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QUAN TRI
NHAN SU

Thao Soan: Bui Hoang Lgi

Tu Sach Cia Nha Quan Tri Kinh Doanh
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Phan mot: Tong quat
Chuong mét: Pai cudng vé Quan Tri Nhan Su

I. Pi€m xui't phat

e Cap Quén Tri Nhian Sy chua trang bi dii ki€n thitc v& nhitng nhém hudng 1gi ich (c8 dong, khach hang,

nhan vién, chinh quyén, doan thé)

e Thi€u phdi hgp giita cdc chic ning trong Quéan Tri Nhan Su

e Thi€u phdi hgp giita cAp quan tri va nhin vién d€ &ng dung Quéan Tri Nhan Su

e Thanh qua chua ddnh gid khiach quan
Bon bat quan tri nhan sy
1#. Gigi hang trong diéu hanh quan ly
2#. Trudng bo phan dp dung phuong thitc Quan Tri Nhian Su theo chi dao ctia lanh dao, khong tao dugc anh
hudng hau thuin
3#. Quan tri tryc tuyé&n kiém ludn diéu hanh nhin sy, trudng bd phan chi bs sung thi€u sét
4#. Trudng bo phan 12 d6i tdc chi€n lugc, thanh vién clia ban 1anh dao. Trudng bd phan dai dién cho toan thé
nhan vién trong doanh nghiép tryc ti€p lam viéc vdi ban linh dao nhim thiét k&, ki€m nghiém va @ng dung
nhitng md hinh quan tri nhin sy vao chi€n luge phat trién clia doanh nghiép.

C6 mo thitc Quan Tri Nhan Sy thi thiéu khao nghié¢m chi tiét c6 khdo nghi¢m chi tiét thi thiéu mé thiic -,nha
nghién citu thi thiéu: tong thé, hoi nhdp, so sdnh da van hod

Mo hinh tudn hoan quan di€m téng thé dinh huéng vién canh QTNS

AN

SN

I1. Pinh nghia
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QTNN la su phoi hop mt cdch tong thé cdc hoat dong hoach dinh, tuyén mo, tuyén chon, duy tri, phdt trién,
dong vién va tao diéu kién thudn lgi cho tai nguyén nhdn sy thong qua té chiic, nham dat dugc muc tiéu
chién lugc va dinh huéng vién canh ciia té chiic.

e Tainguyén nhan sy I t4t cA moi c6 nhan tham gia bat ci hoat ddng nao

e TG chifc c¢6 thé 16n nhé don gidn hay phic tap, 1a chinh tri hay tranh ct

e Quén tri nhan sy hién dién khdp moi phong ban
II1. Muc tiéu QTNS
Quan tri nhian sy nhim phu vu

e Khach hang: QTNS dinh huéng thi trudng

e Co dong: QTNS dinh hudng 191 nhuin

e Nhan vién: QTNS dinh huéng nhin ban

e  Mbi truong: QTNS dinh hudng sinh thai
Dinh huéng theo tAm nhin chi&n ludc, tai nguyén nhin vién va chifc ning nhin sy
P& phuc vu nhan vién thi nha quén tri gitip nhan vién dat muc tiéu c4 nhan clia ho, dugc do ludng bing su
thod man cong viéc (mifc dd cam thay tich cuc hay tiéu cyc vdi cong viéc). Thé hién bdi sy gin bé tich cuc.
Cung cap cho ho méi trudng lam viéc tot, va chinh bdn thin cong viéc.
Nha quén tri phdi chd ¥ khdi niém chat lugng cudc doi lam viéc, chat lugng cudc song toan dién, chit khdng
phai chi ndi ho lam viéc

IV. Chiic nang phong nhian sy

TRUGNG BO PHAN NHAN SU

Nguyén Hoach DPao tao Quan Quan Dich vu Y t&
ctfu tai dinh tai Tuyén va tri tién hé lao Va va
nguyén nguyén dung phat luvong dong phic an
nhan sy || nhan sy trién lgi toan

Giam doc nhan sy ddm nhan chitc ning hoach dinh, t8 chic, linh dao, ki€m soat ciia bo phin riéng minh theo
tuy&n nhim phu vu cdc bd phan khdc hoan thinh muc tiéu nhin su.
Nhiém vu va trach nhiém cua gidm déc nhan sy
Chd y riing cdc cong ty c¢6 chinh sach va chi€n lugc khdc nhau
e Ban chat cong viéc
e Trinh @9 va tay nghé c6 trinh d6 hoc van, dao tao va c6 kinh nghiém. Ci nhan kinh t& 1a t5i thiéu, ct
nhin tdm 1y hoc. Tuy nhién cAn ¢6 MBA theo xu huéng thong tin mdy tinh. Kha ning truyén thong,
phan tich gidi, kién nhdn ddi phé xung dot, mau thudn, khi ning diéu hang khi c6 stic ép. Cong bing,
thuy€t phuc va kié&n thifc vé computer.

http://vietseek.vn — CAm nang doanh nghiép viét nam online! Trang 3



Cam Nang Doanh Nghiép Viét Nam Online - http://vietseek.vn

V. Vai tro

Chinh sach: dé ra, bdo ddm thyc thi chinh sdch trong toan t3 chifc, c6 kha ning gidi quyét khé khin C& van: cho cap
quan trj khdc.

Dich vu: cung cip dich vu nhu tuyén dung, dio tao, phiic 1¢i cho bo phan khic

Kié€m tra: gidm st cdc bd phan khdc thy hién cdc chinh sach, chudng trinh vé nhan su.

VI. Co ciu td chitc (cong ty 16n)

Phé tdng gidm ddc tai nguyén nhin sy (cAp cao)

Giam doc tuyén dung — gidm ddc luong bdng — gidm d6c dao tao phat trién — gidm ddc an toan lao dong —
gidm ddc quan hé lao dong nhan sy (trung cAp)

Céc chuyén vién (nhan vién tai nguyén nhin su)

VII. Xu huéng — anh huéng

1. Xu huéng va thach dé
e Thong tin, gido duc Iam cho trinh dd cao, 1am cho chuyén mon cao, kién thifc, k§ ning thay ddi din
dén gid tri, thdi do thay d6i. Anh hudng d€n quyén han, thod min, hai 1ong ctia nhan vién.
e Gi4 tri song thay ddi xem viéc lam 13 phin tong thé trong phong cich sdng, phudng tién d€ hoan
thanh muc tiéu, muc dich sdng c4 nhan
e Cd4c nudc phat trién may méc lam viéc thay nén ning sut thap, chn viéc
e Nan Stress da gia ting lam 4nh hudng chat lugng s6ng lam viéc
e Khuynh huéng chuyén dong, tdi bd tri trong cong viéc dang thinh hinh nhim chdng nham chéin goi 1a
da dang hod cdng viéc
e Trich nhiém xa hoi dudc dé cao
2. Doi hoi cia nhan vién
Diéu kién va viéc lam
e Lam viéc an toan — Khong budn chian — Tuyén dung &n dinh
e Lam viéc ma nhan vién st dung dugc kha niing thu dic ctia minh
e Khung cdnh lam viéc thich hgp — VAt chat hgp 1y
Quyén I¢i — Luong bong
e To6n trong phAm gid con ngudi — Pugc cAm thdy minh quan trong
e Thoad min diéu khién ctia cip trén va lam viéc v6i ngudi khac
e DPudgc cap trén ling nghe — Tham du va dnh hudng truc ti€p quyét dinh
e DPugc biét cAp trén mong ddi diéu gi qua cong tdc clia minh
e Thanh tich phdi ddnh gid khdch quan - Khong thién vi
e Luong cong biing — Phiic I¢i hgp 1y — Trd theo sy déng gép
Cd hoi thing tién
e (Cd hoi ky ning méi — Thing thudng binh ding
e Diao tao phat trién — CAp trén nhin biét thanh tich qua khit
e (Cai thién mic séng - Cong viéc c6 tuong lai
VIIIL. Pao ddc trong quan tri nhian sy
Kién thitc — Cong bing
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Chuong hai: MOi trudng quan tri tai nguyén nhan sy

I Tong quat mdi trudng
Theo quan di€m van niing (quan tri 13 tit cd) nha quan tri chiu trdch nhiém truc ti€p vé sy thanh cong clia o
chitc. Thanh cong clia huan luin vién dugc chia s& qua vinh quang chi€n thing. Khi c6 mau thuin bat ky nio
thi hudn ludn vién 1a dich cho mii tén cdng kich, nhu vay dia vi ho phu thudc vao su chié€n thing.
HLV Ia ngudi thiét thoi khi thanh cong ngudi ta ddnh gia khong h&t Anh hudng, khi thit bai ho 1a ngudi duy
nhit gdnh chiu. R6 rang ho 1a nha quén tri khong phai 1a thinh va ho bi 4nh hudng bdi nhiéu y&u t& moi
trudng.
Theo quan di€m bi€u tugng thi nha quan tri Anh hudng han ch& dén két quan cida t8 chifc bdi vi c6 nhiéu y&u
t6 moi trudng
Méi trudng la: Khong khi vin hod clia t6 chiic - Moi trudng tong quit kinh t&, chinh tri, xa hoi, khoa hoc k§
thuat — Moi trudng dic thu (bén cdng ty vi md va tdc vu: khach hang, doi thi, cung ¢ng, lao dong, chinh
quyén)
Tao bau khong khi viin hoi ciia t§ chifc: Pua ra cdc chuin muc hién thdi — Néu lén cdc huéng di méi —
Thi€t 14p cdc chudn muc mdi — Xdc dinh di biét giita cac loai chudn muc (khodn cdch vin hod) — LAp diy
khodn cdch.
A. Nhitng yé&u t6 anh huéng d&€n quan tri nhin sy
Thay d6i nhan thitc vé gia tri

e Nhin vién tao y nghia cho cudc sdng — Thod min nhu cAu cd nhin gia ting

e Doihdi vé ty do c4 nhin gia ting
Thay ddi trong méi truong kinh t&

e Toan cAu hod vé kinh t& — Canh tranh trén toan ciu quyét liét

e Nhanloai cé y thifc cao vé thdi gian
Thay ddi trong méi truong lao dong

e Ty 1é nhan vién nif gia ting — Trinh dd hoc van gia ting

e Tay nghé gia ting — V& huu tré
Thay ddi trong méi trudng cong nghé

e (Cong nghé phat trién manh — Gid cong nghé ha — Chu ky sdn phdm ngin
Tu duy, chit lugng, sdng tao quan tri dugc doi hdi hanh dong cao.
Nhugc diém cdc doanh nghép khong thanh cong

e Trong t3 chiic ¢ bi tranh gianh quyén luc chinh tri ndi by khong

e BAiu khong khi tin tudng 14n nhau giita cic titng 16p

e Suling cdng & cdc cap dusi nhu thé nao, tai sao

e Doanh nghiép c6 mot vién canh téng thé khong hay chi bd phan k& hoach trung uong
Uu di€m cic doanh nghép thanh cong

e Thanh vién lanh dao lam guong, lanh dao vu td

e Bau khi tin tudng 13n nhau giita cdc tirng 16p

e (Cd cdu td chiic mang hinh thitc phdi hop

e DN c6 vién canh tdng thé, nhat tri giita cic nhém, khach hang, c§ dong va moi trudng dudc

tham gia gép y. Lién két cdc dic két dong gép

B. Mbi truong theo quan di€ém QTNS

http://vietseek.vn — CAm nang doanh nghiép viét nam online! Trang 5



Cam Nang Doanh Nghiép Viét Nam Online - http://vietseek.vn

KINH T DAN SO - LAO PONG
LUA ) y
T S¢ mang Chién lugc VAN
PHA muc tiéu chinh séch HOA
XH
Mar ket ting San xuit
QUAN \
TRI
NHAN SU /
Tai chinh Chiic
al cnin 3 .
nang CHINH
KHOA khac QUYEN
HOCKY " yin hos C§ dong POAN
THUAT cong ty cong doan THE
) POI THU CANH
KHACH TRANH
HANG

II. Méi truong quan tri nhian sy
A> Bén ngoai
Khung cdnh kinh t&

e Chuky kinh t& - Chu ky kinh doanh. Trong suy thodi Cédc cong ty My dung Viét ki€u vao Lam viéc
trong thdi gian ngin 3 thang rdi cho nghi da khai thac dugc. Bdi theo luat tai M§ 3 thdng phai cho vao
bién ché& hoic cho nghi viéc, titc ho 1am thé€ @€ gidm chi phi.

Dan s luc - lvgng lao dong
e Dung ca khoa hoc dan s& vao phan tich
e Thong ké trong cdc nganh nghé
Luit & nha nudc
e Luatlao dong tdc dong manh nhat
Van hoa xa hoi

e Ding cip, mic thang gid tri v6i da phat trién trong ngoai td chifc

e Chuin muc. Chiing ta thdy bau khong khi ty nhién hoc tip clia sinh vién M§

e Sy thay ddi gid tri vin hod 1a thach thifc — thay ddi thdi do 1am viéc, nghi ngdi gy ra thach dé cho
nha quén tri

e Su thay ddi vé 18i song trong xi hoi 4nh hudng dén ciu tric trong xi hoi.

Déi thu canh tranh
e Ché& dd chinh sdch d€ giit nhan vién, cai ti€n moi trudng lam viéc, phic 1¢i
e Taisao nhan vién gidi ra di? PR cda t3 chiic nhu thé€ nao d€ thu hiit
Khoa hoc k¥ thuat
e Dic diém khoa hoc k¥ thuit ngay nay
e Sip x&p luc lugng du thira né€u coputer trg gitip chin han
Khach hang
e Thugng d€ — 6ng vua — Ong chd
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Chinh quyén va doan thé
e S§lao dong — Thuong binh xa hdi — Hoi
A> Bén trong
S\ mang muc tiéu cia cong ty
e Hiéu - 4nh huéng d&€n cdc bo phan — Cidc bo phan dua vao d6 dinh huéng cho by phan minh nhu thé
nao
Chinh sach chién lugc clia cong ty
Chinh sdch chi nam hudng ddn hay gidi thich can nhdc, dnh hudng dén hanh xit ciia cdc cdp qudn tri nhu thé

nao. Van dé rdc réi 6 cdc cdp gidi quyét nhu thé nao gita cdc cdp. Cdc chinh sdch dnh hudéng:
* Ndi 1am viéc an toan — khuyé&n khich lam viéc — trd luong ddi ngd cho ning suit cao vé phdm va lugng —
vu tién cu xét dia vi trong cong ty né€u ho chitng té dudc
Bau khong khi vin ho4 ciia cong ty
e Vin hod chi vé hé thong gid tri dugc chia s&, cdc diéu tdi ky cdc diéu tran trong. Chiing cho biét
thanh vién phdi hanh dong nhu th€ nio vé6i cdc thanh vién bén trong va bén ngoai, né diéu khién cu
XU cia thanh vién minh.
e Moi td chifc diéu c6 hé thdng khudn miu gia tri, cic biéu tugng, nghi thitc, huyén thoai va thuc tién
phit trién theo thdi gian
e Trong cong ty hé thdng gid tri, cic niém tin, théi quen dugc chia s& trong pham vi mdt t3 chic, tic
ddong cdc ciu tric chinh quy tao ra chu&n myc hanh vi. Quyét dinh dudc thyc hién hai chiéu, tin tudng
gifta cdc cAp, bi mat khong bao trim, nhin vién dugc khuyén khich sing tao gidi quyét van dé.
e Truyén thong — Pong vién — Phong cdch lanh dao ?
Cé dong — Cong doan
e (G ddong khong diéu hanh nhung gdy 4nh hudng trong hoi ddng quan tri cong ty, ho c6 quyén chip
van lanh dao.
e cdc nudc tu ban cong doan 1a mot luc lugng ddi phé manh, ho c6 cAp cong doan tif co s dén trung
wong, ho sé& dinh cong néu k&t qua tdi v6i ho
I1L. X4y dyng bau khong khi vin hod DN
Vin hod DN la phong tuc, tdp qudn, nghi thiic, cdc gid tri dugc chia sé tao thanh chudn muc hanh vi chi
phoi hanh vi iing xii ctia nhén vién
C6 nét dic thi c4 biét, mdt hanh lang phong cich 1am viéc, Gng xt, linh hon ctia doanh nghiép, tiém thitc clia
t8 chic va diéu khién mdi quan hé.
1. Theo dinh huéng vién canh va tin tuéng nhau
e (6 tinh than ciu ti€n, cdi mS — dinh huéng todn cau: tAm nhin bao quét
e TAtca cdc nhan vién déu cAm nhin dugc y nghia clia sy d6ng g6ép clia minh
e Qud trinh dua ra quyé&t dinh theo huéng nhat tri giita 1anh dao va nhin vién
e Tin cay, ling nghe, gép ¥ 14n nhau d€ ciing xAy dung phat trién
e Phil hop véi don vi, huéng dén tirng don vi trong t3 chiic
e Thudng xuyén thay ddi d€ phit hop véi moi trudng bén trong va bén ngoai
e Phii hgp bén trong: vién cdnh — cd ciu tS chitc — phong cdch lanh dao
2. Mang tinh phdi hgp
“ T8 chifc lién k&t gdm cac thanh vién ¢6 é6c kinh doanh”
e Co ciu td chiic c6 tinh cdch tap thé ddp ng nhu ciu tim ly nhém va c4 nhan nghia 1a dua ra dugc y
nghia tap thé va cd nhan trong mot t& chic
e Thyc hién mot mitc d6 t8 chiic cao thu hiit c6 dinh huéng nhitng thanh vién & cic cap tham dy
e S& lugng tSi thi€u cAp linh dao, mirc dd tin tudng t6i da va phan quyén
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e Thyc hién quan diém phd hop bing cach huéng vé hiéu qua va thi€t k& cd ciu linh hoat d€ thich ng
nhanh véi nhitng thay ddi bén ngoai.
e Nhu vay trong tuong lai gin ngay cang thich tng v6i cac doanh nghiép quy md hoic lién két
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Chuong ba: Phan tach cong viéc

Dinh nghia
Céng viéc: mot sd cong tic cu thé phai hoan thanh néu t6 chitc mudn dat muc tiéu
Phén tdach cong viéc: 12 mot ti€n trinh xdc dinh mot cdch c¢6 hé thdng cdc nhiém vu va cdc k§ ning cin thiét
dé thyc hién cdc cong viéc trong mot to chitc

e Nhan vién thuc hién nhitng cong tdc gi? Khi nao hoan ta't?

e (Cong viéc thuc hién & dau? Lam cong viéc d6 nhu thé nao?

e Taisao phai thyc hién cong viéc d6? Can tiéu chuin nio dé thyc hién
M0 ta va ghi lai cu thé muc tiéu cong viéc, cdc nhiém vu va hoat dong clia n6, cdc diéu kién hoan thanh cong
viéc, cdc k¥ ning, ki€n thifc va thai do cin thi€t &€ hoan thanh cong viéc. N6 gitp nha quén tri nhin thiy bao
quét vé cong viéc. Thu thip dé tich tir trong thuc t& tir 1dn dau tién, c6 thém cdng viéc mdi hay thay d6i do
hiu qua

HOACH DINH
TUYEN MO

Cong tic cu thé Trach Nhiém

| | TUYEN CHON

Y PAO TAO VA PHAT TRIEN
Phan M? ta cong viéc PANH GIA CONG TAC
tich LUGNG BONG PHUC LGI
cong . . . AN TOAN VA Y TE
viée [ | Mo ta tiéu chuan cong viéc GIAO TI:f NHAN SU & QUAN
2 HE LAO PONG

' ' NGHIEN CUU

ﬁlnsn Ky Khi QUYEN DUNG BINH
(V niang nang X
PANG

Lgi diém ciia phan tach cong viéc

e Bdo diam thanh cong trong viéc sip x&p, thuyén chuyén, thing thudng

e Loai bd bat binh ding vé mtc luong thong qua nhiém vu va cdng viéc

e Tao kich thich lao dong qua viéc sap x&p cdc mifc thing thudng

e Tiétkiém thdi gian, stic lyc qua viéc tiéu chuin hod cong viéc tir d6 gitip nha quan tri c6 cd s& lam k&
hoach va phin chi thdi bi€u cong tic

e Gidm b6t s6 ngudi can thay thé do thi€u hi€u biét vé& cong viéc trinh do

e Tao co s dé cAp quan tri va nhin vién hi€u nhau nhiéu hon

I. Cac phudng phap phian tich cong viéc

e Badng cAu héi: gdi cho nhin vién, nhan vién cong nhan phdi mo td nhiém vu, muc dich, khéi lugng
hoic s6 sdn phim cong viéc. Thdi gian xit Iy khong c6, cong nhan khong dién vao chi tiét

e Quan sat: cong viéc doi hdi k§ ning, n€u lam viéc tri 6¢ thi khong di

e Phéng van: phdng van cd nhan, quin doc dé€ 14y thém thong tin ho, va ki€m tra lai ho khai c6 ding
khong. C6 thé phdng van nhém nhan vién sau d6 nhém quin doc

e Ghi chép lai trong nhat ky: yéu cau cong nhan ghi lai md td hoat dong hiing ngay, nhd vao phuong
phdp nay d€ biét cong nhan phéng dai tim quan trong clia cong viéc trong cic phuong phip trude

e Bang danh sich ki€m tra: danh sich cdc muc lién quan d&n cong viéc, nhitng ngudi quan tri tryc ti€p
cong nhan ki€m tra

e Phéi hgp cdc phuong phap: nhim muc dich phin tdch chinh xdc

e Phuong phap khac: phuong phép khdc, dit kién, quy dinh ctia chinh phu
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IL. Ti€n trinh phan tach cong viéc
Nghién cttu k§ so dd cia t& chifc, néi chuyén véi cdc cd nhan quen thudc véi cong viéc d6, gidi thiéu va gidi
thich 1y do, tao mdi tin tudng khong Iam tri tré cong viéc

Budc Ti&n trinh phan tach cong viéc

1 X4c dinh muc dich sit dung théng tin phan tach cong viéc: c6 né mdi 4n dinh
cdc phuong phdp thu thip thdong tin

2 Thu thap théng tin co ban: so dd t8 chitc cho ta bi€t cong viéc nay lién hé véi
cong viéc khac nhu thé nao chifc vu va tuyé&n quyén han, ti€n trinh cong viéc
hiéu r6 chi tiét tir diu vio dén diu ra, bin mo td cong viéc hién cé gitp ta xay
dy mdt ban cdng viéc hoan chinh hon

3 Lua chon cdc cong viéc tiéu bi€u: cin thiét khi c6 nhiéu cong viéc giong nhau,
ti€t ki€m thdi gian, VD: trong diy chuyén sin xuit

4 Thu thap théng tin phan tdch cong viéc: ding cac phuong phdp phan tich dé
thu thap thong tin cdc hoat dong, thai dd &ng x1¥, diéu kién lam viéc, cd tinh va
kha ning

5 Kié€m tra lai thong tin v6i cac thanh vién: dat dugc sy ddng tinh ctia duong sy
v& ban phin tich cdng viéc, ho c6 cd hoi xét lai ho

6 Tri€n khai ban mé ta cong viéc, mo ta tiéu chuéin cong viéc: phan tich cong

viéc xong nha quén trj phdi soan 2 ban nay

IV. Mo ta cong viéc
La mot tai liéu cung cap thong tin lién quan dén cdc cong tic cu thé, cdc nhiém vu va trach nhiém ciia cong
viéc. Pugc mo t4 liét ké chinh xdc, xtc tich nhitng di€éu ma cdng nhin vién phai thyc hién. Lam cdi gi, lam
thé nao, va cdc diéu kiém ma cic nhiém vu dé dudc thuc thi

1.

kv

6.

Cidc nhiém vu chti y&u phai hoan thanh

Ty 1¢ thdi gian cho mdi nhiém vu

Ciéc tiéu chuén hoan thanh cong viéc

Piéu kién, noi lam viéc, rii ro c6 thé siy ra

S6 ngudi lam véi tirng cong viéc, mdi quan hé tudng trinh, bdo cdo
M4y méc va thi€t bi thuc hién cong viéc

Ban mo ta cong viéc

TEN CONG LY. v einis s ine s cens e
Phong/ b phan:....csrseeee s
NOL LA VIECoouireeeeeece e seaees
BA0 CAO CRO s
Muc dich CONG VIEC ... seses s ssssinssssnees
Pham Vi CONG VI€Cunrurieirmeeeeerise s sens s ssnsenes

Nhiém vu va trachnhiém....

THEU CHUA N
MUGC PhAN QAU
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V. Mé ta tiéu chuin cong viéc
La bang trinh bay cdc diéu kién, tiéu chuin t5i thi€u cé thé chdp nhan dudc ma mot ngudi cin phai cé dé
hoan thanh mdt cdng viéc nhat dinh nao d6. Trinh d6 hoc van, kinh nghiém, nhan cdch va khd ning thé luc.
1. Dt kién téng quat: O bo phin nao, tén cong viéc, cdc tuyén quyén han, trdch nhiém
2. Ban chat cong viéc: hanh chinh, co khi, hay giao ti€p. Ngoai trdi, cic, bAn? M&i tuong quan véi cdc cong
viéc khac d€ bi€t ban chat quan trong khong?
3. Tra ludng: phuong phap nao? Bao nhiéu? Phu thudng, chia 18i, pht cip, phu trg
4. Piéu khodn huin luyén: § dau, bao nhiéu lau, cich thyc hién huin luyén
5. Co hoi thiang thudng: 1y do, tuyé&n, thdi han thing thudng
6. Cac tiéu chudn ctia nhan vién: dva vao ting loai cong viéc: trinh do hoc van, chuyén mon, k§ ning
kinh nghiém, gidi tinh, dic tinh c4 nhan, khung tudi, tri thong
minh, nhanh, sitc manh, chinh xdc, trung thyc, phdan dodn, kha ning lanh dao ti mi, thin trong, trach nhiém,
rii ro (cho di€m va dwa vao ma tran)
Sau khi phéan tich xong:
e Kiém tra lai cdc két ludn cla minh cho cAp trén, ddnh gi tinh chinh xdc hitu dung. Phan tich cong
viéc chi phi khong cao, khd ning cdng tic cao
e Thao ra bin mo t3 tiéu chuin cong viéc, ddnh gid cong viéc d€ tinh luong.
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Phan hai: Hoach dinh, Tuyén md, Tuyén chon nhan vién

Chuong bon: Hoach dinh tai nguyén nhan sy

Lam th& nao d€ ding nguvi, ding viéc, ding lic thod min cdc muc tiéu?

I. Tong quat

Dinh nghia: 12 mot ti€n trinh trién khai thuc hién, cdc k& hoach cdc chuong trinh nhim ddm bio cd quan c6

ding s6 lugng, ding ngudi, bd tri ding ndi ding lic va ding chd
e Hoach dinh: 1 tién liéu, tién dodn, dy bdo nhitng bi€n thién d€ phong ngira rii ro trong tuong lai.

Xu huéng lau dai: 12 du bdo nhu ciu ddi v6i sdn phadm hay nhan sy clia mot t6 chifc trén nim nim

e Bié&n thién theo chu ky: 12 mot sy bi€n dong ma ching ta ¢6 thé tién dodn dugc mdt cich hgp 1y vé

tuy€n xu huéng xay ra trong giai doan hon 1 nim (chinh tri, chi€n tranh, kinh t&, nhu cau...)

e Bié&n thién theo mua: 12 nhitng thay ddi c6 thé tién dodn dugc mdt cach hgp ly thudng xay ra trong
giai doan mot ndm (bdnh trung thu, gidng sinh)

e Bi&n thién ngdu nhién: nhitng thay d6i khong theo mé hinh ndo ca
I1. Tién trinh hoach dinh tai nguyén nhan sy
Nghién cttu ky chié€n ludc clia t§ chifc, tham gia soan thio chién lugc toan c6 quan 1a mot 1gi thé. Hoach dinh

tirng by phan va toan cd quan

tM(‘)i truong ngoai — Moi truong trong|

‘ Hoach dinh chién lugc

Hoach dinh tai nguyén nhan sy

Bugc 1 Dy b4o nhu ciu | Kha niing sin c6 TNNS
So sianh giita nhu ciu v¢ kha niing sin cé
v v
Cy r}Tg = ciu | Du thira nhin vién | Khigm dun% nhin vién
|
| BuGc2 | P& ra chinh séch & k& hoach |
o v 7
Budc 3 | Khong | Han ché tuyén dung Tuyén md Thuyén chuyén
hanh | Gidm gid lao dong v Thing, giang chic
dong | V€ huu s6m - nghi tam thdi | Tuyén chon | P2o tao phat trién
v v l v
Buéc 4 Ki€m sodt va ddnh gia
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Bué6c trong hinh trén

‘ Céc k& hoach tong thé ‘

Phan téih cong l l
viéc
Chiing ta can nhan lyc nao d€ hoan Nhan luc nao da c6 sin
thanh cong viéc trong co quan

|

v " »
Cé an khép khong? Néu khong chiing
ta loai ngudi nao va lam ciach nao dé [
tuyén mo ho

v

* Pdnh gi4 thanh tich * Ngan hang dit
kién cia c¢o quan * Dao tao * Phat
trién nhan vién cic cAp quan tri

Buéc mot: Pé ra va du bao nhu cau
Ngoai nhu cidu san pham dich vu dy phong doanh thu, khéi lugng d4p Wng con
e SO ngudi thay th€ du ki€n — chit lugng va nhin cich clia nhan vién
e Nhitng quy&t dinh ning c4p sdn phadm dich vu thAm nhap thi trudng mdi
e Nhitng thay d6i vé& khoa hoc k¥ thuat, quan tri 13 ting ning suit
e Ngudn tai chinh c6 sin
a. Dy bdo nhu cdu tai nguyén nhan sy
b. Dy b4o kha ning sin cé vé tai nguyén nhan sy

Cung cAp phuong tién tinh todn bao nhiéu va loai cong nhan vién nio, ngudn cung cAp nhin sy 14y tir dau,

trong co quan hudn luyén dé€ co kha ning cho tuong lai

Cong ty nhé thi bi€t kha ning clia nhin vién. Lén thi sao? CAn qudn tri hd so khoa hoc, biét rd nhin vién

khong phdi I1a chuyén dé dang
e Heé thong hd so thutng va h  s¢ thuyén chuyén

Khoan dé trong Ngay thing:.....oe...

Bo phin: Phong ban: Nganh - nhém Pia diém
Thdi gian phuc Ngay sinh Gia dinh Chifc danh cong viéc

vu cong ty
Trinh d) hoc Viin biing, nim hoc, linh vuc chuyén mén
van
MBA - bPH 1...2... 3.....

Cic kho4 do cong ty dao tao hd trg
Tén khoa Pé tai Nim Tén khoa Pé tai nim
S§ thich nghé nghiép va sg thich phat trién
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Quan tim Cé Chap nhan Cé Thuyén Cé6 Hinh
viéc lam khong thuyén khong chuyén dé khong
khic chuyén thiing ti€n
Néu c6 loai gi ? Dié&n giai cu thé bt ¢ diéu kién nao Céc tén
mai s6
Loai dao tao nao ma ban A>Trao dobi kj ning
tin c6 thé thy dic dugc B> Kinh nghi¢m thiing ti€n
K& cac loai cong tic ma ban tin cé di kha ning hoan thanh
Cic sinh hoat doan d¢i toan thé Hoi vién té chic ndo?Chic vu (5 nim)
Ky ning
Loai Chiing nhian Loai Chitng nhéin
Kinh nghiém
Pia di€m T nim Pén nam Ghi cha
Dién gidi Dién gidi kinh nghiém khdc, gidi tri, s thich ,dif kién c4 nhan

e S0 db sip x&p lai nhan lvc
Cho thdy kh4 niing hoan thanh cong tdc hién nay, kh4 ning thing ti€n véi vi tri quan trong, 1am thé ho so cho
mdi chitc vu thanh tich hién tai, tiém niing tuong lai thing ti€n, cAn ddo tao mdi tng clt vién
e Hé¢ thong thong tin may tinh
Phai vi tinh hod thong tin biing cdc phan mém, khi can gd tén vao va mdy tinh cho khd ning clia nhan vién
do.
- Ma s6 kinh nghiém trong céng viéc: bd mo ta kinh nghiém, chiic danh, ma s6, ngay sinh, mo td cdc cong
viéc hién tai, trudc, tuong lai
- Kién thic sdn xuat — Ngoai ngit — S¢ thich nghé —Thanh tich cong tic
- Kinh nghi¢m - Trinh d9 hoc van — Cac kho4 dao tao
Budc 2: Pé ra chinh siach
Chinh sdch — Thi tuc — K& hoach cu thé
Ap dung chinh sich cii hay d8i méi, du thira, thi€u thi sao? Nhin vién can c6 chinh sich cu thé gi? Ngan sich
trinh phai phit hgp cho ban gidm ddc phé chuin
Budc 3: Thuyc hién ciac k& hoach
e Khi€m dung nhan vién: thi€u nhin vién theo khi ning, thuyén chuyén diing kh3 ning va tiém niing
ctia ho, thing gidng chifc, thi€u hin phai tuyén mo
- Thuyén chuyén: 1y do thuyén chuyén, di ddu, dip @ng nhu cAu nhan vién? Nham chdn khong vui khi lam &
vi tri d6? Nhu c4u sdn xui't hay bd phan khic
- Thang chifc: nhd vao thong tin cd nhén, ho so nhdn vién, vi diéu kién vin hod?
- Giang chic: khéc trén hay t€ nhi, phic tap, khé khiin
- Tuyén mé tuyén chon: xem sau
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e Thing du nhan vién: han ché tuyén dung — gidm gid lao dong — cho vé& huu s6m — gidn thg — cho
nghi tam thdi

Buéc 4: Ki€m tra va danh gia: Sau d6 rit kinh nghiém
III. Cac phuong phap du bao
1. Phan tich xu huéng: (Trend analysis) phan tich 16gic qua cudi ky mdi nim
2. Phan tich ty suat nhin qua: T xut giita mot s6 nguyén nhin nao d6 véi cong nhin cAn phai cé d€ dat
dugc. Tam sudt chin han (ning suat dugc giif nguyén)
3. Phan tich tudng quan: Tim m&i tuong quan gifta hai bi€n s8. VD: hoat dong kinh doanh so véi tuyén
dung. C6 thé du bdo hoat dong kinh doanh va nhu cau nhin sy tuong d6i chinh xdc. Pua 1én dd thi tirng bién
ung v4i mic dd sau d6 vé dudng qua theo xu hudng tir d6 dy dodn.
4. St dung may tinh: Nhap lugng va phin mém s& cho két qui. Phu thudc vao mitc d6 ca phin mém d6
thi€t k€ nhu th€ nao
5. Phan dodn cta cAp qudn tri: Quan trong, nhay cdm, 6¢ phan dodn
6. Ky thuat Delphi: Cong ty Rand. Tén kém

e Dua cho cdc nhém chuyén vién bing van luc yéu ciu ho cho biét gidi phdp

e Nop lai cho ban t& chitc

e Thu thap lai va hiéu chinh va dwa ra bdn van luc gdi ti€p cho chuyén vién

e Tiép tuc cho dé&n khi dat nhat tri
Ngoai ra con ¢é du bdo tir khdi di€m 1én, cap dudi dé trinh 1én, md phdng trong Computer. Sau khi xong nha
quan tri ti€n hanh tuyén mo nhin vién chuong 5
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Chuong nim: Tuyén mé nhan vién

I. Tién trinh tuyén mo

Tuyén mo nhan vién 1a mot ti€n trinh thu hit nhitng ngudi cé kha niing tir nhiéu nguén khic nhau dén
dang ky, nop don tim viéc lam.

A. Tong quat

Tuyén mo nhan vién 12 mot qua trinh phifc tap, phong nhan sy nhan phi€u yéu ciu tuyén mo, trong phi€u cé
chic danh cong viéc, tén bd phan va ngdy thang Iam viéc. Phong nhan sy sé d6i chi€u v6i bdn md td cong
viéc xét xem cong nhan vién sip tuyén can hdi diu kién trinh d6 nao, ti€p 1a hién nay trong cong ty c6 nhan
vién hoi di diéu d6 khong hay phai tuyén mo tir bén ngoai. Chid y né ton kém.

Hoach dinh tai nguyén nhan sy, tim cdc gidi phap khic sau d6 di d&€n tuyén mo, ding cic phuong phap ndi b
dé xét ngudn ndi bd hay ding cdc phuong phap bén ngoai d€ xét nguén bén ngoai va cudi cuing di d&n cic
nhan dudc tuyén md chi y ring tit cd quy trinh nau nim trong mdi trudng bén ngoai va bén trong.

B. Tim giai phap khac

Vi y&u t6 ton kém nén c6 thé tim gidi phdp khdc thich hgp hon, cdc chi phi nghién citu, phdng van, cong ty
mdi gidi, phdn cong lai, dao tao lai.

1. Gio phu troi

Ciéc cong ty dét may, thuc phdm vao mua thi thué muén thém khong con phit hgp nén ho khuyén khich cong
nhan 1am thém gid, n€u ho tuyén vao nhu ciu sin xuit trd lai binh thudng thi khé 1ong cho nhan vién nghi
viéc.

Y&u t& ching ta phai xem xét 1a thdi gian 1am thém khong qud nhiéu, n€u th& cong nhan mét va ching ta tra
lugng trdi cao hon luong chinh thic, mic sdng cao s& quen vdi ho sau nay trd lai thu nhap thip ho khong con
lam viéc tot

2. Hgp dong gia cong

Ky hgp dong vé6i cac hing khach sdn xui't cho minh néu thuén 1gi

3. Muén nhan vién hiang khac

It 4p dung hinh thitc nay, cdc cong ty nhd thi con ¢ chit cic nganh cong nghiép thi khong, cdc nén kinh t&
ti€n ti€n con c6 cdng ty cung tng lao dong tam thdi. Nhung thudng cong nhan lam viéc khong tdt, ning luc
khong cao

4. Nhan vién tam thoi

Thich hgp cho khi€m dunh nhan cdng theo miia, bi€n thi€n dot xui't, ngdu nhién. Tuyén nhan vién tam thdi
nén tranh nhitng ddng (i€t sdy ra sau nay nén néi ro

I1. Tuyén mé nhan vién

A. Ngudn noi bo

Phifc tap, 4p dung cho thuyén chuyén, cong ty c6 thé niém y&t chd tréng va thong tin trong toan cong ty. Ghi
16 chd 1am con trong, thd tuc can thi€t phai lam ding ky, cdc tiéu chudn, luong bdng sitc khoé, quyén 1gi.
Tém lai mai ding ky chd con tréng

Dua vio hd sd luu trit cdc nha quén tri d& tim ngudi thich hgp, c¢6 thé t8 chitc tric nghiém phéng van dé tuyén
chon chinh xdc hon

Y&u t& thsi gian 12 ndi bat trong tuyén md nay, huéng d€n thing ti€n cho nhan vién trong noi bd

Ldi di€m 1a nhan vién thdy thing ti€n, nén ho gin b6 1am viéc tich cuc hon, ddnh gid kha ning ho chinh x4c
hon, ho 14 ngudi quen thudc nén hoa nhip vao cong ty nhanh gidm dao tao va chi phi.
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B. Nguon bén ngoai

Ngudn tuyén mo

1. Ban bé nhin vién: cong nhan vién trong t& chifc thudng bi€t rd ban be, ho gidi thiéu cong ty cé chit
lugng, ho thich ho mudn ban bé vao lam chung. C6 thé thién vi va dnh hudng khong tdt, can gidi thich trach
nhiém ngudi gidi thiéu, chi wu tién khi bing di€m v6i ngudn khic.

2. Nhan vién cii: ching ta thudng coi ré nhitng ngudi nay bdi nhiéu Iy do, nhung phai xem xét lai ho & trong
diéu kién nao? Khi ho trd vé c6 thé 1a nhan vién lam nhiét tinh, ning dong va trung thyc hon. Cdc nhan vién
khdc trong cong ty c6 thé xem thudng va ho c6 thé rdi khi nao ho mudn

3. Ung vién ty ndp don xin viéc: Thong tin ddng bdo hay phuong tién khdc clia cong ty cdc Gng clr vién nay
tu ndp, con c6 khi tng ¢l vién dén tim viéc ci khi khong ding bdo ngudn nay ta ciing chi y.

4. Nhan vién hang khac: Tuyén dung nhan vién c6 sin tay nghé 12 mot phuong phap phS bi€n nhat, it chi phi
dao tao lai, khong tap su. Cling c6 nhitng quan di€m tuyén tir cong ty ddi thii 1a khong dao dic va cudp cic
nhan vién, sy ra canh tranh va cé thé bi trd diia. Nhat bin xem y&u t& thim nién con My thi viéc lao luong
ay

5. Cac trudng dai hoc va cao ding: 12 ngudn nhin lyc quan trong, d& dao tao vuong 1én va céc sing ki€n.
C6 nhiéu cong ty di tai tr¢ hoc bdng d€ dén dau trude

6. Nguoi that nghiép: ching ta xem tai sao ho lai thdt nghiép d€ khai thac

7. Nguoi lam nghé tu do: k§ thuit va chuyén mon ho cao

Phuong phap tuyén mé

Qudng cdo, d&€n trudng, co quan lao dong, nhan vién gidi thiéu, tham gia ngdy hoi viéc lam, thong qua cdc
nha qudn tri, cdc hiép hoi chuyén nghiép theo nganh nghé

1. Quang c4o: trén phudng tién bdo chi, tdn kém, gid cd cao, khi sdch t6i tay ban thi gid ca lac hau rdi. Céc
nuéc phat trién thi ¢6 nhiéu t§ bdo mi&n phi phit noi cong cong, dit tién & cdc nhat bdo ndi ti€ng. Ciing 12
ngudn nhin vién tré tudi, 4p dung khi phuong phap khic ton kém. Tinh trang nhu ciu khan hi€m tai cong ty
ciing c6 thé din d&€n nhan vién lam viéc kém, mang internet ciing dang thinh hanh.

2. Cif chuyén vién tuyén mo dén cac truvng: thudng goi 13 ngay hoi viéc 1am, cic dai hoc c6 trung tim hd
trg sinh vién, sinh vién dudc tu van, trang bi k§ ning, c6 bdo tap chi mo ta chi tiét, sinh vién con tim tai liéu
khdc & ddy. Trung tim con huéng din trdc nghiém, vi€t don.

Cic trudong tao diéu kién dé dang cho cdc cong ty cif nguvi phéng van

1. Sy thdng minh va kha ning 1. Thtt hang — nd lyc dat — diém

2. bong luc 2. N& lyc sinh hoat hoc tip

3. Khd nidng phdn dodn trudng thanh 3. Quyé€t dinh chon trudng nganh ohc
4. Kha niang phén tich 4. Ly do thich m6n hoc nao

5. Kha ndng ldanh dao quan hé ngudi 5. Tham dy cdc sinh hoat ngoai khod

3. Co quan tuyén dung: Cd quan tu tuyén k§ hon cong, tuyén nhan vién vin phong tot hon, & Viét Nam gid
ré hon nhung vin ton kém.

4. Thué chuyén gia tuyén mo: thué chuyén gia tuyén theo hgp ddng tirng vu viéc

5. Sinh vién thuc tap: & Viét Nam thyc tip khong c6 luong 4n mdt bita com 1a may r6i, sinh vién nay ddp tng
kha nidng va tu cdch lam viéc khong?

6. Nho nhan vién gidi thiéu

7. Ung vién ty nop don

8. Hang siin tim cAp quan tri

9. Dich vu dit kién ly lich: Tai day luu trit cdc nhin vién dang tim viéc
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-
Chuong sau: Tuyén chon nhan vién

I. Anh hudng clia y&u té6 moi trudng

Mboi truong bén trong

Khong don gidn phdi dua vao khoa hoc dinh huéng chién lude vién canh. Tuyén mé la tdp trung iing cit vién

lai, con tuyén chon la xem trong sé ting cit vién dé ai la nguoi du diéu kién lam viéc cho cong ty.

Phim chit cia nhan vién 12 quan trong, tuy theo yé&u t& thdi gian va tai chinh d€ xem xét, tuyén lya thi phai

c6 thdi gian, trinh d0, stc luc va tai chinh. Nha quén tri cin loai phdm chat gi? Loai cong viéc ddi hdi y&u t&

nhan cdch nao quan trong nhat. Ngudi bi loai khong xau nhung ho khong phit hgp véi cong viéc.

Bau khong khi vin hod cong ty quan trong né cho phép c6 tuyén dugc ngudi ning dong, tham vong, thong

minh va sdng tao.

Cong doan ciing c¢6 thé pha tng

MBoi truong bén ngoai

Xem chuong 2

I1. Tiéu chuéin tuyén chon nhin vién

Du trén chi€n lugc st dung nhén sy, dinh huéng vién cdnh clia cong ty, va bau khong khi viin hod cong ty.

N—

Cap cao o~ K¥ niing quan tri

Cap trung Ky niing ky thuat

Cip thip Nghiép vu chuyén mon T~

Nhén vién T

Kha niing c4 nhan:

e Tinh hi€u hoc — Tinh ¢ gdng — Liém chinh — Kha ning chiu dung
Kha niing giao t&:

e Vai trd chinh ngudi huéng din — Vai trd phu ngudi hd trg

e Kha ning xa giao — Tanh lac quan thuc t€
Kha niing lanh dao:

e Kh4 ning dua ra muc tiéu — Khd ning gidi quyé&t van dé

e Kh4 ning lam guong — Kha ning quén tri ngudn tai nguyén
Kha ning chuyén mén:

e Tri thitc chuyén mdén — Mua béan gidi

e Nhanh tri — C6 cdi nhi tdng quat
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I11. Phat hoa qué trinh tuyén chon nhan vién

e > Xét ho so xin viéc >
Moi —> Tric nghi¢m > Ung
truon | [ Phéng vin sd bd <R
. — | vien
bA __’ Phong van ky >
g ben —>  Tham khdo va suu tra 1y lich > bi
tl’Ol‘lg —> Quyét dinh tuyén chon > loai
N e L5 Khdm sic khoé v » 104l
ngoai | )

A 4

Tuyén dung bd nhiém

Trudc khi tuyén md cic cong ty chudn bi rat ky, mé ta chi ti€t (chuéin bi)
Gia doan chinh thiic
A. Xét hd so xin viéc
N&u miu cong ty thiét k& thi cang 8t ddnh gid k§ hon, thong tin &ng ctt vién dién vao dudc so sinh vdi ban
mo ti cong viéc xem cdc tiéu chudn phil hgp hay khong, so sanh nhiém vu, trich nhiém, chic vu trong qui
khtt. MAu don chi tién dodn mot s6 diém & mot s6 chitc vu nio d6 thoi. C6 thé sit dung cic trong s6 d€ dang
gid cd thong tin ¥ng cl vién dién vio khodn trdng, sau d6 d4nh gid dinh lugng. K§ thuat phin tich hdi quy &
todn hoc, chuong bon
C4c cong ty nudc ngoai thi phdt cdc miu don sau khi di qua vong sd bd tai ngay khi phdng van sd bd hoiic ¢6
thé€ vé nha dién va dem nop.
C6 cong ty phd van, phan tach dit kién va coi tudng so.
Xét hd sd xin viéc it phi tdn, khong can nhiéu ngudi, thdi gian ngin.
Sau khi hoan ti't chitng ta cho di€m va x&p theo han
B. Tric nghiém
Ti€t kiém dudc chi phi lao dong nhd tuyén dudc ng cl vién c6 ning sut lam viéc cao. N&u 1ap trinh va tric
nghiém trén mdy tinh thi ning suat lao dong ting cao.
e Tién dodn tng c vién thanh cong trong cong viéc & mic dd nao
Khdm phi tai ning c6 khi &ng ct vién khong biét
K&t quéd cao hon phdng van, thanh ki€n, khuynh huéng cla dng clt vién
e Giiip cong ty tim dudc sic thai dic biét c4 tinh, ning khi€u tiém 4n
e Tim Gng ct vién vao chung mdt linh vuc khong di biét nhiéu
Ti€t kiém chi phi vi ¢6 niing sut lam viéc cao
Muc dich tric nghi¢m
e Gidm chi phi huan luyén, dao tao phit hgp ning khi€u
e Giam thi€u rdi ro do ning lyc cia nhan vién
e Ritngin thoi gian tip su — thing thudng hgp 1y
e Giao viéc ding kha nidng — gidm bd viéc khong thich hgp
Giéi han ctia phuong phap tric nghiém
Can phai hoach dinh chinh x4c va tao ra hiéu niing cao, vd hiéu 1a do 4p dung vo ¥ thitc. Chuyén vién tric

nghiém can biét, va yéu cau:
e Vin dé cong ty — Tinh hinh va c4ch diéu hanh cda chi huy
e Khung cdnh cong ty — M&i tudng quan cdc nhém lam viéc trong cong ty
e Nhitng dif kién lién quan d&n chiic vu cong ty dang tuyén
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e (6 chiing chi chuyén mon dé€ chiing minh ly thuyét va thyc hanh
e Hiéu con ngudi kha vitng chic — C6 uy tin thanh danh
e Tinh tinh phu hgp cdng viéc
Cudi cing tric nghiém ciing chi c¢6 tinh twong d6i ma thdi chu chinh xédc
Phuong phap tric nghiém
Biit van tric nghiém — Kh4u van tric nghiém — M4y tric nghiém — Dung cu
Phan loai triac nghiém
e Kié&n thiic tdng quat: Bao ham nhiéu linh vuc kinh t&, dia 1y, sk, gido duc, triét, todn vin, khoa hoc
khic, ngh¢ thuit.
e Tric nghiém tidm ly: Quan trong, bi€t tAm sinh 1y, ban chat ngudi. C6 thé tric nghiém c4 nhan sau
d6 nhém
e Tric nghiém tri thong minh: C& dién, tim hi€u 6c¢ suy luan, tudi tic hi€u bi€t nén chi c¢6 gia tri tuong
doi ma thoi. IQ=tudi tinh than/tudi that (%)
e Tric nghiém vé c4 tinh: Nguyén nhin thit bai cla @ng cl vién khi 1am viéc bit ngudn tir c4 tinh thi
nguy hi€m.
e Tric nghiém ning khi€u va kha ning chuyén mén: Ning khi€u tir bAm sinh, chuyén mon tir thuc
tién
e Tric nghiém vé& kha niing vin dung diau éc vao co bip: Po ludng siic manh sy khéo 1éo phdi hdp
tay chan.
e Tric nghiém kha niing nhin thite: Phuong phap do ludng kha ning hoc hdi, lua chon ng ¢l vién
chu c6 kinh nghi€ém
e Tric nghiém sé thich nghié nghiép: Cho biét kha ning thod min nghé nghiép. So sianh s§ thich c4
nhan v4i nhitng ngudi thanh cong cdng viéc
e Cic loai tric nghiém st dung thudc: 3 nudc phét trién, tric nghiém bing thudc va hién tugng
e Cic loai tric nghiém chuyén mon: Dung cho cong viéc cu thé, hiéu qua tin cay va c6 gid tri
Nhan xét: khong c6 gia tri tuyét doi, tuy vao ban chat khdach quan, bién soan. Phai bi€t muc dich, linh vy gi
minh tim hi€u, ¢6 sdn hay sidng tao, k&€t qua thuc nghiém phai khach quan. Gid tri tric nghiém phdi chd y
chua ¢6 bai nao dat 100% ca.
C. Phéng van so bo
e Sau khi xem xét hd so sd bd, ng cif vién da thi tric nghiém thi mdJi &ng ctt vién d€n phdng
van. Y&u t& tam ly, t&€ nhi, cdc xtic thé hién rd § &ng c¥ vién
e Tié€p vién phdi cdi md, vui vé, giy thién chi, gidi thich huéng dan, am tudng, c6 ki€n thitc
tdng quat vé cong ty, c6 tu cach, giao ti€p, dep, gon gang
e Giai doan sd khdi d€ loai ng ctf vién khdng dd yéu ciu, héi ngay vé& cd nhin va kién thic,
kinh nghiém theo nhu ciu cdng ty
e Ciéc tng clf vién td ra c6 trinh d6 va kinh nghiém khong phai linh vuc cong ty dang cin thi
cAn tam giif lai khong loai ngay d€ xem xét

D. Phong van sau

La phuong phdp thong dunh nhat trong t& chifc, cho lva tifng ng cf vién mot thich hop, 4p dung rong rai cac
phuong phdp hitu hiéu d€ phdng van

1. Muc dich: di siu vao chuyén mon. S¢ bd: Cung cAp cho wng cit vién ddy di thong tin vé cong ty, va thong
tin lién quan d&n ng ctt vién. Trai lai cong ty mudn ki€m tra lai dit kién ma @ng cl vién da cung cip, bd tic
tai liéu con thi€u d€ chitng minh trung thuc. Trong tuong lai ¢ thé gip nhau néu ting ¢l vién khong dau, tng
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c vién c6 di stc v6i cong viéc sau ndy khong, ddnh gid truc ti€p sic thdi bén ngoai va ddnh gid tai ning,
thong minh, y chi, nghi lyc, thich nghi, phan dodn, suy ludn...

2. Ai phu trach phong van: Tuy thudc vao cong viéc chic vu

Giam doc truéng phong nhin vién nhin su: Phdng van cdc ng ct vién ¢ chic vu tuong dbi cao, vi 6ng ta
bi€t nhiéu v& cong ty, bi€t nghiép vu chuyén mén, cic cdc nhan diéu hanh khic cung cip thong tin d€ ong ta
phéng van t6t hon.

Téng giam doc: Pdi vdi chitc vu cao quan trong, vi nhitng ngudi nay sau nay truc ti€p lam viéc véi gidm
ddc, cdc chitc vu khdc dng ta chi tham gia va quyé&t dinh

Vi chi huy truc ti€p @ng cif vién: Vi dng ta hi€u ré cin tuyén loai tng c vién nio, biét rd ¥ng cf vién nao
thich hgp, vé k§ thuit nhin xét chinh x4dc hon, vé tdm 1y 6ng ta c6 trach nhiém thyc hién va duy tri méi lién
hé v§ tng ct vién.

Chuyén vién phong van: Cdc cong ty thudng ddo tao, hudn luyén ¥ng ctt vién phdng van chuyén nghiép, rit
tfa nhitng di€m chinh y&u cin phai bi&t, dién dich phd hgp chitng minh tranh nhadm 1dn d€ di d&€n nhan xét ng
ctr vién khach quan hon

3. Vai tro ctia phong vin

Chuén bi: Ung ¢t vién phai chuén bi tim 1y, tinh thin, gidy t3. Phd vin vién thi phai ghi ra nhitng diém thic
mic clia minh vé hd sd clia Gng ¢t vién d€ hdi, chudn bi vat dung d€ phuc vu cho phdng van.

Khéng khi budi phéng van: Hai chiéu, tng ci vién con dé€n thim do tim hi€u cong ty, diéu kién lam viéc
clia cong ty. Phdng van vién c6 khi trinh do thap hon ng vién nén hdi dd gay khé chiu, Nguge lai thi dic ciu
hdi qué cao giy sd cho tng vién. Do d6 phdi thodi mai, phd van vién tao co hodi cho tng vién hdi, khong nén
ti€p trong phong lam viéc, khong nén ghi chii nhiéu, c6 thé€ cling nhau gidi khac, danh thdi gian tSt cho budi
phdng van, tao khung cdnh, thong cdm va huéng dan

Piic cau hoi: Cic diém cin chid y. Muc tiéu phdng van, hi€u 16 lanh vuc phdng van, dic ciu héi chinh xdc
ngin gon, tao cho ng vién c6 co hdi trinh bay diy di, diéu huéng khdi din d€ ¢ng vién khong trich né ciu
trd 15i. Sy kién d6 1a gi, tai sao sdy ra, § dau, nhu th& nao, lic nao, hau qua.

e Nghé nghiép: Chitc vu trudc ddy, lam sao xin dugc viéc d6, cdch xit sy vdi cap trén, cling cip, cip
dudi. Mot vai chi ti€t lién hé d&n chi huy cia ng cit vién phdi khdch quan, 1y do nghi viéc chd cii

e Co s6 cong viec: TAm quan trong cla nhitng cd s§ ma Gng c vién tirng 1am viéc, phuong phdp lam
viéc c¢d s8 nay, nhitng sdn pham dich vu cung Gng clia cong ty cd, nhitng vu di€m khuyé&t diém cla cd
s d6, chinh sach clia co s§ d6, tai sao &ng c vién mudn thay d6i chd 1am, co s§ nao gidp ng cl vién
bi€t v mudn 1am viéc tai cong ty, y ki€n tng vién vé cong ty.

e Trinh d§ hoc van: Thich mon nao, ly do. Ghét, 1y do. Lam thém cong viéc gi khi con di hoc. Tirng
lam hoi vién hdi nao chic vu, 1y do gia nhdp. Pa thi hanh nghia vu quan sy, tai sao, ly do khac. Tham
gia khod tu nghiép, huan luyén ham thu khong. Ai dai tho hoc phi, s& thich c4 nhan.

e Nhan sinh quan: Theo dudi muc dich cudc sdng, lam gi dé dat muc dich d6. Theo ng vién dé thanh
cong cudc ddi can cé dic tinh ndo. Nhitng gi kich thich va 16i cudn tng cif vién nhat nhu thién cdm,
khé khiin, s¢ hdi, tién, ganh ti, ddu tranh, td mo, mao hiém. Cim nghi &ng ci vién vé chi cii. Quan
niém th& ndo vé vai trd clia minh ddi vdi cip dudi. Lam thé nao dé€ diéu khién va huéng din cip
dudi. C6 khi nao ngudi khdch tim dén tng clt vién tAm sy, hay ¥ng clt vién tAm su vdi ngudi khéc.
Ung vién c6 dip nao phdn xét ngudi khac khong. PE nhan xét ng ctf vién du vao tiéu chudn, nguyén
tic, phuong phap nao. Dung truc gidc hay suy luin dé€ nhan xét. Cé kha ning nhin xét ngudi ngay
budi gip diy tién, phuong phdp nio, nguyén tic nao. C6 khi ndo ki€m sodt hanh vi clia chinh minh
khong, bing cdch nao. Nghé nghiép nao @ng cit vién cho Ia thich hgp nhat vdi minh, nhung chua chic
cong viéc tng vién dang xin phit hgp vi sy sdng. Nhiéu ban khong, giao ti€p gip khé khin gi. K&
nhitng thanh cong va that bai clia ddi minh. Mua chiu khong, tin dung nhu th€ ndo. Quan niém clia
minh vé vi chi huy ma minh thich nhat. Nhitng y&u t& nao khi€n cho t& chitc thanh cong.
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4. Thoi gian phong van: Loai bd ng vién kém sau 15-20 phiit, ng vién gidi thi ting 40-45 phiit, khong
nén kéo dai thdi gian phdng van
5. Phan loai phong vAn: C6 nhiéu loai, cd ban cé hai.

Phéng vAn theo mau: Dya vio ciu héi c6 sin, ¥ng dung trong cong viéc cu thé, thdi gian han hep.
Tién dodn tng cit vién thinh cong trong 1anh vyc ndo d6. Dua vao miu dé khdm ph4 gi4 tri tin tic, dit
kién kh4 chinh x4c. Bi€t tng vién s& lam dugc gi va cd thé lam dugc gi. Gidm thi€u trinh d6 sai 1am
dinh gid tng vién.

Phong van khong theo mAu: Tim hi€u sdu hon cdc van dé khong thé trd 15i, mién cudng, tu
4i, an ninh... Trudng hop ndy phai hdi gidn ti€p hdi xung quanh nhitng di€m dé. Ung vién c6
thé€ vd tinh cung cip dif kién cin thi€t. Dung nhitng ciu hdi ti€p theo dé€ bi&t siu hon. Cho
ng vién ty do tra 16i sau dé ngit 16i va héi don dap nhu: r6i chuyén gi sdy ra, nhu thé
nao, hoan cdnh lic dé, 1am sao anh gidi quyét, gidi quyét theo chiéu huéng nio, hop ly
khong theo anh, cdm tudng clia anh ngay bay gid véi hién tugng nhu thé. Pay la loai phdng
van phiic tap, t€ nhi, phdi c6 ning khi€u, khéo 10, kinh nghiém. C6 thé so sanh v4i cdc tai
liéu lién quan dén ng clt vién

6. Phuong phap phong van

Phong van hoi dong: Tén kém, thudng chirc vu cAn 13 quén tri
Phong van ciing thing: Trinh do va nghiép vu chuyén mon cao
Phong vAn mé ta hanh vi: Ung vién dua ra vi du va ho gidi quyét
Phong vAn c4 nhian, nhém: Mot — mdt, mét — nhém, nhém — mot

7. Nhitng dé nghi thuc tién

Nén lam: Cho tng vién bi€t chiic vu, ban luin vé chiic vu nay. Cho ti€p xic v6i nhian vién dang ddm
trch v6i chitc vu dang tuyén. Cho ¢ng vién tham quan cdng ty, c6 thé 14p phiic trinh nhin dinh anh ta.
Nén 4p dung phuong phdp nhém. Trinh bay sd qua viéc va diéu kién lam viéc. C6 th€ cho xem sin
phd&m dang sin xuat. Trinh bay thuc trang ctia cong ty. Van dé phitc tap phai gip sau nay. Trinh bay
su kién, cho tng vién phé binh gidi thich. Tao tuwong quan binh ding hai ngudi, sau nay Gng vién c
thé chifc cao hon, tao cd hoi dién t3 ciia Gng vién

Nén tranh: Thi€u muc tiéu. Phan dodn sém. Tran 4p. Cho di€m binh quin chd nghia. Anh
hudng hao nhodng bén ngoai &ng vién. Cau hdi ndi dung khong ¢d dinh. Thién ki€n. Thi€u
dao tao vé phdng van. Khdng chi trong ngdn ngit 16i néi. Khong nén so sanh vdi ngudi khéc.
Khong cho minh 13 nhin vt quan trong. Khong tao cdm tudng lac quan vé quyén Idi ng
vién. Khong che day thuc trang.

E. Suu tra ly lich
Xem Iy lich va nghe ngudi thit ba néi vé ng vién (dé tam nhan), & Viét Nam khé

o

F. Kham sic khoé

G. St dung phi€u di€m

L¢i: Ghi nhd chi tiét, 16, khong nhdm 14n ng ctf vién khac. Cu thé hodquan niém phdng van. Phan tich tranh
thdi tng vién. Phdn dodn, ddnh gid vé Ung vién chinh xéc. K&t luan chinh x4c khich quan hon.

Hai: Khong c6 muc dich x4c dinh v€ ban thé cia tng vién. Chi ¢ng dinh vi thit trong nhém. Khong trung thuc

tuyét doi n€u khong quen st dung. Soan con khuyét di€m. Mdi loai thi khic nhau cho titng cong viéc.

Phai c6 ma tran vé cic gia doan tuy&n chon véi s6 @ng vién tham dy, loai, dau

Ma tran chon vi linh dao véi cac tiéu chudn cin thiét, cic bén tryc ti€p tham gia danh gia, va danh gia
Phiéu diém:
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Cic yé&u to 4 di€ém 3 diém 2 diém 1 diém
Giong néi C6 tinh cam Trong Péu Niing né
Thich hgp.. Thuong Yéu Giong cao
Khac Khac Khac Khac Khac
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Phin ba: Phat trién tai nguyén nhan sy
Chuong bay: Hoi nhap vao méi truong lam viéc
I. Muc dich chuong trinh

Ho dugc nhan vao nén ho 1a thanh vién méi, mdi vi méi nén can lam gidm cing thing.

1. Lam nhin vién méi dé thich iing v6i té chifc: Cu thé cong viéc ra sao? Lam nhu th€ nao? Céc quéin
doc truc ti€p quan tri nhan vién d6. Lam cho nhan vién va dong nghiép chao hdi md rong ban tay, trudng hgp
nay d& mau thuin. Gitp hoi nhap véi tip thé. C¥ ngudi thAm nién huéng din, chi y nghi viéc nhiéu & giai

doan nay. Nhan vién khong thich khdc, mau thuin khic, nhiéu

2. Cung cap thong tin lién quan dén cong viéc va ky vong: Tam 1y nhin vién mudn biét cap trén ky

vong gi ndi ho hoan thanh cong viéc, thianh tich va tiéu chudn hoanh thanh cong viéc.

3. Gidm bdt sai 16i va ti€t kién thoi gian: Cung cip thong tin cAn thi€t, nhan vién bit tay vao lam viéc

gidm thdi gian cho hai bén khong cin thiét.

4. Tao mot 4n tugng thuin lgi: Mat tinh cam, ti€p don ti t&, cdm gidc ban dau tan bi€n, hinh 4nh dep vé

cong ty dudc tao ra.

IL. Céc giai doan cua chuong trinh

Bai bdn chinh quy nghi thiic hay khdéng tuy thudc vao cong ty, cong viéc
1. Giai doan mdt: Téng quat chuong trinh

Dé tai:

1. Téng quat v& cong ty
e Lg&ichao
e Lich si, ting truéng, xu hudng, muc dich, wu tién, khé khin cong ty
e Truyén thdng, phong tuc, chudn myc tiéu chuéin cong ty
e Sin phiam, dich vu, khiach hang
e Chifc niang nhiém vu hién nay ciia td chife
e Tién trinh lam ra san phim dich vu d&€n khéac hang
e Pham vi cac hoat dong khac nhau
e Cd ciutd chifc cong ty, chi nhianh
e Ban lanh dao, mdi tuong quan tap thé va ky vong
2. Tém tic chinh sach chi y&u va thi tuc
e Tuy vao cong ty

3. Luong bong
e  Miic liong — thang lwong — gié phu tréi — tién nghi 1& — ddi ca — lanh lvong nhu the
nao

e Luya chon mua san phian hu hong nhu thé nao, tra phi ra sao — khau trir lwong

e Tién Wng trudc — tién vay tir quy tin dung — tién hoan lai cho cong tic phi
4. Phuc lgi

e Bao hiém - y t& — nhan tho — bdi thudng — nghi 1& — nghi hé - nghi phép (trg cip)

e Ké&hoach huu béng — cd hdi dao tao tai chiic — tu van — Cingtin — gidi tri - XH khac
5. An toan va phong ngura tai nan

e Y t& ciu thuong — Thé duc gidi tri — An toan lao dong — Tudng trinh vé rii ro

e  Phong ngira ki€m tra hoa hoan — Thii tuc chudng trinh tai nan - S& dung ruwou ma tuy
6. Tuong quan gitta cong nhan va cong doan

e Thoiky va diéu kién duyét xét tuyén dung — phin cong tii phan cong thing thuéng

e Tap su dao tao tai chd — tudng trinh 6m, di lam tré — quyén han trach nhiém cong

nhin
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e Quyén han trach nhiém quin tri - méi quan hé quin déc truéng ca — cd ciu to chife
NV
e Diéukhoan hgp dong/chinh siach cong ty — ki€m sodt hoan thanh cong viéc - k¥ luat
e Khién trach - thi tuc khi€u nai - h&ét hang tuyén dung — xem xét hé so nhan vién
e Truyén thong: kénh, dutng truyén chia sé — vé sinh — bao hd lao dong — danh bac
e Mang dd, vat dung ra khéi cong ty — xit Iy thong tin dén
7. Cd sé vat chat
e Ditham quan cd sé vat chit — cingtin — cdc khu vy khéng dugc dn uéng — 16i ra vao
e DPauxe - khu vu'c han ché - chd ciu thueng — phong vé sinh — dung cu trang thiét bi
8. C4c van dé kinh t&
e Chi phi do hu héng — chi phi do trém cép - bién t& 1¢i nhuin
e Chi phi lao dong — chi phi dung cu — chi phi do vin mit, chim tré&, tai nan.

) oA A A A 2 A
Cam mang theo tiéu chuan quoc té c6 thém

Tong quat vé cong ty

Muc dich, tri€t 1y, sd dd t8 chiic, bAng mo ta cong viéc
Tuyén dung va phat trién

Tuyén dung, phan cong phan loai nhan vién, thuyén chuyén, gidm, hét han 1am
viéc, dao tao phat trién

Hoan thanh cong viéc

Hién di€n, gi¢ lam viéc, phu trdi, dinh gid hoan thanh cong viéc
Luong bong

Chinh sdch, tién luong

Phiic 1gi

Céc nghi, bdo hiém, trg cip, phiic 1gi, khic

Stc khoé an toan

Tién nghi, dich vu y t&, ma tuy, rugu, vé sinh, an toan, dén bl
Trung tim tai nguyén xa hoi

Tu van, dich vu, chuong trinh

Tuong quan nhan sy

Tri€t 1y, dich vu, gidi quyét chinh sich

Pa dang lyc lugng lao dong

Chu truong chinh sdch

Cac chuong trinh dich vu phu vu nhin vién

Nhiéu

Cic van dé khac

Goi dién, thu tir, xe cd, bdo mat, hd sd cd nhan

2. Giai doan hai: Chudng trinh chuyén mon

Giai doan ma cédc cAp quén tri tryc ti€p clia nhian vién méi ddm nhan. Tuy thudc vao k§ ning va kinh nghiém

ctia nhan vién méi, s€ c¢6 chuong trinh dao tao phdi hgp vdi chuong trinh chuyén mon
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Chudng trinh Kha niing Yéu cdu cia
hoi nhap vao
moi truong lam
viéc va dao tao

\ 4

A 4

nhin vién cong viéc

Ning suit lao ddng cao va

A 4

thoa mam vdi cong viee ¢

Trang bi cho nhian van mdi thong tin v& cdc chiic ning cda bd phan phong ban, nhiém vu trich nhiém véi
cong viéc, thi tuc, chinh sich luat 1& va quy dinh. Huéng din tham quan giGi thiéu dong nghiép, tao cho nhan
vién mdi an tAm thodi mdi khong lac 16ng c¢d don, ngin cdn cdc ky thi ching tdc, bic nam, nan ché nhiéu.

Dé tai:

1. Chitc ndng by phan phong ban

e Muc dich v muc tiéu uu tién hién nay — co cau t6 chifc — cdc hoat dong

e M@di tuong quan vSi phong ban khdc — v6i cdc cong viéc trong ndi bd phong
2. Nhiém vu va trach nhiém déi véi cong viéc

e Dua vao bdn mo ta cong viéc gidi thich chi ti€t va cdc k€t qud mong ddi

e Neéu tdm quan trong cong viéc, lién quan d€n don vi minh va toan cong ty

e Thdo ludn khé khin, lam cdch nao tranh va vugt qua né

e Céc tiéu chuin hoan thanh cdng viéc, cd s& ddnh gid hoan thanh d6

e SO gid lam viéc trong ngay, s6 ngay trong tuan, nhu ciu gid phu trdi

e Phan cong lam cong viéc thém — ki€m tra cong cu lam viéc

e Gidi thich 14y dung cu & dau, l1am th& nao 1dy, béo tri sita chita

e Ciéc loai dich vu, khi ndo, lam th& nao dé dudc hd trg

e MJdi Tuong quan véi thanh tra nha nudc
3. chich sich, thi tuc, diéu 1¢ va quy dinh

e Diéulé cong viéc, bd phin, don vi — xit 1y trudng hgp cAp bach

e Antoan lao dong va phong ngilra tai nan — tudng trinh cdc sy ¢d va tai nan

e Céc tiéu chuén sach va vé sinh — vin dé& an ninh, trém cudp, chi phi cho né

e Tiép xiic v6i ngudi bén ngoai — #n udng, hiit thdc, dn keo trong don vi

e Dichuyén vat dung ra khdi don vi cong tac — kiém tra thiét hai

e Bdng chim cong, gid gidc — gidi lao, nghi ngdi, gid 4n trwa, goi nhan dién

e Xin, yéu ciu cung cAp dung cu, ki€m tra danh gid hoan thanh cong tic

e Thong bdo ding ky xin 1am cong viéc cao hon va yéu cau tdi phan cong
4. Tham quan don vi phong ban

e Phong vé sinh, phong tim — binh chifa Itra, tram citu hod, ddng hd bdo gid

e Ong kho4, xin phép vao ra khéi co quan, khu vuc clia cdc quin ddc

e Hé thong nu6c, bo phan cung cap bdo trf phong dc, vin phong y t€ an ninh

e Khu dugc hiit thudc, vi tri dich vu phu vu nhan vién, bd phin citu thuong
5. Giéi thiéu véi cdc dong nghiép

Cic budi bdo cdo dé tai khong qud hai git, bdo cdo nhiéu ngay d€ gia ting hi€u bi€t. Phat dé tai va bit ho
doc.
3. Giai doan 3: Banh giad va theo doi
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Bo phin nhén sy phdi hgp v6i phong ban. Bd phan nhin sy kiém tra cong ty thuc hién dé tai d€n dau rdi lam
bai bdn va c6 hé thong, thudng xuyén ki€m tra va hdi ndy sinh cdc cong viéc nhan vién. Theo ddi d€ dong
vién gitp d3 chit khong khic

Diuing danh muc d€ checklist cho titng muc véi cic tif c6, khong

Danh muc Co Khéng

| P X

B6 phin nhan sy hiing nim ddnh gid toan by dé tai dang nay d€ xem nhu cAu va cdi ti€n, ding feedback
(thong tin phan hdi) tir nhan vién d€ danh gid, thu thap bing cach: Yéu ciu nhin vién dién vio bin cau hdi,
khong ky tén, phdng van theo miu ngiu nhién, cdc budi thdo luAn nhém vdi nhin vién di thich Gng.

II1. Pao tao cap quan doc

TAm quan trong?

1. T6 ra tin tuwdng: Ngudi quin doc phdi to ra tin tudng nhan vién mdi lam viéc tot, nhan vién khong hoan
toan tin tudng ho thyc hién cong viéc ngay dudc, khing dinh cd quan khong tin tudng ho thi khong tuyén.

2. Gii thich di€m t8t xdu cia cong viéc: Nhirng diéu giy xau, nham chdn, nhung khong meat mdi, nhin
manh di€m tich cyc, nhan vién hi€u ré cong viéc it bd viec

3. Thong bio vé nhitng dém uu thich hay khong uu thich: Thudng 13 nhitng di€m nhd, gon gang, gic chin
1én ban, cdc cip cdc phong thi c6 khdc nhau

4. Mo ta tiéu chudn ctia cong ty va tap quan ciia nhém: Quan trong, d€ hoi nhap tot, cdc luat 1é thii tuc cla
cong ty, cdc lién quan d&€n bd phan chuyén mon, gidi thich ro

5. GiGi thiéu nhan vién méi véi thanh vién nhém: Nghé thuit, va phdi biét cdch, nhat 1a lanh dao nhém phi
chinh thitc quan trong, trdnh sai 1am vung vé

IV. Chuong trinh tai hgi nhip vao moi truong lam viéc

Khong ling quén nhan vién cii. Nhit 1a thdi dai nay. Cung cdch va phuong tién lam viéc ciing thay d6i. Nhan
vién nham chdn, khong phan khdi.
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Chuong tim: Pao tao va phat trién
I. Tai sao phai Pao tao va phat trién
A. Nhu cidu Do tao va phat trién
* Ai cling bi€t th&. Nhit 1a cong ty mdi tha 14p cAn cAp bach Pao tao va phat trién
* Cong ty 1au doi thi van dé khédc, c6 bdn mo ti cdng viéc, ho biét nhan vién méi thi€u cdi gi qua dao tao va
phét trién d€ ho ti€n hanh Pao tao va phat trién.
* Pinh hu6ng nghé nghiép cho nhin vién thich tng v6i nhitng gi dang sdy ra
* Thdi dai dai bung nd, ki€n thifc k§ ning mdi rit cAn nén Pao tao va phat trién
* Tién dodn nhitng tuong lai va dao tao thich hgp d6i phé v6i khé khin tuong lai
B. Ti&n trinh d4dp dng véi sy thay doi

Yéu to Cic Tén tié€n trinh
anh hudng buéGc
1 Thay dugc nhu cAu cin thay ddi (quan trong)
MGéi truong 2 Luya chon phuong phip dao tao phat trién thich
bén trong hgp
bén ngoai 3 Giam bét sy ddi khang véi thay do
4 Thuc hién su thay ddi
5 Tri€n khai chiic vu méi
6 Panh gia hiéu qua cia dao tao phat trién

** N&u khong thdy nhu cAu thay ddi thi phd sdn nim bén bd vurc, khdng bio thi
* Thay d6i trong nhan sy khong bao gi dién ra ém 4i, phing ling. N&u nim bit kip thdi va chuin bi chuong
trinh ddo tao phdt tri€n s& bi phin khang manh tir nhiéu phia, gidi thich dudi ky vong va kinh nghiém chi
khong don gidn gidi thich
* Gidm d6i khang thi phdi tao ty tin, tru6c day sy thay ddi lam ho diéu ding, by gid chic chin ho vsé tréanh,
trudc diy bép méo thay d6i thi bAy gi ho phitng manh. Nha quén tri phdi dya trén ning suit lao dong, danh
gid khach quan va tao tin tuéng 12 mot qud trinh 1au dai khong phdi mot sém mot chiéu
* Quan tri nén cong khai hod cong viéc d6i méi, khong dé€ ban tin cing thing
* Cho nhan vién tham gia thdo luin thay d8i mdi tich cuc
I1. Ti¢n trinh dio tao phat trién
Chitc ning dao tao: Pao tao gdm cdc hoat ddng nhim muc dich ning cao tay nghé k§ ning mot cd nhan véi
mot cong viéc hién hanh. Gido duc bao gdm hoat dong cii ti€n ning cao thuin thuc khéo 1éo clia mdt cd
nhin toan dién theo mot dinh hudng nhit dinh vudt ra ngoai cong viéc hién hanh. Phat trién bao gdm céc
hoat d6ng nhiim chuin bi cho nhin vién theo kip vdi cd ciu t§ chitc khi né thay ddi va phat trién. Pao tao va
phat trién 12 mot ti€n trinh lién tuc khong dit.

Ti€n trinh

Mobi Pinh rd nhu cAu PT & PT | T
truong An dinh cdc muc tiéu cu thé M
bén ngoai Lua chon cac phuong phap thich hgp |v
Mbi Lua chon cdc phuong tién thich hgp +|
trudng Thyc hién cic chuong trinh PT & PT |V
bén trong Panh gia cac chuong trinh DT & PT T
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IT1. C4c phuong phap dao tao va phat trién
Trén th€ gidi c6 phuong phap khic nhung va ndi dung twong doi gidng nhau. Cong ty 16n c6 cé trudng dai
hoc.

Phuong phap Ap dung cho Thuc hién tai
- : 4p dung ca hai Quan Cong Tainoi | Ngoai
x: 4p dung tri, nhan Ca hai lam noi
0: khong ap dung chuyén viéc lam

vién viéc

1. day kem - - X X 0
2. tro choi kinh doanh X 0 0 0 X
3. di€n quan tri X 0 0 0 X
4. hoi nghi/ hi thao X 0 0 0 X
5. M6 hinh @ng xit X 0 0 0 X
6. huin luyén tai ban gidy X 0 0 0 X
7. thuc tap sinh X 0 0 X 0
8. P6ng kich X 0 0 0 X
9. lulin phién cong viéc - - X X 0
10. giang day theo trinh tu - - X 0 X
1
11. gidng nho vi tinh hd trg - - X 0
12. bai thuyét trinh trong - - X 0 X
16p
13. dao tao tai chd 0 X 0 X 0
14. dao tao hoc nghé 0 X 0 X 0
15. dung cu md phong 0 X 0 0 X
16. dao tao xa noi lam viéc 0 X 0 0 X

C6 thé dao tao tai cong ty, chi nhanh trudng dai hoc, khu vui choi...

A. Céc phuong phap phat tri€n cAp quan tri

Vai tro, vi sao, dao tao nhu th€ nao, ddo tao ai, nhu cau?

1. Day kém: Tai chd, mot kém mdt, nhu trg td, phu 1y, tao cd hdi quan sdt va dugc giao mot s§ viéc phdi
quy&t dinh, cap qudn tri kém phai c6 ki€n thic toan dién lién quan d&€n cdng ty, mudn chia s& thong tin, mat
thoi gian, dao tao lau

2. Céc tro chi kinh doanh: Trd quén tri, md phdng tinh huéng, ngudi tham du chdi trd d6, thii vai, cdc thanh
vién tham du quyét dinh, huéng theo nhém...

3. Dién cifu quin tri: Nghién cu trudng hdp dién hinh, mo phéng van dé nan gidi thuc t& va gidi quyét, c6
thé€ diing ndo cong nhém, c6 ngudi diéu khién

4. Phuong phap hoi nghi: Cac thanh vién chugn muc dich, ngudi diéu khién quan trong, cdc thanh vién ling
nghe, phit bi€u, ngudi tham gia khong thdy minh dang huin luyén, ma dang gidi quyé&t khé khin

5. M hinh @ng xu: Vidéo minh hoa, hoc vién quan sdt, lién hé kh6 khian dang gidp cia minh. Cdc nha qudn
tri dac thanh tich va muc dich cao.

6. Ky thuat nghe nhin: Phim 4nh, truyén hinh khép kin, bing nghe, tdn kém, nhung minh hoa r5, ngung dé
gidi thich.
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7. Sinh vién thue tap: Vira hoc vira 1am tai cd quan ndo d6. Quan sit dugc nhin vién cé tiém niing, c6 thé
tuy€n chon lam viéc cho cong ty

8. Dao tao tai ban gidy: X ly cong vin, gidy t6, mo phdng cip trén giao theo thong tu ndi bd va tin titc do
dién dam gdi lai. C4c hoc vién sdp x€p gidi quyét khoa hoc

9. Péng kich: Pua ra vin dé& nan gidi, phan vai ty nhién, cd s& d€ thio luAn nhém, gitp thiu cdm thong cadm
ph&m chat quan trong cho nha quén tri

10. Luan phién cong tdc: Sang lam viéc noi khdc nhim c6 kinh nghiém, tao hitng thd, da ning d6i phé khé
khén, 4p dung rong hién nay

11. Giang day theo thif tu chuong trinh: Sich gido khoa va mdy hd trg, dua ra cau hdi sy kién van dé, hoc
vién trd 15i, thong tin phdn hoi theo trd 15i. Khong can gidng vién, ti€p thu tir phuong tién may hoc vién trd
151, sai thi 1am lai, ding ti€p tuc. Méi mé & Viét Nam.

12. Nh& mdy tinh hd trg: Thinh hanh, hoc va gidi dap ngay trén mdy, ding phAn mém, huéng din chi tiét

13. Bai thuy&t trinh trong 16p: Hoi trudng, phu hgp cho thong tin méi, it ngudi tham du, gidng vién quan
trong, hd tr¢ may méc

14. phudng phap khac: Tai chifc, ngoai gid, hoc ham thy

B. Pao tao cong nhin

1. Tai chd: NO luc cd cip trén, dudi, chiu trdch nhiém, tao bAu khdng khi, cAp trén bi€t ling nghe

2. Pao tao hoc nghé: Ly thuyét va hoc tai chd, c6 luong

3. St dung cong cu md phong: Computer hod, hay hét thuc t&

4. Xa noi lam viéc: Mdy méc dic xa ndi lam viéc, giong trén, khdng gidng doan viéc hoc. Ngudi da vé huu
huan luyén tot

IV. Phat tri€n nhan su

Vai trd ngay nay?

1. Trach nhiém: Tir dudi 1én, tirng nhan vién phai chiu trich nhiém phat tri€n con ngudi chinh minh, sau d6
d&n cap trén tryuc ti€p, cho d&€n cip cao nhat. Ngudi cao nhat phai xdy dung, phat trién mé hinh, diéu phdi va
tu van.

Ty phat tri€n tif nhan vién
) A thanh nha kinh doanh
Ty phat trién
nham noai can )
Tu phat trién tu
doanh nghiép do cap

AAAALAMAR  6n giao k& hoach

Nhitng ngudi chiu trach nhiém:

Quadn tri tryc tuyé€n la: huin luyén vién Nhéan vién véi tu
Trudéng b phan: 1a nha tw van —scich 12 nhitng nha
CAp quan tri gidn ti€p: 13 ngud d5 diu dong kinh doanh: ty
Lanh dao doanh nghiép: 1a ngudi ung hj phat trién

2. Poi tugng: TAt ci cdc nhan vién.

Cic giai doan chu ky anh huéng nghé nghiép: Ting truéng — kham phd — tao dung/lap than — duy tri/lac
nghiép — suy thoai

Kham pha: 15-25 tudi, nd Ivc khdm phd nghanh nghé, qua gido duc vui chdi gidi tri va viéc lam. Khdi su
buéc vao th€ gidi trudng thanh

http://vietseek.vn — CAm nang doanh nghiép viét nam online! Trang 30



Cam Nang Doanh Nghiép Viét Nam Online - http://vietseek.vn

Tao dung/lap thin: 25-44 tudi, quan trong cudc ddi, trong giai doan nay cé giai doan thit nghiém kéo dai 25-
30, giai doan 8n dinh kéo dai 30-40, giai doan khiing hodng bit ddu 40 d6i chiéu vdi tham vong muc tiéu clia
ho
Duy tri/lac nghiép: 45-65, duy tri huéng thu nghé
Suy thodi: V& huu, gidm quyén luc trach nhiém
3. Céc bién phap phat trién
e K& hoach phit trién nhan su: Phong phii hod da dang hod cdng viéc, thuyén chuyén, dy phong
thuyén chuyén, ti€p nhan lai nhan vién cii, nhém dy 4n da chitc ning vugt khdi pham vi. Gin b6 vdi
dao tao.
e K& hoach nhian sy thir ké: Hiing nim trudng bo phan danh gid ning suit, tiém ning kha ning thira
k&, va cho miu k& hoach nhin sy. Pua ra ban véi lanh dao va ti€p tuc dinh gid, ti€n hanh tuong tu
1én cAp trén, cudi ciing trinh cho lanh dao chuong trinh nhan sy tdng thé. Hiéu qui k€& hoach nay khi
khai thdch khuyén khich thuc hién, xdc dinh huéng cho tirng nhan vién, ma trin dugc 4p dung, hiing
nim c6 bdo cdo tdng thé tot. Theo thiét k& form.
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Chudng chin: Panh gia thanh tich cong tac
I. Dinh nghia

La mgt h¢ thong chinh thiic duyét xét va danh gid su hoan thanh céng tdc ciia cd nhén theo dinh ky. C3 mot
ti€n trinh ddnh gid khoa hoc c6 hé théng, danh gid hét sitc khé khin vi khdch quan, ding mic. N6 quan trong
vi 1am co s§ khen thudng, dong vién, ky luat va trd luong cong bing.

II. Muc tiéu va chinh sach
A. Muc tiéu

e Cai thién hiéu niing cong tic va thong tin phan hdi: Toan cong ty

e Hoach dinh tai nguyén nhén sy: thing ti€n, nhi't 12 quan tri, k&€ vi

e Tuyén md va tuyén chon: Mtc thang di€m c6 thé du bdo kha ning hoan thanh cong viéc clia tng
vién, bi€t cdc cudc tric nghiém c6 hiéu qua khong

e Phat trién tai nguyén nhéan su: Cho biét nhu ciu dio tao, gido duc, phat trién xdc dinh dugc khuy&t
di€ém va khi€m khuy&t ctia nhan vién d€ dao tao

e Hoach dinh va phat tri€n nghé nghiép: Panh gid dudgc diém manh y&u tiém ning clia nhin vién,
gitip ho thuc hién k&€ hoach.

e Luong bong dii ngd: Quyét dinh dudc thing ludng, thing thudng

e Quan hé nhan sy ndi bo: Thing chifc, gidng chifc, hé&t chitc ning hgp dong, tam cho nghi viéc thuyén
chuyén

e Dinh gia tiém niing ciia nhin vién: Thong qua viéc hoan thanh cdng viéc clia nhin vién, xem xét
hanh vi trong qud khitc d€ xét tuong lai, sai 1dm phd bién 1a k§ ning chuyén mon qua gidi nhung
thing chitc 1am trudng bo phan thi that 13 tai hai, cAn xdc dinh trung tAm d4nh gid d€ khich quan hon

B. Chinh sach
Ghi 16 trong cAm mang hodc phd bi€n § cdc ky hop, nha quén tri phdi nim chic

e Duy tri khuyén khich cho cdc thanh tich vugt troi

e Duy tri cdi ti€n ch4t lugng 1anh dao, thing thudng ngudi ddng gia tot

e DAy manh cd hdi cho nhan vién tham gia quyé&t dinh quan tri am hiu

e Lam nhan vién hdi nhap gdng bé tS chitc, muc tiéu clia cong ty

e Ting cudng co hdi nhan vién phat tri€n, khing dinh ti ning, tiém ning

e CA4p qudn tri ludn gitip d5 kem nhan vién, lyc luong lao dong ctia minh

e Khong vi pham luat 1& nha nu6c cong ty, khong phan biét ddi xir

IIL. Tién trinh ddanh gia

X4c dinh muc ti€u danh gid TTCT Buéc 1 |
Moi An dinh ky vong cong viéc (phan tach) Buge2 |Y |
truong Xem xét cong viéc dugc thuc hién BuGe3 ||V
bén ngoai | Pdnh gi4 sy hoan thanh cong tic Buécd | i»
bén trong | Thio luin vé viéc ddnh gidv6i nhin vién Budc 5 -

Mbi trudng ngoai gdm luit lao dong, cong doan, lién doan

IV. Phong van d4dnh gia

Pdnh gid gitp cAp trén cip dudi hi€u nhau, thod thuin va hoan thanh cong viéc. Can chuén bi va ti€n hanh
than trong

A. Chuén bi

1. An dinh lich trinh phong van: Thong bdo cho nhin vién biét d€ chuin bi, khong tri hodn, n€u phdng vin
thiang Iuong thi tdch ra, n€u chung thi cdp duéi chi quan tdm 1

2. Thu thap thong tin: vé sy hoan thanh ctia cip dudi
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B. Phan loai phdng van

1. Phéng van noi va thuyé&t phuc: Mang ¥ nghia huéng din, thuy&t phuc cii ti€n clia cAp duéi, cii thién dudc
cong tdc nhat1a nhan vién c6 y thic, udc vong hdi nhap

2. Phong van noéi va nghe: Cing, phai cé k§ ning, bi€t ling nghe, chudn bi ciu hdi k¥, tao co hoi cho cip
du6i ddi thoai véi cip trén, truyén dat dudc nhan xét clia cip trén vé diém manh yé&u, nhung khong dé ra
dugc muc tidu cdi ti€n, cAp dudi vui vé nhung cong tic khong thay ddi

3. Phéng van gidi quyé&t van dé: Nhu mot dién dan, ddi thoai tich cuc cdi mé, gidi phap di biét déu duge dua
1én m4 sé thao luan, muc tiéu cai ti€n dugc thio ludn tuong ddi khé di€u khién can phai dao tao nhan vién
trudc cich gidi quyét van dé

4. Phong van tong hop: (1) va (3) két hop lai

C. Tang cuong tinh hiéu qua ctia phéng van (phan hdi tot, c6 két qua)

* Cu thé hon 12 tdng quat—tap trung vao hanh vi-tip trung vao nhu ciu ngudi nhin

* Nhin vao hanh vi ngudi nhan thong tin c¢6 thé thay d6i dudc — chia sé& thong tin

* X4y dyng va huéng din hanh vi hién thdi — chi dé cap dén thong tin cin thiét

* Chi dé cap dudi néi, 1am, bit, can ra sodt lai d€ ddm bio thong dat ré rang

V. Trach nhiém va dinh ky danh gia thanh tich cong tac

A. Trach nhiém: Thi€t k&, ki€m tra, quan tri thudc cdp phai tham gia

1. Cap trén truc tiép: Tryc ti€p danh gid cap dudi, bi€t ré nhat cAp dudi trong td chic, c6 trach nhiém quan
don vi minh, dao tao vao phit tri€n

2. CAp duéi: Nhiéu khi cAp dudi thdy rd kha ning quan tri cip trén, khé.

3. Pong nghiép: C6 thé c6 két qua cho cdc nhém codng tic dn dinh

4. Panh gia nhém: Cdc nhém c6 thé danh gid 1dn nhau

5. Ty danh gia: Kém

6. Tong hop: Nhiéu cap ddnh gid, nhiéu nhém, gidm tinh chd quan

B. Dinh ky ddnh gia: Tuy moi trudng hoan cinh diéu kién
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Phan Bon: Luong bong va dai ngé
Chuong mudi: Thi€t 1ap va quan trj luong bong
I. Dai cuong

Chi v& loai phan thudng ma mot c4 nhan nhan dugc dé ddi 1ay stc lao dong cia minh. Céc y&u t&
clia mot chuong trinh ludng bdng ddi ngod:

Luong bong va dii ngd
Tai chinh Phi tai chinh

Truc Gian ti€p Ban thian cong | Méi trudng lam viéc

tiép viéc
Moi * *Bdo hiém | * Nhiém vu * Chinh sach hgp ly
trudng | Luong | * Trg cAp XH | thich thu * Kiém tra khéo 1é0
bén cong * Phidc Igi v& | * Phan ddu * Pong nghiép hgp tinh
ngoai | nhat huu, an sinh, | * Trach nhiém | * Bi€u tugng dia vi phit hop
bén * dénbu, tr¢g | * Cohdiduge | * Pidu kién lam viéc thio m4i
trong | Luong | cdp, gido cdp trén nhdn | * Gid uyén chuyén

thing | duc, dichvu | biét * Tuan 1& 1am viéc don lai

*Hoa |*Vingmit |*Cam gidc * Chia dé& cong viéc

hong dugc tra hoan thanh * Lia chon loai phiic 1oi

* Tién luong nghi cong tac * Lam viéc § nha truyén qua

thu’(jng he, 1€, om * Co hoi thing computer

ti€n

Khong don gidi thic ddy san xuat 12 phai dong vién thic diy nhin vién bing vat chit va tinh thin, ma phai
hdi dd cidc yé&u t8 luong bdng va didi ngd nhat 13 vao thap nién 2000. Pii ngd phi thi chdnh ngay cang quan
trong, chinh badn thin cong viéc va mdi trudng 1am viéc, co hoi cAp trén biét thanh tich, cdm gidc hoan thanh
cong viéc va thing ti€n. Chuong trinh phdi cdng bin bén ngoai va bén trong ndi bo.

’, d A 2, . A ~
ILI. Cic y€u to quyét dinh anh huéng dén luvong bong
A. Mbi trudng cia cong ty
1. Chinh séch ctia cong ty: Luong bdng va dii ngd 1a chi phi tdn kém qua lao dong, 12 mot loai tai sdn va
thiic ¢y nhan vién lam viéc, giip cai ti€n cong tic, gia ting ning suat, bd viéc thap.

AN PINH MUC LUONG: Ludng béng va dii ngd cho titng ca nhin
Ban thin | Ban thin nhian vién | Méi trudng cong | Thi trudng lao dong
cong viéc | Miic hoan thanh cong ty Ludng bong trén thj
Panhgia | viéc Chinh sich trudng
cong viéc Tham nién — Kinh Bau khong khi viin Chi phi sinh hoat
nghiém hoa Cong doan - Xa hoi
Thanh vién trung thanh Cd cau té chic Nén kinh t& — Phap luat
Tiém ning ciia nhan vién | Kha niing chi tra

1. Bau khéong khi viin hod cong ty: Anh huéng dén tuyén chon nhan vién, thdi do cip trén cap dudi, hanh vi
cong tic, ddnh gid thanh tich cong tdc, va 4nh hudng dén sip x&p luong bong va dai ngo.

C6 cong ty trd luong cao d€ thu hit nhin tai, ho quan niém nhu th& ning suit cao va chi phi gidm. C6 cong ty
trd luong mdt mic thinh hanh ho cho riing vin duy tri dugc thé canh tranh gid sdn phdm dich vu khong ting.
Nhu ¢6 cong ty 4p dung chinh sdch luong thap do tinh tranh tai chinh kh6 khiin, khong can nhin vién gidi,
mot diéu quan trong 1a luong thap ¢ thé 1am chi phi ting.
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3. Co cau td chifc: Céc gia tdn cdc cAp quan tri 4nh hudng d€n luong bdng, cdc cip cao it di sdt vio nhan
vién, cdc quan tri tryc ti€p quyét dinh ludng bdng thi hgp 1y hon.

4. Kha ning chi tra ctia cong ty, Th€ ditng tdi chinh cong ty, tinh hinh kinh doanh ciing 4nh hudng dén luong
bdng va dii ngd.

B. Thi truong lao dong

1. Luong bong trén thi truong: Trong x4 hdi hién tai nganh nghé d6 luong bdng ra sao d€ nghién ctu ky
mic luong. Ty nghién cttu hay nhd chuyén vién tu van, nghién citu dia ly, cdc hang va so sanh.

2. Chi phi sinh hoat: Quy luat chung luong phéi pha hgp véi chi phi sinh hoat, nha nuéc quy dinh lucng t5i
thi€u. Khi gid c4 ting thi luong thuc sy gidm xudng, cong ty phai ting luong

3. Cong doan: La mot th€ Iyc manh, cAn phadi quéan tri ba 1anh vic: cdc tiéu chuin dugc st dung dé x&p luong
bdng, cdc mic chénh léch luong va phuong phép trd luong. Tra luong kich thich sdn xuit cong doan ting ho.

4. Xa hdi: Stic 4p nay quan trong. Luong bdng 4nh hudng dén gid ca, ngudi tiéu thu khdng mudn gid ting,
ddng loat ting gi4 thi ngudi song luong huu khd. Bdo chi ciing 14 mot sitc ép, thudng budc cic cong ty nudc
ngodi trd luong cao, nhung ho c6 budc dudc phan biét ddi xi ngudi ban xit khong? Qudn tri Viéc chi c6 xe
dream con ngudi nudc ngoai xe hoi.

5. Nén kinh t&n: Tinh trang kinh t&, lao dong, that nghiép, chinh phi, cong doan

6. Luat phap: Cdc luat 1, khdng ddi xi nam nit, luat Viét khong dé cip viéc phan biét d6i xt chiing tdc.

C. Ban than nhén vién

1. Sy hoan cong tac: Ap dung phuong phap ddi ngd nhan vién theo ning suit, trd luong khong cong biing giy
nan long.

2. Tham nién: Pdi véi ngudi Nhit quan trong, nay thi 1a y&u t6 tham khdo khdng con quan trong, cong doan
thi chin trong. Nén can dung hoa ching

3. Kinh nghié¢m: Hiu hét y&u t6 nay céc t§ chifc chd y. Mot didu quan trong 14 cdc quin tri thanh cong lién
tuc nhur d&€n mot thdi gian ho cé thé quan tri tdi ngugic lai nhitng ngudi mdi vio nghé nhung quan tri tot nén
can than trong

4. Thanh vién trung thanh: Thudng cho ho hudng phic 1gi, nghi 1du hon cdc thanh vién khéc, vi ho lam viéc
lién tuc ldu ndm

5. Tiém ning: Tuong lai ho c6 tiém ning, diéu nay quan trong, nhitng ngudi tré c6 thé dugc trd luong cao vi
ho ¢6 tiém ning trong tuong lai. Céc sinh vién tot nghiép gidi 1a nhitng ngudi ¢6 tiém ning, cdc yéu td nhay
cam trong kinh doanh thi sao?

6. Cac yé&u to khac: Chinh tri, nhan vién c6 chin trong chinh tri ndo d6, nhin vién c6 th€ lyc nao do, wu dai
vi ba con than thudc, thudng khong tot.

D. Ban thian cong viéc

1. Phéan tdch cong viéc va ban mé ta cong viéc: Tao khich quan, tiéu chudn hop 1y, rd rang. C6 tinh hé
thong do ludng gid tri tim quan trong cong viéc, xdc dinh nic thang luong. LAm sdng té nhiém vu va quyén
han trong tS chifc, tao cd s tuyén chon thuyén chuyén, thing ti€n, thing thudng, huin luyén.

Phuong phédp trong chuong 3. né la cong trinh nghién cifu soan thio hé thong dir kién cong viéc, dé xdc dinh
va rit ra dic tinh clia mdi cong viéc.

2. Panh gid cong viéc: Pdnh gid chinh x4c ti€n trinh phan tdch khd khé khin, nén 1ap mot uy ban ddnh gi4,
cdc quin d6c tham gia, cdc nhan vién ki€m sodt, c6 khi mdi cong doan, nén gidi thich 1di ich cho cong nhian
vién bi€t. Nén cho chinh x4c cdc y&u td can ban, k§ ning, trach nhiém cdng viéc, diéu kién 1am viéc, va doi
chi€u véi cdc cong viéc khic.

DPdnh gid cong viéc la mot thii tuc cé tinh hé thong nham do luong gid tri va tim quan trong ciia cong viéc,
dua trén nhiéu yéu t6’ nham loai bé bdt binh trong co quan chi vi co cdu luong bong bdt hop ly.

Xdc dinh cdu tric cong viéc, binh ding trit tu twuong quan cdng viéc, trién khai thit bac gid tri cong viéc dé
thi€t k&€ co cau luong bong, dat dugc sy nhat tri giita cdc cAp quan tri nhan vién lién quan d€n cong viéc.
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X&p han: Theo tht ty tim quan trong, ddi chi€u vdi luong thinh hanh trong xa hoi, phuong phdp nay khdng
thuy&t phu 1dm né khong xét tirng yé&u t6 lién quan d€n cong viéc, chli quan

Phuong phap phan loai: Xdc dinh mot s& loai hanh ngach rdi so sinh véi bing md td cong viéc. C6 thé tir
18-20 hang/ ngach.

Phuong phap so sanh cdc y&u td: Quyét dinh cdc y&u td cdng viéc. Piéu kién vé tri 6c, k§ niing tay nghé,
diéu kién vé thé luc, trach nhiém, dicu kién Iam viéc. Soan cdc y&u td ndy thanh ma trin mic d6 phic tap
clia cong viéc, phan bd tién luong, don gid cho mdi y&u td cong viéc thuc t€ va ban cin d6i so sdnh cong
viéc.

Phuong phap tinh di€ém: La phuong phdp an dinh gid tri bing s6 cho cdc y&u t& cong viéc va tdng s6 cdc gid
tri nay cung cAp mdt bdn ddnh gid gi4 tri twong d6i clia mot cdng viéc d6. Thi tuc ti€n hanh:

Lyu chon cong ) Phan tich cong > Chon Iyu xac > Tinh ti 1é
viéc di€n hinh viéce dinh cac v&u to cac yéu
v v
Uy ban danh [* Chuén bj cic Xéc dinh
gid cong viéc ban mo ta bac cia véu
v 4—‘ v
D4nh gia Soan thio cAm || Phan phdisd di€m || Xdcdinh
cdng viéc nang danh gii cho cac bac cia yéu tong so

> N g ’ .z A VN
”|  Hoan chinh cAm nang ddnh gia cong viéc

e Lua chon cdng viéc dién hinh theo nhém nhu tai vin phong bang hang

e Nha phan tdch chuén bi bin mo t trinh 1én Gy ban ddnh gid cong viéc

e Tilé phan trim cdc y&u t& nhu trinh dd hoc vAn quan trong chiém tf trong

e Xic dinh mdi yé&u t§ c6 may thit bac, vi du gido duc c¢6 nim thit bac

e An dinh hé thong di€m c6 thé 500 hoic 1000, x4c dinh tdng s6 diém

e Khoan cich ctia thd baic = M-m/N-1; M,m:di€m t5i da, t0i thi€u.N:sd thtt bac
Hoan tit cong viéc 14p ma tran:

Céc yéu to cong viec | Ty Thi béc cic yéu to

trong 1 2 3 4 5
1.... Y%
2.

C6 th€ dung biéu dé d4anh gia cong viéc
2. Bac luong
Mic luong t&i thi€u va t8i da v6i sy bién thién, di d€ tao ra mot sy khac biét nao d6. N6 ciing 1a mot khoan
tao kich thich nhan vién trong cong ty.
3. Piéu chinh mic luong
Phu hgp véi hang ngach bac luong mdéi
IV. Thi€t 1ap va quan tri hé thong luong bong
a. Muc tiéu: R6 rang thi dé ra chinh sdch luong bong hgp 1y
e K& hoach 8n dinh nhung can uyén chuyén dé kip thay d6i phit hop
e Chi trong gidm chi phi lao dong, ting ning suit, mic thi lao d& tuyén mo duy tri cong viéc va duy tri
lyc lugng lao dOng
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e Thang luong cong biing, dén bi k§ ning, kinh nghiém, trinh do, khic

Tra luong trén co sG thanh tich lao dong, xud't lugng sdn phaAm dau ra

Thi€t 1ap hé thong ca lam viéc hgp 1y, tudn gid 1am viéc hop ly

e Kiém tra, diéu chinh 15i phan nan, ngan sich, chi phi lao dong, d& hi€u

b. Chinh sach: Phdi phan tich y&u t6 ndi ngoai tai, 4nh hudng d&n chi phi lao dong, nhu ciu lao dong, cung
tng, luong xi nghiép. Chi phi lao dong trén tong chi phi sdn xuat, th€ ditng canh tranh ctia xi nghiép va mic
do6 quan 1y thi trudng. Mitc ng dinh khdi luong kinh doanh va ty 1& lao dong, quy mo thi trudng lao dong ma
xi nghiép tuyén mo cong nhan, mic luong thinh hanh trong khu vic nganh nghé. Luat 1& nha nu6c luong bong

i 1am viéc. Sau dé dé ra nhitng chinh sach: chi trong tuyén md nhan vién chat lugng, k& hoach trd luong
kich thich lao dong, chi trong phu cap kich thich phi tai chinh, tao cd hi nhan cao trinh do chuyén mon, thiing
thudng va nhitng 4nh hudng tuong tu kich thich lao dong, d6i chi€u mitc luong v6i bén ngoai. Mic do dai biéu
clia cong nhan tham dy clia cong nhan trong k& hoach ludng, nén quén tri hé thdng luong bdng theo cd ciu &
chtic nao.

C. Co ciu to chitc quin tri luong bong

Mot iy ban ¢6 vi linh dao cao cdp, gidm d6c doanh nghiép hodc gidm ddc nhin sy chiu trach nhiém toan bo
cho hé thdng tién luong.

B0 phan k§ thuit, nhan sy, khac dudc trang bi cho nghién citu luong bong, ddnh gid cong viéc, nghién citu
luong phat hoa k& hoach kich lao dong, cdc tiéu chuin cong viéc. Va thdo ludn tip thé véi cong doan.

D. Tié¢n trinh thi€t 1dp va quéan tri hé théng luong bong

1. Pdnh gid cong viéc: danh gid titng cong viéc dya vao bing mod ta cong viéc.

Phan loai thit di€m theo thang diém:

Thang di€m Hang Hang
- 139 12 1
140-161 11 2
162-183... 10... 3.

C6 thé tinh hang 1 cao nhit hodc 500, 1000, cao nhit tuy cong ty

2. Thi€t 1ap mifc luong ctia cong ty: Nha quan tri ti€n hanh xdp x&p mic luong, mudn luong hop 1y phai
khdo sét, d6i chi€u thuc trang.

2.1 Khio sit lwong bong: Mitc luong dang thinh hanh trong khu vic. Cong ty cif chuyén vién d&n cong ty d6
nghién ctfu, tuy nhién t6n kém va ton thdi gian. Nhd cdc co quan cung cip thong tin, hiép hoi thuong mai,
nghiép doan hoic dich vu, phuong phdp nay it t6n kém hon.

Thong nhat khio sit theo gid cong lao dong, n€u hinh thic khac thi chuyén vé cong lao dong. Sau d6 tinh
mic luong trung binh tht hang clia cdc xi nghiép. Hoidc dudng trung tuyé&n trén dd thi. PSi véi hanh chdnh sy
vu thi phai kh3o sit kj va than trong vi mdi cong ty khac nhau vé cd ciu td chiic, mitc do cong viéc va tiéu
chuén khic

2.2 Tham khao va diéu chinh theo mifc lIuvong thinh hanh: Cong ty phai quy&t dinh mic luong clia minh cao
hon hay thap hon mitc luong thinh hanh, khung lwong nhu th€ nao véi cong ty, Hay so sdnh v4i nghanh.

Cong ty ap dung luong cao néu: Chi phi lao dong ciu thanh trén mot don vi sdn phdm tuong d6i nho. Mdy
moc tot, quan tri tot 1am cho chi phi lao ddng trén tirng sdn phaAm dau ra thap. Kha ning doc quyén c6 thé ban
gid san phdm cao hon mot chit. Cong ty mudn duy tri tiéu chudn tuyén dung cao, tao cd hdi tuyén md nhin
vién, nang cao tinh than va cong nhan lam viéc trén trung binh.

Pua 1én bi€u dd , truc tung 1a ti 1& luong mot gid, truc hoanh hang ludng, trén bi€u dd bi€u dién 3 dudng
tuyé&n luong mdi, luong trung binh trong khu virc nghién citu va tuyén luong cl ciia cong ty. Dya vao day cdng
ty c6 thém thong tin diéu chinh.

Cong ty 4p dung mic luong thap: Cung cip cho nhin vién nhitng khodn thu nhap 6n dinh, chinh sich tuyén
dung 6n dinh. Trg cip tot. C6 danh ti€ng. Thudng xuyén tao cd hdi lam thém cao.
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Nha qudn tri phdi Iuc chon ti 1& luong c¢& dinh cho mdi cong viéc. Nha quén tri ciing lya chon mitc thang
luong, mo ta ting luong dinh ky va sy tié€n bo clia mdi bac.
BO phin hanh chinh sy nghié€p thi chi dp dung thang luong. Vi lanh luong thing va theo kha ning va tiéu
chuin hod nghé nghiép. Nén d4nh gia thanh tich cong tc dinh ky.
2.3 Chuyé&n thanh mic luong méi.
Cho thay gi4 trd ludng ctia mdi cong viéc cao thap, c6 thé diéu chinh lién.
3. An dinh c4c loai phu cap
Xem chi&n lugc canh tranh cla cong ty. Mdi bac phu cAp khong qui may phan trim, phu c4p nha & hay khéc.
Chinh sdch trd tién phu cip phdi rd rang va thy t&€. Cédc loai phu cip 1am viéc phu troi, tién nghi he, 1éch ca
sinh hoat, thudng...
4. Tra luong kich thich lao dong
San xuit dudc tiéu chuin hod, xuat luong do luong rd rang thi c6 thé dp dung luong kich thich lao dong. Mitc
nao?
5. Duy tri va quan tri hé thong lueng bong
Sau khi chuyén nhiém vu cho vin phong quén tri tién luong duy tri. Co ciu tién ludng c6 thé thay ddi, nén
phdi dudc qudn tri diu chinh, cap nhat thudng xuyén
Ap dung bang luong: Khi c6 sy thay ddi nhu tuyén dung, thuyén thuyén, d6i ca, dé bab thi 4p dung thang
luong. Phdi ¢6 cd cau ti€p nhan khi€u nai luong.
Phuong phap cap nhat hoi co ciu luong: Thay ddi vé& co ciu, su phat trién, hién dai hod loai cong viéc cii
1ap cong viéc méi nén, phai cé6 badng mo ta chi ti€t cong viéc mdi cho thay ddi nay. Tat cd dua vao bing bang
d4u. Thay d8i nay chi cuc bd.
6. Piéu chinh mic lIuvong theo dinh ky: vi sao?

e Ting gidm ty I¢& tién luong theo ti 1& phan trim hay khodn tién 16 rang

e Thay d6i tién phu cidp — Thay d6i gid 1am viéc trong tuin

e N¢irong hoic thu hep tiéu chuén thdi gian thudng
Cong ty diéu chinh ngay khi: Thay d8i mic luong thinh hanh trong xd hoi. Thay ddi chi phi sinh hoat ctia
cong nhan. Thay ddi khd ning chi trd luong cong ty. Ching khong 13 nguyén nhin co ban. Do tic dong bén
ngoai kinh t&, chinh tri...
6.1 Diéu chinh theo mifc luong dang thinh hanh: Mitc luong trong khu vuc dang ting thi cong ty phai ting theo
6.2 Piéu chinh theo chi phi sinh hoat: do hiéu ning va tinh thin lao dong. Trudng hdp nay gid ting do lam
phdt, cong ty chi nén trg cAp sinh hoat vi sau nay gid gidm thi cong ty khé di€u chinh s& bi phdn tng bsi cong
nhan.
6.3 Piéu chinh theo kha ning chi trd clia cong ty.
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L. Phuc lgi

Chuong muoi mot: Phiic I¢i va dai ngd khac

Theo quy dinh phap luit: Dya vao bd luit lao dong
Phiic 1¢i ty nguyén: Bio hi€m y t& — Chudng trinh bdo vé siic khoé — Bio hiém nhan tho theo nhém — Céc
loai dich vu — Tién bdi dudng ddc hai, nguy hi€m — tr¢ cip khdc: chim séc tré nhan vién, chifa tri tim, phdi...

Sdng kién tuy

I1. Luong bong dii ngé kich thich san xui't
Qud trinh tuyén dung phtc tap, ton kém nén phai c6 chién ludc kich thich va dong vién nhim duy tri cling c&
va phat trién lao dong.

A. Tra luong cho khoi gian ti€p

1. Cho nhan vién hang chanh, su vu va cic cAp quan tri
Doi hdi diéu kién cho mdi cong viécc nhu thé nao.
Vi du danh gia chiic vu

Cho di€m vao 6 thich hgp Piém
1. Kinh Thuong | Tong Canbian | Canban | Hi€u
nghiém quat chi ti€t | rong
S6 di€m chung
2. Phan doan
Piém chung
3. Kha ning
diéu hanh
S6 di€m chung
4. Kha ning
sinh 1¢i va
sang tao
S6 di€m chung
Tuong tu: 5. Trach nhiém tai sdn cdng ty — 6. Trach nhiém vé nhan vién — 7.
Trinh d@d van hoa...
Sau d6 cho bang tong két:
Kinh | Phin Kha Kha Trach | Trach | Trinh | Téng
Chic vu nghiém | dodn ning ning nhiém | nhiém | do vin s6
diéu sinh 16i | taisian | nhansy | hod di€m
hanh
S& diém cao 1000

nhat

Giam doc
ti€p thi

Giam doc
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2 A,
sinxudt | [ | | | | |

Bang luong tong quat:

Hang Bac1l Bic 2 Biac3 Biac4 Bac5

1
2.

Mitc luong ma chinh phii quy dinh t8i thi€u tng v6i sd di€m thap nhit. C6 thé hinh thanh khung luong ngay
hay tuy tinh hinh dya vao s& diém trong trong khung luong.

2. Miu dich vién

Ngudi bidn hang ngudi lam marketing truc ti€p. Pa s6 ngudi ban hang thich hoa hong, né khuyé&n khich cao
nhung bd tri dia diém kinh doanh va vi tri ban hang trong cita tiém khdc nhau va doanh s khdc nhau nén tao
thu nhap khiac nhau

Ho tu diéu hanh 14y it ki€m tra don ddc. TSt nhit 1a trd luong thing cong hoa hdng, v6i nhin vién mai vu
khdc thi trd luong thang cong tién thudng va tinh tdi kinh nghiém cta ho.

3. Pdc cong hoiic kiém soat vién

Nhan luong thang, ho 12 ngudi don déc cho cong nhin lam viéc chit lugng, ning suit cao, ho c6 thé c6 thém
tién khi cong nhan 1am viéc phu troi. Ho ciing dugc chia tién thudng.

B. Cong nhan tryc ti€p san xuat

1. Tra luong theo gio: Pon gidn. Tra theo ti 1& tién cong lao ddng trén mot gis. Tién cong khong ddng déu
cho moi cdng nhan, né tuong ¥ng vdi trinh 6 mdi cong nhan qua nic thang diém. Thich hgp cho cic cong ty
chua do ludng san xudt cu thé, mudn ré phdi c6 chuyén vién nghién citu thdi gian ctia mdi cong tdc hoan
thanh cong viéc. Ngay nay mdy tinh hay camera c6 thé cu th€ hod dé& dang. T6c do cong viéc theo diy
chuyén sdn xuit, cong ty coi chi't luong va dd chinh x4c sidn pham quan trong, khi viéc san xuat rit da dang
va trong qua trinh sdn xué't hay bi gidn doan tri hodn.

Phd bi€n trén thé gidi. D& tinh va tao thu nhiap 6n dinh. Nhung chua do ludng yé&u t& ¢d gin, hiéu qua sin
Xuat.

2. Tra luong kich thich lao dong theo san pham: Cong ty phai tiéu chudn hod cong viéc. Phuong phap nay
dua trén cdng nhan tryc ti€p sdn xuit tao mic xuat lugng. Trd luong cho ngudi ban hang trén co s doanh thu,
trd luong cho ddc cong trén cd s ti€t kiém vat tu, lao dong.

e Thuc hién chuong trinh don gian hoa cong viéc: Pong tac khong du thira, khong phi, b6t thdi gian di
chuyén. C6 1gi cho cong ty va cong nhin vién vi xuit lugng dugc gia ting. Nha quén tri phdi 4n dinh
mic xuat lugng trung binh chinh xdc sau d6 c6 k& hoach thudng theo xuit lugng ting.

e Lua chon k& hoach tra lueng kich thich lao dong phit hgp: Mtic do tiéu chuin cong viéc — Mic thu
lao c¢d ban cho cudc sdng cdng nhan — Mic xuit phat tién thudng vugt mitc cong viéc — Ti 1& phin
trim xuét lugng phu trdi vudt mie tiéu chuidn — Khodn tién hoic mic tién thudng.

Khong c6 hinh thic ndo trd Iuong 1a t8i wu nhat, thich hgp nhat khi biu khong khi vin hod cla cdng ty, hiu
hé&t cong nhan tén thudng thich hgp khung cdnh kinh doanh.

2.1 Tra luong theo titng san phadm: Dya trén ti gid c6 dinh hay tirng cong doan trén mdi don vi sin pham.
Cong nhan ludn mudn c6 gin 1am viéc dé c6 khodn thu nhip cao. Phuong phdp nay kich thich loa dong manh.
Nhiéu cong ty 4n dinh don gi4 cd dinh s& dAn d&€n qud cao hoic qué thap. K&t qui 1a cong nhan ndn 1ong.

2.2 Tra luong thuéng 100%: An dinh tiéu chuin cong viéc bing cdch tinh theo thdi gian va don gid dugc tinh
theo thdi gian hon la tinh biing tién. Khédc trd theo don vi sdn phdm 13 st dung thdi gian lam don vi tr tién
thay gid tién trén mdi sdn phaAm. K& hoach nay d& dang thay d6i don gid 1am viéc.

http://vietseek.vn — CAm nang doanh nghiép viét nam online! Trang 40



Cam Nang Doanh Nghiép Viét Nam Online - http://vietseek.vn

2.3 Tra luong theo gid tiéu chuin: Phuong phdp trén ai lam trén 100%. Phuong phép nay thudng & miic
100% nghia 12 mtc khdi diém thudng dudi 100%. Chii y&u ddnh vao tim ly cong nhan thic ddy lam viéc dat
mifc tiéu chudn. Ai chua dat k&€ hoach van nhan luong di k&€ hoach 100%.

2.4 Tra luong theo ty 1é tién thudng hay ty 1é ké koach: Phuong phdp nay ngoai khodn nhan dugc thu lao
lam viéc binh thudng con khodn lam viéc du do ning suit lam viéc cao chin hang 3 git du, cong ty 4n dinh
s6 phan tram thudng trén gid du. Vi du 50% thi cong nhan dugc nhan thém thi lao 1,5 gis nhan véi don gid
chinh thitc. K& hoach nay tiéu chuén hoat ddong dua vao qud khtt, mdc lao dong chua Sn dinh dudc, tiéu chuin
thdi gian chua chinh x4c, Viét nam 12 mot vi du. Ngoai khodn chia cho cong nhian cén c¢é doc cong, cong nhin
gidn ti€p. N6i chung né bat Igi

2.5 Tra luong co ban cong tién thudng: Do Gantt d& xuéng. Khuyé&n khich cao dd khi dd 4p dung tiéu chuin
hod cdng viéc va thdi gian. Cong nhan phdi ¢ gdng va c6 tay nghé. Cong nhan hoan thanh k& hoach s& dugc
trd luong co ban cao, cong v6i ty 1& phan trim tién thudng cd dinh trén khodn du va tién luong cd ban dugc
tinh trong khodn du nay nita. Cong nhan nao hoan thanh k& hoach khong dudc thudng, nhitng ngudi Iudi sé bi
nan long dé nghi viéc. C4c d6c cong ciing thudng dya trén cong nhdn va mic cdi ti€n dat tiéu chudn ctia ho.
2.6 Tra luong theo hiéu ning: Giéng 2.5 nhung khic & chd mic thudng hoin thanh tiéu chuin va mic
thudng vugt mic tiéu chuin.

2.7. Tra luong thuéng theo nhom: Pay 1a phuong phd md rong phuong phdp thudng khi nhém cong viéc
hoan thanh t&t, hay rang budc cong nhin y thifc 16 quyén 1di ctia ho theo nhém. S& thanh vién trong nhém
khong qud nhiéu ma phai han ché&, dudi 20 ngudi, ho c6 thé thic ddy nhau 1am viéc. Dung cdc k& hoach trén
dé trd va thudng. Loi di€m: ning xuit gia ting, thu nhap cong nhén ting, it thém cong viéc hanh chinh, k¥
luat va trach nhiém dudc cd nhém thic défy, cong nhan chdm s& dudc nhém céi thién nhanh. Han ch&: mot
con ngua dau ca tau bd cd. Thanh vién méi ho khé chdp nhan

2.8 Tra luong thuéng c6 phAn véi gia ha: Thudng dung trong thi dua, phit minh, cdi ti€n. C4n bod cip linh
dao thich hdp hon cong nhan vién. Tuy nhién tranh luin vé gidcd phan 1én xudng 1a van dé dang ban. N6
ciing cho thy cdng nhin vién s& hitu mot phan cong ty va c6 trach nhiém hon.

2.9 Chuong trinh cho céng nhin s hitu ¢é phin

2.10 K& hoach Scanlon: Ra 1937. Gin tién cdng nhan vién vao viéc hoan thanh cong tic. N6 kich thich lao
dong, nhém va chia sé& cong tdc. Kich thich nhiéu nhan vién nd luc va 4p dung phd bi€n hién nay. Chuong
trinh: Tién thudng vi tiét kém chi phi lao dong. Nhw muc 2.4. Hoi dong lanh dao va cdng nhin ddnh gid mic
dé nghi, chi phi lao dong gidm di nhd gia ting ning sudt cong ty chi khodn nay vdi cong nhan

II1. Pai ngo phi tai chinh: xem luwong bong va dii ngd lai, dua vao nhu ciu cia
Maslow.

Ban than cong viéc: 1. nhiém vu hing thit 2. trach nhiém 3. cong viéc doi hdi mic phan diu 4. co hdi dugc
cap trén nhan bi€t thanh tich 5. cdm gidc hoan thanh cdng viéc 6. c6 cd hdi thing ti€n

Khung canh cong viéc: 1. chinh sdch hgp 1y 2. ddng nghiép hgp tinh 3. bi€u tugng dai vi phit hgp 4. diéu kién
lam viéc thodi mai 5. gidy 1am viéc uyén chuyén 6. nhan vién dudc phép hoan thanh cong viéc trudc d€ cé
khodn thdi gian du thira c6 thé nghi 7. chi s& cong viéc: cong nhan cé thé 1am ban thdi gian 8. Ivc chon loai
phiic 16i 9. 1am viéc & nha truyén qua computer.
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Phan nim: Giao té nhan sy

Chuong mudi hai: Giao té nhan sy
I. Quan hé nhan su: Bao gdm cdc hoat dong tai nguyén nhan sy k&t hgp vdi sy di chuyé&n nhan vién
trong t6 chitc, hinh dong thing thudng, gidng chifc, thuyén chuyén, xin nghi viéc, cho tam nghi viéc, vé& huu.
K§ luét va thi hanh k¥ ludt
A. Thi hanh k¥ ludt: Ap dung cac hinh phat d &n dinh, nhim vao hanh vi sai trdi chit khong nhim vao
cd nhan. Ap dung khong tuy tién khong nguy hai. Khong t6i wu, van dé 4p dung ding lic va ding céch la
quan trong va kho khidn
1. Ti€n trinh thi hanh k¥ luat:

Moi Tién trinh
truong | Muc tiéu cia cd quan: I Muc dich 12 loai b6 mét sé hanh
bén | D& raluit ¢ quy dinh: v vi Wng xi gdy anh huéng dén
trong | Thong dat luit 1¢ cho nhén vién: $ “Thoan thanh muc tiéu cia té
bén | Quan sat viéc thi hanh: |_|lchic, chi khong phai 1a hanh ha
ngoai | P8ichi€u viéc thi hanh viluat 163 ¥ | |01 zi vi pham
Tién hanh k¥ luat phit hep: v T

2. Phuong phap ti€n hanh

* Riing de: Phong tay ngay: Thi hanh ngay néu khong ngudi d6 cho minh 12 khong c6 18i. Canh cdo: cdnh
cdo tru6c né€u ho vi pham thi s& 4p dung. Hinh phat phit hgp: cham 10 Itta phdi chiu néng mot thdi gian.
Phong tay vdi bat cif ai: Khong thién vi ai

* Thi hanh Ky luit theo trinh ty: l - ; -

Hanh vi khong diing | Néu c6 xudng cap ning hon
Cé bi thi hanh khong ¥ | -

Ding bi ning hon canh cio miéng kh(‘)n,vg| »| Néu > Th,l

C6 ding niang hon canh cdo van bﬁnvl khano h:il::h

khoéng

C6 ning hon dinh chi cong tiac khong |

Cé cho thoi viéc khong

3. Thi hanh k¥ ludt ma khong phat: Khi cong nhan vién chidc vi pham sé& bi nhic nhd miéng. N&u téi
pham sé& bi nhic nhd bing vin bin, n€u van tdi pham cho nghi viéc vin in ludng binh thudng d€ suy nghi.
T6i cAp nao nha qudn tri thdo luAn xem nhan vién d6 vi pham nita khong, c6 mudn lam viéc khong.

B. Cho nghi viéc: ning nhit, va phai thian trong

1. Cho nhén vién nghi viéc

2. Cho quan tri cao c4p nghi viéc

Ly do kinh t&: do tinh hinh kinh doanh - Sip x&p lai t& chifc: thira phai loai bd

Bat ddng vé quan di€m - Ning suit gidm st

3. Qudn tri trung cip, quan doc, chuyén vién

Nguyén nhan giéng trén, khdong khé nhu trén

4. Sap x&p lam viéc tai cd quan khdc: Mot hinh thic vu tién , thudng c6 tham nién

C. Xin thoi viéc: cong nhan vién xin théi viéc

http://vietseek.vn — CAm nang doanh nghiép viét nam online! Trang 42



Cam Nang Doanh Nghiép Viét Nam Online - http://vietseek.vn

Do: Khong thiy thing ti€n — Ngudi ¢6 cao vong — Ho mudn nhiéu lwong phi 1gi — Khong hop véi lanh dao —
Khong hdp véi ddong nghiép — Chdn cong viéc hién tai — Khong hgp bau khong khi vin hod ciia cong ty — va
nhitng ly do riéng

Phai phong van ngudi thoi viéc: Thi€t 1ap mdi qua hé — An dinh muc tiéu phdng van — Xem thdi d6 ciia ho
véi cong viéc cii — Khdm phé 1y do cudc ra di — So sanh cong viéc cii vdi cong viéc mSi — Pua ra thay ddi
theo yéu cau — K&t luan

D. Giang chic: Than trong

E. Thing chic: Ky luong, ngudi khac that vong

F. Thuyén chuyén: xuat phat tif nhu cdu co quan, nguyén vong nhan vién

G. Vé huu: dya vao tudi va kha niang lam viéc

II. Thuong nghi tap th€: Nén tang ciia mdi tuong quan quan tri va cong nhan

A. Tién trinh

Moi Chuén bi thuong nghi
truong | Thuong nghi cdc vin dé |
bén Thuong lugng |

ngodi | BE tickhong ¥ *| Vuogt qua b&
bén Pat dugc thoa uGe v |
trong | Phé chuéin thod uéc |
Quan tri thod uéc v

B. Thoa uéc lao dong tap thé theo luat lao dong Viéc Nam: Luit
IIL. Gidi quy€&t tranh chap lao dong: Luat
IV. Giao t& nhan sy thuc hanh: K&t hop hitu hiéu, lam thod man vé& phuong dién kinh t&, X hoi va
Tam ly. Mang lai hinh 4nh t5t va chi y nghién cttu cdc van dé sau theo hanh vi t6 chifc.
Hanh vi @ng xit

e Kha ning: Tinh thin, sinh 1y, thich tng cdng viéc

¢ Dic tinh ti€u st cac nhan: Tudi, phdi, gia cdnh, ho nubi ai, thAim nién

e Nhan cdch: Di truyén, moi trudng, tinh hudng cu thé, c4 tinh

e Kha ning hoc tap rit kinh nghiém: Sy thay ddi thdi do dng xi

e Nhan thifc: Thdi do, ddng cd, st thich, kinh nghiém, k¥ vong

e Gid tri: Gid tri c4 nhan, tv do, vui, tu trong, chin that, phuc ting, binh ding

e Thai do: Lién quan dé€n cong viéc, td chiic thoi
B. Pong lyc kich thich
* Ly thuy&n nhu cAu Maslow: Thé hién ban than, kinh trong, xa hdi, an toan, sinh ly
* Ly thuy&t X va Y : cia McGregor 1960.
* Ly thuy€&t hai y&u té ctia Herzberg: Lanh manh: chinh sich va quin tri — Luong bdng va phiic 1¢i — Chat
lugng cia viéc ki€m tra — Mdi qua hé ddng nghiép — An toan yean thin trong cong viéc — Pia vi — Cudc sdng
cd nhan — Piéu kién 1am viéc. Pong vién: Cim gidc hoan thanh cong viéc — Cong viéc doi hdi phan dau —
Ban than cong viéc — Vién cdnh nghé nghiép — Trach nhiém — Co hdi dugc cap trén nhan biét.
C. Lam thé& nao day

e Difc tinh nha quin tri: Khiém t6n, ty tin, y chi nghi lyc, quan tAim, cuong quyé&t nhu uyén chuyén, c6

triét Iy song phit hop
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D6i nhan xit the: Bié€t dé phong tham vong ngudi khdc, phai hi€u ké thit ddng s¢ nhit 13 ai, phai biét
kinh nhi vién chi trong cu xi
Thai do khong mat long ai: Ky sé bat duc vat thi v nhan: Khong bit bé ngudi khac, khong dua lam
ha thdp ngudi khdc, khong ha thdp ngudi khdc, khong ghen tic. Tién trach ky hdu trach nhin: trach
minh trudc trach ngudi sau. Khon ciing cheat, dai ciing chét, biét méi song: Uyén chuyén, kin ddo
Théi do: Pic nhan tAm: Khen, din du, chd trong ngudi khdc, giit nu cudi, nhd tén ngudi, biét ling
nghe, néi vé s thich hoai bdo clia ngudi ta, lam ki ddi thoai quan trong, néi vé thanh cdng clia ho.
Nghé thuat khuyé&n khich: D€ ho tin 12 ho hanh dong an toan theo ¥ ki€n clia ho — Ap dung bi quyét
lam cho ho déng ¥ ngay tir dAu — Pic minh vao vi tri ciia ho — Ggi nhitng tinh cdm cao thudng noi ho
— Khen nhitng ti€n bo sdng ki€n nhdé nhi't — Ting chic vu twéc hiéu — Biét tit chdi t&€ nhi — Thach d&
kich thich ho
Nghé thuat sita sai: Tién trach k§ hau trach nhan, Gitt thé dién cho ngudi sai 18i, Ggi ¥ cho ho hi€u
16i ctia ho, néi d&€n vu diém ngudi d6 trudc khi phé binh

Hét
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