
 

 
 

    

BẢN MIÊU TẢ CÔNG VIỆC 
JOB DESCRIPTION (JD) 

 

Date: August 13th, 2019 
 

Manager name:  

 
Job title: 

 
Assistant 

 
 
Manager title and GCF level:  

Job level:  

  
Function/ Department: Distribution 

 
  
Job purpose 
Please provide a summary of the purpose and objective of the job. 

 
Job holder provides full range of secretarial and administrative support to Head of Distribution Training Development 
(DTD Head) & Marketing support for both Head of Marketing & Marketing Department  

 
Major accountabilities 
Identify 5-6 major accountabilities of the job (not the employee). Describe these accountabilities by what is to be accomplished, 
how and why. Use action verbs to begin each sentence. Avoid the use of acronyms. Include the approximate percentage of time 
spent on each accountability. The percentages below should sum up to 100. 

 
- Screening phone calls, enquiries and request, handle as appropriate. 

 

- Managing, organizing and maintaining agenda, meetings, appointments to DTD Head & Marketing 
Head.  

 

- Following up any assigned tasks assigned by DTD head & Marketing Head to make sure that 

results are achieved in an effective manner. 
 

- Supporting Marketing Department.  

- Other tasks/projects assigned by DTD head (35%), Marketing Head & Marketing Department 
(65%) 

 

- Administration works related to Marketing Department  

 

 Arranging venue, logistic for outside meetings of Marketing Department; 

 Devising and maintaining office system for DTD Head, Marketing Head & Marketing Department, 
including filing, arranging travel and accommodation, support in tracking spend and making 
payment for DTD Head, Marketing Head & Marketing Department. 

 Preparing stationary, asking for visa for DTD Head, Marketing Head and his/her visitors; 

 Preparing entrance cards and scats/rooms for the visitors from Marketing Department; 

 Retrieving, scanning and copying documents for Marketing Department; 

 Communicating concerns/ problems about equipment and/or related services and resolve 
problems in a timely manner 

 Marketing activities (preparing PR/SFA, Operation, Logistics….) 
 

 

 
Specialized knowledge 
List specific types of technical or professional skills and knowledge required for the job. 

 
Computer literacy; proficient with: MS Word, MS Excel, Lotus Notes, Visio 

 
Problem solving 
Outline problem solving requirements in terms of how standardized, varied, complex and interdependent problems and issues are 
typically faced by this job.  Provide examples if necessary. 



 

 
 

    

 
 
 
 
 
 
 
 
 

 
Education and experience 
Indicate the minimum education level and years of relevant experience required to perform the work.  Include specific professional 
designations, licenses, and registrations, if applicable. 
 

 
- University graduate 
- Minimum of 3 - 4 years’ experience in assisting senior management or director level (preferably in an 

insurance company) 
- Experience in supporting Marketing activities (preferably) 

 

 
Communication scope 
Identify the level and nature of internal and external contacts with whom this job must interact regularly.  Describe the reason and 
frequency of their communication. 

 
- Good interpersonal and organizational skills 
- Discipline, strong follow up, attentive to detail 
- Quick learner and have the ability to multi – task 
- Good written and verbal English communications skills 
- Proactive and accountable 

 

 
Management scope 

 
Total number of direct reports:   
 
Total number of staff managed (direct and indirect):   
 

 
Metrics (if applicable) 

 
Finance metrics (revenue, budget managed, etc.): 
 
Sales metrics (type and amount):   
 
Other metrics (specify):   
 
Travel required (express as % of working time):   
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