaên phoøng ñaïi dieän Citigroup Vieät Nam.
	MINIMUM QUALIFICATIONS 
TRÌNH ÑOÄ CHUYEÂN MOÂN TOÁI THIEÅU


1. Education /Trình ñoä
High school Education and over 
Toát nghieâp phoå thoâng trung hoïc trôû leân
Can Speak English and use computer( MS office, mail)
Coù theå noùi tieáng Anh. Bieát söû duïng vi tính vaên phoøng, göûi vaø nhan thö ñieän töû

Knowledge of: /Kieán thöùc veà
· Indoor furniture, especially to consume  in the US market
Ñoà goã trang trí noäi thaát , ñaëc bieät laø ñoà noäi thaát tieâu thuï ôû thò tröôøng Mó

· Wood grading, furniture construction and finishing
Loaïi goã, caáu truùc vaø sôn ñoà goã.

2. Skills and Abilities /Kó naêng vaø khaû naêng
· Ability to work independently with little supervision
Khaû naêng laøm vieäc ñoäc laäp vôùi moät chuùt söï giaùm saùt

· Demonstrate ability to manage multiple priorities 
Bieåu loä khaû naêng saép xeáp thöù töï öu tieân trong coâng vieäc

· Show initiative to follow through and complete tasks outside of job description
Bieåu loä söï chuû ñoäng vaø saùng taïo ñeå chaáp haønh vaø hoaøn taát nhieäm vuï ngoaøi khaû naêng ñöôïc giao

· Willing to travel and work in different factories with different products 
Saün saøng laøm vieäc vôùi baát kì nhaø maùy naøo vaø baát kì saûn phaåm naøo
· Ability to understand and communicate in English
Khaû naêng nghe hieåu vaø giao tieáp Anh vaên

· Ability to communicate professionally with people at all levels inside and outside the company 
Khaû naêng giao tieáp thaønh thaïo ñoái vôùi moïi taàng lôùp trong vaø ngoaøi coâng ty.

· Demonstrated organizational skills
Chöùng toû kó naêng laøm vieäc coù toå chöùc.

· Available to work overtime and weekends
Saün saøng laøm theâm giôø vaø ngaøy cuoái tuaàn.

· Effective supervisory skills
Kó naêng giaùm saùt trong coâng vieäc hieäu quaû.
	MENTAL & PHYSICAL DEMANDS/WORKING CONDITIONS 

YEÂU CAÀU VEÀ TINH THAÀN VAØ THEÅ CHAÁT/ NHÖÕNG ÑIEÀU KIEÄN LAØM VIEÄC  

CHAÁT 



1. Mental Effort /Noã löïc veà tinh thaàn
· Must be able to think quickly and decisively
Phaûi coù khaû naêng suy nghó vaø quyeát ñònh nhanh choùng

· Must be able to multi-task
Coù theå laøm nhieàu coâng vieäc cuøng moät luùc

2. Physical Requirements /Nhöõng yeâu caàu veà theå chaát
· Minimal sitting
Ngoài laøm vieäc raát ít

· Stands and walks/moves to different locations through out the day
Ñöùng vaø ñi boä/ ñi tôùi nhöõng choã laøm vieäc khaùc trong ngaøy.

· Lifting of equipment (5 to 10lbs) 
Caàm thieát bò (5 ñeán 10 Ibs)

· Travel by motorbike to factories every day
Ñi baèng xe maùy ñeán nhaø maùy moãi ngaøy


3. Working Conditions /Nhöõng ñieàu kieän laøm vieäc
· Work in factory environment 
Laøm vieäc trong moâi tröôøng nhaø maùy

· Quality meeting as requirement of QA Teams and Office
Hoïp veà chaát löôïng theo yeâu caàu cuûa ñoäi Ñaûm baûo chaát löôïng vaø Vaên phoøng.






The job description does not constitute a written or implied contract of employment.  Ashley Furniture, Inc. reserves the right to revise or change job duties and responsibilities as the need arises. Some requirements in this job description may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.  All requirements are subject to modification to reasonably accommodate individuals with disabilities.  Requirements are representative of minimum levels of knowledge, skills, and experience required.  To perform this job successfully, the worker must possess the abilities and aptitudes to perform each duty proficiently.
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