TIEU CHUAN KY NANG NGHE

TEN NGHE: QUAN TRI KINH DOANH VAN TAI BIEN
MA SO NGHE:

Ha ndi, Thang 05
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GIO1 THIEU CHUNG

|. QUA TRINH XAY DUNG

Puoc s hudng dan clia Téng cuc day nghé, Vu T6 chic can bd - BO GTVT
va Vién Nghién ctru chién lwvgc vaphét trién chuong trinh gido duc, Ban chil nhiém
xdy dung tiéu chuén k§ ndng nghé Quan tri kinh doanh van tai bién datién hanh
bién soan hoan thién du thao bd Tiéu chuadn k§ nang nghé “Quan tri kinh doanh
van tai bién”. Qué trinh bién soan duoc thrc hién theo ding nguyén tac, thl tuc va
quy trinh tai Quyét dinh s6 09/2008/QP - BLDTBXH ngay 27 thang 3 nam 2008
clia B0 trvdng Bo Lao dong - Thwong binh va xahdi, cu thé nhu sau:

1. Nguyeén tac xay duwng:

- Tiéu chuan k¥ nang nghé xay dung theo danh muc nghé nghiép;
- Tiéu chuan k§ nang nghé xay dwng theo 5 béac trinh do k¥ nang;
- Tiéu chuan k¥ nang nghé co cau trdc va dinh dang théng nhat;

- Tiéu chuan k¥ nang nghé dwoc xay dung theo hwdéng pht hop véi yéu céu cua
nguoi str dung lao dong, dap (rng y éu cau san Xuat;

- Tiéu chuan ky nang nghé dwoc xay dwng dam bao lwgng héa vé kién thirc, k§
nang va thai do thuwc hién cong viéc cta nghé;

- Tiéu chuén k¥ nang nghé dwgc xay dwng phu hop véi xu thé hdi nhap véi tiéu
chuan k¥ nang nghé ctia cac nwéc trong khu vic vathé gigi.

2. Quy trinh xay dwng dwoc thuc hién theo cac buéc sau:

Buédc 1: Nghién clru, diéu tra khao sat vé quy trinh san xuat, cac vi tri lam viéc, luc
lvgng lao déng clia nghé.

Buéc 2: Phan tich nghé
- Hoi thdio DACUM: trén co s& da c6 st d6 DACUM cua nghé “Quan tri
kinh doanh van tai bién”;
- Hoan thién so d6 phan tich nghé vagli xin y kién chuyén gia;
- Hoan thién va gtri so d6 DACUM va phiéu gop y téi cac chuyén gia cla
cac doanh nghiép: 30y kién;
- Hoan thién so d6 DACUM sau khi da dwoc gop y:
+ S0 nhiémvu la 11
+ S0 cong viéc la 73.
Buédc 3: Hoan thién cac phi€u phan tich cong viéc
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- Trén co s& da co cac phiéu phan tich cong viéc tién hanh chinh stra va hoan
thién céc phiéu phan tich céng viéc;
- Glri BO phiéu phan tich cong viéc dé xin y kién chuy én giatrong ITnh virc clia
nghé Quan tri kinh doanh van tai bién & cac doanh nghiép: 30y kién;
- Thu nhéan céac phiéu phan tich cong viéc dé chinh stra, ho an thién;
- TO chirc Hoi thao hoan thién céc phiéu phan tich cong viéc
- Hoan thién cac phiéu phan tich cong viéc sau hdi thao.
Budc 4: Thuc hién sdp xép cong viéc theo 5 bac trinh do k¥ nang
- Sip x&p cac cong viéc theo cac cdp bac trinh dd k§ nang nghé;
- Xiny kién chuyén gia vé bang sip xép cong viéc theo bac trinh dd k§ ning
nghé: 30 y kién;
- Thu thép y kién va hoan thién bang sap xép cong viéc theo céc cdp trinh do
kY nang.
Buwéc 5: Thuc hién bién soan va hoan thién b phiéu Tiéu chuan thuc hién cong
Viéc
- Bién soan tiéu chudn k§ nang nghé theo mau dinh dang;
- T6 chirc lay y kién chuyén giaveé b tiéu chuan k¥ nang nghé: 30 y kién;
- Tong hop y kién cac chuyén giavahiéu chinh bd tiéu chuan ky nang nghg;
- Hoi thao lay y kién dbi véi tiéu chuan ky nang nghé da duoc bién soan: thuc
hién trong 2 ngay;
- Hoan thién b0 tiéu chuan k§ nang nghé sau khi dwoc gop y glri HOi dong
tham dinh Tiéu chuan k¥ nang nghé clia Bo Giao thdng van tai xin tham dinh.
Buwéc 6: Tham dinh B0 tiéu chuan k¥ ndng nghé.
Buwéc 7: Chinh slra va hoan thién BO tiéu chuan k¥ nang nghé.
3. DBinh hudng sir dung tiéu chuan ky nang nghé qudc gia

- Chuyén manh day nghé tlr “hwéng cung” sang “huéng cau” cua thi treong lao
dong vanhu cau da dang cta xa hdi;

- B0i mdi va phét trién day nghé theo hwdng chuan héa, hién dai hoa toan dién,
dong b0, tiép thu cé chon loc kinh nghiém ti én tién cla cac nudc, tao budc dot pha
vé chat lvgng day nghé;

- P6i mai co ché quan ly day nghé theo hwdng phat huy tinh tich cuwc, sang tao va
bdo ddm quyeén tw chu, tw chiu trach nhiém cla cac cap, cac ng anh va cac co so day
nghé;
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- Ddy manh xa hdi hoa day nghé, bao dam thuc hién céng bang x& hoi vé co hoi
hoc nghé cho ngudi lao dong.

Il. DANH SACH THANH VIEN THAM GIA XAY D UNG

T Ho vatén Noi lam viéc

1 | Tran Van Giap Truong Cao dang nghé Hang Hai TPHCM

2 | Nguyén Van Tién Trueong Cao dang nghé Hang Hai TPHCM

3 Nguyén Thi Minh Khoa Truong Cao dang nghé Hang Hai TPHCM

4 Nguyén Thi Minh Nguyét | Trwdng Cao dang nghé Hang Hai TPHCM

5 Tran Thi Thu Huong Trudng Cao dang nghé Hang Hai TPHCM

6 | Nguyén Kim Hoanh Truong Cao dang nghé Hang Hai TPHCM

7 | Nguyén Minh Huong Cong ty c6 phan vén ti bién va hop tac lao
déng quoc té

8 | Nguyén Tén Pat Cong ty TNHH 1 thanh vién Cang sai gon

9 Phan Ai Ngai Cpng ty hanh khéch tau bién thuéc Cang sai
gon

10 | D6 Van Tién Cong ty Tan cang sai gon

11 | Nguyén Manh Hing Coéng ty c6 phan dai ly hang hai Viét Nam

12 | Bui Thi Hanh Truong Cao déng Hang Hai 1
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I11. DANH SACH THANH VIEN THAM GIA TH AM BINH

This document was created using |F_.'|

A Noi lam viéc

TT |Hovatén

1 Tran Bao Ngoc BO Giao thong van tai

2 | To6Téan Diing Cong ty cO0 phan van tai va thué tau bién Viét
Nam

3 | Nguyén Van Nghia | B Giao thong van tai

4 | Nguyén Ngoc Hoa | Truong Cao dang nghé Hang Hai TPHCM

5 Tran Viét Cuong Cong ty TNHH Dich vu giao nhan Song Song

6 Tran Xuan Thu Cong ty TNHH Dich vu giao nhan Song Song

7 | Thai Van Can Cong ty cO0 phan van tai va thué tau bién Viét
Nam
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MO TA NGHE

TEN NGHE: QUAN TRI KINH DOANH VAN TAI BIEN
MA SO NGHE:

Nghé Quan tri kinh doanh van tai bién langhé to chirc quan ly valap cac ké
hoach vé khai thac tau, khai thac cang, dai ly giao nhan hang hda, dai ly tau; to
chtrc quan ly nhan su; quan tri & cac bé phan kinh doanh, marketing, tai chinh, ké
toan ... cla cac don vi san xuat kinh doanh, céac t0 chirc kinh t€ thudc moi thanh
phan kinh t€; tham muu cho 1anh dao nhitng quyét sach cling nhw phwong huéng
hoat dong clia doanh nghiép; tham muwu cho 18nh dao nhitng y kién cai tién dé cong
tac quan ly cua doanh nghiép ding phép luat va dat hiéu qua cao.

Nghé Quan tri kinh doanh van tai bién bao gom céac nhiém vu chinh sau:
- Khai théc tau chuyén;

- Khai théc tau cho;

- Khai théc céng;

- Giao nhan hang héa xuéat nhap khau;
- Dai ly tau bién;

- M6i gi¢i hang hai;

- T6 chirc quan ly lao dong;

- Quén tri Marketing;

- K€ toan quan tri;

- Quan tri tai chinh;

- Phét trién nghé nghiép.

Dé hanh nghé, nguoi lao dong can c6 kién thirc chuyén mén va nang luc
thuwe hanh vé ITnh vue kinh doanh van tai bién, cé kha nang st dung thanh thao:

- May vi tinh;

- May in;

- Méy fax;

- Internet;

- May tinh;

- Tai liéu chuyén mén (vé hang héa, vé tuyén dudng, vé cang...);
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- B luat hang hai;

- Ban do dia ly;

- Cong uoc quéc té;

- Céc mau hop dong van chuyén:;

- Hai do.

- Chitng ttr van tai;

- Trang thiét bi van phong khac (gidy, but, ho so, cap, kep, ghim...).

C6 kha nang lam viéc doc 1ap cao voi dao dirc kinh doanh ding dén, y thic
td chirc ky luat, tuan tha phap luat nha nwéc, co sirc khde tot dé dam bao lam viéc
trong mai treong van phong thudc cac cong ty khai thac tau theo cac loai hinh khai
thac tau chuyén hodc tau cho; cong ty dai ly tau, mbéi gi¢i hang hai; cong ty
Forwarding; cang bién hodc cac don vi san xuat kinh doanh khéc.
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DANH MUC CONG VIEC

TEN NGHE: QUAN TRI KINH DOANH VAN TAI BIEN

MA SO NGHE:
Ma sb Trinh d6 ky nang nghé
TT | cong Cong viéc Bac | Bac | Bac | Bac | Bac
VIgC 1 2 3 4 5

A Khai thac tau chuyén

1 AO01 |Lap ké hoach khai thac cho toan bd X
doi tau.

2 A02 | Lap dv toan chuyén di. X

3 | A0O3 |bam phan ky két hop dong van X
chuyén.

4 | AO04 |Diéu hanh chuyén di. X

5 | AO05 |Tinhthwéng phat. X

6 | AO06 | Giaiquyéttranh chap. X

7 | AO07 |Lap bao cao chuyén di.

B Khai thac tau cho

8 BO1 | Xéc dinh nhu cau van chuyén. X
9 | BO02 |Lap tuyén van chuyén. X
10 | BO3 | Chuén bi tau. X
11 | B04 | Diéu hanh chuyén di. X
12 | BO05 | Xac dinh hiéu qua khai thac. X
13 | BO6 | Thanh toan vai dai ly. X

C Khai thac cang
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14 | CO1 | Giaodich, tim ki€ém khach hang. X
15| CO02 | Giao dich vei dai ly hang tau. X
16 | CO3 | Lap ké hoach diéu do. X
17 | CO04 | Theo d6i qua trinh béc xép hang hda. X
18 | CO05 | Thanh toan voi khach hang. X
D quo nhan hang hoéa xuat nhap
khéu
19 | DO1 |Ldy xac nhan dat chd hodc luu X
khoang cla nguoi gt hang.
20 | D02 | Thuétau hoac lvu khoang tau. X
21 | D03 |T6 chic nhan hang tlr ngudi gui X
hang.
22 | D04 |Lam thd tuc hai quan xudt khau. X
23 | DO05 | Giao hang cho tau hoac cang. X
24 | D06 | Theo ddi hanh trinh hang hoa. X
25 | DO7 Nhan, lénh giao hang tir ngudi van X
chuyén.
26 | D08 | Lam tha tuc hai quan nhap khéau. X
27 | D09 |T6 chirc giao hang cho nguoi nhan X
hang.
28 | D10 |Lap ho so quyét toan. X
29 | D11 |HO tro chG hang gidi quyét tranh X
chép v6i hang tau.
E Pai ly tau bién
30 | EO1 | Chuan bicho tau dén cang lam hang. X
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31| EO2 |Lamtha tuc cho tauvao cang. X
32 | EO03 | Phuc vu tautai cang. X
33 | EO04 |Lamthu tuc cho tauroicang. X
34 | EO5 |Lap bao cao vaquyét toan. X
G MOi gi¢i hang hai.
35| GO1 | Nghién ctu thi truwong. X
36 | GO2 |Lap danh muc tau, hang. X
37 | GO03 | Chuyén théng tin. X
38 | GO04 | Giaodich. X
39 | GO05 |Theo d6i sau khi hop dong dugc ky X
Két.
H T chirc quan ly lao dong
40 | HO1 |Lap ké hoach vé nhu cau nhan luc, X
chi tiéu dinh bién nhan lyc.
41 | HO2 | Tuyén dung lao dong. X
42 | HO3 | Tinhtoantién lvong cho lao dong. X
43 | HO4 | To chirc cong tac thi dua. X
44 | HO5 | B6 nhiém/ mién nhiém cén bd. X
45 | HO6 | Quan lyho so. X
46 | HO7 | Thuc hién cac ché do chinh sach. X
47 | HO8 Th’u’c hién cac tha tuc thanh lap/ giai X
thé cac bé phan.
I Quan tri Marketing
48 101 | Nghién ctru thi treong. X
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49 102 | Phan khdc thi truong. X

50 103 | Xac dinh thi truong muc tiéu. X

51| 104 | Xay dung chién lvgc marketing. X

52 105 | Xay dung k& hoach trién khai thuc X
hién.

53 106 | Xay dung ké hoach theo d&i va diéu X
chinh.

J K€ toan quan tri

54 | J01 | Timhiéu d6i tvong hach toan ké toan X
trong doanh nghiép.

55 | J02 | Tinh gia cac doi twong ké toan trong X
doanh nghiép.

56 | JO3 |KE toan qua trinh sdn xuédt kinh X
doanh ctia doanh nghiép.

57 | J04 | Phan tich chi phi san xuét, gia thanh X
trong doanh nghiép.

58 | JO5 | Phan tich mdi quan hé gilra chi phi - X
khoi lvgng — loi nhuan.

59| JO6 |Duv toan ngan sach san xudt kinh X
doanh trong doanh nghiép.

60 | JO7 | B&o cao ké toan quan tri. X

K Quan tri tai chinh

61 | KO1 |Tim hiéu cobng tac tai chinh doanh X
nghiép.

62 | K02 | Quan ly von kinh doanh trong doanh X
nghiép.

63 | KO3 |Quan ly san xuat va két qua hoat X
dong san xuat kinh doanh.
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64 | K04 |Hoach dinh ngan sach von dau tu. X
65 | K05 | Quan hé vdi ngan hang vatoé chirc tin X
dung.
66 | K06 |Phantichta chinh doanh nghiép. X
67 | KO7 |Hoach dinh tai chinh trong doanh X
nghiép.
68 | KO8 | Quan ly rai ro trong kinh doanh va X
dau tu.
L Phat trién nghé nghiép
69 | LO1 |Hoc tap cac ché dd chinh sach lao X
doéng.
70 | LO2 | Cap nhat ky thuat, céng nghé mai. X
71| LO3 | Thamdy hoi thdo. X
71| LO4 | Thiét Iap mdi lién hé vai cac bd phan X
lién quan.
73 | LO5 |Hudéng dan ngudi mai vao nghe. X
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: Lap ké hoach khai thac cho toan bd doi tau
Ma s6 Cong viéc: A01

I.MO TA CONG VIEC

Nghién ctu thi truong van tai, danh gia tinh hinh kinh té trong va ngoai
nudc, xac l1ap tuyén van chuyén valap phuong hudng kinh doanh; cac budc chinh
thuc hién cong viéc gom:

- Nghién ctu thi treong van tai;
- Banh gia tinh trang k¥ thuat cua déi tau;
- Xac lap tuyén van chuyén.

Il.CAC TIEU CHi THUC HIEN
- Thu thap théng tin vé thi trudng van tai phai c6 do tin cay cao;

- Phan tich, danh gia va du doan dung tinh hinh thi truvdng trén co s& cac thong tin
thu thap duoc valap bao céo chi tiét;

- Kiém tra tinh trang k¥ thuat clia d6i tau thdng qua céc béo céo, bién ban danh gia
clia doanh nghiép phai chinh xac vaphu hop véi thuc té;

- Kiém tra, phan tich, danh gia diéu kién hanh hai, thong tin vé cang bién qua cac
chuyén gia, c6 van cua cobng ty hoac dai ly, mdi giéi va cac chi tau khac phai
nhanh chong, chinh xé&c;

- Kiém tra, phan tich, danh gia nhu cau vé hang hda van chuyén trén céc tuyén du
kién sé khai thac qua cac chuyén gia, cd van ctia cong ty hoac dai ly, moi gig¢i va
céc chu tau khéc phai chinh xac;

- Tinh toan hiéu qua cla tirng tau theo tirng tuyén dé chon ra phuwong an t6i wu nhat;

- Pua ra ké hoach cu thé vé thuyén vién, yéu cau vé k¥ thuat, an toan cla tau, vé
nhan wc khai thac vaveé tai chinh phai chi tiét va sat thuc té;

- C6 thai do nghiém tuc, 1am viéc khoa hoc, can than vacé trach nhiém.

111. CAC KY NANG VA KIEN THU'C THIET YEU
1. Ky néng
- Sir dung mang;
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- Phan loai, xr ly théng tin;

- Phan tich va Iap bao céo;

- Phan loai duoc cac gidy to cla tau;

- Banh gia dung tinh trang ky thuét clia doi tau;;

- Lap so d6 tuyén duong;

- Lap danh muc hang héa va céc diéu kién van chuyén;
- Phan b0 tau theo khu vic khai thac dv kién.

2. Kién thirc

- Cong téc khai thac Cang bién;

- Biét st dung Tiéng anh giao tiép va Tiéng anh chuyén nganh van tai bién;
- Biét str dung word, excel, internet;

- Céc phuong phap théng ké;

- Phéan biét thong s6 k¥ thuat clia tau;

- Phéan biét cac gidy to cla tau;

- Cong téc td chirc va khai thac tau chuyén;

- Tinh chét céc loai hang hda van tai bién;

- Incoterms 2000;

- Dia ly van tai.

V. CAC PIEU KIEN THUC HIEN CONG VIEC
- May vi tinh;

- Hé thdng mang;

- May dién thoai, may fax;

- Danh sach cac doanh nghiép lién quan;

- Trang thiét bi van phong khac (gidy, but, ho so, cap, kep, ghim...);
- Bang thdng s6 ky thuat cuta tau;

- B0 gidy to ching chi cla tirng tau;

- Danh sach thuyén vién;

- B0 luét hang hai;

- Ban do dia ly;
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- Bang thay triéu;
- Tai liéu vé céc cang bién;
- Hai do.

V.TIEU CHI VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia

Céch thirc danh gia

1. Kha ndng giao tiép bang dién thoai,
email, gdp mat tryc ti€p hoéi nhitng
thong tin can thiét va phu hgp véi muc
dich cla cong viéc;

2. D06 chinh xac cla viéc phan tich,
danh gia tinh hinh thi truong va kha
nang dua ra du bao phu hop;

3. Kha nang danh gia thuc trang cla
doéi tau chinh xéc va phu hop voi thue
té;

4. B0 chinh xac cla viéc téng hop,
danh gia diéu kién hanh hai, thong tin
veé cang bién;

5. D6 chinh xac cla viéc tong hop,
danh gia nhu cau véan chuyén hang héa
trén moi tuyén;

6. Khd nang phan tich, danh gia, lva
chon phuwong an téi wu;

7. Khd nang lap k€& hoach vé thuyén
vién, yéu cau vé ky thuat, an toan cla
tau, vé nhan lyc khai thac va vé ta
chinh phu hgp véi cac phuong an da
dat ra.

1. Xem xét viéc ghi chép cac thong tin
nhan dwgc va doi chiéu véi cac ngudn
khac;

2. Kiém tra béo céo va doéi chiéu voi
cac thong tin thu thap duoc;

3. Theo déi qua trinh doc, phéan tich
cac bdo cao, bién ban danh gia cua
doanh nghiép va so sanh véi cac théng
tin vé tau;

4. Theo d6i qué trinh tong hop, danh
gia vé diéu kién hanh hai, vé thong tin
cang bién va doi chiéu véi thong tin
thu thap duoc;

5. Theo déi qua trinh tong hop, danh
gid nhu cau van chuyén hang hoéa trén
moi tuyén va déi chiéu voi thong tin
thu thap duoc;

6. Kiém tra ndi dung tirng phuong an
da duoc lap va doi chiéu vai thong tin
thu thap duoc;

7. Kiém tra ndi dung cla ting ké

hoach tuyén va dé6i chiéu voi thong tin
thu thap duoc.
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: Lap dv toan chuyén di
Ma s6 Cong viéc: A02

I.MO TA CONG VIEC
Lay thdng tin, tinh toan chi phi, hiéu qua tlrng chuyén; cac bwéc chinh thuc
hién cong viéc gom:
- Thu thap thong tin;
- Tinh hiéu qua chuyén di;
- So sanh cac két qua tinh toan;
- Lap béo céo.

I1.CAC TIEU CHi THUC HIEN

- Thu thap thong tin chinh xéc vé cac 16 hang dang can van chuyén qua mang hoac
qua céc chu hang than thiét hodc qua dai ly, moi gidi;

- Thu thap thong tin chi tiét vé cang xép, cang dd, tuyén dwong van chuyén cla
tirng 16 hang;

- Tinh toan chinh xac, chi tiét va ré rang cac khodn muc chi phi va hiéu qua khai
théc tau trong 1 chuyén di cho tirng 16 hang;

- Xac dinh chinh x&c diéu kién dam bao an toan vé tau, hang trén tuyén dudng van
chuyén;

- Lap bao céo phai ré rang, day du;
- C6 thai dd nghiém tac, lam viéc khoa hoc, can than vacé trach nhiém.

I11. CAC KY NANG VA KIEN THUC THIET YEU
1. K¥ nang
- Sir dung mang internet;
- S dung phan mém xac dinh vi tri va tinh khodng cach cac cang ;
- Boc, phan loali, lvu tri¢ thong tin;
- Lap cbng thirc vatinh chi phi chuyén di;
- Giao tiép dé lay thong tin vé cang, vé gia nhién liéu;
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- Phan bién, phan tich dung cac két qua tinh toan;

- Du doan ding két qua kha thi nhat;

- Soan thao van ban.

2. Kién thic

- Cong tac khai thac Cang bién;

- Phan biét cac chi phi lién quan dén chuyén di;

- Banh gia vu nhwoc diém cac phrong an;

- Cong téc t6 chirc va khai thac tau chuyén;

- Dia ly van tai;

- Luat hang hai;

- Incoterms 2000;

- Céc phuong phap théng ké;

- Ly thuyét tau;

- Tinh chat cac loai hang héa van tai bién;

- Biét sir dung word, excel, internet;

- Biét sr dung tiéng anh giao tiép va chuyén nganh van tai.
IV. CAC PIEU KIEN THYC HIEN CONG VIEC

- May vi tinh;

- Hé th6ng mang;

- May dién thoai, may fax;

- Trang thiét bi van phong khac (gidy, but, ho so, cap, kep, ghim...);
- Hai do;

- Phan mém vi tinh xac dinh vi tri va khoang cach cac cang ;
- Bang ké hoach chuyén di;

- Thong tin vé 16 hang

- Ban do dia ly;

- Bang thay triéu;

- Tai liéu vé céac cang bién;

- Bang thdng s6 k¥ thuat cuta tau;

- Bang két qua tinh toan.
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V. TIEU CHi VA CACH THUC PANH GIA KY NANG

Tiéu chi danh gia Cach thtre danh gia

1. Kha nang giao tiép bang dién thoai, | 1. Xem xét viéc ghi chép cac théng tin
email, gap mat truc tiép hoéi nhitng théng [ nhan dwoc va ddi chiéu voi cac nguoén
tin can thiét, c6 do tin cdy cao, co giatri | khac;

s dung;

2. B0 chinh xa&c clia cac théng tin vé [ 2. Xem xét viéc ghi chép cac thong tin
cang xép, cang d@, tuyén duwong van | nhan duoc va doi chiéu voi cac ta
chuyén ctia tirng 16 hang; liéu lién quan;

3. D0 sét thue té clia toan bd chi phi khai | 3. Kiém tra bang tinh chi phi, hiéu qua
théac tau trong 1 chuyén di cho tirng 16 | chuyén di va d6i chiéu véi cac tai liéu
hang; lién quan;

4. K& hoach chay tau dam bao an toan [ 4. Kiém tra ké hoach da duva ra véi
tuyét doi cho tau va hang trong sudt | phong an toan tau.
chuyén di.
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TIEU CHUAN THUC HIEN CONG VIEC

Tén Cong viéc: Bam phan ky két hgp dong van chuyén
Ma s6 Cong viéc: A03

I.MO TA CONG VIEC

Nghién ctu, thao luan, dam phan céc diéu khoan trong hop dong van chuyén;
cac budc chinh thuc hién cong viéc gom:

- Nghién ctru hop dong van chuyén;
- Giao dich;
- Ky hop dong van chuyén.

I1.CAC TIEU CHI THYC HIEN

- NG6i dung ctia hgp dong phai day du, chinh xé&c;

- B6i chiéu va tw van cac diéu khodn hop déng voi luat hang hai, véi chuyén gia, cd
van trudc khi chao cho khach hang;

- Pua ra cac diéu khoan c¢o lgi nhat cho chu tau;

- Linh hoat trong qua trinh dam phan;

- Phai tuén tha dung cac buéc theo thong 1€.

- Bam bao tinh hop phap cla hop dong;

- Kiém tra lai toan bd ndi dung ctia hop dong trudc khi ky két hop dong;

- C6 thai do nghiém tuc, lam viéc khoa hoc, kién tri, can than, cé trach nhiém va
ton trong doi tac.

I11. CAC KY NANG VA KIEN THUC THIET YEU
1. K¥ nang

- Boc duoc hgp dong;

- Phan loai dwgc cac diéu khoan clia hop dong ;
- Bam phan vathuyét phuc khach hang;

- Soan th&o hogp dong;

- Photocopy;
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- Béng dau;

- Luu trii ho so.

2. Kién thic

- Cong tac t6 chirc va khai théc tau chuyén;
- Luat hang hai;

- Incoterms 2000;

- Tinh chét céc loai hang héa van tai bién;
- Biét str dung word, excel, internet;

- Biét st dung Tiéng anh giao tiép va Tiéng anh chuyén nganh van tai bién;
- Nghiép vu xuét nhap khau;

- Van thw luu trir.

IV. CAC PIEU KIEN THYC HIEN CONG VIEC
- May vi tinh;

- Hé th6ng mang;

- May dién thoai, may fax, may in, may scan;
- Trang thiét bi van phong khac (gidy, but, ho so, cap, kep, ghim...);
- Tai liéu vé céc cang bién;

- Bang thdng s6 k¥ thuat cua tau;

- B6 luat hang hai;

- Cong uoc quéc té;

- Céc mau hop dong van chuyén:;

- Hai do.

- Tai liéu vé hang hoéa, vé tuyén duong.

- Ho6 so lvu trik.
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