stemh’cluse CONG TY CO PHAN GIAO DUC STEMHOUSE

B6 phin Quan tri Nguén nhan luc
Mo ta cong viéc
Chirc danh: Nhan vién Hoc vu va Tro giang - Thwc tap
THONG TIN CHUNG

- Trwc thudc bo phan: Ban Hoc thuét - Academic Department;

- Thoi gian 1am viéc: Khung gior 1am viéc linh dong theo cac 16p hoc budi toi trong tudn va ca

ngay thi Bay, Chu nhat. Moi tuan gdm 40 gi¢r [am viéc (bao gdm thdi gian tro gidng);

e Tir tht Hai t&i tht Sau: 08:00 t6i 18:00 | 13:30 t&i 20:00 | 14:00 téi 21:00
e Thir Bay va Chii nhat: 07:15 téi 19:00 (tht Bay) va 07:15 t&i 12:00 (Chti nhat) | 07:15
t61 12:00 (tht Bay) va 07:15 téi 19:00 (Chi nhat)

- SO lwong 1ép quan ly véi vai tro nhan vién hoc vu: theo sw phan céng clia ngudi hwdng dan.
- SO lwong 16p tro giang toi thiéu: 2 16p

- B4o cao dén: biéu phoi hoc thuit & Gidm déc co sé;

THONG TIN CONG TY CO PHAN GIAO DUC STEMHOUSE

Video gidi thiéu cong ty: Stemhouse Education - The Mind Unbound - YouTube

MO TA CONG VIEC:

1) CONG VIEC NHAN VIEN HOC VU:

- Thwc hién cham bai test dau vao khi c6 hoc sinh dén dang ky;

- Chuén bi hoc cuy, tai liéu va ho tro 16p hoc khi GV ¢é yéu cau;

- Phu trach mua dung cy, van phong phdm khi trung tdm c6 yéu cau;
- H6 tro t6 chitc cac event, workshop clia trung tAm khi c6 yéu cau;
- Quan ly s6 dau bai, 16 trinh gidng day cta 1ép hoc;
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https://www.youtube.com/watch?v=yvpDmqDk_jg
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- Quan ly 16p hoc:

DPiém danh hoc sinh, hd tro tai liéu cho hoc sinh vang hoc;

Theo doi va cap nhat tinh hinh hoc sinh mé&i cho giao vién;

Kiém tra bai tip vé nha ctia hoc sinh;

Theo déi tinh hinh 1&p hoc va xir 1y cac vAn dé phat sinh, nham ho tro, chia sé, tw van
vi hoc sinh, gido vién va phu huynh

TS chirc, sap x€p & diéu phdi cac ky kiém tra cla trung tAm - Mid-course Test,

Mock Test, EOC Test, v.v...

Viét nhan xét cubi khéa, théng bao tinh hinh hoc tip cda hoc sinh dén phu huynh.

2) QUY TRINH LAM VIEC CUA TRQ GIANG:

Trwdrc gio hgc 15 phut

1. C6 mat tai co so.

2. Mang tai liéu va hoc cu dwoc bd phan ES chuin bi sdn 1én 16p hoc.

Bat dau gio hoc

Khi gido vién sira bai tap vé nha, di chuyén xung quanh 1&p hoc dé dam bao hoc

sinh stra bai chinh xac va day du.

Trwoére Khi gido vién dén 16p

1. Chao don hoc sinh.

2. Kiém tra bai tip vé nha cta hoc sinh.

3. Ghi ch tinh hinh lam bai tip vé nha cua hoc sinh va thong bao cho giao vién.

4. On tap bai cii cho hoc sinh.
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Trong gio hoc
1. Pam bao hoc sinh lwu trit tai liéu ding quy dinh.
2. Dam bao hoc sinh tip trung va tham gia day da vao cac hoat dong trong 16p
hoc.
3. Dam bao hoc sinh ghi bai va stra bai day du.
4. Ho tro gido vién va hoc sinh trong cac hoat dong thi nghiém.
5. Danh sw chtl y cho hoc sinh gdp van dé vé mat hanh vi hoac vé mat tiép thu
kién thirc va thong bao cho gido vién.

6. Ghi chu bai tip vé nha cda hoc sinh.

Trwérc khi hoc sinh roi khéi 16p hoc
1. Nhac nhé hoc sinh thu don d6 dung ca nhan va don dep chd ngbi.

2. Giam sat va huwéng dan hoc sinh ra vé trat ty va an toan.

15 sau gio hoc
1. Trao déi véi gido vién vé bai hoc va tinh hinh hoc tip cta hoc sinh.
2. Hoan trd hoc cu va tai liéu con dw vé lai phong hoc vu.

3.Ravé

YEU CAU CONG VIEC

- S3n sang lam viéc theo ca;
- Hoa dbng, lich sw va c6 tac phong phu hgp véi moi tredng gido duc;

- Kha ndng nghe va doc hiéu tiéng Anh (tham gia dv gi¢ 16p hoc va trao doéi tinh hinh hoc

tap voi gido vién nwdc ngoai.
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- That tha, ti mi va can than.

DIA DIEM LAM VIEC:

Co s& Phit Nhuin: S6 120-122 Hoa Lan, Phwong 2, Quian Pht Nhuén, TP.HCM

Co s& Tan Phi: S6 10 Nguyén Ctru Dam, Phwdng Tan Son Nhi, Quin Tan Phu, TP.HCM
Co s& Quan 10: S8 468B Nguyén Chi Thanh, Phwdng 6, Quan 10, TP.HCM.

Co s& Tran Ndo: S6 108 Puwong s6 20, Phwong An Khanh, TP. Thi Pic ( Quén 2), TP.HCM.
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