TAI LIEU THAM KHAO
Nguyén Hiru Than (9/2008), Gido trinh quan tri nhan sy, NXB Lao dong —
Xa hoi.
Nguyén Van Piém va Nguyén Ngoc Quan (2007), Gido trinh quan tri nhin
luc, NXB Pai hoc kinh té quéc dan.
Tran Kim Dung, (2018), Gido trinh quan tri nguén nhan luc, NXB Tai chinh,
TP.HCM
Nhiéu Tac Gia. (2018). Gido trinh Quan Tri Tac Nghié¢p. NXB DPai Hoc Kinh
Té Qubc Dan.
Quan tri ngudn nhan lyc — Vii Thuy Duong, Hoang Vin Hai/Nha xuat ban
Thong ké 2005
Thong tin cong ty. Duoc truy luc tur:
https://dauthau.asia/businesslistings/detail/ CONG-TY-TNHH-DAI-HUNG-
VUONG-37954/

Tai liéu Cong ty TNHH Pai Hung Vuong cung cap
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PHU LUC 1

Bang tiéu chudn cong viéc

CONG TY TNHH PAI HUNG VUONG Code:...

Adress:S6 280 duong Hung Vuong, Phuong Tan | Version: ...

Lap, TP.Bu6n Ma Thuét, Tinh Pak Lak, Viét Nam | pDated: .

Phone: ... Page: ...

BANG TIEU CHUAN CONG VIEC

Tiéu chuin

- D6 tudi: tir 25-30 tudi

- Strc khoe: Tot

- V& trinh d6 hoc van: T6t nghiép Cao dang trd 1én thudc nganh Luat, Quan tri
kinh doanh, quan ly cong nghi€p, quan tri nhan sy, van phong hanh chanh,...

- Vé trinh d9 tin hoc ngoai ngii: Chirng chi CNTT Nang cao, Toeic 500 trd 1én

- V& k¥ niang mém: S& hiru k¥ ning giao tiép tot, c6 k¥ nang 1am viéc nhom,
chiu duoc ap luc...

- Vé kinh nghiém: co it nhit 1 ndm kinh nghiém tai vi tri nhan sy, hiéu vé
chinh sich BHXH....

- Vé phém chit dao durc: trung thuc, nhiét tinh, vui vé,....
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PHU LUC 2

Bang mo ta cong viéc

CONG TY TNHH PAI HUNG VUONG Code:...

Adress:S6 280 duong Hung Vuong, Phuong Tan | Version: ...

Lap, TP.Buén Ma Thudt, Tinh Dak Lak, ViétNam [ paied:

Phone: ... Page: ...

BANG MO TA CONG VIEC
I. Thong tin chung:

Vi tri: Nhan vién Hanh chinh, Nhan sy..... Thoi gian [am vi€c:.........cceevveenennnee.

I1. Muc dich cong viéc

Thuc hién hoat dong hanh chinh, nhan sw cia cong ty

I11. Nhiém vu cu thé

- Nhaén vién Hanh chinh nhan sy ¢6 trach nhiém tong hop y kién va nhu cau
cua cac phong ban.

- Lap ké hoach tuyén dung dé trinh 1én Trudng phong.

- Pang bai tuyén dung, sang loc ho so ciia cac ing vién.

- Phdi hop véi cac bd phan lién quan, chon ra nhimg tng vién phi hop.

- Gri thong bao, soan thao hop dong lao dong t§i nhitng Gmg vién di tring
tuyén.

- Panh gia két qua trong bdo céo trinh 1én trudng phong.

- Hudng dan, gi6i thiéu cho nhan vién méi vé cac chinh sach, quy dinh nhan
sy cua cOng ty.

- Lap ké hoach dao tao tung doi tuong lao dong tir cac nhu cau dao tao, trinh
1én trudng phong.

- Lua chon va lién hé vdi co sd dao tao dua trén cac dé xuat.
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Thuc hién gidm sat cac chuong trinh dao tao, giup do cac ban nhan vién cling
nhu cac to thi cong nang cao trinh d6 tay nghé lam viéc.

Lién tuc theo ddi nhitng bién dong trong nhan su.

Pinh ky ké khai, thong ké va 1ap bao cdo phén tich sir dung nhan su cho
truong phong dé trinh 1én ban giam déc xét duyét.

Pho bién cac quy dinh va giai dép thic mic, khiéu nai lién quan toi nguoi lao
dong.

Tao mbi quan hé tbt dep, doan két trong ndi bo.

IV. Cong viéc hang ngay

Theo bang ké hoach cong viéc tuan

V. Ché dd bao cio

Theo quy dinh ché d6 bao cao cia cong ty

Phu trach HC - NS Phong HC - NS Giam doc
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PHU LUC 3

Thur moi phong vin

CONG TY TRACH NHIEM HUU HAN PAI HUNG VUONG
Kinh gui: .....
Loi dau tién, thay mat Cong ty TNHH DAI HUNG VUONG, Phong
Hanh chinh - Nhan sy xin chan thanh cdm on ban da ung tuyén vao Vi
tri....... cua cong ty chiing toi.
Chung t6i danh gia cao nhitng gi ban chia s¢ vé ho so thong tin ca nhan
cling nhu su quan tdm cta ban d6i voi thong tin tuyén dung cta cong ty.
Nhu di trao d6i, Phong Hanh chinh - Nhan sy giri ban thong tin phong
véan nhu sau:
- Dia chi: S6 280 duong Hung Vuwong, Phuong Tan Lap, TP.Budn
Ma Thudt, Tinh Dak Lik, Viét Nam.
- Thot gian:
- Nguoi lién hé:
Ban vui long xac nhan di nhan dugc thong tin bang cach phan hdi qua emial nay.
Khi dén phong van ban vui long mang theo CV nhé!
Chuc ban chuan bi tot va thanh cong trong budi phong van nay .

Tran trong
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PHU LUC 4

Dé xuat phiéu danh gia ung vién

HO VA TEN UNG VIEN :....ooeereereererrerssessessessessesssssssessessessessassssessessessessesssssss
HOQ VA TEN NGUOIL PHONG VAN:...oueererrensennessesesessessessessesssssssessessessesens
VI TRI UNG TUYEN:.cuceeeeereereeressessensesenne NGAY PHONG VAN..............
Noi dung danh gia 1 |2 [3 [4 |5 |N/A |Nhin xét

bac diém ca nhan

Thai do

K¥ nang trinh bay

K§ ning giao tiép

Kha nang phan tich

Hoach dinh

Kha nang lam viéc theo doi

Kha nang lam viéc voi thay

doi

Kha nang dong viéen & tu

dong vién

Dinh huéng phat trién

Cong

Mirc d¢ twong thich véi cong viéc

Kinh nghiém trong cong viéc

Kién thurc

Chuyén mon

Quan h¢ d6i voi con nguoi

Cong

Tham khao thong tin

biém manh

biém yéu

Pé nghi: [ tuyén dung [J Luu dé xem xét trong tuong lai L] Loai
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PHU LUC 5
Mau ddnh gié nhan vién thir viéc

BANG PANH GIA SAU THOI GIAN THU VIEC

A. CONG VIEC HIEN TAI PANG THU'C HIEN (Xép theo thir tw wu tién)

HOAN HOAN
STT | CONG VIEC CHINH | THANH | CONG VIEC PHU | THANH
(%) (%)
1
2
3
4
5

B. CAP QUAN LY TRUC TIEP PANH GIA (Piém s6 t6i da la 10 diém)

STT | SO VOI YEU CAU CONG VIEC PANH GIA PIEM

1 Tinh phuc tap

2 Khoi lugng cong viée/ s6 gio lam

viéc trong ngay

Tinh sang tao, linh dong

Tinh phéi hop, t6 chiic

Tinh than, trach nhiém

Tinh ky luat

Két qua dat dugc (cong viéc)

Ki nang chuyén mén

O 0| Q| O | | W

Kha nang quan 1y cong viéc

TONG PIEM: XEP LOALI:
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PHU LUC 6

Thu moi nhan viéc

CONG TY TRACH NHIEM HUU HAN BPAI HUNG VUONG

Kinh gui. .....
Cong ty TNHH DAI HUNG VUONG xin chiic mung ban da xuét sic dat duoc
két qua phong van cho vi tri ....... Cong ty xin tran trong moi ban dén nhan viéc
v6i1 thong tin nhu sau:

- Thoi gian nhan viéc:

- Pia chi: S6 280 dwong Hung Vwong, Phuong Tan Lap, TP.Budn Ma
Thudt, Tinh Dék Lik, Viét Nam.

- Nguoi lién hé:

Ghi chu: HO so can bo xung

So yéu 1y lich ( Cong chimg 1 ban)

- Can cudc cong dan ( Cong chung 3 ban)

S6 Ho Khau ( Cong chtrc 1 ban) Bang cép lién quan (Cong chimg 1 ban)

- Gidy kham sirc khoe

Hinh 3*4 (2 tim) + File mém dé 1am thé nhan vién

Mot 1an nita, Cong ty TNHH PAI HUNG VUONG han hoan chio doan ban gian
nhap vao cong ty.

Chtc ban vui vé va ciing Cong ty phat trién hon.

Ban vui long cap nhét thong tin trén File dinh kém va x4c nhén emali.

Tran trong.
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