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

Chitomig trinki Ddo tae Qude Iy dinh cho ode Doanh nghiép Viea va Nhd dugc
bign soan cho cde nhi quan 1§ va chd doanh nghiép vira vi nhé, Li nguid chi hodic
nguin quin 1§ doanh nghiép nhb, ban quan tim d&n nhidu khia canh cia vite difu
himh mét doanh nghiép. Chuong trinh nidy 52 cung cdp cho ban mdt bi cudn sdch
1p trung vio cie khia canh chil w8 cla quin 1§ ngudn nhin lee, bao gém:

s Thu hit nguén nhan lue,

s Dinh gid hé so xin vide.

» Phong vin nguwdi xin viéc.

e Quyél dinh tuyén chon nhan vién.

o  Gidi thidu vi giap nhin vign mdi Bm quen wdi cong vige.
« Dinh gid ket qud cong viee.

= Quytt dinh v& dio tao nhin vien.

¢ Tuvin dinh huémg nghé nghiep choe nhin vién.

Diy it céng ty cb hay khong o6 phéng nhan suf thi nha quidn 1§ vi chi doanh
nghiép déu tham gia vio nhimg quyét dinh vé& nhan su. @ médi bude trong quy trinh
quan Iy ngudn nhin lue, nhé quéin 19 thutmg thu nhdp céc thong tin, dua ra 1
khuytn vi nhimg kign nghi 8¢ tir dd di d€n quyel dinh. Tai mdi giai doan phit
tridn cia doanh nghidp, dic bidt 1a khi cong ty mé rdng qui méd hoat dong, cic
quyét dinh vé nhan su phii duge xem xét hét siic than rong. Mot khi cong ty di
quyét dinh tuyén mét nhin vién mdi, thi d6 chinh 13 sy dfu o cha cong ty.

Bo sdch Quen trj Ngada Nida lue trong ode Doanh aghidp Vit vd Whd duoc bidn
soan &€ gidp cho céc nhd quin Iy va chl doanh nghitp xdc dinh ding phuong
hirdmg trong cic giai doan cia quin 1¥ ngudn nhin lve. M&i cudn sdch s dé cip
dén mot khia canh cu thd cha qud trinh quén 1§ ngudn nhén lec. Trong qué trinh
nghién cthu ciha minh, ban s& vira ti€p nhin nhimg kign thife vA kinh nghigém mdi,
vira cd k& hoach dé vin dung nhimg ki€n thic nay vio thye f cia don vi minh.
Cic chii dé s8 duoc a8 cdp trong bo sich niy bao gém:



»  Nic dinh vii 16 chife chic nang quén 1Y ngudn nhin e,
o Xy dyng chifn luge quan 1% ngudn nhan e,

=  Phin tich céng vigc.

+  Thu hiit, tuyén chon nguén nhin e,

o Phit tridn va dinh gid he théing i leomg,

+  Banh gid kéi qua cong viée,

o Tédchife v thie hign dio tao,

+  Phit trifn cde dich vu v& nhan sy

¢ S0 dung cde mdi quan he lao ddng tich e v nhit quin.

s Xay dimg cdc chinh sdch, thiy we va he théng s& sich vé gquan 1§ nguén
nhén lue.

Phuong phap nghién ciu cudn sach

Cudn sdch nay duee bidn soan v6i muc tidu d€ ban o6 thé tr nghin ciu. Mac di
cfic eudn sich duere bign soan hodn chinh, nhimg néu ban duoe hudng din, wr vin
vl trao déi thong tin phin héi thi hitu qua hoc s& cao hon. M1 cubn sich gim ob;

+ Kién thifc co ban: gém nhiing thong tin chi 1€, nhing i gidi thich va cde vi
du rminh hoa cho cic khi niém quan trong.

» Bai tip ty kiém tra: gidp ban khing dinh khi ning tip thu nhiing kign thikc
co bin A3 dugc hoe.

«  Bai tap thue hanh: dé ban khing dinh kha nang dp dung nhimg ki€n thiic da
hoc vivo thue tidn,

« Bai tap tinh huong: cho phép ban k& hop mit 56 khdl nigm vi dng dung
chiing vho cde tinh hudng thue tifn tai cic doanh nghip vira v nhb.

# K& hoach img dung: cho phép ban timg bude dp dung kign thite dd hec vio
thure tién cong vigc i doanh nghiép.
Hoc & dau

Ban c6 the dpc sdch & bl of noi diu. Song 98 dat hidu sufl cao nhit, ban nén
trinh nhifng noi 60 &o v cd vo teydn.



Hoc lde nao

Bidu nity hoan 1odn phu thude vao ban. Co théd ban chi mat § ti€ng déng hé 12 93
hoe xong mdt cudn sach, nhing néu ban ciin nhifu thai gian hom thi ciing khéng
nén lo ling vi vdi mdi mon hoc khic nhau, moi nguid dén hoc vai e do khic
nhau. Tot nhdt 14 nén dit k€ hoach trude va danh mét khodng théd gian nao dd
trong nhimg ngay nhat dinh dé hoin thinh mot cudn sach thi s& hidu qud hem,

Hoc nhu thé nao

Khong nén gui non nong, hiy bd i mot thivi gian bidu déu din, vi du nhu mai ldn
chi hoe mét tigng. Hoe déu dan s& co két qua 181 hon nhidu B think thedng hoc
dén trong mot thi gian dii.

Hiy chuyén tdm vio nhimg diéu ban dang hoe, doc, ghi chép, hoin thi¢n phéin bii
p 1 kidm tra, bai tap thue hanh, va bai tp tinh hudng. Ban cd thé thio luin vé
cdc § wimg va kinh nghiém thue o vai nhimg nguéi khdc, vi nhu vy s& gigp ban
ning cao su hifu bift va khic sau nhilmg gi minh di hoc.

Sau khi d3 hodn thanh cde phin bai p trong cudn sdch, ban s& bt tay vio phin
img dung chiing trong vitc xay dimg K& hoach Uhg dung. Hay trao déi véi cée
déng nghigp trong doanh nghitp cha ban d€ xay dung k& hoach dng dung. Hay cu
thé hod k€ hoach ing dung thanh timg bude va luong dinh thii gian d€ hoan thanh
timg bude dé. Nén nhd k€ hoach tng dung niy 13 m cong cu hudng din het st
linh hoat, khéng phai ld mét khudn khd cimg nhdc. Vii thing mot ln, ban phai
kidm tra lai k& hoach img dung clia ban v didu chinh, néu théy cdn thidr.

Cé thé tim sy gitp da ¢ dau

+ Chinh ban thin minh. Hay ¢f ging hoc lai. Bimg bo cudc. Néu ban viin chua
hidu, ddu budi hoc tiép theo hay doc lai mot 1dn nifa.

s Gia dinh ban, ban bé, hodc dong nghiép. Mgay cé khi ho khong hifu chi dé
mi ban dang trao ddi thi trong qud trinh thio ludn bigt dau cu trd 1 lai loé
120 ngay trong diu ban,

+ Gido vién hudimg din cia ban. Ban cé thé t€p xic, yéu clu sy gidp d& tir
phia cdc gidng vidn v chuy@n vién to vin,

= Téc gid, Cho dén thing 9 nim 2001, Chuemg trinh Phat tridn Dir dn Mé Kéng
({MPDF} 58 chuyén cdc ciu hoi cha ban c6 ién quan d&n ndi dung cudn sich
161 the gia. D& nghi gl fax, the hode thar dign ol w6 MPDF (xem dia chi cla
MPDF trang phin Phi¢u Dénh gid o cudi cudn sach).
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Tong quan vé Cudn sach

Trén thi tredmg ngly nay, cic doanh nghigp dang dimg trude thach thiic phaii ting
cuimg 18i da higu qui cung cfp cde sdn phdm v dich vu cia minh. Difu nay dai
hoi phdi c6 sy quan 1Am i chit lugng sin phim v dich vu, 1 cde phuong thire
marketing v bin hang tét cliing nhu cic quy trinh noi bd hitu qui. Cic doanh
nghiép hing ddu thutmg of ging d€ tao ra sv cin bing giita tinh nhat quin va s
sdng tao. D€ dat duge muc tidu ndy, ho dua viio mdt trong nhifng thi san 1én nhait
cia minh - ngudn nhin lec.

Cong tie Quan 1§ Ngudn Nhin lye gidp tm ki€m, phdit rifn vi duy ti doi ngi
nhdn vitn vi quian 1§ cé chil luomg - nhimg ngudi tham gia tich cue vio su thinh
cong cha cong ty. Cic 18 chifc rong mong vio cic nhi chuyeén mon vé quin Iy
ngudn nhan luc gidp ho dat higu qud v nang sudt cao hon véi mot s6 luemg han
ché v lue lugmg lao dong. Ddng thii, viée tao dung nhitng hinh vi vi thdi do tich
cue trong doi ngl nhin vidn, su tin wong cla ho ddi v cbng ly, tinh thin 1am
vite ddng doi, ciing nhy sit dung cde hé thdng thong tin, dang trér thinh mét wong
cdc nhitm vu cia quén 1% ngudn nhin lue, Cic nhi chuyén mbn v& quan 1§ ngudn
nhan lve dang ngéy cang mo rdng vai trd cia minh rong vide dua ra nhifng tr vin
chién luoe cho ban lanh dae vi cde truimg phinge phin.,

Cac muc tiéu

Cudin sdch nay dé cip dén vai trd coa quan 1¥ ngudn nhin luc trong doanh nghiép
vii cfic phuong thiflc ma muedmg phong nhan s cé thé thyce hiégn nhiim gép phin vio
thinh cong cla cong ty. Codn sich nghién ci chifie ndng qudn 1y ngudn nhin lue
trong cdc deanh nghigp cé qui mé vira va nhd, ddng thii néu ra nhitng khdc bigt vé
phuong phip quan 1§ ngudn nhan lyc giita kifu Biéc M¥ va kifu Chau A. Phin cudi
clia cudn sich s& gitp ban vin dung nhimg khéi niém ¥ thuyet vio thue tf doanh
nghigp théng qua viée soan thao mot k€ hoach ing dung cho cong tic quin 1§
ngudn nhin lee cta doanh nghidp.

Mue dich cu thé cha cufin séch 13 gidp ban:

# Nhin ra vai trd ela moét chi doanh nghidp-nhd quin 1§ dong thin 13 nguwii
phi trdch quén 1§ ngudn nhin luc.

= Mitu td myc dich vi edc ndi dung cha cong tac quin 1§ ngudn nhan lee.

& Xdc dinh nhimg loi ich clia cong téc quén 1§ ngudn nhan lve.

Chii Doank aghidp vd Chic ndag Quda 1 Ngudas ahdn lue [}



Xic dinh cidc chiic ndng va nhiém vu cha trudng phing nhin suw.

Chi ra nhimg kién thie, ki nang vi ning luc efin cd cia mél nguin phy
trich quan 1¥ ngudn nhin lyc thinh cong.

NWhan ra mét s8 khde bigt treng dng dung quin I¥ nguén nhin lve cla cdc
doanh nghi¢p Chau A va doanh nghiép theo kifu phuong Tay.

Chii Doanh nghigp vi Chir ndng Qudn [3 Ngudn nhin ha



Chirc ning va Nhiém vu cha
Quan ly Ngudn Nhan luc

Quan ly Nguén Nhan luc la gi?

Céc doanh nghig¢p déu ¢b cic ngudn e, bao gédm tién bac, vit chifl, thigt hi vi con
nguin cdn thidt dé 1o ra hing hda vi dich vy ma doanh nghiép dua ra thi tuimg.
Hiu hét cic doanh nghiép déu xéy dumg cdc thi tuc va quy trinh vé cung cdp
nguyén vat lidu vi thigt bj nhim bdo dim vide cung clp ddy di ching khi cin
thi#t. Tuwomg e nh vay, cde doanh nghiép can phai quan tim d¢n qui trinh qudn 1§
con ngud — mdt ngudn luc quan trong cla ho.

Quin 1Y ngudn nhin lee bae gém it ci nhing quyét dinh vi hoat ddng quin I¥ cb
anh hudmg dén mdi quan hé gita doanh nghi¢p va ddi ngid nhan vién cla doanh
nghigp.

Muc tiéu chi y&u cla quin I¥ ngudn nhian lye 13 nhim biao
¢ Bxing 58 lrgmg dim du sd hegng ngwd lao dgng vdi mike rinh 46 va ki ning
« Ding nguin phit hop, bé iri ho vio ding cong vide, va vio ding thin difm
- . dé dat duge cdc muyc tigu coa doanh nghiép. Nhw vy, mit cau

Dng noi hiéi din ra i Ad phu trdch qudin ¥ nguén nhan e rong deanh

iy nghiép? RO ring ciu tr s L Moi n an 19 trong doanh

« Eing lic higp? Bd rin 4 1o =& 13 Moi nhil quan | i doant
nghigp.

Quémn Iy ngubn ahan hec la mat bo phin guan trong

l trong quan Iy deanh nghiép. Nhiém vo chi yén cia

nd i hio dam cé ding ngwii véi kf nang va trinh

I dd phi hop, vio ding cong viéc va vao dung thoi
] diém thich hop dé thiue hién cic muc tiéu cia cong

ty. Moi nha quin 1§ déu 13 nguid phy trich quéin Iy
ngudin nhan lwe.

Chi Doanh nghifp vd Chie ndng Cudn IV Newdn nhdn lue ; 3



So ludc qua trinh phat trién Quan ly
Ngudn Nhan luc

Trude day, cic doanh nghitp thubng tuyén dung, sa thai, dé bat va thay the nhin
vién khong cin clf trén cie k€ hoach dibi han vi muc tidu cha doanh nghigp, Khi
mét nguisi lao dong duge tuyén dung, doanh nghiép thuimg khong cé k€ hoach
dio 1o hay nang cao K¥ ning cho he. Khéng ai nghi xem nguii lao déng cdn gi
hay cdc k¥ nang cia ho s& duoe sit dung trong doanh nghiép nhu the nio. Nguii
lac déng dwoc huimg che d6 trd cong va d bat thidu nhdt quin va khéng hé cé
dinh hwmg nghé nghiép r& ring. Hiu nhu khong < tidu chudn cong viéc hay
phuomg phidp do luimg ket qua lim vies.

Tinh hinh trén lam che nguii lae dong chdn nan, sin xudl khong hidu qud, phuc
v khich hing kém vi iy 1 nguini bd vide cao.

WVao thid ky kinh t€ kha quan, hay trong mdt méi trutmg duge bio hd, nhimg vin
dé niy khong thé hien rd rang. Khi dién kién thusin lgi, cée cong ty thubmg lam &n
cd |31, Cong téc dao lao vi phit rifn khong duge chii trong, béi 1€ nhin vitn ob
nhifu eo hdi vide lam vi ho cd thé did bd céng ty bt ki lic nio. Vio nhilng théd
difm khd khin hom, v vige lam khan hi#m hon, moi nguii budc phai & lai cong ty
ké cd khi he khéng hai long. Trong cd hai tnsimg hop, ngubi lao déng thuimg
khang dircc cong ty hd trgr A& phat tridn ¢d nhan, ho cam thiy of it it hay thim
chi khing cd mai lign hé nko vdi cdc muc titu phat trifn cia cong ty. Bin thin cdc
doanh nghiép khong nhin thife duec nhilng phi t6n giy ra bai mife 46 bd vie cao
v trinh do lam vige thdp. Trong khi d6, dé bio ve ngui lao dong trinh khoi
nhitng dai xir thifu cong bing cia ngudi chi st dung lao dong. cong dodn duoc
thianh 1ap cho phép ngudi lao Jong od mdt tifng ndi nhit dinh V& gidi quin 1§
Trong nhifu iruémg hop, didu nay ¢ the teo ra miw thedn 48 khing gifta “chiing
ta v hg- s ddi khing gifia nhan vién vi nha quan 1y,

Do canh tranh gia 1ang, cdc doanh nghiép bit ddu chi § nhidu hon d&n chi phi vi
quan tam hom d&n vide gitt nhin vién cia minh. Ban md ta cong vide ro rang, mic
luemg hop 1y, cic titn chi dé bar thod ddng va cdc phuong thic wyén dung nhit
qudn di tao ra su dn dinh rong cong ty. Khi nguin lao déng lam viée cho doanh
nghiép 1au hon, vise ddu tr cho dio w@o vi phit wign ho con mang ¥ nghia vé mi
tai chinh. Like ndy, nhin vién bit ddu coi bin than minh nhu 13 mét be phin khéng
thé vich rivi clia doanh nghigp. Con cic doanh nghiép bit ddu nhin nhin nhin vién
clia minh 13 mdt ngudn lue ob gid o,

Nghy nay, cdc doanh nghi¢p dang nghy chng thin nhan gid i cda luc luong lao
ding cb k¥ ning, co kién thic va tinh thin chd déng sing 2o rong cong viéc, Ho
bi€t ring difu nay khong phai nglu nhign md o6 vi vi the di van dung quin 1y
ngudn nhan lue nho mot cdch thie hiv hitu & thu hir v duy i nhimg con ngwi
ma ho cin. Trong nhifu cong ty, gir day, cong dodn thuimg hop téc v ban lanh

4 Chii Doanh rghiép v Chite ndng Quadn 1§ Ngiedn Nhda Dy



dao, ho thia nhan ring su thinh cong clia mot cong ty dem lai cong viée 6t cho
cic thinh vién ciia minh. Gigl quan l¥ 43 di d€n nhin nhin ring quén 1§ ngudn
nhan lue of thé gidp cong ty tao 14p mot mbi tredng khuyén khich cdc nhan vitn
khong chi & lai véi cong ty, ma con tham gia thee sy vao sy thinh cong cia cong
ty. Khi cde inemg phang/bé phin trong cong ry 4p dung cdc bign phdp v& quin I
ngudn nhan lue nhu nhaw, thi cdc nhin vien duoe 0ol xi, duge hudng che do va dé
bat mét cich nhdt gudn, Nguii lao dong hidu b cong ty mong chir nhiing gi tir ho
vl ho c6 thé mong mudn nhitng gi tir céng ty.

Quan Iy nguén nhéin luc trang bl cho cic nhi quan 1y
nhimg phuvng phip dé dii xir mot cdch nhit gquin véi

nhin vién. Khi d6, cie nhin vién duoe doi xir cong béng va
l hifu duoe gia tri cda ho d6i véi cong ty. Mot mdi truimg
; [ ] lam viéc 16t s& giam b6t tinh trang bd viéc va gidm bét

nhirng phi tén do bo viéc gay ra.
i)
—_ 2 BAI TAP TU KIEM TRA 1

12 Nhiém wvu chi yfu cha quin 19 ngudn ohin lwc [2 bio ddm cé
din , v phit
hop, b6 tri vio ding v vio ding thich hop.

2 Doanh nghidp cé nhifu ngudn lue, bao gfm

v
3. K&t qui cia vige quén 1§ ngudn nhdn luc kém higu qua 1i gay su chdn nin
cho . cung cdp. kém cho khich
hh.ng ‘-'EI. can,

4. Bin m6 13 cong vitc rd ring, mitc lwomg hop 1§, cdc tidw thic dé bat v cic
cong tdc tuyén dung nhit quin 58 dem lai moi nrmg lam viec
trong cong ty.

5. Moi nhi quin Iy, bao gdm cd chii doanh nghidp vira vi nhd, déo 1A

Chid Dounk nghiép vd Chaf: ndng Qudn 13 Ngude mhdn e ]



Thue 18, chi doanh nghiép-nhi quin 1y doanh nghi¢p vira vi nho thoimg thie hién
nhigu chifc ning quan 1y ngudn nhan lpe, Thong thaimg, ho chis trach nhigm
rong nhifng cong viée nhu;

«  Quyéi dinh thii digm v 36 weemg wyén dung.
« Xic dinh ai nén duce J8 bat.
« S0 sdnh A0i chiga cic he thing tién luemg vA ch 49 nguii lao dong

[
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L chil doanh nghitp-nhi quan 19 cda mdt doanh nghidp vira va nhd, ban hay ligt
ké 10 cong vigc vis nhigm vy ma ban cho 14 thude chiic ning caa quin §§ ngudn
nhin hge.

6 "~ Chi Doanh nghiép vd Chiic ndng Quin Iy Ngudn Nhan he




Chirc nidng Quan ly Ngudn Nhan luc

B canh tranh trong mdi trutmg kinh doanh phirc tap ngiy nay. cdc doanh nghi¢p
ngiy cing cin dua vio k¥ nang cla tidt cd nhin vién, Ho nhian ra riing con nguid 13
mét ngudn luc quan trong v gidng nhw nhimg i sin khic eba doanh nghiép, nhu
thift bi vi hing hda trong kho, con ngudi cin phdi duoe quidn 1§ vi sl dung mdl
‘ciich ob higu qui. Cac nha quan 1§ cin phai ¢f ding ngwin vio ding thoi diém
thich hop d& thye higén cong viée,

A W
{ :jﬁ’?‘
‘:""'E» ¢ m T&.PTHI..I'C HANH 2

Hily nghi vémﬂmmﬂﬂﬁﬂhﬁmmﬁﬂhmmmmm
qvhhdmﬁuﬂﬂrcﬁﬁﬂmﬁ.... it

Ehi mit ngwi vl nhimg k¥ ndng thich hop, dang lam ding cong viee, thi ci
ngudi nhan vién d6 va cong ty déu duge Ioi. Cong ty € ob nhidu co hoi d g
hién difu ndy vii khoang thoi gian mot ahan vién lam vide tai cdng ty, chidng han
i

e Khicic nhan vign mdi duoe tuvén vao lam viéc.

& Khihg hoe hdi v ti€n bd 1én trong deanh nghidp.

o Khi ho lam viéc va gop phin vio sy thanh cong cua doanh nghiép.
¢  Khi ho chudn bi réi khi doanh nghigp.

Chit Do néﬁifp vid Chuic nidng Chudn Iy a';a'-gmﬁﬂ nkn luc 7




Quiin 1§ ngubn nhan hyc c6 nhi¢m vu trong 4t ci cdc giai doan nay. Ciic hoat ding
chinh cia guén 1§ ngudn nhan lyc tp trung it bon [inh vue:

Lap k¢ hoach va Tuyén dyng.

Dio tao vit Phat trién.

Duy tri vi Quan Iy

He thing Thong tin va Dich vu vié Nhan e,

bt =

Ll o

Nhimg linh vic nay cé mdi lien he vai nhau. Chiing ta c6 thé thy difu nay qua
Hinh 1 thé hién cic hoat dong quin 1y ngudn nhan lyc nhu yéu 18 thudng xuyén
lién tuc trong nhimg hoat ddng twong tic hing nghy giifa cong ty v cic nhan vién
clia cong ry.

Quin 1§ Ngudn Nhan e

Hinh 1: Quan 1 Mguda Nhan hye, Vong irin phia ngodi bidu th thit gian maL nhin vién L vige
wili cong ty. Yéng rbn phia trong bidu thi bitn ming chinh cia cong tic quan 1§ nEudin phin Dy,

F] Chi Doanh nghigp vit Chitc nang Qudn 1§ Ngudn Nhdn e



Lap k& hoach va Tuyén dung

Lap K¢ hoach Ngudn nhan lue

¥ Eing 50 lnpng Mt rong nhimg chifc ndng chi yéu ciia quin 1§ ngudn nhian
+ Biing nguir e la lap k€ hogch ngudn nhin lec, D6 14 vige phan tich
¥ Diing e thutmg xuyén nhu cdu vé& luc luemg lao Jdong cia doanh
¢ Djig s bgn nghiép, 1h mot phin caa ké hoach kinh doanh téng thé cia
CHERERTEL doanh nghiép, Lap k& hoach ngudn nhin hge wong doanh
nghi¢p thuimg hudng vio tra Lol nhimg cau hdi sau diy:

# Ching ta cin nhing con ngudi nh the nio?
* Khi ndo chiing ta cfin ho?
* Ho s& cin phii oo nhimg k¥ nang nio?

s  Ching ta d3 cd sin nhimg ngudi thich hop chira? Vi ligu ho ob 0l cd
nhimg ki€n thic, thdi 39 va k¥ nang cdn thigt hay khong?

» Khi di cé nhimg théng tin trén, ching ta s& lam gi tiép theo: S& myén
dung nguis tir bén ngodi, hay lga chon tir nhitng nhan vien hién o467

Bin md td ndi dung cong vige rd ring v cong tic 1ap k€ hoach tién tign thuimg
gidp cong ty c6 duge nhimg quyét dinh ding. C6 phai cong ty hién dang 6 nhin
vidn vii nhitng k¥ nang gdn nhur thich hep? Lidu cong ty cb 0 thin gian 3¢ dio
tao hay chudn bi cho anh 1a/chi ta tnrde khi dé bat khong? Méu khéng, cd nén thu
hiit myén dung tir bén ngodi cong ty d¢ cd duoe mdt nguén phit hop cho vi trf dang
xem nét khéng?

Tuyén dung

Qué irinh tyén dung bao gdm viée md 1 cdc yéu cfiu vé cong vide, 1 chic quing
cdio, tién hanh cdc hoat dong phong vin, dua ra vi dp dung cde tidu chudn tuyén
chon nhit quin, D61 khi, cde cong ty cin dén mdt 10 chic bén ngodi hi o 9 im
nguin cho cdc vi tri quan I¥ hay tim ra nhimg nguid o cic k7 ning dic hid
Tuyén dung ciing bao gbm vitc trao ddi, thuomg lugng ¢ mibe luong vi phic loi
thich hop o6 thé lam thod min cd nhan vién v cong ty.

Chii Doanh nghiép va Chide ndag Quidn iy N gude ahdn Tue @



Dao tao va Phat trién

= Quin 1¥ ngudn nhin lye cd hidu quéi 13 dinh gid mat cdch nhit
- yuin cic k¥ ning vi kién thiic cia nhan vitn df ddp img dugc
¢ nhu clu hidn tan va Wwiong la coa doanh nghiép.

+  Doanh nghigp cdn nhimg k§ ndng va kign thifc nao?

# Hién tai, nguiri nhin vién cin nhimg k¥ nang nio & tién hinh cong
vide T

* Cie nhu efdn v& k¥ nang trong twiong lai cia doanh nghiép 13 gi?
* S thifu hyt gita k¥ ndng hién cd vdi nho cdu weong lai la gi?
# Tién hinh d2o tao thr the nio s& mang lai ket quad ot nha?

Trong tuyfn dung, cin gidl thidu dinh hudng cho nhin vign mdi vE doanh nghigp
v cong vidc mdi cha hy, trao ddi v cdc gid tri va hoat d0ng thue tifn cioa doanh
nghigp va cin xem xét danh gid nhu cdy dao tao.

Ciic hoat déng quan 1§ vi k& hoach hod phét tridn nghé nghi¢p gidp doanh nghiép
vii nhin vien bist duge tidm ndng cba minh. K& hoach phat trién cho nhin vien bao
gdm cd dao tao va tAng Kinh nghidém lam viee nhim dat duoe cde muc tidu nghé
nghidp dé ra, Céc k& hoach phat tridn di han khuyén khich nguin nhin vién & lai
liam vigc v cing tidn bd vin doanh nghigp,

Dao tao va phit trién thuimg duge thire hién thong qua cdc khoa hoo v3 hoi théio,
dio tao trong cdng vidc, qua viéc hudng din v kiém cliip gilfa nguid quan I vi
nhin vién cling nhu gilfa cic nhin vién vai nhau. Cic doanh nghiép co thé cd cic
chucmg trinh dac biét vé phét rién k¥ nang qudn 19 vi lanh dgo, Nhidu 1 chic
thire hidn cdc hi thio, dio o ndi bd vi tii g cho nhin vien tham gia cde khéa
hoe & efe trubmg cao ding, dai hoc.

Duy tri va Quan ly

“Bidu gl lam cho cic nhin vién coa ching ta gdn bé véi doanh nghigp vii tin tam
hodn toan cho su thanh cong cba doanh nghigp?”

Saw khi wvén ding nguis vi dio o ho, trich nhigm 1i&p thee
cia quan 1§ ngudn nhin lue 1A qudn 1§ v sir dung ngudi lao
dong. Cic cong vide thude linh vife nay bao gdm:

I Chi Doanh nghi¢p v Chiic ndng Qudn (7 Ngudn Nhdn lyc



s Bd tri, dinh hwdng, thuyén chuydn, vi dé bar,

¢ Bdnh gid vi quin 1§ két qua thuc hién cong viéc.
¢ Hudmg diin, ur vin.

» Khen thudng nhin vién.

*  Quin Iy qud winh thoi lim vigc, bao gdm thoi vide oy nguyén, thoi viée cd
nguyén nhin, cit giam nhin luc cé k&€ hoach v& nghi huu.

«  Xay dimg tinh thin lam viée w6t

Ciic nghién ciru d3 chi ra ring nguii lao déng & lai 1am vigc cho doanh nghigp
khong chi vi tién bac. Chil luong cdng vidc, biu khong khi Iam vidc, co hoi tién
by, vl yéu td tinh thin déng vai ri rit ddng ké wrong quyé dinh & lai cia ho.
Nhimg nguwin lao dong ckm thiy thodi mdi vé nai ho dang 1am thudng cé nang sudt
caa hon, thudmg it phén d6i sy thay ddi hon va thutmg déng gép cdc ¥ tuimg vh dé
xudll v&i doanh nghidp nhifu hon,

Khi doanh nghiép duoc nhin nhan 12 mét noi Am vide 181, nd s& dé thu hil duge
nhin vitn gibi hon.

Duy tri v quin 1§ 1b mdt bd phan quan trong cla guin 1§ ngudn nhan e, V& wr
teimg “ngin han” v thie dung trong quin 1¥ con nguii cla cic nhi qudn 1y v
chil doanh nghigp, cong wGi moi tneémg canh tranh gay git hién nay, miic do bd
vide & cdic doanh nghiép vira v nhé 13 khé cao. Céc nha quin 1§ doanh nghiép vira
v nhd cdn phai thise hifn cdc bign phdp quin 1¥ ngodn nhin lec dii han hen d£ cé
dugre cdc nhin vign tich cye v tin tuy véi doanh nghiép.

Tuyén dung diing + Quin 1§ ding = Nhan vién nhiét huyét
Cic nhan vién nhiét huyét s2 gdn bo, tin tuy véi doanh
' nghiép, cé kha ning & lai doanh nghiép lau hom, lam
\& viée néng suit hom, va tham gia nhidu hom vao sy

thanh cdng clia doanh nghiép.

Chir Doarth nghifp v Chic ndng Qudn Iy Ngudn ahden liec If



Hé théng Théng tin va Dich vu vé Nhin luc

Quén 1§ ngudn nhin lue cén bao gdm qud trinh thu thap

m théng tin va dich ve vé ngudn nhan lyc. Thong tin vé nhin
vidn, nhur tidn luomg tidn cong, thong tin wyén dung, dé bat,
dio o v ddnh gid k& qua cong viéc cdn duge thu thip
trong sudit thin gian ngudi lao ddng lam vitc & doanh
nghitp. Céc thong tin nay ciing duoe sit dung d€ ghi chép
thong k& vé cdc k¥ ning cla dgi ngil ngudri lao dong, phuc
vu cho qud trinh 14p k€ hoach ngudn nhin lyc,

Céic nhigrm vu quin 1§ ngudn nhan lve clng bao gém viéc duy 1A nhing thong tin
clia cong ty nhu:

« Cudin sdch hudng din vé chinh sdch va thi me cia cong ty.
= Cudn sdch huimg din vé phic Igi cho nguii lao ddng.

» Thong tin v kifm todn nhin sy va k€ todn ngudn nhin luc.

Wai trd ciia quan 1§ nguén nhin luc la gidp blo dém cde chinh sich quan 1§ ngudn
nhan lge duge thue hidgn mdt cdch nhit quin v cong bing wong toin cong ty.
Mguii phy trich quan 1§ ngudn nhin lue cb chic ning gidp cdc rmg phing/bi
phin dp dung cic chinh sdch niy wong pham vi trach phiém cia ho. Quén 1§
ngudn nhan luc ciing bao gém cic quan hé lao dong, cdc tieu chudn cong vige, va
¢éc djch v cho ngui lao ding ching han nhy quan Iy cde k€ hoach huu tri va sie
khoé,

Quan hé lao dimg
Quidn 1§ ngudn nhin lue chiv trdch nhigm vé cde dich vu ngudn nhan Tue nbu:

— Quin Iy tién lwong tién cong.

s Cic he thing k¥ lum vi giai quy€t bat binh.
s Ciic quan h lao ddng gifta nhan vign vi nhi quén 1§
Tiéu chudn cong viéc

Mat trong nhifng vai wrd 18i cdn thift cha quin 1y ngudn nhan Ly 14 thié 14p cic
titu chudn cong vitc. Cic hoat dodng trong linh vie nhy bao gbm:
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+  Phan tich cong viéc, md ta cong viée va dinh gid gid tri cong vite.
» Cic tidgu chufn ddnh gid k& qud thye hién cong viéc vh x€p loai ddnh gid,
= Phin tich tién luomg.

+  Khao sit thi truimg lao déng.

An todin va sire khoé cho nguid lao dong

Thure hién vai trd bio vé& nguin lao dong, quén 1¥ nguén nhan luc cé nhiém vu bio
dim ring noi lim viéc khong o6 nhimg rii ro cd thé luimg rwde, Mac div uit ca
nhan vién, bao gdm ca quin 1Y, déu phai chiu trich nhiém & an toin lac déng,
nhumg quin 1§ ngudn nhin luc phii chiu trich nhigm chinh vé nhimg viéc sau;

* Dura ra cde titu chufin v& an toin, bao gbm ca viéc bio wé v xiy dumg hé
thiing an toan,

«  Xirly va lap hé so vé cic tai nan.
*  Duy tri thiee hién cde quy tie an todn.

« Day tri cic ghi chép vé an toan.

Cic dich vu cho nguwis lao dong

Quin 1§ ngudn nhin lre bao gdm cd vige quin 1§ cde dich va vh phic loi mi cong
ty mang d&n cho nhan vién. Vit cung cdp nhimg dich wu vi phic loi nay cho
nhan vign 1 cdc bign phip khuyén khich tao déng luc d€ ho gia nhap hode & lai
cing ty. Thuimg thi cic dich vu v phiic lgi niy dwge midu 1§ nhe cic k&€ hoach
hay chwong trinh béi vi chiing duge 18 chie thanh céc “géi dich wi” dé cung cip
cho nhan vién, Dud ddy 1& maot s6 vi dy wé nhiing k& hoach/ chuong trinh néay:

»  Cac chuong trinh huw tri.
# Cic k& hoach chim sée sic khoé vi bio hidm.
e Cic k& hoach chia lgi nhudn.

¢ Cic k& hoach khuyén khich tao dong lue khic, chéng han nhy k€ hoach
gidi 1.

Chia Doanh nghicp v Chik ndng Qudm [y Ngudn shdn (e 13



Qudn ¥ ngudn nhan lue chi yéu bao gim:

o Lap ké hoach va Tuyén dyng - d¢ c6 di si
\’ luong va ding ngudi vie ding thid diém.
o Pao tao vi phat trién - dé co nhitng nhan
E vién vii K¥ nang thich hop.

o Duy tri va quan Iy - dé xay dung mii
trudmg thich hop cho nhan vién.

=] Hé thing thing tin va dich vu vé ngudn
nhén luc - 4€ cd thing tin ddng va dich vu
thich hop.

L} -
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Trudc hét, hdy xem xét cic giai doan rong théi gian mét nhan vién lam viée cho
mit cong ty:

Giai doan 1. Khi ho méi duge wyén dung.

Giai doan 2. Khi ho hoc hoi v tifn bd 1&n trong cdng ty.

Giai doan 3. Khi ho 1am vige vi déng gdp vio su thinh cong cha edng ty.

Giai doan 4. Khi ho chudn bi rii khoi cong ty.

Bay gid, hily xdc dinh tai giai doan ndo thi cde hoat ddng quin 1Y ngudn nhin lyc
sau day s& 14 hiw ich nhit. Hiy didn s6 cla giai doan vio khodng tréing,

1. Lap k& hoach Ngudn Whan Jyc va Tuyén dyng 1a nhﬁ'ng hoat ddng o6 thé mang
lai hidu qua eao nhal trong giai doan s6

2. Do o vi Phit wrifn litn quan dén giai doan s8 .

3, Cdc bign phi;: Duy i vi Quin 1§ d4p dung cho cde giai doan 8 Vi

4. Cic He théng Thﬁng tin va Dich v vé Ngudn Nhin luc irg gidp cho céc giai
doan
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Nhimg xu huéng mdi trong Quan ly
Ngudn Nhan luc

Quin 1§ ngudn nhin lee dang trér nén nghy cing clin thigt v ddi hdi cao hon,
Mgodi edc hoat déng di néu, quan Iy ngudn nhin lue cbn cd vai trd quan rong
trong qué trinh quén 1Y va ting truomg cha doanh nghidp.

K& hoach hoa chién lugc

K& hoach hod chifn lupe xem xét vj the iromg d4i hién tai cha doanh nghigp so vai
cfic ddi thi canh tranh, muc tidgu mé doanh nghidp mudn dat 16 v nhimg gi ma
doanh nghi¢p s& phai lam &€ dat duge didu dé. Khi lap k& hoach chién luge, doanh
nghiép cin xem x£t it ¢d cde ngudn lue, bao gdm ed cde ngudn ahin luc.

Ngudi phu trich quin 1y ngudn nhan luc cdng tic chat ché véi cde nhi quin 1y
khide, dua ra cde vu tign chifn lwoe d8i véi cde viin 38 vé lye luomg lao déng, thong
bdo vi thio ludn v ho vé nhimg phwong thife quin 1§ nguén nhin lue méi & noi
lamn vige, Quan 1Y ngudn nhan lve chil y&u chiu trich nhitm vé vigc 167 da hda loi
ich cha doanh nghisp ur ede ddu wr vE ngudn nhin lee. Quan 1§ ngudn nhin lue
phii bio dam cung cfp cde ngudn lue v k¥ ndng d€ thue hign cic k& hoach cla
doanh nghi¢p. Hi¢n nay, céc bién phip thu hit tuyén dung dai han, tinh d&n nhu
cfiu hién tai vi twong lai cla deanh nghiép, dang din thay the cdc phueng phip
tuyén dung truyén thong.

Phét trién doanh nghiép

Bén canh vigc quan tdm d€n cic mong mudn ludn thay ddi cha nhan vién, cic nha
quén Iy vdi trdch nhiém quin 1§ ngudn nhin luc cling phdi thich g trsde nhimg
thay d6i trong nén kinh t, trong moi trubmg phap 1§, v nhing thay d4i trong cfic
phuong phip quan 1§ méi. Véi didu kign mdi tneimg canh tranh nghy cdng gay git
nhu hign nay, doanh nghi¢p khong th€ chi den thufn duy tri nguyén trang hay
dam chan tai chd. Doanh nghiép cin phai tao ra nhifng § wdng, cdc gidi phip va
céc phit minh md tir chinh béan than, Cic doanh nghiép ngay cang quan tam den
wide:

# Khio st tim hifu nhin vidn d€ biet nhu ciu cia ho.

»  Xic dinh cdc vin dé ndy sinh trong qué trinh quan 1§ nguén nhén lue.

+ Thifi k€ cic he thdng nhin su nhim duy tri v& gif nhan vién.

« Xy dimg cdc k€ hoach dio tao cho ede nhdm va cdc ef nhin nhim via
cung cip ki ning cho cdc cong vigc hign tai vira tao co sir cho sy ting
truimg trong tuong lai.
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» Thuc hign cdc chuong trinh cda doanh nghiép dé phét wién tinh thin chi
déng sing tao clia nhin vign vi sit tin cAy Mn nhau gifta nhin vién v quan
¥

» Thiél k& cde chueng trinh ddnh gid k&l qui cong viéc, 1am rd cdc khia canh
v hanh vi nho cla nhin vien s2 duege xem x€1 dinh gid va cich thic 48 do
lirimg duge ching. ‘

Nguén Iuc cho doanh nghiép

Trong hiu hét cdc doanh nghigp, cdc trudmg phong/bad phan thuéng cd wich nhitm
chil y#u déi wéi d6i ngii nhin vién cha minh, Khi doanh nghigp phdt trién 1&n, cic
truémg phong v trumg nhdm thutmg phii cin dén cic k§ nang cla céc chuyén
gia vé nlém su d& hd e ho rong nhiéu linh vue, Cic chuyen gia vé nguén nhan
lue b thé:

+  Hb trer tnrdmg phong/bd phin quén 1§ cde nhin vién cia ho mét cich hiu
higu, bio dim ring cde nhin vitn duoe 8 xi nhil quin trong toln b

cong ty.
»  Gidl thich céc chinh sdch nhin s,

*  Thic ddy vl o difu kign thuin loi cho qud trhinh thao ludn va gidi quyét
viin d€ trong cdc nhdm.

#  Tu viin cho ahan vién va cac nha quan 19, giap mdi cd nhin grai quyét cic
viin OF lién quan d€n cong viee, va dinh hudng phdt wién nghé nghiép cho
mei thinh vién trong doanh nghiép.

Hé thong truyén théng hd trg

Truyén dat thong tin 13 soi day lien k& chinh cha 18 chivc. Né khong chi don thudn
Ii vige gin di ede ban tin hay thong digp. Qua trinh truyén tin 18 dién ra khi ngued
gl tin bao ddm chic chin ring ngudi nhan di hifu duge thong digp, déng this
chit ddng fim kifm cde § kifn phan héi (Hinh 2).

Nhircé mdi litn he gén gli véi nhan vién, guin 1 nguén nhin ue cé thé bio dim
ring nhing thong digp tir bd phin quin 19 duce nhin vién trong todn bd doanh
nghit¢p Minh ki tron ven va cdc phin dmg duge phan héi trd lai cho cée cip quin
1%.

Quin 1¥ ngudn nhin |y ob thd xie Gn thue hign cic nguyén the truyén tin b
hidu qué ciing nhy wo cic co hii cho nhi quan 1§ vii nhin vién rao déi e tép
v nhau, han, Hinh 2 minh hoa mat s§ chic ning mé quén 1§ ngudn nhan
lwc b thé thue hign A€ bio dam sy truyén tin 16 ring.
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Hb e g gl Bao dam cho ngudi nhiin hidu
tao birc thang digp ding va duge théng didp. Dat théng didp

hidu dude phan hi NG wao b canh 3& ngudi nhan tin
KWONG B/g,

ot théf hidu duoe

HO TRO

TRUYEN TIN
)
TRONG NGUGN N
NHAN LYC '

Thu thip va phan tich Kiém tra 38 chic chiin ring

- =
cac phan hi va rinh bay pHAN HO\ ngui nhan tn

cho mgudl gdi st d3 hidu duoc thong digp

Hinh 2: Cha trinh mruyén dat thong tin, Ci nguin nhdn vi ngudd gii phai tién hinh kidm ra dé
bao ddm chic chin ring théng tin di dupc hidy ding.
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Xin cho bigl cée can dwdi day 13 ding hay sai?

1. Ciic irndmg phing nhin sy cb mét vai trd nghy ciing quan trong irong viéc
xiy dung k€ hoach chién lugc. a Ening O sai

2. Cie Inrimg phidng nhan sy cdn bi#l méi nhin vién mong mudn gi vi cin
béo dim ring nhan vign nhan duge didu ho mong mudn.

0 ping 01 Sai
3 Céc tnedmg phing nhan su chiu tréch nhitm vé cong viée clia tit ci cic
nhan vién trong doanh nghiép. O ping O sai

Mhu J8 42 edp, quin 1¥ ngudn nhin lee chi trich nhitm 481 v cde chifc ndng
trong yéu trong doanh nghigp. BE thue sir cé hifu qud, cdc chuamg trinh vt irich
nhiém nay thuimg dbi hoi phii ludn duge chi §. Vi the, chi doanh nghiép-nhi
guén 1§ o thé giao phé mot 56 cic nhiégm vy niy cho chuyén visn nhin sy, dé
gianh nhifu thii gian hom vao chi dzo chidn luge va cde mue tidu didu hinh,

I8 Chai Doanh rghidp va Chae ndng Qudn Iy Ngudn Nadn e
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1. Héy xem lai bdn ligt ké trong Bai tip thue hinh 1. Cﬁlﬂch nhiém nio ma
ban mutn b sung. Toai bi hay Gy quyén cho nguti khic khong? Hiy vigt
nhimg thay déi vio khodng triing dudi day.

2 Vi tir cich |3 it doanh nghigp-nhi guin 1y, hiy gid dinh ring ban ob
miit ngudi hay mét phéng chuyén trdch vé chifc ndng guan 1y ngudn nhin
lyc. Ban s& chi dao ho phai ma tign thyc hién nhimg hoat ddng nio trong 1
chiie eha minh?

Chui Doanh nghidp va Chitc ndag Chudn (v Needn nbdn luc 1%




Toéng két

Quian 19 ngudn nhin lue ed litn quan d42n moi khia canh trong mdi quan hé clia
doanh nghiép véi nhan vign. Quan 1¥ ngudn nhin luc déng mot vai trd trong vEu
trong su thinh cing cia doanh nghigp, trong viéc dip dng cdc k€ hoach cla toén
doanh nghiép sao cho cé db vh ding nguii vio ding thin difm, duy trl mdt mai
truimg lam vilc ning sudl, tao ra cic quy trinh nhdt quin vi cong bing cho it ca
cic moi guan he womg tie gila doanh nghiép véi ngudi lac déng.
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' CONG TY CHE TAO THANH CONG
Hutng din

Hiy doc bai 14p tinh hudng va trd 1 theo céic cau hdi goi 7. Sau d6, vist ra nhimg
¥ ki#n ciia bgn vio khodng tréng cho sén.

Khong cé ciu trd o ndo 13 ding hay sai. Tuy nhign, c6 thé c6 mdt s@ ciu 1rd 16
phit hop hom so nhimg céu trd 130 khic. Ban c6 thé tham khio ciu trd 1 goi §
trong phin gidi dép dupe trinh bhy & cudi cudn sdch ndy.

Thing tin chung

Cong ty ché tao Thanh Cong vira gidnh duge mot hop déng lén vii mdt khich
hing cd ti€ng ciia nudc ngodi. Cong ty d& mit gdn mot nam dé thuomg lugmg hop
déng nay vA tin twdng ring ti€p theo d6 c6 thé cdn nhan dirge nhiéu don dat hing
of lgi nhuan cao tr khich hang nay.

By 1a don dat hang lén nhdl ma Cong ty Thanh Cong timg o6 duge tir tnsdc dén
nay. Cic sdn phim ma khdch hing y&u cdu 13 rdt méi mé 48 vdi cong ty. Trong
khi dé, cong ty dang thifu nhimg cong nhin e di tay nghé 8¢ 1am vie theo cic
phuong phip sin xudt mdi. Véi Tue lugng lao déng hidn nay, cong ty s& rift kha
dip img duge thisi han chit vi cée tiéu chudn chil lugng ma bén dat hang dbi hii.

Trong ba thing qua, Cong ty che tao Thanh Cong d3 mét di 12 cang nhin linh
nghé. Ciic cong nhén nay di bd di chi vi noi khéc trd Juomg va o6 nhilng hita hen
khd quan hom 461 chdr. Cong ty dii ding quang cio trén cdc bio dia phuong dé the
it cOng nhin nhamg chwa o6 miy két qua.
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Pm TiCH BAI TAP TINH HUGNG 1
HiyuélmnlmEcﬁuhﬁimdhydm v&amﬂngmﬁrbhwpwhuﬁng
1. Hiy néu ra ba bi¢n phip quan 1§ ngudn nhan lyc ma néu dp dung G e

thi 43 ¢é thé gidp cong ty trdnh dugc tinh hudng khé khan hién tai v gidi
thich tai san?

3. mwmﬁqmlfmmmmﬂmmympmm
___mﬁﬂhﬂntﬂmmhﬂaﬁmmhkumﬁ? a hoat dong
i vﬁmhﬁmhmrmmmmﬂplﬁhqp i

i Ban s€ 42 xudt vii Cong ty che tao Thinh Cong ba hoat ddng ndo cia quin
: 1§ ngudn nhan luc d€ gitp ho trdnh duge tinh huting nay trong twong lai?
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Lgi ich cua Quan ly
Ngudn Nhan luc

Trong phédn tnede, ching ta Jda xem x& ban chat cia quin 1§ ngudn nhin lyc vi
nhimg dnh huimg cia nd dén doanh nghid¢p vl nguid lao dong. Trong phén nay,
chiing ta s di sau tim hiéu nhimg gi jch cha viéc si dung cdc bien phip quin 1§
nhin s qua bén finh viee chi yéu cia qud 1rfinh qudn 1Y ngudn nhan .

Lap ké& hoach va Tuyén dung

Lip k& hoach ngudén nhin luc hi¢u qua thuimg gitp dua ra nhing quy dinh ding.
Viec luu trit thong tin v€ k¥ nang cla luc lugng lao déng cho phép doanh nghiép
phét hi¢n v lya chon cdc nhidn vién hign o di didu kién dé nhan nhiem vy va
trdch nhidm mdi, hode xde dinh nhimg nguit cln phai dao ao thém rede khi giao
cho ho mdt nhiém vu ndo 3. Lap k&€ hoach ngudn nhan luc b hign qua gidp
doanh nghi¢p xdc dinh rd cdn bao nhiéu ngwi, cin nhimg k¥ nang gl vi khi ndo
cin, Do 36 doanh nghidp s€ ob thii gian A8 tim ki€m, phéng vin, tifn hanh kifm
tra vit tham khao thong tin vé nguin xin vao lm viée, Tuyén duge ding nguin
khong chi mang lai két qua tich cuc cho doanh nghidp mé cim cd tdc dong 16t dén
nguii nhan vién mdi. Tuyén mot nguii khong thich hop cé thé gay ra nhidu ric roi
trong doanh nghiép.

Pao tao va Phat trién

Néw khong duge thye hign vio this didm thich hop, d3o 130 s& v nén ot 8n kém,
Khi k& hoach dio tae duge gin wii k& hoach vé ngudn lue thi ngoin lao dong sé ¢
ditu kien tham gia cdc chuong tinh dao tao md by oo thé thue hinh vio ngay
cOng vie cia minh, Nh viy, cdc nhin vign & ed khi ning van dung tridt 48
nhimg k¥ nang dd hoe duge, Viee 14p ki hoach phdt trién nghé nghiép cho mdi cd
nhian cé thé gidp he chudn bi cho cdc cong vite rong twong lai & doanh nghigp
hay lua chon nhitmg co hii khic cho minh, Cic k& hoach niy thic ddy sir tién b
ciia nhdn vién theo nhilng cich phil hop véi vin hoa cua doanh nghiép. Phét trién
vi dio tao cling o6 thé duge si dung &€ khuyén khich nguiv lao déng ddng gop
céc ¥ tudmg mid va sdng tao cho doanh nghigp.
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Duy tri va Quan ly

Viéc thay thé nhin vién thuimg gay ra nhidu phi 1on cho doanh nghiep. Viec wyén
dung v& dio tao dbi hdi nhidu chi phi va thii gian. N&u céc bign phip quin 1y
dugc thyc hi¢n Inén oo s cong bing, minh bach v nhit quin thi nhan vien hodn
wodin cd thé tin wdmg vio ngudi chi sir dung trong nhimg van dé nhu dé bat, lua
chon, luong thuimg v phic loi. Khi mei nguin cim thidy duge cong Ly 1on trong,
ho thubng 1am vige nang sulfit hon. Difu niy ¢6 téc dung giam chi phi thong qua
gidm cic thh e ky Twdt va gidi quy& bat binh, Mt doanh nghiép cing cd uy tin
wé sy dii ngd thod ddng thi cang & thu hit dirge nhiing nhin vién tdt,

Hé théng Théng tin va Dich vu vé
Nhan Iuc

Thong tin vé k¥ niing, sy tidn by vd dinh hudng nghé nghiép coa nhin vign 13
khéng thé thifu dé quan Iy ngudn nhin lyc hidu qud rong ba finh vue duge midu
th & trén. Vige nghi¢n o &§ ludng cde tiéu chudn cong vido vit tidn luong thudmg
bdo ddm cho doanh nghigp o6 mic luomg thoa ddng v ed tinh canh ranh. Viéc
chi trong d¢n khau an todn lao ddng thuimg od tie dung ndng cao ¥ thic vi gidm
tai nan lao d4ng. Cle chuong trinh huw trf, chim séc sife khoé va chia loi nhuin
hep 1§ vita mang lai nhimg loi fch 1t cho ngui lao dong vira lam gidm chi phi va
téng hieu qué cho doanh nghiép.
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BAI TAP TU KIEM TRA 4

Hiy neu hai tic dung cia méi trong bdin Tinh vige clia quin 19 ngudn nhin lye,

Léap ké hoach vi Tuyén dung :

Pao tao va Phat trién:

Duy tri va Quéin 1§:

Hé thing Thing tin va Dich vu vé Nhan luc:

phip quin 1¥ ngudn nhin lue c6 thé déng gop true tiép
viio khi nang sinh lid vi tinh canh tranh cia doanh

nghiép.

l\""'l
l\,>, Danh myc dic tic dung cho thdy rd rang IA cic blén
T ———

Chil Dioanh nghidp v Chic ndng Qun 1y Ngudn ahdn le
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Tong két
MNhitng I ich mé cdc doanh nghiép o6 duge nhiv sir dung cde giai phdp quin 1§
ngudn nhin lyc hidu qui bao gdm:

=  Pat duge céc muc titu cia doanh nghi¢p do 6 cdc nhan vien v k§ ning
thich hgp v & vj trd thich hgp.  ~

s o khé niang thu hit va gilr duge ede nhan vién tat.

= Hoat ding dio tao cia doanh nghiép duge thue hién ding thii diém v hep 1y,
do dé né kigm duoc chi phi,

*  Quin 1§ nhin vitn mdt cdch nhit qudn va cong bdng gidp cong ty ning cao
duge tinh thin lam viée cla nhin vign v gidm bét nhimg vin dé gay tén phi
vis mél thii gian.

26 Chii Doanh nghiép vd Chie ndng Qudn [ Ngudn Nhdn fwe



Trudng phong Nhan su

Trudmg phimg Nhin su mdt mit cin phii ddp tng duoe cde nhu ciu cla eong ty,
mat khic phai ddp img duge nhitmg mong modn cia nhan vién. Trich nhitm quan
trong nhét cia he i bdo dim cho cong ty of di ngudn nhin lyc cdn thigt &¢ dat
dirgie cie muc tiéw kinh doanh.

Vai tré va Nhiém vu

Tredmg phing Nhan sir 1 ngedi o gitip cho cd nhdn vién va ban linh dao. Cong
viéc cla ho 1a cung clp cic gidi phip khic nhau 3¢ tao didu ki¢n thudn lgi cho
edng ty hoat déng trbi chay,

Dudi day 14 mot 30 cich ma Trrdng phing Nhan su lam vige wdi clc cip khic
mhau trong cong ty.

Cing tée vii ban Linh dao dé:

*  Mang cao sife canh tranh cla cdng ty bing cich xiy dung mét chin luoce 1o
ring cho cdc vin dé vé luc luong lao dong.

+ Ky dumg va dua cdic muc tigu vé ngudn nhan e vao k& hoach kinh doanh
1dng thé.

* Bao ddm ring nhdn vién trong todn cong y cd thé 1iép thu vii oo ¥ kién vé toan
bty thong tin t0r ciic cip quéan [y,

*  (Gidi thigu cic phuong phip mai vé quan 1¥ ngudn nhan lue nhim mang lai ich
L tiém thng cho cong ty.

Hob tro cic trudmg phimg bing céich:

*+  Lam cho cdc tnimg phéng nhin thie duge trich nhi¢m cia minh trong guan
Iy nhin vién.

Chi Doanh nghiép vd Chie ndng Qun 15 Ngudn nhan e ) ' 77



*  Xic dinh cdic viin dé quan 19 cé the duge giai quyst théng qua viée ning cao
hidu qué trong quan 1Y ngudn ahin lue.

= Lim vide véi clc trudmg phing d€ xay dung céc bién phip hir hidu cé thé
duge dp dung nhit quén,

»  Hb o chuyén mon cho cic truémg phong v wyén chon vi tuyén dung, thang
tién € bat, ky lude, gidi quyét bit binh, chiim diit hop déng va céc tGinh hudng
khic dbi hoi nhimg thil tuc cu thé.

*  Sdn sing hudng din 4 gitip cdc truémg phong trong cdc véin dé lién quan dén
ngudn nhan lue.

Ho trg nhin vién bing cich:

s Béo dim ring cdc gidi phdp litn quan dén quin 1§ ahin vidn cda cong ty duge
quén 1¥ mot céch nhit quin va cong bing trong 1odn cdng ty.

*  Quin 1Y cic chuong trinh phiic logi clha cong ty,

*  Hb tro céic cd nhan nhin vién trong viéc gidl quyét céc viin & mau thuldn cé
anh hln'.‘liE i tinh thin va hidu sudt clia ho.

*  Quan tdm 1di cdc quan he x3 hoi va quan hé vai nha mede lidn quan dén nguii
lao ddng.

# Biéo dim che noi lim vite khdng o6 nhilng rii ro of theé ltmg trude v an
toan lao dong.

?

— - BAI TAP TU KIEM TRA 5

3
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1. Nhigm vu cor bin nhat cia Truémg phing Nhan su [3 bao dam cho cdng ty
o6 d ngudn cin thi€t o€ dat duge céc muc tiéu Kinh
doanh.

2. Truomg phong Nhin su 13 ngui rg gidp cho ca
vl .

25 Chui Diparh nghidp vd Chic ndag Qudn 1§ Ngudn Nhdn lie




Ngodi cic vai trd chién luge ké mén, cic Tremg phing Nhin sy thuimg phii chiu
trich nhiém phat trién vi quin Iy cde chrong trinh vi cdc thid e oy thé nhr;

L]

Ciéc chinh sich vi churomg trinh vé ngodn nhin L,

Ciic khio sdt tham di vé su thod man cia ngudi lao ddng.
Ciic qud trinh dénh gid kEér qua cong vige.

Quan ¥ cic phic lof lao ding.

Quidn 1§ tién luong, tién cong - 9& xuil cho bd phin quan 1§ vé cic mirc tién
Iromyg

An todn vi siic khoé cho nguii lao ddng - bao gdm d& phong tai nan lao dong
vi thiic ddy vigc chiim soc sic kho# cha nguii lao dong

Bxnh gia cong vide. phin logi v phan tich tién leomg.
Dur hiio yéu cdu nhin luc

nr enln va quin 19 kinh phi cho ngudn nhin e,

-

 pat T
L

BAI TAP THUC HANH 4

Gia sir ring ban mdi duoe bé nhiém lim mdt Tredmg phing Nhin sy rong cong
ty. Ba hoat dong nao cé thé gidp ich cho cong ty nhidu nhdt ma ban o6 the thuc
hign?

— e —
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Kién thirc va Ky nang

an:l:.n I¥ ngudn ahin luc dbi hoi nhidu loa: kifn thic, k§ ndng, vi ning luc khic
u.

Mot Truémg phimg Nhan sir cin phdi c6 kign thitc vé:

*  Quin ¥ ngudn nhan luc vi quin 1§ kinh doanh ndi chung

¢  Ludt vi cic qui dinh vé& lao ddng vide lim

*  Tam Iy hoc vi sy hifu bift vé cic mdi quan he con ngudi,

* Cic chwong wrinh tién luomg vi phiic 1gi lao dong

¢ Ciic chific nang khdc ciia cong 1y nhu marketing, san xuit va ti chinh.

s  Kinh t& hoc lién quan 3€n tién lwong va cdc phiic 1ol khée.

+ Thu thip, 14p bing bifu va phan loai cic dif lidu dinh lugng.

s Ciic phong céch quin 1§ Chau A € khuyé&n khich viéc x4y dung tinh thin lam
vige theo nhim cd hitu qud.

+  K£&hoach hod chign luge
+  Phit rifn o chic.

Truémg phivng Nhin suf phdi rén luyén 1t cic k¥ ndng vé qudn ¥ va lanh dao. Ho
cdin cé cde k¥ ndng 18t trong giao tidp thong tin bling 18 va bing vin bin, phii cé
kinh nghi¢m trong gidi quy& xung dot v oo khd ndng x 1Y nhimg can trd dai v
suf thay ddi.

Trutmg phing Nhin su cin phii cé tinh chinh tree, kit tri vh min cdm cao. Hitu
qud cong vite cla ho sE phuy thude vio su tin ahitm cda cd ngudi lao ddag vi ban
linh dgo. Difu nity doi hoi nhimg titu chudn dao dic 161, ¢6 khi ning tao dyng
long tin v duy 17 db tin cdn.

Nhidu cong ty thubmg sir dyng cdc hé théng mdy tinh d€ hd o chite nang quén 1y
ngudn nhian lye, Cdc phin mém sin o6 dge sif dung d€ hé g nhimg vite trong
quén 1% théng tin vé nhin sur v tinh odn mde tién cong. Do 46, cde Trudng phing
Nhan s cling cfin phii thanh thao cong vite tinh todn vh cd kha ning sif dung mdy
tinh ¢4 nhan,

0 Che Doarh nghidn v Chuic ndng Qude By Ngudn Nhdn N
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l. Tnrémg phimg Nhin sy phdi cé k¥ ning ht trong vit
. Ho cfin cf cde k¥ ning oSt trong

bing I&d vA bdng van bin, pha1 et kinh nghiém trong gidi quyﬂ cic xung dit

vi cd kha nang x& 1Y nhifng cin i ddi vai

2. Trrémg phdng Nhin su cin phdi cb tinh cao. Higu qui
cong vide ciia ho s& pho thude vio, ciia cd agudi lao dng v
ban 1inh dao. Didu niy ddi hbi ho phii o6 cic tidu chudn dao dic 10t, khd ning
tao dung Vil Col trong )

3. Trwimg phibng Nhan sy clng ¢dn thong thao vigc tinh todn vi cé khi nang sir
dung ca nhin.

Truimg phong Nhan sy phdi hoan toéan oo nang luc
trong thyc hanh quan 1§ ngodn nhin luc va phal 14
ngwid ldnh dao ¢b k¥ nang, nguwid qoén 1§ va ngwid

\'> glao ti€p t6t, Ho cin nhimg téu chuidn ci nhan cao
ciing nhu kha nang tao dung ling tin va su tin cdy
trong nhin vién.

Chii Doand nghiépr wi Chir ndng Qudn 1§ Ngudn ahdn e i




BAI TAP THUC HANH 5

Truimg phimg Whan su cln ob tinh chinh tree cao, bdi vi hidu quid cba hg 58 phu
thudc viko sy tin nhitm cba cd nguid lao ddng va ban 1inh dao. Hiy miu 14 hai

hoat dong the hitn 14m quan trong cla su iin nhitm va cho bigt diku gi ob the xiy
ra néu thifu sy tin nhigm,

12
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QUAN LY CON NGUOUI TRONG MOT
CONG TY MAY THEU

Huwing diin

Ban hily doc bai 1dp tinh hudng vi 13 I cdc ciu hoi theo goi §. Tén cia cong ty
vit cdic cd nhan trong bii 1p 43 dupe thay ddi so vai thyc 18 dé bio dim tinh b
mit. Ban hily viét ra nhilng d& xuflt clia minh trong phéin d€ tréng & phia dwdi.

Ehtng cf céc clu trd lin diing hay sai. Tuy nhién, mot s6 cu (rd 1 12 phit hop
hom so wéi cie cdn trd 1 khic. Ban o6 the tham khio clu trd 18§ goi § ong phin
gidi ddp & cudi culin sdch nay.

Théng tin chung

Cong ty TNHH Tién By di bdit ddu tir mét oo s nghé truyén thing cla gia dinh
trong nganh théu ren o ndm 1992, Trong nhimg ndm qua, cdng ty khdng ngimg
phit mrifn tir chd chi o6 20 cong nhan & nay 3 o6 trén 300 cong nhan, Vén phip
dinh ciha cong ty hién nay 14 150.000 do {a. B Nguyet, hitn 18 ngutn gidm doc
kitm quin 1¢ chung, 43 thénh l&p cong ty vao ndm 1991, sau mdt thiv gian [am
vitc va thinh dat & Ngian hing Ngoai thuong Vigt Nam. Cong ty Titn Bd chuyén
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sdn xufl cdc san phdm may va théu ren trén lpa, Cdc k§ ndng nghé nghidp nay di
dge mai rila din khi truyén ur the hé niy qua the he khic. Khich hang chi yé&u
hign nay cia cong ty la tir Chaw Au, Nhat Ban va nguii e dimg cao cip trong
nude. Mac din ed sin xufl mot 58 sin phidm theo mdu mi riéng cha minh cho thi
truimg ndi dia. nhumg phin Ién hoat dgng kinh doanh cia cong ty 1 gia cong cho
céc cong ty Chiu Au, Nhit Bin v Singapore, Theo cich ndy, phia nusdc ngoii
cung cAp toln bd nguyén vat liéu va miu mi. Sau db, hai xudng cia cong ty & Doi
Cfin v Phidp Van st dung cong nhan vi miy mée d€ thye hign don dat hang, Hop
déng gin day nhit cha cong ty dge kY wii mét 58 khich san Nhit Bdn trong the
han 5 nam. Trong thisi gian 48, cong ty Tign BS s& thué thém 300 cong nhin hgp
dbng d€ thyre hign cam k&t nay.

Cong ty mudn d6i mdi chigh luge cla minh. Cho dén thid diém ndy, cdc hop ddng
gia cong vin chi phdi vide k€ hoach hod chidn lege cha cong ty. Diu we vilo miy
mde thigt bi duge thye hign chi d hoin thinh cic yeu cdu wic thivi cha hgp déng.
Wi the, cong ty da bd 1 mdt vii co hoi do thidt bi va cdc phuong phip dido wo gha
ho khing cho phép md rng sin xudt A€ thye hign hop déng mdi. Hién tai, bh
Nguyer mudn ddo tr oede béi vio thidt bj vi dio tao cong nhan, 98 nhém tha it
dirge céc hgp ddng mdi. Din ddn, cong ty s& thigt 14p duge danh tiéng vé ning luc
sin xudt va chit lugng cao.

Khing phdi 13 mdt nhd quian 1¥ cp vi md, bd Mguyét 43 giao phd nhidu trich
nhiém cho nhimg nguid quan ¥ cdp dudi cilia minh (hai nguin con rai va mot
nguin con diu), Bin thin bh chiu trich nhigm vé hai vin d€ chinh: kifm sodt thi
chinh, bao gém ci cic quy@ dinh ddu nr, vi quin 1§ heé thdng dai 1§ trong nude
titu thy cde sin phim géc cla cong ty & Ha Noi.

Anh Hing, con trai bd Nguyét, didu hanh xwdmg gia cong & BOi Cin ddng thin
quin 1§ todn bé vide tuydn md vi dio tao nhin cong méi. Anh Hing ciing 13 nhi
qudn 1¥ k¢ thudt coa xuimg. Chn anh Quang 13 ngwii phu réich xwéng Phip Van.
Nhiém vy cia anh 13 tuyén mo, dio tao va phin céng cong viée cho cong nhin,
Anh ciing gl vai trd nguid qudn 1§ kT thudl va quin 1 trec G8p ol xumg.

Chi Phung, con din ba Nguyér 13 mot nhan vit b dnh hudng rong cong ty va vi
tri cang viéc cia chi cho thiy mot 50 dde didm thid vi. Vi vai 1rd 1 mor pho gidm
déc, chi chiu trich nhiém v doi ndi vi doi ngoai. Chi thubmg gap g0 khich hing
i thuimg ddng vai trd trung gian gidka nhin vién bit binh vi cfp wén. Chi clng
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chiu trdch nhiém vé bin hing vi marketing. Mae di trén thire 1€, nhifu cong vigs
cla chi lign quan ¢&n ngudn nhin loc nhimg chi Phung khong phii 1 mdd cin bd
quan 1y nguén nhan ige.

Trong thifi gian hoc tai truimg Pai hpe MNgoai thuomg va cong tac tal Cong ty
Unimex Ha MNoi, chi Phung di o dumg duge nhify mai guan hé trong v ngoii
nuide. Nhir 46, chi d3 gidp dem lai thanh cong cho viée lim &n cia cdng ty, dic .
bigt I3 & Nga va Exic. Sau khi tham gia mdt vai khod hoc quan 1y & Tnrme Erai
hoc Kinh & Quiic dan, chi Phyng dd co kha nang ng cubmg vai trd cla minh
rong cdc quan hé vii nhin vién mdc di chéng chj, anh Hing, vin chjv trich
nhiém v dio 1ao va myén dung,

Cad trinh hoc hinh v kinh nghigém lam vidc di mang lai cho chi Phung mot s6 k§
ning cé lgi. Chi thanh thao i€ng Anh vi tifng Nga vi ¢ 1hi giao tifp vi thuong
lrong. Chi quen thude vai k€ todn truyén thong vh k&€ todn mdy. Hon nita, chi cbn
chiu khé ndng cao k¥ ning mdy tinh vi thong thao v& moi trutmg phip 1§ cla
Viét Nam trong xudt nhap khiu.

Chij Phyng cling o6 nhimg tinh cdch ci nhin phi hop véi vi i cong viec cla minh.
Chi of thii 40 mém mang va lam vige rit hido qud véi nhimg nguein khic. Chi hidu
nhitmg vin 3¢ khd khin rigng clia cic nhin vién ol vi quan tm o Hng cho fch o
chung ciia hy. Quan trong hom cd Ja chi of kha nang sdng tae v nhay bén trong
vide chil ddng tim gidi phip cho cic vin 48 khé khin cip béch.

Ben canh trinh 46 i kinh nghim, chi Phung ciing cé mdt vii difm han ché. K
nang linh dao va 18 chic cia chi con y&u vi do d6 chi cam thiy khong thé tao
dirge déng e cho nhin vién, Chj chura quen vén val rd coa tnidmg phang nhan
sir. Do did, chi khong hidu lam the nao quan 1§ ngudn nhin lec ob thé cdi thign tinh
hinh cong ty va thiy khong cin phii 14p k& hoach ngudn nhan luc, Chj déng § v
gt 1§ ciia cdng ty cho ring ngudn nhin lue chi litn quan 16 sdn xudl vi do dé
chife niing niy chi nén han ché & viéc wyén dung, lua chon, dio tao vi thanh todn
thil lao cho nhan vien.
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Comg ty hitn c6 305 nhin vitn nhimg 90% 58 d6 chi 13 hop dong tam thid, 80%
nhin cong i nif bid ¥i nif thutmg thao hon trong cic k¥ ning may, théw, . Cic
cong nhin nhin chung 1o ra thod min, o6 thé thiy qua miic 4o twong J6i nho
trong thay d6i nhan cong, trung binh chi 1% (58 nhan cong) mdi ndm. Ca hai cong
nhan rif khai cong ty vi I¥ do gia dinh vi mist ngwind di bi sa thil do thudmg xuyén
gay ra cdc 180 gay thigt hai. Midc 46 ving mat chi har che & mifc 2%/ thing vh chi
y&u 13 nghi do con m holc cdc vin 48 gia dinh khic.

Céc nhan vién lam viec cham chi vh ding gidn, Ho holn todn thodl mai véi kidu
san xuft diy chuyén bdi vi nd tao ra khong khi 1am vitc o8 nhém v3 tinh thdn
ddng d6i. Viec quan 19 & day duge thue hign theo moc Géa vi dinh heimg theo
nhimg k&t qui sin xuft cd dinh. Thyc €, khdng o nhing nguii quan 1§ thue tha
ngodi ban gidm ddc. Linh dao if nhém phii ddng cd hai vai wrd 13 quin ¥ chic
ning vi i nhin vien hop ddng,

Cho dén nay, viec dao tao cla cong ty vin hudng vio vigc day cde k¥ nang cdn
thif dé tao thudn Igi cho sin xufi. Cic nhan vign duge day cdch sir dung duge
méy méc vi mdt 56 cdng nhin duge luin chuyén cong vite dén cic phin xuimg
khdc nhau d€ lim quen véi cde chirc nang rieng bigt trong cong ty. Céic khod dio
tao v phit trifn bén ngodi duge dinb cho céc pho gidm doc.

Tuy nhitn, cho d8n nay cong ty vin chira bé phan tich nhu cdu do tao, khong dho
tao riéng cho cic linh dgo nhém v khong of qui cho dio tao va phat trién, Phdt
trién nhan vién chii y&u bao gdm céc dénh gid hing théng cia lEnh dao cdc nhém
v céc phd gidm ddc chju méch nhidm v& b phin d8. Trong suft thisi gian lim
vigc wii cong ty, nhan vién khong dupe vach 1o dubmg hadng nghé nghidp cia
minh, khong cho thdy difu gi vé armg lai clia ho khi m vige cho cong ty.

Witc trd heong duce dira trén nang sudt. Khi k§ hop déng wai mot khdch hing, ban
gidm dfc xdc dinh phin chi phi trd cong lao dimg, thudmg 14 xung quanh 8-10%
gifi tri dom ddr hing cia khdch, 54 tidn niy sau dd duge chia theo 56 logng don vi
sén phim, két qui la nhan vitn duge trd mét khodn tidn hwong cf dinh cho mdi
dem vi sdn phdm ho lam ra. Cong ty trd thém 15% vio tién luong nhin cong nir 13
biio hiém xd hi cho cdc nhan vién hop déng véi cée thai han kéo dii weén 3 thing,
Cong ty ciing of ghng cdi thién cic difu kién sfng vi lam viéc cho ngudi lao
ding.

K&t qui cha phutong phip quén 1¥ coa cong tv 1 twong 48 thanh céng vii cong ty
khong phai d6i mit v cde vin € nghitm trong phat sinh trong cée méi guan he
gidta rhin vién v clp quin If. Cong ty Tifn B4 hy vong ring xu hudng nly s& tp
tuc trong twong lad.




=——  PHAN TiCH BAI TAP TINH HUONG 2

Hiy trd 1t efic ciu hbi sau day dua wén thing tin clia bii tip finh huffing 43 cho,

1. Hay xem lai cdc trich nhiém va hoat d8ng cha chi Phung. Hiy néu ba
trong =8 cdc trdch nhiém vi hoat dong phi: hop véi chific nang quan 1§
ngudn nhin luc?

P

Chi Phung 13 nguin hifu bift va o6 nhifu k¥ ning. K# ning nio giip chi
quin Iy cic hoat dong lién gquan dén ngudn nhin luc? Kifn thic va k¥
ning ndo chj con thidu?
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3. Gid sir ban & vi trf d& dé xudt vdi chi Phyng tuyén thém mot trudmg phang
nhin sy. Ban s2 trinh bdy ba lgi ich no nhidm thuy& phyc cho § kifn clia
minh?
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Nhimg khac biét trong viéc
ap dung cac chirc nang Quan ly
Ngudn Nhan luc

Téng quan

Vién Quin tri kinh doanh, Trtmg Dai hue Kinh 1& Quéc dan Ha Noi dd thu thap
vi tdng hop cic thong tin duge sit dyng dudi ddy lign quan dén nhimg nghi¢n cdu
vit air khdc bigr van hda trong viée dp dung quan I¥ ngudn nhdn lec & cic doanh
nghip vira v nhé Chau A va phuomg Tay, Nghién ciu niy dya trén khio sdt cic
cong ty & Philippin nhung nhitng k£t qua cla nd khi phit hop v hiu hét cic nede
khdic trong khu vire Chau A.

O Fhilippine, thye 1€ quin 1§ ngudn nhan lye i cic doanh nghidp vira va nhé phy
thuge vio ngudn poc vin hod cua nguii chu sd hifu, Cic doanh nghiép vira va nho
& Philippine cf the duge phin lim cdc logi nhy san:

*  Cic doanh nghiép do nguin Hoa sahir

s Cdc cong ty li¢n doanh MNhiat bén

= (Chc o0ng 1y theo kifu Phuong Tay

Phidn 1i&p theo, wede h&l s& mo 1 cde thdng tin thu thap duge i cde nghién eitu
trén v san 36 52 chi ra mikc A9 anh hwimg cla cde phong cdch guéan 1§ khic nhau
ddi v vide dp dung ede chite ning guan ¥ ngudn nhin lec.

Cadc doanh nghiép do nguoi Hoa so hitu

Nhifu trong 56 cdc doanh nghi¢p cua nguid Hoa & Philipin da bit ddu tir céc hoat
ding kinh doanh nha, Mét dac inmg & day 1 cic doanh nghiép ndy duge digu

hiinh v&i mat phong cich quan 1§ dac thin thé hign déng ddp cla kidu quiy hing
hich hod tdng hgp “sari-sari”™ (bich hda 1wng hop m&t gian) hode 14 kifu
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“Divisoria” (cdc quiy hang kinh doanh nhé), Nhimg kifu kinh doanh ho gia dinh
niy da vi dang mé réng cung cdp céc san phidm vi dich vu ra thi trudng. Nhing
doanh nghiép cia nguii Hoa cd xu hiedmg:

*  Sirdung cic thi we vh cie he théng ngutn nhan lue phi chinh thitc

»  Apdung kifu quan Ij "mac nhitn" (anything goes) trong céng vige kinh doanh
wari kidu phan cong cong viéc linh hoat,

= 5 dung mot cach pha trdn gifta cdc 161 thic Nho gido va phucng Tay trong
quén 1§ ngudn nhin lee.

=  Duy il msi quan hé gia truimg gifta dng chi vi nguid lao dong mi trong dé
ang chi 13 nguii quan thm va cham lo 0 loi feh cla ngui lso ddng.

s Té chifc cdc khod dao tas rong cong vide vi ddo 1ao tai chd d€ phét trién cdc
k¥ ning cla nhan vién.

*  Vidc ddnh gid ket qud cong vite cla ngudi lao dong dua trén nhimg hidu bift
mdt cich phi chinh thie vé nguii d6 lam viee nh the nao chif khéng phai 1a
dirta vao cae cong eu ddnh g mdt cach chinh théng.

s Cic tidu thite 46 thing chic cho ngudi lao dong 4 mide d6 déng gbp cho cong
ty, ldng trung thanh va tinh trung thye.

Cdc cong ty lién doanh Nhdt bdn

Cic cong ty/nhimg doanh nhan Nhit bdn thinh 14p cdc cong ty litn doanh &
Philippine d€ sdn xudi cdc sin phim kifu Nhie Difm dic mg rong cic cong ty
niy la che nhém quin Iy nguti Nhit lam viec véi clic cong nhan Philippine o€ sin
xudt ra cde sdn phidm. Céc cong ty lien doanh Nhit bén c6 xu hudng:

* Hudng nguii lao ddng vio hinh twong cha céng ty thong qua vite 16 chibe cdc
khod dio tao theo nhém.

* Xiy dung vi cling of long trung thinh trong cong ty théng qua cdc hoat déng
pht trifn nguén nhan lye.

» Cic cong viec duge thiét ke theo kifu chung chung nhim tao ra mot su linh
hoat nhidt dinh trong dd ngd lae ddng.

» Luan phién rong cong viée duge dp dung nha 14 mot bign phdp df khuyén
khich vigc phat trién k¥ néng, cing o kifn thikc vi tao ra s linh hoat 480 vai
céc thii quen trong cong viée.

* Td chiic cde khod dao tae trong cong vide dé duy tri hidu sufit [am vide cia d6i
ngii lao déng vt c6 thé tao ra cdc co hoi d€ nhan vién duge tham gia cde khod
dio tae ngedi doanh nghigp.

40 Chis Doanh nghiép va Chie mdng Judn 1y Ngudn Nhdn lyc



Cdc cong ty theo kiéu phuong Tdy

R4t nhidu doanh nghiép nhb theo kidu phuong Tay duge phit trién nhim cung cdp
ciic loai hing héa vi dich vu ra thi trdng. Nhing nguiéd quan 1§ rong cic cong ty
phuong Tay niy thuimg gidr mét khodng cich nhit dinh rong mdéi quan he véi
nhimg ngudi lac ddng. Nhimg cong ty phuong Tay o xu hudng:

« Coi trong vigc dinh hudng nhin vién theo bé diy lich s, cde gid ir cing nhu
ciic tidu chi thuc hign cong viéc cha doanh nghidp.

# Khuy&n khich 1dng nhiét tinh eba nhin vitn thong qua vite xic dinh cde dinh
hudmg nghé nghiép cho ngudi lao dong reng pham vi cia doanh nghidp.

s Ap dung phirong phip luan chuyén cong viee d€ cung cdp cho ngudi lao dong
nhifu k¥ ning khic nhau, ‘

+ Do tao duge sir dyng nhu 13 mét bién phip d€ truyén bd phong thii va vin
hod cong ty cho nguini lao ding.

« Dio 130 trén cong vige duge dp dung dé phit trién cdc k¥ ning thye hinh trong
cong vitc, Ngodi ra, nguin lao dong cbn duge kém cap dF phit ridn them mét
s8 cdc k¥ nlng nhy k¥ néng lanh dao, ki ning gizo tidp va k¥ ning gidi quy
vin dé,
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Két luan

= Ciic doanh nghitp do nguini Hea s& hilu c6 thign hudng truyén théng. nhin
manh dén k r%uquén 1% theo cée cip bidc vi phi chinh thie, trong dd 48 cao
'lhng trung thinh va tinh trung thuc. ﬂng chil ngudi Hoa ¢6 xu hudng quin
1¥ v didu khién moi khia canh clia quin 1y nguén nhin Lyc véi sy tham gia
han ch# cla ngudi lao dong.

« Cic cong ty lién doanh Nhit bin e6 xu hudng duy tri cdch lim vide dic
tnmg cla ngudi Nhat. Luan phign trong cong vitc duge dp dung d€ nang
cao tinh linh hoat trong viée phan cong cong viéc. Cic hoat déng dio tao
vit sir phér trién cdc k¥ ning thuc hanh duge coi trong nhim gilr duge ddi
ngl lac ddng cd ning suil va cb kign thic. Nhimg nhi gudn 1¥ Nhat bin b
xu huémg duy tri vite kidm soit cdc hoat dong vé quin 1y ngudn nhan lyc.

« Cic Mng ty theo kifu phuomg Tay cd xu hudng nhin manh vio sg phit
trién coa méi cd nhan thong qua cdc k€ hoach nghé nghiép vi cung ciip cic
khod dio tao. Diém dac trung cha nhilmg nhi quén 1§ trong cdc cong ty
phuemg Tay 1 rit cbi mi dé 1ao didu kitn cho ngudi lao dong duoe tham
gia vao qud trinh ra quyét dinh.

Trong bdi cinh e6 rdt nhiéu s khdc biét vé van hod thi cic doanh nghigp Chau A
o6 xu hudng dua viio lbng trung thinh cha méi c4 nhin ddi véi cong ty, dua vao
ban bé va gia dinh hom 1& cdc quy dinh nhit quin vi chinh théng. Hai xu hudmg
néy khong hiin 12 mau thulin véi nhav, Mot 1d chire 16m manh déu co cd cdc gid i
duge phét trién mét cdch vilng chiic vl cic quy dinh nhit qudn, ching 13 nén ting
dé phit trién, 4 thu lod nhuan vh € 1ao ra cac loi the canh tranh.
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Téng két

Mt didu réit quan trong & day 1 vige nhan thie duge sir khde bigt vé nén tdng vin
hod v cde kinh nghiém lim viéc mé mdi nguin lao dong thé hign tai noi lam viéce,
Vitc mdt nguwin tr dau d€n vi nhiing gl ma anh tafchi ta nfm trdi ddu cb dnh
hidmg d€n mic db chip nhin va cdch thie dp dung cdc chific nang v& quan 1y
ngudn nhdn luc cha anh ta/chi ta. Nhilmg gi quan trong cdn nhé 14:

= Vidc dp dyng cdc hé théing chinh théng v quin 1¥ nguén nhin luc trong
cde nurde hode trong cde cong ty & mét nude 14 khic nhau,

« Nhimg nguini phy trich quan 1§ ngudn nhin lgc cdn tim ra cic bién phip
dé phit tridn phueng thic quin 19 nguén nhan lue phit hep v van hod
cong ty, trift I¥ quan 1§ clia ban linh dao va vin hod cha quéc gia.

* Sy thinh céng cha thue tifn quin 1§ ngudn nhan luc 8 gin chit véi vide
phit huy nhimg di#m manh cia v& 18 van hod.

» Cic doanh nghiép Chau A cé nhiéu co hdi d€ liga chon cdc kinh nghigm w5t
rihdt tir cic nudc trén the gidi.
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MOT CONG TY O PHILIPPINE CO THIEN HUGNG
POI MO

Thang tin chung

Cong tv nay khic biét vdi cdc cong ty khic trong ving bdi vi nd nhiin manh dén
iinh thin déng ddi/ sy théng nhit v& muc dich trong cuong linh cdng tv.

“Ngoi nhi chung” niy ob cdic phing dio tao, cic phaong tign dé thp thé thao. cing
tin rigng bitt cho nhi guan 1¥ v nguim lao dong. Cic hoat dong thé thao thuimg
xuyén duse 16 chite. Co cd nhi thir nhd dinh cho nhiing ngui theo dao thitn chia
{1 bén trong tod nhi hianh chinh.

Cie loi ich danh cho ngudd lao ddng bao gm g cip v thue phim, v& nhi &
trwimg hoc cho con em cla cin b rong cong ty, ché da cho nhiing ong bd, ba me
i con nhd; o clp v& phiong tién 3 lai va cie khodn tién vay khde.

Cong ty khong cb cong dodn, cong ty cb khi nang thuy&t phuc cdng nhin chip
nhan tinh trang khong ciin cong dodin.
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Tuyén dung va dé bat nhan vién

Viéc thud mudnm lao déng dua vio k¥ ning vi trinh &6 dio tao ma ngui lao dong
dat duge. Yéu cdu cic dng ol vien & 40 wdi tir 18 dén 20, Cong ty thuimg sir dung
hinh thifc quing cdo trén bio hay céc chién dich tiép cén cic muimg hoc dé myén
nhin vién,

05% (300 cong nhin) 13 lao déng hop dbng, lam vige ngodi gidr hinh chinh hodc
mang tinh chat tam thii. 58 lao d6ng niy theimg duoc tuyén trong cdc thivi k¥ cao
didm cla sin xudt,

Chi doanh nghiép nguvi Philippine gdc Trung qudc thong bdo mat cich cong khai
ring quan hé ho hing c6 thé 1a tidu thic duge tinh dén khi tuyén dung vdi didu
kién li ho thod min céc tiéu chudn ma cong ty dé ra. Nhiing ngubi lao dong trong
cong ty thimg duoc thdng bio v nhu ciu lao ddng cla cong ty clng nhr cic
khod hoe ma con em clia ho nén tham gia nfu mudn trd thinh md thinh vien clha
cOng ty trong toong lai,

Bé hat
Pa 50 cac nhi qudn 1§ 43 phye vu cho cong ty trong nhidu nim vi duge & bat tir

cof 57 1én, Cong ty clng tuyfn dung mat s& nhi quan 1§ theo cdch “sin nhin vién™
br céc cong ty khic cho ede vi tri k¥ thudt hay cde vi tri dbi hdi k§ ning cao.
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Ciic chinh sich luong' cic chinh sich thuong

Chinh sdch ltemg cilia cong ty 13 cao nhét trong todn nganh, Luong binh quin thue
s 13 cao, Chuong rinh phin chia loi nhedn cia cong ty dua trén cof 50 xem xét
dén thir gian lim vide, k&t qui hopt ddng vi vi ol cong vide cla nguid lao ddng.
Cong 1y cd k€ hoach d€ thanh 1ap mdt chuomg trinh oy do mua bin cd phifu wong
twrong lai.

K&t qud cong vite duge xem nhy 13 nhdn o quan rong nhit 48 tinh luong. Tudi
téc chi duge xem xét d&n khi nhin vién e cfic k&t qud hoy domg 1 nivw nhow.
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w——"  PHAN TiCH BAI TAP TINH HUONG 3

Sir dyng céc 1 ligu trong phin ndy clng nhu rong v dy cha bai wp finh hudng d8
tri 1in cédc cdu hdi sau:

1, Hiy néu nim gidi phdp vé quin I¥ ngudn nhin lyc duge dp dung phd bién
trong ba loai hinh kinh doanh (Doanh nehiép do ngwii Hoa sér hita, cong ty
litn doanh Nht bin v4 cong ty theo kifu phuong Tay).

2. Hiy néu ba gidi phip vé quin Iy ngudn nhin lye duge dp dung wong mbi
loai hinh kinh doanh (Doanh nghiép do ngudi Hoa sé hiu, cong ty lign
doanh Nhat bdn va cong ty theo kifu phoong Tay).

a) Doanh nghiép do ngwii Hoa sd hii:
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b} Cong ty lién deanh Nhat ban:

¢} Cong ty theo kifu phuong Tay:

3. Hily néu ba difm 16t vi ba digm cin phid cdi tién trong vige quim Iy ngudn
nhén lye duge trinh by trong Ba tip tinh hudng 3.

Céc diém tit:

Ciic diém clin cdi tifn:
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Tom tat Cudn sach

Qua cudin i ligu niy, ban di nghién ciu muc dich, linh vue hoat dong cing nha
vai tré cha quin 1Y ngudn nhan lue wrong cic cong Ly hién dai. Ban A3 phin tich
cde lgi feh md gquin 19 ngudn ahin lue mang lai, clng nhw cle kY ndng, 1rinh 46
mi mol trudmg phong nhan sy cdn o6 d€ thye hign 160 vai td cha minh, Ban cing
A4 tim higu nhimg khic bigt trong ciach vin dung chifc nang cia guin |§ nguﬁn
nhim lue trong cac doanh nghiép Chau A vh cdc doanh nghitp theo kifu phuong
Tay. Bxdng thivi, cudn sich cing dé cip cdc thich thie rong vige thire hitn hoat
dong quan 1¥ ngudn nhin Iy trong cic doanh nghiép vita vi nha,

Truedc khi ban tién hinh 23y dumg mat ké hoach img dung cho mdi cd nhin, ching
ta hiy wim il cie didm chink trong cudn sdch nay.

Cuan Iy ngudn ohan e bae gdm @t ci cac hoat dong va cic quyét dinh quan 1§
< dnh huomg dén ban chdt coa méi guan hé gifra doanh nghiép vit nguii lao dong.
Muc tiéu chi y&u cia quin 1¥ ngudn nhan lue 13 nhim o6 duge di va ding ngui,
lum ding comg vige tai ding thid didm Jd2 vy 46 thue hign duoe cie muc ée chung
cila doanh nghiép.

Nhitng linh vec hoat déng chinh cia quin 1§ ngudn nhan lue 1a:

+ Lap k& hoach vi tuyén dung

e  Dio tao va phat rifn

Dy tri v quan 1%

* He thong thong tin vi dich va v& ngudn nhin luc

Quan ¥ ngudn nhin lue mang lai cde loi the canh trah cho doanh nghiép. Viae
dp dung cic chiie ning quin 1§ ngudn nhan lye ong doanh nghidp cd thé mang
lai cdc legi ich sou ddy:

* Daoanh nghi¢p cd dge 34 ned lao dong v Ay di cde k§ ndng cin thidt phoe
vu gud trinh thye hién cic muc fiéu cia doanh nghiép.

s Doanh nghitp cd khi ning &2 thu hit va gilr dwoe nhimg lao dong b chii
lwgng lam viee cho doanh nghidp.
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# Cidc hinh thife dao tao phiv hop duge dp dung v do 36 16t kiém duoe chi phi.

+  Vide quan 1§ ngui lao ddng mot cich nhit quin va cong bing cd tic dung cdi
thién tinh thin lam vige cha nguid lao déng. 1i& kitm chi phi vi thbi gian
trong vidc gidi quyét cic bil binh.

Nhiém vu eia ngwbi phu rdch quin 1§ ngudn nhan lue 13 i da hod loi ich mang
lai cho doanh nghigp vir vite diu wr vido ngudn nhian lye, dém bdo ring doanh
nghidp co dusc doi ngd lao ding cdn thiél dé dat duge cdc muc tiéu kinh doanh.
Mguini phy trich quin 1y ngudn nhin luc cé chire ndng nho 14 ngwd tg gidp cho
cd migudn lao dong vh ban linh dao. Ho dua ra mdt chign luge rd ring nhim vio
cic vin dé cha lue lwgng lao dong vie ho cd wrdch nhigém wong vige phat ién va
difu hiinh céc chuong trinh phic Igi va thii lao cho nguin lao ddng.

Bé trd thinh mét d6i the chign lwge, nguin phy tréich qudn 1Y nguén nhan lue cin
co cdc k¥ nang vi kién thite rrong cée finh ve nhar

« Linh dgo
» [Kién thite v& kinh doanh

*  Tu duy chifn luge vE ngudn nhan Juc
s  Phil wrién ngudn nhan lye

= Cic k¥ ning vé xit 1y théng tin

e Céc ki®n thic vé qué trinh quén 1§ vi s dung ngudn nhan luc rong 1 chie

Giiia cdc cong ty theo kiéu phuong Tay vi cdc cong ty Chaun A thi vitc van dung
cée chic nang vé quin 1§ ngudn nhin luc o6 nhing diém khdc nhau cin bin. Cic
cong ty Chiu A dang ngiy cing nhin thie od hon v ede 1gi ich rong vide dp dung
cic chitc nidng quin I¥ ngein nhin luc mot cich chinh théng. Chi cic doanh
nghiép vita v nho clin phai than trong khi 4p dung cic kinh nghiem tir céc 16 chie
trong cdc nén viin hod khie nhau.
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Ké hoach img dung

Ké hoach (ing dung la gi?

K& hoach Ukig dyng 12 mot edng cu gitip ban 4p dyng nhilng gi ban hoe duge vio
cong vite cua minh. DAy 13 mdt ban hudng din do ban xdy dyng d€ gidp ban:

«  Vin dung cic khdi nidém co bin v& quin 19 ngudn nhan lue vio cong vide
cia ban.

« Liam rd thém nhimg hifu bigt cia minh vé linh vige quan ¥ ngudn nhin e
théng qua dp dyng cdc khdi niém nay vao thyc 1€ cdng viéc cla ban.

« Xem xét cic hoat dong quan 1§ ngudn nhan jue dang duoc dp dung trong
doanh nghigp cilia ban.

« Xic dinh va l2n k€ hoach v& cich thific dp dung cic bién phip mdi cia
quan 1§ ngudn nhin e vio doanh nghi¢p wong thid diém hién rai va mong
twromg lai.

«  BPnh gia mife dd thanh céng coa cic bign phip dang dp dung cling nhu
cdc bién phap méi vé quin I¥ ngudn nhin lec vio cdng viec cia ban,

Lam thé& nao dé hoan thanh mét
K& hoach img dung?

K& hoach tmg dung cia ban duge trinh biy theo mdt loat cic budc,

Ban nén xem lai cdc théng tin co bin, cic bai tdp tr kidm tra, bii tip thue hanh v
cic bai tp tinh hudng méd ban d3 hoan thinh trong cudn sdch nidy, vi diy chinh 1
nhifng co ¢ phue vo cho vidge xay dumg k& hoach tng dung cta ban,

Hiy thye hign timg bide clha bin k€ hoach tng dung. Hiy suy nghi va chudn bj
ciu trd léd cho mdi bude rong k& hoach dmg dung. NEu phic hop, hiy véu efu gidp
d hojc hoi ¥ kifn cla nhing nguiv ciing lam vide véi ban,
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Lam gi v8i K& hoach img dung?

K& hoach img dung 13 dinh cho ban. K& hoach dé khong dupe dinh gid ehim
didm va khong ai phdi xem lai 1w khi ban y&u cdo mdt ngudi ndo d6 xem xé lai.
Whir dd néu treén, k€ hoach dng dung 13 mit cong cu v mdt bin hedng din dinh
cho ban.

Sau mit thix gian, ban nén xem %€t lai k€ hoach ing dung cia minh mot cdch
dinh k. Hily siea ddi k& hoach khi cdn thiét, Hay xem lai:

+ Nhilng gi dang phdl huy tée dung?
*  Nhing gi cé thé phdi cii ién?
+ Lam thé nio dé b thé thue hién cic cii tign?

Hiy thyc hign bit cif thay ddi cdin thit nbo cho ban k& hoach ting dung clia ban.
Hiy cip nhit bin k&€ hoach tmg dung thuwimg xuyén, vi dy nhy ba théng mét 1dn.
Pimg quén thita nhin sy tién b cha ban vi hiy &n mimg nhing thénh cong cia
minh. Néu ban phit hign ra nhimg khia canh méi mi ban quan tim, hdy bé sung
chiing vao k& hoach ing dung.

Budc tiép theo

P43 d¢n ic ban cin hoan thinh k& hoach img dung & trang sau.

j2 Chai Dowarth nghidp vi Chate ndng Qudn 1y Ngudn Nhdn lue
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KE HOACH UNG DUNG

BUGC 1: MUC TIEU CUA BAI TAP UNG DUNG
Ban mudn dat dwoc két qua gi tir k€ hoach dng dung cia minh?

GO Y Muyc eicu ciia ban phdi do duwge, phdi thue 1 vd o the dar dwoe. Vi dy:
trong thoi glan sdu thdng 180 mudn hodn thanh danh muc cde vdn d¢ qudn 1§
ngudn nhdn lec & cing ty va bdt ddu thi nghiém ba hogr ddng mdi,

BUGC 2: KHUNG THOI GIAN CUA KE HOACH UNG DUNG

Tti dir dinh xem xét lai k& hoach dng dung cla minh hing

GOL Y Bt ra mot khung thii gian o6 tink thue t8theo tudn hode thing. Hiy ddm
bdo cho mink cé thoi gian d¢ the hdrh v xem xét két qud dar dige,

Chuii Doanh rghidp va Chite ndng Cudn Iy Ngudn ahdn lee . 53




BUGC 3; NHUNG BIEN PHAP QUAN LY NGUON NHAN LUC
NAO MA TOI DPANG AP DUNG?

GOl ¥ Hay xem lai cde Bai wdp thie hanh 1, 3 va 4. Ban o6 th tham khdo cdch
lim sau dédy: o cudi ngdy ldm vide, hdy lide ké cde vide me ban &F lam rrong npdy
vl i [dm nhat vdy cho 1t od ede ngdy rong tudn. Sau 45 xem lai todn bd cde hoat
ddng rromg bdn liédr ké ndy vd chon ra ede bign phdp quan trong nhdt vé gudn 1y
nguedn nhdn e ma ban dang dp dung & mdi link e,

Lap ké hoach va tuyén dung;

BDito tao va phét trién

Duay tri via quan Iy

Hé¢ théng thing tin va dich vu vé ngudn nhan lye
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BUGC 4: NHUNG BIEN PHAP QUAN LY NGUON NHAN LUC
NAO MA TOI MUON PHAT TRIEN?

GOL Y: Béy gid, ban & biét duge mink dang lam gi vt c6 thé chudn bi d€ bdr ddu
dp dung vai bign phdp mat v& quan IV npudn aldn luc. Hdv xem lai ofe tw liédu o
phar triede va phdn logi cde bign phdp m&i md ban mudn dp dung vao mdi irong
s bén linh wiee chink cida qudn 15 ngudn nhdn luc,

Lap k€ hoach vi tuyén dung;

Bao tao vi phdt trién

Duy tri vi quan 1y

H¢ thing thing tin vi dich vu vé ngudn nhin lye
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BUGC 5: NHUNG G1 CAN TRO TOI TRONG VIEC AP DUNG
CAC BIEN PHAP QUAN LY NGUON NHAN LUC
MOI PUQC DPE RA O BUGC 47

Trong budc niy, ban cdn xde dinh duge cde thich thite (ede vudng mie, efc vin 48

hode cde var can) cd thé ndy sinh rong qud rinh dp dung cdc bign phip mai va

hiy dua ra gidi phip khic phuc.

GOL Y- Hdy chia 3¢ cdc suy nghl cida ban vt mdt dong nghiép md ban fin cdy,
xem xét ede vdn dF va ciing nhau dua ra gidl phdp.

Ciic thich thie

Ciic giai phép

%6 ] Chii Doanh nghifp va Chiic ndng Qudn {7 Ngudn Nhdn luc




BUGC 6: HAY LUA CHON BA SANG KIEN MA BAN MUON
TAP TRUNG THUC HIEN TRONG 3 THANG TOL

Hiy hoan thinh cfc bude sau day thong qua vidc mo ti cic sing kifn, phdc thio

nhing gi mi ban mong mudn dat duge v cdch ddnh gid v& mic 49 thanh cong

clia ciic cong viéc nay. Sau d6, khi xem lai k€ hoach img dung ciia minh, ban hily
cip nhat cic thong tin trong gud trinh thuc hign

Sang ki€n 1, mitu té:

Siing kién 1, phuong phéip dinh gié mic dj thanh cong:

Séang kién 1, thye trang :

(3 Dang tign hank 0 i hoan thanh vio ngiy
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Sdng kifn 2, miéu €.

Siing kién 2, phuong phip dinh gid micc dg thanh cong:

Sdng kién 2, thye trang:

[ Dang tién hinh 0 D hon thinh vito ngay

Sang kifn 3, miéu ta:

Séing kién 3, phuong phdp dénh gid mic 49 thanh cong:

Sdng kidn 3, thue trang:

O pang tign hinh (1 5 hoin thinh vao ngay
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Phu luc A - Pap an
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— Bai tap tu kiém tra 1

Nhi¢m vu chil v&u cia qudn 1§ ngudn nhan lyc 13 ddm bdo cd duge cd di
si lwomg ngudi lao dong, vai trinh ) va k§ nang phil hop, bS tr vio
diing ecéng vige, va vio ding thid di€m thich hop.

Doanh nghiép o6 nhifu ngudn luc, bao g&m miiy mic thigt bi, nguvén
vat lign v con nguid.

K&t qua cha viéc quin 1¥ ngudn nhan lvc kém hidu qua I3 gay ra sy chidn
nin cho nguid lae dong, cung cip dich va kém cho khich hiang va ty 1é
ngudi bb viée cao.

Bin md 14 cong vide rd rang, midc luomg hop 19, cdc tidu thitc 38 bat va
cong tic tuyfn dyng nhil quan & tao ra mdi inedmg lam vide dn dinh rong
cong ty.

Tit ¢4 moi nhi quin 1y, bao gdm cd cde chi doanh nghiép vira v.’l nhd, du
14 nguisi phy trach gquén 1§ ngudn nhan lhge.
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Lap k& hoach vi tuyén dung |4 nhitng hoat ddng b thé mang lai hidu qua
cao nhilt ¢ giai doan 1

Brio tao vt phit trién lign quan &0 gial doan 2.
Duy tri v quin 1y duee 4p dung cho giai doan 3 va 4.

Heé thiing thémg tin va dich vy v& ngudn nhin lye g gidp cho 4% cd 4 giai
doan.

£ Che Doanh nghidp vd Chife adng Qm?'n Iy Ngudn Nhdn fur



'_{,:? ?— Bai tap tu kiém tra 3

Trrémg phidng nhin sg o vai trd ngly cang quan rong trong vide xay
dung k& hoach chién leoc,

tring: Trwimg phing nhan su dira ra mdt chién luge ro ring tdp trung
gidl quyét cic vin dé c6 lién quan dén luc luong lao dong.

Cic trudmg phimg nhan sy cin im hifu méi nhan vién mong mudn gi va
béio ddm ring ho nhin duge didy mong mudn dé.

Sai: Quan ¥ ngudn nhin luc c6 chifc nang thift ké cic chuong trinh
vii céc chinh sich phi hgp v6i mong mudn cia ci ngudi lao dong va
cong ty. Cong téc quin 1§ nguin nhan luyc of ging tas ra mit moi
trubmg lam viéc an todn vi of hitu qua dé nguid lao déng ob thé thue
hién cdng viéc mt cich t6t nhét

Trutmg phing nhin sy ld nguid chiu tréch nhiér.'n vé cong vide clha tht cd
cic nhan vién trong doanh nghiép.
Sai: Trudmg phimg nhén sy la ngui trg giip cic truing phing/bd
phiin khi cin thiét. Cic tririmg phing/hd phén chiu tréch nhiém hodin
todn 4ol v6i két gqua cdng viée trong bd phian ma hg phu tréich,

Cha Doank nghtdp va Chife ndng Quan % Noudn nhda e o ]




al
—" ' Bai tap tukiém tra 4

-

Hiy néu hai tic dyng cla mdi trong bdén linh vire cla quin 1§ ngudn nhin lye. Ciu
trd 1 6 thé bao gbm cdc diém sau:

© Lap k& hoach vi tuyén dung:

Pura ra céc quyét dinh ding din.

Xem xét cde k¥ nang cua ngudi lao ding thing qua viée xéy dung hé thing
luru tri théng tin vé ki nang trong doanh nghiép.

Xiic dinh nhimg ngudi lao ddng ximg ding d€ dé bat hoac cén phii dio tao
thém.

Xéc dinh si lugng va che dac difm cfin o6 cia nguii lao dong,

P40 tao va phat trién:

Nguid lao ding b thé duge tham gia cic khod dio tao phid hgp vl cdng vide
cua ho.

Giip nguin lao dOng va céc cip guin 1f chudin bi v c6 k€ hoach trong viéc dé
bat,

Khuyén khich sur thang tién trong doanh nghiép.

Co thé tao ding lge cho nguin lao dong.

Duy tri va quéin 1§:
Tiét kiém chi phi cho dio tao va tuyén dung.

Khuyén khich viéc img dung cic bién phip quan Iy nhit quén.
Ngwid lao d0ng cam thédy he duge ton trong va cb the lim viéc nang suit hon.

He théing thang tin vit dich vu v& ngudn nhan lec:

Ginp cho viée xiy dung cde miie luong cong bang va hop 1§

X4y dyng moi trubmg lam viéc an todn cd thé lim gidm céc tai nan trong
chng viéc va giam chi phi cho cic tai nan néay.

Duy tri cac bién phdp nhit quin cd tic dung lam gidm céc hinh thic ky ludt
gay tén thit cho doanh nghigp.
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Bai tap tu kiém tra 5

1. Nhi¢m wvu co ban nhit cda Trwdng phing Nhan sy 13 ddm bdo rdng cong ty co
di ngudin nhin hee cdn thigt 4€ dat duge cde myce tidu kinh doanh.

2. Trnrbmg phimg Nhan s 1 nguén tro gidp cho ci nhdn vién v3 ch cic nhi quén
1.

{0
- '— Bai tap tu kiém tra 6

1. Treimg phing nhin sy phii cd k¥ ndng t81 trong qusan 1§ va lAnh dao. Ho
cfin cd cdc k¥ nang 16t rong giao tiép, truyén dat thong tin bing I va
biing vian bdn, phal ¢d kinh nghiém trong gidi quy#t xung dot vt co khi
nang xir ¥ nhimg cin iy 46 vai su thay ddi.

2, Trudmg phing Nhin sy cin phii cé tinh chinh trge cao. Higu qui cong
viéc ciia ho s phu thude vio sy tin nhiém cia ci nguii Jao djng vi ban
lanh dac. Didu nay ddi hoi ho phii ob cdc tieu chufn dao dic 11, cf khi
nding 34 tao dung long tin vi coi trong tinh bao mét.

kN Trrémg phiéng MNhin sy cin thing thao vide tinh todn vi cb khad ning sir
dung may tinh cd nhan.
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La chiz doanh nghi¢p-nhd quan 1§ clia mdt doanh nghiép vira vi nhd, ban hiy liet
ke muoidi cong vide vi nhiém vu ma ban cho 1a thude chiic ning cla quin 1y nguén
nhén lye.

Trong ke ligt ke niy, ban nén bao gdm mdt sd cong viec sau ddy:

Dy dodn cde yéu chu vé nhan lye

Tuyén dung - thu hit, tuyén chon, thué mwim, sdp xép cong vige va sa thai
nhiin vidn.

Xde dinh céde k§ ning hién of cla ngudi lao ddng trong nhim .
Phén tich cong viéc va ban mo ta cing viéc

Quin Iy tién loong va tién cong - ddnh gis cong viec, phan loai va qudn 1§
tién luomg

Bivo tao cho nguid lao dong v nguid gidm sat.

Ciic quy dinh vé an toan va ciic bién phip phing trinh tai nan
Quan ly eac phie b coa ngudd lao djng.

Xiy dvng cic chinh sfich va céc guy dinh.

Kém cip nguini lao dong.

Giai quy#t cic van dé vé gquan hé lap dong.

Tao diéu kign d€ viéc truyén tin ndi bi duge dién ra dé dang.
Chc dich vu khic cho nguii lao dong.
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Hiy nghi vé céng ty clia ban va ligt ké ba didu mi nhén vitn mong mudn tir cong
ty v ba difu ma céc cong ty mong dgi tir nhan vign,

Cic cau tri lii ob thé o6 L

Nhin vién mong mudn o cong ty;

Chi tré cong bling

Didu kién lam vig¢c an todn

Burge d8i xir cong bing va nhiit quin

Cé ky vong b ring 381 »& nguin lao ddng

Durge tham gi; vio cong vide quan trgng va cd tinh thich thic
Co hoi o€ tign bo

Brao tao

Tang cuimg trdch nhiém cla ngudi lao dong

Mt mdi trudmg lm viée o s tOn trong 18n nhan
Ciong ty mong deri tir nhan vign:

Brat yéu cdu vé thuc hién cong vidc

Chit Doanh nghiep va Chit ndng Cude Iy Naudn nhdn fur N I



Chip hinh ding nol quy, nguyén tic, va cic quy dinh v€ an toén lao dong
Chi ding sing tao

Phét trién ki nang vi kién thiic; sin siing hoc héi cic ki nang méi.
Ca tinh thin trich nhigm

Tham gia viao viée thue hién cic muye tida coa cong ty
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7 ¢ Bai tap thyuc hanh 3

Hay xem lai ban figt ke tong Bai tip thue hanh 1. C6 wich nhi¢m nio mi ban
mudn bi sung, loai b hay iy quyén cho nguii khic khong 7

Xem phin gial ddp Bai thp thue hinh 1.

Vi tr cdich la chil doanh nghiép - nhi gudn 1Y, hiy gid dinh ring ban c6 mot
nguii hay mot phing chuyén trich vé chic ning quén 1§ nguén nhan lyc. Ban
58 chi dpo ho phdi wo tién thye hién nhitmg hoat dong ndo trong 148 chife cla
minh? Ban o6 thé thém mt vdi hode tht ci cdc cong vigc san diy vio danh
sdich lidt ké cha minh:

Lap k€ hoach chién Iugc ngudn nhan hec.

Céc khdo sét vé cic vin d€ oo lién quan dén nguid lao ddng.

Piinh gid nhu cdu dio tao, phin tich sy thidu hut k¥ nang vi lap k€ hoach
vii dito tao,

Céce chuong trinh thudmg va ddnh gia thinh tich.
H¢ thiing diinh gis két qia thuc hién cong viée.
Hiring dén trimg phing/bi phin,

Truyén thing ndi ba.
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=4 ¢  Baitap thuc hanh 4

Gid sir ring ban méi dvge bd nhi¢m lam mét Trudmg phong Nhan sy trong cong
ty. Ba hogt ddng nio cé thd gidp ich cho cong ty nhidu nhil m3 ban b thé thig
hign? '

Cau trd 14 ¢6 the bao gdm cdc hoat dong cd lidn quan dén:
L4p k& hoach va Tuyén dung

Phiit trién céc ban mo th cong viée gdn voi cic k§ ning cdn thiét, cic ban mo
ti cong viée nay vim dim béo tinh titu chudn hod vira mang tinh linh hoat.
Diéu niy lim cho s6 logmg cfic bin mo ti cong viéc s it di va cic ban mo ta
niy cb thé ap dung cho nhiéu vi tri cong viéc khéc nhau. Chinh vi vay, nguii
lao ding cb thé thyc hién cong viee & ¢be vi tri khic nhao. Viée xéc dinh rd
cic k¥ nang efin thiét s& gidp tim dwge ngudd cb k§ nang phit hop nhit theo
yiéu ciu,

Phat trién mot chu trinh tuyén dung, bao gém viéc dua ra céc tiéu chudn
tuyén dung cho timg vi tri cong viéc va huy dong sy tham gia cia cic trudng
phing/bd phin vao viee tuyén chon nguii lao dong. Piéu niy b tic dung tao
ra mit qué trinh tuyén dung rd rang tro giép nha quén 1§ cb lua chon 16i wu,

Pao tao va Phit tién

Phit trién cic k& hoach vé dio tao vh phit trién nguén luc, gdn chat véi ké
hoach phit trién chung cia cong ty. Két qua li cong ty s& of duge cée ngudn
Iuwe cén thiét dé dat duoc cic mue fiéa khi cdn.
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Thi€t k€ vh thuc hién viéc dinh gid k¥ nang cua nguii lao dong va luu trir
thing tin vé cic k¥ nang nay. Bing viéc so sanh cic ki niing hién co vii cic
k¥ nang cin thiét cho twong lai, cic khod dio tao s& duge thiét k€ sit vdai muc
tién hon va sé giam duee chi phi dio tao. Ngodi ra, cic nhd quan 1§ ¢6 thé
nhanh ching tuyén dwoe lao dong cho cic vi tri chn trong hodc cic nhiém vy
¢o thé phit sinh.

Duy tri v Quén 1§

Thue hién phan tich cong viéc v ddnh gia két qua cong vide, Cén phal ra
sodt lai cic mic loong va hé thong thir lao dé phit hién ra nhimg chd bdt
cbng bing, Pua ra cic bién phip € giai quyét nhimg bit cong nay, Didu nay
s& gliip ngulni lao dong thiy duoce li ti€n luong cia ho duge tra mét cich cong
béng va nhdt gudn gitta nhitng ngudi cd cing véu cdu nhiém vy vi ki ning.

Xiy dung céic van bin mdéi cling nhu ri sodt lai cic van bédn quy dinh vé diéu
hanh - quin Iy hé théng tién lwong, tién cong; vé viec gldi quyét cdc bat binh
ciing vdi cic quy dinh vé ky luit lao ddng, vé viéc A€ bat troag cong ty. Lap
ké hoach vi thyc hién nhimg cong viéc dé gitp cdc nhi guén Iy hidu ré va o
khi nang dp dung céc thii tuc mot cich nhit quén. Lam nhir vay, moi nguii
lao dbng s& duge A6i xir mdt cich cong biing va hop 1y,

Xay dung hodc ri sodt lai céc tai litu hudng din thuc hién cée chinh sich va
céic quy dinh sao cho nhiit quén véi cic gid tri coa cong ty v ghip ngoid lao
dong hiéu ri hon. Sy rib ring trong céc quy dinh va cdc chinh sich gidp cho
viée van dyng dé dang hon. Cong ty & quin Iy nguii lao dong vi lam viéc vai
khich hing mit cich nhét quin hon.

Hé théng Thong tin va Dich vu vé Ngudn Nhan lue

R sodt lai ¢fc quy dinh vé an toin vi siic khoé cho nguii lao dong. Cc thong tin
vé viéc chdp hinh cic quy dinh v& an todn lao dong, céc tai nan lao ddng v cic
hoat dong khde ¢6 lién quan d8n van & an todn phii dwge thu thap vi ghi chép lai.
Lén k& hoach vi thue hién chuong trinh vé ndng cao an toin lao dong. Nhimg diéu
niy cf tic dung trong viéc ndng cio nhin thic vE cde vin dé an wdn lao dong va
gldm cdc tai nan lao dong.
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Trudmg phimg Nhin sy cdn ob tinh chinh trec cao, bdi vi hidu qud cia hg s€ phy
thudc vito sy tin nhidgm cha ca ngudi lao ddng vit ban linh dao. Hiy miéu ta hai
hoat dong thé hién gim quan trong cla sy tin nhiém va cho bift didu gi co thé xay
ra néu thify sy tin nhig¢m,

Pip dn o6 the bao gdm cic ¥ tuimg sau;

Lam viée wii ban lanh dao 46 lap v dé ra cde myc tidu vé nguén nhan e dé
dun vao ké hogeh kinh doanh chung cia cong ty. Néu khong lam viée véi
ohau thi cic nhé lAnh dao cip cao kho ob th€ di dén sy nhat tri vé cic viin dé
duge dua ra.

\-’En.iclhﬁmgltnn'nyénEg.ttmmguﬁ.ugly,phiilimsmdétitcid:cip
trong cong ty cb long tin vio cic hiing din cia Trdng phimg Nhin sy Nfu
thifu mie dd tin cay thi hitu gui cia cic thong tin truyén dat trong cong ty
la thip.

Lam vi¢c vii céc nhit quan 1¥ € xay dung céc gial phip hiéu qua 6 thé duge
#p dyng nhit quin trong cong ty. Néu khimg, cic ohi quin 1y s& khong that
sy nb bye trong viéc phét trién vii sir dung céic gidl phép nay.

Trong vitc kém ciip va hudmg din: Néu thi€u sy tin nhiém vio céc Truing
phing Nhan sir thi ca nhan vién vii ban lanh dao & khong tim dén ho.
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Céc cdu trd liv o thé bao pm ci cdc poi ¥ khdc:

1. Hay néu ra ba bién phip quan 1¥ ngudn nhin luc méa néu dp dung L tredc
thi di cé thé gidp cong ty trinh duge tinh hudng khé khan hién tai va gidi
thich tai san?

Lap k& hoach

Ciong ty ché tao Thanh Cong di theo dudi hgp ding nay duge mat nam. D6 la
hop déng véi mot khich hang mii 4€ sin xudt san phdm moi, do dé6 né o6 the
I3 mot b phan elia chién luge phét trién va marketing.

Viéc phit trién cic sdng kién chién luge ddi hoi phin tich cac yéu cliu ngudn
lue, So sénh cic yéu cdu nay vii cic k§ nang hign cb coa lyc lvgng lao dong
sé 1a co sb cho cic ké hoach dio tao vi tuyén dung. Céc thid han cho Lap ké
hoach va Tuyén dung duge xay ding va diéu chinh khi cde thiomg lugng divm
phiin din ra. Cam két cung cfip cufi cing phii dua trén thid gian cAn thiét
d¢ ting lugng nhan cong cho sin xust hét cong sudt.

Do tao va Phit tridn

Khi céc yiu cdu vé k¥ niang duge xic dinh thi co thé so sanh né véi céc ki
néing hi¢n cé. Phan tich sur thidn hyt gitra k¥ nang hién tal so vdi yéu cdu ghip
cho viée xde dinh cic ki nang cdin c6 dé thire hien hop dong. Cong ty cb thé
thuimg xuyén xdc dinh dwge cic co hdi d€ nang cao hoac dio tao lai nhan
vién hign cb, Chc kf nang va ngudn lyc con thiéu cfin phai huy ddng thing
gua tuyén dung

Phan tich cde k9 ning cha e luong lao dong

Lubdn ludén nidm duge tinh hinh k¥ ning hién cb cla hre lgmg lao ding s& lhim
dom gidin hod viéc phan tich chénh léch k¥ nang.
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Tuyén dung

Ciic bién phép thu hit tuyén dung 161 bao gém cai vige xdc dinh cie ngudn
cung cdp cic logi lao ding khic nhav. Viéc lip ke hoach trude cho phép cb
thir gian dé quing cdo, phong vin, vi tuyén duge ding ngubi.

Duy tri vi Quin 1§

K hi mdt 16 chife o6 ti€ng b noi lam viée tot, nd dé thu hit va giir duoc nhin
wikn bk,

2. Lam thé nio 4& qulin Iy nguﬁn nhan lyc cé thé giip comg ty thoe hign ding
camn k&t hién 1ai cla minh d6i véi khich hing méi? Hiy néu ba hoat dong
vé quin 1§ ngudn nhan e ma ban cho 13 phi bop.

Tim kiém cic ngudn bé sung nhin vién méi
Thure hién mit chuong trinh dao tao cip toc.

Tham khio ¥ kifn chic nhit ché tao v nhi cung cip cic ngoyén vit ligu. Néu
ciic san phdm néy 1a méi thi c6 thé dé ta thiét bi va nguyén vat liéu mdi. Cée
nhi cung cip sé 6 lgi néu cong ty thanh cong véi san phim mdi niy vi cb
thé cii khi ning gilp cong ty dio tao hodc thim chi cung cip nguid co k¥
nang 4 lam vige cing véi doi ngi lao dong cia cong ty Thianh Cong.

Thong tin cho doi ngil lac dong hién c6 dé ho hifu tim guan trong cia hop
dimg nay.

Pua ra mot hé thong tién thuimg dua trén két qua thwe hién cong viéc.

3. Ban s& dé xudt vii Cong ty che tao Thinh Cong ba hoat ddng nio cla quin
1¥ ngudn nhan lge 3¢ gidp ho trinh duge Anh hedng nay trong neong 1ai?

Pura viec lap ké hoach ngudn lue vio cic sdng kién chién lugpe.

Bit ddu mgt gui trinh khio sit ngi by dé fim ra nguyén nhan tai sao nguii
lao dimg rid bo eOng ty va ho thiy cong ty dang co nhimg vin dé gi.

Xay dyng moi quan hé 161 voi cde th chic tuyén dung bén ngoii va cic ngudn
tuyén dung khic, ching han nhu sit dung Internet. Ciing c6 thé cin tim kiém
rong rai hom cic nhin vién cd nhitg k¥ nang nhat dinh

Thiét lap hé thing ghi chép, luu trif v cip nhit cde thing tin vé k§ nang
trong nfi bi cdng ty.
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1. Xem Bai trdch nhiém va cdc hoat dong cia chi Phung. Hiy néu ra ba trong
s cde trdch nhiém va hoat ddng phit hop vii chife nang quin 1§ ngudn
nhén lyge?

Tinh huéng nay thé hién mot tinh hinh dac trung cua cic doanh nghiép
vira vi nho Viét Nam, & d6 cic chife nang quan 1y ngudn nhan lue khong
duge xfic dinh rd rang va cic chie ndng nay duoc nhidu nguli trong
doanh nghiép ciing chiv trich nhiém.

Ba trach nhiém chinh cia chj Phung thudc chifc ning quin Iy ngudn
nhin lige trong tinh hudng nay la; chiv trach nhigm vé cac vin dé “d6i
néi®, duy tri cic quan hé lav ddng; va chiu trich nhi¢m vé cdc vin dé tra
cong.

Mt s hoat déng quan 1§ ngudn nhin hre, chdng hon thu hit, tuyén chon
vi dho tao, duge hal quin déc phin xwmg (anh Hing va anh Quang)
thuc hién.

Nhiéo bign phip quén 1§ ngudn nhin lue khic khing duge 4p dung trong
cong ty, bao gém lip k& hoach ngudn nhan lre, cic chuong trinh phit
trién ngudn nhan hye, dinh gis két qui thye hién cong viée, vi cac hé
théng va dich vu thing tin ngudn nhan lge. Lanh dao cic nhim khang
nhén thic duge vai tré cia ho trong quan 1§ ngudin nhan luc.

2. Chi Phung |3 ngwini hifu bigt vi o6 nhidu k¥ ning. K¥ nang nao gitp chi
quin Iy cdc hogt dong litn quan dén ngudn nhan lyc? Kidn thic vi k§
ning ndo chi con thifu?

Xét theo nhitng kién thicc va k¥ nang mdt ngudd quan Iy cin o6 dé thage
hitn efic chire nAng quan I¥ ngodn nhin loe mit cich hidn qua, cic k§
ning va tinh cich ma chj Phung c6 duge - tinh cich gay dnh hwimg, cic
k§ ning con ngwii, k¥ nang giao ti€p va su mém médng - s& hi trg chi
trong céic hoat dong lién quan dén ngudn nhin b,
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Chi cin thifu kifn thilc v& cie chife nang guin 1§ ngudn nhin hue trong
mit cong ty. Poi vil chi, céc chifc nang quén 1¥ ngudn nhan lue of 1E chi
li tuyén dung, lua chon vi trd cong. Didu niy dua dén cdch nhin han ché
vi thue dyng trong quin I coengiid trong doanh nghiép, Pdng thii, ban
gidm dbc cing ty va dgc biét L chi Phyng phii hidu ré cic viin 48 vé cich
thiic thiét Mp céc hé théng vi bién phip quén Ij ngudn nhin luc va xdc
dinh rd vai trd va tridch nhiém cia mbi oha guin 1§ (gidm dbc, chi Phung,
hai quin dbe, vi nhimg nguwbi ditng diu cie nhdém) trong vide didu hanh
tH chiie cfic hé théng niy.

3. Gid sir ban dang & vi of 84 36 xudt v chi Phung tuyén thém mit truimg
phimg nhan sy, Ban & minh bdy ba loi ich ndo nhim thuyét phye cho §
kifn cia minh?

Bé phit trién, cong ty cdn of ngwd phu trich vide didu phdi vi guan thm
dén 8l ci che hi thing va bién phip guin I¥ nguln nhan hic. Do dé,
tuyén thém mit triimg phing nhan sy 1 vide nén lam. Céc Igd ich khi cd
mét trutmg phimg nhén sy chinh thite o6 the 1a:

Truwimg phong nhin sy moi co thé hd trg ban giim dée cong ty thye hién
lap ké hoach ngudn nhdn lyc @€ bio ddm réng cong ty c6 di s0 luomg
nhimg con ngwit 6 nhimg k¥ néng va kha nang phi hop shim thye hién
cic myc théu cia cong ty. Didu nay dac bidt quan trong khi cong ty md
rong qui mé vi phét trién. Chdng han, lap k€ hoach ngudn nhan lyc cb
thé glip cong ty trénh dwge nhitmg khé khan md hién né dang gap phil
khi mit hop ddng méi xukbt hién trong khi cong ty lai khong cé do ngudn
nhan luc d€ thue hign.

Truimg phibng nhan sy mdéi 6 thé didn phdi qué trinh thiét lp cic
chirong trinh vi bidn phip quin 1¥ ngubn nhan hpe trong cong ty sao cho
tdt ci nhan vién trong todn cong iy duge dol xir cong bing va ho bidt cong
ty mong doi vir ho didu gi va ho nén chir dod didu gi tir cong ty. Diéu nay o
thé mang lai tinh thén va ding e lim viée cao cho nhin vién

Cé trudmg phimg nhin s chinh thike ¢d thé ghip cho chi Phyng va cic
nha quan 1y khéic trong cimg ty dinh ahide thid gian hon d€ 18p trung vao
chi dao chin luge vi cic muc tidn didu hinh.
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-
1. Haly néu nam gidi phép vé quin 1y nguén nhan lue duge &p dung phé bieh

trong ba loai hinh kinh doanh {Doanh nghitp do nguii Hoa sd hitu, cong ty
litn doanh What bin v3 cong ty theo kidu phuong Tay).

Cu trd 1 cia ban of thé bao gdm cic ndi dung sau:
Nhiin manh vio long trung thanh, tinh trung thuc vé léng nhiét tinh.
Duy tri m&i lién hé mat thiét giita dng chi va ngudi lao dong,

Tuong d6i linh hoat trong dp dyng céc gidgi phip vé quan I¥ ngudn
nhin lue,

Sir dung két hop cic tidn thie tuyén chon nhi kha nang, cic mdi quan
hé c4 ohan (hifu ri hon vé ¢4 nhan) vi sir tuong thich vé viin hod,

Xu hwimg tra thi lao dua trén oo sd két qua cong viée,

Cung cip chc phiomg tién cho ngudi lao ding bao gém ca cic hoat
dong thé thao cha cong ty.

T4t cé cfic nhan vien mdi déu phai thod man céc tite chudn va véu chu
trinh a9 d6i vii cong vige.

Cong tic dé bat dupc thyc hign tir co so lén.

Mirc 46 ddng gop cho cong ty vi trinh 49 chuyén mén lh cic thu thic
duge sit dyng trong cong tée 4 bat nhan vién, Nguii lao ddng cb thé
durgre dé bat vuot cfip néu bo dat duge két qui cong vide xodit sde.

Mac di chuvng trinh phin chia lgi nheén khong dwge tit ca cong ty
phuong T4y 4p dung nhumg né dang thé hién nhu 12 mot xu thé,

Mige this lao duge tré theo két qua cong viée vi thanh tich déng gbp
cia nguid lao ddng.
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Nguii phu trach quan 1§ nguén nhin lye phai giai quyét rit nhidu vin
dé i litn quan dén lye luong lao ding dia phong,

Bam phén vi.thod wdc lao ding tap thé 13 cdc hoat dong cia t6 chire
cong doin. Tuy nhién, trong nhiéu cong ty theo kiéu phuong Tay thi
td chirc cong do@n cb vai tri ngay cang lim trong viéc hb trg cong ty va
dp dung chc gidi phap vé quan 15 ngudn nhén lyc trong cdng ty.

2 Hiy néu ba gidi phip vé quin 1§ ngudn nhin lue duge dp dung trong mbi
loai hinh kinh (Doanh nghiép do ngudi Hoa sé hiu, cong ty litn doanh
Nhat bén vi cong ty theo kidu phuong Tay).

a) Doanh nghigp do nguwdi Hoa sd hitu:

Ap dung cic gidi phip quan Ij ngudén nhan lyc mot cich phi chinh
thirc.

Phong céich quan I¥ gia trudmg.
Sir dung cic ban md td cong viéc chung chung vi linh hoat.

Trong qué trinh thu hit vi tuyén chon nhian vién thi cic méi quan hi
cd nhiin rit duge coi rong.

Trong viéc dé bat vh quin 1§ két qui cong viéc thi cée tidu thitc mang
tinh hanh vi duge cha trong.

b} Cong ty litn doanh Nhit ban:
Lim viéc theo nhim vi nhin manh long trung thanh d6i v6i 16 chirc,
Luan phién trong phin cong cong viéc.

Chii trong vao cic hoat dong dao tao va phét trién, dac biét 1a cic
hoat dgng diso tao cu thé trong cong ty.

Théim nién i mot tién thirc duce sir dung € xdc dinh mikc thii lno v
thang tién cho ngwini lao dong.

c) Cong ty theo kifu phuong Tay:
Ap dung ciic gifi phap quan |y ngudn nhén e chinh thing.

Ciéc titu chudn vii bdn mé ta cong viée cu thé.
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Miic do hoan thanh cong viéc 1a co so d€ tra thia lao.

Kha nang va sy tuong thich vé van hod 1 cic tiéu chudn duoc chi
trong trong qué trinh tuyén chon nhén vién,

Khuyén khich sy tham gia cia nhin vién trong qui trinh ra guyét
dinh. £

3. Hay néu ba difm t6t vi ba diém cdn phii cii i€n trong vide quén 1§ ngudn
nhin lye dugre trinh biy trong Bi 1Ap finh hudng 3.

Cic didm 8¢
Tinh linh hoat trong phan cing cdng viéc.
Duy tri mdi lién hé mat thiét gifra ong chi va nguir lao dong.

Chid doanh nghiép chiam lo dén loi ich cla nhimg npudi ma anh ta tin
cay va trung thinh véi anh ta. (Chinh didu nay khoi day long nhiét
tinh coa ngwii lao ddng).

Cdc difm cin cii tign:

Vike dp dung cic chiic nang guan 1§ ngudn nhan lye of thé qua gia
trudng.

Yéu td chi quan dnh hwimg qua nhiéu dén qui trinh vin dung cic
chitc nang quan 1§ nguin nhin lye mgt cich phi chinh thic.

Khing khuyén khich sir tham gia cia nguid lao ddng v3o qua trinh ra
quyét dinh,
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Phu luc B - Chu giai Thuat ngir

B

Bin mé ti cong viéc (Job description) Mét bin vift md td nhifng gi ma nguii
diim nhidm cong vide dd lam, edng vide duge thue hign nhu the nao v3 tai sao lai
phii thuc hién.

Bin yéu clu chuyén mdn cila cong viéc (Job specification) Mot bin thé hién
céc yéu cdu trinh 49 16i thidu cb thé chip nhan duge md mot nguid ddm nhigm
cong viéc cin ob d€ cb thé thre hign thinh cong cong vide duge giao.

Bio duimg phing ngira (Preventive mainienance} Su bio dutmg dwee thus hign
trudsc khi hdng héc xay ra.

Bit dinh (Uncertainty) Tinh hudng mi ngudi ra quyft dinh khing cé duoe su
khing dinh v& mot vin dé va ciing khong ¢6 di tinh hop 19 khi nang vin dé dé o6
thé :fly Ta.

BE tdc chién luge (Stuck in the middle) Tinh trang mot cong ty khong thé canh
tranh bing chifn luge titn phong vE chi phi hitu qua, chifn luge khdc bidt hod vi
chifn luge tip trung rong didm,

Bién hé di thuimg (Devil’ s advocate) C8 tinh dua ra cic 1ap ludn ddi 1ap vibi cic
lap ludn ciia da sd.

L

Ciac vin dé of két ciu rd rang (Well-structured problems): Cic vin dé truc tép,
quen thude v d& xie dinh.

Cam két vii td chic (Organizational commitment) Su hudng 161 cong ty cla
ngwin lao ddng bdng long rung thinh vai cong ty, mdi lién hé vi sif tham gia vio
hoat déng clia cong ty.

Cang thing (Stress) Mot didu kign dong thdi ong d6 mdt ngudi phii d&i mat
v mit co hdi, su han ch€ hay mdt dii hdi lidn quan d&n diéu ma nguin 46 mong
mudn ma k&t qua dge xem 14 bt dinh vi quan trong,

Chal luong cude sing (Quality of life) Mot dic tinh vin hod quéc gia phin dnh
su df cao cde mdi quan he Vi s quan tm i ngrdi khic,
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Chuong trinh hianh diong khing dinh (Affirmartive action programs) Chuong
trinh nhim tang cuimg vi the v 1§ chifc cha cic thinh vign cic nhém duge bao
tras.

Chi phi gidn tiép (Indirect costs) Céc chi phi md hdu nhu khong bi dnh huimg
khi ddu ra thay di.

Chia sé cong viée (Job sharing) Mot gidi phip trong 44 c6 tir hai ngudi trdr 1én
chia nhau 1am ching mét cong vide 40 gidr mét dn.

Chién lwge cip cong ty (Corporate-level strategy) Tim kigm d€ xdc dinh nhimg
hoat dong kinh doanh ndo ma cong ty cln phai thuc hign,

Chién luge chifc nang (Functional-level strategy) Tim ki¢m nhim xdc dinh xem
Tam the ndo d€ phuc vu chi€n luge cdp cong ty.

Chién luge 6n dinh (Stability strategy) MOt chign luge cip cong ty, dic mmg
béi su khéng c6 nhitg thay ddi 1én,

Chién luge ting trisimg (Growth strategy) Chign lugc cdp roin cong ty nhim
uing mife 46 hoat dong eda eéng ty. Chifn luge niy thudmg bao gdm wing doanh
thu, thng nhin vién viyhodc ting thi phin.

Chién luge thu hep (Retrenchment strategy) Mot chifn luge efp cdng ty nhim
giam pham vi hodc s da dang clia cic hoat dong cong ty.

Chién luge theo linh vire kinh doanh (Business-level strategy) Tim kidm d€ xdc
dinh xem mit cong ty cdn phai canh tranh nhu the nido rong timg linh vigc kinh
doanh cda minh.

Chi nghia cd nhan (Individualism) Mot khia canh van hod trong dé ngudi ta
phii tr 1o lidu che loi fch cba bin thin v cia cde thanh vitn trong gia dinh minh.

Chi nghia déc dodn (Authoritarianism) Nidm tin ring nhimg ngudi khic nhau
phdi cd vi the vi quyén Iye khic nhau trong céng ty.

Chu nghia hep hai (Parochialism) Céch nhin nhin ich k¥ v hep hdi vé the gidi,
su thifu kha ndng thita nhin sy khidc bigt gitta nhimg ngudi khic nhau.

Chii nghia tap thé (Collectivism) Mot khia canh vin hod trong dé nguén 1a mong
doi nhimg nguiri khdic trong nhém cia minh quan thm d&n ho vi bio vé ho khi ho
gap kha khin.

Chirc nang quan 1§ (Management functions) Su hoach dinh, 18 chie, chi dao v
kidm sodr.

Chuéin muc (Norms) Cic titu chufin chidp nhan duge ma cdc thinh vign trong
mat nhom cing chia sé.
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Chuodn mue dél chiéu (Benchmarking) Tim ki€m hinh miu thinh céng nhit
trong cdc cdng iy canh tranh va cde cong ty khong canh tranh d3 gidp cho ho o
thénh tich vuon troi.

Chin chén (Maturity) Kha ning vh sy sin sing nhin teich nhigm clia mot nguii
trong viée dinh hudng hinh vi cla minh.

Chinh sdch (Policy) Chi din nhim xdc dinh cdc titu chudn cho viée ra céc quyét
dinh.

Chinh thitc hod (Formalisation) Mic dd mi cong ty dua viio cic quy the va quy
trinh € chi dao hanh vi clha nguini lim vigc.

Chudi ménh Iénh (Chain of command) Ludng thim quyén il trén xudng dudi
trong cong ty.

Cong doan lao dong (Lebor union) Td chic dai dién cho ngwi lao dong tim
cilich béo v cdc quyén lgi cia ho thong qua thuong lugmg tip thé,

Cong ty ciu tric may mic (Mechanistic company) Mot co cffu t8 chifc o6 tinh
phitc tap, tinh chinh thite vi s tp trung quan 1§ & mite cao,

Cong ty hitu co (Organic company) Mot co cliu 18 chirc & midc th8p wé tinh phic
Lap, tinh chinh thife vi su quin 1§ 1&p trung.

Cong tac (Collaboration) Sif giai quy€t miu thuln bing cdch tim ra gidi phép co
lai cho (8t cd cdc bén.

Co ciin chire nang (Functional structure) Mot kidu thidt ké mi cdc cong vide cd
litn quan hodfic teong tr nhau thi duge nham lai véi nhaw.

Co ¢iiu cia 6 chire (Organization structure) Mot mo hinh cong ty duge bidu
hién théng qua midc 4 phic tap, tinh chinh thdc va su quan 1§ t3p trung,

Co ciiu dom gidn (Simple structure) Kifu cdu infc cdng ty ¢6 dé phic tap va tinh
chinh thifc thip nhumg midc dd tip trung hod cao.

Cu ciiu hii ddng (Committee structure) Mot clu tnic tp hop cdc cd nhan tir cic
bé phan chire ning khic nhau 3¢ giai quygt cic vén dé.

Co ciiu ma tran (Matrix structure) Mot kifu thi€l k€ 1d chifc mi cdc chuyen gia
tif cdc phbng ban chifc nang dwec phan cong thire hign mdt holic nhifu dir o dudi
s didu hinh cla nguii quén 1y du dn,

Co ciiv nhiém vu (Task structere) Mibe d6 mi cic nhiém vu cong viéc duge qui
trinh hod.

Co ciu theo bo phan (Divisioral structure) Mot co ciu 16 chifc duge 1p nén tir
cdc dom vi trchi v e quén.
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D

Dién dat lai (Paraphrasing) Phét bifu lai nhilng gl mi ngudi khic di néi bing
ngdn ngil Atng ca minh.

il lién (Dafa) Cie s6 lidu, sy kibn ban du, chira duge phin tich.

Du bao (Ferecasts) Dy dodn két qua trong teomg lai.

Dwr biéo doanh thu (Revenue forecasting) Du dodn doanh thu trong teeng lai.
D béio dinh lugmg (Quantitative Forecasting) Viee st dung mdt loat cédc quy
the todn hoe d6i vii cic s6 lién rong qud khi dé du dodn cée ket qud wong tuomg

lai.

Dur bédo dinh tinh (Qualitative Forecasting) Sk dung ddnh gid vi céc ¥ kidn cha
nhimg ngwii am hiu dé dy bio cdc ket qua rong wong lai.

Dut todn chi diu tu (Capital expenditure budged) Mot bin ngin sich du bio vwé
edc khodn diu wche bt dong sin, nha clra v cde thif bi chi y#u,

Dur todn chi phi kha bién (Variable budget) Mot dif todn o6 tinh d&n cdc chi phi
6 thé bign déi theo khai luong.

Dhr todin doanh thu (Reverue budger) Bin ngin sdch du tinh vé€ doanh thu trong
tuong lai.

Ds todin mife kKhding (Zero-base budgeting - ZBR) Mot he thing mb yéu ciu vé
ngdn sich duoe khéi du b con s6 khong, bt ké nhing gi 3 cd r trude.

D todn ngén sdch (Budger) Mot ké hoach tinh todn phan bé nguén lue cho cdc
hoat dong cu thé,

D todan tién mat (Cash budget) Bin ngan sich du bio v lugng tign mat ma
cong ty s& cb trong tay vi cong ty cdn cd bao nhito tién mat d& ddp img cdc khodn
chi tifu.

Duy Iy (Rational) Thé hién sy lra chon nhit quin va t6i da hod loi ich trong
pham vi nhitmg han ch nhit dinh.

b

Pa dang vé k¥ nang (Skill variery) Miic dd ma mdt céng vide bao gdm cédc hoat
dgng khic nhau doi hoi cdc k¥ ning va tai nang khic nhau.

Brinh gis két qua cong vite (Performance appraisal) Su dinh gid k&t qui cdng
wide clia cf nhan nhim di 15 cie quygt dinh khdch quan v guén 1§ nhin sy,
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Dinh gid kiduw md ti (Written essay) Mot k¥ thudt dinh gid két qua cong vide
mé nguiri dinh gid viét ra mot ban mo 1 céc diém manh, diém yéu, két qué di cé
va tiém nang clia mét nhin vién vi trén oo s& 36 dua ra cdc bign phip d€ cdi tign,
Piinh gid theo thang dd hoa (Graphic rafing scales) K§ thuat ddnh gid k&t qud
cong viee mi trong dé ngudi dinh gid sip x&p cde y&u 18 hodn thinh céng vilc
theo thang bic tang din,

Pao dirc (Ethies) Cic quy dinh vi nguyén tie xdc dinh hah vi Ia ding hay sai.

Didu chinh tic thdl (Immediate corrective action) Viéc didu chinh ngay nic
khic hoat dong dé hudng vige thue hidn cong viee tré lai ding dinh hudng cda né.

Diéu tra vé thal dp (Astitude surveys) Thu thip cdc ¥ kign trd lisi tir phia nguii
lao dong qua cdc bin ciu hoi vé vin dé ho suy nghi the nio vé cong vite cla
minh, vé cic nhdm lim viéc, vé nhimg ngudi gidm st vivhoac vé cong ty.

Pia vi (Status) Sudinh gid vé uy tin, vi tri, hodc thi hang trong mdt nhém.

Dinh huing nhin vién (Ordertation) Viéc gidi thigu cho mdt nhin vién mdi vé
cong ty va vé cong vitc ma nguii d6 dim nhan,

BPing ¥ theo tap thé (Greupthink) Vitc cdc thanh vign trong nhém bo qua quan
difm cha minh d€ td ra nhék tri.

B sdu clia cong viée (Job depth) Miic do nguisi lao dong kifm sodt cong viec

ciia minh,

B tin ciy (Reliability) Thé hién khd ning vi mibc db mot bién phip myén dung
cé thé do luimg sy vat gidng nhau mdt cich nhit quin,

Béng luc (Motivation) Su sin sing cb cdc nd lyc lén d€ dat muc tide cba td chie,
vii difu kign nd lyc d6 cd kha niing thod mén nhu cdu clha cd nhin.

Pong ndo (Brainstorming) Qui trinh tao ra ¥ tedimg bing cdch khuy®n khich cic
phurong dn khide nhau ma khong chra tinh dén cic phuong dn 13 ddng hay sai.

E

Ep budc (Forcing) Vite thod min nhu cdu ciia nguisi ndy xong l3i 1am tén hai
dén quyén loi cha ngudi khdc.

G

Gid tri (Values) Nhilng niém tin co bin vé cdi gh 13 ding va cdi gl 14 sai.
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Giai doan chudn hod (Norming) Giai dozn thi ba ciia qui trinh phit trién nhém,
durge dic tnmg bédi cdc méi quan he chat ché vi su gin b,

Giai doan chuyén nhom (Adjourning) Giai doan cudi cing cia su phét trién
nhdm I véi cde nhdm tam thid, ddc trung bdi s quan tm d&n vide ng ket cic
hoat ddng hom 1 vide thue hign ahidm v,

GGiai doan hinh thinh (Forming) Giai doan diu tién rong qui trinh phdr wién
nhém, duge dic trumg bai nhidu bat dinh.

Giai doan song gio (Sterming) Giai doan thid hai cta qud trinh phil trifn nhém,
duoe diie tnmg bii xung Aot ndi bd nhdm.

Giai doan thuce thi (Performing) Giai doan thit tr cha qud trinh phit trién nhém,
khi mit nhém thue su di vao hoat dang.

Giam lao ding (Decruitment) Cic phuomg phip nhim gidm bt lugmg lao dong
trong cong ty.

Giao quyén (Delegation) Viéc giao thim guyén vi trdch nhigm cho nguin khic
dé ho thue hién cdc hogt dong cu thé,

Giao tiép cd nhin (faterpersenal communication) Giao tiép gidta hai ngudi ird
l&n trong dé cdc bén duge xem nhyr 13 nhilng con ngudi cu thé chif khong phdi 13
A6 nromg giao tEp,

H

Hanh dong diéu chinh co bin (Basic corrective action) Xdbc dinh 1% do tai sao
kit qua cong viéc bi sai lach, sai léch nhu thé nio, vi didu chinh nguén géc cha su
sai léch.

Hanh vi (Behavior) Cic hanh déng cha con nguisi.

Hianh vi loai A (Type A behavior) Hanh vi duge dic tnmg béi cdm gidc thuimg
trure vé sur cdip bich vi dong luc canh tranh qud mike.

Hanh vi loal B (Type B behavier) Hinh vi thodi mdi, d& dii va khong canh
tranh.

Hinh vi ta chite (Organisation behavior) Nghién ciu vé cée hinh ddng cla con
ngin tai aoi Bim vide,

Hé thing ding (Closed system) Cic hé théng md khéng bi anh huimg b, vh
khong tic ddng v moi tnemg bén ngodi.
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Hé théng hanh chinh quan liéu { Bureaucracy) Mot hinh thii cong ty duge dic
tnmg bdi phin cong lac ddng. phin cfip. céc quy the, quy dinh v cde quan hé phi
i nhin.

Hé thing thong tin quin 1y (Management information system) Mot he théng
cung cAp cic thong tin cin thié cho bd phan quin I¥ mdt cdch thuimg xuyén.

Hiéu suat (Efficiency) Md&i quan h gifa du vio vh ddu ra, b ging giam 181 da
céc chi phi vé nguén lue.

Hoach dinh (Planning) Bao gdm viéc xic dinh cic muc tiéu, xdy dumg chién
lugre v phit tridn cde k& hoach dé phéi hep cde hoat dong,

Hoach dinh cong suit (Capacity planning) Bdnh gid khd ning cia mot he théng
hoat déng trong vie tao ra mét s8 luomg mong mudn don vi ddu ra cho mdi loai
gdn phim trong mot khodng thisi gian nhat dinh.

Hoach dinh ngudn nhan lue (Human resource planning) Qud trinh qua dé bd
phin quin 1§ dim béo ring ho o6 duge nhan su phil hgp ¢6 khi nang hoan thanh
cée nhigm vu 42 gitp cho cong ty dat duge cde mue tidu cha minh.

Hoach dinh qua trinh (Process planning) Xdc dinh sian phim hay dich wvu s8
durge tao ra nhu th nao.

Hoc thuyét 3 nhu ciu (Three-needs theory) Hoc thuy#t cho ring cde nhu ciu
thinh dat, nhu efu quyén lue vi nhu clu quan hé 1a nhimg déng luc chinh trong
cong viéc.

Hoc thuyét vé hanh vi (Behavioral theories) Cic hoc thuy& xéc dinh nhiing
hanh vi khdc biét gilta ngudi linh dao hitu qud v linh dao kém hidu qua.

K

Kénh (Channel) Mai truimg truyén thong tin.

K& hoach chién luge (Strategic plans) Cic k€ hoach toin cong ty xdy dung cic
muc titu toin thé vi xdc dinh vi th€ clia cong Ly trong mdi tnrémg cia minh.

Ké hoach cu thé (Specific plans) Cic ké hoach duge xic dinh rd ring va khong
thé cu thé hod thém.

K¢ hoach ngin han (Short-term plans) Cic k& hoach cé thisi han dudi mdt nim.

K& hogch van hanh (Operational plans) Cic k€ hoach neu chi 1iét v& vige 1am
the nao 3¢ dat duge cdc muc tidu todn thé.

Chii Doanh nghidp vi Clate ndng Qudn 1§ Ngudn nhdn I g3



Kiém soat (hoat dong) (Controlling) Qui trinh didu khién cic hoat déng nhim
bido dim ching dige thue hién think cong nhe hoach dinh vi sira d8i bit ki su sai
léch ddng k€ nio.

Kiém sodt (qud trinh) (Control) Qud trinh gidm sd1 cdc hoat dong nhim dim
bao chiing duge hodn thinh nhy hoach dinh va diéu chinh bat ki cic sai lech
ding ke nio.

Kiém soit chin trudc (Feedforward controf) Bién phip kiém sodt duoe dp dung
dé ngan chin vin dé duge du dodn co thé xdy ra,

Kiém sodt phin hii (Feedback control) Bién phip kifm sodt duge 4p dung sau
khi xdy ra mot himh déng.

Kiém sodt qui trinh (Process control) Quy trinh kifm sodt chét luomg theo d6
mdt miu trong qud trinh san xult dugc 14y ra kiém ra 3€ xic dinh xem qué winh
d6 cé dang ndm duoi s kifm sodt hay khéng.

K7 huat (Discipline) Cic hinh dong ma nguti quin 1§ thuc hien df thuc thi cic
titu chudn v quy dinh cla cong ty.

L

Lao dong du phong (Contingent workers) Lao dong tam thin vi lao déng khéng
toén thivi gian nhdm bé sung thém cho ddi ngii lao dong thuimg xuyén cla cong
ty.

Lam gian cong viéc (fob enrichment) Viéc md rdng cong vitc theo chidu doc
bing cdch thém vho cde nhitm vu vE hoach dinh vi ddnh gid.

Liing trinh (Avoidance) Rit lui khoi hoac kiém ché xung dat.

Lanh dao (hoat ding) (Leading) Bao gdm vitc dong vien clp dudi, chi dao
nguin khdc, lua chon céc kénh thong tin od hitu qua nhat vi gidi quydl cic mau
thufin,

Lianh dao (nguii} (Leaders) Nhimg nguii cé kha ning gy anh hudmg d8i woi
nguini khie v ndm thim quyén quan 1¥.

Lanh dao cé sic Wi cudn (Charismatic leadership) Nhimg nguwin cfp dudi tudn
theo sy chi dao do khi nang 1anh dao 6 tinh chat anh himg hay xudt chiing khi ho
chimg ki€n nhimg hanh vi nhit dinh,

Lanh dao gay bién ddi (Transformational leaders) Nhimg nguisi linh dao tao ra
cle dong luc cho mdi cd nhdn vi su khich 18 vé tinh thin, vi 14 nhimg nguii cd
siic 16i cudn,
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Linh dao theo nhiém vu (Transactional leaders) Nhimg nguii lanh dao hudng
diin hodc khuyén khich cdp dudi di theo hudng cdc muc tigw di duge dat ra bing
céch lam rd vai ird vis cde yéu cdu cha nhidém vu.

Lo tin (Filtering) Xir 1y thong tin mot cdch c6 chil dich nham ting tinh hap din
clia théng tin i vai nguin nhan.

Lién két nhom (Group cohesiveness) Miic d6 cdc thanh vién trong nhém hwadmg
1n nhau vii cong chia s& cic muc tidu cha nhdm.

Lién lac (Communication) Qui trinh truyén tdi va hifu § nghia cia cic théng
tin,

Lien lac chinh thite (Formal communication) Lifn lac twin thit chudi ménh
lénh cia cdp o6 thim quyén hodc la cic théng tin cdn thign dé thue hign mot cong
vigg,

Lién lac ngang (Lateral communication) Litn lac gifta cic cd nhan cé i tri
cong vide ngang nhau.

Lién lac phi chinh thic (fnformal communication) Thong tin khdng thong qua
suf phét chufin clia céc cip quan Iy va khbng twdn theo it o cdu tric cla 16 chic.

Lién lac phi ngin tir {Nenverbal communication} Lien lac khong ding 18,

Lién lac theo duimg chéo (Diagonal communication) Chc théng tin duoe truyén
theo kifu ciit ngang cédc chife ning vi cdc cfip dé trong cong ty.

Lién lac tir dudi lén (Upward communication) Thong tin bit nguén tir cdc nhian
vién cfip dudi 16l cde nha quan 19 cip trén.

Lién lac 1 trén xudng (Downward communication) Thong tin bit ngudn i
nguii qudn 19 xudng cde cip dudi.

Luan chuyén cong viéc (Job rotation) Sy chuyén déi dinh kj cic céng nhin
theo cic cong vige bao gdm cic nhigm vu khic nhau.

Ly thuyét cong bang (Equity theory) Ly thuyét cho ring ngudi lao dong 52 so
sdimh ty 1€ gitta ddu ra v diu vio cia cdng viégc ma nguii d6 dam nhidn vai nhimg
nguin khie vi sau d6 didu chinh bit ky su bift cong bing nio.

Ly# thuyét gia vé khoa hoc hiinh vi (Behavioral science theorists) Cic nhi tdm
I§ v xd hoi hoe nghin ci vé hanh vi cla td chic dia rén phuong phép khoa
hoe.
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M

Mang lwdi lién lac {Communication networks) Cic phuong thic truyén tin theo
chifu ngang vi chidu doc.

Mau thuin (Conflict) Nhitng sur khic bi¢t khdng thé tuong thich v&i nhau din
d&n su xung dit hodc d6i khing.

Maiu thudn chire nang (Functional confliets) Cie min thulin b teg ede mue tido
cia cong ty.

Maiu thuin phi chirc nang (Dysfunctional conflicis) Nhimg méu thuin 1am cin
Ly vide dat tdi cle muc tigu clha cdng Ly.

Maiu cong viéc (Work sampling) Mot cdng cu twyén chon nhan si theo d6 cic
iing vitn xin viéc dugc gidi thitu mat mé hinh thu nhd cla mot eong viee va duoe
yéu clu thue hién cdc nhiém vu oft y&u cia cdng vite db.

Mo hinh dic di€m cong viéc (Job characteristics model) Mb hinh diing 4€ phin
tich va thidt k€ cde cong vide; xde dinh 5 dic difm chinh cla cong vige, cic méi
quan hé qua lai va dnh hwedmg cia ching d6i vion cic bign s kel qoa.

Mo phong (Simulation) Mo hinh vé hign tueng thue € chifa dung mot hodc
nhiéu bi€n s6 c6 the duge thay ddi d€ dinh gid tic dong eda ching.

Moi truimg (Environmens) Cic thé ch€ hodc luc lugng bén ngoii o6 thé 1ic dong
tédi hoat dong cha cong ty.

Moi truimg chung (General environmeni) Til ci nhilmg gi bén ngodi cong ty.

M rong cOng viée (Job enlargement) Vidc md rong mot cong viée theo chidu
ngang, su ting pham vi cla cong viée,

Muc tiéu {Pbfectives) Nhimg kft qua mong mudn clia cde ¢d nhin, cla cic nhém
hay clia todin cong ty.

Muc tiéu cong b (Stated objectives) Cong b6 chinh thic vé nhimg gi cong ty
phit bifuvi nhilg gl cong ty mudn cong chiing tin ring dé 1a muc tidu cha cong

ty.

Mirc diy phire tap (Complexity): Nhitng su khde bigt trong mdt cong ty.

Mirc d6 tham gia cong viéc (Job involverment) WMic dd mdt nguii lao dong gin
bé wii cong vide cha minh, tham gia tich cuc va coi vigc hoan thinh cong viéc cia
minh l4 quan trong d8i véi ban than minh,

Mire dd thod médn trong cong viee (Job satsfaction) Thdi o chung cla md
ngwii vé cong viée clia minh.
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N

Nang luc dac biét (Distinctive competence) Cic k¥ nang vi ngudn lue die dio
guy&t dinh vii khi canh tranh cia cong ty.

Ning luc doanh nhin (Entrepreneuship) Qua trinh mi cdc cd nhin theo dudi
cde oo hoi, thod min cde nhu cfu v mong mudn thong qua su sdng tao, bat ké
ngudn luc hién tai mi ho kidm sodbr.

Nghe tich cuc (Active listening) Phuomg phip ling nghe win bd noi dung ma
khéng dira ra nhimg ddnh gid hodc nhimg difn gidi voi ving.

Ngin ngir cif chi (Body language) Cic cir chi, cdc trang thii cla nét mat va cde
viin dong khdc cla co thé nhim biéu thi ¥ nghia.

Ngir di¢u loi ndi (Verbal intoration) Su nhin manh vio nhimg tir ngit hay cau
chil truyén tii ¥ nghia.

Newbd hudng dan (Mentor) Nguii d& diu v3 hd trg nhin vién cip dudi trong
chng ty.

Newbi huing loi (Stakeholders) Bit ki thuc thé no trong pham vi chiu tic déng
cua cdc quyét dinh v chinh sdch cla mit cong ty.

Ngwid quin 1y (Maragers) Cic cd nhan chi dao hoat déng cia nhimg nguid khidc
trofg mit cOng Ly,

Nguid quan 1y true tiép (Firsi-line manragers) Nhimg nguii gidm sdt, 13 cdp
quan Iy thip nhat.

Negwdi sir dung cudi cing (End-user) Nguin sit dung théng tin va chiu tréch
nhiém vé vidc kifm sodt thong tin dé.

Negudi thira hinh (Dperatives) Nhimg nguii true tiép thuee hign mdt nhigm vy
hodc mit cong viée nao dé va ho khong oo trich nhiém trong vide gidm sdt cong
vite cha nhimg ngudi khic,

Nhan thirc (Perceprion) Qui trinh 16 chifc vi 1y gial cdc &n twomg theo cém nhin
nhim fim ra § nghia cho mét mai tudmg nao dé,

Nhiém (Group) Hai hodc nhidu nguin eé wong e hode phy thude 1in nhau, két
hop v nhaw d€ dat duge cdc muye tidu cu the nio db.

Nhim lam vice (Work feams) Nhém gém cde ed nhin hop tie v nhau d8 hodn
thanh mot thp hop cic nhiém vy, Cic nhdm chinh thic duge hinh thinh oY cic cd
nhin phu thude Hn nhaw, cing chiv trdch nhiém dat duge mat muc ity nao 46,
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Nhim lam viée hop nhil (Intergrated work team) Mot nhom hodn thinh nhidu
nhigm vu khic nhau bing cich phan cong cic cong viéc cy thé cho cdc thinh vien
vt ludn chuyén cdc cong vige gilta céc thinh vién theo yéu ciu cia nhigm vy,

Nhom tg quin (Self-managed work team) Mot nhém duoc 16 chifc theo chidu
doe, duoe giao hiu nhue todn bé quyén tr chi treng vide xdc dinh phuong thic
thuc hién nhig¢m vu.

Nhu ciu (Need) Trang thii ndi tdm lam cho mét 28 k&t qud nhdt dinh t& ra hip
diin.

Nhu ciiu an toan (Safety reeds) Nhu cfu cla mét nguiri vé sy an todn va duge
bdo v¢ trinh khdi su nguy hai vé the xéc v tinh thén,

Nhu ciu duge Kinh trong (Esteem needs) Cic y&u 1§ bén trong nhu long oy
trong, tinh o chi va su thinh dat, vi cdc nhan 19 bén ngodi nhu dia vi, su thira
nhin va su quan m.

Nhu céu giao du (Need for affiliation) Mong mudn c6 duge cdec méi quan he i
nhén than mdt v glin gli.

Nhu cfu khing dinh minh (Self-actualization needs) Dong lue ela mot ngudi
mudn trd thiinh ngwii mi ho cé thé rdr thianh.

Nhu céu quyén lue (Need for power) Nhu cdu lam cho nhimg ngudi khic hinh
vi theo cdch ma ddng 12 ra ho khong 1am.

Nhu cdu sinh ¥ (Physiological needs) Cic nhu ciu co bin nhu thifie in, nudc
udng, chi & va tinh duc

Nhu ciiu thinh dat (Veed for achievement) Dong co vugt trdi nguii khdc, thinh
cong trong viec dat dugc mot s& tidu chudn nhat dinh, nhu cdu nd luc d& thinh
cong.

Nhu cdu xa hoi (Social needs) Nhu cfu duoc thuong véu, duge che chd, duge
chip nhin, va ¢6 ban hifu clia con nguii.

Nhuomg bi (Aecommodation) Gidi quyst xung 4ot bing cdch dit nhu cdu va mdi
quan tdm cia nhing ngudi khic cao hon cla minh.

P

Phin xét rap khuén (Stereotyping) Phin xét mot ngudi dua tén nhan thic vé
nhdm méa nguén da 14 thanh vién.

Phiét trién lien nhom (Intergroup developmens) Su thay déi thdi do, phdn xét
dip khuén v nhin thic cia cde nhém vé nhau.
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Phit trién td chife (Organizational developmens) Cic phiomg phép thay déi con
nguini v thay ddi chit luong clia cic mdi quan he cang viéc gilta cic cd nhan.

Phin anh trung thuc cong viéc (Realistic job preview) Cho cdc éng vién tim
vide ti€p cdn cd thong tin t81 vl xfu v cdng vite v cdng ty.

Phin hil (Feedback) Mitc dd ma sur thuc hién cdc hoat dong dbi hoi dé hodn
thiinh mdt cong vige din d€n vide mol i nhan nhin duge céc thong tin nxc tidp
vi rd ring vé hidu qua thue hign cong vidc coa minh.

Phin hii diéu tra (Survey feedback) K7 thuit dinh gid théi d6, xéc dinh s khic
bigt giita cdc thdi do va giai quyét cdc khic biét niy bdng cdch sir dung thong tin
khao sat tir cidc nham phan héi.

Pham vi cong viéc (Job scope) 56 nhiém vu khic nhau cin duge thue hign trong
mét cong vide vik tin 8 13p lai cha cong vide.

Pham vi kiém sodt (Span of controf) S8 nhin vign cfp dudi ma mdt ngudi quan
1% cd thé chi dao mét cdich hitu qui va thue &,

Phan cong lao dong (Division aof labor) Viéc phin chia cdc cdng viée ra thinh
céc nhigm vu nho vi cd tinh chat 1ap lai.

Phan nhém theo chire nang (Functional departmentalization) Sy phin nhém
ciic hoat dong theo cde chifc nang cdn duoe thue hién.

Phan tich cong viée (Job analysis) Qud trinh dinh gid xédc dinh cic cong vide vi
céc himh vi cdn thigt d€ thue hién cong viée.

Phan tich SWOT (SWOT analysis) Phin tich cic difm manh, diém yé&u clia mo
cong ty cing nhy cic co hgi vi méi de doa & trong moi tridmgg,

Phi tap trung hoa (Decentralization) Viéc chuyén quyén ra quyét dinh xudng
cfip thip hon rong cong ty.

Q

Qui trinh lién lac (Communication process) Bay giai doan theo dé cic thong
tin dirgie ruydn tii v ndm bat

Qud trinh kiém sodl (Control process) Qud trinh do dac k&t qui coéng vide thuc
1, so sdnh v cde titu chudn va thye hign cdc tic dong quédn IF kip thii &8 didu
chinh nhilng sai lac hodc thigu hyt so wi titu chudn,

Qi trinh quan 1¥ chién luoe (Strategic management process) Mot qud trinh 9
bude bao gdm hoach dinh, thue hién va ddnh gid chidn leoe.
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Qui trinh quan Iy ngudn nhin lue (Human resource management process)
Ciic hoat dong cin thigt d& wyén dung cho cong ty vii duy i chél lugng lim viee
cao coa cic nhan vién,

Qui trinh ra quyét dinh (Decision-making process) Mot qud irinh bao gdm &
bude dé xdc dinh mot viin d&, liga chon gidi phip thay the va dinh gid tinh higu lue
cha quyés dinh.

Qua trinh tuyén chon (Selection process) Qud trinh sing loc cdc dmg vién xin
viec dé bido dam wyén dung duge cdc nhan vién phir hop nhat,

Quan diém cb dién (vé quan 1y) (Classical view) Quan diém cho ring trich
nhi¢m x3 héi duy nhdt cha quin 1§ 13 18 da hod loi nhudn.

Quan difm chip nhin thim quyén (Acceprance view of authority) Ly thuyé
cho riing thdm quyén xuat phit 1l sy sdn siing chdp nhin coa cip dudi.

Quan diém quan hé con ngudi vé miu thuin (Human relations view of
conflice} Quan difm cho ring méau thudn I or nhign vi 4t y&u trong mot cong ty.

Quan diém truyén thong vé mau thuin (Tradifienal view of conflicf) Quan
didm cho ring tit ch cdc méau thulin déy 13 x8u va cin phai trinh,

Quan diém truyén thong vé quyén luc (Traditional view of authority) Quan
diém cho ring quyén lige di tir tién Xubing.

Quan hé giita nguid lao déng va cip quan 1§ (Labour-management relations)
Mdi quan he qua lai chinh thic gifa cong dodn vdi quin 1¥ cia cdng ty.

Quin Iy (Management) Qud winh cing voi ngudi khde vi thong qua ngudi khic
thye hién cdc hoat dong mot cdch ob higu qui.

Quéin 1¥ chdt lugng téng thé (Total guality menagement-TQM) Mot triél Iy
quén 1§ duge dinh hudng boi nhu cdu va k§ vong cla khdch hing.

Quin Iy thisi glan (Time mapagement) Phuoong thic 1ap k& hoach ed nhan vé
thini gian mot cdch higu qua.

Quan ¥ theo muc titu (Management by objecrives) Mot he théng trong d6 cdp
trén va cip dudi ciing nhau xdc dinh cdc muc titu thye hitn cy thé; tifn 4o thye
higén cic muc titu dupe xem xét dinh ki vi lgi ich duge phan chia cin o viio tign
do da.

Quan Iy vin hianh (Operations management) Viee thift k€, vin hanh vi kifm
sodt qud trinh chuyén bin cdc nguén lue thanh cde thinh phim hing hod va dich
vl
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Quiy rdl tinh duc (Sexual harrasment) Hanh vi duoe the hién qua nhimg 180 néi
¢ tinh goi tinh, sy dong cham thé xdc khéng mong mudn v nhimg 184 tin tnh,
dé nghj vé tinh duc hode 11 ndi hay hinh vi mang ban chat tinh duc.

Quy dinh (Rele) Vin ban quy dinh 16 ring cho biét cdc nhi quin 1§ phii lam gi
vi khong duge lam gi.

Qui dinh dao dirc (Code of ethics) Khing dinh chinh thite vé cde gid tn oo bdn
vi cdc quy tic dao dic trong cong 1y mé cde nhan vién phdi wan thi.

Quy trinh (Procedure) Mot loat cic bude néi ti#p 6 guan hé wong hd o6 thé
duge st dung & giai quy&l mot viin dé xdc dinh,

Quyén luc (Power) Khi nang gy inh huéng 16i cdc quyét dinh.

Quyén luc ép buie (Coercive power) Quyén lue dua rén cor 50 sy s hii,

S

Sdng kitn (Innovation) Qud trinh dua ra mdt § Weémg sdng tao va bién nd think
sin phim, dich vu hodc phuomg phdp hoat dong hin ich.

S mang (Mission) Muyc dich cia mdt cdng ty.

Su da dang cda lye luong lao ding (Work force diversity) Su khdc nhau vé gidi,
chiing 1oc, din toc, hode cic difm khic cba ngudi lao dong wrong cic cong ty.

Su nghiép (Career) Chudi cic dia vi mia mot nguidi nim gii trong cude dii cia
minh.

Su thay déi (Change) Mot sy thay ddi vé con nguisi, co ciiu hodc cong nghé,

Su thod hiep (Compromise) Mot gidi phip d€ gidi quyét maw thudn trong d6 méi
bén hy sinh mot 58 1gi dich cia minh.

Su tuong ddng ci tinh chéit gia dinh (Assumed similerity) Tin ring nhimg
nguwifi khic clng gidng nhu minh.

T

Tidc nhin thay dbi (Change agents) Nguir hanh ddng nhir 13 xide e v quin 1§
qud trinh thay déi.

Tém quan trong cia nhiém vy {Task significance) Mic dd mh mdt cdng viée
cé dnh huémg ding ké dén cude s6ing hay cong vide cla nguin khéc,
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Tap trung hia (Centralization) Sy tip trung thdm quyén ra quy&t dinh chia nha
quén ly cip cao.

Thai dé (Astitudes) Quan difm dinh gid vw& cic dbi teemg, con ngwin hode su
kitm,

Tham quyén (Authority) Cac quyén thudc vé mdt vi tri quin 1§ trong viée dua ra
cic ménh lénh va tréng chiv ching duce thue hidn,

Thim quyén gian tiép (Sraff Awthoriy) Thim quyén tng ho, hé g vi wr vin
cho nhimg nguin ¢6 thim quyén theo wy&n.

Thém quyén theo tuyén (Line authority) Thidm quyén cho phép mon nguisi guin
¥ chi dao cong vite cha clp dudi.

Thi hanh (Implementation) Chuyén thi quy&t dinh & nhimg nguii lign quan va
lam cho ho cam két doi vai quy &t dinh dé.

Thiét k& cong viée (fob design) Cich thitc cic nhitm vu k& hop véi nhau 4 tao
thinh cde cong viee hoan chinh.

Thiét ké td chirc (Organization design) Viéc xdy dyng hodc thay d8i co cdu cia
it cong ty.

Thong digp (Message) Mot muyc dich cin duge truyén dat.

Thir gian hoat dong (Discretionary time) Lugng thin gian o6 thé kidm sodr dige
cla nguii quan 1.

Thai gian lam viéc linh hoat (thid gian linh hoat) (Flexible work howrs) He
théing thii gian bidu trong 36 nguii lao dong duge véu ciu phii lam viec mot 56
gitr ahdl dinh trong win ahung duse ty do thay ddi gity lam viée cha minh trong
gidi han nhal dinh.

Thii gian phic dip (Response time) Lugng thivi gian khong kifm sodt duoe, bd
ra 3¢ trd 18 cdc yeu oo, ménh 1énh va cdc vin 8¢ do ngudi khic dua ra.

Thuyél lanh dao theo tinh hudng (Sitwational leadership theory) Mot 1§ thuy&l
ngdu himg che ring 13nh dao cdn phit hop v6i hoin cinh. déc biét 13 kha ndng va
trinh d6 cia cip dudi.

Thuong thuyét (Negotiation) Qud trinh hai hay nhiéu bén trao d6i hing hod hay
dich vu va du dinh thong nhat vé gid trao ddi ching,

Thuwmg thuyét tip thé (Collective bargaining) Qud trinh dam phin mot thod
thudn nghi¢p dodn vi viée thi hanh thod thuan 4o sau khi di dim phin xong.

Tiép can dinh luong (Quantitative approach) Vige sit dung cic phuong phédp
dinh lugmg A€ ci tifn qui trinh dua ra quydt dinh.
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Tiép ciin hé thing (System approach) L¢ thuyet coi td chic 14 tip hop cdc b
phén o6 quan hé twong hd v phu thude vio nhau.

Tiép can hé thing vé tinh hiéu qua cia t6 chitc (Sysfems approach io
organizational effectiveness) Bdnh gid tinh hitu qud cha mot cong ty trén co s
cd phuong lién va muc Ligu.

Tiép cin theo ngudn nhin luc (Human resources approach) Khoa hoc vé quin
Iy ed trong tam 4 hinh vi cla con ngui.

Tiép cén tiy bién (Contingency Approach) Nhin bi€t va phin ing véi cdc bign
ddi tinh hudng khi chiing phét sinh. ‘

Tiéu chi ra quyét dinh (Decision eriteria) Cic titu chi 48 xdc dinh cdi gi 14 hop
Iy trong mt quyét dinh.

Tin khing chinh thic (Grapevine) Mang lwdi théng tin khéng chinh thibe.

Tinh bién dong cla nhiém vy (Task variability) 56 lugng cdc ngoai 1& ma cic
cd nhan gip phii trong cong viée cla minh.

Tinh chon lua (Selectivity} Qud trinh ngudi ta déng hod cde chi tigt nhit dinh cia
nhiing gi quan sdt duge, tuy thudc vio méi quan tdm, ngudn géc cd nhan va théi
dd cia ho.

Tinh hiéu lyc (Effectiveness) Su dat duge muc tigo,

Tinh shing tao (Creativity) Kha ning k&t hop céc ¥ weimg vwi nhau theo mét cich
doc ddo hodc tae ra mot su lign k&t dic biét gia cdc § nmg.

Tinh tu chi (Autenomy) Mic do tr do, doc 1ap vi tr chi cla mét cd nhin trong
vide 1ap k€ hoach va thue hign mét cong viee nhdt dinh.

Tinh xéc thyc (Validity) Moi quan hé duge ki¢m nghigm 1dn tai gifia mot co ché
lua chon vi mot tidu chi litn quan nio d6,

T chirc (hoat déng) (Organizing) Xdc dinh cdc nhidém vy ndo cin lam, ai lam,
phin nhém cde nhigm vy nhu the ndo, ai ko efo cho ai va ai 1 nguii ra cic quyét
dinh.

Té chire (Organization) Tip hop con ngwii mat cdch e hé théng nhim thue hign
muc tidu cu th,

T chire dich vu (Service companies) Cic cOng ty tac ra cdc dfu ra phi vat chit
nhir dich vu gidgo duc, y &, vin i 13 v hinh, khong thé tén trit duge, vi gin
khach hing vai qui trinh phue vu thue 1€

Trich nhiém (Responsibility) Nghia vu phai thuc hién cic cong vidc d3 duge
giao pha.
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Trach nhié¢m xa hil (Social responsibility) Mghia vu cia cong ty, ngoai nhimg
£ ludt phip vi kinh doanh yéu ciu, trong vide theo dudi cdc muc tidu dai han cé
ich cho X3 hi.

Trao quyén (Empowerment) Su ting cubmg tinh tr chi cia ngud lao ddng trong
vide ra quyét dinh.

Trung tim dinh gid (Assessment centers) Noi cic dng clr vién thue hign cic bai
sdt hach cong vite md phong d€ dinh gid cdc tidm nang quan 1¥ cla ho,

Truimg phii quan hé con nguid (Huran relations movement) Quan niém -
héu nhu cdn chua duge khing dinh bing nghién ciu - cho ring mdt ngudi lao
dong man nguyen s 14 nguii lao ddng co ning sudt cao hon,

Tuyén lya (Recruitment) Qui trinh tim kifm, xdc dinh +& thu hit nhing ngui
o6 nang lue 38 fam viee.

Tu vin theo qué trinh (Process consultation) Su gitp d& cha mdt nkd ur vin
bén ngodi dai véi nguii quan 1§ trong vite nhan thic, hidu vi cé hinh dang A4
v cde sif kidn cha qud trinh.

Ty gidm sit (Self-monitoring) Mot dic difm tinh cdch thé hién khi niing cilia
midt cd nhin trong vide difu chinh hanh vi eha minh cho phil hep véi cde y&u 18
finh hudng bén ngodi.

Tu trong (Self~esteem) Mikc A% mdt nguin thich hay khong thich chinh bdn than
mink.

\Y

Vai trd (Role) Tap hop cdc chudn mye banh vi md mét nguini ndm gid mot vi i
nhit dinh trong madt thite the %3 hoi phai tedn thi.

Val trd glao tiép cd nhin (Ffnterpersonal Roles) Vai trd bao gém cdec hoat ding
tién phong, lanh dao v giao tiép.

Val trd quan Iy (Management roles) Cic pham tri riéng biét cia hanh vi quin
1§.

Vai tré quyét dinh (Decisional roles) Vai ird ela cde doanh nhan khéi nghigp,
nhilmg nguin xU 1§ tinh hudng bt trdc, nguii phan phai nguén lye vi nguin thuong
thuy&i.

Vin dé (Problem) Su khic bi#t giira tinh trang cbng viéc hién tai va tinh trang
mong miudn.

Van hod cong ty (Organizational culture) He théng cdc gid tri chung trong céng
ty cb dnh huémg quan trong dén hinh vi cia céc thanh vién,

[ Chat Doanh nphidn v Chie ndng Qudn Iy Ngudn Nhdn e




Van hod manh (Strong cultures) Vin hod cong ty mb cde gid tri then chdl duoe
thé hi¢n manh mé& vi dwoc chia sé rong rii trong toin cong ty.

Van hod quic gia (National culture) Cie quan difm va thdi 26 chung eia efe o
nhin trong cing mét quéc gia ob anh huadng i hinh vi va cdeh nhin nhin vé& the
g1 cila hg,

X

Xiac dinh nhiém vu (Task identity) Mie dé mi mdt cong vide dbi hdi sy hodn
thanh edn bd hay mdt phin xdc dinh coa nhigm v,

Xay dung mue tién truyén thing (Traditional objective setting) Cic muc tidu
duoc dat ra trude hét cho cip quan 1y cao nhit, sau 36 duoc chia thanh cde mue
tiu nhd cho timg cip trong cong ty. Cip cao nhil dua ra cdc tiéu chudn cho wat cd
cle clp dudi.

Xay dung nhom (Team building) Giao 1€p qua lai gifa cic thanh vién trong
nhém lam vige nhim hoc héi cdeh suy nghl vi lim vige clia cde thanh vién khic.

Xé&p hang thit twr theo nhim (Group order ranking) Phuong phip ddnh gid k&t
qua cong viéc bing cdch nhém nhimg nguin lao dong theo céc tidu chudn phan
loai dugc sip xE€p cd thii t,

Xir Iy van ban (Word processing) Phin mém cho phép ngudi st dung vigi, thay
ddi, bidn thp, sira chifa, xod hay in the tir, bdo cdo v vin bén.

Y

Yéu tb ding lue (Motivators) Céc y&u 1d am ting mitc 4§ thod min trong cong
Vike.

Yéu té hanh vi cia thdi d6 (Behavioral component of an attitude) Khuynh
hugmg hinh dong thee mdt cich nao diy d6i vai ai hode difu gi d6.

Yéu to phong ngia (Hygiene factors) Clic y&u 16 loai trir su khéng thod miin.
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Phu luc C - Théng tin bd sung

Chuong trinh Phit trién Dy dn Mé Kong 4 bign soan bd sich danh cho cdc nhi quin
1% va chii cic doanh nghiép vira v nhd & Viét Nam. Mdi cudn sich duoc thiét k& 48
sir dung mit céch linh hoar. Biéu nay cd nghid 1i mot ngwid cé thé tr nghién ciu 1odn
bé cudn sich, mdt gido vitn cb thé sir dyung 42 gidng day, hodc chuyen gia tu viln cd
thé dding dé tham khéo cho céng tic chuyén mdn cia minh. Bb sich gdm hai nhém
chi dé;

« Quin trj Ngudn Nhin lue trong cde Doanh nghigép Vita va Nho

o Quin tri Marketing trong cdc Doanh nghi¢p Vi va Nho

Nhim chi dé 1: Quan tri Nguon Nhéin luc trong cic
Doanh nghiép Vira va Nho

1.01 Chi doanh nghitp vi chite ndng quin |9 ngudn nhin Lyc

1.02 Phan tich cong vige

1.03 Mo 14 cong vite, yéu cdu chuyen mon v cac titu chufin két qua cong vise
1.04  Thu hit, tim ki#m va lra chon ngudn nhin lec

1.05 He thing tién luomg v tidn cong

Nhém cha dé 2: Quan tri Marketing trong céc
Doanh nghiép Vira va Nho

201 Cic khii niém co bin vé Marketing

202 Thu thap thong tin v& khich hing

203 Thu thap thémg tin v& qud trinh va xu hwdng mua hang cia khich hang
2.04 Thi truémg muc tigu

205 K& hoach hod vi phit trién sin phém

206 Gid va chign loge gid

2.07 Khutch tnrong sin phim va quing cio
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Quan tri Ngudn Nhan lyc va
Marketing trong cac Doanh
nghiép Vira va Nhé

Chulong trink phit trign dy &n Mi king

PHIEU PAT MUA SACH

Ho v 1én:

Era chi:

Tinh/Thinh phd:

Brién thoai:

Fax; E-mail;

Tén sich S0 lhromg Gid Téng

|
|
|
|

Ting




Phuong thirc thanh toan

O  Bing tifn mit

O  Biing Séc, thanh todn cho Nhd Xudt bin Tré TPHCM
O Chuyén tién bing duimg buu di¢n
a

Chuyén khoin qua Ngan hang tdi
Nha Xudt bdn Tré
Tdi khodn sd. 7I0A00637
Tai: Ngdn hdng Cong thuomg
Chi nhdnh 3, TP HS Chi Minh

O  Bing thé tin dung:
0 VISA

2 MASTERCARD

S5 thé Mgy hat han

Vian chuyén
O Toi mudn nhin séch tai Nhi Xuit bin

O Xin hay chu}'&i sach cho 10i qua dutmg buu dién

X4c nhan

N perdn At i ky tén vd ddng dde Negdy

Xin gui phiéu dang ky nay tdi:
Nhia Xudt bén Tré

161 Ly Chinh Théng

Quin 3, TP Hé Chi Minh

Tel: 9316211 — 8465595 — 8465596 — 9317849
Fax: (84-8) 8437450

Email: nxbitref@hem. vion.vn



Quan tri Ngudon Nhan luc va
Marketing trong cac Doanh
nghiép Vira va Nho

Chuiong trinh phit triin dy &n Mi kbng

PHIEU PANH GIA

Chuong trinh Phdt tridn Dy dn M2 Kdng ot mong ban doc g lei phi®u dinh gid
cho ching 161, Chidng 181 52 phin tich thong tin phin hdi d€ c6 the cung cfp cho
ban doc nhitmg dich vy @t hon, cling nher bign soan thém @i lite dio o cho cic
nhi quin 1% doanh nghigp vita vi nhd, T cd cdc thimg tin rong phidu ddnh gid
ndy s& duge bdo mat. Xin hiy danh 10 phiit 0 hodn thinh phi€u dénh gid va gir
phigu vé dia chi dudi day, bing fax hode qua buu dién,

MNgodi ra, néu ban cb cdu hoi lign quan dén ndi dung eudn sdch, Chuomg trinh Phin
trién Dur dn Me Kong 58 chuyén cdc cin hdi cia ban i tic gid (che dén thing 9
nam 2001). D¢ nghi gii cau hdi cung vai phifu ddnh gid ndy bing fax, ther hodc
thu dién i téd MPDF theo dia chi sau:

Chuong trinh Phat trién Dar dn Mé Kong
63 Phi L§ Thaii T4, Ting 7
Ha Noi, Viét Nam
Pién thoai: (84-4) 824-7892  Fax: (84-4) §24-7898
E-mail: dlien@ifc.org

I. Cho bidt t4n cudn sdch mi ban mudn gop ¥ kitn?

[

Ran di nghe néi #8n hoge nhin thily cudn sach niy ln dfu ten o dao?
¥ tuyEn

i

Bio chi

3} mat khod hoe mi tod tham di

O3 mid cudc hoi thio ma i tham du

Tir mest mgudn ban

) hitu sich

Khic (Xin hily néu rd)___
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Ban 43 s dung cudin sdch nay wrong hodn cinh nio?

O Treng cic khod hoc & infmg Bai hoo/Cao ding
O Hai thio

O Cong tic nr vin

O Tu nghitn i

Ly do chinh ma ban mua codn sdch?

O Mot s6 nguid gidi thidu cudn sich wii i

0 Cudn sich 14 tai lidu bit budc trong khod hoc md 16i tham du

O Tai nghii dling cudn sich cé thé gidp 161 khéi sy cdng vide kinh doanh cia minh

O Tai nghi rling cudn sfch o6 thé gidp 18i cii tifn cong vike kinh doanh hign nay
elia minh

O Tai thich cich trinh bity cla cudn sich

O Cudn zich ndy ré hon so woi mdt s6 cudn sdch tuomg e

Phin nio cia cudn sich duge ban nghién ciu nhidu nhdt?

Bai wp wr kidm tra

Bai 13p thie binh

Bi tap tinh hudng

K& hoach img dung

Mol dung cia cudn sich
Phin khic

oooooag

Phdn nag cia cudn sden dupe bar nghidén ciu it nha?

Bai tap o kifm ira

Bai t4p thye hanh

Bt t4p tinh hudng

K& hoach tmg eng

MN&i dung cda cudn sich
Phin khic
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7. Méu bgn 14 chil doanh nghigp, ban 83 &p dyng nhing kifn thic nghifn cbu dugc i
cudn sich ndy vise thise 8 cong viee kinh doanh cia minh nhu the nio?
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Tai d& hiffu bigt duoc nhidu hon tnede

Tai d3 =ir dung nhimg kifn thitc nghién cifu J& xem xét lai cong viée kinh doanh
hidn nay clia minh

Téi di sit dung nhilmg ki€n thic nghin citu d€ dua ra nhimg bién phép quin 1§
mdi

Toi khtng sir dung nhidu nhimg kién thitc nghién ciu tir cudn sdch vi thay chiing
khang phit hop

Ly de khic (xin néu i)

Ban cd thé ir dung bai t4p ng dung 3 giki quydlt cic viin 38 trong céng ty minh?
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€6 thé 4p dung hiu h&t ké hoach dng dung
6 thé dp dung khodng mét nira k& hoach img dung
Hiu nhu khéng dp dung dugc mét k€ hoach img dung nho

MEu ban hiu nhu khong thé dp dung dige mot ke hoach img dung ndo, xin ban cho
biét 1§ do.

Ban diinh bao nhitu théd gian &€ nghifn edu cudn sich niy? Xin hiy wdc tinh theo =8

gidr.

O 1 d&n S gits

O 5 dén 10 gio

O 103 15 gid

O 15 dén 20 gid

O Khodng thin gian khic (xin hiy ndu ri)

Ban hiy ddnh gid cudn séch niy theo thang difm dudi diy?

R rang 1 2 3 4 Khéng rd ring
Thi +i 1 2 3 4  Khonghivi
Rt hite ich 1 2 3 4 Khing hitu ich
Qs di 1 2 3 4 Quikhé
Mt qud it thivi gian/ 1 2 i 4 M4t qud nhifu thii gian/

ebng sie nghién cio cong sic nghién cim



11. Ban hiy dénh gié vé Bai t3p Thuc hinh?
O Quadé 1 2 3 4  Quikhé
O Heply 1 2 3 4 Khong hyp Iy

12. Gii ciia cudfn sdch niy nhat the ndo?

O Qud cao
O Heply
O Quid thap

13. Ban sé:

O Mua cudn sich khic & cing nhém chi dé
0O Mua cudn sich & nhém chi d¢ khic
0O Gidi thitu cudn sich nky wii nguin khdc

Y klén bd sung
Méu ban ob thém ¥ kién hay nhin xét v cudin sdch nay holic phin nio cha cudn sich, xin
vui bng cho bift.
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