LEADING STAR

BANG MO TA CONG VIEC
PLANNING COORDINATOR JOB DESCRIPTION

Chtrc vu : Planning Coodinator
(Nhén vién diéu phbi ké hoach)
Ban cap nhat: V3_ Feb 28th,2025
Updated date

Dia diém lam viéc/ Adress : Cong ty TNHH May Mac Leading Star Viét Nam, L6 C, Pwong s6 3, KCN bong An,
TX Thuan An, Binh Dwong

Leading Star Garment Co., LTD, Lot C, Lot 3, Déng An Industrial Zone, Thudn An
Ward. Binh Dwong provice.

Bo phan/ phong ban : BU3
Department:

Bao cao trwec tiép : Merchandiser Manager
Report to:

% Toan th&i gian/ Full time

O Ban thei gian/Part time

O The&i vu: Temporary time

Chtirc nang, nhiém vu céng viéc :
Job Functions and Responsibilities

* La ngwoi két noi giira ké hoach san xuat cia nha may va ké hoach ctua khach hang.

- Act as the liaison between the factory's production planning and the customer's planning team.

* Tiép nhan thong tin tréng chuyén, s6 lwong hang can thém bu tréng chuyén tir san xuat va chuyén téi
khach hang.

- Receive information from production regarding empty lines and the required quantities, and communicate this to
customers

* Kiém tra tinh trang xép ké hoach don hang khach hang da xuéng cho nha may hang tuan. Canh bao cho san
xuéat nhirng don hang sap tré KHSX.

- Follow the status of weekly customer order plans issued to the factory and alert production about orders at risk of
missing the production schedule.

* Kiém tra tinh hinh don hang xuéng hang tuan.

- Monitor the weekly status of order placement

* Cap nhat don hang firm & Forecast ,tinh toan s6 chuyén can thiét cho ké hoach ngan han, trung han, dai han
bao cao trwéng bo phan team BU3.

- Update firm and forecast orders, calculate the required sewing lines (capacity bookina) for short-. mid-. and Jong-

Trinh dé hoc van va kinh nghiém:
Education and Experience




* Tiéng Anh lwu loat.

- Fluent in English.

* C6 kinh nghiém it nhat 3 nam vé nganh may mac & vi tri twong dwong.

- At least 3 years of experience in the garment/textile industry in a similar position.
* Str dung thong thao may vi tinh.

- Proficient in using computers

* T6t nghiép dai hoc chuyén nganh kinh té.

- Graduated from college or university with a major in economics

* Ky nang lam viéc nhém.

- Team working

Yéu cau vé ki nang va thé chat:
Skill and Physical Requirements

- Nang dong, sang tao.

- Energetic and creative.

- San sang dwoc hoc héi va cé thé thich nghi nhanh v&i méi trwong 1am viéc méi.
- Willing to learn and able to quickly adapt to new working environments.

- Chiu dwoc ap Iwc cong viéc.

- Able to work under pressure.

- C6 ki nang giao tiép va xtr ly van dé tét.

- Good communication and problem-solving skills.

- C6 tinh than trach nhiém cao.

- High sense of responsibility.

KPI:

* HOT: dung ky han 95%

- KPI HOT 2025: 95%

* Khéng cé hang tré by PSDD.

- No late by PSDD

* Khéng ¢6 PO not in plan.

- Ensure 100% PO receive from DKL have been planned

Tén nhan vién : Lé Huynh Ngoc Anh
Name of Planner:

Chtr ky nhan vién : Ngay thang : 28 Feb 2025
Signature's




