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MUC TIEU CHUONG

v" Hi€u duogc khai niém va vai tré cua tuyén mo va
lua chon NNL

v' Cac nhan té anh huéng dén qua trinh tuyén mo
va lua chon.

v" Quy trinh tuyén mod va lua chon ?

v' Panh gia két qua tuyé€n dung va thuc hién bo tri
nhan su
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KHAI QUAT TUYEN DUNG:

La qud trinh bao gom :

*  Tuyén mé,

* Tuyén chon,

* BO tri

chiing dugc lién két chat ché véi nhau.
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1.1. KHAI NIEM TUYEN MO

“Tuy€n mO 1a qud trinh thu hdt nhiing Ung
vien ¢6 nang luc phu hop tham gia vao qua
trinh tuy€n chon cla céng ty.”
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- Nhiéu ngudi tham gia . Tuy€n chon

) Ty 1é ngudi dugc chap nhan

U'ng vién co trinh do lanh nghé cao panh gia
< Ve ~n n n . A = A Cﬁn ViéC
g' ‘ Céac van dé ton tai cong viéc J VIS
Z Cung lao dong- muc luon
g 5 40 CONg- Ttk Mo Th lao
I:_, ) Murc luong hap dan
Ung vién co tay nghé. + Pao tao va
> . . o Phat trién
) Giam thai gian va chi phi dao tao.
BO tri cong viéc thich hop "M&i quan hé
— Hinh anh céng ty anh hudng s6 luong Lao dong

don xin du tuyén clia Ung Vvién
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1.2 MUC TIEU CUA TUYEN MO

Thu hat nhirng nguoi tai
® BG nhiém va bo tri lai nhan su.

® Kich thich tinh than lam viéc, tinh sang tao, dat
hi€éu qua cdng viéc cao hon.

® Tao nguodn sinh luc mdi cho doanh nghiép.
B XAy dung va phat trién van hoa t6 chirc tot hon.
® Tang lgi thé canh tranh cho doanh nghiép.
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. CAC NHAN TO ANH HUOGNG TUYEN MO:

Uy tin cua doanh nghiép

Thong bao tuyén dung.

Chinh sach quan ly nhan su

Quan hé vai trung tam gidi thiéu viéc lam
Tai chinh cua cong ty.

MOi quan tam gilra cac nganh nghé.

Thi truong lao dong

Poi thu canh tranh cung nganh.
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1.4 . CAC NGUON TUYEN MO:

| NGUON BEN TRONG |

U'ng vién la nhan vién bén trong cong ty. Ho dugc:

=  Gidi thiéu tUr can bg, cong nhan trong to chuec.

= Thoéng bao tuyén dung cong khai cac chirc danh
can tuyén.

= Pé bat dua trén thong tin vé qud trinh lam viéc,
trinh d0, thanh tich ca nhan,...
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1.4. CAC NGUON TUYEN MO:

| NGUON BEN TRONG |

Loi ich:

- Biét dugc nang luc va pham chat clia nhan vién.

- Nhan vién nam bat va thuc hién cong viéc nhanh hon.
- Tiét kiém thai gian va chi phi tuyén dung

- Tao co hdi thang tién cho nhan vién.

Nhuoc diém:

- Nhan vién lam viéc theo khudn rap, khéng sang tao, thi
dua.

- Thuc hién khéng tot => mat doan két ndi bo.




" S
CHUONG 4: TUYEN DUNG & LUA CHON
NGUON NHAN LUC

1.4. CAC NGUON TUYEN MO:

| NGUON BEN NGOAI |

MOt sO nguon bén ngoai:
" Tu ban be, nguoi than cua nhan vién.
* Tu nhan vién cii cua cong ty.
= Ung vién do quang cao.
* Thu hat tir su kién dac biét(hdi chg).
= TU c4c truong dai hoc, cao dang
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1.4. CAC NGUON TUYEN MO:
. NGUON BEN NGOAI |

Uu diém:

Thu hat nhiéu nhan tai tham gia cong ty

Tao phong canh lam viéc méi mé .

Phat trién ky nang, kinh nghiém cho nhan vién.

Giam chi phi dao tao, hiéu suat cong viéc cao.
Nhuoc di€m:
- TOn nhiéu thai gian va chi phi tuyén dung va thir viéc.
- Gidm co hoi thang tién cho nv trong t6 chc.

U'ng vién céan thdi gian thich Ung céng viéc mai.

Lua chon dugc Ung vién phu hop cong viéc khé khan
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2. QUY TRINH TUYEN MO:

Budc 1: Lap ké hoach tuyén mo.

Budc 2: Lua chon gidi phap tim ki€m ngudi xin viéc.

Budc 3: Panh gia qua trinh tuyén mo.

Budc 4: Gidi phap thay thé.
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2.1. LAP KE HOACH TUYEN MO

" Xéc dinh vi tri, sO luong ngudi can tuyén

* NguOn tuy€n mO va phuong phap tuyén mo.

* Thanh 1ap hOi dOng tuy€n dung.

* X4c dinh thoi gian, dia di€m, chi phi tuy€n mo6

. Né';n rd cac chinh sach, muc tiéu, quy dinh phap
ché cua nha nudc va to chuec.
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XAC DINH TY LE SANG LOC QUA:

Can c vao thj truong lao dong (cung- cau lao
dong)

* Can c’r vao chat luong clla NNL.

* Can cu vao muc dd phuec tap cua cong viéc.

* Cé&n crtam ly chon nghé cua tap thé ngudi lao
dong

* Kinh nghiém t6 chirc trong cong tac tuyén mo.
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2.3 CAC HINH THUC THU HUT NNL:

> Thoéng qua gidi thiéu cua can b6 cong nhan vién
chuirc trong va ngoai DN.

> Thoéng qua quang cao

> Thoéng qua trung tam gidi thiéu viéc lam

> Tuyén truc tiép tU cac trudng Pai hoc, cao dang,
trung cap,...

> Thoéng qua hoi cho viéc lam.

> Thoéng qua truyén thong, internet,...
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2.4. DANH GIA QUA TRINH TUYEN MO:

B SO lugng ho so du tuyén.
B Thoi gian dé thuc hién tuyén mo
® Chi phi tuyén mo
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2.5 GIAI PHAP THAY THE CHO TUYEN MO:

" Lam thém gio.
" Nho gilp tam thoi
= Hop dong thau lai.

" Thué lao dong tu cong ty khac.
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3.1 KHAI NIEM TUYEN CHON:

“Tuyé&n chon la qua trinh danh gia va chon loc ky
luong cac ung vién phu hop va@i yéu cau cong
viéc dat ra cua té chuc”.
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3.2 VAI TRO CUA TUYEN CHON:

B Pua ra cac quyét dinh tuyén dung dang dan.

® | ya chon nguoi c6 ky nang phu hop véi chién luoc
va muc tiéu clia to chuec.

® Giam chi phi va rui ro trong qua trinh thuc hién cong
viéc.

® Anh huéng dén chién lugc kinh doanh cla t6 chuc.

B Ppanh gia muc d6 thdng tin chinh xac va khoa hoc

haon.
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3.3 CAC YEU CAU CUA TUYEN CHON:

B Xuat phéat tir ké hoach san xuat kinh doanh va ké
hoach NNL.

B Tuyén ngudi co trinh d6 chuyén moén-> dat nang
suat va hiéu suat cong tac cao.

B Tuyén ngudi co tinh than va trach nhiém lam viéc
cao, gan bo vdi cong viéc, ..
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Tiép nhan HO so

A

Phéng van so bo

®luuy:

Quy trinh tuyén dung c6 thé
thay doéi linh hoat tay thudc
dac diém va vi tri cong viéc
can

A

Trac nghiém

A

Phoéng van chon loc
A

Xac minh, diéu tra

A

4. QUY TRINH

TUYEN CHON: Ki€m tra stric khde

A

Hudéng dan héi nhap
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4.1 PHONG VAN SO BO:

® Chon ra h6 sa dat yéu cau dua trén bi€u mau
danh gia.

® | oai bd cac Ung vién yéu kém, khong trung thuc.

B Kiém tra thong tin trong ho so du tuyén.

® Thong bao Ung vién dat yéu cau tham gia tiép

phan ki€m tra, trac nghiém,



" S
CHUONG 4: TUYEN DUNG & LUA CHON
NGUON NHAN LUC

4.2. KIEM TRA, TRAC NGHIEM:
> Cho Ung vién lam kiém tra/ trac nghiém
> CO thé dung cac dang kiém tra/ trac nghiém sau:
- Trac nghiém IQ
- Trac nghiém ky ndng, chuyén mén
- Trac nghiém kié€n thic téng quan.
- Trac nghiém tam ly, tinh cach
- Trac nghiém thanh tich,vv...

> Théng bao Ung vién dat yéu cau tham gia phéng
van tuyén chon
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4.3. PHONG VAN TUYEN CHON

® Muc tiéu:

- Thu thap théng tin vé Ung vién.

- Gidi thiéu vé cong ty.

- Cung cap thong tin can thiét cho cac Ung vién.
- Thiét lap quan hé, tang kha nang giao tiép.
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4.3. PHONG VAN TUYEN CHON

Cac dang phéng van:

* Phdng van theo mau/ khdng mau.
* Phdong van theo tinh hudng.

néng van theo nhém,

néng van theo hdi dong,

ndng van cang thang,wv...

v U U U
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4.3. PHONG VAN TUYEN CHON

> Trinh tu phdng van gom:

1. Lén ké hoach phoéng van

2. Chuan bi va lua chon ban cau hdi phdng van.

3. Xay dung hé thong thang di€ém danh gia

4. Tién hanh phdng van.

Gy

= Can chuan bi cac budc theo ding quy trinh phong

I\

van
- E)at cau hoi, lang nghe, va quan sat Ung vién.

Ch
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4.4. XAC MINH, PIEU TRA :

> Xac minh nang luc, 1ong trung thanh, trinh d9, ly lich céa
nhan cua Ung vién qua:
" Cong ty cii cua Ung vién.
" Pia phuong
* Truong hoc.
> Thong bao cho Ung vién tring tuyén.

4.5 KIEM TRA SUC KHOE:

> Cung cap cac tiéu chuan vé thé luc cho céc yéu cau vi
tri cong viéc cu thé.




" S
CHUONG 4: TUYEN DUNG & LUA CHON
NGUON NHAN LUC

4.6. HUONG DAN HOI NHAP:

* Gidi thiéu nhan vién mai véi cac thanh vién ci
trong cong ty.

* Hudng dan cong viéc, nhiém vu can phai thuc
hién.

* Thuc hién thir viéc dua theo bang danh gia

* Quyeét dinh tuyén dung chinh thirc va ky hop dong
lao dbng dai han
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