VINATRANS CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG KINH DOANH 1 Poc lap — Ty do — Hanh phiic

S6: 2904/TT-PKD1

Tp.HCM, ngay 29 thang 04 ndm 2026

TIEU CHUAN TUYEN DUNG
(V/v: Tuyén dung vi tri Nhan vién Chikng tic)

Vi tri: Nhén vién Chirng tir — Khai bao Hai quan
B¢ phan: Logistics / Xuat nhap khau

1. MUC TIEU VI TRI

Dam bao toan bd chimg tir xudt nhap kheflu va hd so khai bao hai quan dugc 1ap chinh xac —
ding quy dinh — diing thoi han, han ché toi da rui ro ve phép ly, chi phi va tién dg giao nhan
hang hoa.

2. MO TA CONG VIEC CHINH

2.1. Nghiép vu khai bao hdi quan
- Thuec hién khai béo to khai hai quan trén hé théng (VNACCS/ECUS hoic tuong duong)
- Kiém tra HS code, chinh sach mit hang, thué suét
- Chuén bj hd so théng quan: Invoice, Packing List, Hop dong, C/O, gidy phép...
- Theo d&i ludng to khai (xanh/vang/dé), phéi hop kiém hoa
- Xt ly phét sinh trong qud trinh thong quan

2.2. Nghiép vu chirng tir xuét nhap khéu
- Lép va kiém tra bd chimg tir:
+ Commercial Invoice
+ Packing List
+ Bill of Lading / Airway Bill
+ C/O, Insurance, chirng tir chuyén nganh
- Pam bao tinh dong nhét giita chiing tir — booking — hop dong
- Kiém sodt sai s6t chtng tir (ddc biét v6i L/C néu co)

2.3. Khai bdo & xir ly C/O
- Chuén bj hd so xin cdp C/O (Form E, D, AK, CPTPP...)
- Khai bao trén hé théng (Ecosys hoic trong dwong)
- Theo ddi va xir Iy vuéng méc véi VCCI/B Cong Thuong

2.4. Lam van don (Bill) & chirng tir van tai
- Lap SI (Shipping Instruction)
- Kiém tra draft bill, x4c nhan v&i hang tau/airline
- Xt ly telex release / original bill
- Gui pre-alert cho khach hang/dai ly

2.5. Theo d6i & phdi hop vin hanh 16 hang
- Theo d&i tién d6 booking, cut-off, ETA/ETD
- Phéi hop véi:
+ Sales
+ Hién truong (Ops)
+ Hang tau/ airline
+ Khach hang




- Cap nhat tinh trang 16 hang & chung tur

2.6. Cong viéc khac
- Luu trir hd so chung tir khoa hoc
- B4o céo tién do & van dé phat sinh
- Tham gia xay dung SOP/checklist ndi bd
- HO trg cac nghiép vu khac ctia phong XNK

3. TIEU CHUAN TUYEN DUNG
3.1. Trinh d¢ & kién thirc
- Tt nghiép Cao dang/Pai hoc chuyén nganh:
+ Xuét nhép khau
+ Logistics
+ Ngoai thuong / Kinh té
- Hiéu co ban:
+ Incoterms
+ Quy trinh xudt nhap khiu
+ Luét hai quan & chinh sach mét hang
- Uu tién:
+ Co ching chi khai bdo hai quan
+ Co¢ kinh nghiém lam C/O

3.2. Kinh nghiém
- Téi thiéu: 1-2 ndm kinh nghiém vi tri chting tlr / khai b4o hai quan
- C6 thé chip nhén Fresher néu:
+ Da thuc tap thuc té
+ C6 nén tang nghiép vu tdt/ C6 thanh tich hoc tap tot.

3.3. K§ ning chuyén mon
- Khai bao hai quan dién tir thanh thao
- Lap & kiém tra bd chimg tir xuat nhap khau
- Sir dung tbt: Excel; Email tiéng Anh
- Poc hiéu chung tir tiéng Anh (bét budc)

3.4. K§ ning mém
- Cén than, chi tiét (yéu tb bat budc)
- Chiu 4ap luc deadline cao (cut-off, closing time)
- K§ nang phdi hop nhiéu bén
- Tu duy x@r ly vin dé nhanh

3.5. Phidm chit c4 nhan
- Trung thuc, trdch nhiém
- Chu dong trong cong viéc
- C6 tinh than kiém soat rti ro

4. PIEM CONG U'U TIEN
- Co kinh nghiém lam tai forwarder
- Ba x1r Iy hang déc thu (thép, mdy moce, hang du én...)
- C6 kinh nghiém lam hang air + sea
- Hiéu quy trinh thanh toan qubc té (L/C, T/T)




