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QUAN TRI NGUON NHAN LUC

Giang vién chinh : TS- NGUYEN THANH HOI
Khoa Qudn tri Kinh doanh — Truong Pai Hoc Kinh Té
Thoi gian tu :

LOI MG PAU

Ngay tu khi con ngugi bat dau hinh thanh cac nhém dé thuc hién cac

muc tiéu ma ho khéng thé dat dugc véi tu cach ca nhan riéng 18, thi cach quan
tri da l1a mot y&u td can thiét dé bdo ddm phdi hdp nhiing nd lyc ca nhan. Vi
quéan tri ngay cang dya vao nd lyc chung va vi nhiéu nhém cé té chuc trd nén
rong I6n hon, cho nén nhiém vu cla cdc nha quan tri ngay cang quan trong.
Tuy nhién, cé 18 khéng cé linh vuc hoat dong nao trong codng viéc quan tri lai
quan trong hon hoat déng cGia con ngudi, b&i vi moi nha quan tri 8 moi cap do
va trong moi cG sG déu c6 nhiém vu cd ban la thi€t k€ va duy tri mét moi trudng
ma trong do cac ca nhan lam viéc v4i nhau trong cac nhém, c6 thé hoan thanh
dugc cac nhiém vu va muc tiéu da dinh.

B4t cii mot xi nghiép hay mét t6 chic nao, du ching cé tdm véc 16n dén
dau, hoat déng trong linh vuc nao, tam quan trong clGa yéu t6 con ngudi la mot
thuc t& hién nhién khong ai phl nhan dugc. Vi thé, van dé quan tri nguén nhan
lyc ngay cang dugc cac nha quan tri quan tam nghién ctu va phan tich, xem
day la mét trong nhiing chiic nang quan tri cot 16i va quan trong nhat cla tién
trinh quan tri.

Theo mot cach riéng biét, chuong trinh cla ching téi nham dap ling yéu
cau cla céac sinh vién nganh quan tri kinh doanh thudc cac Trudng Pai hoc -
Cao déng va cac Doanh nghiép. Chung toéi bién soan trén c¢d s chon loc nhiing
ly luan va thuyc tién quan tri nguén nhan lyc clia cac tac gia trong va ngoai nuéc,
cdng vGi kinh nghiém thyc tién quan tri nguén nhan lyc clia cac Doanh nghiép
va kinh nghiém gidng day dé bién soan gido trinh nay.

% Muc tiéu cta khdéa hoc :

e Chuang trinh dugc thiét k& nham trang bi cho cac Giam déc doanh nghiép
quan tri vién nhiing kién thiéc va ky nang quan tri nguén nhan lyc thiét
thuc nhat trong hoat déng clia doanh nghiép. Cu thé :

Chuong trinh boi duéng nghiép vu 2
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Chuong trinh chu trong dén viéc hudng dan hoc vién cach thuc xay dung
chién lugc quan tri ngudn nhan lyc trong moi quan hé vdi cac chién luge
canh tranh clia doanh nghiép.

Pong thdi, chuong trinh sé chu trong rén luyén ky nang thuc hanh cho
hoc vién trong cac van dé: tuyén chon, giai quyét cac van dé nhan su, tra
céng lao dong, va tim hi€u tam ly, déng vién khuyé&n khich nhan vién
trong doanh nghiép.

< Phuong phap giang day va hoc tap :

Hoc vién sé& dugc gidi thiéu khai quat vé cac van dé ly thuyét va dugc
huéng dan thuc hanh, thdo luan trén co sd phan tich cac tinh huéng, cac
bai tap cu thé theo nhom.

Hoc vién s& dugc cung cép tai liéu doc thém va bai gidng tom tat dé co
thé theo dbi bai gidng theo phim dén chiéu thuan tién, d& nhé va cé chat
lugng hoc tap tét han .

Khoda dao tao chu trong viéc Ging dung cac kién thic va ki nang vao thuc
tién, nhan manh sy tham gia tich cuc cla hoc vién trong qua trinh hoc.
Phuong phap dao tao sé la su két hgp gilia viéc gidi thiéu cac khai niém,
ky nang, va viéc thdo luan nhém, bai tap tinh huéng va tro chai.

«» NOi dung nghién ctu thuc hanh :

1-GiGi thiéu vé quan tri nguén nhan lyc: md hinh quan tri nguén nhan lyc cla

My va Nhat Ban.

2-Huéng dan mot s6 ki nang tuyén dung nhan vién (nghién ctu va chon loc

cac ho so xin viéc; danh gia chat lugng va trinh bay mét bai quang céo
tuyén nhan vién; phdng van va thuc hanh cac ky nang dat cau héi va ra
quyét dinh trong phdng van tuyén chon nhan vién).

3- Huéng dan céach thic déng vién khuyén khich nhan vién trong doanh

nghiép va xay dung chién Iugc nguén nhéan luc theo cac chién lugec canh
tranh cl@ia doanh nghiép.

4 - Panh gia cudi khoa :

e 40% diém danh gia theo phan tham duy, trinh bay, thdo luan cla
hoc vién trén I6p .
e 60% diém danh gia theo tiéu luan.

< Nhiing nqudi nén tham gia khda hoc

Khoa hoc nay dugc thi€t ké cho cac nha quan tri cla cong ty. Nhiing ngudi
sau day nén tham gia khda hoc:

e Giam d6c va phd giam doéc

e Trudng phong va phoé phong trong cong ty
e Trudng pho cac bd phan trong cong ty

e Nhéan vién phong nhan sy

< PEé tai ti€u luan :

Chuong trinh boi duéng nghiép vu 3
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Cononacs© e Xay dung chién lugc trd cong lao dong trong doanh nghiép;

e Xay dung chién lugc ngudn nhan sy trong doanh nghiép;

e Cac bién phap kich thich, ddng vién nhéan vién trong doanh nghiép;

% Sach tham khao :

1. TS. Nguyén Thanh Hi- Quan tri nhan sy -
Nxb Thong ké - HN — 2002 (Tai ban lan tha 4)

2. TS. Nguyé&n Thanh Héi- Quéan tri hoc - Nxb
Théng ké - HN — 2002
(Tai ban lan tha 2)

3. TS. Nguyén Thanh Hoi- Nghé thuat Ianh dao-
Vién quan tri doanh nghiép.

4. TS. Nguyén Thanh HOi - Giao ti€p kinh
doanh- Vién quan tri doanh nghiép

5. TS. Nguyén Thanh Hoi- Quan ly hiéu qua -Phong thuong mai Viét-Nam

Chuong trinh boi duéng nghiép vu
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CHUYEN BE I
GIGI THIEU VE QUAN TRI NGUON NHAN LUC

I- KHAI NIEM

Quan tri ngudn nhan luc nghién cliu cac van dé vé quan tri con ngudi trong céac

t6 chiic & tdm vi moé va cé hai muc tiéu co ban:

— S0 dung ¢6 hiéu qué cla t8 chuc

— DPap Gng nhu cau ngay cang cao clia nhan vién, tao diéu kién cho nhan vién
dudgc phat huy toi da cac nang luc ca nhan, dudgc kich thich, dong vién nhiéu
nhat tai noi lam viéc va trung thanh, tan tam véi doanh nghiép.

Quan tri nguén nhan lyc 1a hé thdng cac quan diém, chinh sach va hoat dong

thuc tién st dung trong quan tri con ngudi cud modt t6 chiic nham dat dudc két

qud t6i uu cho ca t6 chic va nhan vién.

SU KHAC BIET GIGA QUAN TRI NHAN SU
VA QUAN TRl NGUON NHAN LUC

QUAN TRI NGUON

TIEU CHI QUAN TRI NHAN Sy NHAN LUC
Quan diém Lao dodng la chi phi dau Nguén nhan lyc 1a tai san
chung vao quy can phat trién

Muc tiéu dao
tao

Giup nhéan vién thich nghi
G vi tri clia ho

PAau tu vao phat trién nguén
nhan luc

Vién canh Ngén han va trung han Dai han

Lgi thé canh Thi trudng va cong nghé Chat lugng ngudn nhan lyc
tranh

Co sb cla May méc + Té chuc Cong nghé + T6 chiic + Chét
nang suat va lugng nguén nhan luc

chét lugng

Cac yéu té Tién va thang ti€n nghé Tinh chat cong viéc + Thang
déng vién nghiép ti€n + Tién

Thai do doi véi Nhan vién thudng chéng Nguén nhan lyc cé thé thich
sy thay ddi lai sy thay déi Ging, d6i mat v4i sy thach

thuec.

< Déc trung cla quan tri ngudén nhan lyc

Chuong trinh boi duéng nghiép vu
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e Quan tri nguén nhan lyc dugc dan dan thay thé cho quan tri nhan su vdéi

quan diém chi dao :

e Con ngudi khéng con don thuan chi la mot yéu t6 clia qua trinh san xuat
kinh doanh ma la mot nguén tai s&n quy bau cla t8 chiic, doanh nghiép.
Céac doanh nghiép chuyén ti tinh trang “tiét kiém chi phi lao dong dé gidm
gia thanh “sang“ dau tu vao nguén nhan lyc dé c6 Igi thé canh tranh cao
hon, c6 Igi nhuan cao han va hiéu qué cao hon”.

e TU quan diém nay, quan tri nguén nhan lyc dugc phat trién trén co s cla

cac nguyén tac chl yéu sau :

— Nhan vién can dudc dau tu théa dang dé phat trién cac nang luc riéng
nham thda man cac nhu cdu ca nhan, déng thdi tao ra nang suét lao
dong, hiéu qua lam viéc cao va déng goép tét nhat cho t8 chtc.

— Cac chinh séach, chuong trinh va thuc tién quan tri can dugc thiét lap va
thuic hién sao cho cé thé thda man cd nhu cau vat chat va tinh than

clla nhan vién.

— Méi trudng lam viéc can dudc thiét l1ap sao cho c6 thé kich thich nhan
vién phat trién va s dung t8i da cac ky nang clia minh.

— V&n dé chiic nang nhan sy can dugc thuc hién phoi hgp va la mét bd
phan quan trong trong chién lugc kinh doanh clia doanh nghiép .

— Nhiém vu quan tri con ngudi la cla tat ca cac quan tri gia, khéng con
don thuan cla trudng phong nhan sy hay t6 chiic can bé.

— Quan tri nguén nhan lyc 1a nham:
> Dam bdo dung so lugng
» Trinh dé va ky nang phu hgp
» Dung nai
» bungluc

— P& thuc hién cac muc tiéu ctia Cong ty: moi nha quén tri déu 1a ngudi

phu trach quan ly ngudn nhan lyc.

Il- NHUNG SU KHAC BIET TRONG VIEC AP DUNG QUAN TRI NGUON NHAN LUC
1. Pic Piém Quan Tri Ngudn Nhan Luc Nhat & My

BANG 1: So Sanh P&c Piém Quan Tri Nguén Nhan Luc Nhat & My

TIEU CHi 1-NHAT 2-mY
* Tuyén dung * Subt dgi * Ngén han
= Paotao = Paky nang ®= Chuyén mbén héa hep

Ra quyét dinh " Tap thé

Ca nhan

Luong, thuéng ®= Binh quan, theo thAm nién

Theo két qua thuc hién

Chuong trinh boi duéng nghiép vu
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cbng viéc

= CoOng doan

= CoOng doan xi nghiép

* Nhiéu t6 chiic cong doan

Su khac biét nay la do su khac biét vé van héa & hai khu vuc.
BANG 2: So Sanh Cac Pic Diém Van Hoa

TIEU CHi VAN NHAT MY
HOA

+ Dong luc + Quan tdm xa héi quan trong 4 Tai chinh, tién bac la
phat trién hon vat chat doéng luc chl yéu

4 Tinh ca nhan- +« Nhom la cd s cla xa hoi. Tinh + Quyén ca nhan dugc
tap thé tap thé dugc danh gia cao x&p uu tién hang dau.

4+ Quan hé gia + Bao gom ca ho hang, dong tdc, | = Gia dinh hat nhan
dinh dan tdc — quan hé than thiét

gan gii

4+ Nhin nhan vé
cdng viéc

+ COng viéc dugc danh gia cao,
nhan vién cé ky luat va té chuc
cao

4+ Tam quan trong clia
cOng viéc giam : nghi
ngoi, giai tri tdng

4+ Quan diém
vé gido duc

4« Gido duc la trach nhiém clia
cha me déi véi con nham mang
lai uy tin xa hoi va ddm béo
kinh té

4+ Giao duc la hinh thic
dau tu ca nhan.

4+ Quan diém
nhan vé chuc

+« Chuc vu , dia vl xa héi quan
trong

+ Chuc vu dia vi it quan
trong; hiéu biét, cé

vu, dia vi xa nang luc quan trong
hoi haon.

+ Nhin nhan vé + Hoa hgp quan trong hon xung + Chap nhan xung dot,
xung dot dot xung dot cé thé dan

tginhiing thay d&i cé
|gi

Ngay nay Cac coéng ty theo kiéu Phuong tay da cé su cai tién nhu sau :
— Thudng coi trong doi hinh nhan vién theo bé day lich su.
— Khuyén khich nhan vién thong qua xac dinh huéng nghé nghiép trong pham

vi doanh nghiép.

- Pao tao céng viéc trén kha nang thuc hanh cong viéc.

V.v..

2) Cac cbng ty do nqudi Hoa sé hiu

SU dung cac thi tuc hé théng ngudn nhan luc phi chinh thiic
Pha trén gilia cac t6 chiic Nho gido va Phudng Tay

Duy tri m6i quan hé gia trudng

T8 chiic cac nhém dao tao tai chd

V...

Chuong trinh boi duéng nghiép vu
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3) _Kinh nghiém cua Singapore
- Khi thanh lap doanh nghiép, chu trong muc tiéu hang dau la Igi ich xa hoi.
- Nha nudc cép vén va kiém soat doanh nghiép.
- Doanh nghiép ty do tuyé°n nhén vién, nhan vién ty do chon doanh nghiép.
- Doanh nghiép ty hach toan chi phi.
- T4t c& doanh nghiép déu dugc khuyé&n khich phat trién.

5. Quan tri nguén nhén luc & Viét Nam
@Thai ky bao cap:

4« Ché& do tuyén dung suét ddi, cac chinh sach phuc Igi

x& hoi nhu nha &, y t&€ cong cdng, giao duc,v.v déu mién

phi.

+ Dao tao dudc coi nhu la mét quyén Igi dudng nhién clia ngudi
lao déng.

+ Hé théng tién luong mang tinh chat binh quan, dya vao
tham nién. N

4 Quan hé lao dong binh dang than thiét

@Thai ky d&i méi :

4+ Ché& do tuyén dung suét ddi chuyén sang ché dd lao déng hap
déng.

4« Dao tao va phat trién nhu la mdt quyén Igi duong nhién chuyén
sang dau tu ca nhan.

4+ Ché& do luong do Nha nuéc chi trd chuyén sang do doanh nghiép
chiu trach nhiém.

+« TU can thiép va kiém tra nghiém ngéat ctia Nha nudc chuyén sang
quyén tu chid ctia doanh nghiép.

lll- CAC CHUC NANG CO BAN CUA QUAN TRI NGUON NHAN LUC
Quan tri ngudn nhan lyc tap trung & bon linh vic sau day :

1. Lap k& hoach tuyén dung

2 Pao tao va phat trién

1. Duy triva quan ly

2. Hé thong thong tin vé dich vu va nhan lyc.

Nhiing linh vuc nay c6 mai lién hé véi nhau nhu yéu t6é thudng xuyén lién

tuc trong nhiing hoat ddng tuong tac hang ngay gita Céng ty va cac nhan vién
clia Cong ty.

Hinh 1 : Chtic nang quan tri
ngudn nhan lyc

K& hoach héa va
Tuyén dung

Dich vu
Thong tin

baotao &
Phit trién

St dung &

Chuiong trinh boi dudng ngh W 8
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1. Lap k€& hoach va tuyén dung

@ Lap ké hoach nguén nhén luc

Lap k& hoach ngudn nhan lyc thudng huéng vao tra I6i nhiing cau hdi sau
day :

e Chung ta can nhiing con ngudi nhu thé nao ?

e Khi nao ching ta can ho ?

e Ho sé& can phai c6 nhiing kj nang nao ?

e Chuing ta da c6 sé&n nhiing ngudi thich hgp chua?

e Khi da c6 nhiing thong tin trén, ching ta sé lam gi ti€p theo ?
@ Tuyén dung
Qua trinh tuyén dung bao gém viéc md ta cac yéu cau vé cong viéc, quang
céo, ti€n hanh cac hoat déong phdng van, dua ra va ap dung céc tiéu chuén
tuyén chon nhat quan.

2. Pao tao va phat trién.

e Doanh nghiép can nhiing ky nang va kién thiic nao ?
e Hién tai, ngudi nhan vién can nhiing k§ ndng nao dé ti&n hanh céng
viéc ?
e Céc nhu cau vé ky nang trong tuong lai cia DN la gi ?
e Su thi€u huyt gitia k§ nang hién c6 véi nhu cau tuong lai la gi ?
e Tién hanh dao tao nhu thé nao sé mang lai két qua tét nhat?
1. Duy tri va quan ly

e B4 tri, dinh hudng, thuyén chuyén, dé bat.

e Danh gia va quan ly két qua thuc hién céng viéc.

e Huéng dan, tu van.

e Khen thuéng nhan vién.

e Quan ly qua trinh thoi lam viéc, bao gdm thoi viéc ty  nguyén, thoi viéc
c6 nguyén nhan, cit gidm nhan luc cé k& hoach va nghi huu.

e Xay dung tinh than lam viéc tot.

Tuyén dung ding + Quan ly dung = Nhan vién nhiét huyét

4. Hé thong thong tin va dich vu vé nhan luc
@ Quan hé lao déng
e Quan ly tién luong, tién cong.
e Cac hé théng ky luat va giai quyét bat binh.

Chuong trinh boi duéng nghiép vu 9
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e Cac quan hé lao dong gilta nhan vién va nha quan ly.
@ Tiéu chuan céng viéc

e Phan tich cong viéc, mo ta cong viéc va danh gia cong viéc.
e Céac tiéu chudn danh gia k&t qua thuc hién cong viéc.
e Phan tich tién luong.

e Khao sat thj trudng lao dong.

@ An toan suc khoe cho ngudi lao déng.

e Dua ra céc tiéu chuén vé an toan.

e XU ly va lap ho sG vé céc tai nan.

e Duy tri thuc hién cac nguyén téc an toan.

e Duy tri cac ghi chép vé an toan.

@ Cac dich vu cho ngudi lao déng.

e Céac chuong trinh huu tri.

e Cac ké hoach cham séc stic khde va bao hiém.

e Cac k& hoach chia Igi nhuén.

e Cac k& hoach khuyén khich dong luc khac

IV .HOACH PINH & PHAN TiCH CONG VIEC

1) Hoach dinh nguén nhan luc (Human Resource Planning)

< Hoach dinh ngudn nhan lyc 1a mot qua trinh quan tri bao gém viéc phan tich
cac nhu cdu nhan sy clia mot t6 chiic dudi nhiing diéu kién thay déi sau dé

trién

khai cac chinh séch, bién phap thuc hién dé dap Ging nhu cau dé.

Hoach dinh nguén nhan luc cé maoi lién hé mat thiét véi qua trinh hoach dinh
va thuc hién cac chién lugc, chinh sach kinh doanh cla doanh nghiép, no

bién

déi nhitng muc tiéu clia doanh nghiép thanh nhiing di kién vé nhan lyc

nham dap Gng su hoan thanh nhitng muc tiéu dy. Hoach dinh nguén nhan
luc dugc thuc hién qua cac budc :

e Phan tich méi trudng kinh doanh, xac dinh muc tiéu va chién lugc clia
doanh nghiép

Phan tich moi trudng 1a c¢d sG cho viéc xac dinh muc tiéu, chién lugc
cho doanh nghiép no6i chung va hoach dinh nguén nhan lyc noi riéng.

Muc tiéu la tiéu dich ma doanh nghiép phan dau dé dat dén, la dinh
hudng cho viéc soan thado cac chién lugc. TU muc tiéu, chién lugc
chung (Corporate Planning) clia toan doanh nghiép sé cé cac muc tiéu
chién lugc chic nang (Functional planning) nhu chién lugc tai chinh,
chién lugc Marketing, chién lugc ngudn nhan luc

Phan tich méi trudng kinh doanh va xac dinh chién lugc nguén nhan
luc clia doanh nghiép.

Chuong trinh boi duéng nghiép vu 10
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dinh hinh va c6 anh hudng dén cac moi trudng tac nghiép va maoi trudng ndi bo,
va c¢6é anh huéng dén nguy c6 va cac cd hoi clia doanh nghiép.
Céac yéu to do la:
-Yéu to kinh t€ :  +Chu ky tang truéng kinh té.
+ GDP
+ Lam phat
+Lai suat
+ Chinh sédch tién té.
+ Can cén thanh toan.
+ Su phat trién trong cdc nganh
- Chinh pht va chinh tri :
+ Luat ¢
+ D6 8n dinh vé chinh tri.
+ Cac quy dinh trong linh vuc ngoai thuong.
+ Quy dinh vé bdo vé méi truong.
+ Quy dinh vé chéng déc quyén

- YEu td xa hoi:  + Phong tuc tap quan truyén théng
+ Muc séng.
+ Tinh tich cuc trong tiéu dung.

- Y&u t6 tu nhién : + D4t dai, khi hdu, méi trudng.
+ Nguén nang lugng.
+ Su lang phi va thiéu hut nguén tai nguyén.

Méi truong tac nghiép
- P6i thd canh tranh :
- Khach hang
- Ngudi cung cap nguyén vat liéu
- Hang hda thay thé
Méoi truong néi bé
- Ngudn nhan luc :
- Tai chinh :
- S&n xuét :
- Marketing:
- Kh& nang nghién cliu va phat trién.

e Phéan tich danh gia tai nguyén nhéan lyc la xac dinh di€ém manh, yéu ,
thuan 1gi, khé khan vé nhan lyc clia doanh nghiép. N6 dugc xem xét trén
2 phuong dién :

< Phuong dién hé théng

Chuong trinh boi duéng nghiép vu 11
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00 ® TRigy,
oy

@;;\_JS?B_,K@ e Ngudn nhan luc: s lugng, cG cau, trinh dd, ky nang, kinh nghiém nghé nghiép

&Q‘d‘_ = _ln::-;_\ﬂ“"e\ - 2 2
i e Cd cau to chtc : loai hinh t0 chtc
e Cac chinh sach : chinh sach dao tao, tuyé°n dung , khen thudng ..

% Phuong dién quy trinh :
Quan tri ngudn nhan lyc 1a mét qua trinh thu hat, dao tao, phat trién va duy tri .

< Du bao thu cau ngudn nhan lyc dya trén cac du bao vé :
Khoi lugng céng viéc sé thuc hién
Sy thay d&i vé cong viéc ky thuat.
Su thay d8i vé t6 chuic, cd cdu nganh nghé.
Ty 1é nghi viéc.
e Kha nang tai chinh dé thu hut nhan lyc chat lugng cao trén thi trudng
% Du bao bang cac phuong phéap:
e Phuong phap phan tich xu thé.
e Phuong phap phéan tich tuong quan.
e Phuong phap danh gia clia chuyén gia.
e SU dung may tinh.

< Kiém tra danh gia tinh hinh thuc hién dé xac dinh sai léch giiia k& hoach va
thuc hién dé diéu chinh, hudng dén muc tiéu. Cac linh vyc danh gia la :
e S0 lugng va chat lugng nhan vién
e Nang suét lao dong.
e Ty l& thuyén chuyén nhan vién.
e Su hailong clia nhan vién doi véi cong viéc
% Xaéc dinh sai léch bang dinh lugng sé cho ra théng tin khach quan hon
2) Phan tich céng viéc (Job Analysis)

< Phan tich cong viéc la mot cong cu cd ban cho cac nha quan tri, ngudn nhan
luc, 1a mot ti€n trinh xac dinh cé hé théng cac diéu kién ti€n hanh, nhiém vu,
trach nhiém, quyén han khi thyc hién cong viéc va cac phadm chat, ky nang
can thiét ma nhan vién phai c6 dé thuc hién t6t cong viéc. Nhd nd, nha
quan tri tao ra dugc sy phdi hgp dong bd gilia cac bd phan trong doanh
nghiép, danh gia ding yéu cau cla codng viéc dé tuyén dung dung ngudi,
ding viéc, danh gia dung nang luc thuc hién céng viéc, dé tra luong kich
thich kip thdi chinh xac.

< Phan tich cong viéc la tai liéu cd ban dé xay dung bang mé ta céng viéc
(Job Description) va bang tiéu chuédn céng viéc (Job Specification):

e Bang mo ta cong viéc liét ké cac nhiém vu, chldc nang, cac mdi quan hé
trong céng viéc, cac diéu kién lam viéc, yéu cau kiém tra, giam sat va céc
tiéu chudn can dat dudc khi thuc hién coéng viéc.

e Bang tiéu chudn céng viéc liét ké nhiing yéu cau vé nang lyc ca nhan
nhu trinh do hoc van, kinh nghiém cong tac, kha nang giai quyét van de,
cac ki nang va dic diém ca nhan thich hgp cho céng viéc

Chuong trinh boi duéng nghiép vu 12
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Vi DU VE BANG MO TA CONG VIEC

Ngay Ngudi chudn bi | Ngudi ki€m tra Chdic danh céng | B6 phén
viéc
30/4/2003 | Nguyén Thi | Nguyén Vin Thu ky San
Mai Bé Xuat
< M6 ta céng viéc
Chuc danh céng viéc Bao cdo cho
Thu ky cho Ky su trudng Co khi Ky su Trudng Ca khi

Xac dinh céng viéc: Cung cap dich vu thu ky toan dién cho Ky su Trudng Ca
khi bang cach t6 chiic cac céng viéc thudng nhat cho Ky
su Trudng.

s Cac nhiém vu chinh

1. Sau khi nhan thu, sip x&p thu theo thi ty uu tién, dinh kém céc thu tu trao
d8i trudc dé néu c6 va danh may céc thu ti théng thudng dé ky.

2. Chép lai ban doc cla Ky su Trudng va xi ly cac van ban thu ti khan cdp
do cac ky su ¢ khi cao céap doc

3. S&p dat cac chuyé&n cong tac va chuén bi lich trinh cdng tac clia phong

4. Luu trli duy tri cac ghi chép don gian vé thgi gian lién quan dén tién do thuc
hién cac du an thr nghiém. Dam bao rang cac sd do tién dod ludn dugc cap
nhat.

5. Gili vai trd nhu mot trg ly cha Ky su Trudng Cd khi béang cach x{i ly cac
cong viéc co tinh chat thudng 1é clia Ky su Truéng.

6. Sang loc cac cudc goi dién thoai.

% Cac nhiém vu phu

1. Chu&n bi mét ban tom tat ngan vé cac chi tiéu clia phong trong khoang
thdi gian nhat dinh ma k& toan yéu ciu va phan bé ching vao ting dy an.
2. Thu nhap céc bdo cao tém tat do cac ky su cao cdp chudn bi cho cac du
an cla ho, danh may duy thdo bao céo tién dd cho Giam déc Ky thuat cla

du an

Chuyén cac hé so cli xuéng tdng ham va lam cac hd s6 méi cho sau thang t6i.

4. Danh may ban bao céao k& toan thé hién khoan thu nhap va cac khoan chi
phi clia cac du an thudéc nam trudc.

< Cac méi quan hé

Bdo cdo cho : KV su Trudng cd khi

@

Chuong trinh boi duéng nghiép vu 13
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TS, Nguyén Thanh Hii

Giam sat nhing nguoi sau ddy :Khéng co

Vi DU VE BANG YEU CAU CHUYEN MON

Ngay Nguoi chuén bi | Nguoi kiém tra Nhém céng viée Bé phéan
04/12/200 | Nguyén  Thij | NguyénVin Hanh chinh van San
3 Mai Bé phong Xuat

Chuc danh cbng viéc: Nhom cbéng viéc:

Thu ky cho Ky su Truéng Ca khi Dai han
% Trinh dé hoc van
Yéu cau trinh do hoc van
Bang sau dai|Bang dai | T6t nghiép phd | Kiém tra cla cong ty
hoc hoc thdng trung hoc vé kha ning doc viét

Nganh hoc :

Nghé nghiép chuyén mén :
Céc khda dao tao khac va ching chi :
Yéu cau vé kinh nghiém lam viéc

B

Y
Y i,
Ve,
% Yéu cau vé kién thuc / ky ndng
Y
Ve,
Y i,
< Yéu c4u vé thé chat / diéu kién lam viéc

vV CAC dIEU KIBN TAM VIEC 1 oot
v' Céc ma&i nguy hiém

Chuiong trinh boi dudng nghiép vu 14
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Vi DU VE TIEU CHUAN KET QUA CONG VIEC

Ngay Ngudi chuén Ngudi kiém Nhom cong viéc Phong
bi tra
04/12/200 | Nguyén Thi Nguyén Van Hanh chinh van San
3 Mai Bé phong Xuét
Chuc danh céng viéc Tinh chét céng viéc
Thu ky cho Ky su Trudng Ca khi Dai han
CAC HOAT BONG SAN PHAM CHAT sO | THOIGIAN
LUONG | LUON THUC
G HIEN

Cac hoat déng co
lién quan dén céc
nhiém vu chinh va
phu

Cac hoat déng co
lién quan dén san
xuat hang héa

Cac hoat déng co
lién quan dén ngdn

ngl
Cac hoat dong
quan ly hoac giam
sat

Cac hoat déng co
lién quan dén céc
giao ti€p nodi bd va
giao ti€p véi bén
ngoai

Cac cubéc hop tham
du hoac chl toa

Cac hoat dong thé
chat khac

Chuong trinh boi duéng nghiép vu 15
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Cac hoat doéng lién
quan dén sy an
toan lao déng

CHUYEN PE II ] )
THU HUT-TIM KIEM-TUYEN DUNG
NGUON NHAN LUC

1. Tim kiém cédc nquén tuyén dung

1.1 Tuyén dung ndi bé: Bién phap nay thudng gilp tim ra céc tng cl
vién t6t nhat phu hgp vdéi mét vi tri can tuyén, khuy&n khich phéat trién nghé
nghiép, phat trién chuyén mén, va quéa trinh dao tao chéo gilia cac nhan vién
gitp ho thdy rdng ho cé tiém nang phat trién, ho sé& khéng dé dang r&i bd
doanh nhgiép dé tim dén chd lam viéc khac.

1.2 Do nhén vién céng ty gidi thiéu : Day la nguén tng cl vién ti bén
ngoai doanh nghiép. Nhan vién cla doanh nghiép cé thé biét dudc nhiéu ngudi
khac trong cung linh vyc théng qua cac hiép hdéi chuyén mdén hoac da cung ho
lam viéc cho cac doanh nghiép trudc dé. Bién phap nay co tac dung rat cao khi
cac nhan vién co6 ban be sé nhiét tinh vGi cong viéc

1.3 Nhiing nhéan vién cd : Pay ciing 1a mot nguén tuyén dung cho cong
ty. Hon ai hé&t ho la ngudi hiéu biét dugc gia tri clia viéc 1am, va lai ho lai ¢6 kinh
nghiém ti cac doanh nghiép ci hoac da dudc trang bi thém mot sé kién thiic
trong th&i gian ho xa doanh nghiép.

1.4 Internet : Mang Internet da tr& thanh mot phudng tién phd bién dé
quang clo viéc lam. Nhiing ngudi sl dung lao dong dang tai viéc thanh lap
doanh nghiép trén mot s6 trang Web viéc lam hoac trén chinh trang Web cla
riéng ho.

1.5 Quang cao : Cac quang cao trén cac phuong tién truyén théng dai
chung (bao chi, tap chi nganh, truyén hinh..) N6i chung thu hiat mét sé lugng I16n
Uing cU vién tham gia.

Thiét k& mot mau quang cdo cé thé &nh hudng dén coéng ty va téi cac
Ging cU vién. Mau quang cao can phai dat dugc nhiing diéu sau day :

Chuong trinh boi duéng nghiép vu 16
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Pau dé quang cdo ndi bat sé thu hut, chd y cta ngudi xin
viéc

Gidi thiéu théng tin vé tuyén dung (chic nang gi?).

Nhiing tiéu chudn lién quan dugc xac dinh mét cdch ré rang
(tinh dac trung ctua céng viéc)

Nhan manh dén khé udc va cd héi ngang nhau.

Nhiing khia canh phdp ludt vé quang cédo : Néu coé lién quan
dén phan biét déi x vé gidi tinh, chiing tdc va doé tudi, diing
st dung nhiing ti ngl lién quan dé&n “Anh/Ong” trong suét
mau quang c4o..

Hinh thdc:

+Quang céo trén bao, dai, tivi

+Thdng qua cac trung tdm dich vu lao ddng

+Y@&t thi truéc c6ng cd quan, doanh nghiép

-Chat lugng:

+Quang cao vé uy tin cla Céng ty
+Yéu cau co ban clia cdng viéc
+Tiéu chudn nhan vién can ap tng (vi du yéu cau vé trinh do

van héa, ngoai ngli, khd nang sl dung may tinh, tudi dgi, stc
khde v.v..)

- Quyén lgi cda tng vién khi dugc nhan vao lam viéc trong
doanh nghiép (Xem phu luc)

1.6 Cac céng ty cung cap dich vu viéc lam : Cac cong ty nay thudng st dung
cac vi tri c6 chon loc va cung cép cac ung cli vién mot cach tuong doi nhanh
chéng (dya vao quy mé Gng cl vién sdn c6 cla ho). Mot cong ty giGi thiéu sé
gilp ban thiét Iap cac tiéu chudn lya chon va kiém tra cac ting cl vién khéng
phlu hgp. Tuy nhién, chi phi thudng rat I6n. (Xem phu luc)

Nhiing diém can ghi nhg.

* Khdng phai tat ca cac chd tréng déu can dugc Iap day.

* Nhiing bi€n ddi trong thuong mai dan dén yé&u céu cong viéc chi
dap ung trong th&i gian ngan.

* Ngudn théng tin t6t nhat vé cong viéc co 18 1a ngudi da nam gid
cdng viéc trudc day.

* Vi tri tréng la co hoi dé tai nhan dinh trach nhiém cla modt cong

viéc.

* C6 thé tai phan céng cong viéc cho cac nhan vién hién thdi.

* Poi ltc hai ngudi cung chia mot cong viéc ¢6 thé nang suéat cao
haon mot ngudi.

Chuong trinh boi duéng nghiép vu 17
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CHAT LUQNG
QUANG CAO

TEN TUA PE

TiNH RO RANG,
SANG TAO

TINH TRUNG THUC

-

A 4

-

PAC TRUNG CUA CONG
VIEC VA TIEU CHUAN
CONG VIEC

AN N o

-

QUYEN LGI cUA
UNG VIEN

;(Ac DINH Rf)7
pOI TUGNG TUYEN

HINH THUC BEP,
HAP DAN

Chuong trinh boi duéng nghiép vu
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< MOt hd sa xin viéc t6t can phan anh dugc cac théng tin sau:
e Cung cap nhiéu théng tin: hoc van, trinh dd chuyén mon, kinh nghiém
cong tac, v.v.. theo yéu cau cla cong viéc
e Su ti€n bd trong nghé nghiép
e Tinh &n dinh trong céng viéc
e Nhiing théng tin dé c6 thé dua vao do dy doan vé kha nang thanh céng
clia Uing vién trong cong viéc

< M&i nhém déi tugng nhan vién (quan tri, can bd chuyén mén, cong nhan ky
thuat, lao dong phé thong) thudng phai dap ing mot s6 yéu cau riéng tuy
theo nhém cong viéc can tuyén, déng thdi cac doanh nghiép khac nhau
cling thudng c6 nhiing yéu cau riéng khac nhau doi véi Ging vién vao cac
chutic vy, cong viéc khac nhau cia minh.

< Nghién ctiu hé s6 nham ghi lai cac théng tin ch( yéu vé Ging vién, bao

gom:

e Hoc van, kinh nghiém, cac qua trinh céng tac.

e Kha néng tri thuc.

I1-SO TUYEN
1.Hé so du tuyén:

Muc dich cQa sa tuyén 1a loai bd cac tng cli vién khéng dap ting dugc cac yéu
cau co ban ctia doanh nghiép — khau nay dac biét quan trong khi doanh nghiép
c6 médt s6 lugng 16n ting cl vién dy tuyén. So tuyén bao gém :
1.1.Ly lich dy tuyén
e NOidung:
— DU kién ca nhan
— Hoc van
— Pao tao
— Kinh nghiém
— Ngoai ngi
— Ngudi lam chung

Danh muc kiém tra
. Tim nhiing khodng cach vé trinh ty thdi gian trong ly lich.
. N&u can, xac nhan cac phdm ch&t qua céc té chuc lién quan.
. Ucc lugng khoang thai gian trung binh cho méi cong viéc.
. Ph&n doan xem UCV dang thuc hién qué trinh chuyén déi
cdng viéc mét cach hgp ly khéng ?
5. Xem phong cach cla ly lich cé thé hién dé la mot UCV
c6 6c t8 chiic hay khong ?

A OWON =

Chuong trinh boi duéng nghiép vu 19
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1.2.Xét don xin viéc :
@PDon xin viéc : mot don xin viéc phai
§ e TN . % " gap dng 4 yéu ciu sau :
. ™ o Gidi thiéu so b6
™ e Ly do lam chu y dén théng bao tuyén
dung
e Gidi thich vi sao lai quan tdm dén
ché lam
e Chao xa giao lich su

e —

-

@Phan tich chii viét tay

MAU THU BON XIN VIEC
Thanh Phé HCM ngay 12 thdng 1 ndam 2006.
Kinh thua quy ong !

Toi da doc thdy trong to bao SGGP ding ngay 6 thdng 1 viia qua
thong bdo vé ché lam thu ky trong cong ty ciia quy ong. Bang thu nay, toi
muén lam mot nguoi du tuyén.

Da bon ndm nay, téi la thu ky gidm doc & mot doanh nghiép gia
dinh cd vita (250 nhén vién). Téi chiu trach nhi¢m vé van dé tai chinh va
qudn ly hanh chinh ciia doanh nghi¢p. Toi ciing phu trdch vi¢c xdy dung
chinh sdch phdt trién ciia doanh nghiép nay cing véi ong giam doc.

Tuy nhién, doanh nghi¢p da khong con tao cho toi kha nang thing
tién nita, hudng di ciia doanh nghiép hién nay, theo ¥ téi, khong thé hién
dugc tinh ndng dong di cho phép doanh nghiép chiém dugc phdn thi truong
tot nhdat ma doanh nghiép quan tam.

T6i nghi rang, phdm chdt cia toi(dao tao va kinh nghiém) co thé
lam cho quy ong quan tdm. Toi xin sdn sang thuc hién moi cudc phong van
sau nay theo yéu cdu ciia quy ong.

Xin quy 6ng hay vui long nhdn & téi nhitng tinh cam tot dep nhdt
clia toi.

Nguyén Thi Thanh Thdo.

Chuong trinh boi duéng nghiép vu 20
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LUU PO TUYEN DUNG
BO PHAN PHAT TRIEN NGUON NHAN LUC

BO PHAN SU DUNG NHAN LUC
O]

K& hoach nhan
Iuc b6 phan

@

A 4

Hoach dinh
nhan luc
@ \ 4
Thim dinh [« >
K& hoach

g
tuvén dung

.

Yéu cdu nhdn
luc cin tuvén

©)

Tra hd PHONG
< » . N
Xdc dinh sd N > VAN LAN 2
ngudn cung
@ ~An <
Tré hd ©®' PHONG
l < VANLAN 3
@ Thong bdo Tra hd —> Thign tra d/
tuvén dune o < » gid lva chon
’ S
Tra hd Nhan va thim l
50 < dinh hé s¢ D
1| Thi e
ti€p nhin l
Tr4 hd PHONG
g l— VANLAN1 Ban giao
H/luyén DT
Tra hd Kiém tra tay
sd < nehé D/gid sau

'

H/luyén T

’ Cham dit HD
H/luyén DT
Ban giao <+
thi viéc
Chim dgtHD | D/gi4 sau thir
thit viéc B viéc
15
A 4

Ban giao thit
viéc chinh thitc

16
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MO TA QUY TRINH TUYEN DUNG

BUGC

CONG | CONG VIEC NGUGI PHU TRACH GHI CHU

VIEC

Can déi nhu cau nhan lyc bd phan
Phan tich cong viee GD b6 phan st dung
1 Viét ban mé ta cong viéc R
. - N A .. o R nhéan luc
Lap sé lugng can tuyén, thdi gian can su
dung
Lap phi€u yéu cdu tuyén dung nhan luyc e
2 C.hZ;)é’n ph)ilé'u yéu cé}; sané t?c“) phan nhan GDA bo phan su dung
j j nhan luc
sy
Ki€m tra dinh bién, tiéu chudn » Theo co cdu td
Phan hoi théng tin cho bd phan sl dung chtic va
nhin luc théng nhat va quyét dinh chi tiéu TP HC — NS Aké' hoach
3 tuyén dung Thu ky nhan sy nhan sy
i » Trinh GD HC
- NS
quyét dinh
Thiét lap k& hoach tuyén dung Giam déc > Lap bang ké
4 Trién khai va kiém tra ti€n trinh thuc hién HC-NS hoach tuyén
ké& hoach Thu Ky nhén sy dung.
Thu thap thong tin cung cau vé thij trudng > Xay dung hé

5 Lo . . Thu ky nhan sy théng luu trif

Xac dinh nguén cung cap ngudn cung
cép

Thong bao tuyén dung trong noi bo > Bé&ng cac

Théng bdo bén ngoai hinh thuc :

Théng tin cho cac ngudn cung tng khac Truyén dat,
giao tiép,

6 Thu ky nhan sy van ban,
quang céo
trén phuong
tién théng tin
dai chung

Ti€p nhan hé so phan loai > Luu vao co
Théng tin cho céc tng ¢l vién bé tic hd so L sG di liéu

/ Chuyén trd hé sa khong dat yéu cau Thu'ky nhan sy cla cong ty.
Loc hé s va lap danh sach mgi PV lan 1
Phdng van lan 1, théng tin gidi thiéu sa » Trinh GD
luge ve cong ty cho Ung ed vien TP HC - NS HC-NS xem

8 banh gia két qua phong van lan 1, gui tra . xét két qua

o R N ) R Thu ky nhan su N "
ho sd khéng dat va xép lich phdéng van lan phong van
2 Ian 1
Lap phi€u kiém tra tay nghé
T8 chuc kiém tra tay nghé va danh gia két Trudng bod phan si
9 qua kiém tra dung nhan lyc

Gdi tra hoé sd cho céac ting ¢l vién khong
dat

Thu ky nhan su

Chuong trinh boi duéng nghiép vu
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B_1976_/F « T8 chuc phang van Ian 2 GD HC-NS.
¥ coonommes 10 e T& chiic danh gia k&t qua lan 2 GB chiic nang
e Gditra hé sb ting cli vién khong dat Trudng bd phan st
e Lap danh sach phéng vén lan 3 dung nhan lyc
* T?, Chl,jc pr)ong y’anﬂllan 3, . Téng giam déc
11 e Tb chuc Qanh gia kétqua lan 3 GD HC-NS
e Gaitrd ho s6 ling cl vién khong dat
e Tham tra ly lich va qua trinh lam viéc
e Théng tin két qua sau cung va hen gép
12 nguditrdngtuyén Thu ky HC-NS
e Thoéng tin ngay giG tiép nhén ung cu vién
e Gditra hé so ting cli vien khéng dat sau
thdm tra
e Thi tuc ti€p xuc ban dau vgi tng cl vién Tha tuc tiép
e Thiét lap KH huén luyén dao tao nhan céng
13 e Ky k&t HD huén luyén dao tao, ban cam Thu ky nhan su nhan
két
e Huigng dan ndi quy LD va lich sl cdng ty
e Thiét lap hé théng chi tiéu danh gia sau Thda thuan,
hnué'nllﬂuyérj dé? taq ) o TP HC-NS th’c“ingnnhé't
. 7Lap bién ban ban giao h}Jan luyén dao tao Trudng BP sii dung cac Eleu
14 Kiém soat chudng trinh huan luyén dao tao nhan UG i ch,uérldénh
Thu ky HC-NS gia vai BP
su dung
nhan lyc
e T8 chiic danh gia theo muc tiéu da thda Trinh giam
thuén déc HC-NS
e T& chuc thi, t6ng hop két qlia va bdo céo TP HC-NS
15 sau giai doan huén luyén dao tao. Truéng BP s dung
e Lap thd tuc chdm dit HD huén luyén dao nhan luc
tao doi véGi Ging ¢l vién khong dat Thu ky HC-NS
e Lap thl tuc chuyén cac UCV khong dat
sang giai doan thii viéc
e Ky k&t HD tuyén dung — Thiét lap va théng Cé théng
nh&t hé thong chi tiéu sau giai doan thir nhat véi BP
viéc. st dung
16 e Lap bién ban ban giao th( viéc cho BP si Thu ky HC-NS nhan luc
dung. Trinh Gb
e Lap thl tuc chuyén cac UCV dat sang HC-NS
chinh thuc
e T& chiic danh gia sau thi viéc . 5
« Thd tuc chdm ddt HB thit viec d6i véi cac :L‘;‘f}”ﬁfp st dung
17 UCV khéng dat Thu k'. HC-NS
e Th tiic chuyén cac UCV dat sang chinh y
thuc
e Lap bién ban ban giao s dung chinh thic Trinh Téng
18 cho BP su dung Thut ky HC-NS Gb

e Ky k&t HD chinh thiic kém theo chinh
sach, ché dé cho ngudi lao déng

Chuong trinh boi duéng nghiép vu
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2) Trdc nghiém
2.1.Muc dich ctda phuong phép trdc nghiém
2.2.C4c hinh thuc trdc nghiém :
2.2.1Trdc nghiém tim hi€u vé tri thiic hi€u biét
Pay la loai trdc nghiém dugc sl dung dé danh gia tng vién vé céc
ki€n thic hiu biét chung, vé kha& nang lam viéc lao déng tri 6c, vé
kha nang tiép thu, hoc héi cac van dé mdéi.
2.2.2. Trdc nghiém tim hi€u vé su khéo léo va thé luc cla ung vién
Loai trch nghiém nay thudng ap dung dé tuyén nhan vién vao lam
cac cong viéc ¢ yéu cau slc khde tot nhu lai xe, phi cong, v.v..
2.2.3. Trac nghiém vé cdc dac tinh ca nhan va sé thich
S’ dung dé danh gia cac dac diém cla Ung vién nhu khi chat, tinh
cach, muc do tu tin, sy sinh hoat, trung thuc, cin than trong céng
viéc, s@ thich, nguyén vong, déng Iuc ca nhan, v.v.. ¢ phu hgp véi
céng viéc khéng.
2.2.4. Trdc nghiém thanh tich
Panh gia muc do hiéu biét va ky nang thuc hanh nghé nghiép ma
Ging vién da ndm bat dugc.
2.2.5 Trdc nghiém thuc hién mau céng viéc
Panh gia kinh nghiém, kh& nang thyc hanh cud Gng vién. Mau céng
viéc dugc rat ra ti nhiing phan coéng viéc thuc té ting vién sé thudng
phai thuc hién.
Thiét ké bai trdc nghiém.
— Phan tich céng viéc => xac dinh yéu cau, ndi dung can trac nghiém
— Xéac dinh muc dd quan trong cla tiing yéu cau, ndi dung trdc nghiém
— Phan tich cac yéu céu, ndi dung trdc nghiém thudng dugc thé hién nhu
thé nao
— Xay dung phuong an tra Ii
- DPanh gia ké&t qué trédc nghiém
— Ap dung thi
— Diéu chinh

- PHONG VAN

1) Céc hinh thiuc phdng van

< Phéng van khong chi dan

Hinh thic phdng van ki€u noi chuyén, khdong cé ban cau hdi kém theo. Sau khi
nghién ctu ban mé ta cdng viéc, ban tiéu chudn céng viéc va hé sd cla Ung
vién, ngudi phdng van sé ghi lai nhitng diém manh, diém y&u cla Ung vién, va
nhiing diém chua rd, can dugc lam sang td trong phéng van .

< Phéng van theo mau (Xem phu luc)

Hinh thiic phdng van co6 st dung bang cau hdi mau trong qua trinh phong vén
Ging vién. Cac cau hoi thudng dugc thi€t k& trén cd sd nghién cliu k¥ ludng cac
yéu cau cla cdng viéc, tiéu chudn can cé cla Ging vién va thudng bao trum lén

Chuiong trinh boi dudng nghiép vu 24
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%t&_x_1_§f§_,¢§ tdt c& nhiing vdn dé quan trong nhat can tim hiéu vé (ing vién : ddng co, thai
ous®T g6, nang luc, kha ning giao tiép , v.v..
< Phéng van tinh hudng
Nhiing tinh huéng dua ra la nhiing tinh hudng giéng nhu trong thuc t€ ngudi thuc
hién céng viéc thudng gap va yéu cau Ung vién phai trinh bay céach thic gidi
quyét van dé. Cac tinh hudong dugc xay dung can cl vao quyén han, trach
nhiém, diéu kién, cac maéi quan hé trong céng viéc thuc té.
< Phéng van lién tuc: Ung vién bi nhiéu ngudi phdng van hai lién tuc, riéng
biét va khong chinh thic, Ging vién thudng khéng biét 1a minh dang bi phdng
van, nén hanh vi, cach noi nang dé bdc 16 tinh cach clia ung vién mot cach
chan thuc nhat.
Hinh thiic nay co6 két qua dang tin cay hon so vdi hinh thiic phdng van thuan tay
khong chi dan.
< Phoéng van nhém
2) Vai tro cua cac bén tham gia vao qua trinh phong van

ln
\‘?D\J

'\\?iﬂ_‘_-"f?\-'@%
Ty » HHMY

A

O

G

2.1.D6i vdi nha tuyén dung

2.1.1. Chudn bi phéng vén

2.1.2. C4ch dat cdac cau hdi trong phéng van (Xem phu luc)
2.1.3. Nghé thuat phdéng véan

2.1.4 Két thuc phdng vdn(Xem phu luc)

2.2.D6i voi ung cu vién

2.2.1 Nhiing luu y khi du phdng van

2.2.2. Tim hiéu so bé vé doanh nghiép

2.2.3 Trang phuc va céach dién dat

2.2.4 Nhan dién cac dang phéng védn

2.2.5 T6i uu héa cdc uu diém va t6i thiéu héa cédc nhugc diém

3 T
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" CHUYEN DE Il

CHIEN LUGC NGUON NHAN LUC
A-PAO TAO VA PHAT TRIEN NGUON NHAN LUC

I. MOT SO KHAI NIEM VE PHAT TRIEN NGUON NHAN LUC

1. Khai niém nguén nhan luc

Nguén nhéan lyc la qua trinh ndng cao ndng lyc ctia con nguoi vé mat
thé luc, tri luc, tdm luc déng thdi phan bé, st dung va phat huy cé hiéu qua
nhéat ndng luc cta nguén nhan lyc dé phéat trién dat nudc.

2. Khai niém vé dao tao va phat tri€n ngudn nhan luc

+ Dao tao : La qua trinh hoc tap lam cho ngudi lao dong cé thé thuc
hién dugc chiic nang, nhiém vu cé hiéu qua hon trong cong tac
cda ho.

+« Gido duc : La qua trinh hoc tap dé chuén bi con ngudi cho tudng
lai; C6 thé cho ngudi dé chuyén t&i cong viéc méi trong mét thdi
gian thich hgp.

+ Phat tri€n : La qua trinh hoc tap nhdm md ra cho cac ca nhan
nhiing céng viéc méi dya trén nhiing dinh hudng tuong lai cla t6
chuc.

Ba bd phan hgp thanh clia Gido duc — Pao tao va Phat trién nguén nhan
lic 14 can thiét cho su thanh céng clia t8 chiic va sy phat trién tiém nang cla
con ngudi.

Vi vay, phat trién va dao tao nguén nhan lyc bao gém khdng chi dao tao,
giao duc va pha trién da dudc thuc hién bén trong mot t8 chiic ma con bao gbm
mot loat nhiing hoat dong khéac cla phat trién va dao tao nguén nhan lyc dugc
thuc hién ti bén ngoai : Hoc viéc, hoc nghé, cac hoat dong day nghé (ngoai xa
hoi).

Cac doanh nghiép tién hanh dao tao va phat trién ngudn nhan lyc vi
nhiing ly do va tac dung sau day :

+ D& chuén bi va bu dap vao nhiing chd bi thi€u, bi bd tréng. Su bu dép
va bé sung nay dién ra thudng xuyén nham lam cho doanh nghiép hoat
doéng troi chay.

4+« Dé chuan bi cho nhiing ngudi lao dong thuc hién dugc nhiing trach
nhiém va nhiém vy mdi do c6 sy thay déi trong muc tiéu : Co c4u, thay
déi vé luat phap, chinh sach va ky thuat cong nghé mdi tao ra.

Chuong trinh boi duéng nghiép vu 26



Vi 2
I \\ Z
.
\ Jin
\ C‘_'
N\ ey

1976 (&

Qudin lig ngtdn nhin le TS df?uyé}@ Shant Hoi

4+ D& hoan thién kha nang ngudi lao ddng (nhiém vy hién tai cling nhu
nhiém vu tuong lai mét cach coé hiéu qua).

4+ Téac dung cla phat trién va dao tao ngudn nhan luc con la : Giam bét
dudc su giam sat, vi doi véi ngudi lao dong dudc dao tao, ho la ngudi co
thé ty giam sat; Gidm b6t nhiing tai nan, do nhiing han ché& clia con
ngudi han la do nhiing han ché& cla trang bi; Sy 6n dinh va ning déng
cla té chic tang lén, ching dudc bdo ddm cé hiéu qua ngay ca khi
thi€u nhiing ngudi chi chét do cé ngudn dao tao du trii dé thay thé.

Il. NGUYEN TAC, MUC TIEU VA PHAN LOAI CAC HiNH THUC PAO TAO

1. Nguyén tic dao tao va phat trién nqudn nhan luc

Mét Ia : Con ngudi s6ng hoan toan c¢6 nang luc dé phat trién. Do dé moi
ngudi trong mot t6 chic déu cé khd nang phat trién va sé& cd gang thudng
xuyén phat trién nhu sy tang trudng clia doanh nghiép.

Hai la : M6i ngugi déu cé gia tri riéng. Vi vay, moi ngudi la mot con ngudi
cu thé, khac véi nhitng ngudi khac va déu cé kha nang déng gép nhiing sang
kién.

Ba la : Lgi ich clia ngudi lao déng va Igi ich cla t6 chic c6 thé két hop
dugc véi nhau. Vi vay phat trién nguén nhan lyc phai bao gém :

4+ Dong vién, khuy&n khich moi thanh vién c8 gang tang cudng su déng gop
clia ho cho t8 chdc.

4+ Thu hut va st dung t6t nhiing ngudi cé du nang luc va trinh do.

4+ Dat dudgc nhiing gia tri I6n nhat, thong qua nhiing san phdm clia ngudi lao
doéng lam ra dé bu lai nhiing chi phi bd ra cho dao tao va phat trién ho.

4+ Mat khac, nhiing mong dgi clia ngudi lao déong qua dao tao va phat trién
la :

+ On dinh dé& phat trién.

4« CO nhiing cd hoi thang tién.

4« CO6 nhiing vi tri 1am viéc thuan Igi d8 déng gép, céng hién dugc nhiéu
nhat.

4+ Dudc cung cép nhiing thong tin vé dao tao co lién quan dén ho.

Bén la : Phat trién nguén nhan lyc va dao tao ngudi lao dong la mot sy
dau tu sinh Igi dang k&, vi phat trién va dao tao nguén nhan lyc la nhiing
phuong tién dé dat dudc su phat trién t6 chic cé hiéu qua nhat.

Chuong trinh boi duéng nghiép vu 27
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2. Muc tiéu clia dao tao va phat trién nqudén nhan luc

Nhitng muc tiéu co ban cla dao tao va phat trién nguén nhdn luc trong

mét doanh nghiép gém 5 muc tiéu sau :

+*

Xay dung va thuc hién mét k& hoach phat trién ngudn nhan Iyc cla toan
doanh nghiép bang nhiing hoat dong phat trién va dao tao cé té chiic clia
nhiing nhdm khac nhau, thuc hién phan tich, danh gia nhu cau dao tao
cla ngudi lao ddng & moi trinh do.

Chuén bi chuyén gia dé quan ly, diéu khién va danh gia chuong trinh phat
trién va dao tao.

Xay dung mét phuong an nghé nghiép va mot k& hoach phat trién tiing
thai ky nhat dinh, phu hgp véi tiém nang clia cong ty, sédp xép theo thi ty
nhiing nghé chd yéu.

Nghién ctiu vé nhan lyc, chudn bi nhiing sé liéu vé co c4u lao ddng, va
linh vuc cé lién quan.

Tao thuan tién cho thong tin ndi bé gilia cac bé phan quan ly va ngudi lao
dong. Thong tin ngudc lién quan dén bd phan, déng co cla ngudi lao

dong.

3. Phan loai cac hinh thuc dao tao

TIEU CHi HINH THUC
» Theo dinh hudng + Dao tao dinh hudng céng viéc.
ndi dung dao tao 4+ DPao tao dinh hudng doanh nghiép.
" 4+ Dao tao, hudng dan cong viéc cho nhan vién.
4+ Dao tao, huan luyén ky nang.
» Theo muc dich + Dao tao ky thuat an toan lao déng.
clia ndi dung dao + Dao tao va nang cao trinh dd chuyén mén ky thuat.
tao 4+ Dao tao va phat trién néng luc quan tri.
+ Dao tao chinh quy.
* Theo hinh thtc té + Dao tao tai chuc.
chuc + Dao tao canh xi nghiép.
4+ Kém cap tai ché.
* Theo dia diém + Dao tao tai noi lam viéc.
hoac nai dao tao. +« Dao tao ngoai noi lam viéc.
* Theo ddi tugng + Dao tao mdi.
hoc vién + Pao tao lai.

Chuong trinh boi duéng nghiép vu
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1. M&i quan hé giiia chién lugc kinh doanh va cac chién lugc ngudn nhan luc

C6 nam muc dd phdi hgp cla cac cac chién ludc, chinh sach quan tri nguén
nhan lyc vao véi cac chién lugc, chinh sach kinh doanh clia doanh nghiép:

3 muc dé A

O muc dé B

~ O muicdé D

~ O muc dé E

- Khéng cé mdi quan hé nao gilia cac chién lugc kinh doanh

vGi cac chién lugc, chinh sach quan tri ngudn nhan luc cla
doanh nghiép

: Chién lugc ngudn nhan lyc, cling nhu cac chién lugc chic

nang khac trong doanh nghiép, dugc xay dung nham dap
Ging va phlu hgp véi cac yéu cau cla cac chién lugc kinh
doanh cla toan doanh nghiép

3 muc dé C: Cac chién lugc, chinh sach kinh doanh clia doanh nghiép co

thé can dugc xem xét lai vé muc do thuc tién, hop ly cho
phu hgp vdi tinh hinh, dac diém phan cong, bo tri va sl
dung ngudn nhan lyc trong doanh nghiép.

: Céac chién lugc, chinh sach kinh doanh va cac chién ludc,

chinh sach nguén nhan lyc trong doanh nghiép cé moi quan
hé chat ché véi nhau va dudc phat trién trong mdi tac déng
qua lai 1&n nhau. Nguén nhan lyc dudc coi la mét Igi thé
canh tranh then chét clia doanh nghiép, khong phai don
thudn chi 1a phuong tién dé thuc hién céac chién lugc, chinh
sach kinh doanh.

- Nguén nhan lyc tr& thanh déng luc chld y&u dé hinh thanh

cac chién lugc, chinh sach clia doanh nhiép.

Chuong trinh boi duéng nghiép vu 29
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lg}é;_ﬁfﬁé&\§ Hinh 2 : Mdc do phdéi hgp cua quan tri ngudén nhan luc véi chién Iugc kinh doanh
“LONOMICS

.Xi\\u'\"ﬂ'_._-rﬁ\"

$

2
CHIEN LUGC
QUAN TR| NGUON
NHAN LUC

1
CHIEN LUGC
KINH DOANH

4
CHIEN LUGC
QUAN TR| NGUON
NHAN LUC

3
CHIEN LUGC
KINH DOANH

6
CHIEN LUGC
QUAN TR| NGUON
NHAN LUC

5
CHIEN LUOC -
KINH DOANH |77

8
CHIEN LUGC
KINH DOANH
NGUON NHAN LUC

CHIEN LUGC
KINH DOANH

10

9 ~
CHIEN LUAC QU%EIE§|L|\L|I(?86N
KINH DOANH .............................................................. '

NHAN LUC

Nguén : Dereck Torrington & Laura hall. (1995). Personnel management HRM in
action . Tr.47. Prentice hall. London.
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2. Dinh huéng va phat trién nghé nghiép

< Nghién ctiu dinh huéng va phat trién nghé nghiép nham gilip cho ca nhan
phat trién ra kha nang nghé nghiép, c6 quyét dinh lya chon ding nghé.
Nghién ctu dinh huéng nghé nghiép, giip nha quan tri tuyén dung nhan
vién c6 nang khi€u phlu hgp vdi céng viéc, khai thac duang kha nang cla
nhéan vién.

< Cudc ddi nghé nghiép cia mbi con ngudi trai qua nhiéu giai doan thay déi
khac nhau, b&t dau la giai doan kham pha- tham do; giai doan phat trién;
thiét 1ap; duy tri va cu6i cling la giai doan suy tan (Hinh 3).

Coo | O @ |o @ ®
a y
c
o
9 /
& Ve
0
£ / \
g (3c)
g / (3b)
£ (3a)
<
Thé.’p | | | | | | | ;
1 ] | 1 ! Tudi
15 a5 30 35 45 60 6
Hinh 3: C4c giai doan phat trién nghé nghiép.
Chu thich:
@ Kham pha — Tham do @ Duy tri
@ Phét trién ® Suy tan
@ Thiét lap

(3a) Thii thach
(8b) On dinh
(3c) Thiét lap
< V& dinh huéng nghé nghiép ca nhan, tuy thudc vao nhu cau, quan diém, hiing
thu, cac gia tri dong vién. ca nhan cé nhiing dinh hudng nghé nghiép sau day:
e Dinh hudng thuc tién
e Dinh hudng nghién cuu kham pha
e Dinh hudng xa hoi
e Dinh huéng cac nghé c¢6 truyén, théng thudng
e Dinh hudng kinh doanh
e Dinh hudng nghé thuat
< Nhiing dém then chét trong nghé nghiép la nhiing quan tam hay gia tri ma

mot ngudi khéng mudn t bd mot khi ho da cé su lua chon. Cé 8 loai then
chét trong nghé nghiép:
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z@%ﬂ%&@ < Nghién clu néu trén nha quan tri gc’) thé ti€p can viéc quan tri nguén nhan

T lic mot cach sau sat hon trén mdi ca nhan, déng thdi cé thé dé ra céc
chuaong trinh hoat déng vé dinh hudng va phat trién nghé nghiép cho nhan
vién trong doanh nghiép qua cac cudc hoi thdo, cd van, cung cap théng tin
vé tinh hinh thuc hién céng viéc, dé ra cac tiéu chudn va cd hdi cho nhan
vién phan dau

IV.DAO TAO VA PHAT TRIEN NGUON NHAN LUC

1. Cac phuong phap dao tao va phat trién nguén nhan luc

4+ Bang 5.4 s& cho ching ta mét cai nhin tdng quat vé dao tao va phat trién.
C6 16 phudng phap dao tao va phat trién cho ba déi tugng gém céac nha
quan tri, cac chuyén vién 8 muc khai diém (entry — level professionals) va
cdng nhan tryc ti€p san xuét.

] AP DUNG CHO NOI THYC HIEN

PHUCONG PHAP T

Quan tri Céng C4 hai Taingi | Ngoai noi

gia va nhan cép lam viéc | lam viéc

chuyén
vien
1. Day kém - - X X -
2. Trd choi kinh doanh X 0 0 0 0
3. Pién quén tri X 0 0 0 X
4. Hoinghi/ thdo luan X 0 0 0 X
5. Mb hinh ting xU X 0 0 0 X
6. Thuc luyén taj ban gidy X 0 0 0 X
7. Thuc tap sinh X 0 0 X 0
8. Dong kich X 0 0 X X
9. Luéan phién céng viéc - - X X 0
10. Giadng day theo thi tu tiing - - X 0 X
chuadng trinh
11. Gidng day nhd may vi tinh - - X 0 X
hé trg — CAl

12. Bai thuyét trinh trong I6p - - X 0 X
13. Pao tao tai chd 0 X 0 X 0
14. Do tao day nghé 0 X 0 X 0
15. Dung cu md phdng 0 X 0 0 X
16. Pao tao xa nai lam viéc 0 X 0 0 X

Bang 5.4 : Cédc phuong phédp dao tao va phat trién.

Nguén : R. Wayne Mondy Robert M.Noe, Op. Cit, p.280.
- : Ap dung cho c& hai c4p quan tri gia cong va cdng nhan.
0 : Khéng ap dung.

Chuong trinh boi duéng nghiép vu 32



'*‘39/;@}_ 1976 _
Cononacs v

N

S
&

TS g/l?u/yé;@ Shant Hoi

X : Ap dung.

2. Cac uu diém va khuyét diém clia cac phuong phap dao tao

CAC PHUGNG

PHAP DAO TAO + UUBIEM + NHUGC BIEM
Théa man nhu cau riéng cua cbng 4 C6 thé khong bao gém nhiing
ty 20 A L.
e« Y I thay doi tu bén ngoai.
Cac ky nang va hiéu biét vé ban
thén céng ty tang Ién.
. . Hinh thanh va duy tri van héa, cac
Pao tao tai ) o i ;
cong ty quy dinh va cach thuc hoat déng
clia cong ty.
Ra&t c6 hiéu qua doi véi cac don vi
phan tan
nang cao sy nhay cam doéi véi moi & CO thé khdng phu hop Vdi
truéng bén ngoai. nhiing nhu cau clGa cong ty.
Phat trién kha nang linh hoat. 4+« Chi phi cao.
Téac dong clia moi trudng khac biét. | « Chay theo chuadng trinh (mét)
M3 réng quan hé véi cac t6 chic + DOi khi cac khoa dao tao
. . khac. dudc coi nhu nhiing ky nghi.
bao taq pen c6 dugc nhiing cach tiépcanvatu |« Kho ap dung cac kién thtic
ngoai

tudng mai.
Ch&p nhan nhiing thi thach.

vao cbng viéc.
4 Co thé tao ra mot sd can trd
mdi cho t6 chic.

Daon gian va la hinh thiic dao tao co
ban nhat.
Nhéan vién c6 dugc nhiing kinh

+ Nhiing ngusi huéng dan
(quan déc, t6 trudng) co thé
thi€u kha nang truyén dat va

nghiém mot cach tryc ti€p va san dao tao.
Dao tao trén xudt ngay cz’? khi hoc‘tép. - + T6r71 thdi gian cla cac t6
cong viéc. Cho phep cac nha dao tao tra,| qua truéng, Qb.

i cac diéu kién lam viéc thuc té. + Ngudi dang hoc sé khong cé
nang suat lao dong, tham chi
gay hong may moc thiét bi.

Gido vién kiém soat toan b tailiéu | « Viéc chi cé trinh bay mot
va thai gian. chiéu cla giao vién la khong
Toan bo tai liéu dudc sédp x&p mot hiéu qua.
céach logic. 4 Baigiang lap dilap lai.

Giang bai bay la phuong phap an toan. £ ngudi nghe thy déng.

Dé& dang thay déi ngudi dao tao.

&+ Thi€u nhiing théng tin ngugc
tu phia hoc vién.

Chuong trinh
dao tao tap thé

Tao ra quan diém va cach suy nghi
chung.

Cac ky nang lam viéc nhom dugc
phat huy

Tao ra tinh than déng doi.

Ti€t kiém chi phi vi s& lugng ngudi
déng.

& Co6 thé tao ra “Déng y tap
thé” khong cé Igi cho cong ty.

4+ Trinh do va kh& nang ngudi
hoc khéng déng déu.

4 DOi hdi cao ddéi véi ngudi
giang.

Luan chuyén

Cho ngudi lao déng nhiing kinh

4+ Yéu cau phai diéu chinh cong

Chuong trinh boi duéng nghiép vu
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cdng viéc nghiém réng & nhiéu linh vuc. viéc thudng xuyén.
4+ Tao ra cach nhin khac nhau, nhu Can thiép vao qua trinh hoat
cau khac nhau cho ngudi lao déng. dong binh thudng cla doanh
4+ Taoraco hoi, y tudng , kj nang nghiép.
mdai va cac chuyén gia mdi xuat Hoc d6i phé.
hién. Tao ra quan niém “Cdi ngua
xem hoa”
Xem nhu la mét sy de doa.
4 thu hat nhiing ngugi huéng dan Ton thdi gian cla cac hudng
gidi. dan vién.
4 Cung cép céc chi dan thuc té. C6 thé tao ra sy V lai.
L 4 Co thé bd qua viéc danh gia két Cé6 thé tao ra sy ghen ty va
Co van qua hoat dong. so sanh.
4+ Nang cao dugc kha nang giao ti€p.
4+ Tao ra “ngudi d& dau” cho nhan
vién.
4+ Phu hgp véi cong viéc. Phai gia dinh cac cong viéc la
4 Lién hé nhu cau clia ca nhan. phu hgp.
4+ Tao diéu kién dé ting cudng maoi Co6 thé &p dung ngay tai mot
quan hé giao tiép. thai diém v6i mot cong viéc.
4+ Co6 kha nang ap dung ngay kién Phuy thuéc vao ky nang dao
thic va kinh nghiém. tao clia can bo quan ly.
. i + Huéng t6i muc tiéu. Dé bi bd qua.
Huanluyén | 4 D3 lien he vai danh gia két qua Khé giam sat.
hoat déng. C6 thé khéng hiéu qua.
4+ Thu hdt nhan vién vao qua trinh
phat trién.

Bai tap 5 : Ldp tdp hudn ngdn cho cdn bd lanh dao va nhan vién cua Trung tdm y té

Mot Gido su ndi ti€ng cla trudng Pai hoc Kinh t& dugc mdi t6i hudéng dan cho

dot tap huan vé quan ly & TTYT. Ong giang vé ly thuyét quan tri, nhan manh dén tam
quan trong clia quan tri trong tat cd cac td chuc, giSi thiéu cac céng cu va ky thuat
quan tri, cac bién phap nham nang cao hiéu qua quan tri. Cudi budi tap hu&n, trong khi
dang trao déi y ki€n, mot ngudi da ding lén phat biéu :“Thua gido su, nhiing diéu gido
su néi rat thu vi, chia dung nhiing kién thiic rong I6n, c6 thé l1a rat bé ich, nhung né chi
ap dung cho nhiing cdng ty kinh doanh, nhiing xi nghiép san xudt ma khéng thé ap
dung & day. Chung t6i la bac si, chung toi nghién ctiu nhiing con ngudi, cho nén ching
toi khong can dén quan tri.

Vi bac si dé l1a mot gido su bac si néi ti€ng viia ddm nhiém trudng khoa trong
Trung tam y t&. Vi vay, khi phat biéu xong, hdu hét cac bac siva y ta, déu im lang va
khong cé y kién gi thém.

Céau hoi :
1.N&u ban la éng gido su kinh t&, ban sé& giai thich nhu thé nao dé 6ng bac st
kia dong tinh vgi y ki€n clia ban ?
2.Hay giai thich do vi sao 6ng gido su bac si trudng khoa lai phat biéu nhu
vay ?
3.N&u quén tri thuc sy quan trong cho cac t6 chuc, vi sao né thudng hay bi
ph( nhan & nhiing t6 chuc phi Igi nhuan ?
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PONG VIEN TINH THAN LAM VIEC
CUA NHAN VIEN

I. NHUNG QUAN PIEM KHAC NHAU VE BAN CHAT CUA CON NGUOI

1.Quan niém vé con ngudi ctia Edgar H. Schein :

Ong Schein da dua ra 4 md hinh quan niém vé con ngudi.

* Pau tién 6ng dua ra md hinh vé Igi ich kinh t€ va cho rang con ngudi
truéc hét bi thuc ddy bdi dong co kinh t&. Vi nhiing ddng cd nay bi chi dao, giam
sat b&i Xi nghiép nén con ngudi thuc chat la thu déng, bi st dung, bi thic day
theo hudng Xi nghiép mong muén.

* M6 hinh thd hai gén lién v3i nhiing gia thiét vé mat xa hdi, nd dya trén
quan diém cho réng vé co ban con ngudi bi thiic ddy b&i nhiing nhu cau xa hoi.

* M& hinh thd ba gan lién véi cac gia thiét vé tu than van dong. O day,
cac dong ca dugc chia thanh 5 nhom trong mot hé théng céap bac ti nhiing nhu
cau don gian dé ton tai cho t&i nhiing nhu cau cao nhat vé ty than van déng véi
sy tan dung t6i da tiém nang cta con ngudi. Theo quan diém nay thi con ngudi
ty thic ddy minh. Ho muén dugc va cé thé dudc hoan thién.

* M6 hinh thi tu dua trén nhiing gia thiét phiic hgp, thé hién quan diém
riéng clia Schein vé con ngudi. Nhiing gia thiét cd ban clia 6ng la, con ngudi la
mét thyc thé phiic hgp va c6 kha nang thay déi, c6 nhiéu dong co khac nhau
k&t hgp thanh mdt mau van déng phiic hgp. con ngudi con c¢é kha nang hoc hoi
nhiing cach van dong mdi va cé kha nang dap Gng lai cac chién lugc quan tri
khac nhau.

2.Cac gia thiét vé ban chat con ngudi cia Mc. Gregor :

Trong khi st dung nhiing yéu t0 san xuat cé tinh cach khach quan va vo
tri nhu dat dai, tu ban, nhiéu nhan vat quan tri da phat huy dudc kha nang co
thé udc lugng chinh xac méi tuong quan gilia phi tén va san xu&t. Nhung yéu t6
con ngudi van 1a mot &n s8 trong sdn xudt. Do vay, cac nhan vat quan tri si
dung cac yéu té nhan suy, chac chadn la ho mac nhién chdp nhan mét gia dinh
vé ban chat con ngudi
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Il. CAC LY THUYET VE DONG VIEN TINH THAN LAM VIEC CUA NHAN VIEN

1. Ly thuyét cé dién :

VEé su dong vién dugc Taylor va cac tac gia trong trudng phai ly thuyét
quan tri mot cach khoa hoc néu lén vao dau thé ky nay. Taylor cho rang mét
trong nhiing cong viéc quan trong ma cac nha quan tri phai lam la phai bdo dam
cdng nhan sé thyc hién nhiing céng viéc thuong xuyén lap di lap lai mot cach
nham chan nhung véi hiéu qua cao nhat. D& bdo dam diéu dd, nha quan tri phai
tim ra cach lam t6t nh&t dé day cho cong nhan, va dung céc kich thich vé kinh
t€ nhu tién luang va tién thudng dé déng vién cdng nhan lam viéc.

2. Ly thuyét tdm ly xa hdi hay quan hé con ngudi :

Ly thuyé&t nay ciing cho thdy rang con ngudi cling kém sy hang hai khi
phai thudng xuyén thuc hién nhiing céng viéc nham chan va don diéu. Tt nhan
thic d6, cac nha ly thuyét tdm ly xa hdi cho rdng cac nha quan tri cé thé dong
vién con ngudi bang cach thita nhan nhu cau xa hoi ctia ho, va diéu kién cho
ngudi lao ddng cAm thay hanh dién vé sy hiiu ich va quan trong clia ho trong
céng viéc chung. nhiing bién phap ma nha quan tri c6 thé lam dé dong vién
ngudi lao déng theo ly thuyét tam Iy xa hdi la cho ngudi lao dong theo ly thuyét
tam ly xa hoi la cho ngudi lao ddng nhiéu ty do hon dé l1am cac quyét dinh lién
quan dén céng viéc dudc giao, quan tam nhiéu hon dén cac nhom khéng chinh
thiic trong Xi nghiép, thong tin nhi€u hon cho ngudi lao dong bié€t cac k& hoach
va hoat dong clia Xi nghiép.

3. Thuyét cua David Mc. Clelland :

David Mc. Clelland cho rdng con ngudi cé ba nhu cau co ban : nhu cau
thanh tyu, nhu cau lién minh, va nhu cau quyén luc.

Nhu cau thanh tyu : Ngudi ¢6 nhu cau thanh tyu cao la ngudi ludn theo
dudi viéc giai quyé&t cong viéc t6t hon. Ho muén vugt qua cac khé khan, tré
ngai. Ho mudn cam thay rang thanh cong hay that bai clia ho la do két quéa cla
nhiing hanh dong cla ho. Diéu nay cé nghia la ho thich cac céng viéc mang
tinh thach thuc

V.V..

4. Thuyét E.R.G :

Clayton Alderfer gido su dai hoc Yale da tién hanh sap xép lai nghién cuu
cla Maslow va dua ra két luan cia minh. Ong cho réng : hanh dong cta con
ngudi bat ngudn ti nhu cau — ciing giéng nhu cac nha nghién clu khac — song
éng cho réng con ngudi cing mot luc theo dudi viéc théa man ba nhu cau co
ban : Nhu c4u ton tai ('), nhu cau quan hé (°), va nhu cdu phat trién (°).

1 .
Existence needs
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5.Thuyét hai nhan té cua Herzberq :

Herzberg da phat trién thuyét dong vién cla éng ta bang cach dé nghi
cac chuyén gia lam viéc trong cac Xi nghiép cong nghiép liét ké cac nhan to
lam ho théa man va cac nhan t6 lam cho ho dugc dong vién cao do. BDong thdi
yéu cau ho liét ké cac trudng hgp (nhan td) ma ho khéng dugc dong vién va bat
man.

6. Thuyét mong doi :
Thuyé&t mong dgi cho rang dong vién la két qua clia nhitng mong dgi cla
mot ca nhan. Sy dong vién clia con ngudi phu thudc vao hai nhan to :
e Mtic d6 mong mudn thuc sy cla cad nhan déi vdi viéc giai quyét céng
viéc.
e Ca nhan do nghi vé cong viéc thé nao va sé dat dén n6 nhu thé nao.
Vi thé&, dé dong vién nhan vién chung ta cdn quan tdm dén nhan thic va
mong dgi clia ca nhan vé cac mat :
e Tinh thé.
e Cac phan thudng.
Su dé dang thuc hién theo cach ma sé dat dén phan thudng.
Su bao dam la phan thuéng dudgc tra.
7.Thuyét vé su céng bang :

Ngudi lao ddng trong t6 chiic mudn dugc déi xi mét cach cong bang, ho
c6 xu hudng so sanh nhiing déng gop va phan thudng clia ho véi nhiing ngudi
khac. Khi so sanh, danh gia cé thé c6 ba trudng hop xay ra :

©® Né&u ngudi lao dong cho rang ho dugc ddi xi khong t6t, phan thudng la
khong xting dang véi cong stic ho da bd ra thi ho sé bat man va ti dé ho
sé lam viéc khong hét kha nang ctia ho va tham chi ho sé ngling viéc.

® NE&u ngudi lao dong tin rang ho dugc ddi xi dung, phan thudng va dai
ngd la tuong xung véi cong slic clia ho da bd ra thi ho sé duy tri muc
nang suat nhu cd.

© N&u ngudi lao dong nhan thic rang phan thudng va dai ngd 1a cao han
so v3i dieu ma ho mong mudn ho sé lam viéc tich cuc han, cham chi hon.
Song trong trudng hgp nay, ho cé xu hudng gidm gia tri cla phan thudng.

Mot diéu kho khan la ngudi lao dong thudng cé xu hudng danh gia
cao cdng hi€n cla minh va danh gia cao phan thudng ma ngudi khac
nhan dugc.

? Relatedness needs
* Growth nedds
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NOVICS Il. BONG Cd THUC DAY

1. Déngcola gi ?
Déng co la tat ca nhiing diéu kién phan ddu néi tdm dugc mé ta nhu

nhiing uéc muén, nhiing mong muén, nhitng ham muén,....Dé chinh la trang
thai néi tam kich thich hay thuc day hoat déng.

2. Qua trinh déng co
Pong co dudc bat ddu bdng mot nhu cau khong duge thda man va thic

day hanh vi nhdm théa man nhu cau dé.
Hinh - Qua trinh clia déng co

1. Nhu cau khong dugc thda
min (tao ra mong mudn

» thod min nhu ciu — thuc
phdm, an toan, ban b, hoan
tit cong viéc)

A 4

2. Hanh vi huéng d&€n muc
ti€u (nhitng hanh dong
nhim thda min nhu ciu)

3. Thda min nhu ciu (khen
thudng nhiim thda min cdc
nhu cau)

2.1 Nghién cuu hanh vi 6 noi lam viéc

Viéc nghién cuu tinh chat nay da thu duge mot loat cac nguyén tac vé hanh vi
cdng nghiép c¢6 &nh hudng to I6n dén thuc tién lanh dao hién nay.

2.1 Céc chién luoc quan tri nham tdng cuong déng co lam viéc

Trong moét doanh nghiép, nhiém vy ctia mot quén tri vién khéng nhiing
theo doi céng viéc dugc giao phd, dat dugc sy thinh vugng va phat trién clia

céng ty ma con phai tim hiéu uéc vong clia céng nhan niia.

Nhiing nguyén vong viia néu trén gém c6 nhiing diém nao ?

e UGc vong c6 ddi séng vat chat dé chiu hon.

Nhiing cong nhan lam viéc tai xi nghiép déu cd gang lam sao tao cho
mnh mdt cudc séng dé chiu. Ho can cu lam viéc dé cling ¢6 dia vi, c6 géng cai

ti€n thanh tich dé thang tién.

Chuong trinh boi duéng nghiép vu
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1976 (& e Mudn dugc cac dong nghiép kinh né
st Trong nhiéu trudng hgp, nhiéu ngudi td ra rat cé tinh than thugng vo trong
viéc lam cha minh. Con ngudi thich ching t6 rdang minh han ké khac, minh lap
nhiing thanh tich t6t han trong pham vi cia minh. Con ngudi thich dugc moi
ngudi kinh né cling nhu can thiic &n vay. Téng s6 nhiing tdi 4c vi miéng an do
nhan loai gay nén ciing khong kém nhiing trong t6i gay nén do ldong ty &i bi tén
thuang.

Trong thuc t&€ ching ta thdy rang nguyén vong cla ngudi céng sy dugc
cac déng nghiép kinh né la y&u t8 can ban khich 1& ho, va viéc khich 1& nay
khéng c6 giGi han

e Mudn déng mot vai tro tich cuc hon trong nhém.

Nhan vién cam thay thich thi dugc dong mét vai trdo quan trong trong toan
cGla minh, muén biét vi tri vai trd cia minh cling nhu clGa cac ban dong nghiép,
mudn biét nhiing néi khé khan, nhitng thanh qua hoat dong do toan minh thu
dat dugc. Néu nhiing udc vong do dudc toai nguyén, thi nhan vién do sé phan
kh&i va né luc phat huy tinh than déng déi.

e Thich nhiing diéu mdi la.

Co6 mot nhu cau ciing rat thong thudng song khé xac dinh : D6 1a sau mot
thai gian lam viéc, con ngudi dam ra nham chan nhiing cAm gidc va nhiing hoat
dong tai dién thudng xuyén. C6 phai la vi nhu ciu tim nhiing cdm gidc mdi la
chang ? ching ta c6 cadm tudng la con ngudi thich thay déi va muén tim nhiing
diéu méi la. Nhu cdu nay thudng biéu 16 v6i nhiing muiic doé khac nhau, tuy theo
ca nhan. Nhu cau nay rat manh liét trong gidi tré, nhung gian dan cudng do khi
con ngudi da In tudi.

P

2.3 Quy tdc khi khen thuéng nhan vién

S6 tién ma cong nhan vién nhan dugc do lam viéc thuc ra la mot goi bao
gbm tién luong va cac phu cédp khac nhau, nhu tién bao hiém y té, tién nghi
phép, bdo hiém nhan tho, tién nghi 6m vv.. 1a mot vadn dé cé y nghia réat
quan trong. D& tranh van dé b&at man vé tién luong can tranh nhiing hau qua
bat man vé tién luong nhu sau.

Hinh — Nhiing hau qua clia su bat man vé tién luong

Thanh tich gidm

A 4

R Pinh cong
Mong muon cé

muc luong cao
hon

A 4

Kéu ca phan nan

?  Ving mit

A LA khone 1V do
N Tim cong viéc
At man vé ”| dugc tra luo )
Batman ve vele o cao > Bién dong | Thu minh lai
ti€n luong " g nhin s

Sttc hap din clia - - =
"] cong viec kém di »|  Khong hai
long véi CV

Thé luc y&u

A 4
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|  Ving mit
khone 1¥ do Tri luc yéu

* Déng vién khuyén khich théng qua thudng
Thudng phai thda man nhu cau ca nhan
Nhan vién phai tin rang ¢6 gang cla ho
sé dudgc thudng

SU dung hgp ly viéc thudng phat
Thudng phai dya trén két qua cong viéc
(c4& nhan, nhém va té chtic)

Trao phan thuéng céng bang

Cung cap loai phan thuéng hagp ly

Mtc thuéng xiing dang

Thudng ding thai diém

FEEEEFREEEEF

* Thuéng cho su hop tac

Nhu cau xa hoi (thuéc moét nhom nao do)
Kiém soat chat lugng

Long trung thanh

Vui vé, thodi mai

Ung phé véi su chdng dai

Giai quyét xung dot gilia cac thanh vién

N ATsyy

Giai quyét van dé “ngudi gay rac rdi

Lall ol ol ol ol ol o

* Déng vién khuyén khich théng qua sy tham gia cua nhan vién

4« Khi tham gia, nhan vién sé& cdm nhan vai tr6 quan trong clla minh va
trach nhiém cla chinh

ho, vi vay ho sé ¢6 gang lam viéc t6t hon.

Tham gia xac dinh muc tiéu

Tham gia ra quyét dinh

Tham gia giai quyét van dé

Tham gia thiét k& d8i méi t6 chuic

-+
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cHUYEN pE:DUY TRI NGUON NHAN LUC

A-DANH GIA NANG LUC THUC HIEN CONG VIEC CUA NHAN VIEN
I. MUC PICH VA TRINH TU CUA VIEC PANH GIA NANG LUC NHAN VIEN

< Déanh gia nang luc thyc hién cong viéc clia nhan vién dugc st dung cho
nhiing muc dich:

e Gilp nhan vién so sanh thanh qua cia minh véi tiéu chuén doanh nghiép
dé ra, va so sanh véi cac nhan vién khac. TU do, tieéu chudn chinh sla,
duy tri, phat trién nang luc cla minh.

e Cung cdp thdng tin dé xay dung chién lugc dao tao, hudn luyén, luong
khen thudng, thuyén chuyén bé tri cong tac.

% Danh gia thyc hién cong viéc theo nhiing trinh ty sau:
e Xac dinh yéu cau can danh gia.
e Lua chon phuong phap danh gia thich hgp.
e Huén luyén ky nang danh gia cho can bd lam cong tac danh gia.
e Thao luan v4&i nhan vién vé ndi dung va pham vi danh gia.
e Danh gia theo tiéu chu&n mau.
e Thao luan véi nhan vién vé két qua danh gia.
e Vach ra phucng phap cai ti€én céng viéc dua trén danh gia.

Il. TIEN HANH PANH GIA THUC HIEN CONG VIEC

< C6 nhiéu phudng phap danh gia nhu: phuong phap bang diém;so sanh cap;
phé binh luu gili; quan sat hanh vi, dinh lugng. Trong dé phuong phap dinh
lugng la moét phuong phap cé khd nang danh gia dugc nang lvc cla cac
nhan vién hanh chanh van phong, cac nhan vién huéng luong theo thgi gian.
Phuong phap nay cé trinh tu sau day:
e Xac dinh dugc yéu cau chl yé&u khi thuc hién céng viéc.
e Phan loai cac muc do yéu cau khi thuc hién céng viéc.
e Danh gia tam quan trong cla méi nhém yéu cau déi véi hiéu quéa thuc
hién.
< D& nang cao hiéu qua danh gia, doanh nghiép luu y cac van dé vé:
e Xay dung tiéu chudn khéng rd rang
e Thién kién
e Xu hudng thai qua
e Xu huéng trung binh chl nghia
e Dinh kién
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Nha quan tri can lam cho nhan vién tin vao tinh céng bang, tinh xay dung cla
danh gia. Doanh nghiép nén thuc hién cbébng tac danh gia co6 tinh dinh ky.
Thudng xuyén ndm rd rang nang luc cla nhan vién, quan tam va hiéu biét vé
cdng viéc clia ho dé chld déng khuyé&n khich, ddng vién, hudng dan, silia chiia
khuyé&t diém.

Viéc danh gia két qua lao dong ciing dugc coi la mot don bdy tac déng
luc trong lao déng. Viéc danh gia dung hiéu quéa lao déng sé giup cho viéc tra
cong lao dong dugc hgp ly, xac dinh ché do thudng phat phu hgp. Diéu doé cé
tac déng truc ti€p déi véi ngudi lao dong.

Pé& danh gia két qua cong viéc thudng dugc ti€n hanh theo hai budc:

1. Xéc dinh chi tiéu danh gid phu hgp

Tuy theo diéu kién cu thé cla tiing doanh nghiép ma luc chon céac chi
tiéu phu hgp phédn anh dudc két quéa st dung lao dong. Trong cac doanh
nghiép, chi tiéu nang suét lao dong thudng dudc coi la chi tiéu tdng hgp phan
anh hiéu qua hoat dong lao déng. Tuy nhién, trong chi tiéu nang suat lao dong
cling lya chon cac dan vi tinh toan sao cho phan anh chinh xac nhat chi phi lao
déng.

Chi tiéu nang suat lao déng dugc do bang cac loai don vi : hién vat, gia tri
va lugng lao déng chi phi.

a. Chi tiéu hién vat :

Chi tiéu nay phan anh chinh xac hiéu qua lao dong, song khdng thé dung
dé tinh cho nhiéu loai s&n phdm hoac d&i véi sdn phdm d& dang. B3&i vay né
dudc st dung trong pham vi hep. P& khic phuc nhugdc diém trén ngudi ta sl
dung dan vi hién vat quy udc tuc la lya chon mot loai san phdm 1am don vi do
ludng chung va quy d8i véi cac sdn phdm khéac ra loai sdn phdm dugc dung lam
tiéu chuén chung.

b-Chi tiéu gia tri :

Chi tiéu nay dudc tinh toan s dung cho tat ca céc loai sdn phdm (c&n cu
vao s8 lugng san pham va gia tri (tién) cla mot sdn phdm) cho nén né dudc coi
la chi tiéu t6ng hgp nhat dé phan anh hiéu qua sl dung lao dong.

b.  Chitiéu tinh bang lugng lao déng chi phi

2. Tién hanh do ludng két qua lao ddng theo nhiing chi tiéu da dinh sén.

Qua trinh nay doi hdi viéc do ludng phai dam bao chinh xac, phan tich va
loai trif cac nhan t6 &nh hudng lam tang hodc gidm mot cach gia tao nang suat
lao ddng clia ngugi lao ddng (nhiing nhan t6 cé tinh chat ngau nhién do tang gia
cd, do thay déi k&t cdu mat hang san xu4t....)
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3. Pé xuat nhiing gidi phdp nhdm nang cao hon niia hiéu qua s dung
lao dong.

Qua trinh phan tich can tap trung vao cac nhan t6 va cac kha nang c6 thé
khai thac ducc & cac doanh nghiép. Nhiing gidi phap phai dam bao cé thé ap
dung dugc trong thuc tién.

BEJxD
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Tién luong luén la mot van dé thdi su nong bdng trong ddi s6ng san xuat
va d&i séng xa hoi clia dat nudc .N6 ham chia nhiéu méi quan hé mau thuén
gilia sdn xuat va nang cao muc séng,gilia tich Ity va tiéu dung ,glia thu nhap
clia cac thanh phan dan cu .vv..

D6i v6i hang triéu ngudi lam cong &an ludng, tién luong la moéi quan tam
hang ngay ddi vSi ho .that vay ,tién luong la ngudn thu nhap chinh nham duy tri
va nang cao muc séng clia ngudi lao dong va gia dinh ho .3 mot mic do nhat
dinh ,tién luong c6 thé dudc xem l1a bang chiing thé hién gia tri ,dia vi ,uy tin cla
ngudi lao déng ddi véi ca nhan va xa hoi .

I.LKHAI NIEM & CAU TRUC TIEN LUONG.

1.Khai niém
Tién luong dugc hiéu la s tien ma nguoi lao dpng nhin dvoc ti nguoi sit dung lao dong

ctia ho thanh todn lai tuong iing véi so luong va chét luong lao dong ma ho da tiéu hao
trong qud trinh tao ra cua cdi cho xd hoi.

2.Vai tro cua tién luong

3.Cau truc tién luong

< Hé thdng tién ludng trong mdt doanh nghiép nhin chung dé tac dong tdi
nhan vién 6 4 muc tiéu: thu hat, duy tri, kich thich va dap Ging nhu cau cla
phap luat. Tién luong dé trd cho ngudi lao ddng qua céc hinh thic: trd luong
theo thai gian, tra ludng theo trinh dé nang luc va tra luong theo két qua thuc
hién céng viéc.

% Thu nhap cla ngudi lao dong bao géom cac khoan luong, lucng cG ban, phu
cép tién thudng, phuc Igi. Ngay nay, ngoai lucng , yéu td vat chat, ngudi lao
déng con c6 nhiing mong muén vé cac yéu t6 phi vat chat khac nhu cd hoi
thang ti&n, cdng viéc mang tinh thud vi, thach thic phu hop véi quan diém ca
nhan, cling nhu diéu kién lam viéc tét hon (hinh 4)
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co CA:U
HE THONG
TRA LUGNG

Thu lao
vat chat

Thu lao phi

Ludng co ban

Phu cip

Thudng

Phiic 1di

Co hoi thing ti€n

v

vat chat

Cong viéc thi vi

Hinh 4: Co c4u hé théng trd céng trong doanh nghiép

Il. CAC YEUTO ANH HUGNG TGI TIEN LUONG

1-BAN THAN CONG VIEC
DANH GIA CONG VIEC

4-THI TRUGNG
LAO BONG

= Luong béng
trén thij trudng

= Chi phi sinh
hoat

= Xa hoi

= Nén kinh t&

= Luat phap

AN PINH MUC LUONG

A 4

Piéu kién lam

2-BAN THAN
NHAN VIEN

= Mic hoan
thanh céng
viéc

A

LUONG BONG VA
PAINGO CHO TUNG
CA NHAN

3-MOI TRUGNG CUA CONG TY

4+ Chinh sach

4+ Bau khdng khi van héa
4+ Cdcau té chic

+ Kha nang chitra

= Th&dm nién

= Kinh nghiém

= Thanh vién
trung thanh

= Tiém nang
cla nhan vién
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IV. CAC HINH THUC TRA LUONG (HAY TRA CONG )

1. Hinh thic tra céng theo san pham
Dudi day l1a moét sé ché dé da va dang dudc dp dung trong san xuét:

a. Ché& do trd cdng san pham truc ti€p ca nhan.

b. Ché& do trd céng theo s&n phdm tap thé :

c. Ché& do trd cong theo sdn pham gian tiép

d. Ché do6 tra cong khodan

e. Ché do tra cdng theo san phdm cé thudng

c. Ché& do trad cong theo san pham liy tién :

2. Hinh thuc tra céng theo thgi gian.

Tién cong trd theo thoi gian chii yéu dp dung déi véi nhitng nguoi lam cong
tac qudn ly, doi véi cong nhén sdn xudt chi dp dung & nhiing bp phdn khong thé
tien hanh dinh mitc mét cdach chdt ché va chinh xdc, hodc vi tinh chdt ciia sdn
xudt han ché, néu thuc hién trd céng theo sian phdm sé khong dim bdo chdt lugng
sdn phdm, khong dem lai hi¢u qud thiét thuc.

% LUU PO TiNH LUONG

~ ~ Ve ~ ~ 2 ”
BO PHAN TINH LUONG BO PHAN QUAN LY SX
Nhan vién QUAN BOC
. PHAN XGNG
cham cong
v
CHAM CONG
NGAY
d
, = \ 4 \ 4 \ 4
BANG CHAM - , - . -
CONG THANG BANG LUGNG BANG QUYET BANG QUYET
» THANG TOAN SP TOAN CONG
@ ® @ ®
CAC CHANG
TU TAM UNG >
TRUY THU
\ 4
HOANTAT < A 4 y
BANG LUONG
|
- w
@
PHONG KY NHAN
TC - KT »  LUONG
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< MO TA QUY TRINH TiNH LUCONG

BUGC
CONG CONG VIEC NGUOGI PHU TRACH GHI CHU
VIEC
+ Cpamﬂcong hang ngay G tat ca cac - Nhan vién
1 bo phan - HC-NS
+« Cham cbng tang ca
5 + Téng két Bang cham cdng thang * Nhan vién Ngay 25 hang
&« Toéng két s6 ngay cong — Gid cong = HC-NS thang
+ Lap bang luong thang tu danh sach
thuc t€ cla Bang cham céng thang | = Thu ky nhan sy | Thuc hién trong
3 4+ Lap bang quyét toan coéng ti danh | = Nhan vién hai ngay 23-24
sach thuc t€ clia Bang cham céng | = HC-NS hang thang
thang
+ Lap bang quyét toan san pham R ) Hoan tat vao ngay
4 = QD phén xuong 27 hang théng
5 4+ Binh bau hé s& cong theo bang | = QP phan xudng | Hoan tit vao ngay
quyét toan cong = TP HC-NS 27 hang thang
+ Hoan tit bang luong thang * Thu Ky nhan sy ke .
A ia Hoan tat vao ngay
6 " Nhan vién 28 hang thang
= HC-NS
+« Kiém tra két qua Trinh GB HC-NS
7 4+ Chuyén phong t6 chuc ké toan = TP HC-NS Luu vao cd sé dii
liéu
4+ Nhan tién ti thd quy Hoan t4t sau khi
8 + Ban giao luong cho cac bd phéan = TP HC-NS nhan tién ti phong
4+ Kétthuc = Thuky nhan sy | tai chinh ké toan

mot ngay

Chuong trinh boi duéng nghiép vu
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C-KY NANG
GIAI QUYET TRANH CHAP LAO PONG

A-BAT BINH CUA NGUGI LAO BDONG.

B4t binh ctia nudi lao déng la su khéng dong y , la su phan déi cla ngudi lao
déng déi véi nguoi st dung lao déng vé cdc mat : thoi gian lao déng , tién luong ,
diéu kién lao déng v v..

B- suU XUNG POT

Xung dot la mot loai hanh vi canh tranh giita nguoi voi nguoi hodc nhom
nguoi. N6 xdy ra khi hai hodc nhiéu nguoi hoan toan hiéu biét, hodc khéng
hiéu biét, hodc cdc muc tiéu thuc sy xung dot khi nguén luc bi han ché.

© Xung dot C6 thé tir c6 thé nay sinh khi cac bén :
+ D& 16i cho nhau vé hoan canh hién tai

Khéng nhan nhugng trong cach cu xu

Dé xuc dong vi hoan canh

Su thi€u an toan hoac de doa t4i stic khoé

Su cép béch va tinh tinh huéng ?

&+ ¥

€ Xung doét cé thé mang tinh tich cuc hoac tiéu cuc :

v' Cac loai xung dét ;

GIA TR QUAN HE - 5 XUNG DOT Vi . 2
XEl)ngTG XUNG DOT DU KIEN XUNG BOT LG [CH CO CAU XUNG BOT
= Van = XUc déng | = Thi€u thong tin = Sy ton tai » Tao ra xung doét cao
héa/ton manh = Théng tin sai léch = Sy tuan theo céu
giao » Van dé giao | = Quan diém khac nhau tha tuc = Vai trd cla viéc xac
= Nhém ti€p » Sy gidi thich trai ngugc | » Yéu t6 tam dinh quyén luc
» Ca = Thanh kién nhau ly » Sy gidi han thdi gian
nhan = Cach x@ ly khac nhau = Ngudén lyc khong
déng déu
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> Sau day la mot sé van dé gap phai va cach giai quyét

VAN DPE PAT RA

+ HUOGNG GIAI QUYET

1. TU phia cac nha quan | <+ Caitién t6 chic

tri + Ra quyét dinh can than hon.
+ Uy quyén hiéu qua hon.

2. M4t nhiéu thsi gian | 4+ Xay dung thdi gian biéu.
cho nhiing céng viéc | % Xac dinh muc tiéu rd rang.
vat. + Nghé thuat st dung thgi gian.

3. Nhiéu quyét dinh | # Tham khao y ki€n & - kip trudc khi ra quyét dinh.
khéng dudc thuc | < Lam rd tinh hiiu ich clia quyét dinh.
hién. 4+ Phan cap nhiing quyét dinh thi yéu.

4. Gidi quyét van dé nay | <+ Giai quyét van dé mot cach cé hé thong.
lai ndy sinh vdn dé | %« Quan ly cac khiing hoang khong bi 16i cudn.
khac.

5. Khé khan trong viéc | 4 Caiti€n cach trinh bay ca néi lan viét.
bdo vé y dinh. 4+ CAai tién cach giao ti€p v4i cép trén, cip dudi.

6. Hop khong dat dudc y | 4+ X&c dinh cu thé chi dé cudc hop.
dinh. + Thao chuong trinh hop dé hiéu.

4+ Lam cht khi diéu khién cudc hop.

7. Cdp dudc sdn sang | 4 Doc doan hon
vugt mat. + Hoc cach thuadng lugng.

4+ Biét trao quyén hagp ly.

8. Khong c6 ai thay thé | « Phan quyén haon niia.
khi can thiét. + Dao tao phu ta.

9. Khé khan trong viéc | + Ba&i x{ binh ddng vdéi moi ngudi.
hoa nhap. 4 Caitién cach trinh bay, thai do.

10. Bi cang thadng than | 4+ Hoc céch thu gian.
kinh. + Diéu chinh thgi gian biéu.

11. Cac nhan vién luén | 4+ NE&u do la sy that thi xem xét bét viéc cho ngudi
noéi rang ho quéa ban khac, nhung viéc dau tién la kiém tra khéi lugng
ron. cOng viéc clia nhan vién dé.

> Khi gidi quyét cdc kiéu tranh chap can chi y :

THAM DO

TRANH LUAN

Nhiing y tudng dang tén tai khong bi | =
ti bd-Ma né co thé dugc sii dung

kia

* Siic sdng tao dugc nay sinh ti ca = 4Y dinh thudng bi ph( nh&n va chi Ging ho
hai phia cho y quan diém cua riéng ban
= Ban c8 gang déng gép nhadm dat = Ban c8 gang té ra ding & mdi budc- Choc

dugc sy dong nhat-Y tudng nay cé
thé dung cé thé khong nhung né van

dudc tén trong

tranh luan

Chuong trinh boi duéng nghiép vu
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" Eononcs O~ dénh gia chung phai bay ra nhiing diém yé&u clia minh
» K&t quéa cudicung la quyén quyét = K&t qua cudi cung la mét thao hiép- Ca hai
dinh cla hai ben bén déu thua trt khi c6 mot bén manh hon,
trong trudng hgp nay c6 bén thang va bén
thua

> Céc kiéu qgiai quyét tranh chap

KIEU MEM KIEU CUNG S
(Soft Negotiation) | (Hard Negotiation) GIAI PHAP
e us = Coi nhu ban bé = Coi nhu ddi thl » Coi nhu ngudi céng
1. Doitac .
tac
2. Muc tiu . E)atﬁdu’cjc thda . Gi?nh dgdc . Qi?i quyié't van dé
thuan thang Igi hiéu qua
o . = Nhuogng bd dé » Yéu caubénkia | = Phan tich van dé
3. Diém xuat o o R A
. tang tién quan nhugng bé quan hé
phat R
hé
* PGivsingusiva | = DGivsingudiva | = Doivasi ngudi 6n hoa,
4. Thi doan viéc déu 6n hoa viéc déu cling déi véi viéc thi phai
ran cling ran.
» Tin nhiém lan » Khéng tin nhiém | = Sy tin nhiém khén
5. Thai do nhau I&n nhau glién quan dén dam
phan
= Déthay déilap |= Kiéntrigiliviing | = Trong diém dat & Igi
6. Lap trudng trudng cdia minh lap trudng ich chi khong dat 6
lap trudng
2 Céach lam . E)u'a,ra nhiing * Puaranhiling IGi | = CAUng tiin ki€ém Igi ich
ggiy de doa cdng doéng
= Nhugng bd dé = Mudn co cai » Pat dugc thda thuan
8. Thoda thuan dat dugc thda gianh dugc mdéi c6 Igi cho ca hai bén
thuén chiu thoa thuén
= Chs dgicau tra = Tim ra phuaong = Vach ra nhiéu
. IGi ma phia bén an ma minh phudng an cho hai
9. Phuong an kia c6 thé chap chép thuan bén lua chon
nhan
= Nhdn manhvao |= Kién trigiliviing | = Kién tri tiéu chuén
10. Kién tri sy thda thuan lap trudng clia khach quan
minh
» Hé&t st tranh = Thi dua stc = Can cu vao tiéu
11. Bi€u hién tranh céi theo y manh y chi gilia chuén khach quan dé
muén doi bén dat dugc théa thuan.
» Khuat phuc ap = Tang suc ép » Khuét phuc nguyén
12. K&t qua luc khi€n bén kia tdc chu khéng khuét
khuat phuc phuc stic ép.

C- HOA GIAI
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Hoa gidi la viéc mot bén thit ba cé thé chdp nhidn dugc, khong thién vi va
trung ldp can thiép vao cudc tranh chdp hodc cupc dam phdn dé hoé trg cho cdc
bén tranh lugn di dén mot théa thudn kha di cho vén dé dang tranh chép mét cdch
tw nguyén. Bén thit ba nay khong cé quyén quyét dinh.

Bai tap tinh hudng 2 ( GIAl QUYET MAU THUAN-QT HRM )

Ngoc méi dugc b6 nhiém la giam déc chi nhanh Ba Néng clia cong
ty du lich TP.HCM. Chi nhanh c6 10 ngudi, mot giam déc phu trach chung, 03
huéng dan vién, 03 nhan vién kinh doanh, 01 thu ky van phong, 01 nhan vién
k€ toan va 01 nhan vién bdo vé.Hai mot nhan vién trong chi nhanh nay, tling co
trién vong dugc b8 nhiém 1a giam déc chi nhanh, rat phan né khi Ngoc dugc bé
nhiém. Anh cho rdng minh hiéu biét dia ban nhiéu han Ngoc va cé quan hé tét
vGi hdu hét cac thanh vién trong nhém. Céng ty mudn phat trién céac chi nhanh
dé ho c6 thé ndm céc dia ban khac. Nhiing ngudi quan Iy cao cdp hy vong
Ngoc quan tam dén viéc paht tién quy trinh mdi, hudn luyén nhan vién.. dé thuc
hién dugc nhiém vu.

Cau héi :

1. Ngoc c6 thé gap phai nhiing khé khan gi khi thiét 1ap quyén han cla
minh vGi nhan vién magi?.

2. Ngoc phai lam thé& nao dé thiét lap quyén han mét cach hiéu qua nhat
dé c6 dudc nhiing k&t qua t6t dep nhat ti nhan vién ca minh?

3. Ngoc can nhiing phuang thiic nao dé quan ly chi nhanh, tao ra su thay
déi van héa cho cong ty nhu yéu cau clia Ban giam déc cdp cao?.

4. Ngoc phai lam thé nao dé c6 thé bdo ddm rédng moi quyét dinh quan
trong dua ra déu tao ra nhiing két qua tot nhat cho cong ty va chi
nhanh?.
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"ﬁ”év;;&_xjg@_/i@‘ PHU LUC 1: CAC MAU QUANG CAO
Conomcs O Biéu mau minh hoa: _ DJi vdi théng béo qua trung tam gidéi thiéu viéc lam
CONG TY TNHH
BEN THANH Co Hoi & Théch Thiic

CHO CAC NHA QUAN TRI TAI NANG
< Ban la ngudi cé tam huyé&t dong gop cho xa hdi. ban 1a ngudi mudn tran trong bang nang luc
vao nhiing céng ty tiém nang phat trién manh.
Chung t6i dang cdn tuyén ting vién vao cdc chdc vy sau:

1/ Trg ly dic biét Cha tich H6i ddng Quan tri

v C6 tam huyét 1am viéc, cuong truc va thdng than

v/ Cé6 tdm nhin chién lugc, chuyén sau nghién clu, phan tich téng hop

v' Trinh d6 dai hoc, uu tién cho nhiing Uing vién trén dai hoc

v Kinh nghiém trén 3 nAm vé cong tac lanh dao chl chét & nhiing Cong ty I6n
v' Am hiéu vé nghé thuat tam ly Ianh dao
v Dé xudt mang tinh dot pha, tdo bao

2/ Giam déc tiép thi 3/ Giam déc kinh doanh
v' Tinh than say mé cong viéc v/ Say mé cOng viéc
v' Kinh nghiém Ianh dao Marketing t6i | v Nhay bén sang tao trong kinh doanh

thi€u 2 nAm & nhiing Céng ty I6n. v C6 kinh nghiém lanh dao va té chtic cong viéc kinh
v T6t nghiép DH chuyén mén Marketing doanh trén 2 nam.

ho&ac Quan Trj Kinh Doanh. v' C6 kinh nghiém trién khai dy an va m& rong quy md
v Nhay bén trong linh vuc kinh doanh, hoat déng.

Marketing v T6t nghiép BDH chuyén mon nganh hodc Quan tri
v' Lam viéc dudi moi trudng ap lyc cao kinh doanh.

vGi nhiéu th{ thach. v Lam viéc dudi moi trudng ap luc cao.

14.000.000d 14 muic luong t6i thiéu cho cac chiic danh trén.
Ban la ngudi mudn dugc khang dinh minh!
Mdi ban dén nop héd so du tuyén tai: 73 Ngoé Thoi Nhiém Q3
(Thdi han tr ngay ra théng bao dén hét ngay 31/01/2003 trong gié hanh chanh)
Ban Giam ddc sé truc ti€p trao déi véi cac ban sau khi nép hé so.

PHU LUC 2 : CONG TY XUAT KHAU LAO DONG

n PIEN

TEN DON VI DIA CHi THOAI
Cty Dich Vu Dau Khi Sai Gon 16 Phung Khéc Khoan, Q.1 8251272
Ghi chu: C6 GTVL
Cty Hgp Tac Lao Bdng NudGc Ngoai 63 Suong Nguyét Anh, Q.1 8358261
Cty Bau Tu Phat Trién GTVL 89 CMTS8, Q.1 8330116
Ghi cha: Nhat, Han Quoc
Tt Cung Ung Lao Bdng Vat Tu 31 Nam Ky Khdi Nghia, Q.1 8291118
TT Dich Vu Nk Lao BDéng B&n Thanh 58 H6 Hao Hén, Q.1 8367207
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Lonoucs TT Ti€p Thi & GTVL Fimex 123 Lé Thi Riéng, Q.1 8334424
Ghi chu: C6 GTVL
TT Diéu Hanh Du Lich Sai Gon Tourist 49 Lé Thanh T6n,Q.1 8298914
Cty Lotus 114/16 SVH ND,Q.10 8627763
Ghi Chu: Pai Loan
TT Xuc Tién LD nudc Ngoai- MANPOWECEN 557/A2/1 Nguyé&n Tri Phuong 8650699
Cty Dich Vu Co Quan nudc Ngoai 124 Nguyén Dinh Chiéu, Q.3 8297274
Ghi chu: Hgp tac LD - FOSCO
Cty Sai Gon DAKLAK (SADACO) 200 Bis Ly Chi&n Théng, Q.3 8435381
Cty XK LDTM Du Lich (SAVILACO) 293 Pién Bién Phd, Q.3 8231994
Sé Lao Bong Thuong Binh Xa Hbi (TIO) 159 Pasteur, Q.3 8201241
TT Gidi Thiéu Viéc Lam Cho Tri Thuc (RAJCI) 43 Nguyén Théng, Q.3 8201241
Cty Dich Vu XK Lao Pang 635 Nguy&n Trai, Q.5 8558543
Ghi chu: C6 GTVL
CtyTNHH Thudng Mai 1 Hoang Diéu ,Q.PN 8479380
Cty Xay Dung va TM TRAENCO 38/14 A Nguyén Van Trbi, | 8455874
Q.PN
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PHU LUC 3: TRUNG TAM GIOI THIEU VIEC LAM

TEN DON V| DIA CHI BT
Ban quén ly cac KCX Cong Nghiép TP 35 Nguyén Binh Khiém, Q. 1 8290414
Cty TNHH buc Long Chau 599A CMTS8, Q. 10
Phong cung ting lao déng 497 Hoa Hao, Q. 10
KTX Béach khoa
TT GTV LECOS 293 Dién Bién Phu, Q. 3
TT GTVL CENTESU 145 Pasteur, Q. 3
TT GTVL INCOMEX 384/42 Nam Ky Khdi Nghia, Q. 3
TT Dich Vu Viéc lam KCN & CN Khu Ché Xuat Tdn Thuan, Q. 7
CN Dich Vu Viéc Lam 16 Phing Khdc Khoan, Q. 1
Phong Quan Hé Coéng ty
Trudng Cao Dang Hoa Sen 8 Nguyén Van Trang, Q. 1
Trudng DPHKH XH & NV 10 Pinh Tién Hoang, Q. 1
TT GTVT Trudng Pai Hoc Ky Thuat 142 Té Hién Thanh, Q. 10
TT Dich Vu Viéc Lam VOTEC CT 29 — 30 Cu x4 Tam Do, Q. 10
55 B Nguyén Thi Minh Khai,Q.1 9300655
308 CMT 8, Q. TB 8442655
Van Phong Giao Dich 60 Hoan Van Thu , Q. PN
181 G Binh Thdi, Q .11
12 Hung Vuong, Q.BC
TT DVVL Thanh Nién 01 Pham Ngoc Thach, Q.1 8292066
Vin Phong Giao Dich A:p Thuong Xa Tan Tf;éng H,oji,CL’/. Chi 8920526
Ap Binh An -Binh Khanh - Can Gid 8894076
TT DVVL Sinh Vién — Hoc Sinh 59 C Nguyén Dinh Chiéu, Q.3
Ghi chd: Ban thai gian, thai vu theo giG 17 Pham Ngoc Thach , Q.3 8231619
TT DVVL Quén Khu 7 557 Nguyén Tri Phuong , Q.10 8650628
Van Phong Giao Dich 1 C T6 49 Trung My Téy , Q.1
TT DVVL Hai Quan 448 Nguyén T4t Thanh , Q.4 5259581
TT DVVL Vinhemphic 189 Nguyén Oanh, Q. Go Vép
558 Nguyén Kiém, Q. Go Véap
Van Phong Giao Dich 132/4 K T6 Hién Thanh ,Q.10
135 Lac Long Quan ,Q.10
TT DVVL Thanh Phé 153 A X6 Viét Nghé Tinh ,Q.BT 8992198
TT. DVVL KTB 58 369 Minh Phung ,Q.11 5883659
TT DVVL Thanh Nién 145 Pasteur, Q.11 8230259
Chi Nhanh DVVL Q.1 112 Nguyén Dinh Chiéu , Q.1 8256188
Chi Nhanh DVVL ,Q. 3 350 CMT8, Q.3 9320214
Chi Nhanh DVVL ,Q. 4 74 Hoan Diéu , Q.4 8263247
Chi Nhanh DVVL ,Q. 5 250 Hung Vuong ,Q.5 9552231
Chi Nhanh DVVL ,Q. 6 148 Pham Van Chi ,Q.6 8544678
Chi Nhanh DVVL ,Q. 7 58 Lién Tinh L6 15, Binh Thudn,Q.7 8731105
Chi Nhanh DVVL ,Q. 8 08-05 Huynh Thi Phung, Q.8 8504637
Chi Nhanh DVVL ,Q. 9 12/267 Phu Hoa — Hiép Phu, Q.9 7350231
Chi Nhanh DVVL ,Q. 10 258 Ly Thai T6, Q.10 8301667
Chi Nhanh DVVL Q. 12 10A5/4 Québc Lo 1AA 8918128
Déng Hung Thuan,Q.12
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1976 _J/€hi Nhanh DVVL Q. Phd Nhuan 01 Nguyén Trong Tuyén , Q.PN 8443033
" S Chi Nhanh DVVL ,Q. G6 Vép 74 Nguyén Van Nghi, Q.Go Vap 9966616
Chi Nhanh DVVL ,Q. Tan Binh 337 Lé Van Sy, Q.TB 8463183

Chi Nhanh DVVL ,Q. Thii Buc 182 Théng Nhat, Binh Tho, Thi Piic 8966580

Chi Nhanh DVVL ,Q. Nha Bé Khu Phé 4, Lién Tinh L6 15, Nha Beé 7810119

Chi Nhanh DVVL ,H. Binh Chanh 263 Hung Vong, An Lac, Binh Chanh 8750341

Chi Nhanh DVVL ,H. Ct Chi Khu Phé 7, Thi Trdn Cii Chi 8920732

Chi Nhanh DVVL ,H. Cén Gio Ap Binh An, Xa Binh Khanh, Can Gio 8894076

Chi Nhanh DVVL ,H. Héc Mén 1 Ly Nam Dé, Thi Trdn Hoc Mén 8910413

PHU LUC IV : CONG TY TU VAN VA TUYEN DUNG NGUON NHAN LUC

TEN DON VI

PIA CHi

SO PIEN THOAI

Arthur Andeseen

115 Nguyén Hué, Q.1

8219264. 8219267

Bourne Grifftiths

115 Nguyén Hué, Q.1

8219277. 8219267

CFVG

54 Nguyén Van Tha, Q.1

8241080. 8229645

Deloitte Touch Tohmatsu

37 Tén Puc Thang, Q.1

9100751. 9100750

Ernst & Young

2-4 A Tén Pic Thang Q.1

8245248. 8245250

KPMG

68 V6 Van Tan, Q.3

8226510

Mazare & Guerard Vietham

4 B1 Ngbé Van Nam, Q.1

8241493. 8225799

Pricewaterhouse

29 Lé Duan, Q.1

8236220. 8251947

Trudng dao tao Tan Buc

35 Nguyén Hué, Q.1

8216848. 8216850

PHU LUC 5: MAU CAU HOI PHONG VAN

A/ Phan mé dau
. Téi cé thé lam gi cho 6ng ?

. Tai sao 6ng lai thich lam viéc cho céng ty chung t6i?

. Tai sao 6ng thdy 6ng c6 du diéu kién dé lam coéng viéc nay?

. Ong nghi r&ing &ng c6 thé lam gi cho chiing t6i?

. Diéu gi hdp dan éng dén véi chung t6i?

. Hay noi cho t6i bi€t vé kinh nghiém clia éng.
ién quan dén ddng ca xin viéc

“S&p” clia 6ng cé dugc thdong béao la dng mudn déi viéc khong?

Nguyén nhan nao khién 6ng tham gia vao linh vuc hoat dong dé?
Tai sao 6ng muén thay déi linh vuc hoat déng trong céng viéc?

Vi sao ong khdéng phuc vu trong quan doi?

Ong muén lam gi trong 5 nam t6i? Ong mudn khi nao nghi huu?

Cong viéc ly tudng cho ong la gi?
N&u éng c6 toan quyén tu do Iya chon dé thanh cdng trong nghé nghiép, 6ng sé chon nghé

1
2
3
4
5
6
B/L
1.
2. Tai sao 6ng mudn ddi viéc?
3.
4.
5.
6.
7.
8.

gi? Tai sao?

C/ Lién quan dén gido duc, hoc van

1. Xin cho biét vé trinh dé hoc van ctia 6ng? Hinh thiic dao tao?
Ong Iya chon cac mén hoc chinh nao? Xé&p loai trong 16p.
Linh vyc hoat déng chinh clia 6ng?
Ong da c6 bang danh dy nao?

Piém trung binh hoc tap?

©NOoOOA®DN

Piém s6 c6 phu hop véi kha nang hoc tap clia dng khéng? vi sao khéng?
Céac mdn hoc ua thich nhat, &c cAm nhé&t? Vi sao?
Ong cé dugc dao tao gi vé cong viéc nay khdng?

Chuong trinh boi duéng nghiép vu
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‘tbﬂmrﬂ“ 1. Visao nén thué mudén éng?
2. Ong c6 thé thda man yéu cau cla 6ng viéc nay bing cach nao?
3.  Ong muén lam gi dé cai tién (hay phat trién) cac thao tac (hoat dong) clia chung t6i?
4. Ngudi cé kinh nghiém anh hudng manh mé& nhat t6i 6ng la ai? Bang cach nao?
5. Nhiing trach nhiém nao & cuong vi clia cdng viéc cli ma 6ng ghét hodc ua thich nhat? Vi
sao?
6. Nhiing diém manh va han ché& nhat clia 6ng trong céng viéc nay?
7. Nhiing diém han ché& nhat clia vién thanh tra ci cGia 6ng la gi?
8.  Ong thich loai thanh tra nao nhat? Vi sao?

9. Ong giam sat bao nhiéu ngudi? Loai nao?

10. Trong trach I6n nhat ma 6ng da tung thuc hién?

11. Ong c6 thé lam viéc véi loai trang bi, dung cu nao?

12. Tai sao 6ng thudng xuyén thay ddi cong viéc nhu vay?

13. Ong da bao gid bi budc thoi viéc chua? Vi sao vay?

14. M0 ta cudc khing hoang Ién nhat trong nghé ctia 6ng?

15. Ong lam gi trong nhiing giai doan khéng ghi trong ban tém t4t?
16. Tai sao 6ng nghi viéc lau vay?

17. Thuc chéat bénh tat cta 6ng trong thgi gian 6ng & bénh vién ?
18. T6i cé thé xem mau cong viéc clia éng?

E/ Lién quan dén tra luong

Ong yéu cau bao nhiéu?

Luong t6i thiéu éng chap nhan la bao nhiéu?

Tién luong cao nhat trong 5 nam cudi clia 6ng?

Theo &ng thi vi sao 6ng xting dang hudng luong nhu thé?
Chung t6i khong trd sé luong ma éng nén dugc nhan. Ong c6 thé vui Idng v6i tién ludng
thdp hon va dan dan dat t6i mic d6 khong?

6. Ong mong dgi c6 thu nhap bao nhiéu trong 5 nam tgi?

ok~

PHU LUC 6 : THU CAM ON

CONG TY TNHH BEN THANH
73 Ngb Thgi Nhiém Q3

Tp. H6 Chi Minh, ngay ... thdng ... ndm
KINA 981 © oo

Ban lanh dao Céng Ty TNHH Bén thanh bay té cam on chan thanh dén Anh/ Chi da
nhiét tinh hudng Ung 16i moi cdng tédc cia Céng ty chung téi trong dot tuyén dung via qua.

Khéng c6 su vinh du va niém hanh phic nao bang khi nhu cdu cla Céng ty ching téi
dugc Anh/ Chj danh nhiéu thdi gian quan tam dén. Su nhiét huyét, tinh nang déng va niém dam
mé dugc lam viéc va céng hién cho Céng ty ctia Anh/Chj la ngudn déng luc quy bau giup ching
t6i ¢6 cd sé viing chdc dé tin va manh dan diu tu, phat trién nhing du én mdi trong tuong lai.

Tuy nhién, do s6 lugng nhén su trong dot tuyén dung nay ciing chi cé gidi han nhat dinh,
chung t6i danh phai hen Anh/ Chj 6 mét dot céng tac khac.

Viéc trg hé so xin viéc qua buu dién cé nhiéu trudng hop bi that lac. Do dé néu cé nhu c4u,
mong Anh/ Chj vui Idng dén Céng ty nhdn lai hé so xin viéc 10 ngay dén ngay.

M6t I1an niia chung t6i chdn thanh cdm on va chuc Anh/ Chi gat hai dugc nhiéu thanh céng
trong cudc séng.

Kinh chao than ai
KT GIAM POC NHAN SU

Chuong trinh boi duéng nghiép vu 57



KINH TE
WISy,

2\ " h E‘: Dudn lig nymfn nhin lue WA 4 g/l?u/yé;@ Thants Hq o
PN_1976_(&
* oo ©
PHU LUC 7: KET THUC PHONG VAN

Coéng Ty TNHH Bén Thanh PHIEU NHAN XET SAU KHI PHONG VAN

73 Ng6 Th&i Nhiém Q3

Tén ngudi dy tUYEN ....c.ooveieieieeeeeeeee :

Céng viéc ddm nhan :.......
Ngay phoNng VAN .o Cong viéc phu trach @ .....oocoeeeiieiieceeeee,

Phan danh cho b® phan HC- NS

CAC CHITIET

1/ Su thich hgp cua hoc van kinh nghiém vai
cong viéc lam

— Da qua céac I6p huén luyén

- Khé nang cho céng viéc dinh giao

— Kién thic va kinh nghiém cho céng viéc

2/ Phong cach thich hop cho coéng viéc

— Nhéan céach

— Su ty tin.

_ Khéc (tinh lich sy, giong N6i.) | e

3/ Kha ning khac thich hgp cho céng viéc

— Kha néng tié’p thu | e

— M@iquantam vé xa hdi |

— HiBUDIBtVE NOI IAM VIEC | e

— Thai do ddi vai viéc huén luyén

4/ Cac yéu cau khac

— Rang buéc gia dinh (hoan cénh gia dinh)

- Khoang céach ti nha dén noi lam viéc.

— Kha n&ng gén bo lau dai v6i cong ty

A. Phan kiém tra tay nghé
1.Noi dung kiém tra (do ngudi phdng van ghi )

2.Nhan xét sau khi kiém tra tay nghé
0 B0 kha nang cho cong viéc doi hoi
71 Khong dd kha nang
] Gan dd kha nang, can huén luyén thém (néu rdé ndi dung can huén luyén).

D& Nghi: [1 Tuyén dung chinh thiic [ Thi viéc ...thang 1 Dy phong (1 Khéng tuyén

Ngay.... thang.... nam 2003
BO PHAN HC-NS TRUGNG DON V|
BAN GIAM POC
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PHU LUC 8 : PHIEU NHAN XET NHAN VIEN THU VIEC

TP.H6 Chi Minh, ngay... Thang... nam 2003.

(Dung cho CNV nghiép vu khdi Cong ty, PX)
Ho va tén CNV s Nam sinh D e .. SO NI@U: e
Chtc vu . Pon vi :
Ngay vao lam V|ec Ngay nhan xét
1.NHAN XET VE CONG VIEC

ClO®| N®| oMW N

-

. Cach an mac

. Su tuy tin

. Kh& nang trinh bay/ dién dat

. Lanh Igi (dap ung)

. Nang déng, hay dé xudng (chl dong)
. Su hi€u biét vé& dan vi/ ngi lam viéc.

. Tiép xuc vGi cép trén, déng nghiép

. Kha nang hoc tap

N[O~ | W=

©

. Sy chinh x&c trong cdng viéc

10. Lam dung thdi han

11. Suc khoé

12. Long nhiét thanh

13. Thai do va su chdp nhan cong viéc.

14. Cach sl dung thdi gid (tiét kiém hay phi pham )
15. Céch t6 chiic cong viéc dé lam xong nhiém vu
16. Sy trudng thanh trong suy nhgt

2.Két luan:
2.1 Sau khi xem xét cac yé&u té trén nhén xét cua téi vé CNV la:
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71 Xuat sac ] T6t, c6 nhiéu trién vong
71 Trung binh, chdp nhan dugc 01 Buc dd nhung con nhiéu han ché vé kha nang
"I CNV cén thdi gian dé hoc hdi thém 71 Chua xac dinh rd, can thém mot thgi gian niia

(O Lo o[ P T g TD =1 A1 (= U

2.2 Pé nghi:

1 Tuyén dung chinh thie tl ..oc.cooveeveeeceee. va ky hgp dong vdithdihan .........cccoeeeveieecieecieeen,
[ Ti€p tuc thl viéc thém dén ........cceeeveeeveennnne, T KhONG tUYEN dUNG ...,

DPé nghi CNV dugc hudng thu nhap

-BaNg: .o, MUC: ..o MLCB: ooiiiiiieee e MLCT: oo

o (LT e o TR o I oY= o L S8 BN e,

= PRU CAP, G CAP woiieveeiie et eetie ettt e et e snaeenbeeanneans TSR (=13

- Thu nhap: Chua tinh thudng: DA tinh thudng:.....ceeeiieeeeeece e
GIAM BOC PHONG HCNS TRUGNG BON VI

NOI DUNG PIEM SO

Piém 5 Xu&t sdc- thudng vugt yéu ciu

Piém 4 Pang khen — thudng dat yéu cau ddi khi vugt yéu cau.

Piém 3 DUl nang lyc — thudng dat theo yéu cau

Piém 2 Yé&u — doi khi dat theo yéu cdu va cén tao hodc nhic nhd thém
Piém 1 Kém — khong dat yéu cau

PHU LUC 9 : Thu mdi nhan viéc

Cong ty TNHH Bén Thanh Ngay thang nam
Kinh géi Ong : Trdn Van Son

Thua éng Son ! L4 thu nay xdc nhdn I6i mdi vao lam viéc ma chung t6i da thé
hién khi 6ng cé mat tai van phong ctua chung téi ngay hém qua. Chung téi han
hanh madi éng giG vi tri Chdnh van phong tai truy sé chinh cua chung téi. Muc
luong ban ddu sé Ia ............. dong/thang, tra lam 2 Ian. Chung téi géi kém theo
day tai liéu néu ré ngoai luong con cé cdc phuc Igi, bao hiém.. danh cho nhan
vién ctia Céng ty.

Xin luu y rang viéc nhan vao lam viéc con phu thuéc vao viéc kham stc khée cla
6ng tai Céng ty chung toi.

Chung t6i mong 6ng sé théng bdo cho chiung t6i vé quyét dinh clia minh trong
vong hai tuan k€ tor ngay hém nay va éng sé bdt dau lam viéc sau thdi diém do
hai tuan.

Chting t6i hy vong éng sé nhan I6i lam viéc cho cong ty va tin rang diéu nay sé
dem lai méi quan hé c6 Igi cho ca déi bén.
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PHU LUC 10

THU XIN VIEC THEO KIEU KHOI
Bailey Hall
Peari River College
Poplarvill, MS 23961

November 1,1999

Ms. Mary Murphy,

American Manufacturing Company
300 Industrial Avenue

Jackson, MS 23844

Dear MS. Murphy,

Do you have an opening in your oil firm for a mail clerk? My qualifications include an
applied science degree from Peart River College with a major in secretarial studies and
considerable experience working in offices part- time white putting myself through
school.

My college training provides an excellent foundation for the position. In addition to my
business requirements, my program of studies includes courses in psychology,
sociology, and human relations that have give me a strong background in understanding
the nature of people. My overall grade-point average place me in the top five percent of
my graduating class.

As a mail clerk in your firm | would have the opportunity to assume the responsibility of
sorting and delivering mail just as | have as secretary in the Division of Business at
Pearl River College. In that position my supervisor gave me jobs to do and let me
assume the entire responsibility for getting them done. | met deadlines, handled difficult
student problems with tact, was left to decide how to carry out a job in the most efficient
manner.

If you wish to telephone me about an interview after reading the enclosed data sheet,
you can reach me at Peart River College, 234 — 3581 any weekday. My class are at 1:
00 P.M .., and | could come to your office after that time.

Sincerely.
Ms. Betty Brown
Enclosure.
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*ononncs v CAC CAU HOI PHONG VAN BUGCTHU THAP TU CAC cuOC PHONG VAN CUA
CACCONG TY VON PAU TU NUSC NGOAI TAI VIET NAM
1. Tell me about yourself.
Hay cho t6i biét vé chinh ban than ban.
2. Tell me about your strong points.
No6i cho toi biét vé diém manh cla ban.
3. Describe your weaknesses.
M6 ta nhiing diém yé&u clia ban
4. What is your greatest achievement to this date ?
Cho dén ngay nay, thanh céng I6n nhat clia ban la gi ?
5. How would you convince me that you are right for this job ?
Lam th& nao dé ban thuyét phuc tdi ring ban thich hgp cho céng viéc nay?
6. You have been job — hunting for quite a while — why do you think you have a problem
a job ? (Why do you want to change your job ?)
Ban da tim viéc trong thdi gian kha lau — Tai sao ban khong nghi la ban c6 van dé
tim viéc ? (Tai sao ban muén thay ddi cong viéc ctia ban ?)
7. What did you achieve in this job ? (from CV)
Ban da hoan thanh dugc gi trong céng viéc nay ? (theo sc yéu ly lich)
8. You were a long time in this job, didn’t you go stale ?
Ban da thuc hién cong viéc nay trong thoi gian dai, ban c6 cam thay nhat nhéo khdng?
9. What is the most annoying aspect of your current job ?
Khia canh nao lam cho ban kho chiu nhat trong céng viéc hién gid cla ban ?
10. What mistakes have you made in the last 2 years ?
Ban da pham nhiing sai |am nao trong 2 nam viia qua ?
11. How conversant are you with MBO (Management By Objective) ?
Ban thanh thao viéc quan tri theo muc tiéu nhu thé nao ?
12. How have you developed your managenment skill ?
Ban lam thé& nao dé phat huy kha nang quan ly clia ban ?
13. Have you kept pacewith technical developments in your industry ?
Ban c6 theo kip nhiing phat trién ky thuat trong céng nghiép ctia ban khéng ?
14. Would you say were a “winner”, why ?
Ban c6 thé ndi réng ban la ngudi thdng cudc khong ? Tai sao ?
15. We have a lot of applicants for this job, why should we appoint you ?
Chung t6i c6 nhiéu ngudi xin viéc, tai sao ching téi nén chon anh ?
16. What has been your most valuable experience ?
Kinh nghiém quy gia cGia ban la gi ?
17. What are you most proud of having done in your present job ?
Ban ty hao nhat vé nhiing vdn dé gi ma ban da lam trong cong viéc hién tai cla
ban ?
18. What is the best idea you’ve had in the last month ?
Y ki€n hay nhat clia ban trong thang vira réi la gi ?
19. Don’t you think you’re a little young / old for this job ?
Ban khong nghi la ban hai nhé / 16n tudi déi véi cdng viéc nay sao ?
20. Don’t you think your age will be a problem ?
Ban khong nghi tudi tac clia ban sé& la mot van dé sao ?
21. Are you creative ? Give an example.
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Nhiing mén hoc ma ban ua thich nhat trudéc day la gi ? Tai sao ?
23. What can you do for us ?
Ban c6 thé lam gi cho céng ty ching téi ?
24. Isn’t this position above / below your salary / ability level ?
Chtic vu nay khéng cao hon / thdp han mdc luong / kha nang cla ban ?
25. How long have you been out of work ? What have you been doing meantime ?
Ban that nghiép trong bao lau ? Ban lam gi trong thdi gian dé ?
26. Are you good at report writing ?
Ban viét bdo céo gidi khong ?
27. Do you come under pressure in your job ?
Ban chiu dugc stc ép trong cong viéc clia ban khéng ?
28. What makes you enjoy working for us ?
Diéu gi khién ban hiing thi lam viéc cho cong ty ching toi ?
29. What interests you most about this job ?
Cong viéc nay co6 diém nao lam ban hing thd nhat ?
30. What is your main complaint against your company ?
Diéu phan nan chinh ctia ban déi véi cong ty clia ban la gi ?
31. What makes you think you enjoy working for us ?
Di€u gi khién ban vui thich khi lam viéc cho céng ty clia ching toi ?
32. Tell me what you know about our company ?
N6 cho t6i ban biét gi vé cong ty ching toi
33. Do you take work home ?
Ban c6 dem viéc vé nha lam khong ?
34. What would you like to know about the company / the job in our company ?
Ban mudn biét gi vé cong ty, cong viéc & chung toi ?
35. When will you be available for enployment ?
Khi nao ban c6 thé lam viéc ?
36. Why do you want to work for our company ?
Tai sao ban muén lam viéc cho cong ty ching toi ?
37. How long do you stay with us if you were appointed ?
Ban sé lam viéc vgi ching toi trong bao lau néu ban dugc tuyén dung ?
38. What do you see as the next step in your career ?
Ban chuén bi gi vé budc ti€p theo trong sy nghiép clia ban ?
39. Which comes first: job satisfaction or salary or status ?
Diéu gi quan trong nhat: céng viéc via y hay tién lucng hay dia vi ?
40. Are you interested in serving mankind, or is money your primary motivation ?
Ban quan tam dén phuc vu con ngudi hay tién bac la déng co chinh clia ban ?
41. What are your long — rang goals ?
Muc tiéu dai han cla ban la gi ?
42. Are you an ambitious person ?
Ban la ngudi c6 nhiéu hoai bdo khong ?
43. What would you like to be doing ten year from now ?
Ban thich lam gi trong 10 nam tGi ?
44. What is your ruling passion ?
Dam mé I6n nhat clia ban la gi ?
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" CConowcs ¥ Ban du ki€n ban sé & dau trong ndm nim ndia ?
46. What would you like to be doing ten year from now ?
Ban thich lam gi trong mudi nam tGi ?

47. Why aren’t you earning more at your age ?
Tai sao ban khéng ki€ém nhiéu tién & tudi ban ?

48. How do you behave in crisis ?
Ban cu x{ nhu thé nao khi chim ngap trong khé khan ?

49. What was the worst problem you have had in your present job and how did you
solve it
V&an dé té hai nhat da xay ra trong céng viéc hién tai ctia ban la gi va ban giai
quyét nhu thé nao ?

50. Describe your present job, what do you find rewarding about it ?
Mo ta cong viéc hién tai clia ban ? Ban thay viéc gi dang lam ?

51. What difficulties do you anticipate in starting job ?
Ban du doan nhiing kh6 khan nao khi kh&i sy cong viéc méi ?

52. How do you set about planning ?
Ban khdi su viéc lap k& hoach nhu thé nao ?

53. Tell me about a problem you’ve faced and how you handled it.
No6i cho tdi ngh vé mot van dé ban da gép phai va ban da xi ly nhu thé nao ?

54. What was the wost problem in your job and how did you solve it ?
Van dé té hai nhat xay ra trong cong viéc cla ban la gi va ban giai quyét né nhu
thé nao ?

55. What was the biggest problem you had to overcome ? (personal level/work oriented)
V&n dé I6n nhat ban phai vugt qua la gi ? (ca nhan/céng viéc)

56. You do not appear to be technically qualified enough for the job, How would you
cope
Ban c6 vé& khong di kha nang ky thuat déi véi cong viéc, Ban lam thé nao dé déi
pho véi no?

57. What is the most annoying aspect of your current/last job ? Why ?
Khia canh nao lam ban kho chiu nhat trong céng viéc hién thdi hay gan day ? Tai
sao ?

58. How prepared are you to take lower salary ?
Ban chuén bi th& nao dé chdp nhan tién luong thap hon ?

59. How do you keep fit ?
Ban lam rh& nao dé giti gin stic khoé ?

60. How do think other people would describe you ? — Your boss, subordinate staff.
Ban nghi thé nao khi ngudi khac mo t& ban : - Ong chd cla ban, nhan vién cép
dudi clia ban.

61. What sort of person do you find it difficult to work with ?
Ban thdy kho lam viéc véi loai ngugi nao ?

62. Do you have a sense of humour ?
Ban c6 tinh hai huéc khéng ?

63. What personal characteristics do you have that affect the way you work ?
Ban c6 ca tinh nao anh hudng dén cach lam viéc clia ban ?

64. What was the most recent person/thing to make you very anoyed ? Why ?
Ngudi nao viéc gi gan day nhat lam ban kho chiu ? Tai sao ?

G
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”‘39;\ 1976 //\b 65. Would you say you were an intolerant person ?
g Ban muén néi rédng ban la ngudi khoan dung khéng ?

66. What do you fear the most ?
Ban sg nhat la cai gi ?
67. What is your worst fault and what is your best quality ?
Khuyé&t diém I&n nhat va phdm chét t6t dep nhét clia ban 1a gi ?
68. How would you rate your present / last boss ?
Ban danh gia thé nao vé éng chl hién tai hay gan day nhat cda ban ?
69. Do you enjoy responibilities: being in charge of people ?
Ban thich nh&n trach nhiém: phu trach nhiing ngudi khac ?
70. What sort of boss would you not like to work for ?
Loai 6ng chd nao ban khdng thich lam viéc dudi quyén ?
71. Describle your ideal boss.
M6 ta ngudi chd ly tudng cla ban.
72. Describle the worst person you ever work for.
Hay mé ta ngudi xdu nhat ma ban lam viéc dudi quyén.
73. How would you describe your pesonalities ?
Ban md ta nhan cach cla ban thé nao ?
74. When did you lose temper ? Describle what happened.
Ban da néi gian khi nao ? Mé ta né.
75. How do you think your secretary describe you ?
Ban nghi thu ky clia ban miéu t& ban nhu thé nao ?
76. Can you accept criticism ?
Ban chdp nhan phé binh khéng ?
77. What are you views on .. (a problem of day) ?
Quan diém cla ban vé .. (m6t van dé trong ngay) ?
78. Tell me about the worst person you ever had ?
Noi cho tdi nghe vé 6ng chl hay ngudi toi té nhat ma ban da tiing gap.
79. Are you sure you could do for this job ?
Ban chéac rng ban c6 thé 1am dugc céng viéc nay khéng ?
80. Rate yourself on a scale from one to ten.
Ban hay ty danh gia ban trén thang diém td mot d&n mudi.
81. How often do you doubt your own capabilities ?
Ban thudng hoai nghi vé chinh kha nang clia ban nhu thé nao ?
82. If you were appointed, what would you do to change the position of the company, to
help the company stand up firmly in the competitive market ?
Gia sl ban 14 ngudi tring tuyén, ban sé& dua ra nhiing chinh séach nao lam thay ddi
vi thé clia cong ty, giup céng ty ding viing han trén vi thé canh tranh.
83. Who buy your clothes ?
Ai mua quéan 4o cho ban ?
84. What do you find interesting in today’s newspaper ?
Ban thay diéu gi thd vi trén bao ngay hém nay ?
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Céu héi on tip : QUAN TRI NGUON NHAN LUC

1- Thé nao la qudn tri nhén lyc ? Vi sao noi qudn tri nguén nhdn lyc viia
khé khdn viia phiic tap?

2-  Trinh bay kinh nghiém qudn tri nguon nhén lyc ciia cdc nudc — Nhiing
bai hoc kinh nghiém?

3- Nhitng nguyén tdc co bdn va cdc chiic nang co bdn ciia qudn tri nguon
nhén luc la gi ? Khd ndng dp dung cdch tiép cdn qudn tri nguon nhan
luc trong cdc doanh nghiép Viét Nam ?

4- Vai tro ciia phong to chiic / qudn tri nguon nhén luc trong doanh
nghiép thé hién qua nhiing chiic nang nao ? Lam thé nao dé sit dung cé
hiéu qua nhét cdc chi phi vé quan tri nguon nhén luc?

5- Thé nao la phan tich cong viéc ? Tai sao néi phdn tich cong viéc la mot
cong cu co bdn cho cdc nha quadn tri nguon nhén luc?

6- Noi dung chii yéu ciia ban mé td cong viéc va bdn tiéu chudn cong viéc
la gi?

7-  Trinh bay cdc phuong phdp thu thdp thong tin phdn tich céng viéc ?
Thuc hién 1 ban mé td cong viéc va tiéu chudn nghiép vu nhén vién ?

8-  Trinh bay ké hoach héa nguon nhén luc ? Moéi quan hé giita chién luogc
nguoén nhan luc va chién lugc kinh doanh ?

9-  Phan tich wu nhuoc diém cia cdc ngudn ing vién ti bén trong ni b
va ti bén ngoai doanh nghiép ?

10- Cdc hinh thiic thu hiit @ng vién tit bén ngoai doanh nghiép ? Khi quding
cdo tuyén nhén vién cho doanh nghiép can luu y van dé gi ? Nhiing yéu
td co bdn cdn quan tam khi ddnh gid chét luong ciia mot bai qudng cao
tuyén nhéan vién ?

11-Cdc bién phdp gidi quyét tinh huong thita va thiéu nhan vién trong doanh
nghiép?

12- Nhiing néi dung chinh ciia qud trinh tuyén dung nhén vién ?

13- Pdc trung cia cdc mé hinh thu hiit, phdn cong bo tri nguoén nhédn luc

cho doanh nghiép ?

14-Nji dung va cdc hinh thiic trac nghiém duoc st dung trong tuyén chon

nhdn vién ?

15- Pdnh gid gi vé miic do chinh xdc va dj tin cdy ciia cdc hinh thiic trdc

nghiém tuyén nhdn vién ?

16-N¢i dung va wu nhugc diém ciia cdc hinh thiic phéng van ?
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%’; 1976 /\1"\‘ 17-Néi dung co bdn ciia qud trinh phéng van ? Ky ndng phong vian ? Cdc

"o dang phdong van dugc dp dung trong qud trinh phong van ? Ldy vi du vé
cdu héi phéong van tinh huong.

18- Phén tich chi phi loi ich ciia dao tao nhu thé nao ? Quy trinh dao tao
theo tiéu chudn chdt luong ?

19- Ddc diém tam Iy ciia cdc nhdn vién c6 c¢6 dnh hudng nhu thé nao khi bo
tri cdc nhdn vién nay vao cdc bo phdn (phong ban) trong doanh nghiép
dé ho cé thé phdt huy tot nhdt khd ndang cd nhin ?

20-Quy trinh va cdc phuong phdp ddnh gid ndng luc thuc hién cong viéc cua
nhdn vién.

21-Y nghia va cdch thiic xdc dinh hé so bdn viéc ?

22-Y nghia ciia luong co ban, thuéng, phiic lgi, phu cép ?

23-Cdc hinh thiic tién luong kich thich & cdp dp cd nhdan, nhém va doanh

nghiép ?
24-Nhitng yéu to co bdn cdn xét dén khi phdn bo quy luong ciia doanh
nghiép?

25-Su khdc biét vé thi truong lao dong cia cdc cong nhdan, nhén vién hanh
chinh vin phong, cdc chuyén gia va cdc qudn tri gia thé hién trong cdc
yéu té’nao ?

26-Nhiing diém quan trong nhdt trong chinh sdch tién luong cia doanh
nghiép la gi ?

27-N¢i dung, trinh tu xdy dung bang luong doanh nghiép ?

28-Ddnh gid trinh dp qudn tri nguon nhan lyc trong doanh nghi¢p ?

29-Khdi ni¢m dao tao va phdt trién ? Cdc phuong phdp dao tao va phdt trién
nguon nhén luc — Uu, khuyét dién ciia né?
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