CHUONG 3
TUYEN MO VA TUYEN CHON NHAN LUC
(TUYEN DUNG)
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|. Kh&i niém va yéu cau ddi voi tuyén
dung

1. Qué trinh tuyén md

1. Qua trinh tuyén chon
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. Khai niém va yéu cau doi v&i tuyén dung

1. Khai niém

= Tuyén md: 1a qué trinh thu huat
(rng c vién tlr nhirng ngudn khéac
nhau dén ndép don dang ky tim
viéc lam

= Tuyén chon: la qua trinh sang loc
(’ng c vién, lwa chon trong s6 ho
nhitng nguwdi pht hop nhat voi
y&u cau cdng viéc

= Tuyén dung???
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. Khai niém va yéu cau doi vé&i tuyén dung

2. Yéu cau ddi véi tuyén dung

> Tuyén dung phai xuat phat ti
nhu cau thwc té& vé NNL cua to
churc

» Nhan biét dwoc nhirng trng cl
vien tot

> Tuyén dung ngudi, dung viéc
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1. Qua trinh tuyén mo

1. Cac yeu to anh hudng den
tuyén mo

> C&c yéu to bén trong?

> CAc yéu td bén ngoai?



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

2. Nguén va phwong phap tuyén mo

Nguoén ndi bd

Uu diém

Tiét kiém

Nguwoi 1anh dao hiéu tinh
cach va tai nang cua
nguoi lao dong

Nguoi lao dong dé thich
nghi v&i chd lam viéc
moi

Tao dong Iwc cho nguoi
lao dong

Nhwoc diém

= Khong tan dung tai
nang va phwong phap
lam viéc mdi tr bén
ngoai

= Po6i khi nguén lwc bén
trong khong dap wng
yéu cau

= C6 thé gay mau thuan
noi bo
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Céac phwong phap tuyén mé tlr nguén ndi bd

Tham khao y kién: hoi y kién can bod nhan sw, nguoi
tién nhiém, nhirng ngwdi cé uy tin..

Théng béao cong khai: théng tin vé cac vi tri can tuyén
dwoc thong bao cong khai, nhirng ngwoi dap rng
yéu cau déu c6 thé du tuyén

Sw dung thong tin vé NNL dwoc Iwu gitr trén phan
mem cac dac diém nhan s dwoc lwu lai trén phan
mém quan ly, khi c6 nhu cau tuyen dung, can bd co
trach nhiém dwa ra yeu cau cu thé va may tinh sé
gitp ho tim dwoc nguwdi phu hop
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2. Nguén va phwong phap tuyén mé

Ngudn bén ngoai

Uu diém Nhwoc diém
= Co hoi lya chon lon hon ||« Chiphi tdn kém

= Co the lva chon dwocC||. Kha nang nham Ian cao
nhirng ngwoi cd phong

cach 1am viéc méi = Can thoi gian hodi nhap
' ban dau

= C6 thé lwa chon dwoc
ngwoi thich hop ma
khong anh hwong dén
co’ cau to chure
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Céac nguon bén ngoai

= Hoc sinh, sinh vién

= Lao dong tw do trén thi trvong
= Nhan vién cla cac td chirckhac
= Nhan vién cu

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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Phwong phap tuyén mé

= Quang cao

= Cl can bd dén cac co sé dao tao
= Céc co quan chuyén tuyén dung
»= Sinh vién thwc tap

= HOI cho viéc lam
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Théng bao tuyén dung

> Gidi thiéu vé tb chirc, Iinh vwe hoat déng

> M6 ta ngan gon, chinh xac vé nhiém vu dé ngudi
tim viéc hinh dung ra céng viéc cua minh

> Pua ra yéu cau doi voi rng clr vién

> Thu lao (tién lwong, thu nhap...)

> Dia chi co’ quan va han cudi cing ndp ho so
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1. Qué trinh tuyén chon

= Nghién ctru, phan loai ho so

= Tiép xic so bd

= Kiém tra trinh do

= Phdng van sau/phdng van tuyén dung

= Tham tra

= Phédng van béi ngudi 1anh dao truc tiép

= Kham sirc khoé

= Tham quan cbéng viéc, thir viéc

= Ra quyét dinh tuyén dung va thuc hién cac hoat
doéng dinh hwdng
Lwu y: viéc tuan tha cac bwéc tuyén chon tuy
thudc vao tirng céng viéc

ongThanCong.com https://fb.com/tailieudientucntt
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Ho so xin viéc

1. Ly lich
= Thoéng tin chung: tén, ngay thang nam sinh, dia chi,
dién thoai

= Kinh nghiém lam viéc va dia chi cua cac noi da ting
lam viéc, cac vi tri da dam nhiém, ngay bat dau va két
thdc lam viéc & do

= Trinh d6 hoc van: qua trinh hoc tap, dao tao dac biét,
bang cap, chirng chi

= Nguoén tham tra vé cong viéc va cé nhan: thong tin dé
lien hé

2. Thw/don xin viéc
=  Thw/don xin viéc theo mau sdn hodc do trng cl vién tw viét
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Thw Xin viéc

= Thé hién dwoc ban la ai?
= Ban la &ng c& vién thwe sw phu hop véi chire danh
con trong do cua td chire
v Ban khac biét v&i cac rng cr vién khac
v S phil hop vé chuyén mon, sé thich ca nhan, kinh nghiém
cong tac, gia dinh...
= Sy sang sua trong cach thé hién va trinh bay van dé

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Khi danh gia ho so, can...

= S dung ban Yéu cau cong viéc ddi véi ngudi thuc
hién

= Xay dwng tiéu chi danh gia/phan loai hd so

= Ghi chep lai nhwng diém chuwa rd rang trong hod so
(ve qua trinh cong tac, nhirng khoang trong I&n trong
cobng viéc, thay doi lien tuc trong dinh huo’ng nghe

nghiép, ban Iy lich cdu tha, sao chép cua nguoi
khac...)
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Kiém tra trinh d® chuy@&n mén

= Bai kiém tra trac
nghiém

= Bai kiém tra viét vé
chuyén mon (tw luan)

= Két hop
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Muc dich phdng van

= Nam bat thém nhirng théng tin vé kién thirc, trinh
dd va nang lwc cua rng ctr vién

= B sung nhirng théng tin con thiéu va chwa rd
rang

= Danh gia liéu UCV c6 déc diém ca nhan can thiet
dé dam nhan vi tri can tuyén hay khong

= Hiéu r6 hon vé nguyén vong nghé nghiép, muc
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Hoi ddng phdng van

= Can bd phu trach nhan s : kha
ndng chuyén mon nghiép vu vé
tuyén dung dé nhan xét ng clr
VIEN

= Lanh dao co quan/ngudi dwoc uy
quyén

= Nguwdi 1anh dao trwe tiép: hiéu ré
nhat vé kha nang dam nhan céng
viéc cua rng cr vién

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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No6i dung phdng van

= Cé&c cau hdi lién quan dén codng viéc sé
dam nhiém, hiéu biét cia UCV vé t0
chirc

= Cé&c cau hdi vé quéa trinh nghé nghiép
va cac co s&@ ma UCV da lam

= Cé&c cau haéi lién quan dén trinh dd hoc
van

« Cac cau héi d& danh gia hidu bidt xa
hoi, s& thich...

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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Phan loai phdng van

= Theo hinh thirc
v'Phong van theo mau: cau hdi dugc chuan bij trudc
v'Phong van tu do: cau hoi khdng dugc chuan bi

truGc
v'Phong van ket hgp J—
* Theo tinh chat -

v Phong van tinh hudng

v'Phdng van cang thang
* Theo so lwong ngwei tham gia

v Phong van ca nhan

v'Phong van tap thé
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Phéng van cang thang

= Nhiéu cau hdi héc bla xung quanh nghiép vu

= M6t s6 cAu hdi kho chiu, déi khi mang nang tinh chat
khiéu khich

= Poi khi tao ra moi trudng dé wng clr Vién phal chiu

swrc ép (n0| chuyen dién thoai qua lau voi ai do, dé
cho nhan vién ra vao trong ltc phéng van...)
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Muc dich cua tham tra :
‘ = Kiém tra lai thong tin ma
U'ng cU vién da cung cap
= Phat hién thém nhiing tiém
nang cua UCV ma cac budc
tuyén dung trudc chua cho
phép thay ro
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Nguwdi tham tra thich hop

= Cap trén trwe tiép da lam viéc
trwdc day

= M6t dong nghiép than thiét

= Cap dwdi truc tiép cla irng cv
vVién

= Thay gido, ban bé, nguwdi than



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Panh gia &rng c vién

Panh gia irng cr vién trén cac phwong dién:
v'Trinh d0 chuyén mon
v'Kinh nghiém
v'Tac phong
v'Kha nang giao ti€p
v'M(rc d6 chiu cdng thang
v
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Pinh hwdng nhan vien m¢i (xa hdi hoa nhan

VIENn )

= Muc dich cua viéc dinh huwéng la
giup d& cac nhan vién maoi:

v'Lam quen v&i moi truong lam
ViecC

v'Tao tam ly thoai mai va tinh than
nhiét tinh

v'Bat dau cong viéc mGi mot cach
hiéu qua
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Dinh hwdng giup nhan vién maoi...

v'Hiéu rd hon vé cdng viéc va cac ky vong cua
to chlrc

v'Cam thay dugc chao don va dudc danh gia
cao

v'RUt ngan thdi gian lam quen vd&i cong viéc

v'Nhanh chong dat két qua cao trong cong Viéec
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