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CONG TY CO PHAN TU VAN PAU TU VA PAO TAO QUOC TE
International Training and Investment Consultancy Corporation
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Kién tao niem tin vao svic manh tri thiic

KHAI GIANG
KHOA PAO TAO KY NANG QUAN LY TOA NHA

Thoi lugng hoc: 4 budi

Pbi tuong hoc: Chu dau tu; Ban quan tri; Ban quan 1y toa nha

Thoi gian hoc: Dy kién ngay 25 va 26 thang 11/2017

Pia diém: Hoc tai Toa Nha ITIC, s6 F212, V4 Thi Sau, Bién Hoa, Pong Nai
Hoc phi: 2 triéu dong/ngudi/khoa

Sau khoa hoc duoc cp gidy chitng nhan

bién thoai dang ky: 0888.637.768

TEN CHUYEN DE GIANG VIEN

I. TONG QUAN VE QUAN LY TOA NHA

Xu hudng cac mo hinh BDS hié¢n nay: Condotel, Office-Tel,
HomeTel,...
Céc khai niém vé quan 1y nha cao tang;

Thuc trang vé ngudn nhan luc Quan 1y toa nha (QLTN) hién Chuyén gia Quan 1y BDS

nay,

Cong viéc cia QLTN bao gém: Quan 1y vat chat; Quan 1y nha
thau dich vu; Quan 1y khach thué; Quan 1y Nhan sy BQL; Quan
ly tai chinh; Quan ly rui ro;

Gidi thiéu cac quy trinh Quan 1y toa nha;

Quy trinh trién khai va bat dau tiép nhan duy an;

K¥ ning quan ly cong viéc hi¢u qua;

Nhiing lvu y khi mua can hg chung cur.

hang dau Viét Nam




II. HUONG DAN CACH XAY DUNG CAC TAI LIEU
- Xay dung noi quy toa nha; Chuyén gia Quan ly BDS
- Xay dung so do t chirc trong toa nha;
- Xay dung M0 ta cong vige cac Vi tri Truong ban, Hanh chanh,
L& tan, K§¥ su, Ky thuat,...;
- Xay dung sb tay nhan vién;
- Giai dap cac van dé phat sinh lién quan dén cong viéc QLTN.

hang dau Viét Nam

III. CONG TAC QUAN LY TAI CHINH

- Céch xay dung phuong an QLTN.

- Huéng dan cach Xay dung Ngan sach hoat dong cua toa nha; Chuyén gia Quan 1y BDS

- Céch xay dung ngén sach tién khai truong;

- Céc giai phap tiét kiém chi ph1 hoat dong cua toa nha.

- Céc giai phap gia ting ngudn thu va ning cao vi thé hoat dong
Cua toa nha;

- Chia sé cac tinh hudng phat sinh va giai dap thac mac caa hoc
vién.

hang dau Viét Nam

IV. CONG TAC QUAN LY VA CHAM SOC KHACH
HANG
- Quy trinh lam viéc cua cac bo phan;
- Quy trinh quan 1y hop dong thué;
- Quy trinh danh gia sy thoa man cua khach hang;
- Quy trinh giai quyét khiéu nai thac mac cua khach hang;
- Quy dinh vé& quan 1y st dung phong hop; Chuyén gia Quan ly BDS
- Quy dinh V& trang tri, Marketing cua khach hang;
- Quy dinh vé An ninh, an toan cua khach hang;
- Quy dinh vé& quan Iy vé sinh cua khach hang
- Quy dinh vé quan Iy tai san hang hoa cua khach hang.
- Quy dinh vé sita chita bao dudng cua khach hang.
- Quy dinh quan 1y cac dich vu, thiét bi caa toa nha
- Quan 1y hop déng thué;
- Theo ddi va cham soc khach hang;
- Chia sé cac tinh hudng phat sinh va giai dap thac mac caa hoc
vien.

hang dau Viét Nam
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