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|. Kh&i niém va ndi dung cua PTCV
. Ung dung ctia PTCV trong cac hoat
dong QLNNL
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|. Khai niém va ndi dung cua PTCV
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l. Khai niém va ndi dung cua PTCV

Phan tich cong viéc (PTCV) la qua trinh:
= Thu thap va té chlc cac thdng tin lién quan dén
céng viéc
= XAc dinh cac nhiém vu, k§ nang, trinh do can cé dé
thwe hién cong viéc mot cach thanh cong
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11.2. N&i dung cua PTCV
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Gl THONG TIN VAN BAN
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< Lwa chon phuwong < Ban M6 ta céng

Q A s
Lap danh muc cac phap thong tin viéc

vi tri viéc lam
, < Ban Yéu cau cua
<> Tién hanh thu thap cong viéc

thong tin R
J <> Ban Tiéu chuan thyc

<& Tham dinh thong hién CV
tin
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Lap danh muc cac vi tri viéc lam

=  Xem xét so dd co cau td6 chirc (hién tai cling
nhu twong lai)

=  Xéac dinh céc vi tri cong viéc clia moi bd phan,
phong ban

= Lap danh sach cac vi tri viéc lam
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Cac phwong phap thu thap thong tin

Bang cau hoi:
ng thong tin vé cong

n o ngcau I

C

v ch pdéthu pthongtinveécong ¢ a

moi vi tri trong t6 chirc

v Uu m
» Cho pthu pnhanh cthongtinvé cong c;
> t m ¢ n c( igan, n ¢ va nhan
c) chophan chcong <c
v C m
> tké ngcau 1 n u igian
> itra 1 thé u mcau inén dwa rathdng

tin u nh cC
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Cac phwong phap thu thap thong tin

Phéng van : Dat cau héi trwe tiep v&i ngwdi thwe
hién cong viéc.

v ch pdéthu pthongtinvécong ¢ a moivitri
trong td chirc
v, Uu m: Thong tin chi t, i ng n thé i
chcau i,thay i «ch tcau idé i tra idua
rathongtin nh c
v C m: n igian

Quan sat : trwc tiep quan sat cong viéc dwoc
thwc hién nhw thé nao trén thuwc te.

v ng p ng i icong cdéquan t .

v Uu m c thong tin phong phu vé cong ¢

v C m the p n ng a i cquan t.
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Cac phwong phap thu thap thong tin

= Ghi nhat ky cong viéc: CBCCVC tw ghi p lai
c hoat dong thwc hiéncdng ¢ a nh

4 ch p de thu ﬁ thong tin vé cong ¢ a lao
ng ng nhucongnhan ¢ p

v Uu m: t

v c m: i tra i thé dua ra thong tin
khong ngsu t, ¢ ghi pkho m o nh
ien ¢
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Cac phwong phap thu thap thong tin

= Ghi chép céac tinh huong bat ngé, quan trong: quan
t va t nra ¢ nh ng tngo nh
ng n t cong ¢C
v. ¢ch pdéthu pthong tin bo sung
v Uu m: cho p m pha ngyéu u c t
i C h n khi vy ra ng nh ng t
ngo
v C m: n igian,cong ckhithu pthong tin
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Tham dinh thong tin

* Muc dich:
v/ Kiém tra dd chinh xac cua cac
thong tin dugc cung cap
v/ Bd sung nhirng théng tin con
thiéu
= Nguon tham dinh thich hop
v Can b0 quan ly truc ti€p
v Dong nghiép
v' Cac chuyén gia

@
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Ban M0 ta vi tri viéc lam : Ba ndi dung co ban

v/ M0 ta cong viéc: Cac nhiém vu can hoan thanh

v Yéu cau cua cong viéc doi véi ngudi thuc hién: trinh do
va k¥ ndng déc thu can cé dé hoan thanh cdng viéc

v Tiéu chuadn k&t qua cbng viéc: thudc do danh gia két
qua cdng viéc
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Mo ta cong viéc

= Gidi thiéu vé cong viéc: tén cong viéc/ chirc danh
cong viéc, b6 phan/phong ban

= Cé&c nhiém vu thiét yéu, cac trach nhiém

= Cac moi quan hé: moi quan hé béo céo va quan hé
giam sat doéi v&i vi tri cong viéc

= Céc diéu kién thwe hién cong viéc
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Yéu cau cla cong viéc doi v&i ngudi thwe hién

= Yéu cau vé trinh do hoc van

o YéAu cau vé trinh do chuyén
mon

= YEu cau Vvé kinh nghiém

= Yéu cau vé ky nang/ nang luc

= Cac yéu cau khac
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Tiéu chuan két qua cong viéc

= CAc tiéu chiftiéu chuan dé danh gia
s hoan thanh cong viéc

= La co so dé doéi chiéu voi két qua
lam viéc thuc té
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Tiéu chuan két qua cong viéc

= SO lrong (s6 lwong sadn pham, doanh thu, s dau
cong viec thyc hién, so lwgng hd so da xwr ly, s
Iwo’ng) cong viéc da giai quyét, sb lwong bao céo da
Viét

= Chét lwvong (chat lygng cong viéc, nhirng sai sot
trong Xt ly ho so; s6 lwgng don thw phan nan/khiéu
nai, s phan tich xac dang trong bao cao...)

= Thoi gian (hang ngay, hang tuan, cham nhat hai
ngay ké ttr khi co yéu cau...)
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Ung dung clia PTCV

Tuyén dung va
1 Quan he |ac dong

bién ché

Danh gia nhan vien @
Pao tao, phat trién
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