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Gidi thiéu
Chuong trinh Dao tao Quan ly
danh cho cac Doanh nghiép
Vira va Nho

Chuong trinh Dao tgo Qudn 1y danh cho cdc Doanh nghiép Vira va Nhd duge
bién soan cho cdc nha quan 1y va chii doanh nghiép vira va nhd. La ngudi chi hoic
ngudi quan 1y doanh nghiép nho, ban quan tam dén nhiéu khia canh cta viéc diéu
hanh mét doanh nghiép. Chuong trinh niy s€ cung c¢dp cho ban mot bo tai li¢u tap
trung vao cac khia canh chi yéu cia quan 1y ngudn nhan lire, bao gdém:

¢ Thu hiit nguén nhan luc.

e Danh gid hd so xin viéc.

¢ Phéng van ngudi xin viéc.

¢ Quyét dinh tuyén chon nhan vién.

* Gidi thiéu va gilip nhan vién méi lam quen voi cong viéc.
» Danh giid k&t qua cong viéc,

s Quyét dinh vé dao tao nhan vién.

s Tu van dinh huéng nghé nghi¢p cho nhan vién.

Dii mat cong ty ¢6 hay khéng c6 phong nhin sy thi nhi quan 1§ va chu doanh
nghiép déu tham gia vio nhilng quyét dinh vé nhan sir. & mai budc trong quy trinh
guan 1y nguén nhan luc, nha quan 1y thudng thu nhap cic théng tin, dua ra 151
khuyén va nhig ki€n nghi dé tir d6 di dén quyét dinh. Tai méi giai doan phat
trién clia doanh nghi¢p, dic biét 1a khi cong ty mé réng qui mo hoat dong, cic
quyét dinh vé nhan sy phai duoc xem xét hét sirc than trong. Mot khi cong ty da
quyét dinh tuyén mét nhan vién méi, thi d6 chinh 13 su ddu tir clia cong ty.

Bo sach Quen &i Ngudn Nhdn Ligc trong cde Doanh nghiép Vica va Nhd duge bien
soan dé€ giip cho cdc nhi quin 1¥ va chd doanh nghi¢p xdc dinh ding phuong
huéng trong cic giai doan clia quan 1y ngudn nhén lyc. Mdi cu6n sich s& dé cap
dé€n mot khia canh cu thé clia qud trinh quan 1§ nguén nhan luc. Trong qui trinh
nghién citu clia minh, ban s& vira ti€p nhin nhimg kién thiic va kinh nghi¢ém méi,
vita c6 k€ hoach dé van dung nhimg kién thiic nay vao thuc t€ cia don vi minh.
Céc chil dé s& duge dé cap trong bd sdch nay bao gdém:



e Xdc dinh va 18 chitc chifc nang quéan 1y ngudn nhan luc.
e Xay dung chién luge quan 1y nguén nhan luc.

¢ Phin tich cong viéc. |

e Thu hiit, tuyén chon ngufn nhan hic.

e Phit trién va ddnh gi4 hé théng tra luong.

¢ Dinh gia két qua cong viéc.

e Té chitc va thyc hién dio tao.

e  Phdt trién céc dich vu vé nhan su.

e Sirdung cdc moi quan hé lao dong tich cuc va nhét quan.

e Xay dung cic chinh sich, thli tuc v hé théng s8 sich vé quin Iy ngudn
nhan lyc.

Phuong phap nghién citu cudén sach

Cu6n sdch ndy duge bién soan véi muc tidu dé ban ¢6 thé tr nghién ciu. Mac di
cdc cudn sich duge bién soan hoan chinh, nhimg néu ban duge hudng din, tu vin
va trao déi thong tin phan hdi thi hiéu qué hoc s& cao hon. Méi cuén sdch gém cé:

. Kién thiic co ban: gém nhimg thong tin chi ti€t, nhimg 101 giai thich va
cic vi du minh hoa cho cic khdi niém quan trong.

. Bai tap tu Kiém tra: gitp ban khang dinh kh3 ning ti€p thu nhitng kién
thife co ban di duge hoc.

e Bai tap thuc hanh: dé ban khing dinh kha nang 4p dung nhiing kién thic
dd hoc vao thuc tién,

. Bai tap tinh hudng: cho phép ban k&t hop moét s& khdi niém va iing dung
~ chiing vio cdc tinh huéng thuc tién tai cdc doanh nghiép vira va nho.

. K& hoach ting dung: cho phép ban tiing bude dp dung ki€n thic 43 hoc
vao thuc tién cong vide tai doanh nghiép.

Hoc & dau

Ban c6 thé doc sich & bat cif noi dau. Song dé dat hiéu sust cao nhét, ban nén
tranh nhitng noi 6n 30 va c¢é vo tuyén.
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Hoc lGc nao

Diéu nay hoan toan phu thuéc vao ban. C6 thé ban chi mat 8 tiéng déng hé 1a di
hoc xong mét cudn sach, nhung néu ban cin nhiéu thdi gian hon thi ciing khéong
nén lo lang vi véi méi moén hoc khdc nhau, moi ngudi déu hoc véi toc do khic
nhau, T8t nhit 12 nén dat k&€ hoach trudc va danh mot khoang thid gian nio do
trong nhiing ngay nh4t dinh dé hoan thanh mét cudn sich thi s& hiéu qua hon.

Hoc nhu thé nao

Khong nén qui ndn néng, hily b6 trf mot thoi gian bidu déu dan, vi du nhu méi ldn
chi hoc mét ti€éng. Hoc déu dan s€ cd két qué t6t hon nhiéu 1 thinh thodng hoc
dén trong mot thi gian dai.

Hiy chuyén tam vao nhimg diéu ban dang hoc, doc, ghi chép, hoan thién phin bai
tAp tr kiém tra, bai tap thuc hanh, va bai tap tinh hudng. Ban cé thé thio luin vé
céc ¥ tubng va kinh nghiém thyc t€ véi nhitng ngudi khdc, vi nhu vay s& gidp ban
ning cao sy hiéu biét v khéc sau nhitng gi minh di hoc.

Sau khi da hoan thanh céc phén bai tap trong cudn sich, ban s& bit tay vao phén
ing dung chiing trong viéc x4y dung K& hoach Ung dung. Hay trao déi véi cédc
déng nghiép trong doanh nghiép cila ban dé€ x4y dung k€ hoach fing dung. Hiy cu
thé hod k€ hoach iing dung thanh timg budc va lugng dinh thdi gian d€ hoan thanh
timg budc d6. Nén nhd k€ hoach tng dung nay 1a mot cong cu hudng din hét sic
linh hoat, khong phai 12 mét khuon khd céng nhdc. Vii thang mot 1dn, ban phdi
kiém tra Iai k€ hoach Ung dung cta ban va diéu chinh, néu thiy cén thiét.

C6 thé tim su giup do& & dau

e Chinh ban than minh. Hay c6 ging hoc lai. Dimg b6 cudc. N&u ban vin chua
hi€u, d4u budi hoc tiép theo hdy doc lai mot 1dn nita.

e Gia dinh ban, ban b, hedc dong nghiép. Ngay ca khi ho khong hiéu chi dé
ma ban dang trao d6i thi trong qua trinh thio luan bi€t dau cau tra 1o lai loé
1én ngay trong d4u ban.

s Gido vién hudng dan cita ban. Ban cé thé tiép xdc, yéu cdu sy gidp do tir
phia cdc gidng vién va chuyen vién tu vin. i

o Tac gid. Cho dén thing 9 nam 2001, Chuong trinh Phét trién Dy d4n Mé Kong
(MPDF) s& chuyén céc cdu hoi clia ban cé lién quan dén néi dung cudn sich
tdi tac gia. Dé nghi gl fax, thu hoac thu dién tir t6i MPDF (xem dia chi ctia
MPDF trong phin Phi€u Ddnh gid & cudi cudn sich).
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Tong quan ve cudn sach

Dé hiéu dugc nhiing cong viéc khdc nhau trong mot doanh nghiép, ngudi chi sor
hitu=-nha quan 1y phai xdc dinh dugc nhiém vy, trdch nhiém va tiéa chufin cho méi
cong viéc. Phan tich cong viée 13 bude diu tigén trong viée cung cip théng tin diing
cho viéc tuyén lua, dao tao vA ddnh gid két qua lam viéc va d€ xdc dinh mic
luong. Cudn sich ndy s€ thao luan vé céc loi ich va quy trinh thuc hién phan tich
cong viéc. .

Cac muc tiéu
Sau khi nghién ctiu cudn sich ndy ban s cé kha nang t6t hon trong viéc:
s Mo ta nhimg tic dung clia mét ban phan tich cong viéc d6i vdi mot cong ty.

» Hoan thanh mot ban phan tich cong viéc cho bat k¥ mot vi tri ndo d6 trong
cong ty.

Phan tich cong viéc ’ I



Quan ly Ngudn Nhan luc

Quan 1y ngudn nhan luc bao gbm tit ca cdc quyét dinh va hoat dong quén 1y c6
anh huong t6i ban chat méi quan hé gnra t8 chitc va cdc nhan vién. Muyc tiéu hang
ddu cia quin 1Y ngudn nhan lyc 12 gidp cong ty dat mot sé heong thich hogp nhimg
ngum phi hop vao ding vi tri va diing thai diém nhim hoan thinh cic muc tién
cla cong ty.

Khi ¢6 nhilng ngudi phi hgp ¢6 nhiing k¥ nang cén thiét Iam viec & dung vij tri thi
ca ngudni nhan vién va cong ty déu ¢6 1gi. Cong ty ¢6 rat nhidu co hoi dé Iam dugc
diéu ndy trong thoi gian nhan vién 1am viéc tai cong ty. Thi du:

Ngay khi ho méi duoc tuyén chon l4n diu.

Trong qué trinh ho phat trién vi hoc hdi tai cong ty.
Khi ho d3 sin sang d& dugc dé bat va thang tién.
Khi ho chuéin bi rdi khoi cong ty.

Quién Iy Nguon Nhan luc

Hinh 1: Quan 1§ nguén nhan liyc. Vong tron phia ngodi bidu thi thdi gian mot nhan vien lam vigc
vdi cOng ty. Vong tron phia trong bifu thi bon mang chinh ciia cong tic quan I¥ ngaén nhan luc,

Phdn tich céng viéc . 3



Coéng tac quan 1y ngudn nhan lyc bao gém bén mang chinh:

1.

|

Lap ké hoach va Tuyén dung - Qui trinh l1ap k€ hoach nguén nhan luc 1a
mot qud trinh lién tuc phan tich yéu cdu nhan luc cha té chiic nhim muc dich
dap ing cdc muc tidu cla doanh nghiép. Cong tac tuyén dung nhén vién chinh
la dé ddp émg cdc nhu cdu ma luc fugng lao dong hién ¢6 khong dép ing duoc.

Dio tao va Phat frién - Day 1a qué trinh lién tuc d4nh gia va phat trién ky
niang va kién thiic ciia nhan vién dé dap tng cac nhu ciu hién tai va tuong lai
clia cong ty.

Duy tri va Quan 1y - Chét logng céng viée, tinh thdn va khong khi 1am viéc
déng vai trd quan trong trong quyét dinh & lai véi cong ty cta méi nhan vién.
Mot moi trudng 1am viée tich cuc duge tao ra thong qua thuc tién quan 1y céng
béng va nhit quin va su quan tAm dé€n cdc nhu cdu cta nhan vién.

Heé thong Thong tin va Dich vu vé Nhan lue - Cong tic quan 1¥ ngudn nhan
hrc con chiu trach nhiém v& méi quan hé giita cdc nhan vién, cic titu chudn vé
c6ug vigc (phin tich cong viéc, md ta cong viéc, dinh gid cong viéc, cic tiéu
chuin hoan thanh cong viéc, phén tich vé tién c6ng, diéu tra vé thi trudng lao
dong) va viee quan 1y cde dich vu va lgi ich ma céng ty dem lai cho nhan vién.
Céng tic quan 1Y nguén nhan luc gi mot vai trd rdt quan trong trong viéc duy
tri hé théng cdc thong tin cap nhat v& nguén nhan luc va hé so cla nhan vién.

'\ ! Quan 1y nguén nhan lyc chi yéu bao gém:

Lap k€ hoach va Tuyén dung - d€ c6 da so
l lrgng va ding nguoi vao dang thoi diém.
A ——— '

e Dao tao va phat trién - dé cé nhirng nhan
vién véi k¥ niang thich hop.

¢ Duy tri vd quan Iy - dé xay dung moi
truimg thich hop cho nhin vién.

+ Hé thdng thong tin va dich vu vé ngudn
nhin luc - d€ ¢6 thong tin dang va dich vu
thich hop.

Phin tich cong viéce



Cac cong cu ho trd Quan ly
Ngudn Nhan luc

B sich nay trinh bay ba cong cu co ban hé trg cho cong tdc Quan 1Y Ngudn Nhan
luc. Nhitng cong cu nay la:

Phan tich va du bdo nhu cdu vé nhan luc - Sau khi da xic dinh cdc muc dich v
chi tiéu kinh doanh cizta minh, céng ty cén phai x4c dinh dugc ngudn nhan lue cin
thi€t dé hoan thanh cdc muc tieu d6. Dy bdo nhan luc s& cho cOng ty biét ho cén
nhimg loai k¥ nang gi, cdn bao nhiéu ngudi va khi nao phai ¢6 duge nhimg ngudi
voi nhitng k¥ nang dé.

Kiém ké va kiém todn nguon nhan luc - Mot ban kiém ke cap nhat v& ngudn
nhan luc s€ gidp cong ty ndm 16 dugec minh di ¢6 nhitng k¥ nang va chuyén mén
gi, ai c6 nhitng k¥ niang va chuyén mon dé va khi nio cé thé sir dung duoc nhiing
ngudi d6. Day 1a mot noéi dung quan trong cha cong tic 1ap k€ hoach vé nguén
shan lyc. Ban kiém ké ndy s& dugc cap nhét thudng Xuyén thoéng qua mot qué
trinh dugce goi la kiém todn nguén nhén lyc nhdm theo dai viéc ddo tao va tich fu¥
kinh nghiém cla cdc nhan vién khi ho thuc hién cdc nhiém vu khdc nhau.

Phan tich khiém khuyét va ké hoach nguén nhan luc - Bing c4ch so sanh du
bdo nhu cdu vé ngudn nhan luc véi nguén nhan luc hién cé ching ta cé thé lap
duge ké hoach v& ngudn nhan lyc trong d6 chi rd déi ngi nhan vién hién tai dip
img duge cdc yéu cdu dén dau, khau nao cdn c6 su dio tao va 0 dau doi ngi hién
tai khong thé ddp dng dugc cic yéu cdu. Viéc sir dung ban k€ hoach vé& nguén
nhén lyc sé gitip cho cong ty trong viéc tién hanh tim ki€ém cic nhan vién cdn thiét
nham khéc phuc nhitng khi€m khuyét vé nguén nhan luc.

- 1-? ~ ~ - 2
Hieu nhu cau nguon nhan luc cua
cong ty ban
DPdu tién ban cdn phai biét ring cong tdc ngudn nhan luc hién tai cGa cong ty ban
dugce thuc hién nhu the nao. Ban cling cdn phai biét duge nhitng thich thic va co
hdi clia ban trong Iinh vuc ndy. Ban c6 thé xem xét cac cau hoi sau:

¢ Ban dang c6 nhitmg vin dé gi vé& nguén nhan lyc?

e Cic chinh sdch vé nguén nhan lyc cia ban c6 phi hgp vdi moi truomg 1am
viéc hién tai khong?

s Ciéc chinh sdch clia ban ¢6 dé cap d€n ciac mdi quan tdm cla ngudi lao
dong hay khong?

Phan tich cong viéc 5



Bai tap danh gid sau day s€ giip ban xem x4t 1ai triét 1y, chinh sich va céc wa tign
trong c6ag tic quan 1Y nguén nhan luc cia ban dé€ xdc dinh xem liéu ban c6 cdn
thuc higén phan tich cong viée cho doanh nghiép cia minh hay khéng.

__;.BAI TAP THUC HANH j [

Ban cé gﬁp khé khsn tmng vzéc dénh glé két quﬁ cOng wéc D cé O Kh&ng-
ha}’khﬁng” . FE ] ; G

im» e i s o o D
Né&u ban tham chi chi danh dfu mot cau tra 11 “cé” trong ban tu danh gid nay thi

c6 thé c6 nhiéu nguyén nhan gy ra khé khin caa ban. C6 thé ban s& cidn d€n mot
he théng dé:

. Xdc dinh cdc yéu cdu clia cong viéc

& Xay dung céc tiéun chudn ddnh gid két qua cong viée
¢ Xde dinh co cdu tién luong cho cong ty clia ban

» Tuyén chon, dé bat va chuyén d6i vi tri nhan vién

» Xay dyng cic k€ hoach dao tao

] Phdn tich cong viéc



Ban cé thé lam dudc gi?

Hiy ti€n hanh phén tich cong viéc cho céc vi trf khdc nhau trong céng ty néu ban
vAn con chua lam diéu nay. Néu ban di thyc hién phan tich cdng viéc rdi thi c6 thé
phan tich d6 da lac hau hoic thi€u chinh x4c va do vay khong thé cung cdp cho
ban nhimg thoéng tin ban cdn dé dua ra nhimg quyét dinh quan 1y nhan luc 6t

Céc phin sau clta cudn sich nay s& hudng din cho ban qud trinh thuc hién phan
tich cong viéc nhim thu thap céic thong tin ban cdn.

Ban cling s€ tim dugc nhitng théng tin hitu ich trong cdc cudn sich khéc caa bod
sach Quan 1y Nguén Nhan luc cho cic Doanh nghiép Vira va Nhé (duoc Hiét ke &
cudi cuén sdch ndy), bao gdm cic thong tin vé:

e Cdc chinh sdch vé nguén nhén luc

e Tuyén chon va thué nhan vién

e Cocau tién luong vi thit lao

¢ Hudng nghi¢p va dio tao

¢ Dinh gid k&t qua cong viéc

e Xay dung k& hoach ngudn nhan luc

e Xay dung k& hoach san xuft

- & Quan ly chit lugng
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Phan tich cong viéc

Phan tich cong viéc la gi?

Phan tich céng viéc 1a thu thap cic thong tin vé cong viec mot cich cb hé théng.
Phan tich cong viéc dugc tién hanh nhdm d€ xdc dinh ra cdc nhiém vy thugc pham
vi cong viéc d6 va cdc k¥ nang, nang luc va trich nhiém cu thé cdn phai c6 dé thuc
hién cong viéc dé mot cich thanh cong.

C6 ba nhiém vy thigt yé&u trong viéc phén tich bét ky moét cong viéc nao:

1. Dinh nghia vé cong viéc mot cich hoin chinh va chinh x4dc.

2. Mo ta céc nhiém vu, trdch nhiém v céc tiéu chuén hoin thinh cong viéc.

3. Xac dinh cdc yéu cdu ciia cOng viec ma mdi nhan vidn & vi trf cong vige 4o
phéi ddp ing dé thuc hién cong viéc mot cdch thanh cong.

Cic théng tin thu thap dugc khi phan tich cong viéc cho mébi vi trf duge diing dé
tao ra:

¢ Ban mo ta cong viéc: mo ta cdac nhiém vu cdu thanh nén cong viéc nay.

s Ban yéu cdu chuyén mon cia cong viéc: néu ra nhiing k¥ nang dic tha cdn co
dé hoan thanh 6t cong viéc.

e Ban tiéu chuin két qua cong viéc: xdc dinh cic thude do danh gid két qua
cong viée,

' Muén phan tich cong viéc cin phai ¢6 sy quan sét
~—— 5 ' o , - - -
‘ va nghién ciru dé xéc dinh ban chat cua mit cong
viéc cy thé. Ban phan tich cong viéc cin trinh bay
‘ cac nhiém vu cdu thanh nén cong viéc cung véi
nhimg k¥ nang dic tha va trach nhiém can thiét
d¢ hoan thanh tét cong viec do.

Phdn tich cong viéc 9



Tai sao lai can phai phan tich céng viéc?

Bian mo ti cong viéc, ban yéu cu chuyén mén clia cong viéc va ban tiéu chufin két
qua céng viéc tao cg s cho cdc chifc ning quan ¥ nguén nhin luc. Mot ngudi
quéan 1§ hiéu duge nhitng yéu cdu ndy 14 ngudi c6 kha ning t6t nhit trong viéc lua
chon ding ngudi cho cdc vi trf 1am viéc chia céng ty vio thdi di€ém hién tai va
trong tuong lai dai han.

Cic thong tin tir mot ban phan tich céng viéc dugce sit dung dé:

¢ Dinh huéng cho qu4 trinh tuyén dung, lya chon va hoan thién viec b& tri nhan
vién.

s Lén k& hoach b8 nhiém va thuyén chuyén cong tdc cho nhan vién.

¢ Xay dung he théng danh gid cong viéc, x€p hang cong viéc va hé théng tién
luong.

» Xdc dinh & dau cén thiét 13p cdc bien phdp khic phuc cée diéu kién lam viée
dac hai, kho chiu hoac ¢é hai cho siic khoé mét cach qud mudc.

¢ Xéc dinh nhu cdu dao tao nhan vién va 1ap k€ hoach cho cdc chuong trinh dao
tao.

1g Phan tich cong vidc
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Trudc khi bat diu tién hanh phan tich
cong viéc

Trude khi bit ddu ti€n hanh phan tich cong viéc, ban c4n phai hiéu triét 1y va céc
chinh sdch nguén nhan luc cla 16 chifc clia ban. Piéu d6 cho phép ban sip xép
duge thit ty wu tién d6i véi cdc nhu cdu v8 ngudn nhan lic. M6t ban so d6 t6 chitc
¢6 thé gidp ban nhin thdy cdc cong viec khdc nhau trong 18 chifc c6 quan hé vdi
nhau nhu the nio.

Néu ban cén chua c6 méot ban so dé 16 chitc véi cdc vi tri trong cong ty clia ban thi
day ciing chinh 13 co hoi t6t dé ban tao ra ban so d6 d6. Mot ban so dé td chic cho
thdy tit ca cdc vi tri hay cdc nhom vi tri trong cong ty va cde méi quan hé bdo cdo
giita chiing véi nhau.

So d6 t6 chiic ¢6 thé duge xay dung theo cdc cdch khdc nhau tuy thudc viao nhu
cu va co cflu cha t6 chiic. N6i chung ngudi ta thudmg sir dung cdc 6 dé biéu thi
céc vi tri cla ¢4 nhan va dudng ndi gilta chiing d€ bifu thi co cdu bdo cdo. Hinh
duéi day cho thiy mét so d6 t6 chitc duge xay dung nhu thé nao.

Chi tich
¥a
Gidm dde Bidu hanh

f % ]

Phé Chil fich Phé Chi tich Phi Chil tich
phy trich phis trach phy trich

Kghién ¢ Marketing Tai chinh
va Phit tridn

I T I

{ I 1 f 1 1 { i 1
{ P | || H | I J | | l

Hinh 2: Vi du vé mot phén cla so 46 4 chidc

Deé 1ap mot so dd té chic clia cong ty ban phai:

] Liet ke tit ca cdce vi tri ¢6 trong don vi theo chic danh cong vide.
. Nhém céc vi tri ¢é ciing nhiém vu v6i nhau d€ tao ra cdc "nhém" nghé
nghigp.
. V& céc dudng néi giita cic nhém dé chi ra méi nhém béo cdo tdi ai .

Néu don vi chia ban di c6 mét so dé t6 chirc, hdy dam bdo ring so dé d6 dugc cép
nhat vi né phan anh ding co ciu thdm quyén vi cdc méi quan hé 1am viéc trong
céng ty.

Vige kiém tra lai so d6 t8 chifc c6 thé gitp phét hién su thi€u nhdt quédn trong hé
thdng bdo cdo clia cong ty. Khi cdc dudmg biéu thi thim quyén khong rd r2ng, trao
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déi thong tin s& gap khé khén va cac chi thi cé thé gay nhim lin va thi€u hiéu qua
46i voi nhan vién.

Cac budc trong viéc thuc hién phan tich
cong viéc

Mot khi d3 hiéu duoc méi lién he gilta c4c vi tri trong cong ty, ban s& c6 thé bat
d4u 1i€n hanh phan tich cong viéc. Ban phan tich cong viéc bac gém ba buéc sau:

1. Quyét dinh chon céng cu phéan tich cdng viéc ma ban s& sir dung.

2. Quyé&t dinh chon ai s€ Ia ngui chiu trich nhiém thu thap théng tin va
théng tin dé s€ duge xdc nhén nhu the nac.

3. Thu thip thong tin v xem xét lai két qua.

Cac cong cu phan tich cong viéc

Hai cong cu ban cé thé st dung khi thu thap théng tin cin thiét cho viéc thuc hién
moét phan tich cong viée 1a Bang Phén tich Cong viéc va Ban Cau hodi Phan tich
Céng viéc. Ban sé& cdn phai lua chon ra c6ng cu nao 1a thich hgp nhit dé dip tng
yéu ciu cia minh, song ban cin phdi dp dung ddy di va chinh xidc timg céng cu
méi khi ban ding ching. Viéc danh thdi gian dé thu thap thong tin mot cdch chinh
xéc s& co loi vé lau dai.

Bang Phan tich Céng viéc: Bang nay dugc st dung dé liét ké cdc trach nhiém
cong viée, c4c yéo cdu chuyén mon va tiéu chudn hoin thanh céng viéc. Théng tin
duge thu thap bing cdch ti€én hanh phong vin hodc quan sdt c4c nhan vién tai noi
Iam viée.

Hay sit dung Béng phan tich cong viéc néu:

¢ Ban 13 chli s& hitu-ngudi quan 1y dang thuc hién chifc nang quan ly ngudn
nhan hc.

¢ Ngudn luc ciia ban (th¥i gian, tién bac v2 nhan luc) danh cho phan tich cong
viéc ¢é han.

» Chic nang cha céc vi tri trong doanh nghiép cla ban da dang va dugc chudn
hda.

Ban Cau hoi Phan tich Céng viéc: Ban cau hoi duge sit dung dé thu thap thong
tin vé cdc nhiém vu cu thé clia méi cong viéc. Thong tin duge thu thap bing cich
nghién ctu cdc chi tiét cha timg cong viéc va ti€n hanh dicu tra.
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Hay sir dung Ban Cau héi Phan tich Céng viéc néu:

o Ciéc vi tri trong cong ty clia ban 12 rét cu thé ca vé pham vi vi chifc ning.

¢ Ban cin moét nghién cttu siu vé cdc c6ng viéc hay cdc nhém cong viéc cu thé.
Dii ban st dung bat ky phuong phdp ndo, ban ciing s& quan 1y théng tin vé nguén
nhan luc mot cdch hiéu qua hon va 1ao ra mét nén tang vilng chic cho viéc ra

quy#€t dinh v€ nhan sy trong tuong lai.

Néu ban di thuc hién phan tich cong viéc réi thi ban can c¢6 ging nang cao dé
chinh x4c cua viéc thu thap s6 liéu. Ban thu thap s& ligu 14n cuéi cing 14 tir khi
ndo? Théng tin s& hitu ich khi phai dugc cdp nhat va chinh xdc. Hiay chon mét
trong cdc céng cu thu thip s6 liéu mo td & trén va so sdnh cdc s6 lidu thu thap
dugc vdi cdc thong tin vé cong viéc hién tai ciia ban.

2 ~ Fd ~ -~
Bang Phan tich Cong viéc
Bang Phan tich Cong viéc thé hién nhitng k¥ vong clia nha quan 1y d6i véi timg vi
tri cong viéc. Bing cdch tiép can ndy, ngudi chii s& hitu-quan 1y hodc ngudi quan

ly x4c dinh dugc cong viéc vé& mit trich nhiém, cdc mdi quan hé, trich nhiem
cong khai va kién thirc cdn cé.

Thuc hién Bang Phén tich Céng viéc nhu thé nao?

e Thu thap so d6 16 chitc va danh muc tén cic cong viéc clia cong ty.

e Ghép ndi tdt ca cdc thong tin ban sin ¢6 vé cde trich nhiém cha cong viée.

e Chon nhifng cong viéc c4n phan tich sém nhat.

¢ Lap mot bang phan tich cho timg céng viéc,

e Hiy chon mdt ngudi <6 trinh d6 hifu biét dé kiém tra lai bang phin tich di
hoan thanh dé x4c nhén ring théng tin v& cong viéc 1a chinh xdc va diéu nay
rit quan trong & giai doan nay.

e Hiay xdc nhan cdc thong tin cia ban bing cdch phong vdn mét vai nhan vién
va/hodc thue hién quan sit dinh gid.

e Phy lt}é B cho vi du v& mét Bang Phan tich Cong viéc.
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Pau tién hay hoan thanh phan "Muc dich/muc fiéu cia
' vi tri cong viéc" trong bang phan tich. Ban nay sé gilip

f ban xic dinh duge xem cac trach nhiém cong viée nao
l la chinh va cdc tridch nhiém nao la phu. Nhitng trich
nhiém c6 lién quan truc tiép ¢6i muc tiéu la triach nhiém

chirh; nhimg trach shiém 6 tinh chit déng gop gian
tiép 14 trach nhiém phy.

S~
‘:_....4;, ¢ N ~ N
BAI TAP THUC HANH 3

1. Chon ba vi trf trong cong ty cda ban va dién vao cdc Bang Phan tich Cfmg viéc
cho céc vi tri do Hay sudu:ng banwdu sau dﬁy Iémméu .

2. Hay dé mot ai d6 trong cong ty xem lai: tung Bang Phan tich’ Cﬂng wﬁc va xéc
mhan tfnh chinh xdc cta chung T
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Vi du vé mét Bang Phan tich Céng viéc

Bang Phan tich Cong viéc sau day chi 1a mét vi du. Céc loai thong tin thu thap
trong miu niy ¢6 thé khong phi hgp véi cong ty clia ban va cin phdi duge thay
d6i cho phit hop v6i nhu cdu clia cong ty ban.

Nguoi chudn bi: Chtic danh cong | Phong: Dia diém:

Ngaty thang: viee:

Cac ngudn lao dong

CAC NGUON NHONG NGUOI DAM NHAN CONG VIEC HIEN TAL
NOIL BO: BEN NGOALIL

Muc dich/Muc tiéu cua vi tri

Cac trach nhiém cla céng viéc

CHUC DANH CONG VIEC: BAQ CAO CHO:

PHOI HOP LAM VIEC VO
(NEU RO VI TRI CUA CAC CA NHAN VA CAC PHONG BAN)

CAC TRACH NHIEM | CHAT LUONG PUOC KIEM TRA NHU | BANH DAU BE CHi
CHINH: THE NAQ? RA CAC TRACH
NHIEM CHINH
DUJC GIAM SAT

HOAN THANH DUNG KHOI

&

P

YEU CAU

DAU RA DATTIEU CHUAN

Py

LUONG CONG VIEC THEO

HOAN THANH BUNG THCL
SAN PHAMDICH VU
CAC THUGC DO KHAC
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CAC TRACH NHIEM | CHAT LUONG DUGC KIEM TRA NHU
PHU: THE NAG?
Ld \g
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DANH DAU DE CHI
RA CAC TRACH
NHIEM PHU bUQC
GIAM SAT

Cac méi quan hé

BAG CAO CHO:

GIAM SAT NHUNG NGUQI SAU DAY

Trach nhiém cong khai

Mé & ngin gon & miic do cdn thiét

Ot von THIET BI

CAC TAISAN KHAC

MUC LQI NHUAN

TIEN MAT

CAC KHOAN CHI

THONG TIN

CAC QUAN HE VI BEN NGOAI

Phin tich céng viée
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Trinh dd hoc van/kinh nghiém cén thiét
Bao g6m loai hinh va s& nim dio tao cén thiét

Ki&n thie/ky niing cin thiét

Neu rd 1am th€ nao cbé duge cic k¥ nang (tir trudmg hoc, cdc khéa hoc dac biét,
kinh nghiém, hudn luyén dao tao)

KV NANG GIAQ TIEP KY NANG LAO DONG CHAN KY NANG TRI TUE
TAY

Cac yéu ciu vé diéu kién vat chat

PIEU KIEN NOI LAM VIEC

THOI GIAN LAM VIEC

CAC GIAI DOAN NGHI NGOI{BAO NHIEU LAN, THUONG XUYEN NHU THE NAO)

Cac yéu ciu khac

PI CONG TAC

LAM VIEC BIET LAP

LAM VIEC BAN DEM

-~ N 2 2
LAM VIEC NIIIEU GIO LIEN

LAM VIEC TRONG CAC DIEU KIEN NGUY HIEM
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Ban Cau hoi Phan tich Cdng viéc

Ban Cau hoi Phan tich Cong viée duge sit dung dé€ thu thap thong tin rat chi it vé
mot cong viéc, N6 c6 thé do nhiéu ngudi thuc hién. Ban c6 thé dé nghi bét k¥ ai
trong s6 nhiing ngudi sau day dién vio bang cau hoi:

¢ Ngirdi ddm nhiém cong viéc

e Ngudi gidm sit cdng viéc

¢ Chuyen gia phan tich céng viéc

e Mot nhém nhifng ngudi véi cling mét chitc danh cong viéc

Khéng nhat thiét 13 tat cd nhan vién déu phdi dién Bin cau héi. C6 thé ding
phuong phap chon miu ngiu nhién cho timg chitc danh coéng viéc. Ban s& ¢6 thé
x4dc nhan sy ding din cla cdc cau trd 161 trong giai doan quan st cta nghién ciu

nay.

Ban Cau hoi Phan tich Cong viéc duge chia lam mudi b6a phin nhu sau:

PHAN 1:
PHAN 2:
PHAN 3:
PHAN 4:
PHAN 5:
PHAN 6:

PHAN 7 VA 8:

PHAN 9 VA 10:

PHAN 11:
PHAN 12:
PHAN 13 :

PHAN 14:

Thoéng tin chung v€ vi tri céng viéc

Gidm sdt va chiu sy gidm sat

Ciéc Iinh vyc kién thitc va k¥ niing nghé nghiép
Sir dung ngén ngii

Str dung thi gidc va cdc gidc quan khéc

Cic quyét dinh quan 1y va kinh doanh

Céc giao ti€p ndi bd va vdi bén ngoai

Céc cudc hop ma ban tham duy, 1am chit toa hodc khéi xudng
Ciéc hoat dong thé chét

Sir dung thiét bi, mdy méc va dung cu

Ciéc diéu kién moi truomg

Cac dic tinh khdc clia cong viée

Phdn tich céng viéc
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C6 T4t nhidu thong tin cidn duge thu thap va sy thu thap thong tin mét cich cé
chitc s& lam cho vigc truyén tai thong tin vao ban mé ta cong viéc va ban yéu
chuyén mén cha cong viéc trg nén dé dang hon rit nhiéu.

Phy luc B c6 trinh bay mét miu clia ban cdu hoi phan tich cong viéc. Hiy nghi
cifu miu ndy mot cach cén than dé ban c6 thé gitip nhitng ngudi duoc phong v
dién timg phdn va tra 18 cdc cau hodi dat ra cho ho.

moé td cong viéc, ban yéu cau chuyén mon cila cong vi

i va ban tiéu chuin két qua cong viéc. Ba noi dung nay |
I nhimg ngudn thong tin then chét dé ban sir dung nhin
dua ra cic quyét dinh chi yéu vé ngudn nhan luc ch

cOng ty cua minh. S6 liéu thy thap duge cang chinh x:
thi quyét dinh ctia ban sé cang t6t hon.

‘\ ‘ S6 liéu da thu thap duge sir dung dé€ hinh thanh cac ba

Saun khi ban cau héi duge dién xong, ban hay dé nghi mét ngudi cé trinh do hi
bi¢t xem lai né. Ban ciing ¢6 thé x4c nhan lai thong tin bang cdch phéng vén ¢
nhan vién dadm nhiém cong viéc va guan sit ho khi dang lam viéc.

Phan 1: Thong tin chung
Phdn ndy ctia ban c&u héi phéan tich céng viée s& tim hiéu vé cdc dic tinh chu

cuia codng viéc va nhitng dac tinh chung ma ngudi dam nhiém cong viéc d6 ¢
phai cé.

Tén Tén clia nguoi dam nhiém cong viéc

Ban chat cta nguoi tra  Cho biét ai 1a ngudi tra 181 ban cau héi. Cic cau hoi

1oi tich cong viéc c6 thé do chinh c4 nhan ngudi dam n
cong viéc, ngudi gidm sit truc ti€p cla ho, nhd phas
cong viéc hay do mot nhém bao gém mot két hop b
cha cdc d6i tagng trén tra 1.

Tdng mitc thi lao hang Khoan nay phai bao gém tién luong co ban, khong k

nam cho vi tri cong Kkhoan thudng ngoadi lwong co ban. Cic khoan t

viéc nay dugc cong vao luong co ban ciing s€ dugc tinh vao
nay. Néu nhu ban phong vin mot s& ngudi thi hay
todn va ghi lai mic luong co ban trung binh cong v
Khoan thudng duoc tinh gop vao (tdc 1a bing 1éng |
cla tdt ca nhilng ngudi duge phong vin chia cho s6
dugc phong van).
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Vi du Phan 1: Théng tin chung

Phin sau day chi 13 mot vi dy. Céc loai théng tin t4p hop trong bi€u miu ndy cé thé
khong dp dung dugc cho cong ty cia ban va cdn phat sita d6i cho phit hop véi yéu
cdu cia cong ty ban. N&u thong tin trong miu nay do moét nhém ngudi cung cip thi
cdc cau tra [0 ¢6 thé ghi nhan kinh nghiém cia timg thanh vién ciia nthém hoic cia
¢4 nhém néi chung néu cin thiét.

1. Nhém nghé nghiép

2. Chifc danh cong viéc

3. Ho vatén ddy di Tudi

4. Ban chat cla ngudi duge phéng van {ddnh ddu vdo mot 6 thich hop):

Toi la ngudi dam nhiém cong viéc nay

Toi 1a ngudi gidm sat cong viée nay

Toi 1a chuyén gia tr vin

Phan tich theoc nhém

Céc déi tugng khic

5. Trinh d6 van hda caoc nhit ciia {nhilng) ngudi ddm nhidm coéng viée hién tai
{d4nh d4u viho mét 6 thich hop) )

Khong ¢6 trinh 46 gi

Tiéu hoc hosc thap hon

Trung hoc hoac thap hon

Dao tac nghé hodc k¥ thuat; khéng c6 bing cip

Cao dang, khong c6 biang cép

Bing cao déing (hé hai nam)

Béng clr nhan dai hoc

Bing thac s§

Bing tién s§
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6. Gigitinh: Namgiéi__ Nirgigi__

7. Téng thoi gian ngudi ddm nhiém céng viec 1am céng viec ndy: S6 nam: __ S6

thing: __

8. Téng thoi gian ngudi dam nhiém céong viéc nay 1am viéc cho cong ty:  S6 nam:
__ S6théng: __

9. S6 gity 1am viéc trong mdt tudn (ddnh ddu t4t ci cdc 6 thich hop):

Lam toan b thot gian, s6 gid 1am viéc trong mot tudn b dinh (ti
35 gity trd 1en)

Lam toan b6 thoi gian, s6 gid lam viée trong mét tudn khong c6
dinh

Lam toan bo thoi gian, cong viéc tam thoi

Lam bén thoi gian, ¢6 s6 gio 1am viéc trong mot tudn cd dinh (dudi
35 gio)

Lam ban thdi gian, c6 s6 gid 1am viéc trong mot tudn khong c6
dinh

10. Di lai (danh dfu tat ca cic 0 thich hop):

Cong viéc nay doi hoi phai di cong tic trong khu vuc

Cong viéc ndy doi hoi phai di cong tdc ngoai khu vie

Cong viéc nay doi hoi cdc chuyén di cong tic qua dém

Céng vigc nay khéng doi héi phai di cong tac

11. Lugng thai
thich hop)

gian di cong tic ma cong viéc nay doi hoi? (Danh dau vio mot 6

Tir 1-25% (161 1/4) thidi gian 1am viéc 1a danh cho di cong tdc

Tir 26-50% (16 1/2) thai gian 1am viéc 1a danh cho di cong tdc

Tir 51-75% (161 3/4) thoi gian lam viéc 1a danh cho di cong tic

Tat ca thoi gian 1am viéc ciia toi 13 danh cho di céng téc

22
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12. Yeu cdu vé trang phuc (ddnh d4u tit ca cdc 6 thich hop):

Trang phuc com-1€ clta nha doanh nghiép hoac trang phuc vin
phong

Trang phuc 1am viéc do ban tr cé

Bodng phuc 1am viéc do cong ty ciia ban cung c4p

Dung cu bao hé hay an toan lao dong (mil cimg, gang tay, gidy lao
dong, v.v...}

13. Gidly phép/chimng nhin nghé nghiép (ddnh ddu vio mét & thich hop):

Khéng c6

Cé gidy phép/chimg nhin

14. Mitc ngan sich do ngudi & vi tri cong viéc nay kiém sodt
(tdng s4 tién hang nam ban dugc phép chi tidu/phé chusn):

15. He théng khuyén khich hoac khen thudng cho vi trl ndy (ddnh ddu vao tat ca
cédc 0 thich hop):

Khuyén khich/khen thudng dua trén co so két qui hoat dong chung

Khuyén khich/khen thudng dua trén co s& chat luong cong viec

Khuyén khich/khen thudng dua trén co s khéi luong cong viée

Khuyén khich/khen thudng dua trén két qua cong viée cltaca
nhom/t6 :

16. Téng thil 1ao ban nhan dugc hang nam:

17. Toi d4 rdi cong ty, sau d6 lai quay trolai: Co Khong
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Phan 2: Giam sat va chiu su giam sat

Phédn nay tap trung vao mitic d¢ ngudi dam nhiém céng viéc thuc hién hoat dong
gidm sdt hodc chiu sy gidm sdt. Thdm quyén gidm sét chinh thic bao gém quyén
ap dung ky luat d8i voi ngudi khic, chi dao hoat dong clia ho va danh gid k&t qua
hoat dong ctia ho. Thim quyén niy ciing bao gém ci quyén tuyén dung, sa thai
nhan vién, thuc hién va k¥ duyét cic biao cdo k&t qua cong tic, va khuyén nghi
hoic chi thi cdc hoat déng tuyén dung khdc.

Tinh todn s6 luong nhdén vién nhu thé nao

Khi tinh s6 lugng nhan vién chiu sy gidm sit, ban can chia cdc nhén vién thanh 3
nhém nhu sau: "

Cac nhan vién khong ¢6 Cic nhan vién nay khong c6 thim quyén gidm sét
chiéc ning gidam sat chinh thitc d6i véi cdc nhin vién khdc

Cac nhan vién chuyén Céic nhan vién ndy s& dung it nhdt mét trong cic
moén hoidc nhan vién k§ [inh virc nghiép vu chuyén moén, k¥ thuét hoac khoa
thuat dic biét hoc dé thuc hién coéng viéc cfia minh. Trong nhém
S ndy, ban hiy chi tinh nhimg nhén vién chuyén moén
hodc nhan vién k§ thuat dic biét khong ndm gilr
quyén han gigm sét chinh thic ndo. Néu ho cé thim
quyén gidm sat chinh thic déi véi cdc nhan vién

khéc thi ho s& duge x€p vao nhém dudi day.

Cac nhan vién giam sat Cic nhan vién ndy ¢é thdm quyén gidm sit chinh

hoic quan Iy thitc. Ho cé quyén tuyén dung hoic sa thdi va thyc
hién danh gig két qua cong vigc cha cdc nhan vién
khic.

Khi tinh s6 luong nhan vién chiu sy gidm sét, hdy dam bao khong triing lap.
Ching han, mot ngudi quan 1¥ phu trich marketing chi dugc tinh hoic 1a mot

- “nhan vién chuyén mon hodc nhan vién k¥ thuat dac biet” hosc 1a mot “nhan vién
gidm sét hoac quan 1y,

Nhdn vién bdo cdo gidn tiép
Nhan vién bio cdo gidn tiép 13 nhitng ngudi phai bie cdo 1én ngudi ddm nhiém

c6ng viéc thong qua moét hay nhiéu cip quan 1y. Hay tinh nhiing ngudi nay giéng
nhv ban tinh cdc nhan vién bdo cdo truc tiép.
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Cdu hoi ddanh gié “Thiét yéu nhu thé nao?”

Nhiéu cau hoi trong phdn nay sir dung thang ddnh gid “thiét yéu nhu thé nac” dé
héi: “Hoat déng nay thié€t y&u nhu the nao ddi véi viec hoan thanh st mang chinh
clia cong viec?”.

PE tra 161 cu hdi ndy ban cdn phai x4c dinh dugc va luén ghi nhé st mang chinh -
muc dich chi yé&u - ctia cong viée. Cac hoat dong duge ddnh gid 1a “Thuc sy thiét
y&u” 12 nhitng hoat déng cin ban dé€ dat dwge muc dich chinh clia cong viéc.

Chiang han, may 12 sit mang chinh cia mét ngudt thg may, va do d6, may cdn phai
duge xem la hoat dong thuc su thiét y&€u d6i vdi bat ky ngudi thg may nao. S
dung dung cu duc g 12 chitc niang chinh clia ngudi thg khac g nén phai dugc coi
12 mot hoat déng thuc su thi€t yéu.

hay suy nghi xem liéu mét cong viéc cé thé hoan thanh
i duogc hay khong néu nhu hoat dong dang xét téi khong
l " thé thuc hién duge. Trong truimg hep cau tra loi Iy

“khong” thi hoat dong dang ban téi 1a thuc sy thiét yéu.

\ ‘ Khi xic dinh mot hoat dong la “thuc su thiét yéu”, ban

Céc hoat dong khong thiét yéu d&i véi sit mang hay muc dich chinh clia cong viéc

phai dugc x€p hang 1a “hoat déng cdn thidt” hay 14 “mdt phin nhod cilia cong viéc™.

Cdu hoi danh gid “Thuong xuyén nhu thé nao”

Thang dénh gid “thudbng xuyén nhu thé n2o?” h6i v& mic do thudng xuyén mi
hoat dong dang ban 16i dién ra. Ban hiy chon ciu tr 1&i thé hién mifc dé xudt hién
dién hinh nhdt clia hoat déng.

Néu vi tri d6 bao gbm cd quyén gidm sdt chinh thiic cic nhan vién khéc thi phén
“Gidm sdt” phéi duge thue hién ddy dh. Gidm sat thudng bao gém quyén dp dung
ky luat d6i vdi cdc nhan vién, chi dao hoat dong va ddnh gid két qua céng viéc cla
ho.
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Vi du Phén 2: Giam séat va chiu su giam sat

Phin tiép theo chi 12 mét vi du. Céc loai théng tin tap hop trong bi€u miu niy cé thé
khong dp dung dugc cho cong ty clia ban va cin phai sira déi che phi hop véi yéu
cdu ciia cong ty. N&u théng tin trong miu nay do mét nhém ngudi cung cip thi cdc
cau tra 15 ¢6 thé ghi nhan kinh nghiém cha timg thanh vién cha nhém hodc cla ci
nhdém noi chung néu cén thigt.

Sé hugng nhan vién chiu gidm sat

S8 nhan vién truc 1i€p chiu sy gidm sit bdi vi i nay (dién cdc con s6 thich hop
vio cdc 6):

Céc nhan vien khéong cé chilc nang gidm sat

Céc nhan vién chuyén mon hoac nhan vién k¥ thuat dic biét

Cic nhan vién gidm sat hoac quin 1y

Nhan vién tap su hodc hoc nghé

Khoéng thudc phén vide clia 161

Ciac nhan vién chiu sy gidm sdt gidn ti€p (tic 1a thong qua mot hodc nhiéu cép
quén 1¥) bot vi trf nay {dién cdc con s thich hop vio céc 6):

C4c nhan vién khong c6 chitc néng gidm sat

Cic nhan vién chuyén mén hodc o6 nghiép vu k¥ thuat dic biét

Céc nhan vién gidm sdt hodc quan 1y

Nhan vién tap su hoic hoc nghé

Khong thudc phin viéc cua toi
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Chiu sy giam sat

Coéng viéc ciia ban duge xem xét bai (ddnh diu t4t ¢d cdc 6 thich hop):

Nguoi gidm sat trye tiép cua ban

Céc giam sat khéc trong phdng ban clia ban

Nhimg ngudi khic khéng phai 12 nhan vién clia cong ty ban (kiém
todn vién bén ngoai, thanh tra chinh phi, v.v..)

Né&u ¢4, hoat dong gidm sat nay duge tién hanh thudng xuyén nhu thé nao? (Pdnh
dau moét o thich hop)

Céc nhiém vu chinh v phu déu duge gidm sat hin nhu lien tyc

Chi cdc nhiém vu chinh duge gidm sét thudng xuyén

Céc nhi¢m wu chinh duge gidm sat khong thudng xuyén

Céc nhiém vu hdu nhu khéng duge gidm sét

Hoat dong gidm sdt nay thiét yéu nhu th€ nko d6i véi viec hoan thanh s mang
chinh ctia céng viéc cha ban? (Panh ddu vao mot 6 thich hgp)

L4 mot phdn nho clia cong viéc

L
Cin thi€t nhung khéng phai 13 thiét yéu

Thure su thiét yéu
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Gidm sat ngudi khic

Vi trf cong viéc nay ¢6 tryce ti€p gidm sdt cong vide hodc hoat déng cia (Panh diu
t4t ci cédc 6 thich hop):

Nhan vién tap su hodc hoc nghé

Cic cong nhéan khong truc ti€p tham gia van hanh mdy, ché tao, san
xuflt hoac ché bién

Cic cong nhan true ti€p tham gia van hanh mdy, ch€ tao, san xuft
ho#c ché bién

Nhan vién van phong hodc nhan vién hoé trg

Céc nhén vién marketing hoac nhian vién bin hang

Cic chuyén gia ki thuat hodc nhan vién chuyén mon

Cdc nhan vién gidm sdt san xuat tryc ti€p

Céc nhén vién quan 1y cdp trung gian (quan 1y phong, quan 1y khu
virg, v.v...)

Céc nhén vién quan 1¥ ¢dp cao hodc nhimg ngudi diéu hanh

Neéu cd, hoat ddng gidm sat nay duge thuc hién thudng xuyén nhu thé naoe? (Dinh
ddu mot 6 thich hop).

Céc nhiém vu chinh va phy déu duge gidm sdt hdu nhu lién tuc

Chi ¢6 céc nhiém vu chinh dirge gidm sdt thudng xuyén

Céc nhi¢m vy chinh duoc gidm sdt khong thuong xuyén

Hau nhu khong gidm sét cic nhiem vy

-Hoat déng gidm st nay thigt y&€u nhu th€ nho d6i véi viéc hodn thanh st mang
chinh cda cong viéc cia ban? (Dénh dau vio mét o thich hop)

La mot phan nhd cha cong viée

Cén thiét nhung khong phai Ia thiét yéu

Thue su thiét yéu
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Phan 3: Cac linh vuc kién thuac va
ky nidng nghé nghiép

Phén nay dé cap dén cdc linh vuc kién thirc va k¥ nang 6 lién quan dén cong viéc.

Phdn Ién nhitng ngudi ddm nhigm cong viéc phai st dung it nhit mot trong cic
Iinh vyc ki€n thirc/k¥ nang nay trong qud trinh thyc hién céng viéc cita minh, mac
dit ¢6 mot s6 trudmg hop ngoai 18. Chéng han, nhimg ngudi lam lao déng chan tay
khong doi héi phai 6 k¥ nang hoic duge dio tao (vi du: cong viéc thu nhat rdc
hoiic chuyén cdc hop ti¥ noi ndy sang noi khic) va khéng thuc hién bét cir nhigém
vu nao khdc thi s€ khéng str dung téi bit k¥ mét trong nhitng Iinh vue kién thitc
hay k¥ néng nao néu ra & day. Hay xem xét vé ca mirc do va chifu sau khi ban xéc
dinh xem li¢éu mot linh virc k¥ niing hay kién thic cu thé ¢é phai 1a cdn thiét cho
vigc thuc hién cong viéc dé hay khong.

Phdn tich céng viéc 29



Vi du Phén 3: Cac linh vuc kién thic va ki ning
nghé nghiép

Phén sau day chi 12 mét vi du. Céc loai théng tin tap hop trong biéu miu nay ¢é th
khong 4p dung duge cho cong ty clia ban va cin phai sita déi cho phil hop véi yé
cu cla cong ty ban. Néu thong tin trong miu ndy do mét nhém ngudi cung cip th
céc cau tra 10 c6 thé ghi nhén kinh nghiém cta timg thanh vién cia nhém hodc ci
c& nhém néi chung néu cin thiét.

Cong vigc nay doi hoi phai sit dung kién thic hodc k¥ nang trong linh vuc ndo
dudi day (Pdnh dau tat c3 cdc o thich hop):

Kién tric, K¥ thuét

Nghe thuat

Quan tri kinh doanh: Tai chinh

Quan tri kinh doanh: Quéan 13, bao gém cé quan 1§ nhéan su/nguén
nhan luc

Quan tri kinh doanh: Ban hang va Marketing

Théng tin lien lac

Khoa hoc may tinh

Giao duc, Pao tao

Nong nghiép, 1am nghiép, thuy san va khai thic gd, v.v...

Ngoai ngit

Luat

Khoa hoc ddi sfing

Mua bin mdy méc

Ché tao

Toén

Khoa hoc Y t&

Khoa hoc quén su

Khai khoing

Giao thong van tai

Bio ting, thu vién vi khoa hoc lwu it

Nghé thuat biéu dién

Cong viéc dich vu ¢4 nhin, bao gém cét téc, trang diém, dich vu trong
nha, ch€ bién thitc an va dé uéng
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Khoa hoc vat 1y

Tén gido, Thin hoc va Triét hoc

Khoa hoc xa héi, bao gébm Kinh t€ hoc, Khoa hoc chinh tri, Lich si,
X3 hoi hoc va Tam 1y hoc

Cong viéc cu tric, gdm kim loai tdm, han ddc, dién, méc, nudc vi
xay dung

Ban sir dung ki€n thitc hoiic k¥ nang nay thuéng xuyén nhu thé nao? (Dénh diu
mot & thich hop)

Hang gid¢

Hang ngay

Hang tuédn

Hang thing

Hang nam

Kié€n thitc hay k¥ nang niy thi€t yéu nhu thé nio déi véi viéc hoan thanh sit mang
chinh ctia cong viéc cia ban? (Panh ddu mdt 6 thich hop)

La mot phin nho cla cong viéc

Cin thi€t nhung khong phai [a thiét y&u

Thuc sir thiét y€u

Truée khi bit ddu céng viéc ndy, ban ¢6 duge yéu cdu phii cé ki€n thic hoac k¥
ning nay hay khong? (Panh diu vio mét 6 thich hop)

Co

Khong

Ban ¢6 duge ki€n thitc hoiic k¥ ning nay bing cdch nao? (Danh dfu vao tat ca cdc
6 thich hgp)

Qua kinh nghiém thu dugc trong qud trinh lam viéc (tir cOng vige
nay hoidc cic cong vigc truée day)

Qua chuong trinh gido duc hay dao tao vira hoc vira 1am chinh thifc.

Tai trudmg phd théng, dai hoc, cao ding hoic cdc trudng thuong mai
hoic k¥ thuat-day nghé
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Phén 4: St dung ngon ngir

Phén nay clia bdn cau hoi s& tap trung vao cdc k¥ nang ngdn ngit cin thiét cho
cong viéc. Cic ngon ngif trén thuc t¢ khong duge dung trong qué trinh thuc hién
cong viéc thi khong duge dua vao phén nay. Ching han, mét nhan vién c6 thé biét
mét ngoat ngit ndo dé nhimg mot khi cong viec khong doi hoi nhan vién phai biét
v sir dung dugc ngoal ngil nay thi né khong dugc coi 1a cdn thiét cho cong viéc.

Trd loi cau hdi danh gid vé mitc do S dung ngon ngit néilviét®

Néu nhu nhan vién didm nhiém cong viéc néi mot thi ti€ng khac dé giao ti€p véi
ngudi khdc, thi ban phai chon hoat dong “dich sang, hoac tir thit ti€ng ndy” dé tra
1o cho cau hoi “Ban 1am gi véi ngén ngit nay?”

Mot nhan vién thu k¥ ghi chép 18i doc hodc ghi téc k¥ phai ti€n hanh viét [ai ngén
nglf n6i va do vay phéi chon cau tra & “viét hay soan thio” trong phin cau héi
“Ban lam gi véi ngdn nglf nay?”.

Péi voi nhilng ngudi viét duge nhung khong phai 12 ngudi gidi chi (uic 14 ho viét
gidng nhw néi) thi ban cdn phai néu rd 12 ho sir dung ngon ngit néi dé “viét hay
soan thao”

Trd 1% cdu hoi ddnh gia “Thiét yéu nhu thé nao”

Céc cau trd 1oi vé thang ddnh gid clia cAu hdi “Viée ndy thi€t y&u nhu thé€ ndo d6i
v6i viéc hoan thanh st mang chinh clia cong viéc clla ban?” va “Ban c6 thé thuc
hién cong viéc clia minh néu nhu ban khéng thé ti€n hanh hoat déng nay hay
khéng?” cdn phai nhit quan véi nhau. Néu mot hoat dong duge dénh gid 1a thyc sy
thiét y&u thi ban phai chon hodc 14 cau tra o1 “Khoéng, tdt ca céc nhan vién dam
nhiém coéng viéc d6 cdn phai cé kha nang lam duge vigc nay” hoidce 13 “Tai khong
bi&t”.
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Vi du phén 4: Sir dung ngén ngir

Phin ti€p theo chi 1 mot vi du. Cic loai thong tin tap hgp trong biéu miu niy c6
thé khong 4p dung duge cho cong ty clia ban va cdn phai stra déi cho phii hgp véi
yéu cdu ciia cong ty ban. Néu théng tin trong miu nay do mét nhém ngudi cung
cép thi cdc cau tra 1&i c6 thé ghi nhan kinh nghiém cla timg thanh vién cha nhém
hodc clia ca nhém néi chung néu cén thiét.

Khi thuc hién cong viéc ciia minh, ban c¢é (Danh dau (8t ca cic 6 thich hop):

Sir dung ngén ngit néi bang ti€nhg me dé

Sir dung ngon ngit viét bing tighg me dé

Sir dung ngdn ngif néi bang mét ngoai ngl

Sir dung ngén ngif viet bing mot ngoai ngi

Khong phai phin viéc cia toi

Hoat dong nay duge thie hién thudmg xuyén nhu the ndo trong cong viéc ciia ban?
{Pdnh ddu mot 6 thich hop)

Hang gi¢s

Hang ngay

Hang tuidn

Hang théng

Hang nam

Hoat dong nay thi€t y&€u nhu th€ nao d6i véi viéc hoan thanh sit mang chinh coa
cong viéc cia ban? (Danh didu mot 6 thich hop)

La mot phdn nho clia cong viéc

Cin thi&t nhung khong phai 1a thiét yéu

Thuc su thiét y&u
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Ban cé thé hoan thanh dugc céng viéc clia minh n€u ban khong c6 kha nang thuc
hién hoat dong nay khong? (D4nh ddu vio moét 6 thich hop)

Khong, tdt ci cdc nhan vién lam cong viéc d6 déu phai cé kha
nang lam dugc viéc nay

C6, hoat dong nay khong thi€t y&€u cho viéc thuc hién cong vigc
nay

Téi khong biét

Ban lam gi v6i ngén ngit ma ban st dung? (Danh dau t4t ca cdc 6 thich hop)

Viét hodc soan thao vin ban

Dich

Hieu dinh, sira déi, doc va sira ban in thir va sira chifa 18i

Tém tat hodc viét gon lai

Sao chép, phién dm

Ban ddnh gid chét lugng cha hoat dong nay bing céch n2o? (Dénh dfu vao mét

thich hop)
Kha nang thuc hién ding thdi han
Kha ning dip ting cdc y2u cdu vé khéi hrong cong viéc
Khé nang vuot qua dugc kiém tra chit Iuong cudi cing
Céc kha nang khdc
3} Phan tich cong viée



Phan 5: Su dung thi giac va cac
giac quan khac

Phén nay ctia Bang cau héi mé td cic cdch ban st dung thi gidc va cdc gidc quan
khdc dé thuc hién céng viéc cia minh. Hiy mé ta chi nhimg hoat dong cin thiét
cho viéc thyc hién cong viéc clia ban.

Chang han, ngudi 13m céng viéc ndu an phai sir dung vi gidc cia minh d€ xdc dinh
xem thitc an di dugc ndu ding hay chua. Nhitng nhan vién phai lam viéc cé ti€p
xiic véi miti vi, chdng han nhitng ngudi chiu trich nhiém dwa thic an dén cho
khich hang, nhung thuc &€ khong sz dung khiu gidc d€ thuc hién cong viec cia
minh, thi hoat déng str dung khitu gidc phai khong duoc tinh.

ﬁ\
&0

Mot ngudi thu ky nghe duoc cédc loai &m thanh va tiéng doéng khic nhau nhu ti€ng
chuéng dién thoai reo hodc ti€ng mdy photocopy bi ket gidy phai coi hoat dong
nghe ndy 13 mot phin y&u cdu cla cong viéc.

BAI TAP TU KIEM TRA 1

O PUNG O SAI

Mot ngudi stra thi€t bi van phong khi ldng nghe ti€ng dién thoai reo hodc ti€ng
may copy bi ket gidy dé chdn dodn v sira thiét bi thi viéc sir dung kha nang nghe
dé phan biét sy khic nhau trong 4m thanh hoic cdch am thanh phat ra phai dugc
coi Ja cén thiét d8i vdi cong vide.

O PUNG O SAI

Hay kiém tra cau tra 19i clra ban & Phu luc A.

Céc cau tra 161 cho caun hoi ddnh gid “Viec nay thist yéu nhu thé nao d6i véi viee
hoan thanh st mang chinh cfia cong viéc cta ban?” va “Ban cé thé hoan thanh
céng viéc clia minh néu nha ban khéng thé tién hanh hoat dong nay hay khong?”
c4n phat nh4t qudn v&i nhau. Néu mot hoat déng dugc x&p vaoe loai thuc su thigt
yéu thi hiy chon cdu tra o1 “Khong, tdt ca cidc nhan vién dam nhiém cong viéc d6
déu phai c6 kha ning 1am viéc niy” hoic “Téi khong biét”.
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Vi du Phan 5: St dung thi giac va cac giac quan

khac

Phan ti€p theo chi 1a mot vi dy. Céc loai thong tin tap hop trong biéu miu nay ¢é
thé khong 4p dung dugc cho cong ty cia ban vi cdn phai sira ddi cho phit hop véi
yéu ciu clia cong ty ban. Néu théng tin trong miu nay do mét nhém ngudi cung
cép thi cdc cau tra 1o c6 thé ghi lai kinh nghiém cda timg thanh vién cGia nhém
ho#c clia ca nhdm néi chung néu cin thiét.

Khi thyc hién cong viéc cha minh, ban 6 phéi (D4nh déu tat ci c4c o thich hop):

Sir dung tranh anh, hinh v&, biéu miu hay dd thi

Sir dung ban v& phic thao, bin 46 hodc cdc tai liéu trong tu

Sir dung hinh anh, dung cu do ludng, ddng hé do hodc cic thiét bi
do dac khidc

Theo d3i s6 lugng hodc chit luong clia nguyén vat liéu hoic vat
or

Theo d6i cdc dac tinh co thé cla ngudi hoic dong var

Theo dbi hanh vi va hoat dong clia ngudi hodc dong vat

Theo dbi su van hanh hodc hoat déng clta mdy moc hoic thiét bi

St dung thi gidc d€ quan s4t céc chi tigt cuc nhd cha dé vat

Sir dung thi gidc d& phat hién cdc khic biét vé miu sic, miu mi
hodc hinh ding

Si dung thi gidc d€ quan sét tap trung mot déi wong

Skt dung thi gidc dé phdt hién sy khic biét vé khoang cédch gilta
cdc d6i rugng

Sit dung thinh gidc d€ xé4c dinh va hiéu ti€ng ndi clia moi ngudi

Sit dung thinh gigc d€ xdc dinh huéng clia m6t am thanh

Sir dung thinh gic dé tap trung viio mot trong nhiéu &m thanh

St dung thinh gidc dé€ phat hién su khic nhau vé d¢ to clia cdc am
thanh

S dung vi gidc khi xir Iy nguyén vat liéu trong méi trudng lam
viéc
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St dung khitu gide khi xir Iy méi trrdmg 1lam viée (chi xir Iy nhimg
mili vi ban phai phét hién hodc danh gid dé thuc hién cong viéc
cita minh)

Sir dung xiic gidc dé phat hién hoac danh gid dé vat trong moi
trudmg lam vigc

Khéng phai phin viéc ciia 161

Ban x4c dinh chat Iuong cla viéc sir dung thi gidc va cdc gidc quan khdc nhu thé
nao? (Pdnh ddu vio mot 6 thich hop)

Kha nang dap img ding thoi han

Kha nang dap img yéu cdu v€ khoi lugng cong viéc

Kha ning vuot qua kiém tra chit luong cuéi ciing

Cic kha nang khéc

Ban sir dung cdc gidc quan trong cong viéc ciia minh thudng xuyén nhu thé nao?
(Pdnh diu vao mot 6 thich hop)

Hang gi&

Hang ngay

Hing tudn

Hang thing

Hang nam

Hoat dong gidm sit nay thi€t y&u nhyu thé€ ndo d&i v6i viéc hoan thanh s mang
chinh clia cong viéc clia ban? (Ddnh ddu vio mot o thich hop)

La mét phdn nho cha cong vigc

Cin thi€t nhung khong phai 1a thi€t yéu

| Thuc su thiét yéu
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Ban c6 thé hoan thanh cong viéc clia minh duge khéng néu nhu ban khong c6 kha
nang thuc hién hoat dong nay? (Dénh dau vao mét 6 thich hop)

Khéng, tat ca céc nhan vién lam cong viec dé déu phai c6 kha
nang lam viéc nay

C6, hoat dong nay khong thi€t yéu cho viéc thuc hién cong viéc
nay

Toi khong biét
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Phan 6: Cac quyét dinh quan ly va
kinh doanh

Phin ndy ciia ban cau hoi mé ta cic quyét dinh quadn 1y va kinh doanh ban dua ra
khi thuc hién cong viéc cla minh. Hay chi moé ta nhimg quyét dinh ndo cén thiét
cho viéc thuc hién céng viéc cia ban.

Ciéc cau hoi nay cdn phai duge dién gidi mot céch chit ché. Thudng chi ¢6 céc
nhin vién chuyén mon, cdc nhan vién k¥ thuat dac biét, nhan vién gidm sit hoac
nhan vién cdp quan 1§ va dio hanh s€ tra 161 cdc ciu hodi nay.

Hiy dam bao ring ban s& tra 101 tdt ca cdc cu hoi. N&u ban cdn gidp d5, hdy yéu
cfu ngudi gidm sdt coa ban hoic modt ngudi ndo d6 1am viée trong bé phan nhan
su dé c6 dugc théng tin.
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Vi du Phan 6: Cac quyét dinh vé Quan ly va
Kinh doanh

Phin sau day chi 1a vi dy. Cic loai théng tin dugc thu thap trong miu nay cé thé
khong dp dung duge cho cong ty cha ban va cdn phai dugc diéu chinh cho phit hop
v&i nhu cdu cha cong ty ban. Néu thong tin trong miu nay 1a do mot nhém ngudi
cung cdp thi cdc cau tra 10i dua ra ¢6 thé ghi nhan kinh nghiém cda timg thinh
vién riéng biét trong nhém hodc clia ca nhém néi chung tity theo yéu cdu.

Ban ¢6 tham gia vao viéc ra quyét dinh ¢6 lién quan t6i:

Céc ngudn tai chinh (ddnh du vao t4t ca cdc 6 thich hop):

Thiét 1ap hodc thay déi qui mé ctia cdc khoan ngan sach

Mua nguy#n liéu hoac vat tu

Mua mdy mdéc thiét bi hodc co s& vat chit

Quan 1y d4u tur hodc dong tién mat

Ngudn nhan luc (ddnh didu tdt ¢ cdc o thich hop):

Tang hodc gidm s6 lugng nhin vién

Téang hoac gidm tién Iwong hoic céc khoan phiic 1gi cBa nhan vién

Thiét 14p hodc thay d6i c4c cdp thdm quyén hodc gidm st

Thiét Hp hoac thay d6i cdc thi tuc hoic chinh sdch trong cong
vige

Phén cong trich nhiém ctia nhan vién

Céc hoat dong va san xudt (ddnh diu tdt ca cdc 6 thich hop):

Xidc dinh cac loai thiét bj duge sir dung trong san xuit hodc qui
trinh san xudt

Diéu chinh hoic cai ti€n cdc hoat dong

Dénh gid tinh hiéu lue cha cac hoat déng

Thiét 14p hoic thay d8i cdc myc tiéu clia cong viéc
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Chién luge kinh doanh dai han (D4nh diu €t ca cdc 6 thich hop):

B3 sung san phdm méi hoge day chuyén san phim mdi

Thay ddi thé loai hodc mic d6 cung cip dich vu cho cdc khdch hang

Péng cira hodc loai bé cic phin cha cdc hoat dong hién tai

Ché&m dit san xudt sin phdm

Cham dit cung cdp dich vu

Ngtmg cac hoat dong kinh doanh

Mua lai cdc doanh nghiép dang t6n tai

Khéi su cic doanh nghiép méi

Bén cdc don vi kinh doanh thudc s& hita ciia cong ty ban

Khoéng thude phidn viéc clia tdi

Lam thé€ nao ban c6 thé ddnh gii dugce chat lugng? (Ddnh d4u t4t ca cdc 6 thich

hap)

Kha nang thyuc hi¢n ding thdi han

Khé nang dap img yéu cdu vé khéi lugng cong viéc

Kha ning vuot qua kiém tra chét lugng cudi cling

Cdc khé nang khac

Ban tham gia vio viéc ra cdc quyét dinh ndy thudng xuyén nhu th€ nao? (Bénh
ddu vao mot 6 thich hop)

Hang gidy

Hang ngay

Hang tudn

Hang thing

Hang nam
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Ban ¢6 vai trd nhur thé nao trong viée ra cdc quyét dinh ndy? (Chon cau trd 1&i
thich hop nhat)

Téi1 cung cdp thong tin hoac ddu vao cho nhimg ngudi ra quyét dinh

Téi dua ra nhilng ¥ ki€n dé xudt cho nhitng ngudi ra quyét dinh

T6i ra quyét dinh nhung cdn phai ¢6 ¢ ki€n chap thuin cla agudi
gidm sat 161

Tai c6 tham quyén cao nhét 461 véi quyét dinh nay

Cip cao nhét nao chiu anh hudng tryc ti€p cia cac quyét dinh nay? (Ddnh diu vao
mot & thich hop):

Ting nhan vién

Tirng nhém hoic té 1am viéc

Toan b cac bd phan hoic cac phong ban

Toan b doanh nghiép

Ban ¢6 vai trd nhu the ndo trong viéc thuc hién cic quyét dinh nay? (Danh diu vao
mot 6 thich hop):

Khéng, t61 khong cé trich nhiém gi, nhiing ngudi khdc chiu trich
nhiém

Téi giao vige thue hién cho nhiing ngudi khac

Toi lam viéc véi nhitng ngudi khic

Toi dich than thuc hién céng viée
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Phan 7 va 8: Giao tiép ndi bd va giao tiép

i
v3i bén ngoai

Phén nay cla ban cau héi lién quan t6i van dé giao tiép giffa ngudi dam nhiém
coéng viéc voi nhitng ngudi khdc. Phan “Céc giao ti€p nodi bo” dé cap 161 nhing
giao ti€p ma ngudi dam nhiém céng viée thuc hién voi nhitng nguti khdc trong
cling mot cong ty. Phin “Céc giao ti€p véi bén ngoai” dé cap tdi céc giao ti€p ma
ngudi dam nhiém céng viéc thuc hién voi nhilng ngudi ngodi cong ty.

Chi ¢6 nhitng ngudi bit budc phai lién hé véi ho néu nhu mudn thuc hién dugc
cOng viec mot duge coi nhu 1a cdc nhén vat giao ti€p. Trir mot s8 trudmg hop ngoai
1& con cic cudc vieng tham trong gio lam viéc khong lién quan dén cong viéc
khong duge coi 1a hoat dong cin thiét di véi viéc thuc hién cong viéc.

Hiy dam bao khong tinh triing lap. Hay quyét dinh xem liéu giao tiép la trong
pham vi ndi bo hay 12 vai bén ngoai va lya chon thé loai miéu ta t6t nhat méi giao
ti€p nay. '

H#u nhu t4t ca nhimg ngudi dam nhiém cong viéc déu phai giao ti€p it nhat véi
mét loai ngudi nhit dinh dé€ thuc hién cong viéc clia ho. Vi du, cdc nhan vién
chuyén lam nghé viét vin doc 14p thudmg cdn giao t€p véi cdc bién tap vién mic
di viéc nay c6 thé xay ra khong thuong xuyén.

Sw dién gidi chinh xdc cdc hoat dong cdn thuc hién d€ phuc vu cho cdc nhéan vat
giao ti€p hodc vai cdc nhan vat giao ti€p 1a r4t quan trong. Vi du, “lam viéc nhu
mot nha tu van” duge Iua chon chi khi ngudi dam nhiém cong viéc cung cip cic
thong tin ¢6 tinh chuyén moén cao v&i tu cich chinh thiic cho cdc nhan vat giao
1i€p. Hoat dong nay phat dugc phan bigt khic vdi céng viéc don gian nhu cung
cdp théng tin chung, Trong trudng hop sau, lva chon cau tri 181 “thong bdo, phong
vin hoic trao déi théng tin” ¢4 thé 1a thich hop hon.
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- ' BAI TAP TU KIEM TRA 2

Nhin vao ban cau héi miu cho phin ndy va tim cau hdi “Ban lam gi cho ho hodc
i ho?”

Céc gidm sat vién va c4c nha quan 1y c6 thién huéng cam thay minh chiu trich
nhiém déi v6i su an toan than thé cho cdc nhan vién clta ho. Nha quéan 1y c6 phai
Iua chon trach nhiém “canh gic hodc bio vé& cho sy an todn ctia nhin vién hay
khong™?

0O DUNG O SAI

Kiém tra cAu ira 16 cla ban trong Phu luc A.
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vdi bén ngoai

Phin sau day chi Ia vi du. Céc loai théng tin duge thu thap trong miu ndy cé thé
khong dp dung dugc cho cong ty clia ban va cdn phdi duge diéu chinh cho phi hop
véi nhu cdu cia cong ty ban. Néu thong tin trong mau nay 12 do mét nhém ngudi
cung cdp thi cdc cau ra 10i dua ra ¢6 thé ghi nhan kinh nghiém cla timg thanh
vién riéng biét trong nhém hodc cda ca nhém néi chung tiy theo yéu cdu.

CAC GIAQ TIEP NOI BO

Trong pham vi doanh nghiép ctia ban, ban <6 giao ti€p v&i nhitng ngudi sau day
hay khéng (dinh ddu vao €4t ca cic 6 thich hop):

Nhén vién tap sy hoic hoc nghé

Céc cong nhan khong tham gia trc ti€p vAo viéc van hanh mdy
mdc, ch€ tao, san xuit hojc ché bign

Ciéc cong nhan tham gia truc ti€p vio van hanh médy méce, ché tao,
san xuft hodc ché bién

Cic nhan vién hanh chinh hoac nhan vién hd trg

Cac nhan vién marketing hoic ban hang

Cic chuyén gia k¥ thuat hodc nhén vién chuyén mon

Cdc gidm sdt vién tryc tiép

Cac nha quan 1y c4p trung gian

Céc nha quén 1y cao c&p hoic nhilng ngudi diéu hanh

Khong thudc phin viéc cha t6i
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Ban thuc hién nhitng giao tiép nay thuong xuyén nhu thé nao? (Dénh ddu vao mot

& thich hop)

Hang gi¥

Hing ngay

Hang tufn

Hang thing

Hing nam

Aikhdi xudng cic giao ti€p nay? (Pdnh diu vao mét 6 thich hop)

Toi thudng khot xudng viéc giao ti€p véi ho

Ho thuéng khéi xudng viéc giao tifp véi 1ol

Mai lic mat khdc, khong theo khuon mau nhit dinh

Ban 1am gi cho céc giao tiép nay hoac vdi cdc giao ti€p nay? (Panh dau vao tat ca
cdc o thich hop)

Nhan thoag tin va cdc chi thi, ménh &nh

Pua thong tin, phong vin hoic trao d6i thong tin

Thuong lugng hodc dam phan chinh théc véi ho

Phéi hop hodc sip lich cho c4c hoat dong ctia ho

Hudn luyén, dio taoc, chi thi, gido duc ho

Giam sét, danh gid hodc chdp thuan cong viéc ciia ho

Giai quyét cdc méu thudn/ tranh chép c6 lién quan tdi ho

Uy quyén, phan cong hodc sip dit thit tr wu tién cic hoat dong
trong cong viéc ciia ho

Lam viéc nhu mot nha tu vin

Ban hang cho ho hoac thuyét phuc ho

Tiép dai hoac giai ui véi ho

Chita tri hoac cung cip lieu phip cho ho

Canh géc hodc bao v& sy an toan cho ho
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Lam thé ndo ban c6 thé danh gid dugc chat lugng viéc xit Iy cdc giao ti€p noi bo?
(Pénh ddu vio tat cé cdc 6 thich hop)

Kha nang dip ing cic yéu cdu vé thoi gian.

Kha nang ddp dng cdc yéu cdu vé khéi lugng cong viée

Khi niang dip ting cdc yéu ciu vé giao tiép

Cdc kha nang khic

CAC GIAO TIEP V31 BEN NGOAI

Ban c6 giao ti€p vdi nhitng ngudi bén ngoai doanh nghiép clia ban 1a nhimg ngudi
dudi day hay khong? (Pdnh dfu vae 14t ca cdc 6 thich hop):

Tré so sinh, tré em, thanh thidu nién

Sinh vién

Khéch hing

Céng chiing hoac nhitng ngudi xin viec

Nhiing ngudi 1am céng tdc bdo chi hoidc trong Iinh vire théng tin dai
chiing

Céc quan chitc Chinh Phi hodc cdc nhan vién ctia cdc co quan diéu
ti€t

Cic dai dién bén bin hang hodc cung cip vat tr

Céc nha thdu, cdc nhi thiu phy, cdc nha tr vén hodc cic dai ly

Ci4c t6 chifc hiép hoi hoic cdc nhém quyén lgi dac biét

Cic 16 chitc dan sv, cong ddng hoic cdc t8 chifc nhan dao

Cic nhan vién cia cic doanh nghiép khic

Céc nhan vién quan 1y ca cdc doanh nghiép khic

Khong thudc phdn viée clia toi
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Ban thuc hién nhiing giao ti€p nay thudng xuyén nhu the nao? (Pdnh dau vio moét

o thich hop)

Hang gi&

Hang ngay

Hing tudn

Hang thang

Hang nam

Ai khdi xudng nhilng giao ti€p nay? (Ddnh ddu vae mot 6 thich hop)

Toi thudng khdi xudng giao ti€p véi ho

Ho thudng khdi xudng giao tiép véi t6i

MB0i liic mot khdc, khong c6 khudn méu nhit dinh

Ban thudng 13m gi d€ phuc vu cho hodc v6i cdc giao ti€p ndy? (Dénh dau vao tit
ca cdc 0 thich hop)

Nhan thong tin, chi thi, ménh lénh

Dua théng tin, phong vén hodc trao déi théng tin

Thuong lugng hodc ddm phdn chinh thitc véi ho

Phéi hop hoiic sip x&p lich cho céc hoat d6ng ciia ho

Hudn luyén, chi thi, gido duc ho

Gidm séat, ddnh gia hoic chap thuan cong viéc cla ho

Giai quyét cdc khi€u naiftranh chip cd lién quan dén ho

ﬁy quyén, phan cong hoidc sip dat thd tr vu tién cho cdc hoat dong
trong cong viéc cla hg

Lam vigc nhu 12 mot nha tu vin

Bidn hang cho ho hoac thuyét phuc ho

Ti€p dai hodc gidi trf vdi ho

Chiia tri hodc cung cdp liéu phdp cho ho

Canh gic hodc bao v& su an toan cho ho
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Lam thé nac ban cé thé ddnh gid duge viéc thuc hién giao ti€p véi bén ngoai?

(Pdnh dfu vio it ci cdc 6 thich hop):

Kha nang dép ting cdc yéu cdu vé thai gian.

Khi nang d4dp tng céc yéu cdu vé khdi lugng cong viéc

Kh4 niing ddp img céc yéu ciu vé giao tiép

Cic kha nang khac

Phdn tich cang viée
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Phin 9 va 10: Cac cudc hop ma ban tham
du, chu toa hoidc khdi xudng

No6i chung, cdc cude hop duge dinh nghia nhu 13 cdc cudc gip mat cé muc dich
nhit dinh gita hai ngudi hodc nhiéu hon nham thuc hién cdc hoat dong c6 lién
quan dén cong viéc. Cdc cudc gol dién thoal riéng gifta ngudi nay véi ngudi khdc
thuimg khong dirge cot 1a mot cudc hop, dac biét 1a nhiing cudc goi dién thoai yéu
cdu hodc truyén dat thong tin hodc nhitng cudc ndi chuyén tuy hing khéng cé mot
chuong trinh nghi s nhat dinh.

Doi khi mdt cude ndi chuyen dién thoai tay d6i gilta nguoi nay vdi ngudi kia la
mot cude hop. Céc cude hdi nghi biing dién thoai 12 phd bi€n d6i véi nhitng ngudi
ban ron, nhilng ngudi khé c6 thé thu xép thdi gian cho moét cude hop mit ddi mit.
Céc cubc dién thoai ¢6 muc dich va duge sip dat tir trude ¢é thé duge coi nhu 1a
cuéc hop. Néu ban khéng chic chin liéu mot cudc goi dién thoai néi chuyén riéng
gira ngudi ndy véi ngudi khic ¢6 phai 12 mot cude hop hay khong thi hiy 4p dung
dinh nghia chat ch& vé “cudc hop” va dimg tinh cudc goi dién thoai dé.

Khi xdc dinh con ai nita tham gia cdc cuéc hop, ding d€m wring lap. Hay quyét
dinh liéu nhitng ngudi tham dy ¢ phai 1a tir khu vuc cha ngudi dam nhiém coéng
viéc hay khong (vi du, bo phan, phong ban hodc don vi) hay 1a thudc cic khu vuc
khdc hodc tir bén ngoai doanh nghiép. Trong pham vi coa méi lua chon, hiy chen
pham tril ndo ¢6 thé dai dién 16t nhat cho ting loai ngudi.
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Vi du cac phan 9 va 10: Cac cudc hop ma ban
tham du, chu toa hoic khdi xuéng

Phdn sau day chi 14 vi du. Cic loai thong tin duge thu thip trong miu nay cé thé
khong dp dung duge cho cdng ty cua ban va cin phai duge diéu chinh cho phit hgp
vdi nhu cdu cua cong ty ban. Néu thong tin trong miu ndy 12 do mét nhém ngudi
cung cép thi cic chu trd 1 dwa ra c6 thé ghi nhan kinh nghiém cia timg thanh
vién riéng biét irong nhém hodc ciia cd nhém néi chung tiy theo yéuo cdu.

CAC CUGC HOP MA BAN THAM DU

Pé thuc hién céng viéc cha minh ban ¢é tham du cic cudc hop nhim (Pénh diu
vao t4t ca c4c 6 thich hop):

Tur van hodc cung cip cic théng tin chuyén mén

Trae déi thong tin hoac cic ¥ tudng

Phdi hop hoac sip x€p lich cho cdc hoat dong cta cong viec

Pio tao hodc ti€p nhan dio tao, giao hoac nhan chi thi, gido duc
hodc tiép nhan gido duc.

Gidm sdt

Thuyét phuc hodc bén hang

Thuong luong hoac dam phédn chinh thic

Gidi quy&t mau thudn hoic tranh chip

Dénh gid cac hua chon hodc dua ra mot quyét dinh

Chan dodn hodc gidi quyét cic vin dé

Pua ra cdc chinh sach, qui tic hodc qui trinh

Khong thude phin viée clia toi
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Ban tham dy cdc cudc hop thudng xuyén nhu th€ ndo? (Pdnh dau vac mot 6 thich

hop):

Hang ngay

Hang tuin

Hang thing

Hang ndm

Lam th€ nio ban cé thé dianh gia dugc chilt lugng cha cic cudc hop mi ban tham
du? (Banh diu vio tit ca céc 6 thich hgp):

Kha nang dép ting cidc yéu cdu vé thdi gian

Kha nang d4p ting cdc yeu cdu vé khéi lugng cong vige

Kha nang d4p ing cdc yéu cdu giao ti€p

Cic kha nang khic

Al trong doanh nghiép ca ban tham du cic cudc hop nay? (Panh diu vao tdt ca

cdc 6 thich hop)

Céc nhan vién khong phai 12 giam sdt vién

Céc nhan vién chuyén mon/ky thuit .

Céc gidm sdt vién truc ti€p, cdc nhi quan 1y cdp trung gian

Cic nha quéan 1y cdp cao
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Ai & ngodi cOng ty ban tham du cdc cudc hop nay? (Pdnh ddu vio 14t ca cdc 6
thich hop)

Cic nhan vién khong phai 12 gidm sdt vién

Ciéc chuyén gia k¥ thuat

Nhimg ngudi cong nhan chuyén nghiép

Cac giam sat vién, cdc nha quan 1y cdp trung gian

Cic nha quan 1y ¢dp cao

Céc quan chitc Chinh pht

Béo chi va phuong tién thong tin

Cong chiing

Khach hing

CAC CUOC HOP MA BAN CHU TOA HOAC KHOI XUGNG

Dé thuc hién cong viéc chia minh, ban ¢6 chil toa hay khdi xuéng cdc cuéc hop
nhim (Dédnh dfu vac tat ca cic 6 thich hop):

Tu van hoac cung cp cdc thong tin chuyén moén

Trao déi thong tin hodc cdc ¥ tudng

Phdi hop hodc sép x&p lich cho cdc hoat d6ng clia cOng viéc

Do tao hoic ti€p nhan dio tao, giao hoic nhéan chi thi, gido duc
hodc ti€p nhin gido duc

Giam sdt

Thuyét phuc hodc bin hang

Thuong luong hodc dam phén chinh thic

Gidi quy&t mau thuin hodc tranh chap

Panh gid cic lua chon hodc dua ra mét quyét dinh

Chén doin ho#c gidi quyét cdc vén dé
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Pura ra céc chinh sach, qui tac hodc qui trinh

Khong thugc phin viéc ciia téi

Ban chi tea hodc khéi xudng céc cudc hop thudng xuyén shu thé ndo? (Pénh diu
vho moét 6 thich hop):

Hang ngay

Hang tudn

Hang thing

Hiang nam

Lam th€ nao ban c6 thé dénh gid duge chat lugng cla cdc cudc hop ma ban chil
toa hoac khoi xudng? (Ddnh ddu vao tit ca cac 6 thich hop):

Kha nang ddp iing cdc yéu clu vé thoi gian

Kha nang ddp dng cdc veu cdu vé khdi luong cong viéc

Kha niang d4p tng cdc véu cdu vé giao tiép

Ciéc kha nang khdc

Al trong doanh nghiép clia ban tham du céc cudc hop nay? (Pdnh ddu vao tat ca
cic 6 thich hop):

Cic nhéan vién khong phai 1a gidm sét vién

Cic nhan vién chuyén mén/ky thuit

Céc gidm sat vién truc tiép, cdc nha quan 1y cip trung gian

Cac nha quan Iy cdp cao
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Al & ngoai cong ty clia ban tham dy cdc cudc hop nay? (Ddnh dau vio tit ca cdc 6
thich hop):

Céc nhan vién khong phai 1a gidm sdt vién

Céc chuyén gia k¥ thuat

Nhitng ngudi cong nhan chuyén nghiép

Céc gidm sdt vién, cic nha quan 1y cdp trung gian

Céc nha quan 1y cip cao

Céc quan chitc Chinh phu

Bio chi hoac phuong tien théng tin

Cong chiing

Khach hang
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Phin 11: Cac hoat dong thé chat

Phédn nay ctia ban cau hdi dé cap dén cdc hoat dong co thé cin thiét dé thuc hién
cong viéc. Cic hoat dong nao khong cén thiét d6i véi viéc thuc hién céng viéc thi
khéng dugc dua vao.

Vi du, bo xudng dudi gdm ban dé€ nhit cii bit chi bi roi khong duge coi 13 mat
hoat dong cong viéc cin thi€t ddi véi mét ngudi lam viéc tai ban gidy mic dit hanh
vi d6 vin thinh thoéng xay ra. Tuy vay, viéc bd qua nhimg &ng thong khi chat hep
c6 thé 13 mot hoat dong cén thiét ddi véi mot s6 ngudi sira chita cic hé théng diu
hoa nhiét d.

Néu mot hoat dong co thé ¢in duge dua vio trong mot bin mo (A cong viec & dang
tudng thuat hoic dugc thio ludn véi ngudi xin vide trong cdc cude phong van viéc
1am thi né chic chin 12 mét hoat dong cin thi€t cho cong viéc d6. Néu ban khong
chic chin rdng litéu mot hanh vi c6 phédi 12 hoat dong cén thiét hay khéng tht c6 18
dé khong phai 12 mot hoat dong cédn thigt.

Cdc cau tra 181 cho cau hoi dinh gid “Hoat dong nay thi€t y&u nhu thé ndo d6i véi
viéc hoan thanh st mang chinh trong cong viéc clia ban?” va “Ban c6 thé lam
dugc cong viéc cia minh n€u ban khong thé thuc hién duge céc hoat dong niy
khéng?” cin phai nhit qudn vdi nhau. Néu mdt hoat dong duge x&p vao loai thuc
sur thi€t y&u thi cau trd 1di 12 “Khéng, t4t ¢ cdc nhéan vien 1dm cong viéc nay déu
phai ¢é kha nang thuc hién duge hoat ddng d6” hodc cau trd 1d “Toi khong bigt”
ciing phai duoc lua chon.

36 Phan tich véng viée



Vi du phdn 11: C4c hoat dong thé chat

Phén sau day chi a vi du. Céc loai théng tin dugc thu thap trong miu ndy cé thé
khéng 4p dung duoc cho cong ty ctia ban va cin phai duge diéu chinh cho phi hop
v6i nhu cfu cha cong ty ban. Néu théng tin trong miu nay 14 do mot nhém ngudi
cung cdp thi cdc cao trd 161 dua ra cé thé ghi nhan kinh nghiém cla timg thanh
vién riéng biét trong nhém hodc clia ca nhém ndi chung iy theo yéu cédu.

Trong khi thuc hién céng viée ctia minh ban cé phai 12m nhitng dong tdc dudi day
hay khong? (Pédnh diu vio t8t ca cédc 6 thich hgp):

Qui, khom lung hoic bo

Ngdi trong nhitng khoang thdi gian dai

Diing trong nhiing khoang théi gian dat

Di lai trong khi lam viéc

Chay

Leo cdu thang, cay thang, gian gido

Ph6i hop mét, tai, tay vi chan

Thuc hién céc clr dong cdnh tay, ban tay mot cdch chinh xdc

Thue hién cdc cir déng ngén tay mot cach chinh xdc

Nang céc vat nang bang tay

Khuan véc cdc vat nang bang tay trong mot khodng céch ngin

Khuén véc cdc vat niang bang tay trong mot khodng cdch dai

Ddy hoic kéo cic vat nhe bing tay

Thue hién cdc clt dong nhanh hoic 13p lai nhiéu 14n c6 lién quan
dén toln bd co thé

C6 géng duy tri sy nd luc cha co thé trong nhimg khodng théi gian
dai

Phoi hop tay va chan

Khong thudc phin cong viéc cta téi
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Hoat dong nay duge thuc hién thudng xuyén nhu the€ nio trong cong viéc clia ban?
(Panh diu vao mot 6 thich hop):

Hang gio

Hang ngay

Hang widn

Hang thing

Hang nam

Lam th€ nio ban c6 thé ddnh gid dugc chat lugng khi thuc hién hoat dong nay?
(Ddnh ddu vio tat ca cdc 6 thich hep):

Kha ning thuc hién ding thdi han

Kha niang ddp img cdc yéu cdu vé khéi lugng cong viéc

Kha ning vugt qua kiém tra chét lugng cudi cling

Cic kha nang khéc

Hoat dong nay thi€t y&u nhu th¢ no d6i véi viéc hoan thinh sit mang chinh cla

cong viéc cita

ban? (P4nh ddu vao modt & thich hgp):

La mot phin nho cla cong viéc

Cin thiét nhung khong phai 1 thiét yéu

Thuce sy thiét y&€a

Ban ¢6 thé 1am céng viéc clia minh n€u ban khong thé thuc hién hoat déng nay
khong? (P4nh dau vao mdét 6 thich hopy:

Khong, t4t ca nhan vién 1am céng viée nay déu phai cé kha nang
thuc hién duge hoat dong do

Cé6, diéu dé khong phdi 13 nhat thi€t d€ ¢6 thé thyc hién cong viéc
nay

T6i khong biét
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Phin 12;: Su dung thiét bi, may méc va
dung cu

Thiét bi, may moée va dung cu duge chia ra thanh bén loai:
e Mdy tinh va thist bi viin phong

¢ Maiy moc ¢6 dinh
¢ Cic dung cu Iuu dong va céc loai xe ¢

e Cic dung cu cAm tay va vii khi

DPung tinh tring lap bat k¥ loai thi€t bi nao. Hay lua chen loai thich hop nhat ty
b6én loai trén dé mo ta bat k¥ mot thiét bi nao dé. .

Cic thiét bj khic nhau c¢6 thé dugc sir dung vio cong viéc trong nhitng khoang théi
gian khdc nhau (vi dy, thiét bi van phong tiéu chudn c6 thé dugc sir dung hang gid
v moét xe 6 t6 trong tai nhe cé thé duge sir dung méi tudn mot 14n). Trong trudng
hop nay cdc cau hoi vé& chiing c6 thé dugc tra 101 bing céch chi ra thiét bi nio duoc
dé cap dén (vi du, bing cdch vi€t “thiét bi vin phong” hoic “xe trong tdi nhe”
trong hop bén canh cau tra 161 thich hop thay vi sir dung ddu hi¢u d€ d4nh dau)

Chi thiét bi ndo thuc sy duge ngudi dam nhiém cong viéc st dung dé thuc hién
cong vigc do thi mdi duge tinh.

Trd loi cdu hoi “Ban lam gi véi thiét bi nay?”

“Sir dung thi€t bi” bao gém van hanh, diéu chinh, sia chita va hufn luyén ngudi
khdc st dung thi¢t bi. Vi du, mot nhan vién di mdy bay dé tham gia hoi nghi
khong sir dung chiéc mdy bay d6 theo nghia dugc cdc lua chon ciia cau tra 1di xdc
dinh, va hoat déng nay khong ducc tinh nhu mot phdn cla cong viec. Ngugc lai,
phi hanh doan vi ngudi 14i diéu khién mdy bay sé coi hoat dong ndy nhu mot phin
cdn thiét trong cong viéc ciia ho.

Tré Iéi cdu hoi “Hdu qud thuong xdy ra nhdt do viéc sit dung khéng ding thiét
bi nay gdy ra d6i vdi tdi sdn hodc con nguoi la gi?”

Dimg dua vao nhimg tinh huéng khong cé kha nang xdy ra. Vi du, mot viéc cé
kha nang xay ra nhung vdi xdc sudt rat nho 12 sit dung khong diing mét mdy tinh
cd nhan cé thé€ din dén ph4 huy may tinh hoic lam chét ngudi van hanh. Tuy
nhién, chi nhimg tinh huéng hién thuc va ddng tin cay méi duge dua vao. Néu xudt
hién mot s& hau qua c6 xé4c sudt xay ra nhu nhau thi hiy lua chon hau qua nghiém
trong nhit,
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Vi du phén 12: Sir dung thiét bi, may méc va

dung cu

Phén sau day

chi 1a vi du. Céc loai théng tin duge thu thap trong miu niy cé thé

khong 4p dung ditge cho cong ty clia ban v cén phéi duge diéu chinh cho phi hop

v&i nhu cdu ¢

Ga cong ty ban. Néu thong tin trong miu nay 13 do mét nhém ngudi

cung cip thi cdc cau tra 13i dua ra ¢6 thé ghi nhan kinh nghiém ca timg thanh

vién riéng bié

t trong nrhém hoéac ca ¢ nhém ndi chung tiy theo yéu ciu.

Trong khi thuc hién céng viéc ciiza minh, ban cé sir dung:

Cic mdy tinh

va thi€t bi vian phong (D4nh dau vao 14t ¢a cdc 6 thich hop):

Cédc mdy tinh ¢4 nhan (bao gém céc thi€t bi ngoai vi nhu 1A c4c mdy
in, mdy v&, mdy quét v.v...)

May tinh 16n hodc cic mdy tinh da ngudi sir dung (bao gbém cdc
thiét bi ngoai vi nhu 12 cidc mdy in, may v&, 8 bang v.v...)

Thiét bi ban phim khidc (mdy chit, may tinh tay, mdy cong, mdy thu
fién v.v..)

Thiét bi van phong chuin (mdy copy. dién thoai, fax, v.v...)

Cic mdy mdc

¢6 dinh (Dinh ddu vao tat ca cdc 6 thich hep):

Mdy cit, mdy han, tao khuén, khoan hoic cic mdy méc tuong tu

Miy déng hop, déng lo hodc déng géi

Mady in hodc cdc mdy tuong tu (dimg tinh cdc may photocopy, mdy
sao chép van phong v.v...)

Cic thiét b giao nguyén vat lieu

Cic mdy méc khéc dimg dé ché bi€n hoac thay ddi nguyen vat lién

Céc mdy méc khoa hoc, k¥ thuat hodc v t¢ {(Rada, X-quang, mdy
dinh vi ding Am thanh, v.v...)

Cacdungcul

uu dong va xe co (Pénh diu vao tit ca cde o thich hop):

Cic dung cu hodc thiét bi diéu khién bing tay (xe cit kit, xe ba géc,
xe kéo vv..)

Cdc dung cu hodc thiét bi lwu dong diéu khién bing nang luong
{méy xén cd, mdy ddnh béng san v.v...)
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Xe 6 10 trong tai nhe (xe 616 nho, xe trd hang, xe ldy hang v.v...}

Xe tai hang nang

Xe chuyén dung (xe nang, xe chd hanh 1y, xe choi gén v.v..)

Xe di trén nude (thuyén mdy, thuyén cé6 mdi chéo v.v...) Pimg tinh
loai phuong tién chi diing cho mot ngudi.

Cic dung cu va vii khi cAm tay (Ddnh ddu vio tdt ca cdc 6-thich hop):

Céc dung cy chay bang dién (may khoan tay, miy han v.v..)

Céc dung cu ngén cidm tay (chdi son, biia, dao v.v...)

Céc dung cu dai cdm tay (cdi co, cay lau nh3, xéng, chdi, cuéc,
cudc chim v.v...)

Cic thi€t bi do ludng (thuée do, trac vi k&, nhiét k€, thudc cudn
V.V..)

Céc thiét bi v€, viét dac biét (but 16ng, Khudn miu, dung cu dé hoa,
bt viét v.v...)

Stng luc, sdng ngan hodc cac loai vit khi khic

Khong thuéc phin viéc cha toi

D&i v6i nhimg cau hoi dudi day, hay chi ra ban ham v loai thiét bi naoc néun ban
d4nh dfu nhi¢u hon moét 6 & bang trén day.

Ban s dung thiét bi nay thudng xuyén nhu thé nao? (Ddnh diu vao mdt 6 thich hop
cho mdi loai thiét bi):

Hang gidor

Hang ngay

Hang tudn

Hang thing

Hang nam
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Sir dung ‘khf}ng diing cich thiét bi nay thudng hay din dén nhimg hau qua gi nhit
d6i véi: Tai san (Pédnh dfu vao mdt 6 thich hgp cho mdi loai thigt bi):

Khong Iam hu héng thiét bi hoac tai san

Lam hu hang nhe thiét bi hodc i san

Lam hu hong khéng 16n thift bi hodic tdi san

Lam hu hong nang thiét bi hodc tai sén

Pha huy hoan todn thiét bi hoic tai san

Con ngudi (dénh diu vao mot 6 thich hgp cho mbi loai thiét bi}:

Khong cé thuong tich hodc bi mat thoi gian 1am viéc

C6 thuong tich nhe va khong bi mdt thai gian lam viéc

Thuong tich n3ng phai yéu ciu chita tri y t€ v mét thdi gian lam
viéce

Tan tat vinh vién hoidic thuong tich & muic do de doa dén tinh mang

Tir vong cta chinh ban than hodc nhitng ngudi khic

Ban cé thé lam céng viéc cha minh ma khong cdn phai thyc hién hoat déng dé
khong? (Danh diu vao mot 6 thich hop cho méi loai thiét bi)

Khong, tdt ca cdc nhan vién lam viéc nay déu phai thuc hién dugc
hoat déng d¢

C6, hoat dong d6 khong phai 13 thi€t yéu dé c6 thé thuc hien duge
cOng viéc nay

Téi khong biét

Ban 1am gi v6i thi€t bi nay? (Pdnh ddu vao mot 6 thich hgp cho médi loai thiet bi):

Téi van hanh hoic kiém soét né

Toi kiém tra hodc chin dodn nhimg van d& cé thé xay ra vdi né /

Toi khéi dong, tat may, gidm st hoac diéu chinh hoat dong cha né J

Toi ti€p nguyén vat liéu vao thi€t bi hodc d& nguyén vat liéu ra khéj
thiét bi

To1 gidm sdt, diéu khién, di€u chinh hoic hufin luyén nguoi khéc s
dung né ‘

Téi 18p rap, thdo r&i hodc sira chira nd

82

Phdn tich cong viée




Phan 13: Cac diéu kién mdi trudng

Phdn ndy cta ban cau hoi 48 cip tdi cdc diéu kién moi trudng trong d6é cong viéc
dugce thyc hién. Chi cé cdc diu kién moi trudmg ma ngudi ddm nhiém cong viéc
phai tiép xic do két qua truc ti€p cia ciac hoat dong cong viéc méi duge dua
vao phan nay.

Sir “ti€p x1ic” vdi cdc diéu kién ndy cé nghia I ngudi ddm nhén cong viéc phai déi
mit v6i cdc anh hudng tiém ting d6i véi co thé xuat phat tir nhimg diéu kién 46
nhu & mdt hé qua cla cdc hoat déng trong cong viéc.

Vi du, mét cong nhan van phong lam viéc dudi tdng hdm clia mot tod nha nhiéu
tdng khong dugc coi 13 phai ti€p xic vdi khéng gian lam viéc dudi mat dit; mot
nhan vién vin phong lam viéc trén tdng ba khong duge coi 13 ti€p xic vdi khong
gian 1am viéc trén dé cao. Trong ca hai trutmg hop ngudi lam viée déu duge coi Ia
khéng ti€p xiic vdi diéu kién méi trudmg dé bdi vi cong viéc cla ho khéng ¢6 lien
quan dén tdng nha ma ho dang lam viéc trén dé.

“Hdu qud thuing gdp nhdt cia viéc tiép xiic nay la gi?”

Hay dénh gi4 nhilng nguy hi€ém cla viéc ti€p xic v&i moi trudng ma khong duoc
bao v&. Chi cé nhitng finh huéng cé thé x4y ra mdi dugc dua vio phin nay. N&u cé
mot sé hiu qua cé kha nang xuat hién nhu nhau thi hdy chon hiu qua nghiém
trong nhat.
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Vi du phén 13 : Cac diéu kién méi truéng

Phin sau day chi 1a vi du. Cdc loai théng tin dugc thu thap trong miu niy c6 thé
khong dp dung dugc cho céng ty cha ban va cén phéi duoc diéu chinh cho phit hop
v§i nhu cdu clia céng ty ban. Néu thong tin trong miu nay 13 do mot nhém ngudi
cung cp thi cdc cau tra 1&i dua ra c6 thé ghi nhan kinh nghiém ciia timg thanh
vién riéng biét trong nhém hodc cia ci& nhom nodi chung thy theo yéu cu.

La mot két qua truc 11€p clia cdc hoat dong cong viéc, ban cé ti€p xiic véi cac diéu
kién lam viéc duéi day khong? (Ddnh ddu vao tit ci cdce o thich hop):

Céc rung dong

Nhiét d6 cao hon 32°C

Nhiét d6 thdphon —15°C

Thié¢u 4nh sdng .

Biéu kién khi hau khong thuan loi (mua v.v...)

Piéu kitn lam viéc mét vé sinh

Khong gian lam viéc trén mit nude hoje dudi mit nude

Khoéng gian lam viéc du6i mat dat

Khong gian 1am viéc chat chéi hadc go b6 han ché

Khong gian 1am viéc trén mat san tron

Khong gian 13m viéc trén mit san khéng 6n dinh vimg chic

Khong gian 1am viéc trén do cao

Tiéng On qua cao & mic phai c6 bio vé tai

Mii doc hai hodc mii khoé chiu (ngoai khéi thudce 14)

Su 6 nhiém hodc céc chit la ddi hoi phai cd dung cu, quén do bao v&
hodc thi€t bi tho

Phéng xa & muc doi hoi phai ¢é dung cu bdo vé hodc thi&t bi giam
sét

Céic mdi nguy hiém vat chat do con ngudi gay ra

Ti€p xtc véi cdc vat thé ca khi chuyén dong
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Dien giat

Céc hod chit doc hai hoiic nguy hiém

Cic chit dé né

Khong thuéc phin viéc cla toi -

Ban phai ti€p xiic véi céc diéu kién nay thudng xuyén nhu thé ndo? (Panh diu vio
mot 6 thich hop):

Hang giv

Hang ngay

Hang tuin

Hang thing

Hang nam

Néu ¢6 thi hau qua dé c6 thé xdy ta nhit cha sy tiép xdc ndy 1 gi? (Hiy ddnh déu
vio hiu qua nghiém trong nhit c6 thé xdy ra):

Khong c6 thuong tich hodc khong bi mat thot gian lam vigc

Cé thuong tich nhe va khéng bi m4t théi gian lam viéc

Thuong tich nang doi hoi phai c6 chita tri y t€ va bi mat thoi gian
HEm viéc

Thuong tat vinh vién hodc thuong tich de doa dén tinh mang

Tir vong ciia chinh ban than va ngudi khdc
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Phan 14: Cac dic tinh khac ctia cong viéc

Phén cudi cling nay cia ban ciu hdi phdn 4nh nhilng cam gidc va nhan thic cla
ngudi ddm nhan cong viéc vé& cong viéc d6. Phan nay nhim gitp ngudi phan tich
cOng viéc hiu biét 16t hon vé bin chat clia vi tri cong viéc. Cdc cau héi trong phin
nay cén phai dugc tra 16i theo cdch phan 4nh cong viée ding nhu thuc trang clia
né chit khéng phai trén co 6 ¥ mudn clia ban.

Théng tin trong phin nay cé thé nhdn manh céc linh virc hoac cdc diéu kién cong
viéc ma cic nhin vién cho 12 khong thod min yéu cdu. N&u théi gian cho phép va
néu trong cong ty cé phong cach thao ludn cdi md thi nha quan 1y ddng thai 1a
ngudi chti doanh nghiép cé thé c¢é duge nhiing hiu bi&t c6 gia tri v& cong ty cla
minh biing cdch thao ludn nhimg cu tra 1&i trong phin nay véi nhimg ngudi dam
nhiém cong viéc.
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Vi du phén 14: Cac dic tinh khac cia cong viéc

Phin sau day chi {a vi du. Céc loai théng tin duge thu thap trong miu nay cé thé
khoéng dp dung duoe cho cong ty ciia ban va cdn phai duoc diéu chinh cho phi hop
v&i nhu cdu cla cong ty ban. Néu théng tin trong miu niy 14 do mét nhém ngudi
cung cdp thi cdc clu tra 11 dua ra c6 thé ghi nhan kinh nghiém cla timg thanh
vién riéng biét trong nhém hodc ciia ca nhém ndi chung tity theo yéu cdu.

Cong viéc chia ban c6 doi hoi ban phai 1am nhing viéc dudi day khong? {(Dédnh diu
viio tt ¢4 cdc 6 thich hop):

X4c dinh xem ban s€ sir dung cdc phuong phip hoic thiét bi gi?

X4c dinh xem nhitng ngudi khdc s& sit dung céc phuong phédp hodc
thiét bi gi?

Tao anh hudng t6i cdc hoat dong céng viéc cta nhitng ngudi khac
ngoai khu vuc cia ban

Kiém soét t6¢c 46 1am viéc hodc viéc sip x&p lich trinh cho céc hoat
dong

Lua chon nhifng hoat ddng ma ban tham gia

St dung cédc k¥ nang khic nhau

Hoc céc k¥ niang méi trong qua trinh 1am viéc

Sin xufit moét thinh phim hoan chinh hoidc thyc hién mét dich vu
hoan chinh

Phu thuéc vao viéc nhitng ngudi khic hoan thanh cong vigéc clia ho
trude khi ban cé thé hoin thinh cong viéc clia minh

Hoan thanh cOng viéc cha ban sao cho nhing ngudi khidc ¢6 thé
hoéan thanh cong viéc clia ho

Lam viéc vai nhiing ngudi khic trong ciac nhiém vu chung hoac cac
du 4n chung

Thuc hién cdc hoat dong tri 6c giéng nhau duoc lap di lap lai

Thuc hién cdc hoat dong co thé gidng nhaw duoc 1ap di lap lai

Thuc hien moét 586 nhieém vu khdc nhau

Lam viéc vdi nhimg ngudd bi 6m
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Lam viéc véi ngudi khédc & trong tinh trang ciing thing cao dé hoic
trong tinh trang rit khé khan déi véi ban

Lam viéc v&i nhitng ngudi ma ban khéng c6 thim quyén d6i véi ho

Lam viéc tai nhitng noi ma ban bi nhitng ngudi khic lam mait tip
trung hoic 13m gidn doan

Lam viéc dudi dp lyc thdi gian chat ché hodc dudi dp huc cha thoi
han cong viéc

Ti€p nhan ¥ kién phéan héi tir cdc khich hing ciia doanh nghiép ban

Ti€p nhan ¥ kién phan héi tir céc nhan vién khic (ngoai trir gidm sét
vién cha ban)

Ti€p nhan ¥ kién phan héi tir gidm sit vién cla ban

Tu xét dodn ban than xem ban thyc hién cong viéc t6t nhur the nao

Ban gip nhitn
thich hgp):

g tinh hudng nay thuéng xuyén nhu thé nac? (Bdnh ddu vao mot 6

Hang giv

Hang ngay

Hang tufn

Hang thang

Hz‘mg nam

Nhimg tinh h
chinh ciia cén

uéng nay thiét y&u nhu th€ ndo d6i véi viéc hoan thinh st mang
g viéc clia ban? (D4nh ddu vio mot 6 thich hop):

La mot phin nho ciia cong vigce

C#n thi€t nhung khong phai 12 thi€t yéu

Thyc sy thit y&u
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Budc tiép theo

Mot khi ban 1am ra mét ban phan tich céng viéc sau va chinh x4c, ban d4 sin sing
dé c6 thé chuyén sang budc sau — sir dung nhitng dif liéu ma ban di thu thap
dugc. Thong tin ma ban da thu thip s€ dugc sif dung dé viet:

* Ban Mo td Céng viée
¢ Ban Yéu cdu Chuyén mon ciia Cong viéce

¢ Ban Tieu chuin Két qui Cong viéc

Mot vi du vé mdi phirong phép nay ¢6 thé fim thiy trong cic trang 1i€p theo. Cic
budc cin thi€t tao ra ching dugc trinh by trong cédc cudn sich khac.
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Vi dy vé Ban Mb ta Cong viéc

Ngay: Ngudi chudn | Ngudi kiém Chitc danh cong | Phéng:
30/4/98 bi: tra: viéc: San xuft
MLBB GDAR Thu ky

Mo td cong viéc

CHUC DANH CONG VIEC: BAO CAQ CHO:
Thu k¢ cho K¥ su trudng co khi K¥ suf trudng co kKhi
XAC BINH CONG VIEC:

Cung cdp dich vu thu ky todn dién cho K¥ su tndng co khi bang cich t8 chic sip x&p
cic phin ¢ng viéc thuimg 1é cta k¥ su trudng

Cdc nhiém vu chinh

1. Sau khi nhan thu phén loai theo thit ty uu tién, dinh k&m nhimg thu tir trao déi tir
trudc néu ¢6 va ddnh may cdc thu ty thong thudng dé ky.

2. Ghi lai 10 doc cha K§ su truong co khi va déng thoi xir Iy céc thu tir khdn do cdc ky
sur o khi cae cdp doc

3. Sip x&€p viec di cong tic cho phong vi chudn bi hanh trinh di cong tac

4. Duy tri nhitng ghi chép thdi gian don gin lién quan d€n tién trinh cta cic dy 4n
thue nghiém. Bao dim rling 34 thi tién trinh céng viée ludn lusn duge c4p nhat.

5. Giir vai trd nhu mot trg 1y clia K¥ su truémg co khi bdng cdch x 1y cdc khia canh
cong vite thong thudmg cla K sur trudng

o

Sang lec cée cudce dién thoai

Cdc nhiém vu phu

1. Chuin bi mot ban t6m tdr vé cdc chi tiéu clia phong ban trong khodng thid gian nhit
dinh theo yéu cdu ciia K& toén vi phan bé chiing theo timg du 4n

2. Thu thap cic bdo cdo tém tit do cic k¥ su cip cao chufn bi cho timg du 4n cla ho,
ddnh mdy bin du thio bdo cio ti€én do cho Gidm d6c k¥ thuat cha du 4n.

3. Chuyén céc hé so cii xudng tdng him va tao cdc hd so méi cho séu thdng téi.

4. Dénh miy bdo cdo k& todn c6 the hign cic khoan thu nhdp va cdc khoan chi phi clia
céc dy 4n thudc ndm trude

Cdc moi quan hé

BAO CAO CHO: K¥ su trudng co khi

GIAM SAT NHUNG NGUOI SAU DAY: Khong.
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Vi du vé Ban Yéu ciu Chuyén mdn ctia Cong viéc

Ngay: | Ngudi chuin Ngudi kiém Chie danh Bé6 phan:

30/4/98 | bi: tra: cOng viéc: San xuit
MILBB GDAR Thu ky

Trinh do hoc vin

TEN CONG VIEC: BAO CAO CHO:

Thu ky cho K¥ su tnrdng co khi K§ su truéng co khi

TRINH DO HOC VAN | CACBANGTOT | CAC BANG TOT TOT NGHIEP

(Ddnh diu vao mét 6) | NGHIEP TREN NGHIEP DAI HOC PHO THONG v

DAI HOC:
NGANH HOC:
CAC KHOA DAG TAO KHAC:

Yéu cdu vé kinh nghiém lam viéc

Cong viec thu ky téng hop

Hé trg dyu 4n

Yéu cdu vé kién thirc va cdc ky ndng

DPinh mdy vin ban

Sir dung mdy tinh

Kha nang ghi lai 161 doc cha ngudi khac

Téc ky

Quan 1y hoé so

Hiéu biét co ban vé thuc hanh ké todn

Cdc yéu cdu vé thé chdt / diéu kién lam viéc

Khong cé véu ciu dic biet ndo.

FPhén tich cdng viéc
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Vi du vé Ban Tiéu chuin Két qua Céng viéc

Ngay: - Ngudi chudan | Ngudi kiém | Nhém cong viéc: Phong:
30/04/2000 | bi: tra: Cong viéc hanh chinh | San xuat
MLEB GDAR
CHUC DANH CONG VIEC: TINH CHAT CONG VIEC:
Thiv k§ cho K¥ sut trudng co khi Dai han
CAC HOAT SANPHAM CHAT 50 THOI GIAN
DONG LUONG LUQONG | THUC HIEN
Cic hoat dong Thur tix va Khéng c618i | Theoyéu | Hang ngay
lién quan t§i cdc | cOng vin clu
nhiém vu chinh
va phy Hanh trinh di | Khong c6 14i Trong vong
cong tic Chi phi thdp hai ngiy k& tir
nhat khi cé yéu cdu
Ghi Chép thai Mai cép nhat
glan vi khong cé Cép nhat vao
161 cudi tudn
Bdo cdo tién | Khong c6 161 Hang tudn

do cong viée

Céc hoat dong
lién quan dén san
xuét hang hod

Céc hoat dong
lién quan dén
ngoén ngit

Cic hoat dong
quan Iy hoic
gidm sit

Cic hoat dong ¢6
lién quan t&i céc
giao tiép ndi bo
va giao tiép véi
bén ngoai

Céc cudc hop
tham dir hoac
lam chd toa

Céc hoat dong
thé chéit khéc

Céc hoat dong
lién quan dén an
toan lao dong
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Tém tat Cudn sach

Phan tich cong viéc 13 mot sy tdp hop vi td chitc c6 hé théng théng tin lien quan
dén cic cong viéc. Mot ban phan tich cong viée xdc dinh cdc nhiém vu cdu thanh
nén cong viée va cdc ky nang, kha nang va trach nhiém cy thé cdn thiét dé thuc
hién thanh c6ng cong viéc d6.

C6 ba nhiém vu thiét yéu trong qud trinh phan tich bat cit mot cong viée nao:

1.

2.

Dinh nghia cong viéc mét cdch day da va chinh xéc

Mo ti cdc nhiém vy, nghia vg va trdch nhiém va céc tiu chudn ddnh gis két
qua cong viéc.

Chi ra céc yéu cdu clia c6ng viéc ma mot ngudi nhin vién phai dip tmg dé
thue hién thanh cong cong viéc tai vi tri clia minh

Ci4c bude chudn bi dé tién hanh phan tich cong viéc a:

1.

!\)

Quyét dinh nén ding céch ti€p can no:
+ Béng Phan tich Céng viéc

+ Bén Cau héi Phan tich Cong viéc

Quyét dinh ai s& dién cdc thong tin va liéu thong tin ndty s& dugc xdc nhin boi
viéc:

e Rasodt

s  Quan st

e Phéng vin

Hoan thién viéc tap hop thong tin va ra sodt lai cac két qua.

Tap hop céc dif liéu ddy du, chinh xic 14 didu rdt cin thigt. Nén danh thém thdi

gian cho giai doan nay d&€ ddm bio thu thap duge céc dir lidu ding, bdi vi dir
liéu dé tao co s& dé ra quyst dinh trong tuong lai.
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Phan tich cong viéc s€ thu thap thong tin va tao co s& cdn thi€t d€ ban c6 thé vigt
cic ban mo ta coéng viéc, cdc ban yéu cdu chuyén moén ciia coéng viée va cic ban
tiéu chudn két quéd cong viec.
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Ké hoach trng dung

Ké hoach Umng dung la gi?

K¢& hoach Ung dung 12 mot cong cu gitip ban 4p dung nhiing gi ban hoc duge vio
cong viéc clia minh. Dy 1a mét ban hudng din do ban x4y dung d€ giiip ban:

¢ Phan tich cdc cong viéc di duge thue hién tai cong ty clia ban.

e Thyc hanh viéc thu thap théng tin va hodn thanh mdt Bang Phan tich Cong
vi¢c vi mot Ban Cau hdi Phan tich Céng viée,

e Trién khai viéc thuc hanh quan Iy nhan sy mot cdch c6 hiéu qua.

~ ar ~ ~? * b ~
Lam thé nao dé hoan thanh mot
Ké hoach ing dung?
K& hoach ting dung ctia ban dugc trinh bay theo mot loat cdc budc.

Ban nén xem lai cdc thong tin co ban, cdc bai tdp tu kiém tra va bai tap thuc hanh
ma ban 43 hoan thanh trong cudn sich niy, va day chinh 1a nhiing co sé& phuc vu
cho viéc x4y dung k€ hoach Uing dung cita ban.

Hiy thuc hién timg bude clla ban k€ hoach dng dung. Hay suy nghi va lap k€
hoach phén ting ctia minh d6i véi mdi budc trong k& hoach dng dung. N&u phi
hop, hiy veu cdu gitp d& hoac hdi ¥ kién clia nhitng ngudi cling 1am viéc voi ban.

Lam gi v6i K& hoach img dung?

K¢ hoach ting dung 1& danh cho ban. K& hoach dé khong duoc dinh gid cham
diém va khong ai phai xem lai trir khi ban yéu c4u mot ngudi ndo d6 xem xét lai.
Nhu d3 néu trén, k€ hoach ing dung 14 mét cong cu vi mot ban huéng din danh
cho ban.

Sau mot thdi gian, ban nén xem xét lai k€ hoach tng dung clia minh mét cich
dinh ky. Héy sita d6i k€& hoach khi cén thigt. Hay xem lai:
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¢ Nhimg gi dang phét huy tic dung?

+ Nhing gi c6 thé phai cdi ti€n?

e Lam thé€ ndo dé c6 thé thuc hién céc cai tién?

Hiy thyc hién bt ¢ thay d8i cdn thi€t ndo cho ban k€ hoach dng dung ciia ban.
Hay cip nhit ban k€ hoach dng dung thudng xuyén, vi du nhu ba thing moét l4n.
Dimg quén thira nhan su ti€n bd chia ban va hiy &n mimg nhiing thanh cong cha

minh. Néu ban phét hién ra nhimg khia canh méi ma ban quan tim, hay bé sung
chiing vao k& hoach iing dung.

Budc tiép theo
Bay gid Ia lic b{m bat ddu hoan thanh k&€ hoach tng dung & trang sau.
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-

-

- KEHOACH UNG DUNG

~ BUGC 1:MUC BICH CUA KE HOACH NG DUNG
: Ban mutﬁn dat du'cc ké’t qué g1 tu' ké hoach ung dung clia minh‘?

: “trong dzéz gum 6 t}zang séz mta‘)‘n hoér; !hdxak meﬂt b&ng P};dn tfck Céng vzec c}zo "
' n?ngw rrftrongcéngfyckatél el e : '

BUGC 2‘ KHUNG mﬁr GIAN CUA Kﬁ HOACH UNG DUNG

Toi du dinh xem xét lai k& hoach ing dung cua minh hang

GOILY: Bc_zt ra mét kkung :hc)’z gian c6 tinh thic 16 theo tudn hodc thdng. Hdy ddm
bdo cho minh c6 thoi gian d€ thuc hanh va xem xét két qud dat duwoc.
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BU GC 3: MOI NGUOI LAM CONG VIEC GI TRONG

k CONG TY? .

Liét k& céc cong viec hodc céc vi trf hign c6 trong cong ty clia ban.

BUGC 4: CHQON BA CONG VIEC HOAC VI TRI, SAU PO
HOAN THANH MOT BANG PHAN TICH CONG
VIEC VA MOT BAN CAU HOI PHAN TiCH CONG
VIEC CHO TUNG VI TRi

Chi v: Sao chép va sit dung cdc mdu trong Phy luc B.
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Sai:

Puing:

-\M

'BAI TAP TU KIEM TRA 1

Mot thu ky nghe duoc cic dm thanh hodc tiéng dong khdc nhau nhy ti€ng
dién thoai reo hoic ti€ng mdy photocopy bi ket gidy phai coi hoat dong
nay nhu 13 mot phdn cha céng viéc duge giao. (Cdu nay sai vi viée nghe
tiéng dién thoai reo, tiéng mady ket gidy khong phdi la thiét yéu doi véi
nhiém vy cda thu ky. Diéu nay chi ding trong tricmg hop vi dy ngudi sita
thiét bi vdn phong).

Mot ngudi sla thiét bi van phong khi Hing nghe ti¢ng dién thoai reo hodc
ti€éng mdy copy bi ket gify dé chdn dodn va sira thiét bj thi viéc sit dung
kha niang nghe d€ phan biét su khic nhau trong &m thanh hodc cdch am
thanh phét ra phdi dugc coi 1a cdn thiét d6i vdi cong viéc.

Trong trueong hop thi hai, viéc nghe khong phai 1a ngiu nhién ma 1
thiét yéu d6i v6i chire niang cong viéc chian doin hdng hic va sira chira
thiét bi.
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hd ~ ~ A
BAI TAP TU KIEM TRA 2

Nhin vao ban ciu héi miu cho phédn nay va tim cdu hoi “Ban 1am gi cho cdc giao
ti&p hoac véi céc giao ti€p”.

Nhitng ngudi gidm sit va cic nhd quan ¥ ¢d thien huéng cam thidy minh chiu
trdch nhiém d6i véi sy an todn than thé cho nhén vién cia ho. Ngudi quan Iy ¢6
phai lua chon trach nhiém*“canh gdc hoidc bdo vé cho sy an toan cla nhan vién hay
khoeng™?

Sai  Ngwdi quan Iy KHONG dugc lua chon cau tra 1oi nay.

Chi nhitng nhan vién phai thue hién cac nhiém vu nhét dinh nhim dam bao
an toan cho nhitng ngudi khac (vi du nhu cac nhan vién bao vé) phai lua chon
cau tra I3i nay, Cédc vi du vé nhiém vy nay bao gém kiém tra vé sy an toan
cia thiét bi hodc cac diéu kién lam viéc, che chin cho nguwi lac dong khoi bi
ton thuong va bing loi néi hay viéc 1am hudng dan cho hg tranh cic diéu kién
nguy hiém.
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rd IA? :
Phu luc B - Cac Biéu mau

Bang phan tich céng viéc

Bing Phan tich Cong vi¢c sau day chi 13 mot vi du. Cic thé loai théng tin két hgp
trong miu nay c6 thé khong dp dung duoc cho céng ty cia ban vi cin phai duoc

diéu chinh che phit hop véi céc nhu cdu clia cong ty cha ban.

Ngudi chuin bi:

Ngay:

Chic danh cong
viée:

Phong:

Dia diém:

Cdc nguon lao dong

CAC NGUON NHUNG NGUOI PAM NHAN CONG VIEC HIEN TAL

NOIBO:

BEN NGOAL

Cac Muc dich / Muc tiéu cua vi tri cong viéc

Phan tich céng viéc
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Cdc trdch nhiém cua céng viéc

CHUC DANH CONG VIEC: BAOQ CAO CHO:
GIAQ TIEP VOI:
(NEU RO VI TR CUA CAC CA NHAN VA CAC PHONG)
CAC TRACH NHIEM CHAT LUGNG PUGCKIEM TRA | pANH DAU DE cHi
i e O NHIEM CHINH
%9 & xS DUGC GIAM SAT
Z 2C |24 o
= 2o |88z
“a BZ =L
Iz - lERD
) o5 E
N ) % % = T T
= = olib RO B B =Y
285 ZE& 238| QF
S8 385|388 58
= =
CAC TRACH NHIEM CHAT LUGNG BPUGC KIEM TRA | DANH DAU BE cHi
PHU: NHU THE NAO? RA NHUNG TRACH
- = NHIEM PHU DUUC
=z 1 -2 GIAM SAT
55 [ Eg (=%
N~ > U
2 % ‘8 = S 8
SR LY e} <8 5 =
4;,;_‘.} % [4e] . = E
Z o ‘% % E Q«ﬁ ; (&)
Z Z 28 2SR 8%
SE 853 |S86| 58

Cdc moi quan hé

BAG CAC CHO:

GIAM SAT NHUNG NGUI SAU:
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Trach nhiém cong khai

pd1 vOI THIET BI

TAISAN

LOI NHUAN

TIEN MAT

CH1 pHI

THONG TIN

CAC QUAN HE V(I BEN NGOAI

Yéu cdu trinh dé hoc vin/ kinh nghiém

Bao gdm yéu cfu vé s6 nam dio tao/kinh nghiém

. Phdn tich cong viée
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Yéu cdu vé kién thirc / ky ndng

Chi rd cdc k¥ nidng di nhan duoc nhu the ndo (Trudmg hoc, cdc khod dac biét, kinh
nghiém, dao tao}

K¥ NANG GIAO TIEP K¥ NANG LAO DONG CHAN KY NANG VE TRE TUE
TAY

Cdc yéu cdu lién quan dén thé chdt / diéu kién lam viéc

CAC DIEU KIEN NOI LAM VIEC

56 GIO LAM VIEC MOT NGAY

CAC KHOANG THCI GIAN NGHI (BAO NHIEU, THUONG XUYEN NHU THE NAO)

Cadc yéu cdu ddc biét khdic

DILAIL

LAM VIEC BIET LAP

LAM VIEC BAN DEM

LAM VIEC NHIEU GIO LIEN

LAM VIEC TRONG CAC DIEU KIEN NGUY HIEM
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Ban cau hoi phan tich céng viéc

Mau nay chi 13 mdt vi du. Céc loai thong tin duge thu thap trong miu nly cé thé
khong 4p dung dugc cho cong ty clia ban va cin phai duge diéu chinh cho phid hop
véi nhu cdu clia cong ty ban, Néu thong tin trong miu nay 13 do mét nhém nguti
cung cip thi cdc céu tra 10 dua ra ¢6 thé ghi nhan kinh nghiém cilia timg thanh
vién riéng bigt trong nhém hoac ca ca nhém néi chung tity theo yéu cdu.

PHAN 1
THONG TIN CHUNG VE VI TRf CONG VIEC

Phin nay cha ban cau hoi bao gém théng tin v& vi tri va vé cd nhén ngudi dién vae
biéu miu (ngudi dam nhigém cong viéc hodic ngudi duoc phong vén khic).

Ho va tén

Nhiém vu ctia ngudi tra 10i cau hoi

Tong sé tién thd lao hang nam

(Tién thudng thém vao phin tién thi lao co ban ciing phai duge dua vao)

Phin nay doi hoi ban miéu ta cac khia canh chung cha chinh cong viéc ciing nhu
céc dac diém chung ctia ngudi tra 18 12 ngudi thyc hién cong viée doé

Hiy d4am bao tra 18i 14t cd cdc cau hoi. N&u ban cdn su ghip d8, hiy hoi ngudi
gidm st clta ban hodic ngudi nao d6 trong bd phan nhan su dé ¢6 thong tin.

1. Nhém nghé nghiép

2. Téncdng viéc

3. Tén Tén dém

Ho _ Tudi
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4. Nhiém vu cia ngudi tra 1& cau hoi (danh ddu vio mét 6 thich hop):

Toi phu trich viéc nay

Toi gidm sét vigc nay

Toi 12 mot nha tu vin

Téi ti€n hanh phan tich dyva trén co s& cita cd nhém

Cic nhiém vu khédc

5. Muic hoc vén cao nhit d3 dat dugce (dién vio mot & thich hop):

Khong c¢é trinh doé gi

Trinh d¢ fiéu hoc hoic thip hon

Trinh d6 trung hoc hoéc thdp hon

Dao tao nghé nghiép hodc k¥ thuat; khong c6 bing cdp

Cao ding, khong c6 bing cdp

Béng 16t nghiep Cao ding (he 2 nam)

Bing t6t nghiép Pai hoc
Bing Thac s¥
Bing Tién s¥
6. (Gi6itinh: Nam Nit
7. Tdng s6 thoi gian lam cong viéc d6:56 nam: S6 thing:

8. Téng s6 thoi gian ngudi ddm nhan cong viéc 43 [am viéc cho cong ty:
S6 nam: 56 thang:
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9. S0 giv lam viéc trong mot tudn (ddnh dfu tit ca cdc 6 thich hop):

Lam viéc toan bo thoj gian, s6 gid 1am viéc trong mot tudn khong

thay déi (trén 35 gi®y)

Lam viéc toan bd thdi gian, s6 gid 1am viéc trong mot tuin khong cd
dinh .

Lam vi¢c toan bé thoi gian, cong viéc tam thii

Lam viéc khong toan thdi gian, s6 gity Iam viéc trong mot tudn khong
thay déi (it hon 35 gid)

Lam viéc ban thdi gian, s6 gidr 1am viéc trong mét tudn khong cf dinh

10. Bi lai (dédnh d4u tat ci cic 6 thich hop):

Cong viéc ndy d&1 hdi phai di cong tdc trong khu vire

Cong viéc ndy doi hédi phii di cong tic ngodi khu vuc

Cong viéc ndy doi hdi cac chuyén di qua dém

Cong viéc ndy khong doi hoi phai di cong tic

11. Chic vu nay ddi héi di lai cong tdc nhiéu nhy the nde (Pdnh ddn vao mot &

thich hop):

1-25% (t6i ¥4) thoi gian 1A danh cho viée di cng tic

26-50% (td1 2) théi gian 1a danh cho viéc di cong tic

51-75% (11 ¥a) thoi gian 1a danh cho viée di cong tic

Toan bo thii gian clia toi 1a danh cho viée di cong tic

12. Yeu cdu vé an miic (P4nh d4u tat ¢ céc 6 thich hop)

Muac trang phuc com-I¢ hoidc trang phuc vin phong

Quin 4o 1am viéc do bantur lo .

Ddng phuc 1am viéc do ngudi sit dung lao déng cédp

Dung cu bac vé hoiac d6 diing an toan lao dong (mi ciing, ging tay,

gidy lam viéc v.v..)

Phdn tich céng viéc
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13. Gidy phép/Gidy chiing nhan (dinh ddu vac mot o thich hop)

Khéng cé

Cé6 Gidy phép/Ching chi

14, Vi tri nay kiém so4t ngén sich

(téng s6 tién hang ndm ma ban duyc quyén chi ticu/phé chudn):

15. Hé théng khuyén khich hodc tién thudng (ddnh d&u tit ca cdc 6 thich hop):

chung

Khuyén khich/tién thudng dua trén k&t qua hoan thanh cong viéc

Khuyén khich/tién thudng dua trén chit lugng cong vige

Khuyén khich/tién thudng dua trén khoéi lugng cong viéc thuc hién

clia ci t6/nhém

Khuyén khich/tién thudng dua trén két qua hoan thanh céng viée

16. Téng s6 tién thit lao ban nhan duge hing nam:

17. Téi di thoi viée va sau 46 xin lam viée lai tai cong ty nay Co Khong
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PHAN 2
GIAM SAT VA CHIU SU GIAM SAT

Phin nay clta khao sat yéu cdu ban miéu ta cic loai gidm st méa ban nhan duoc va
céc loai gidm sét ma ban thyc hién d6t véi ngudi khic (néu c6). N&u ban cé thdm
quyén chinh thiic cac hon nhitng ngudi khic, hiy hoadn thanh céc cau hoi dudi
day. “Thdm quyén gidm sdt chinh thic” déi v6i nhitmg ngudi khic thudng bao
gom kha nang dp dung ky luat d6i véi he, hudng din cdc hoat dong va dédnh gii
k&t qua cong viéc cua ho. Néu ban khong ¢6 thdm quyén gidm sét chinh thic, hay
chuyén sang phén tiép theo.

Vé céc cau hoéi lien quan 161 nhimg ngudi ma ban gidm sat, hdly bao dam chi mé @
nhimg ngudi chinh thic bdo cdo cho ban. Thong thudng, ban s& cé thdm quyén
thué/dudi viéc ho, huéng din cic hoat dong clia ho va dinh gid két qua cong viéc
cia ho.

Hiy bao dam tra 1&i tdt c& céc cau hdi. Néu ban cin sy giip d&, hdy yéu cdu
ngudi gidm st clia ban hodc ngudi nao dé cha phong nhan sy dé c6 thong tin.

Chu y: Dimg tinh tring lip moi ngudi.

Cic nhan vién duge ngudi gilt chic vu nay gidm sdt tryc ti€p (dién céc con s6
thich hop)

Céc nhén vién khong cé vai trd gidm sdt

Cic cong nhan chuyén nghiép hoac cong nhan k¥ thujt dac biét

Cic nhén vién gidm sat va quan Iy

Nhan vién tap sis hoac hoc nghé

Khong thudc phdn viéc cua toi

Céc nhéan vién dugc ngudi ndm giit chitc vu nay gidm sit gidn 1ép (c6 nghia 1a
théng qua mét hay nhiéu c4p quan 1) — (dién cdc con s thich hgp vao 6 tréng):

C4c nhan vién khong ¢6 vai trod gidm sét

Cac céng nhan chuyén nghiép hodc céng nhan cé trinh d6 k¥
thuat dac bigt

Cé4c nhan vién c6 vai trd gidm sdt va quan ly

Nhan vién tap su hoac hoc nghé

Khong thudc phin viéc cha t6i
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Chiu su gidm §4t

Cong viéc clia ban cé phdi dugc kiém tra bdi (Ddnh ddu vao tdt ca cdc 6 thich
hop):

Gidm sét vién truc ti€p ciia ban

Céc gidm sdt vién khdc 1am viéc trong phong ban clia ban

Nhitng ngudi khiac khong phai 13 nhan vién cda chinh cong ty ban
{céc kiém todn vién bén ngoli, c4c thanh tra cha Chinh pha, v.v...}

Né&u ¢é, viec gidm séit ndy duge thuc hién thudng xuyén nhu thé ndo (Dénh dau
vao mot O thich hop)

Céc trach nhiém cong viéc chinh vA cong viec phu déu duoc gidm
st gdn nhu lién tuc.

Chi ¢ céc trach nhiém cong viéc chinh 14 dugc gidm sdt thudng
Xuyvén

Céc trdch nhi¢m cong viéc chinh duge gidm sdt khong thuong
xuyén.

Hau nhu khong co sy gidm sét cdc trich nhiém cong viéc

Viéc gidm sit nay thi€t y€u nhu th€ ndo d6i véi viéc hoan thanh sif mang chinh
clia cong vidc cua ban? (Pdnh diu vao mot 6 thich hop)

La mot phdn nhd cla cong viéc

Cin thiét nhimg khong phai 1i thigt yéu

Thuc si thi€t yéu

Gidm sét

C6 phai ngudi ndm chifc vu ndy gidm sit cong viéc hoac céc hoat ddng cia (ddnh
dsu vao tht ca cdc 6 thich hop):

Nhan vién tap su hozc hoc nghé

Cic cOng nhan khong tham gia truc ti€p vae van hanh may, ché tao,
s&n xudt hoac ch€ bien

Cong nhan tham gia tryc ti€p vho van hanh mdy, ch€ tao, san xuét
hoac ché bién ,
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Nhan vién hanh chinh hodc nhan vién hé wo

Cédc nhan vién marketing hoidc nhan vién ban hang

Cic chuyén gia k§ thuat hodc nhén vién chuyén mén

Céc gidm sdt vién truc ti€p

Céc nha quén 1y c4p trung gian (c4c quan 1¥ b6 phéin, quan 1y khu
VUC V.V...)

Céc nha quan 1¥ cdp cao hodc nhing ngudi diéu hanh

Né&u c6, viéc gidm sit ndy duge thuc hién thudng xuyén nhu thé nioc? (Pdnh d4u
vao mét O thich hop)

Céc trdch nhiém cong viéc chinh va phu duge gidm sdt gan nhu lien
tuc

Chi ¢6 cdc trich nhiém cong viéc chinh mdi duge gidm sdt thudng
Xuyén

Cdc trdch nhiém cong viéc chinh dugc gidm sdt khéng thudmg
Xuyén.

Hiu nhu khong cd su gidm sit cong viéc

Viéc gidm sit nay thi€t yéu nhu th€ nio d6i véi viéc hoan thanh s& mang chinh
cha cdng viéc ciia ban? (Panh ddu vio 0 thich hgp)

L3 mot phdn nhd cia cong viéc

Cin thiét nmmg khong phdi 1a thiét y&u

Thuc sy thiét y&u
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PHAN 3
CAC LINH VUC KIEN THUC VA KY NANG NGHE NGHIEP

Phén nay cia ban ciu hoi moé ta kién thic va k§ ning md ban st dung dé thuc hién
cong viéc ciia minh. Hay chi mé t4 nhiing gl cén thigt cho céng viéc cia ban; dimg
danh gid nhitng k¥ nidng ma ban c6 duge nhung céng viéc cha ban lai khong doi
hoi.

Hiy dam bao tra 19i tt cd cdc cau hodi. Néu ban cdn su gitip 46 hdy hoi ngudi gidm
sat ctia ban hoiic ai d6 trong b phéan nhan s dé ¢6 thong tin.

Cong viéc ¢ yéu cdu sir dung kién thifc hay k¥ nang trong cic linh vuc sau hay
khong (Dédnh ddu vao tit ca cdc 6 thich hop):

Kién tric, K¥ thuat

Nghé thuat

Quan tri Kinh doanh: Tai chinh

Quan tri Kinh deanh: Quan 1y bao gém quan 1¥ nhan su/quan ly
ngudn nhan luc

Quan tri Kinh doanh: Bén hang va Marketing

Giao tiép

Khoa hoc midy tinh

Gido duc, Do tao

Néng nghiép, 1am nghiép, ddnh c4, khai thdc gb v.v...

Ngoai ngiy

Luat

Khoa hoc ddi séng

Mua ban mady moéc

Ché tao

Toén hoc

Khoahoc Y t&
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Khoa hoc quan su

Khai khoang

Giao thong van tai

Bao tang, Thu vién, Khoa hoc Iuu triy

Nghé thust biéu dién

Cong viéc dich vu cho con ngudi, bao gém cit téc, my phiam, dich
vu ndi trg, chudn bi thuc phim va dé uéng

Khoa hoc vit Iy

Ton gido, Thén hoc, Triét hoc

Cédc mén khoa hoc x3 hoi bao gém Kinh t€ hoc, Khoa hoc Chinh
tri, Lich sir, Xa héi hoc, Tam 1y hoc

Cong viec vé két cflu bao gém kim loai tdm, hin, dién, moc, lam
éng nudc, xay dung

Ban sir dung nhitng kién thic hay k¥ nang nay thudng xuyén nhur th€ nao? (Bénh
ddu vao mét 6 thich hop)

Hang gi¢

Hang ngay

Hang tudn

Hang thiang

Hang nam

Kién thirc va k¥ ning nay thiét y&u nhu thé€ nao déi vdi viéc hoan thanh s mang
chinh ciia cOng viéc ciia ban? (Ddnh dau vac mét 6 thich hop)

La mét phdn nhod cla cong viéc

Cin thit nhing khong phai 13 thiét yéu

Thuc su thiét y&u
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Ban ¢6 cdn phéi c6 cdc ki€n thic va k§ ning ndy trudc khi bat ddu 1am viéc
khong? (Danh ddu vac moét o thich hop)

Cé

Khoéng

Ban cé dugc nhimg kién thitc va k¥ ning ndy bang cich nao? (Dianh ddu vio tdt ca
céc 6 thich hop}

Kinh nghiém trong qu4 trinh lam viéc (trong cong viéc nay hodc cic
cong viéc trude)

Chuong trinh gido duc hodc dao tao vira hoc vira lam chinh thifc

Trudmg trung hoc, truong dai hoc, cao dang, trudmg thuong mai
hodc trudmg ky thuat day nghé
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PHAN 4
SU DUNG NGON NGU

Phén ndy cda ban ciu hoi yéu cdu ban miéu ta k¥ ning ngdn ngi cdn thiét dé thuc
hién céng viéc. Hiy chi dua vdo cdc k¥ nang ngén ngit thuc sy cdn c6 cho vi trf
nay. Hiy bao dam tra 1&i 14t ¢4 cdc cau hoi. Néu ban cdn sy gitip d6, hay hoi nguoi
gidm sat cha ban hoac ai dé trong bo phan nhan su d€ ¢6 théng tin.

Trong khi thuc hién cong viéc clia minh ban cé (ddnh d4u tat ca cdc 6 thich hop):

Sir dung ngon ngit néi bing tiéng me dé

Sir dung ngon ngir viét bang ti€ng me dé

Sir dung ngén ngif néi bing mot ngoai ngiy

Sir dung ngoén ngir viét bing mot ngoai ngl

Khong thugc phin viéc cia 61

Hoat dong nay duge thyc hien thudng xuyén nhy thé nao trong céng viéc cla ban?
(D4nh ddu vao mot 6 thich hop)

Hang giv

Hang ngay

Hang tudn

Hang thang

Hang nim

Hoat dong niy thi&t y&u nhu th€ nio d6i vdi viec hodn thanh sit mang chinh clia
cong viéc cia ban? (Ddnh ddu vao mét & thich hop)

La mét phin nhé ctia cong viéc

Cin thiét nhumg khong phai 12 thigt yéu

Thure sy thiét yéu
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Ban c6 thé thuc hién cong viéc cia minh ma khong c4n phdi 1am dugc viéc nay
khong? (Pdnh ddu vao mot 6 thich hop)

Khéng, tit ca cdc nhan vién 1am cong viéc nay déu phai 6 kha
ning thue hién duge diéu niy

C6, viec dé khong nhat thiét déi v6i kha nang thuc hién duoc cong
viéc ndy

Toi khong bidt

Ban Iam gi v6i ngan nglt ma ban sir dung? (Panh ddu vao tit ca cdc ¢ thich hop)

Viét hodc soan thao

Dich thuat

Bi&n t4p, higu dinh, sira 181, doc va sira ban in thir hay sira chita 15i

Tém tat hojc 1am viét gon lai

Sao chép hodc phién &m

Lam th€ nio ban c6 thé ddanh gid dugc chét lugng cha hoat dong nay? (Ddnh dau
viao mét o thich hop)

Kha nang hoan thanh cong viéc ding thdi han

Kha ning dap ing yéu cdu vé khéi lugng cong viéc

Kha nang vugt qua kiém tra chét lugng cudi ciing

Céc kha nang khdc
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PHAN 5
SU DUNG THI GIAC VA CAC GIAC QUAN KHAC

Phén nay clia ban cau héi mé ta cdch ban sit dung kha nang quan sdt va cdc gidc
quan khdc dé thuc hién cong viéc cia minh. Hiy m6 ta chi nhimg hoat dong cin
thiét cho vi¢e thuc hién cong viéc cha ban.

Hay dam bao tra 101 tét ca céc cau hoi. Néu ban cédn sy gitip d& hdy héi ngudi gidm
sdt ctia ban hodc ai d6 trong bo phéan nhan sy d€ c6 thoéng tin.

Trong khi thuc hién cong viéc ciia minh ban ¢6 phai {ddnh ddu vio tdt ca cdc 6

thich hop}:

St dung céc bitc anh, tranh v&, hinh miu hodc dé thi

Sir dung ban thi€t k€, ban d6 hodc nhirng tai liéu tuong tu

Sir dung vat trung bay, dung cu do, déng hé do hodc cdc thiét bi do
ludmg

Quan sit sd luong hoac chat luong clia cdc nguyén vat liéu hoic
hang hod vat tur

Quan sdt cic ddc tinh vat 1Y cha ngudi hodc dong vat

Quan sét cir chi va hanh vi clia nguoi hodc dong vat

Quan sét hoat dong hodc sy van hanh miy mdéc hodc thiét bi

St dung thi gidc dé xem xét nhiing chi ti€t cuc nho ciia cdc vat thé

Sir dung thi gidc dé xem xét sy khdc nhau vé mau sic, cdc miu vit
hodc hinh dang

Sir dung thi gidc <€ tap trung vao mot vat thé

Sir dung thi gidc d€ xem xét sy khéac nhau vé khoang cich cba cic
1 vat thé

St dung thinh gidc dé xdc dinh va hiéu dugc 181 néi cha moi ngudi

St dung thinh gidc dé x4c dinh hudéng ciia ti€ng dong

Sir dung thinh gidc dé tap trung vao mot ti€ng dong trong s6 nhiéu
ti€ng dong
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Str dung thinh gidc dé nghe thiy dugc sy khic nhau vé d6 16n cha
ti€ng dong

Sir dung vi gidc khi xir 1¥ nguyén vat liéu trong moi trudng 1am viéc

Sir dung khitu gidc khi xir 1¥ moi trudng cong viée (chi phan biét cac
mili vi ban phai phat hién hodc ddnh gid khi thuc hién cong viéc ciia
minh)

Slr dung xdc gidc dé phat hién hodc ddnh gid cdc vat thé trong moi
truéng cong viéc ‘

Khéng thudc phin cong viéc cha toi

Lam th€ ndo ban c6 thé do dugce chat lugng cong viec khi sit dung thi gidc vi cdc
gidc quan khdc? (Ddnh ddu vio mot 6 thich hop)

Kha niang hoan thanh céng viéc diing thdi han

Kha ning d4p ting yéu cdu vé khéi lugng cong viéc

Kha ning vuot qua ky kiém tra chét luong cudi cling

Céc khd niang khéc

Viéc sit dung cic gidc quan nay dugc thuc hién thudng xuyén nhu th€ nao trong
qué trinh hoan thinh cong viéc clia ban (Ddnh ddu vio mot 6 thich hop)

Hang gid

Hang ngay

Hang tudn

Hang thang

Hang nim

Hoat déng nay thi€t y&€u nhu the€ ndo d6i véi vidc hoan thanh st mang chinh ca
cong viéc cha ban {Pdnh diu vao mot 6 thich hap)

La mot phidn nhé cia cong viec

Cin thi€t nhung khong phai 13 thigt yéu

Thyc sy thiét yéu
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‘Ban ¢6 thé hodn thinh céng viéc cha minh néu ban khéng lam dugce viéc nay
khong? (Danh ddu vao mot o thich hop)

Khéng, tat ca nhan vién 1am céng viéc nay phii cé khd ning lam
duge viéc dé

Cé, kha nang lam dugc viec d6é khong phai 13 thiét yéu d€ cb thé
thuc hién dugc cong viéc nay

Toi khéng bist
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PHAN 6

CAC QUYET DINH VE QUAN LY VA KINH DOANH

Phin nay cua ban ciu hoi mé ta nhitng quyé&t dinh vé quan 1y va kinh doanh ma
ban dua ra khi thyc hién cong viéc cia minh. Hiy mo ta chi nhiing quyét dinh nao
12 cin thigt cho viéc thuc hién cong viéc cla ban.

Hay dam bao tra 1o tit ca cic cau hoi. N&u ban cén su gidp d& hdy hoi ngudi gidm
sdt ciia ban hodc ai d6 trong b6 phin nhan su dé ¢6 thong tin.

Ban ¢6 tham gia vio viéc dua ra quyét dinh c6 lién quan dén:

Céc ngudn tai chinh {ddnh diu vio tat ¢a c4c 6 thich hop):

Thiét lap hodc thay dbi quy mo clia ngan sdch

Mua nguyvén vat liéu hodc hang hoa vat o

Mua méay méc thi€t bi hodc cdc co s& vat chit

Quan 1y céc khodn dau tu hodc cac ddng tién mat

Ciéc nguén noh

an luc (Bdnh ddu 14t cd cdc 6 thich hop)

Tang hodc gidm s§ nhan vién

Tang hoac giam luong hodc cac phuc lgi cua nhan vién

Thiét 1ap hodc thay déi cdc midc thim quyén hoac gidm sit

Thiét 14p hoic thay déi céc chinh sdch hoidc cdc quy trinh cong viéc

Phan céng trdch nhiém ca nhan vién

Van hanh v sén xudt (Danh d4u 4t ¢ cdc 0 thich hgp)

Xéc dinh cdc loai thiét bi duge dua vioe st dung hodc loai qui trinh
san xudt

Diéu chinh hoiic cai ti€n cdc hoat dong

Piénh gi4 tinh hién luc cha cdc hoat déng

Thiét iap hoic thay déi cic muc tiéu két qua

G2
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Céc chién luge kinh deanh dai han (Pénh ddu t4t cd cdc o thich hop)

Pua vio them mot sin phdm hodic mot day chuyén san xuit méi

Thay d8i cdc hinh thitc hodic mic do clia céc dich vu chio mdi cho
khéch hang

Pdng cira hodc cit bd mot s8 khau cda cdc hoat déng hién tai

Binh chi sén x4l cdc sdn phim

Binh chi cung c4p cdc dich vu

Déng cira cic co s kinh doanh

Mua lai cdc co sé&r kinh doanh dang hoat dong

Thanh 13p céc co sé kinh doanh méi

Bién cic co s0 kinh doanh do ¢dng ty ctia ban sd hitu

Khong thuéc phin viéc cia t6i

Lam thé ndo ban c6 thé dinh gid duge chat lugng clia qud trinh dua ra quyét dinh?
(Panh dau vao t4t ca cédc o thich hgp)

Kh# ndng thuc hién diing thai han

Kha ndng ddp Ung yéu cdu vé khéi luong cbng viec

Kha nang vuot qua kiém tra chat lugng cudi cing

Céc kha ning khic

Ban tham du vao viéc dua ra cdc quyét dinh dé thudmg xuyén nhi thé nao? (Danh
d4u vao moét 6 thich hop)

Hang gi&

Hang ngay

Hang tudn

Hang thang

Hang nam
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Vai trd cua ban trong viéc dura ra cic quyét dinh d6 1a gi? (Ddnh ddu vio 6 thich

hop nhét)

Tai cung cip thong tin hodc diu vao cho nhilng ngudi ra quyét dinh

Toi dua ra cic khuy#&n nghi cho nhimg ngudi ra quyét dinh

Téi ra quyét dinh nhung cdn c6 sy chdp thuan cla ngudi gidm sit
cha toi

Toéi c6 tham quyén phé chudn cao nhit d6i v4i quyét dinh nay

Cép cao nhét nao chiu anh hudng truc ti€p cua cic quyét dinh d6? (Ddnh diu mot

6 thich hop)

Timg nhan vién

Timg té, nhém cong viéc

T4t ca cdc bo phan hoac cac phong ban

Toan thé doanh nghiep
Vai trd ctia ban trong viéc thi hiinh cdc quyat dinh d6 | gi? (Bdnh ddu vio mot 6
thich hop)

Toi khong cd vai tro gi, nhitng ngudi khic chiu trach nhiém

Téi giao viéc thi hanh cho nhimg ngudi khdc

Toi Iam viéc véi nhilng ngudi khéc dé thi hanh quyét dinh

Téi tr minh thuc hién cdac quyét dinh nay
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'PHAN7 VA 8
GIAO TIEP NOI BO VA GIAO TIEP VGI BEN NGOAI

Phédn ndy cia bin ciu héi tap trung vio cic thé loai giao ti€p ban ti€n hanh véi
nhimg ngudi khdc dé thuc hién céng viéc. Hay dua vao chi nhing ngudi ma ban
phii giao ti€p dé thue hién cong viéc

Giao ti€p noi bd 1a cdc giao ti€p v6i nhitmg ngudi cling 1A nhan vién cha cong ty.
Giao ti€p v6i bén ngoai 1a giao ti€p vdi nhimg ngudi ngodi cong ty (cdé nghia 1
nhilmg ngudi khong phai 12 nhan vién cla cong ty). D61 véi giao ti€p noi bo va giao
ti€p véi bén ngoai, khong dugc tinh triing.

Hiy dam bao tra i tt ca cdc cau hdi. Néu ban cdn sy gidp do hay hoi ngudi gidm
sdt cia minh ho#c ai dé trong b6 phan nhan su d€ ¢6 thong tin.

CAC GIAO TIEP NOI BO

Trong pham vi doanh nghiép cda ban, ban cé giao ti€p vdi (Danh ddu vao t4t ci
céac 6 thich hgp)

Nhan vién tap su hoiic hoc nghé

Cac cong nhan khoéng truc ti€p tham gia vio van hanh may méc, ché
tao, san xudt hoic ché bién

Cic cong nhan truc ti€p tham gia vao van hanh mdy méc, ch€ tao,
san xudt hoic ché bign

Nhan vién hanh chinh hodc nhan vién hé trg

Nhan vién marketing hodc nhan vién bdn hang

Ciéc chuyeén gia k¥ thuat hodc nhéin vién chuyén mon

Céc gidm sat truc tigp’

Céc nha quan ly cdp trung gian

Céc nha quén 1y ¢dp cao hodic nhimg ngudi diéu hanh

Khong thudc cong viéc cha toi
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Ban thuc hién cdc giao ti€p nay thudng xuyén nhu the€ nao? (Pinh dfu vio mot o
thich hop)

Hiang gi¢

Hang ngay

Hang tuin

Hang thang

Hang nam

Ai khoi xudng cidc cudc giao tiép nay? (Danh ddu vao mot 6 thich hop)

To6i thudmg khdi xudng viéc giao ti€p voi ho

Ho thuéng khoi xudng vidc giso ti€p vdi toi

Tuy hic, khong ¢6 moét khudn miun nhét dinh

Ban 1am gi cho hodc v6i cdc giao ti€p nay? (Danh diu vao tét ci cac 6 thich hop)

Nhén thong tin, chi thi, ménh 1énh

Pua thong tin, phéng van hoic trao ddi théng tin

Thuong fugng hodc dam phén véi ho mot cach chinh thitc

Phdi hop hoac x4y dung lich trinh cho céc hoat ddng cGa ho

Tép hudan, dao tao, chi dao v gido duc ho

Giam s4t, dinh gid hosic phé chuin cong viéc clia ho

Giai quy#ét céc thic mic/tranh chip cé lién quan dén ho

Giao phé, phan viéc hoiic sdp x€p thit wr vu tién cho cédc hoat dong
trong cong viéc clia ho

Lam vi¢c nhu mét nha ty vin

‘Béan hang cho ho hodc thuy€t phuc ho

Tiép dii hodc giai tri v6i he

Chita tri hodc cung cép li¢u phdp cho ho

Canh gic hodc bao vé sy an toan cia ho
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Lam thé nao ban c6 thé ddnh gis chat lugng chia viée thuc hién céc giao ti€p noi bo
ciia ban? (Danh d4u vao tét ca cdc 6 thich hop)

Kha ning dap dng cac véu cdu vé thii gian

Kha ning dép ting yéu cdu vé khéi lugng cong viéc

Kha nang dip ing yéu cdu v giao tiép

Cic kha ning khac

CAC GIAO TIEP VOI BEN NGOAI

Ban c6 ti€p xiic véi nhimg ngudi ngoai doanh nghigp 12 (ddnh d4u vio it ca cdc 6

thich hop):

Tré so sinh, {ré em, thanh thi€u nién

Sinh vién

Khéach hang

Cong chiing hoac nhitng ngudi Xin viée

Nhan vién bdo chi hodc cic phuong tién truyén thong

Céc cdn bd Nhit nude hodc nhan vién cia cdc co quan diéu tiét

Cic nha cung cdp hofic cic dai dién ban hing

Cic nha thdu, nha thu phy, nha tu vin hodc cdc dai 1y

Cic 18 chic hiép hoi hodc cdc nhém quyén lgi dic biet

Céc nhom cong dan, cong dong hodc cdc nhdém tir thién

Nhan vién clia cdc doanh nghiép khic

Nhan vién quan ly cha cdc doanh nghiép khic

Khéng thuéc phin viéc cha toi
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Ban thuc hi€n cdc giao ti€p do thudmg xuyén nhu th€ nio? (Pdnh dau vie mot &
thich hgp)

Hang gio

Hang ngay

Hang tudn

Hang thz’ing

Hang nam

Ai khdi xudng cic giao ti€p nay? (Pénh ddu vao mot 6 thich hgp)

Toi thuomg khdi xudng viée giao ti€p véi ho

Ho thuémg khdi xudng viéc giao tiép véi toi

Tay lic, khong c6 khudn miu nhit dinh

Ban Iam gi cho hodc véi cdc giao ti€p d6? (ddnh ddu vao 14t ca céc o thich hop):

Nhén théng tin, chi thi, ménh lénh

Pua thong tin, phong vin hodc trao dé; théng tin

Thueng luong hodc dam phdn vét ho mot cdch chinh thic

Ph6i hgp hoic sip x&p lich trinh cho céc hoat dong chia ho

Hudén luyén, dao tao, chi thi, gigo duc ho

Giam sét, ddnh gia hodc phé chudn cong viec clia ho

Giai quyét cic thic mic/tranh chip c6 lién quan dén ho

Giao phd, phan cong hodc x&p dat thit tu vu tién cho cic hoat
déng trong cong viéc clia ho

Lam viéc nha mot nhd tr vin

Bén hang cho ho hodc thuyét phuc ho

Ti€p dai hoic giai tri v6i ho

Diéu tri hoic cung c4p ligu phip cho ho

Canh gdc hoic bao vé su an toan ciia ho
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Lam th€ ndo ban ¢6 thé ddnh gid duoc chét luong cia viée thuc hién cdc giao tiép
beén ngoai cia ban? (Ddnh dau vao tat ca céc o thich hop)

Kha nang dép tng cic yéu cdu vé thoi gian

Kha ning ddp ing cdc yéu ciu v€ khéi lugng cong viéc

Kha nang d4p img céc yéu cdu vé giao ti€p

Cic kha nang khic
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PHAN 9 VA 10
CAC CUQC HOP BAN THAM GIA, CHU TOA HOAC KHOI XUGNG

Phin nay clia ban cau héi t4p trung vao céc cudc hop ma ban tham du. Nhin
chung, cic cudc hop duge dinh nghia nhu nhitng cudc gip mit cé muc dich gifa
hai ngudi trd 16n nhim thuc hién nhiing hoat dong c6 lién quan dén cong viéc.

Cic cude goi dign thoai hoidc héi nghi cé thé duge dinh nghia nhu 13 nhiing cube
hop. Néu ban khong chic chan ligu mét cudc goi dién thoai tay doi gilta mot
ngudl nay vai mot ngudi kia 6 phai 1a moét cude hop khong thi hdy sit dung mot
dinh nghia nghiém ngit vé cudc hop va dimg tinh cudc dién thoai nay.

Trong viéc xdc dinh con ai tham gia cdc cudc hop, dimg tinh trung lap. Hay chi rd
liéu nhilng ngudi tham du ¢é phai 13 tir khu vire clia ngudi dam nhan cong viée (vi
du nhur phong ban, b phan hodc don vi) trong doanh nghiép, tir cdc khu vire khdc
hodc tir bén ngoai doanh nghiép hay khoéng.

Hiy dam béo trd 101 4t ca cdc ciu hoi. Néu ban cdn sy giip do, hiy hoi ngudi
gidm sdt cha minh hoic ai d6 trong bo phan nhan su dé c6 thong tin.

CAC CUOC HOP MA BAN THAM DU

D€ thyc hign cong viéc clia minh, ban ¢6 tham dy cdc cuéc hop dé (ddnh ddu t4t
cé cdc 6 thich hop):

Tu van hodc cung cdp nhitng théng tin chuyén mon

Trao déi thong tin hodc cdc ¥ tuéng

Phéi hop hodc sdp x&p lich trinh cho cic hoat dong clia cong viée

Dao tao hozc ti€p nhan d3o tao, nhan hodc ra chi thi, cung cép
hoac ti€p nhén gido duc

Giam sdt

Thuyét phuc hoic ban hang

Thuong leong hoac dam phdn chinh thic

Giai quy€t cdc mau thudn heic tranh chép

Pénh gia cic lya chon hodc dua ra quyét dinh

Chin dodn hojc giai quyét cic vin dé khé khin

Ra chinh sdch, qui ch& hodc cic quy trinh

Khong thudc cong viéc cla toi
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Ban tham gia cdc cudc hop thuong xuyén nhu thé nao? (Banh ddu vio moét 6 thich
hop)

Hang ngay

Hang tudn

Hang thing

Hang niam

Lam th€ nao dé ban c6 thé ddnh gid dugc chit lugng cla cdc cu6c hop ma ban
tham gia? (P4dnh ddu vio 14t ca cic 6 thich hop)

Kha ning dép Uung cdc yéu ciu vé thdi gian

Kha nang ddp ing cdc yéu cdu vé khdi lugng cong viée

Kha niing ddp iing cidc yéu ciu vé giao tiép

Cic kha nang khac

Ai trong doanh nghiép ciia ban tham du cdc cudc hop d6 (Pénh ddu vao 18t ca céc
¢ thich hop)

Céac nhan vién khong phai 1a gidm sat vién

Céc nhan vién chuyén mon/k¥ thuat

Cac gidm sat vién truc tiép, cac nha quén 17 ¢dp trung gian

Cic nha quan 1§ cdp cao -

Al tir bén ngoai cong ty cha ban tham du? (Panh dau vae tat ca cdc 0 thich hop)

Céc nhan vién khong phai la giam sdt vién

Céc chuyén gia k¥ thuat

Céc cong nhan chuyén nghigp

Céc gidm sdt vién, cdc nha quan 1y cip trung gian

Céic nha quan 1y c¢ép cao
Céc quan chitc Chinh phi

Bio chi va phuong tién thong tin

Cong ching
Khach hang

Phin tich cdny vide 1]



Ai & bén ngedi cong ty clia ban tham du cdc cudc hop d6? (Ddnh ddu tat ca cic o

thich hop)

Cédc nhan vien khéng phai 13 gidm sit vién

Cic chuyén gia ky thuat

Cidc cong nhan chuyéa nghiép

Céc gidm sat vién hoac cdc nha quan Iy cdp trung gian

Céc nha quan Iy cdp cac

Cic quan chic Chinh phi

Bio chf hoac phuong tién thong tin

Cong ching

Khach hang

1H4
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PHAN 11
CAC HOAT PONG THE CHAT

Phan nay clia bin cau hoi tap trung vio cdc hoat déng co thé cin thiét dé thuc hién
cong viéc. CAc hoat déng khong can thi€t d6i vdi viéc thuc hign cong viéc thi
khong duge dua vao,

Néu ban khong chéc chin ligu mot hoat déng c6 phai 1a cdn thiét hay khéng thi cé
1€ d6 khong phai 12 mét hoat déng cén thiét.

Hay dam béo trd 1oi tit ca cdc cau hoi. Néu ban ¢in su gitp d&, hiy héi gidm sdt
chia ban hodc ai d6 trong b6 phan nhan sy dé cé théng tin.

Trong khi thuc hién céng viéc ciia minh ban ¢6 (ddnh ddu vao t4t ci céc 6 thich
hogp):

Qui g6i, khom lung hoic bo

Ng6i trong nhitng khodng thoi gian dai

Ding trong nhitng khoang thoi gian dai

i lai trong khi 1am viéc

Chay

Leo cdu thang, cdy thang, gian gido

Ph6i hop mit, tai, tay va chan

Lam nhitng déng tic cir dong cdnh tay va ban tay chinh xéc

Lam nhimg ddng tdc ¢ir ddng ngon tay chinh xdc

Nang vat thé niang bing tay

Mang nhiing vat thé niing bing tay trong nhiing khodng céch ngén

Mang nhiing v4t thé niing bing tay trong nhitng khoang cich dai

D4y hodc kéo nhilng vat thé nhe bing tay

1Lam céc ddng tic nhanh hodc lap di Iap Iai o6 sy lign quan dé&n todn
b6 co thé clia ban

Thuc hién sy gang stc cha co thé trong nhiing khoang thdi gian dai

Phéi hop gilta chan va tay

Khaéng thude phin viée ciia téi
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Hoat dong nay duge thuc hién thudng xuyén nhu the nao trong cong viée clia ban?
{D4nh dau vao 6 thich hop}

Hang gio

Hang ngay

Hang tuan

Hang thing

Hang nadm

Lam thé€ nao ban co th€ danh gid duge chat huong clia viéc thuc hién hoat dong
nay (Dédnh diu vao tit ci cdc 6 thich hop)

Kha nang thuc hién ddng thoi han

Khd nang ddp ing yéu cdu vé khdi lugng cong viec

Kha ning vaot qua kiém tra chit lugng cudi cling

Cé4c kha nang khdc

Hoat dong nay thiét yéu nhu thé nao d8i véi viéc hoan thanh sit mang chinh cia

cong viée clia

ban? (Ddnh ddu vio mot 6 thich hop)

La mot phén nho ca cong viéc

Cén thi€t nhung khong phai 12 thiét yéu

Thye sy thiét yéu

Ban c6 thé hoan thinh dugc c6ng viéc clia minh ma khong cédn phai thuc hién
duge hoat dong nay hay khong? (Panh ddu vao mét 6 thich hgp):

Kheéng, tdt ca nhan vién 1am cong viéc nay déu phai thyc hién
duoc hoat dong nay

C6, hoat dong d6 khong phai 12 thi€l y&u dé cé thé thuc hién cong
viéc nay

Tai khong biét

iig
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PHAN 12
SU DUNG THIET BI, MAY MOC VA DUNG CU

Phin nay cha ban cau hoi tap trung vio thiét bi, may mdc va cic dung cu duge st
dung cho vi tri nay. Hiy chi tinh nhitng thi€t bi thyc t€ duge ngudi ddm nhiém
cbng viec dé sit dung d€ hoan thanh cong viée.

“Sit dung thigt bi” duge dinh nghia nhu sir vin hanh, diéu chinh, sira chira thiét bi
va huin luyén nguoi khic sir dung thiét bi. Pung tinh tring 13p bit citf mot thiét bi
nao.

Dai vot cau hoi “Hau qua thudng xay ra nhit cla viée sir dung khong ding thiét bi

d6i vdi tai san va con ngudt 12 gi”, clu tra 13 chi duge bao gém nhitng kha ning
¢6 tinh thuc t&.

Hiy ddm bao tra 191 it ca c4c cau hodi. Néu ban cén su gidp 45 hiy hdi ngudi giam
sdt cia minh hodc ai 46 trong b0 phan nhan s¢ clia ban d€ ¢6 thong tin.

Trong qud trinh thuc hién cong viéc ciia minh ban cé st dung:

M4y tinh va cdc thiét bi van phong {ddnh déu 14t ca cdc 6 thich hop):

Maiy tinh c4 nhin (bao gém cdc thift bi ngoai vi nhu A mdy in,
méy v&, miy quét, v.v..)

M4y tinh Ién hodc cdc mdy tinh da ngudi st dung khdc (bao gém
céc thié€t bi ngoai vi nhir 1a mdy in, mdy v&, é bang, v.v..))

Céc thi€t bi ban phim khic (mdy d4nh chf, mdy tinh tay, mdy
cong, mdy thu tién,v.v...)

Cic thiét bi vin phong chufn (miy photocopy, dién thoai, fax
V.V...)
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Ciée miy méc ¢ dinh (Ddnh dfu vao tdt ca cidc 6 thich hop):

Céc mdy cit, han, tao khuon, khoan hoiic céc joai mdy tuong tu

Cic mdy déng hop, déng chai hosc cdc may dong géi bao bi

M4y in hodc cdc mdy tuong tu (khong bao gém mdy photocopy
van phong, mdy sac chép v.v...)

Céc thi€t bi chuyén nguyén vt ligu

Cédc may khédc diing dé ché€ bién hoic thay d6i nguyén vit lidu

Cdc mdy k¥ thudt, khoa hoc hodc mdy méc y t&€ (mdy ra da, X-
quang, may dinh vi ding am thanh v.v...)

Céc dung cu luu ddng va cic loai xe c6 (D4nh diu vao tdt ca cic 6 thich hop):

Cic dung cu luu dong diéu khién bing tay {xe cit kit, xe chd
hang hoa ddy tay, xe cii tién v.v...)

Céc dung cu hoiic thiét bi luu dong chay bing dién (miy xén co,
may dinh san, v.v...)

Xe choyén chd hang nhe (xe con, xe khdch mini, xe thing v.v...)

Xe chuyén chd hang ning

Xe chuyén dung (mdy nang hang, xe hanh ly, Xe chai gon,v.v...)

Phuong tién di dudi nudc (thuyén mdy, thuyén c6 méi chéo,
v.v...). Dimg tinh cdc phuong tién chi chd mot ngudi.
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Cic dung cu va vii khi cm tay (Dénh dau vao 14t ca cdc 6 thich hop):

Céc dung cu chay bing dién (mdy khoan tay, mdy han, v.v...)

Céc dung cu ngan cdm tay {chéi son, bda, dao, v.v...)

Céc dung cu dii cdm tay (cdi cho, cdi xéng, cdi chédi, cdi cudc,
cudc chim, v.v...)

Cic thi€t bi do (thuéc do, thudc tric vi, nhiét k&, thudc cuon,
v.v..)

Cic thi€t bi v& hodc viét chuyén mén (bit 1ong, khuon miu, dung
cu v& k¥ thuat, bat, v.v..)

Siing luc, sing ngin hodc céc loai vil khi khéc

Khéng thudc cong viéc cla toi

Ddi v6i cic cau hdi sau day, hdy chi ra rFing ban mudén ham y loai thiét bi ndo néu
ban ddnh diu vio nhiéu hon mot 6 trén day.

Ban sir dung cdc thi€t bi ndy thudng xuyén nhu thé€ nao? (Pdnh ddu vae mot o
thich hop cho timg loai thi€t bi)

Hang giv

Hang ngay

Hang tudn

Hang thing

Hang nam

He qua thudng xay ra nhit d6i v4i tai san cia viéc sir dung thiét bj khéng ding 1a
£1? (Panh ddu vae moét 6 trdng thich hop véi mbi loai thiét bi):

Khong 1am hong thi€t bi hodc tai san

Lam héng khong ddng k€ thiét bi hoac tai san

Lam hong thiét bi hodc tai san & mie do vira phai

Lam hong nghiém trong thiét bi hodc (ai san

Pha hity hoan to#n thi€t bj hodc tai san

Phin tich o dng vide Vi



Pd3i véi nhilng ngudi 1am viéc (ddnh ddu vio 6 tréng thich hop cho maéi loai thiét

bi:

Khoéng cé thuong tich hoac m4t thdi gian lam viée

C6 thuong tich nhe va khéng mét thoi gian 1am viéc

C6 thuong tich nang phai yéu cdu di€u tri y € va mit thai gian
1am viéc

Bi thuong tat vinh vién hoac thuong tich de doa dén tinh mang

Ti vong cla ban than hoac cia ngudi khac

Ban ¢6 thé hoan thanh céng viéc chia minh khong néu ban khong 1am dugc viéc dé

hay khong?

Khang, tit cd cdc nhan vien 1am cdng viéc nay déu phai 1am duoc
viec dé

C6, didu d6 khong nhdt thiét dé c6 thé hoan thanh cong viéc

Tai khong biét

Ban 1am gi véi thigt bi nay? (Pdnh dau vio mét o thich hop cho méi loai thiét bi)

T6i van hanh hoic kiém sodt né

Téi thir nghiém hodc chin dodn cdc truc triac cua thiét bi dé

T6i khoi dong, tét, didu khién hodc diéu chinh hoat d6éng ciia nd

Toi ti¢p nguyén licu vao hoic dd nguyén lidu tir thi€t bi.

T6i gidm sdt, didu khién, chinh sita hodc huan luyén ngudi khic
str dung thiét bi

Toi lip rdp, thdo rdi hoiic sita chita thiét bi
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PHAN 13
CAC PIEU KIEN MOI TRUONG

Phin nay cila ban cau hdi tap trung vao cdc diéu kién ma trong dé cong viéc duge
thuc hién. Chi cé nhitng ngudi duge phong van-ngudi tép xdc véi cdc diéu kién
dugc mo ta trong phin niy nhu 1 két qua truc ti€p ciia cic hoat dong trong
cong viée cuia ho-12 cédn tra 101 nhitng cau héi ndy

Hay dam bao trd 10i tdt ci cdc cau héi. Néu ban cdn su gidp 46, hiy héi ngudi
gidm sat cha minh hoac ai d6 trong bé phan nhan su cla ban dé ¢é théng tin.

Nhu 12 két qua tnrc tiép ctia cdc hanh dong trong cong viéc, ban c6 ti€p xic véi
{danh d4u vio t4t ci cdc 6 thich hop): '

Cic rung dong

Nhiét 40 cao hon 32°C

Nhiét do thap hon — 15°C

Thi€u dnh sdng

Chc diéu kién thoi ti€t bat loi (mua v.v...)

Cic diéu kién 13m viéc thi€u vé sinh

Khéng gian lam viéc trén hodc dudi mit nude

Khéng gian 1am viéc dudi mat dat

Khong gian 1am viéc chat choi hoic han ché

Khong gian 1am viéc trén mat san tron

Khong gian lam viéc trén mat san khong 8n dinh

Khong gian 1am viéc ¢ d6 cao

Ti€ng 6n qud 16n 16i miic cdn cé bao vé chdng ti€ng 6n

Mili 6 hai hodc khé chiu (ngodi khéi thudc 14)

Chat 6 nhiém hodc chit la ddi héi phai 6 dung cu, quin 4o bao
ho hodc thiét bi thd.
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Bitc xa & muc phii ¢6 dung cu bdo hé hoiic thi€t bi difu khién
theo doi.

Nhitng nguy hiém thé chét do con ngudi gay ra.

Tiép xdic véi cdc vat chuyén déng,

bién giat

Ciéc hda chit doc hai hodc nguy hiém

Chat gay nd

Khong thuéc phin viec clia toi

Ban ti€p xic v6i cdce difu kién ndy thudng xuyén dén mic nao? (Ddnh dau vko
mot O thick hop):

Hang gio

Hing ngay

Hing tudn

Hang théng

Hang niim

Néu c6, hau qua thudng xdy ra nhat cia sy tiép xdc nay 1a gi? (Chon hau qud nang
né nhit c6 thé xdy ra):

Khéng cé thueng tich hogc mét thii gian 1am viéc

C6 thuong tich khéng dang ké vA khong mat thoi gian 1am viéc

Co thuong tich ndng cdn phdi diéu tri y t€ va mat thoi gian lam
vige

Thuong tat mat kha nang tam viéc vinh vién hodc thuwong tich ¢6
de doa dén tinh mang.

Ta vong cua bén than hodc ngudi khic
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PHAN 14
CAC DPAC TINH KHAC CUA CONG VIEC

Phén cuéi ciing nay cBa ban cau hodi phan 4nh cdm gidc va nhin thic cia ban vé
cong vi¢c. Khi tra 16i nhifng cAu hdi nay, hiy didm bdio ring ban dinh gia timg
muc theo diing vai trd cla né déi vi céng viéc nay chit khong phai trén co s& ¥
mudn cita ban.

Hiy dam béo ring ban tra 101 4t cd cdc cau hdi. Néu ban cén sy gitip d&, hdy hoi
gidm s4t cha ban hoic ai d6 trong b6 phin nhan sy dé c6 thong tin.

Cong viéc ctia ban ¢6 doi hoi ban (Dédnh déu t4t ca cédc 6 thich hop):

Xidc dinh phuong phép nao hoac thiét bi nao ban s& st dung

Xiéc dinh cdc phuong phap va thiét bi nao nhing ngudi khic sé s
dung

Tao anh hurdng t6i cdc hoat dong cong viéc cla nhiing ngudi khéc
& ngoai khu vuc clia ban

Kiém sodt t6c do cong viec ciia ban hodc sip dit cdc hoat dong

Luya chon céc hoat dong cia cong viéc

Sir dung cdc k¥ nang khéc nhau

Hoc cic k¥ nang mdi trong khi lam viéc

San xudt ra mot san phdm hoan chinh hodc thuc hién mot dich vu
tron ven

Phu thuéc vao viéc ngudi khic hoan thanh cong viéc ciia ho trude
khi ban c6 thé hoan thanh céng viéc clia minh

Hoan thanh cong viéc clia ban sac cho nhitng ngudi khac cé thé
hoan thanh cong viéc cira ho

Thuc hién cdc nhiém vu hodc cdc du 4n chung cing vdi nhimng
ngudn khéc.

Thuc hién céc hoat déng tri 6c nhu nhau duge 1ap di 1ap lai.

Thyc hién cic hoat dong co thé nhu nhau duge 13p di lap lai

Thuc hién mot s6 nhiém vu khic nhau
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Lam vi¢c v6i nhing ngudi dau y&u

Lam viéc v&i nhitg ngudi & trong tinh trang 14t cang thang hoac
kh6 khan d6i véi ban

Lam viéc véi nhig ngudi ma ban khong ¢6 thim quyén d6i véi
ho

Lam viéc & nhing noi mi ban bi ngudi khdc lam mét tap trung
hodc gidn doan

Lam viéc trong didu kign chiu sic ép cao vé thoi gian hoac thoi
han.

Ti€p nhan ¥ kién phan héi tir khich hang cha cong ty ban

Ti€p nhan ¥ kién phan héi tir cdc nhan vién khic (khong phai 1a
ngudi gidm sit ban)

Ti€p nhan ¥ ki€n phan héi ngudi gidm sit ban

Tu x¢t dodn ban thin xem ban dang thuc hién céng vi¢c 161 dén
mifc nho.

Ban phai d6i mat vdi cic tinh hudng nay thuong Xuyén nhu thé nao? (Dinh diu

vio o thich hgp):

N Hing gi¢
Hang ngay
Hang tuidn

Hang thang

Hang nim

chinh cua cén

Nhﬁ'ng tinh hudng nay thiét yéu nhu th€ ndo d6i véi viéc hoan thanh s mang

g viéc chia ban? (Ddnh ddu vio mét & thich hop)

La mot phén nho ciia cong viéc

Cin thi€t nhung khong phai la thiét y&u.

Thuc su thiét y&u.
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Phu luc C - Chu giai Thuat ngir
B

Bin mo t& cong viéc (Job description) Mot ban viét mo ta nhilng gi ma ngudi
dam nhi¢m cong vigc dé lam, cong viéc duoc thire hién nhu the nio va tai sao lai
phai thuc hién.

Ban yéu cau chuyén mon cia cong viéc (Job specification) Mot ban thé hi¢n
cdc yéu cu trinh d6 161 thidu c6 thé chap nhan dugc md mot ngudi dam nhiém
céng viéc cdn c6 d€ c6 thé thyuc hién thanh cong céng viéc duoc giao.

Bio duéng phong ngira (Preventive maintenance) Su bio dudng dugc thuc hién
trude khi héng héc xay ra.

Bit dinh (Uncertainty) Tinh hudng ma ngudi ra quyét dinh khéng cé duogc su
khéng dinh v& mét vin dé va cling khong cé di tinh hop 1y kha nang vin dé dé cé
thé xay ra.

Bé€ tdc chién luge (Stuck in the middle) Tinh trang mot céng ty khong thé canh
tranh bing chién lugc tien phong vé chi phi hiéu qud, chi€n luge khéc biét hoi va
chién luge tap trung trong diém.

Bién ho di thudng {(Devil’s advocate) C6 tinh dua ra cdc 1ap ludn d6i lap véi céc
l4p lufn clia da s6.

C

Cic van dé co két can ro rang (Well-structured problems) Cic vin dé tnue 1iép,
quen thude va dé xdc dinh.

Cam két v6i 16 chitc (Organizational commitment) Su huong tGi cong ty cha
ngudi lac dong bing long trung thanh véi cdng ty, moi lien hé vi su tham gia vao
hoat dong cia cong ty.

Cang thing (Stress) Mot didu kién dong théi trong d6 mot ngudi phai d6i mat
véi mét co hoi, sir han ch€ hay mét ddi héi lién quan dén didu mi ngudi d6 mong
muén ma két qua duge xem 13 bat dinh va quan trong.

Chat luong cudce séng (Quality of life) Mot dic tinh van hod quéc gia phan dnh
sy dé cao cdac mdi quan hé va sy quan tam 61 ngudi khic.

Chuang trinh hanh dong khing dinh (Affirmative action programs) Chuong
trinh nhim ting cudng vi the vé 18 chitc cha cdc thanh vién cdc nhém duge bio
tro.
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Chi phi gian tiép (Indirect costs) Céc chi phi ma hdu nhu khong bi 4nh hudng
khi ddu ra thay déi.

Chia sé cong viéc (Job sharing) Mot gidi phap trong do c6 tir hai ngudi trd len
chia nhau lam ciing mét coéng viéc 40 gié mot tudn.

Chién lugce cap cong ty (Corporate-level strategy) Tim ki€ém dé xéc dinh nhimg
hoat dong kinh doanh nlo ma cong ty cén phai thuc hién.

Chién luge chiic nang (Functional-level strategy) Tim ki€m nham xéc dinh xem
lam thé nio dé phuc vu chién luge cdp cong ty.

Chién luge 6n dinh (Stability strategy) Mot chién lugc cap cong ty, dic trung
boi su khong c6 nhimg thay déi Ion.

Chién lugc tang truong (Growth strategy) Chién luge cép toan céng ty nhim
tang mac d6 hoat dong cta cong ty. Chién luge nay thudng bao gém tang doanh
thu, ting nhan vién va/hoac tang thi phan.

Chién luge thu hep (Retrenchment strategy) Mot chién luge cap cong ty nhim
giam pham vi ho#c sir da dang cla c4c hoat dong cong ty.

Chién lugce theo linh vurc kinh doanh (Business-level strategy) Tim kiém dé xac
dinh xem mot cong ty cian phai canh tranh nhu th€ nao trong timg linh vuc kinh
doanh ctia minh,

Chi nghia ci nhan (Individualism) Mot khia canh van hod trong d6 ngudi ta
phéi tu lo lidu cho lai ich cia ban than va cia cdc thanh vién trong gia dinh minh.

Chi nghia doc doan (Authoritarianism) Niém tin rang nhimg ngudi khic nhau
phai ¢6 vi th& va quyén luc khdc nhau trong cong ty.

Ch1 nghia hep hoi (Parochialism) Cich nhin nhan ich ky va hep hoi vé thé gidi,
str thién kha nang thira nhan sy khdc biét giirta nhing ngudi khic nhau,

Chu nghia tap thé (Collectivism) Mot khia canh vin hod trong d6 ngudi ta mong
doi nhitng ngudi khic trong nhdm cla minh quan tam dé€n ho vi bao vé ho khi ho
gap khé khan.

Chitc nang quan 1y (Management functions) Su hoach dinh, t8 chifc, chi dao va
kiém soat.

Chuin muc (Norms) Céc tieu chuin chép nhin dugc ma cac thanh vién trong
mot nhém ciing chia sé.

Chuidn muc d6i chiéu (Benchmarking) Tim Kifm hinh mdu thanh cong nhit
trong c4c cong ty canh tranh va cdc cong ty khong canh tranh di gitp cho ho ¢6
thanh tich vuot tréi.
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Chin chin (Maturity) Kha nang va su sin siang nhan trach nhiém clia mot ngudi
trong viéc dinh hudng hanh vi ciia minh.

Chinh sach (Poficy) Chi din nhim x4c dinh céc tiéu chufn cho viéc ra cic quyét
dinh.

Chinh thitc hoa (Formalisation) Mic d6 ma cong ty dua vdo cdc quy tic va quy
trinh d€ chi dao hanh vi clia ngwdi 1am vigc.

Chudi ménh lénh (Chain of command) Luéng thim quyén tir trén xuéng dudi
trong céng ty.

Cong doan lao dong (Labor union) T6é chic dai dién cho ngudi lao dong fim
céch bao vé cic quyén loi cla ho thong qua thuong lugng tap thé.

Cong ty cau trilc may méc (Mechanistic company) M6t co cu 16 chiic ¢é tinh
phuc tap, tinh chinh thic va su tip trung quan 1y & mifc cao.

Cong ty hiru co (Qrganic company) Mot co ciu 16 chiic & mic thap vé tinh phiic
tap, tinh chinh thitc vi su quan 1y tap trung. '

Cong tac (Collaboration) Su gidi quy&t mau thudn bing cich tim ra giai phdp ¢6
lgi cho tdt ca cdc bén.

Co ciu chirc nang (Functional structure) Mot kiéu thiét k&€ mi cdc cong viéc cb
lién guan hodc tuong tir nhau thi duge nhém Iat v6i nhau.

Co ciiu cia t6 chitc (Organization structure) M6t mo6 hinh céng ty dugc bidu
hién thong qua mifc do phiic tap, tinh chinh thirc va sy quan 1§ tap trung.

Co céiu don gian (Simple structure) Kiéu céu triic cong ty ¢6 d¢ phic tap va tinh
chinh thic thip nhung mdc d6 tap trung hod cao.

Co ciu hoi dong (Committee structure) Mot cdu tric tap hop cédc ¢ nhin tIr cic
b6 phén chitc nang khdc nhau dé gidi quyét cdc vin dé.

Co cau ma tran (Matrix structure) Mot kiéu thiét k€ t6 chiic ma céc chuyen gia
tir c4c phong ban chitc ning dugc phin cong thuc hién mot hoac nhidu du 4n dudi
su di€u hanh cha ngudi quan 1y du dn.

Co cau nhiém vu (Task structurey Mic 40 ma cic nhiém vu cong viée duge qui
trinh hoa.

Cu ciu theo bo phan (Divisional structure) Mot co ciu 16 chiic dugc 14p nén tir
cdc don vi tu chi: va ¥ quan.
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D

Dién dat lai (Paraphrasing) Phat biéu lai nhitng gi ma ngudi khdc di néi bing
ngdn ngil riéng ctia minh.

D liéu (Data) Cic sé Lie, s kién ban diu, chua dugc phan tich.

Du bao (Forecasts) Du doan két qua trong tuong lai.

Du bio doanh thu (Revenue forecasting) Dy dc;‘m doanh thu trong tuong lai.
Dy bio dinh luong (Quantitative Forecasting) Viéc sir dung mét loat cic quy
Ii;; to4n hoc d&i véi cdc s liéu trong qua khit d€ du dodn cdc két qua trong tuong

Du bao dinh tinh (Qualitative Forecasting) St dung danh gid va cic y kién cha
nhifng ngudi am hifu dé du béo cic két qua trong tuong lai.

Du toan chi dau tu (Capital expenditure budget) Mot ban ngan séch du bao vé
cac khoan ddu tr cho bét dong san, nha cira va cdc thiét bi chu y&u.

Dy toin chi phi kha bién (Variable budgef) Mot du todn ¢6 tinh dén céc chi phi
c6 thé bién d6i theo kh6i lugng.

Du toan doanh thu (Revenue budgef) Bin ngan sich du tinh v& doanh thu trong
tuong lai.

Dy toan mivc Khong (Zero-base budgeting - ZBB) Mot hé thong ma yéu cdu vé
ngan séch dugc khéi ddu tir con s6 khong, bt ké nhitng gi da ¢6 tir rudc.

Du toan ngin sich (Budgef) Mot k€ hoach tinh todn phan bd nguén lyc cho céc
hoat dong cu thé.

Dy toan tién mit (Cash budgef) Béan ngan sich du bdo vé luong tién mat ma
cong ty s& cé trong tay va cong ty cdn c6 bao nhiéu tién miat dé ddp ung cic khoan
chi ticu.

Duy Iy (Rational) 'Thé hién su lya chon nhit quin va t6i da hod l¢i ich trong
pham vi nhitng han ché nhét dinh.

b

Pa dang vé k¥ niing (Skill varietyy Mirc d0 ma mot cong viéc bao gém céc hoat
déng khédc nhau dai héi cic k¥ nang va thi nang khic nhau.

Panh gia két qua cong viéc (Performance appraisal) Su dinh gia két qua cong
viéc ciia c4 nhan nhim di tdi cic quy#t dinh khich quan vé€ quéan 1y nhéan sy.
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Panh gia kiés mé €3 (Written essay) Mot k§ thuat dinh gid k&t quéa cong viéc
ma ngudi dinh gi4 viét ra mot ban mo ta cic didm manh, diém yéu, két qua d4 cé
vi tiém nang clia mot nhan vién v trén co s& d6 dua ra cdc bién phdp dé cai tien.
Panh gia theo thang do hoa (Graphic rating scales) Ky thuat dinh gi4 két qua
cong viéc ma trong dé ngudi dénh gid sip x&p cdc yéu t§ hoan thanh cong viec
theo thang bac tang din.

Pao dirc (Ethics) Cic quy dinh v nguyén téc x4c dinh hanh vi 12 diing hay sai.

Diéu chinh tuc théi (Immediate corrective action) Viéc diéu chinh ngay tiic
khic hoat dong dé hudng viéc thuc hién coéng viéc tré lai ding dinh hudng ciia né.

Dicu tra vé thai d6 (Attitude surveys) Thu thip céc ¥ kién tré 13i tir phia ngudi
lac dong qua cdc ban cau héi vé€ vin dé ho suy nghi th€ nio vé céng viéc cla
minh, v& cdc nhém 1am viée, vé nhitg ngudi gidm sdt va/hodc vé€ cong ty.

Dia vi (Status) Su ddnh gid v& uy tin, vi tri, hodc thir hang trong mot nhém.

DBinh hudéng nhin vién (Orientation) Viéc gidi thitu cho mot nhan vién méi vé
cong ty va v& cong viée ma ngudi dé dam nhan.

Dong ¥ theo tap thé (Groupthink) Viéc céc thanh vién trong nhém bd qua quan
diém ciia minh d¢€ t4 ra nhit tri.

Do sau ciia cong viéc (Job depth) Mic d0 ngudi lao dong kiém sodt cong viec
cia minh. '

Do tin cay (Reliabilityy Thé hién kha niing v mitc d6 mot bién phép tuyén dung
c6 thé do ludng su vat giéng nhau mot cich nhat quédn.

Dong lyc (Motivation) Su sin sang c6 cic né luc 16n d€ dat muc tieu ciia t6 chifc,
véi diéu kién nd luc d6 ¢6 kha nang thod man nhu cdu clia cd nhan.

Dong nido (Brainstorming) Qud wuinh tao ra ¥ tudng bing cich khuyén khich cédc
phuong an khic nhau ma khéng chua tinh dén cic phuong 4n 14 diing hay sai.

E

Ep bubc (Forcing) Viéc thoi mian nhu cdu clia ngudi ndy xong lai 1am tén hai
dén quyén loi cla ngudi khic.

G

Gia tri (Values) Nhimng niém tin co ban v€ cdi gi 1a ding va cdi gi 1a sai.
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Giai doan chuin hoa (Nerming) Giai doan thi ba cta qua trinh phdt trién nhém,
duge dac tnung bai cdc mdi quan hé chiat ché va su gén bé. )

Giai doan chuyén nhém (Adjourning) Giai doan cudi cing cia sur phdt trién
nhém d6i véi cdc nhém tam thd, dac trung béi sy quan tam dén viec tdng két cic
hoat déng hon 1a viéc thuc hién nhiém vu.

Giai doan hinh thanh (Ferming) Giai doan ddu tién trong qué trinh phét trién
nhoém, duge dic trung béi nhiéu bit dinh.

Giai doan song gi6 (Storming) Giai doan thif hai cia qué trinh ph4t trién nhém,
dugc diac trung bai xung dot ndi bo nhom.

Gial doan thuc thi (Performing) Giai doan thit tv clta qud trinh phét trién nhém,
khi mdt nhom thuc s di vao hoat déng.

Giam lao dong (Decruitment) Cic phuong phdp nham giam bét lugng lao dong
trong cong ty.

Giao quyén (Delegation) Viéc giao thim quyén vi triach nhiém cho ngudi khic
dé ho thuc hién cac hoat dong cu thé.

Giao tiép ca nhan (Interpersonal communication) Giao ti€p giita hai ngudi trd

lén trong d6 cdc bén duge xem nhur 12 nhitng con ngudi cu thé chi khong phai la
d6i nrong giao tiép.

H

Hanh dong diéu chinh co ban (Basic corrective action) Xic dinh 13 do tai sao
ké&t qua cong viéc bi sai 1éch, sai lech nhu thé no, va diéu chinh nguén goc cha su
sai léch.

Hanh vi (Bekavior) Cac hanh dong ciia con ngudi.

Hanh vi loai A {Type A behavior) Hanh vi duoc dic trung bdi cam gide thuong
tryc v€ sif cdp bich vi dong tuc canh tranh qui mifc.

Hanh vi loai B (Type B behavior) Hanh vi thoai mdi, d€ dii va khong canh
tranh.

Hanh vi té chirc (Organisation behavior) Nghién ctu vé cdc hanh déng clia con
ngudi tai noi lam viéc.

Hé thong dong (Closed system) Cic hé thong ma khong bi anh hudng bai, va
khong tic déng 16 méi trwdng bén ngoai.
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Hé théng hanh chinh quan liéu {Bureaucracy) Mot hinh thdi cong ty dugc dac
trung boi phan cong lao dong, phan cép, cdc quy tic, quy dinh vA cde quan hé phi
cd nhan.

Hé thong thong tin quan 1y (Management information systemt) Mot hé thong
cung cdp cic thong tin cdn thigt cho bd phan quan Iy mét cdch thudmg xuyén.

Hiéu suat (Efficiency) M6i quan hé gifta ddu vao va ddu ra, cf ging gidam t6i da
cdc chi phi vé& ngudn luc.

Hoach dinh (Planning) Bao gém viéc xdc dinh cdc muc tiéu, xay dung chién
luge va phét trién cdc k€ hoach dé phéi hop céc hoat dong.

Hoach dinh cong suat (Capacity planning) Dénh gid kha nang cia mét hé thdng
hoat dong trong viéc tao ra mot s6 lugng mong mudn don vi ddu ra cho méi loai
san phdm trong mdt khoang thdi gian nhat dinh.

Hoach dinh ngudn nhin luc (Human resource planning) Qud trinh qua dé bo
phén quéan 1¥ dam béo ring ho ¢6 dugc nhan su phit hop ¢6 kha ning hodn thanh

cdc phiém vu dé gitip cho céng ty dat dugc cdc muc tidu cha minh.

Hoach dinh qua trinh (Process planning) Xic dinh san phim hay dich vu s&
duge tao ra nhu the nao.

Hoc thuyét 3 nhu ciu (Three-needs theory) Hoc thuyét cho ring cdc nhu cdu
thanh dat, nhu cfu quyén hyc vh nhu cdu quan hé 13 nhitlng dong luc chinh trong
cong viéc.

~ Hoc thuyét vé hanh vi (Behavioral theories) Cic hoc thuyét xdc dinh nhiing
hanh vi khdc bigt giita ngudi lanh dac higu qua va lanh dao kém hic¢u qui.

Kénh (Channef) Moi trudmg truyén thong tin.

K& hoach chién lugc (Strategic plans) Cic k& hoach toan cong ty x4y dung cic
muc tiéu toan thé vi xdc dinh vi th€ cha cong ty trong moi trudng chia minh.

K¢& hoach cu thé (Specific plans) Cic k& hoach duge xéc dinh 15 ring va khéng
thé cu thé ho4 thém.

K¢ hoach ngin han (Short-term plans) Cac k& hoach ¢6 thdi han duéi mét nam.

K¢ hoach van hanh (Operational plans) Cic k€ hoach néu chi tiét v& viéc 1am
thé nao dé dat duge cdc muc tiéu toan thé.
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Kiém soat (hoat dong) (Controlling) Qu4 trinh diéu khién cic hoat déng nhim
bio dam chiing duge thuc hién thanh cong nhu hoach dinh va sira déi bat ky su sai
léch dang ké nao.

Kiém soat (qua trinh) (Contrel) Qu4 trinh gidm sét cic hoat d6ng nham dam
bao ring chiing dugc hoadn thanh nhu hoach dinh va didu chinh b4t k¥ cic sai éch
ding ké nio.

Kiém soat chan trudc (Feedforward contrel) Bién phip kiém soit dugc 4p dung
dé€ ngin chan van dé dugce dy doan cé thé xdy ra.

Kiém soat phin héi (Feedback control} Bién phép kiém soét dugc 4p dung sau
khi xay ra mét hanh dong.

Kiém sodt qu4 trinh (Process control) Quy trinh ki€m sodt chit lugng theo dé
mot miu trong qué trinh san xudt duge 14y ra kiém tra d€ x4c dinh xem qud trinh
d6 c6 dang ndm duoi sy kiém soét hay khong.

Ky luat (Discipline) Cic hanh dong ma ngudi quan 1y thuc hien dé thuc thi céc
tieu chudn va quy dinh ciia céng ty.

L

Lao dong du phong (Contingent workers) Lao dong tam théi va lao dong khong
todn théi gian nhidm bd sung thém cho d6i ngili lao dong thudng xuyeén clia cong
ty.

Lam giau cong viéc (Job enrichment) Viéc mo rong cong viéc theo chiéu doc
béing cdch thém vao cdc nhiém vu vé hoach dinh vi ddnh gid.

Lang tranh (Aveidance) Rt lui khéi hodc kiém ch€ xung dét.

Lanh dao (hoat dong) (Leading) Bao gdm viéc dong vién cdp dudi, chi dao
ngudi khdc, lua chon cdc kénh thong tin cé hiéu qud nhat va giai quyét cdc mau
thulin.

Lanh dao (ngudi) (Leaders) Nhiing ngudi c6 kha nang gay 4nh hudng d6i véi
ngudi khic va ndm thim quyén quan 1y,

Lanh daoe cé sirc 16i cuon (Charismatic leadership) Nhitng nguoi cdp dudi tuan
theo sy chi dao do kha ndng 13anh dao cé tinh chét anh hing hay xuit ching khi ho
chiing ki€n nhiing hanh vi nhét dinh.

Lanh dac gay bién ddi (Transformational leaders) Nhitg ngudi linh dao tzo ra
cac dong lyc cho méi ¢4 nhan va su khich 18 vé tinh thédn, vi 12 nhimg ngudi 6 sic
16i cudn.
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Lanh dao theo nhiém vu (Transactional leaders) Nhiing ngudi 1inh dao hudng
din hoic khuyén khich cdp dudi di theo hudng cdc muc tiéu di dugc dat ra bing
cdch 1am rd vai trd va cdc yéu cdu cia nhigm vu.

Loc tin (Filtering) X 1y thong tin mét cdch cé chit dich nhidm tiang tinh hdp din
cia thong tin d6i véi ngudi nhan.

Lién két nhom (Group cohesiveness) Mic d6 cdc thanh vién trong nhém hudng
téi nhau v ciing chia sé cdc muc tiéu cha nhdm.

Lién lac ({Communication) Qua trinh truyén tai vi hiéu ¥ nghia ecta cic thong
tin.

Lién lac chinh thic (Formal communication) Lién lac tuan thd chuéi menh
1énh chia cép cé thidm quyén hodc la céc thong tin cdn thi&t dé thuc hién mot cong
viéc,

Lién lac ngang (Lateral communicatien) Lién lac giita cdc cd nhan c6 vi tri
cong viéc ngang nhau.

Lién lac phi chinh thitc (Informal communicationy Thong tin khong thong qua
sur phé chudn clia cdc cdp quan 1y va khong tuan theo trat ty cdu tnic cta t8 chifc.

Lién lac phi ngon txr Nonverbal communication) Lién lac khong dung 18i.

Lién lac theo dudng chéo (Diagonal communication) Caic thong tin dugc truyén
theo ki€u cit ngang céc chitc nang va cic cdp do trong céng ty.

Lién lac tir duéi Ién (Upward communication) Thong tin bit ngudn tir céc nhan
vién cdp dudt tot cAc nhi quan 1y cp trén.

~ Lién lac tir trén xuéng (Downward communication) Thong tin bat ngudn ti
" ngudi quan 1y xubng cic cdp dudi.

Luan chuyén cong viéc (Job rotation) Sy chuyén ddi dinh k¥ cdc cong nhén
theo cdc cong viéc bae gbm cdc nhiém vu khac nhau.

Ly thuyét cong bing (Equity theory) Ly thuyét cho ring ngudi lao déng s& so
sdnh ty 1é giita ddu ra va ddu vao clia cong viéc ma ngudi 46 dam nhan voi nhing
ngudi khdc va sau dé diéu chinh bt k¥ su bat cong bing nao.

Ly thuyét gia vé khoa hoc hanh vi (Behavioral science theorists) Cic nha tim
1y va xd hot hoc nghién ciu v& hanh vi clia té chitc dua trén phuong phdp khoa
hoc.
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M

Mang ludi lién lac (Communication networks) Cic phuong thdc truvén tin theo
chiéu ngang va chiéu doc.

Mau thudn (Conflicf) Nhiing su khéc biét khong thé tuong thich v6i nhau dan
dén s xung dot hodc dai khdng,

Mau thuan chiic nang (Functional conflicts) Cic mau thufin hé tro cdc muc tiéu
clia cong ty.

Miu thuan phi chite ning (Dysfunctional conflicts) Nhimg mau thuin 1am céan
trd viéc dat 161 céc muc tidu clia cong ty.

Méu cong viéc (Work sampling) Mot cong cu tuyén chon nhéan su theo dé cic
fing vién xin viéc duge gidi thiéu mot ma hinh thu nhé cia mot cong viec va duge
yéu cdu thuc hién cdc nhiém vu c6t y&u clia cong viéc dé.

Mo hinh dac diém cong viéc (Job characteristics model) Mo hinh diing d€ phan
tich va thi€t k€& cic cong viéc; xdc dinh 5 dic diém chinh cla cong viéc, cdc méi
quan hé qua lai va anh hudng cla ching d61 vdi cac bién s6 két qua.

Mo phong (Simulation) Mo hinh vé hién tugng thuc t€ chia dung mot hoiic
nhiéu bi€n s& c6 thé dugc thay d6i dé ddnh gid tdc dong cita ching.

Maéi trudmg (Envirenment) Céc thé ché hodc luc lugng bén ngodi ¢6 the tdc dong
tdi hoat ddng ciia cong ty.

Méi truimg chung (General environment) Tét ca nhiing gi bén ngoai cong ty.

M@ rong cong viéc (Job enlargement) Viéc mé rong modt cong viéc theo chidu
ngang, su tang pham vi cilta cong viéc.

Muc tiéu (Objectives) Nhimg k&t qua mong mudn cia cic cd nhan, cua cdc nhém
hay cia toan cong ty.

Muc tiéu cong bo (Stated objectives) Cong bd chinh thitc v& nhiing gi cong ty
phat biéuva nhilng gi cong ty mubn cong ching tin ring d6 1a muc tiéu cla cong
ty.

Mirc dé phirc tap (Complexity) Nhitng su khac biét trong mot cong ty.
Mitc 46 tham gia cong viéc (Job involvement) Muc 46 mot ngudi lao dong gan
b6 vdi cong viée ctia minh, tham gia tich cuc va coi viéc hoan thanh cong viéc cla

minh 14 quan trong d6i v&i ban than minh.

Migc do thod man trong cong viéc (Job satisfaction} Thai dé chung cia mot
ngudi vé cong viéc clia minh.
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N

Nang luc dic biét (Distinctive competence) Cic k§ nang v nguén luc déc dio
quyé€t dinh vii khf canh tranh ciia cong ty.

Nang hrc doanh nhan (Entrepreneuship) Qué trinh ma cic ¢4 nhan theo dudi
céc co hoéi, thod min cdc nhu cdu vi mong muén théng qua sy sdng tao, bt ké
ngudn fuc hién tai ma ho kiém so4t.

Nghe tich cuc (Active listening) Phuong phdp ling nghe toan b6 ndi dung ma
khong dua ra nhing ddnh gid hoic nhimg dién giai véi vang.

Ngon ngir cir chi (Body language) Cic cir chi, céc trang théi clia nét mat va céc
vAn ddng khdc clia co thé nhim bidu thi ¥ nghia.

Ngir diéu 1od noi (Verbal intonation) Su nhin manh vao nhifng tit ngit hay ciu
chir truyén tai ¥ nghia.

Ngudi huéng dan (Mentor) Ngudi do ddu va hé trg nhan vién cip dudi trong
cong ty.

Ngudi hudng loi (Stakeholders) Bit ky thuc thé nio trong pham vi chiu tac dong
clia cic quyét dinh vi chinh sdch clia mot cong ty.

Ngudi quan Iy (Managers) Cic c4 nhan chi dao hoat dong cita nhiing ngudi khac
trong mdt cOng ty.

Negudi quan Iy truc tiép (First-line managers) Nhimg ngudi gidm sdt, 1a cip
quan Iy thdp nhat.

Ngudi sit dung cudi ciing (End-user) Ngudi sit dung théng tin va chiu tréch
nhiém vé viéc ki€ém sodat thong tin dé.

Ngudi thira hanh (Operafives) Nhing ngudi tree ti€p thue hién mét nhiém vu
hodc mdt cong viéc nao dé va ho khéng cd trach nhiém trong viéc gidm sat cong
viéc clia nhitng ngudi khic.

Nhan thitc (Perception) Qué trinh 16 chifc va 1§ gidi c4c an tugng theo cdm nhén
nhdm tim ra ¥ nghia cho mot méi trudng nio dé.

Nhém (Group) Hai hodc nhiéu ngudi ¢6 tuong 1dc hodc phu thudc 14n nhau, két
hop véi nhau dé€ dat duge céc muc tiéu cu thé nao dé.

Nhém lam viéc (Work teams) Nhém gbm céc cd nhan hgp tdc v6i nhau dé hoin
thanh mot t4p hop cdc nhiéem vy, Cic nhdém chinh thic dugc hinh thanh tir cdc cd
nhan phu thuoc 14n nhau, cling chiu trdch nhié¢m dat duge mét myc tidéu nao dé.
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Nhom lam viéc hop nhat (Intergrated work team) MO1 nhém hoan thanh nhiéu
nhiém vy khdc nhau bing cich phan cong cic cong viéc cu thé cho cdc thanh vién
va luan chuyén cdc cong viéc gilfa cdc thinh vien theo yéu cdu clia nhiém vu.

Nhom fir quan {Self-managed work team) Mot nhém duge 6 chic theo chiéu
doc, duge giao hiu nhu todn bo quyén wr chi trong viéc xdc dinh phuong thic
thuc hién nhigm vu. ’

Nhu ciu (Need) Trang thdi n6i tAm 1am cho mot s6 két qua nhét dinh t6 ra hap
din.

Nhu cdu an toan (Safety needs) Nhu ciu clia mot ngudi vé sy an toan va duge
bao vé tranh khoi su nguy hai vé thé x4c va tinh thin.

Nhu cau duge kinh trong (Esteem needs) Céc yéu 16 bén trong nhu long tu
trong, tinh tr cha vA sy thanh dat, vA cic nhan t§ bén ngodi nhu dia vi, su thina
nhan va su quan tam.

Nhu cAu giao du (Need for affiliation) Mong mudn ¢6 dugce cidc méi quan hé cd
nhan thian mat va gan giii.

Nhu ciu khing dinh minh (Self-actualization needs) Dong huc clia mot ngusi
mudn trd thanh ngudi ma ho c6 thé trd thanh.

Nhu cau quyén luc (Need for power) Nhu cdu 1am cho nhimg ngudi khidc hanh
vi theo cAch ma ding 1€ ra ho khéng lam.

Nhu cau sinh Iy (Physiological needs) Cic nhu cdu co ban nhu thic an, nudc
udng, ché & va tinh duc

Nhu cau thanh dat (Need for achievement) Dong co vuot troi nguoi khic, thinh
coéng trong viéc dat dugc mot sé tiéu chuidn nhit dinh, nhu cdn nd lyc dé thanh

cong.

Nhu ciu xi héi (Social needs) Nhu ciu duge thuong yéu, duge che chd, duge
chap nhan, vi ¢6 ban hitu ¢ctia con ngudi.

Nhugng bo (Accommodation) Giai quyét xung d6t bang cich dat nhu cdu va méi
quan tam cda nhimg ngudi khic cao hon cita minh.

P

Phdn xét dap khuon {(Stereotyping) Phan xét mot ngudi dua trén nhin thic vé
nhdém ma ngudi d6 12 thanh vién,

Phat trién lién nhoém (Intergroip development) Su thay déi thai 46, phdn xét
dap khuon va nhan thic cia cdc nhém vé nhau.
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Phat trién t6 chitc (Organizational development) Cic phuong phép thay déi con
ngudi va thay déi chat luong clia cic mdi quan hé cong viéc giita cdc cd nhén.

Phan anh trung thuc cong viéc (Realistic job preview) Cho cdc img vién tim
viéc ti€p can ca thong tin t6t v x8u vé cong viéc va cong ty.

Phan héi (Feedback) Mic do ma sy thyc hién cic hoat déng doi hoi dé hoan
thanh mét cong viéc din dén viéc mot cd nhan nhan duge cdc thong tin truc tiép
va rd rang vé hiéu qua thuc hién céng viéc cia minh.

Phan hoi di¢u tra (Survey feedbacky K§ thuat dinh gid thdi do, xdc dinh sy khéic
biet gifta cdc thai do va gidi quyét cdc khéc biét niy bing cdch sir dung thong tin
khao sét tir cdc nhém phan héi.

Pham vi cong viéc (Job scope) 36 nhiém vu khic nhau cdn duge thuc hién trong
mot cong viéc va tan s6 lap lai cha cong viée,

Pham vi kiém soat (Span of control) S6 nhan vién cip duéi ma mOi ngudi quin
1§ c6 thé chi dao m6t cich hiéu qua va thuc t€.

Phin cOng lao dong (Division of labor) 'Viéc phan chia c¢dc cong viéc ra thinh
cic nhiém vu nho va ¢é tinh chat 1ap lai.

Phan nhom theo chitc ning (Functional departmentalization) Su phan nhdém
cdc hoat dong theo cdc chife nang can duge thuc hién.

Phin tich cong viéc (Fob analysis) Qua trinh ddnh gid x4c dinh cic cong viée va
céc hanh vi cén thiét dé thuc hién cong viéc.

Phan tich SWOT (SWOT analysis) Phan tich cdc diém manh, difém y&u clia mét
cong ty cling nhv cdc co hdi va méi de doa & trong moi trudng.

Phi tap trung hoa (Decentralization} Viéc chuyén quyén ra quyét dinh xung
cip thép hon trong cOng ty.

Q

Qua trinh lién lac (Communication process) Bay giai doan theo d6 céc théng
tin dugc truyén tai va nam bit.

Qua trinh kiém soit (Control process) Qua trinh do dac két qua cong viéc thuc
1€, so sdnh véi céc tiéu chudn va thuc hién céc tic dong quan 1y kip thoi dé diéu
chinh nhitg sai lac hoic thig€u hut so véi tiéu chudn.

Qua trinh quan 1y chién lugc (Strategic management process) Mot qua trinh 9
burdc bac gdm hoach dinh, thue hién va ddnh gid chi€n luge.
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Qua trinh quan Iy nguon nhan luc (Human resource management process)
Cic hoat ddng cin thiét dé tuyén dung cho cong ty va duy tri chdt lugng lam viéc
cao clia cdc phan vién. ‘

Qua trinh ra quyét dinh (Decision-making process) Mot qud trinh bac gém 8
buéc dé xdc dinh mot van dé, tua chon gidi phap thay thé vi ddnh gid tinh hiéu huc
ctia quyét dinh.

Qua trinh tuyén chon (Selection process) Qua trinh sing lgc cdc ing vién xin
viéc dé bao dam tuyén dung dugc cdc nhén vién phit hop nhét.

Quan diém cd dién (vé quan 1y) (Classical view) Quan diém cho ring trich
nhiém x3 hoi duy nhit cha quén 1Y 14 t61 da hod lgi nhuln.

Quan diém chdp nhan thim quyén (Acceptance view of authority) Ly thuyét
cho rang thim quyén xuit phat tir s sin sing chip nhan ca cdp duéi.

Quan diém quan hé con ngudi vé mau thuin (Human relations view of
conflicty Quan diém cho riing mau thufin 12 ty nhién va t4t y&u trong mot cong ty.

Quan diém truyén thong vé mau thuan (Traditional view of conflict}y Quan
diém cho ring tit ca cdc mau thudin ¢éu 1 x4u va cén phai trénh.

Quan diém truyén thong vé quyén hec (Traditional view of authority) Quan
diém cho ring quyén luc di 4r trén xuéng.

Quan hé giita lao dong va quan Iy (Labour-management relations) Mdi quan
he qua lai chinh thifc gifta cong doan v&i quan 1y cla céng ty.

Quan 1y (Management) Qua trinh ciing véi ngudi khic v théng qua ngudi khic
thuc hién cdc hoat ddng mot cich c6 hiéu qua.

Quan 1y chat luong téng thé (Total quality management-TQM) Mot triét 1y
quén Iy duoc dinh huéng bdi nhu cdu va ki vong cua khach hang.

Quan ly thoi gian (Time management) Phuong thic lap k€ hoach cd nhan vé
thoi gian mot cich hiéu qua.

Quan 1y theo muc tién (Management by objectives) Mot hé théng trong dé cidp
trén va cdp dudi ciing nhau xéc dinh cdc muc tiéu thuc hién cu thé; tién d6 thuc
hién cdc muc tiéu duge xem xét dinh k¥ va lgi ich dugc phan chia cin cif vao tién
da dé.

Quan 1y van hanh (Operations management) Viéc thiét k€, van hanh vi kiém
soat qué trinh chuyén bi€n cdc ngudn lyc thanh cdc thanh phdm hang hed va dich
v,
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Quady roi tinh duc (Sexual harrasment) Hanh vi dugc thé hién qua nhitng 13 néi
¢6 tinh goi tinh, sir d6ng cham thé x4c khoéng mong mudn va nhimg 1i tén tinh, dé
nghi vé tinh duc hoidc 191 néi hay hanh vi mang béan chat tinh dyc,

Quy dinh (Rule) Van ban quy dinh 16 ring cho biét cdc nha quan 1y phai 1am gi
va khéng duge 13m gi.

Qui dinh dao ditc (Code of ethics) Khing dinh chinh thic v& céc gid tri co ban
v cdc quy tic dao dic trong cOng ty mi cdc nhan vién phai tuan tha.

Quy trinh (Procedure) Mot loat cdc budc néi ti€p cé quan hé tuong hd cé thé
duge sirdung dé gidi quyét mot vin dé x4c dinh.

Quyén lyc (Power) Kha nzing gay anh huong t6i cdc quyét dinh.

Quyén luc ép budc (Coercive power) Quyén luc dua trén co s& su so hii.

S

Sang kién (Innovation) Qua trinh dua ra mot ¥ tudng sdng tao va bién né thanh
sin phdm, dich vu hoéic phueng phép hoat déng hitu ich.

Sit mang (Mission) Muc dich clia mét cong ty.

Sir da dang cua hue luong lao dong (Work force diversity) Surkhic nhau vé gidi,
chiing t6c, dan tdc, hodc cdc diém khic clia ngudi lao déng trong cdc cong ty.

Su nghiép (Career) Chudi cic dia vi ma mot ngudi nam giit trong cudc ddi cha
minh.

Su thay déi (Change) Mot su thay d6i vé con ngudi, co cdu hodc cong nghe.

Su thod hiép (Compromise) Mot gidi phdp d€ gidi quyét mau thuin trong dé mdi
ban hy sinh mét s8 loi ich cia minh.

Su tuong déng cé tinh chat gia dinh (Assumed similarity). Tin ring nhing
ngudi khic cling giong nhu minh.

T

Téc nhan thay ddi (Change agents) Nguoi hinh déng nhu 13 xdc tdc v quin 1y
qud trinh thay déi.

Tam quan trong ciia nhiém vu (Task significance} Mitc 46 ma mot cong viec
c6 anh hudng ding k€ d€n cudc sdng hay cong viéc cha ngudi khac.
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Tap trung héa (Centralization) Su tap trung thdm quyén ra quyét dinh clla cdn
bd quan 1y cdp cao.

Thai do (Attitudes) Quan di€m déinh gid vé cdc d6i tuong, con ngudi hoic su
kién.

Tham quyén (Authority) Cic quyén thudc v& mot vi tri quan 1y trong viéc dua ra
c&c ménh 1énh va tréng ché chiing duge thue hién.

Tham quyén gian tiép (Staff Authority} Thim quyén ing ho, hd tro va wr vin
cho nhitng ngudi c¢é thim quyén theo tuyén.

Thim quyén theo tuyén (Line authority) Thim quyén cho phép mot ngudi quan
1y chi dao céng viéc caa cdp dudi.

Thi hanh (Implementation) Chuyén tai quy€t dinh t6i nhilng ngudi lién quan va
1am cho ho cam ké&t d6i vai quyét dinh do.

Thiét k& cong viéc (Job design) Cich thic cdc nhiém vu két hop véi nhau dé tao
thanh cdc cong viéc hoan chinh.

Thiét ké t6 chitc (Organization design} Viéc xay dung hoic thay déi co ciu cha
mot cong ty.

Thong diép (Message) Mot muc dich cdn duge truyén dat.

Thai gian hoat dong (Discretionary time) Luong thdi gian ¢6 thé kiém sodt dugc
cua ngudi quan 1y.

Théi gian lam viéc linh hoat (thoi gian linh hoat) (Flexible work hours; Hé
théng thoi gian biéu trong d6 ngudi lao dong duge yéu cdu phii lam viéc mot sé
gi® nhét dinh trong tudn nhung duge ty do thay déi giv lam viéc cla minh trong
gidi han nhat dinh.

Thoi gian phiic dap (Response time) Luong thdi gian khong kiém sodt dugc, bo
-ra dé tra 1&i cdc yéu cdu, ménh lénh va cdc vin dé do ngudi khdc dua ra.

Thuyét lanh dao theo tinh huéng (Situational leadership theory) Mot 1y thuyét
ngiu himg cho ring 1anh dao cén ph hop vl hodn cinh, dic biét 13 kha ning va
trinh d¢ ctia c4p dudi.

Thuong thuyét (Negotiation) Qué trinh hai hay nhiéu bén trac déi hang hod hay
dich vu va du dinh théng nht vé gid trao déi ching.

Thuong thuyét tap thé (Collective bargaining) Qu4 trinh ddm phdn mét thoi
thuan nghiép doin va viec thi hanh thoa thun d6 sau khi d3 dam phdn xong.

Tiép can dinh luong (Quantitative approach) Viéc st dung cdc phuong phip
dinh lugng d€ ci tién qué trinh dua ra quyét dinh.
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Tiép can hé théng (System approach) Ly thuyét coi 18 chitc {2 tap hop cic bo
phan cé quan hé tuong hé va phu thudce vao nhau.

Tiép can hé théng vé tinh hiéuw qua coa to chic (Systems approach to
organizational effectiveness) Déanh gia tinh hiéu qua cha mét cdng ty trén co s6
ca phuong tién va muc tiéu.

Tiép can theo ngudn nhan luc (Human resources approach) Khoa hoc vé quan
1¥ ¢6 trong tam Ia hanh vi cba con ngudi.

Ti€p can tay bién (Contingency Approach) Nhén biét va phan iing vdi cdc bién
déi tinh huéng khi chiing phdt sinh.

Tiéu chi ra quyét dinh (Decision criteria) Cdc tiéu chi dé x4c dinh cdi gi 1a hop
I¥ trong mét quyét dinh.

Tin khong chinh thite (Grapevine) Mang luéi thong tin khong chinh thic.

Tinh bién dong cia phiém vu (Task variability) S6 luong cdc ngoai 1&€ ma céc
c4 nhan gip phai trong cong viéc cha minh.

Tinh chon lua (Selectivity) Qua trinh ngudi ta déng hod cic chi tiét nhit dinh clia
nhitng gi quan sit duge, tuy thude vio mdi quan tdm, ngudn gdc cd nhidn v thii
do clia ho.

Tinh hiéu hrc (Effectiveness) Su dat durge mugc tigu.

Tinh sdng tao (Creativity) Kha ning két hop cdc ¥ tudng véi nhau theo mot cich
doc dédo hoic tao ra mot sur 1ién k&t dic biét giita cdc ¥ tuong.

Tinh tu chi (Autoromy) Mic do tu do, doc 1ap va tr chii cia m6t ¢4 nhén trong
viéc 14p k€ hoach va thuc hién mot cong viéc nhat dinh.

Tinh xac thuc (Validity) Mé6i quan hé dugc kiém nghiém t6n tai gifa mot co che
Iua chen va mét fiéu chi 1lién quan nao dé.

T4 chite (hoat dong) (Organizing) Xic dinh cdc nhiém vu ndo cdn 1am, ai 1am,
phan nhém céc nhiém vu nhir thé nio, ai bdo cdo cho ai va ai 1a ngudi ra céac quyét
dinh.

Té chifc (Organization) Tip hop con ngudi mot cich ¢4 hé théng nhim thuc hién
mic tiéu cu thé.

Té chire dich vu (Service companies) Céic cong ty tao ra cdc dau ra phi vat chit
nhu dich vu gido duc, y t&, van tai la vo hinh, khong thé t6n trir duoce, va gan khich
hang véi qud trinh phuc vu thuc &

Trach nhiém (Responsibility) Nghia vu phai thuc hién cic cong viéc di dugc
giao pho.

Phn tich céng viéc 141



Trach nhiém xa hoi (Social responsibility) Nghia vu ciia cong ty, ngoai nhiing
gi luat phap va kinh doanh yéu cdu, trong viéc theo dudi cdc muc tieu dai han c¢é
ich cho xa hot.

Trao quyen (Empowermens) Su tang cudng tinh tr chid cila ngudi lao d6ng trong
viéc ra quyét dinh.

Trung tam ddnh gia (Assessment centers) Noi cac img cir vién thyc hién cde bai
s4t hach cong viéc mo phéng dé ddnh gid céc tiém nang quan 1y cla ho.

Truong phiai quan hé con ngudi (Human relations movement) Quan niém -
hdu nhv con chua duge khang dinh bing nghién ciiu - cho ring mét ngudi lao
dong min nguyén s€ 14 ngudi lao dong ¢b nang suit cao hon.

Tuyén lua (Recruitment) Qua trinh tim ki€m, x4c dinh va thu hit nhiing ngudi
c6 nang luc d€ 13m viéc. :

Tu van theo qua trinh (Process consultation) Sy gitip 45 cha mot nha tr vin
bén ngoai d6i vai ngudi qudn 1y trong viéc nhan thic, hiéu vi ¢6 hanh dong 46
vdi cdc sy kién ¢lia qué trinh.

Ty giam sat (Self-monitoring) Mot dic diém tinh céch thé hien kha nang cia
mot ¢4 nhan trong viéc diéu chinh hanh vi clia minh cho phil hgp véi céc yéu 16
tinh hudng bén ngoai.

Tu trong (Self-esteem) Miic d0 mot ngudi thich hay khong thich chinh ban than
minh.

v

Vai tro (Rote) Tap hop cic chudn muc hanh vi ma mot ngudi ndm gilt moét vi trf
nhét dinh trong mét thuc thé x héi phai tuln tha.

¥Vai tro giao tiép ca nhin (Interpersonal Roles) Vai trd bao gdm cac hoat dong
tién phong, Ianh dao va giao tiép.

Vai tro quan 1y (Management roles) Cic pham trii riéng biét ca hanh vi quén
1y.

Vai tro quyét dinh (Decisional roles) Vai trd clia cdc doanh nhan khai nghiép,
nhifng ngudi xit 1y tinh hudng b4l tric, ngudi phan phéi ngudn luc v ngudi thuong
thuyét.

Vin dé (Problem) Su khic biét giita tinh trang cfng viéc hién tai va tinh trang
mong mudn.

Vin hod cong ty (Organizational culture) Hé thong céc gid tri chung trong cong
ty cé anh hudng quan trong d&€n hanh vi clia cdc thanh vién.
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Van hoa manh (Strong cultures) Vin hod cong ty ma cdc gia tri then choét dugc
thé hién manh mé va dugc chia sé rong rdi trong toin cong ty.

Van hod quoc gia (National culture) Céc quan diém va thdi do chung clia céc cd
nhin trong ciing mot qudc gia ¢é dnh hudng téi hanh vi va cich nhin nhan vé th€
gidi clia ho. .

X

Xac dinh nhiém vy (Task identity) Mic dd ma mot cong viec ddi hoi su hoan
thanh toan bd hay mot phin xdc dinh ciia nhiém vu.

Xay dung muc tiéu truyen théng (Traditional objective setting) Céic muc tiéu
duge dat ra trudc hét cho cdp quéan 1y cao nhdt, sau dé duge chia thanh cde muc
tieu nhd cho timg cAp trong cong ty. C4p cao nhit dua ra céc tiéu chuén cho tét cd
céc cdp dudi.

Xay dung nhém (Team building) Giao ti€p qua lai gilta cdc tharh vién trong
ah6m lam viéc nhdm hoc hdi cdch suy nghi va 13m viéc cla cdc thanh vién khic.

Xép hang thir ty theo nhém (Group order ranking) Phuong phip ddnh gid két
qua cong viéc bing cdch nhém nhiing ngudi lao dong theo cdc tieu chudn phan
loai duge sip x&€p ¢6 thi ur.

Xu ty van ban (Word processing) Phan mém cho phép ngudi slr dung viét, thay
déi, bién tap, slra chifa, xod hay in thu tr, bdo cdo vi van bin.

Y

Yéu té dong luc (Mofivators) Cic yéu t6 1am ting mitc d¢ thod min trong cong
viéc,

Yéu t0 hanh vi cOa thiai do (Bekavioral component of an attitude) Khuynh
huéng hanh déng theo mot cich nio ddy d6i voi ai hoac diéu gi 6.

Yéutd piléng ngita (Hygiene factors) Cic y&u t6 loai trir su khong thoa min.
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"Phu luc D - Théng tin bd sung

Chuong trinh Phét trién Du 4n Mé Kong di bién soan bo sdch danh cho cdc nha
quan 1¥ va chh cdc doanh nghiép vira va nhé & Viét Nam. M&i cudn sich duge
thiét k& dé sir dung mot cch linh hoat. Diéu nay c6 nghid 12 mot ngudi cé thé tu
nghién cifu toin bo cudn sich, mot gido vien cé thé sir dung dé gisng day, hoidc
chuyén gia tu van c6 thé diing dé tham khio cho cong tdc chuyén moén ciia minh.
B6 sach gém hai nhém chi dé:

e Quan tri Nguén Nhan luc trong c4c Doanh nghiép Vira v Nho
e Quan tri Marketing trong cdc Doanh nghiép Vira va Nho

Nhoém chi dé 1: Quan tri Nguon Nhan luc trong cac
Doanh nghiép Vira va Nho

1.01 Chi doanh nghiép va chifc ning quan 1§ ngudn nhan luc

1.02 Phan tich cong viéc

1.03 M3 14 cong viéc, yéu cdu chuyén mén vi cdc tiéu chudn két qua céng viéc
1.04 Thu hiit, tim ki€m v lya chon nguén nhan luc

1.05 He théng tién luong vi tién cong

Nhém cha dé 2: Quan tri Marketing trong cac
Doanh nghiép Vira va Nho

2.01 Céc khdi niém co ban v& Marketing

2.02 Thu thap thong tin v€ khdch hang

2.03 Thi: thap théng tin vé qudé trinh va xu hudng mua hang ctia khich hang
2.04 Thi trudng muc tiéu

2.05 K& hoach hos va phit trién san phém

2.06 Gii va chién lugc gid

2.07 Khuéch truong san phdm va quing cdo
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Quan tri Ngudén Nhan luc va
Marketing trong cac Doanh
nghiép Vira va Nho

Chuong trinh phit triin dy in Mé kong

PHIEU PAT MUA SACH

Ho vaén:

Dia chi:

Tinh/Thinh phé:

Dién thoai:

Fax: E-mail:

Tén sach S6 hrgng Gia Téng

Tong




Phuong thiic thanh toan
O  Bing tién mit
O  Bing Séc, thanh toén cho Nha Xudt bdn Tré TPHCM
3  Chuyén tién bing dudng bim dién
T3  Chuyén khodn qua Ngan hang t6i :
Nha Xudt bdn Tré
Tai khodn s6: 710A.00637

Tai: Ngdn hang Cong thuong
Chi nhinh 3, TP Hé Chi Minh

T3  Bing thé tin dung:
O VISA
U MASTERCARD

S6 thé Ngay hét han

Van chuyén
O T6i mudn nhan sich tai Nha Xuft bin

3 Xin hdy chuyén sich cho t6i qua dubng buu dién

Xac nhan

Nywdi ddat mua ky 1én va dény ddu Ngay
& . 34

Xin gui phiéu dang ky nay téi:

Nha Xuit ban Tré

161 Ly Chinh Thang

Quan 3, TP H6 Chi Minh

Tel: 9316211 — 8465595 — 8465596 — 9317849
Fax: (84-8) 8437450

Email: nxbtre(@hem.van.vn



Quan tri Ngudn Nhan luc va
Marketing trong cac Doanh
nghiép Vira va Nho

Chuong trinh phit trién dw o Mé king

PHIEU PANH GIA

Chuong trinh Phat trién Dy 4n Mé Kong rdt mong ban doc gii lai phi€u danh gia
cho chiing toi. Chiing t6i s& phan tich thong tin phan héi dé c¢6 thé cung cdp cho
ban doc nhimg dich va t6t hon, ciing nhir bign soan thém i liéu dao tao cho céc
nha quan 1y doanh nghi¢p vira va nho. Tat ca cic thong tin trong phiéu ddnh gia
nay s& dugc bdo mat. Xin hiy danh 10 phit dé hoan thanh phicu ddnh gid va giti
phi¢u vé dia chi dudi day, bing fax hodc qua buu dién.

Ngoai ra, néu ban ¢6 cau hoi lien quan dén ndi dung cudn sach, Chuong trinh Phdt
trién Dy d4n Mé Kong s& chuyén cic cau héi cia ban t6i tdc gia (cho dén thing 9
nam 2001). Dé nghi gii can hoéi cing voi phi€u ddnh gid niy bang fax, thu hodc
thu dién i t61 MPDF theo dia chi sau:

Chuong trinh Phat trién Dy in Mé Kong
63 Pho Ly Thii To, Tang 7
Ha Néi, Viét Nam
Pién thoai: (84-4) 824-7892  Fax: (84-4) 824-7898
E-mail: dlien@ifc.org

1. Cho biét tén cudn sich ma ban mudn gdp v kign?

2. Ban da nghe néi d¢n hodc nhin thdy cudn sdch nay 14n ddu tién & dau?
O Votuyén

Pat -

Baochi

O mot khod hoc ma t6i tham du

3 mot cudc hoi thio ma 16 tham du

Tl mt ngudi ban

$ hi¢u sdch

o o Q 0 QA

Khac (Xin hay néu §)




3. Ban d3 sir dung cuén séch nay trong hoan canh nio?

g

QQ aQoaa Qaa

ool

goaoaaaaa

Trong cdc khod hoc & trudmg Pai hoc/Cao ding
Héi thio

Cong téc tr vin

Tu nghi2n ciru

Ly do chinh mi ban mua cuén sdch?

Mot s8 ngudt gidi thigu cudn sdch véi tai

Cudn sdch }a thi }ieu bit bude trong khod hoc mi t6i tham du

T6i nghi ring cudn sich cé the gidp t6i i(hr}i su cong viéc kinh doanh clia minh
Toi nghi ring cuén sich c6 thé gidp t6i cdi ti€n céng viéc kinh doanh hién nay
clia minh

Toi thich c4ch trinh bay clia cubn sdch

Cudbn sach nay ré hon so véi mot s6 cudn sich tuong tu

Phén nio clia cudn sach dugc ban nghién citu nhiéu nh4?

Bai tap tu kiém tra

Bai tap thuc hanh

Bai tap tinh hudng

K& hoach tng dung
Néi dung cia cuén sich

Phan khdc

Phén nao cGa cudn séch duge ban nghién ciu it chat?

Bai tap vy kifm tra
Bai tap thuc hanh

" Bati tap tinh huéng

K& hoach ting dung
Néi dung clia cuén séch
Phin khic




7.

10.

Néu ban 1a chit doanh nghiép, ban d3 dp dung nhiing kién thitc nghién ctu dugc tir
cudn sdch nay vao thire & cong viéc kinh doanh clia minh nhu the nao?

T Teéi da hiéu bié€t dugc nhiéu hon trudc

O Toi da sir dung nhiing ki€n thitc nghién cifu d€ xem xét Iai cong viéc kinh doanh
hi¢n nay cia minh

O Toi da sir dung nhitng kién thic nghién citu d€ dua ra nhiing bién phép quan 1y
mdi

O Toi khong st dung nhién nhitng kién thUc nghién cifu ti cuén sach vi thdy ching
khéng phi hop

O Ly de khic (xin néu r5)

Ban c6 thé sir dung k€ hoach ing dung d€ gidi quyét cic vin dé trong cong ty minh?
3 C6 thé 4p dung hiu hét k€ hoach ing dung

O C6 thé 4p dung khodng mot nira k€ hoach tng dung

O Hiu nhu khong 4p dung duge mot k€ hoach img dung nao

Néu ban hdu nhu khéng thé 4p dung dugc mot k€ hoach ing dung nio, xin ban cho
bigt Iy do.

Ban danh bao nhiéu thai gian dé nghién ciu cuén sich nay? Xin hiy wéc tinh theo sé
gitr. .
1 dén 5 gity

5 dén 10 gis

10 dén 15 giv

15 dén 20 gio

Kﬁeimg thasi gian khéc (xin hdy néu rd)

oaagadau

Ban hiy dénh gia cuén sich nay theo thang di€m duéi day?

Ré&rang 1 2 3 4 Khong rd rang

Tha vi 1 2 3 4 Khong thi vi

R4t hitu ich 1 2 3 4 Khong hitu ich

Qu4 dé 1 2 3 4 Qud kha

Mat qué it thid gian/ 1 2 3 4 Mat qué nhiéu thdi gian/

cOng sifc nghién ciu ¢ong sifc nghién ciu



11. Ban hiy danh gi vé Bai tap Thuc hanh?
T Quadé 1 2 3 4 Quikhé
O Hoply ! 2 3 4 Khéng hop 1y

12, Gid cua cufn sich nay nha the nao?

O Quicao
O Hoply
O Qudthap

13. Bansé:

T3 Mua cubn sach khidc & ciing nhém cha dé
O Mua cudn sich ¢ nhém cha dé khic

O Gidi thigu cubn sdch nay voi ngusi khic

Y kién b sung
Néu ban ¢6 thém ¥ kién hay nhan xét v& cudn sich ndy hodic phdn nao clia cuén sch, xin

vui 1ong cho biét.




PHAN TICH CONG VIEC

CHUONG TRINH DU AN ME KONG (MPDF)

Chiu trich nhigém xuft bin : LE HOANG
Bién tip : TRIEU KINH VAN
Trinh bay bia : TRI DUC
Ky thuit : HIEN KHANH
Sira bdn in : LE CONG
NHA XUAT BAN TRE

161B Ly Chinh Thing - Quén 3 - Thanh phd H3 Chi Minh
DT 9316211 - 8465595 - 8465596 - 9317849
Fax: (84-8) 8437450

Email; nxbtre @hcm.vnn.vn

In {.000 cudn. khé 21 x 29 cm. Tai Xi nghi¢p In Lé Quang Loc.
Sovding kv ké hoach xudt ban 297/129-CXB. Do Cuc Xuit bin cip nghy 7/3/2001 va
aidy trich ngang KHXB s& 271/2002. In xong vi nop hm chiéu thang 3/2002.
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Chuang trish Phat irigh Dy &n Mé Xong
{MEDF Ia chuong trinh da plaiong tai by cos
K@ hang Phat wiéh Chas A1RDB)

inh nhan ty hoc Bntravlia
Ga-na-ga
Phénian
Cony 1y Tai chinh Quac & HFE)

séch do Churong trinh Phat tridn Dy 4n M8 Kong (MPDF) phGi hop véi Khat Bin

ai hge m& OLA (Canada) bifn doan g6m hal nhém chi gé: Ma-uy

Judn {ri Ngufn Nhan lyc trang céc Doanh nghidp Vira v Nho. Fhuy Bign

Judn irj Marketing trong cdc Doanh nghiép Vila va Khd. Theyst

6§ vdi 12 tya sach, duge thi€t k& linh hoat, d0c 13p, d doc va & dng dyng. el

panh nghigp, chuyBn gia t van, gidc vién v3 sinh vién khoa kinh 18, Clracag trinh dgc di6E hanh b3 Conn ty

ri doanh nghiép, Marketing d6u cd thé fim thdy i& nhing trang sdch nay Tai chinth Gusc t8

diéu bd ich, I thi va thidl thyc cho cbng viéc kinh doanh, chuyfn mén It phgn chuyen vé ki wrg urnhan, thuge

: 14p c@a chinh minh. T3n dedn Ngan hang The giGi.

phin tich cong vigc 34000}
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