Chuong 2:

PHAN TICH,

THIET KE CONG VIEC

' KHOA QUAN TRI KINH DOANH |

[ GV.LETHIHANH )




-

.
TAI LIEU THAM KHAO

*hkkkkkkk

B Ts. Tran Kim Dung, giao trinh QTNNL,
NXB thong ké — 20086.

® Ts. Nguyen Ngoc Quan va Ths Nguyen
Van bién, gido trinh QTNNL, NXB trudng
PH Kinh Té Quobc Dan- 2007.

B MOt sO tai liéu tham khdo khac.



y S
... CHUONG 2:

PHAN TiCH & THIET KE CONG VIEC

MUC TIEU CHUONG

> Hiéu khai niém phan tich va thiét ké céng
Viéc

> Nam duoc quy trinh phan tich va thiét ké
cong viéc

> Biét cac tai liéu lién quan dén vi tri, céng
viéc cu thé
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1. PHAN TiCH CONG VIEC:
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1. PHAN TiCH CONG VIEC:

« Cung cap cac thong tin: dac diém, yéu cau
va tiéu chudn cula cong viéc.
1.2

£ 1« Sap xép, tuyén dung, b6 tri, thuyén chuyén
'-.“L(_)'IICH:.-’ P Xep, tuy ing y y

nhan su phu hop.

« Panh gia két qud thuc hién cbng viéc
e Xay dung chuong trinh dao tao thich hop .

* Gidm thi€u chi phi, rui ro.
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1. PHAN TiCH CONG VIEC:
Budc 1: Xac dinh muc dich cua phan tich cong

1.3

(12 )
CAC

BUOGC
PHAN

TICH

Viéc

Budc 2: Lua chon nguoi phan tich cong viéc
Budc 3: Lua chon phuong thic thu thap théng
tin.

Budc 4: Tién hanh thu thap théng tin.

Budc 5: Ki€ém tra mic do chinh xac cla thong
tin

Budc 6: Trién khai xay dung cac ban mo t3
cong viéc, yéu cau cong viéc va tiéu chuan
cong viéc.
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1. PHAN TiCH CONG VIEC:

e Khi t6 chirc mdi thanh lap.
 Khi xuat hién coéng viéc mai
* Khi xuat hién nhiing thay do6i vé noi

KHI NAO =11 T
CAN PHAN dung trong cong viec...
TiCH? » Khi ap dung céng nghé mai, phuaong
phap mai.

* Khi t6 chlrc can ra soat chu ky hoat
dong.
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1. PHAN TiCH CONG VIEC:

> Phéng van truc tié€p va so sanh cau tr
pHUoNG . |01 tU nhi€u ngudi lao ddng vé cuing cong
PHAP THU | Viéc.
THAP ~ ' > Lap bang cau héi: ding ban cau hai thiét
THONG ,-ap bang ¢ J
TIN PHAN = K€ lién quan dén cbng viéc.

TICH » Giam sat Ighi hinh va ghi chép hoat dong

truc ti€p nhan vién thuc hién cong viéc.

» Nhat ky cong viéc, ghi chép su kién,..
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1. PHAN TiCH CONG VIEC:
a. Ban mo ta cong viéc: mo ta chi tiét vi tri
cong viéc, chic nang, nhiém vu can thuc
14 hién,...
CAC TAI ] ) i o
LIEUVA b. Ban yéu cau cdng viec: yéu cau vé ky

THONG  nang, trinh d& chuy&n mén, tién trinh thyc
TINPHAN s

TICH

c. Ban tiéu chuan coéng viéc: dua ra tiéu chi
vé sO lugng va chat lugng,nham danh gia
hiéu qua cbng viéc va tra thu lao cho nhan
VIEN
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2. THIET KE CONG VIEC:

-

.

1.1

\

KHAI NIEM

J

“La qua trinh xac dinh cac nhiém vu, trach
nhiém cu thé dugc thuc hién bai tung
nguai lao dong trong to chuc cling nhu
cac diéu kién cu thé dé thuc hién cac
nhiém vu, trach nhiém do.”
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2. THIET KE CONG VIEC:

2.2

CAC YEU

TO CAN
XAC
PINH

» NOi dung cdng viéc.
» Cac trach nhiém doi vaéi td chuc.

> Cac diéu kién lao dong
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2. THIET KE CONG VIEC:

>Thiét ké céng viéc theo ca nhan
= P
CAC »Thiét ké cong viéc theo nhém
PHUONG
Al >Thiét ké cdng viéc theo day
chuyen
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