UY BAN NHAN DAN QUAN 4  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG MAM NON 6 Poc lap — Tw do — Hanh phdc

THONG BAO TUYEN DUNG
CHUC DANH KE TOAN - TRUONG MAM NON 6

1. Mo ta cong viéc:
- Lap so thanh todn tién chg hang ngay.
- Pbi chiéu cong ng, 1am ho so thanh toan voi nha cung cép.
- Theo d&i, 1ap ho so nang luong khi phat sinh.
- Thanh toan luong, 1ap ho so thanh toan trén dich vu cong.
- Nhap chumng tr thanh toan 1én phém mém cua ké toan theo quy dinh.
- Lapso chi tiét timg tai khoan, kiém tra s6 du cudi ky c6 khép véi ky ké toan.
- Lap s6 va kiém tra tai san c¢d dinh tai truong.
- Cubi nam l1ap bao céo tai chinh giri cac phong ban.
- Bao quan luu trit ching tir s6 sach diing quy dinh.
- Khai thué TNDN hang quy, hang nam.
- Lap BCTC hang thang, hang quy, hang nam.
- Quyét toan thué TNCN hang nam.
- Khai bao ting, giam, chdt s6 BHXH khi phat sinh.
- Dbi chiéu s6 du hang thang, hang quy.
2. Yéu cdu cong viéc - Trinh do:
- Uu tién sinh vién mdi ra truong.
- Trung thuc, chiu kho, chiu hoc hoi, ¢6 tinh than trach nhiém trong cong tac.
- Quan ly va cap nhat ho so s sach thuong xuyén.
- Chép hanh tét ndi quy co quan va chép hanh sy phan céng cua Hiéu trudng.
- Trinh d6: C6 bang Trung cap ké toan trg 1én.
a. Thoi gian lam viée:
- Tir tht hai dén thir sdu hang tuan ( nghi thi bay va chu nhat).
- Thoi gian lam viée: tir 7g00 dén 17g00 ( nghi trua tai tredng)
b. Lwong va cac ché dd chim lo khac:
b.1. Luwong:
- Mire lwong chinh: 4.750.000d ( S6 tién bang chi: Bon triéu bay tram nam chuc ngan
dong).
- Bao hiém xa hoi: Nha truong thuc hién ché d¢6 Bao hiém x& hoi va kinh phi cong doan
dang quy dinh:
+ Pong bao hiém xa hoi 17%.
+ Pong bao hiém y té 3% .
+ POng bao hiém that nghiép 1% .
+ Déng bao hiém tai nan 0,5%.
+ Pong kinh phi cong doan 2%.
3.2. Thu nhdp ting thém gom:
- Cham lo ché d6 com trua hang ngay.
- Hb tro thu nhép va chi phi di lai cho ké toan hop dong: 1.000.000d dén 2.000.0004.
- Huong ché 6 thi dua, khen thudng cudi nam néu dat.



- H tro kinh phi hoc tap nang cao trinh do theo yéu cau cua vi tri cong tac.
- Puoc kham suc khoe hing nim theo quy dinh.
- Pugc hudng cac ché do nging viéc tro cap thdi viéc, bdi thuong theo quy dinh cua Luat
lao dong, Luat bao hiém xa hoi ( bao hiém chi tra).
- Huong chia s& Nghi quyét 03 theo quy dinh cua quy ché chi tiéu noi bo nam 2021.
- Huong thu nhap tang thém cubi nam tir nguon thu ctia nha trudng tiét kiém duoc theo quy
dinh cua quy ché chi tiéu noi bo nam 2021.
- Huong tat ca chinh sach tir quy phuc loi, quy thi dua khen thudng, quy tu dong gop, quy
cong doan theo quy dinh caa quy ché chi tiéu noi bo nam 2021.
c. Noilam viéc:
- Trudng Mam non 6 — S6 18 dudng 12A phudng 6 quan 4.
d. Thong tin lién hé:
- CO Trinh — Hiéu trudng nha trudng — s6 dién thoai: 093.810.4939.

Noi nhan: HIEU TRUONG
- CBQL, Giao vién; ba ky

- Luu Vt. Lé Phuwong Trinh



