, Chwong 8
Ké hoach hoa NNL/Lap ké hoach NNL
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V.

Khai niém va vai trd cla ké
hoach hoa NNL

Quan hé gitra ké hoach NNL va
ké hoach san xuat-kinh doanh

Céac yéu t6 anh hwdng dén KKH
NNL

Quy trinh 1ap k& hoach NNL
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|. Khai niém va vai tro cida KHH NNL

1. Khai niém
- La viéc xac dinh nhu cau vé NNL trong mot_giai, doan
nao dé phu hgp vdi dinh hudng chién Iugc cua td chirg

va X3y dung cac ké hoach thuc hién/cac giai phap dé
dap u’ng dudc nhu cau do.

- La qua trinh nghién cuu, xac dinh nhu cau NNL, dua ra
cac_chinh sach va thu’c hién _cac chuong trinh hoat hoat
dong dam bao cho td chdic co du ngudn Iuc véi cac
pham chat, ky nang phu hgp dé thuc hién cong viéc co
nang suat, 'chat ludng va hiéu qua cao

2. Vai tro

v Dinh hudng céc hoat dong QTNL (cd birc tranh ton
thé vé nhirng viéc can Iam nguon kinh phi, trac
nhiém cua cac bén lién quan) nham dat muc tiéu cua
to chirc

v Diéu phdi cac hoat dong theo trat tu hgp ly va hiéu
qua
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. Quan hé gitra KH NNL va chién lvoc/ké hoach

san xuat-kinh doanh

1. Mtrc do lien két/phoi hop giira ké hoach NNL va

chién Iu’o’c SX-KD

v MUc do A: Khong cé mbi quan hé nao gitra ké hoach chién lugc
NNL va chién lugc SXKD (cac doanh nghi€p nho)

v MUc d6 B: K& hoach NNL cting nhu ké hoach chic nang khac (vi
du k€ hoach tai chinh) dudc xay dung phu hdp vai chién lugc KD

v Mu’c dd C: mGi quan hé song phuang glu’a chién lugc kinh doanh
va chién luge NNL. Chinh sach KD co the pha| xem xét lai cho
phu hgp vai tinh hinh, d3c diém NNL va cong tac quan ly

v MUc do D: hai chién lugc c6 moi quan hé chat ché, tac dong qua
lai 1an nhau. Nguon nhan luc dudc coi 13 Igi thé canh tranh cua
doanh ngh|ep, khong don thuan la phu’dng tién dé thuc hién
chlen lugc, chlnh sach. Chién lugc, chinh sach kinh doanh dugc
xay du’ng va phat trién dua trén cac Igi thé canh tranh cua NNL.
NNL I3 co s8, dong luc dé& hinh thanh chién lugc KD
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I. Quan hé gitra KH NNL va chién lwoc/ké hoach

san xuat-kinh doanh

2. M6 hinh vé& mdi quan hé giva ké
hoach NNL va chién lwoc cua to chirc

Té chirc v' Ké hoach dai han

SUEIL0 [0, S0P I v K& hoach trung/ngan han

cua cong ty

- Cac muc tiéu chién luvoc Cac véu cau vé NNL
-S0 lwong Chinh sach/chwong trinh/
-Chat lwong hoat déng NNL

@ (Kién thire, ky nang, -Tuyen dung
: - thai do...) LD
Phong ban/bd phan O

- Chire nang nhiém vu
- Céc dinh hwéng thay dbi

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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1. Cac yéu to &nh hwdng dén KHH NNL

1. Loai san pham, dich vu va chién lwoc phat trién cua
td chure

- Mai loai san pham, dich vu cd yéu cau riéng vé s8 lugng,
chat lugng lao dong (V|' du?)

- Dinh hu’dng phat trlen cla td chirc dat ra nhitng yéu cau cu
thé& v& NNL (vi du cac dich vu chat lugng cao?)

2. Sw thay d6i ciia méi trwérng

- Thay doi (cong nghe kinh t&€, chinh tri, xa hoi...) tac dong
dén hoat dong san xuat kinh doanh cla td chirc, tac dong

dén nhu ciu vé NNL
- Lam phat sinh nhithg nghé mdi (vi du?), loai bo mot s6
nghé khong con phu hdp (vi du?)
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1. Cac yéu to &nh hwdng dén KHH NNL

3. Do dai thoi gian cla ké hoach
- K€ hoach ngan han: chi ti€t, cu thé. Cac to chu’c hoat

dong trong moi tru’dng thay ddi thudng xuyén, bién dong
I6n thudng lap ké hoach ngan han

- K€ hoach dai han: dinh hu’dng cG ban. Cac td chirc hoat
dong trong mdi trudng 6n dinh thudng 18p k& hoach dai
han.

4. Loai thdng tin va chat lwong dw bao théng tin

- Ké hoach mang tinh dw bao

- Thong tin cu thé, day du, chinh xac sé tang tinh kha thi cta ké
hoach vé NNL
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V. Quy trinh KHH NNL

B~ W

. Phan tich méi trvong, xac dinh muc tiéu chién lwoc
. Dw bao nhu cau NNL (d6i v&i cac muc tieu, ké hoach

dai han, trung han) hoac xac dinh nhu cau NNL (doi voi
muc tleu ké hoach ngan han)

. Phan tich cung nhan lwc (bén trong, bén ngoai)
. Phan tich quan hé cung-cau NNL/ Can doi cung-cau
. Phan tich kha nang diéu chinh va dé ra cac chinh

sach, ké hoach, chuo’ng trinh thwe hién giup té chire
thich rng voi nhu cau mdi va nang cao hiéu qua st dung
NNL

. Kiém tra va danh gia tinh hinh thwc hién
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1. Phan tich méi trwdng, xac dinh muc tiéu cua TC

Phan tich moi trwong: bén ngoai va bén trong
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MOI trrong bén trong/ndi bo

Céac yéu t6 thudc vé nguon lwe bén trong cia toé
chwe: nhan lwe, tai chinh, trinh dé cong nghé-ky
thuat...
v Ngudn NL:

o Trinh d6 nang luc?

o MUrc dé gan két véi td chirc?

o Nang suat lao dong?

O ...

v Anh hwéng dén viéc hinh thanh va thwc hién cac chién
lwoc, chinh sach cua to chirc
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Xac dinh muc tiéu chién lwvgc cia tbé chirc

= Muc tiéu la tiéu dich hodc két qud cu thé ma té chirc
mudn dat dwoc
= Vi du: Muc tiéu ciia cong ty cap thoat nudc Bac ninh
v' Xay dwng hé thdng thu gom va x& Iy nwdc thai moi
v Tai co cau tb chirc theo yéu cau quan Iy nwdc thai
v Thiét 1ap hé thdng quan Iy nwéc thai phu hop va toan dién
v'Tang cuong thong tin khach hang va mo rong sy tham gia
cua céng dong
v Thiét 1ap hé thdng quan ly chat lwong theo tiéu chuan ISO
v
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2. D b4o nhu cau nhan lyc

2.1. CAc yéu to can quan tam khi dw bao nhu cau nhan lwe

Khoi lugng cong viéc can thuc hién

Trinh d& cong nghé ky thudt va kha néng thay doi vé cdng nghé
ky thuat

Su thay doi vé to chirc: thay doi cd cdu, phuong phap phan cong
lao dong (Ilam viéc nhdom, nhdm tu’ quan, lam giau cong viéc...)
Kha nang nang cao trinh d6 ngudi lao dong

Ty I€ nghi viéc

Yéu cau nang cao chat lugng SP dich vu

Kha nang tai chinh cla doanh nghiép dé cé thé thu hut lao ddng
lanh nghé
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2. D b4o nhu cau nhan lyc

2.2. Cac phwong phap xac dinh cau nhan lwe
2.2.1. Dw bao nhu cau nhan lwc ngan han:
v Thudng la nhu cau trong khoang 1 ndm (c6 thé ngan hon)
v’ X&c dinh cu thé sb lugng tirng loai lao dong, trinh d6/yéu cau
2.2.1.1 Phwong phap tinh theo lwong lao déng hao phi
- Co s0:
v Hao phi lao ddng cho 1 dan vi san pham (tsp)
v/ Tdng s6 san pham nam ké hoach (SL)
v Quy thai gian lam viéc binh quan cta 1 lao dong (Tn)
v Hé sb tang nang suat lao dong du’ tinh
- Pham vi &p dung: nhirng san pham dwoc dinh mirc
- Uu, nhuoc diém: cho két qua chinh xac nhwng ton théi gian
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2. D b4o nhu cau nhan lyc

2.2.1.2 Phwong phap tinh theo nang suat lao déng
- Co s0:
v/ Tdng s6 san lugng nam ké hoach (Q)/Gia tri tdng san lugng
v" Nang suat lao dong binh quan
- Pham vi &p dung: ap dung dwoc cho moi td chirc SX-KD
- Uy, nhuoc diém: don gian, dé tinh toan nhung khdng cho ket
qua cu thé theo trng loai lao dong.
2.2.1.3 Phwong phép tinh theo tiéu chuan dinh bién

Tiéu chudn dinh bién 1a khdi lugng cong viéc/nhiém vu ma mot
ngudi phai dam nhan

Vi du??

Pham vi ap dung: ap dung chu yéu doi vdi nganh y t€, giao duc,
linh vuc phuc vu

Uu, nhudc diém: don gidn, dé tinh todn nhung mdrc dd chinh xac
phu thudc vao mrc d chinh xé4c cua tiéu chr‘ls%!)é’nl dinh bién

://fb.com/tailieudientucn


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

2. D b4o nhu cau nhan lyc

2.2.2. Dw bdo nhu cau nhan lwec dai han:
v Thudng la nhu cau trong 3-5 nam hoac
nhiéu han
v' SO lugng lao dong, trinh do/yéu cau mdi
chi la dinh hudng/du bao mang tinh chat
tong thé
2.2.2.1 Phwong phap tinh dw bao nhu cau
nhan lwe cua to chirc dwa vao cau nhan
e cua tirng don vi bo phan
v NguGi quan ly cac don vi bo phan (phong,
ban, phan xudng...) du doan nhu cau nhan
luc ciia b6 phan minh trén co s& muc tiéu,
khéi lugng cong viéc can hoan thanh (Vi
du?)
v Nhu cdu nhan luc cia toé chlic bang tdng
nhu cau nhan luc cua cac dan vi bo phan

ongThanCong.com
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2. D b4o nhu cau nhan lyc

- Wu, nhwoc diém:

v  Két qua du bao kha chinh xac do ngudi
lanh dao bd phan nam virng khoi lugng
cOng Viéc

v Doi hoi su hgp tac cua nhiéu ngudi trong
xac dinh nhu cau

v L3nh dao bd phan cd thé cd nhiing gia
dinh khac nhau cho su’ phat trién cua don
vi minh

- CA&c khac phuc han ché

v Thdong bdo rd muc tiéu dai han cla to
chic

v Bua ra nhifhg rang budc vé tai chinh, s6
lao dong i da co thé dé xuét...
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2. D b4o nhu cau nhan lyc

2.2.2.2 Phwong phap wéc lwong trung
binh
- Nhu cau nhan lyc nam ké hoach bang nhu
cau nhan lwc binh quan cua to chirc thoi ky
trwdc do
- Vidu?
- Wu, nhuwoc diém:
v Bon gian, s6 liéu san cd va dé thu thap
v  Khong tinh dén su bién dong cia moi
trudng, chi phu hgp vdi cac to chilic hoat
ddng trong mdi trudng 6n dinh



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

2. D b4o nhu cau nhan lyc

2.2.2.3 Phwong phap dw doan xu hwéng
- Can ct¥ vao xu hwéng bién dong nhan lwc theo khdi lwong cong
viéc/ k? hoach san xuat kinh QOanh, theo ml:I"C do tac dong cua viéc
thay doi cong nghé ky thuat dé dw bao nhu cau nhan lyc
- Vidu?
- Wu, nhuwoc diém:
v Thuc hién dé dang
v It chinh xac do st dung thong tin cua thaoi ky trudc doKhong

tinh dén su bi€én dong cua moi tru’dng, chi pht hgp véi cac to
chirc hoat ddong trong méi trudng 6n dinh
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2. D b4o nhu cau nhan lyc

2.2.2.4 Phwong phap phan tich héi quy

- S dung ham so toan hoc phan anh moi quan hé gitra
nhu cau nhan lwc va cac “bien” nhw: khoi lwong cong
viéc/san lwvong, nang suat lao dong

Y= (X1, X2, X3...)

- Can so liéu trong mot khodng thei gian dai

- Thich hop v@i td chirc hoat ddng trong mdi trwdng 6n
dinh

- Vidu???
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2. D bao nhu cau nhan lyc

2.2.2.5 Phwong phap chuyén gia

- Dy doan nhu cau nhan lwc dwa vao y
kién chuyén gia c6 kinh nghiém (chuyén
gia vé lap KH, chuyén gia vé nhan su,
giam dbc diéu hanh coéng ty hoac 1
nhom céac chuyén gia0

- Cac chuyén gia can cu vao tinh hinh
thwc té cla td chirc, diéu kién moi
trwong, kinh nghiém cta ban than dé
dwa ra phwong an dw bao vé nhu cau
nhan lwc
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2. D b4o nhu cau nhan lyc

2.2.2.5 Phwong phap chuyén gia
- 3 phwong phap phd bién
v Phudng phap 1: yéu ciu moi chuyén
gia dua ra phuong an du bao cua ho.
Nhu cdu nhén luc cia td chic bang
trung binh cong cua cac phucng an
dé xuat
v Phuong an 2: To chiic hdi thdo. Nhu
cau nhan luc cla to chic 1a phuong
an dudc nhithg ngudi tham gia hoi
thdo thao luan va nhéat tri.
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2. D b4o nhu cau nhan lyc

v Phuong an 3: Ngudi co trach nhiém thuc hién cac cong
viéc sau:

Lwa chon cac chuyén gia

Xac dinh cac van dé can thiét cho dw bao: chién Iwoc phat
trién, thuan loi, khé khan

Thiét ké bang hai lay y kién chuyén gia

Téng hop y kién chuyén gia va lwa chon phwong an phi hop
Tham van y kién chuyén gia vé phuong an lva chon, dieu
chinh trong trw&ng hop can thiét

Phwong an cudi cung 1a két qua dwoc cac chuyén gia nhat
tri
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3. Phan tich cung nhan lwc

3.1.Cung ndi bd: Phan tich hién trang NNL cua t6 chirc
* Muc tiéu : xac dinh diém manh, diém yéu, khé khan, thuan loi
cua to chirc vé NNL
= Cach thirc thuc hién
v’ Théng ké lao ddng: sb lwong; co cau theo nghé nghiép, tudi,
gigi tinh, trinh do, ky nang, kinh nghiém
v' S0 sanh véi cac yéu cau codng viéc
S0 lugng lao dong hién c6 va so lugng can co (vi du: bang IV.5)
- Bac thg, muc do phuc tap cua cong viéc... (vi du: bang IV.6)
 Yéu cau veé trinh do, chuyén mon, tham nién... (vi du bang IV.7)
v" Phan tich cac chinh sach NNL
« Cac chinh sach hién cé (Uu diém, han ché)

. Pé xudt cac k& hoach hoat ddng phu hop (tuyén dung, dao tao,
hé thong thong tin NNL...)

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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3. Phan tich cung nhan lwc

3.2.Cung bén ngoai:

= Phan tich thi trwdng lao déng

= Ngudn cung cap nhan lyc cac nganh
nghé ma td chirc cd nhu cau

= Thiét 1ap moi quan hé véi cac don vi
cung cap ngudén nhan lwc
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4. Can dobi cung cau

= Cung<Cau : Thiéu lao dong
= Cung>Cau : Thira lao ddng
= Cung= Cau
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5. Dé xuat cac gidi phap

= Thiéu lao déng:

v Dao tao k¥ ndng cho lao ddng hién cd dé ho dam nhan
vi tri con trong

v Dé bat

v' K& hoach hda ddi ngli k& cin va phat trién quan ly: du
béo lao ddng sap nghi viéc, bdi dudng can bd ngudn dé
ho tung budc dam nhan cong viéc

v Thué lao dong

v Kiém nhiém

v Hop dong phu véi cac to chiic khac

v Tang ca/lam thém gic

v Tuyén dung mdi

ongThanCong.com https://fb.com/tailieudientucntt
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5. Dé xuat cac gidi phap

* Thuwa lao dong
v Thuyén chuyén lao ddng dén bd phan con thiéu
v Giam gid lam
v' Chia sé cong viéc
v Nghi luan phién
v' Cho thué lao dong
v Van dong nghi huu sém
v Van ddng nghi viéc dé di hoc, giai quyét cdng viéc gia
dinh
v’ Sa thai
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5. Dé xuat cac gidi phap

= Cung= Cau
v/ BO tri sap x€p lai lao dong
v K& hoach hoa doi ngli ké can
v Dao tao ky ndng cho ngudi lao ddng, chuan bi cho cc hdi mdi
Vo
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6. Kiém tra, danh gia tinh hinh thwc hién

= Pén doc, giam sat qué trinh thwe hién ké hoach

= Xé&c dinh cac nguyén nhan dan dén tinh trang sai léch
gilra ké hoach va thwc hién

= Pé ra cac bién phap khac phuc/hoan thién
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Chwong 9. Thu lao lao dong

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

VI.

Khai niém, muc tiéu va céac yéu
t6 anh hudng dén thu lao

Hé thong thang bang luong cla
nha nudc

Trinh tv xay dung hé thong tra
cong lao dong

Cac hinh thure tra lvong

Khuyén khich tai chinh

Phuc Igi va dich vu cho nguai lao
dong
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|.1. Kh&i niém va co cau thu lao

= Thu lao lao ddng la tat ca cac khodn mang tinh chat
tai chinh va phi tai chinh ma ngwoi lao dong nhan
dwoc thong qua moi quan hé thué muwén gitba ho voi

td chure.
» Co cau thu lao:

L THU LAO }
|

1
THU LAO TAI .
L S } LTHU LAO PHI TC}

Ban chat Méi trvong
Coéng viéc lam viéc

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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.2.Muc tiéu/Yéu cau cta hé thong thi lao

™~

Coéng bang

Tao dong luc I
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.3. CAc yéu t6 anh hwdng dén thu lao

LU§t phap -Mrc dd hoan thanh cong viéc
Thi trwdng lao ‘dér‘mg -Tham nién

Sw khac biét vé tién lvong theo vung dialy  _g, trung thanh

Tinh trang nén kinh té... “Tiém nang

Cac yeu to CAc yéu tb
bén ngoal udc ve nguwei LD,

Céac yeéu to Céac yéu to
thudc vé to churc thuéc cong viéc
‘Nganh/linh vic san xuat KD K
- Chinh séch thil lao Ky nang
s e iae . A s iia s . -Trach nhiém
-Kha nang tai chinh (lgi nhuan va kha nang chi tra) '
-Syw ¢b gang

-Trinh dé trang bi ky thuat
-Quy mﬁ CuuDuongThanCong.com https://fb.com/tailieudientucntt
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II. Hé thong tién lwong thong nhat cla nha nwéce

= 2 che do tien lwong
v Ché d6 tién lwong cap bac
v Ché d6 tién lwong chirc vu
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2.1.Ché dd lvong cap bac

Ba yéu to ctia ché dd lwong cap bac

= Thang Iwo’ng (1) la bang biéu thi m0| quan hé vé tién
lvong githa cong nhan cung mot nghé hodc mot nhém
nghe theo trinh dé lanh nghé cua ho.

v

v

v

MOt thang ludng bao gom moét s6 bac luong va hé so
luong
Bac lucng: bac phan biét vé trinh do lanh nghé cua cong
nhan va dugc xép tu thap dén cao
Hé s6 lucng: cho biét cong nhan ¢ bac i nao do dudc tra
luong cao gap bao nhiéu Ian cdng hudng ludng t6i thidu
Hé sO tang tuyét doi va tang tucang doi

Htd= Hn-H(n-1)

Htgd=Hn/H(n-1)
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2.1.Ché d0 lwong cap bac

Mirc lwong (2): 1a s tién ding dé trd cong lao ddng
trong moét don vi thoi gian phu hgp véi cac bac trong
thang lwong.

Mi= M1*Ki

Mi: mire lwong bac |
M1: md&c lwong toi thiéu
Ki:Hé s lwong bac i
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2.1.Ché dd lwong cap bac

Tiéu chuan cap bac ky thuat (3): 1a van ban qui dinh
mec dd phirc tap cla cong viéc va yéu cau veé trinh do
lanh nghé clia cong nhan & bac nao dé phai co sw hiéu
biét nhat dinh vé mat kién thic Iy thuyét va phai lam
dwoc nhirng cdng viéc nhat dinh trong thwc hanh.
Trong tiéu chuan cap bac ky thuat cé:

v Céap bac cong viéc: do tinh chat phic tap clia cong viéc qui

dinh

v Cap bac cdng nhan: Yéu cau vé trinh do lanh nghé cta cong
nhan
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2.2. Ché dd lwong chirc vu

La toan bdé nhirng qui dinh cua nha nwéc ma cac co
quan quan Iy nha nwéc, cac té chire kinh té xa hoi,
cac doanh nghiép nha nwéc ap dung dé tra lwong
cho cac loai lao dong quan ly

Dwa vao thang bang lwong cua nha nwéc, nhirng
qui dinh cu thé vé tién lwong (tién lvong toi thiéu,
mec lwong tran... ) trong tirng thdi ky, cac doanh
nghiép nha nwdc coé thé xay dwng hé thdng thang
bang lwong cla riéng minh hodc co thé sir dung hé
thong thang bang lwong cldia nha nworc.
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1. Trinh tw xay dwng hé thdng tra céng

3.1. Ba quyeét dinh vé tién cong ?//

- Quyét dinh vé mirc trd cong: cac thanh vién
trong t6 chirc dwoc trd cong nhw thé ndo trong
mdi twong quan vai tién céng cla nhan vién &
cac t6 chire khéac (cong bang bén ngoai)

- Quyét dinh vé cau trac tién cdng: nhan vién
cua té chirc dwoc trd coéng nhw thé nao trong
mdi twong quan v&i cac cong viéc khac trong
t6 chirc (cdng bang noi bo)

- Quyét dinh vé tién céng ca nhan: nhan vién
cua té chirc dwoc trd cong nhw thé nao trong
mdi twong quan v&i nhan vién khac thwc hién
cung cong viéc

—_—

https://fb.com/tailieudientucntt


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

1. Trinh tw xay dwng hé thdng tra céng

3.2.Trinh tw xay dwng hé thong tra cong

=  Budc 1: Xem xét mirc lwong t6i thiéu ma nha nwéc V/
ban hanh \\
=  Budc 2: Khao sat mirc lwong hién hanh trén thi
trwong

= Buwdc 3: Danh gia cong viéc
=  Buwdc 4: Xac dinh cac ngach lwong/ngach tién coéng

=  Buwdc 5: Xac dinh mire tién lwong/tién cong cho tirng
ngach

=  Buwéc 6: Phan chia cac ngach lwong thanh nhiéu bac /
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3.2.1.Xem xét mtrc lwong toi thiéu ciia nha nwdc

@

Ppé dam bdo hé thdng trd cong
khong trai véi phap luat
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3.2.2. Khao sat murc lwong hién hanh trén TT

- Pam bao lvong cua DN co6 suc
canh tranh trén thi trwo'ng

- Thu thap thong tin chinh thirc hoac
khéng chinh thirc
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3.2.3. Banh gia cong viéc

La xac dinh mét cach c6 hé thong gid tri twong doi hay
gia tri cia maoi céng viéc trong t6 chirc.
Muc dich: tao sw cdng bang trong tra céng lao ddng
Piéu kién thyc hién
v’ T6 chirc d3 thuc hién PTCV (cé hé thdng ban M6 ta cdng
viéc, Yéu cau cong Viéc)
v Thanh lap HOi dong danh gia cong viéc
Cac phuong phap danh gia cong viéc:
Phwong phap xép hang
Phuwong phap phan loai
Phwong phéap cho diém
Phwong phap so sanh cac yéu to

N

AN NI

ongThanCong.com https://fb.com/tailieudientucntt
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3.2.3. Panh gia cong viéc: Phwong phap xép hang

- Cong viéc duoc xép hang theo th&r bac t¥ cao nhat
dén thap nhat
- Uu diém: Pon gian, dé thwc hién
- Han ché:
v' MUt do chinh xac khéng cao
(danh gid tong thé, chénh léch
gitra cac cong viéc khong giong nhau)
v Kho st dung trong cac t6 chirc
cd quy mo Ién
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3.2.3. Panh gia cong viéc : vi du vé phwong phéap
phan loai

y Quan Iy cap cao:
‘I Nhom | \» Giam doc, pho giam doc, ké toan trwéng.

Quan Iy cap trunqg/cap co’ s&

‘I Nhom I \» Trwdng, ph6 cac bo phan, phong/ban; quan dbc cac

phan xwdng san xuat

‘Ii \ Chuyén vién:
Nh 1
om »| Can b6 cac phong ban, bd phan

Cong nhan

‘I Nhom IV \»| Cong nhan cac loai

;ThanCong.com https://fb.com/tailieudientucntt
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3.2.3. Banh gia cong viéc : Phuong phap phan loai

- X&c dinh trwdc 1 s6 nhém céng viéc (loai cong viéc)

- M@ ta khai quéat dac diém cua tirng nhoém cong viéc

- So sanh ban M6 ta cong viéc clia cong viéc can danh
gia voi M6 ta cua cac nhdm va xép cong viéc vao
nhom twong ng

- Uu diém:

v Tiéu chuén hda tién cdng cho nhitng céng viéc tucng tu
nhau

v Cb thé sir dung trong cac td chiic ¢ quy md I8n

Han ché:

v' Tinh &n dinh cla phuong phap han ché su thich (ing vdi
su’ khac biét ving, su’ thay doi cia thi trudng lao dong

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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3.2.3. Panh gia cong viéc :Phwong phap cho diém

- Tién hanh cho diém cdng viéc trén co sé& xac dinh cac
yéu td thu lao va phan phdi mot sd diém nhat dinh cho
moi yéu t6 do

- Trinh tw thwec hién:

N N N

N X

Budc 1: Xac dinh cac cong viéc then chét

Budc 2: Xac dinh cac yéu to thu lao

Budc 3: Xac dinh trong s6 cho cac yéu to

Budc 4: Xac dinh s§ diém t6i da ma moi cdng viéc b
thé dugc nhan va s6 cdp d& ma moi yéu td tu lao can
chia ra

Budc 5: Xay dung bang diém
Budc 6: Tién hanh cho diém céc cong viéc

ongThanCong.com https://fb.com/tailieudientucntt
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3.2.3. Phuwong phap cho diém : xac dinh cong viéc then

chot

- Cong viéc then chdt la cong viéc ¢ ndi dung 6n dinh,
co thé so sanh véi cac cong viéc khac va da duoc tra
cong twong xwng

- Cong viéc then chdt dwoc xac dinh qua khao sat, diéu
tra vé tién cong

- M@i td chirc chon tir 12-20 cong viéc then chdt

Preh
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3.2.3. Phwong phap cho diem: xac dinh cac yéu to
thu lao

La cac yéu tb thé hién nhirng khia canh co ban cla céng viéc , quyét
dinh viéc diéu chinh mrc dd tra céng cua cdng viéc nay so véi cdng
viéc khac

A A v'Miurc d6 chu dong trong viéc
v'Chuyén mén ra 0D
v'Quan ly ‘Téc dong cua QD/rui ro
v'Giao tiép...

v'M0i truong
v'Mirc do phtrc tap
ciia may maoc/thiét bi

ongThanCong.com https://fb.com/tailieudientucntt
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3.2.3. Panh gia céng viéc :Xac dinh trong so cho cac yéu

to

- Trong sb6 phan anh mdc dé
quan trong cua yéu to thi lao
trong gia tri cong viéc

- Vidu:

v' Ky nang 0.5
v' Trach nhiém 0.3
v Diéu kién lam viéc 0.2
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3.2.3. Banh gia cong viéc :Xac dinh s6 diém toi da va so

cap do

- C6 thé ap ung cac loai thang
diém: 1000, 500, 200

- CA&c yéu tb c6 thé chia thanh
3-5 mwrc do

- Mb6i mirc dd6 can dwoc md
ta/dinh nghia cu thé, rd rang
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3.2.3. Panh gia cong viéc : Xay dwng bang diém

- Bang diém dwoc xay duwng
trén co so
v Thang diém lua chon
v' Trong s cho cac yéu to
v S8 cap dd ma moi yé&u t6 thu
lao dugc chia ra
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3.2.3. Panh gia cong viéc : Cho diém cac cong Vviéc

- Hoi dong danh gia cho diém

cac cong viéc trén co so

v' S0 sanh ban mo ta cong viéc
clla cong viéc can danh gia
véi ban Tiéu chun

v Viéc so sanh dugc thuc hién
theo tung yéu t6 dé lua
chon cap do phu hgp

v Téng hgp diém cua cong
Viéc
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3.2.4.Xac dinh cac ngach lvong

Ngach tién lwong/tién cong la
1 nhom cac cong viéc doc theo
hé thong th® bac vé gia tri
cOng viéc
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3.2.5.X4c dinh cac murc tién cdng cho tirng ngach

= M0i ngach thuwong twong (ng voi
1 khoang tién cong

= Céac khodng tién cdng cé thé
khéng c6 d6 goi dau hodc co thé
co mot d6 gbi dau nhat dinh
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3.2.6.Phan chia ngach thanh cac bac lvong

= Ngach tién cong/tién lwong co thé
phan chia thanh cac bac c6 dinh
tao thanh thang lwong
v' Hé sb tang déu dan
v' Tang lQy tién
v' Tang lQy thoai
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I\VV.Céac hinh thire tra lvong

= Tralwong theo san pham
v' Diéu kién ap dung
v' Tac dung
v Céc ché do trad cong theo san
pham
= Tra lwong theo th&i gian /
v' Diéu kién ap dung
v Cé&c ché do trd lwong theo thdi
gian
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V.1.Y nghfa cda phac lgi va dich vu

= DPam bao cudc sbng cho nguoi
lao dong

= CO y nghia trong viéc thu hut va
gin gilr lao déng co trinh dod
chuyén mon cao

= Go6p phan nang cao nang suat lao
ddng, nang cao ddi sdng vat chat
va tinh than cho nguwoi lao dong

= Giam bét ganh nang xa hdi trong
viéc cham lo cho ngw¢i lao dong
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V.2.Cac loai phuc lgi va dich vu

= Phuc Igi bat budc : doanh nghiép phai thuc hién
theo yéu cau cua phap luat

v

BHXH, BHYT, BH that nghiép

=  Phuc Igi tu nguyén: thuc hién tuy theo kha nang tai
chinh va quan diém quan ly cua to chuc.

v

v

Muc tiéu: khuyén khich nhan vién lam viéc tot, thu hut lao
déng

Cac loai phuc loi tw nguyén:

Phic loi bdo hiém: chwong trinh cham séc strc khée, bao
hiém nhan tho, bao hiém mat kha nang lao déng

Phuc lgi bao dam: Bao dam thu nhap, bao dam hwu tri
Phic loi cho thoi gian khong lam viéc (nghi phép, nghi
le...)

Phac lgi do bd tri lich 1am viéc linh hoat: ho tro cho 1 sé lao
dong "dac biet’

com/tailieudientucntt
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V.2.Cac loai phuc loi va dich vu

Dich vu cho nguGi lao dong:

v Dich vu tai chinh: ban giam gida, hiép
hoéi tin dung, mua cd phan véi gia
wu dai, cantin/nha an véi gia ré

v' Cac dich vu xa hoi:

« Tro cap giao duc: hé tro 1 phan hoac
toan bd kinh phi dao tao

« Dich vu giai tri: tham quan, da ngoai

«  Hoat déng van hoa thé thao

* Dich vu nha & (cong vu)

« Tro cap dilai: xe dwa don

« Tro cap dién thoai
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V.3. Xay dwng va quan ly chwong trinh phac loi

va dich vu : nguyén tac

= Chi phi ciia chwong trinh nam trong kha nang thanh
téan cua doanh nghiép

=  Chuwong trinh phai dwoc xay dwng va thwc hién mot
cach céng bang

=  Chuwong trinh phai c6 loi cho doanh nghiép va
nguwoi lao déng

v CO0 tac dung thic day hoat ddng san xuat kinh doanh cuda
doanh nghiép

v BPuwoc nguwdi lao ddng tham gia va ung hd
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5.4.Quan ly chwong trinh phac lgi

Nghién ctru chwong trinh phuc
loi cua cac DN khac

Nghién clru s& thich va sy lwa
chon cua CBCNV

Xay dwng qui ché phuc loi

Quan ly chi phi

Trao ddi thuong xuyén Voi
CBCNV dé co6 théng tin phan hoi
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CHUONG 10
QUAN HE LAO DONG
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NOI dung

1.
V.

Khai niém, cha thé, muc tiéu va
ndi dung cua QHLD

Bat binh

Tranh chap lao dong

Ky luat lao déng

Hop dong lao déng va thda worc
lao dong tap thé
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|. Khai niém, chu thé, muc ti€éu va noi dung cua

QHLD

1. Khai niém
1. QHLD Ia toan bd cac mdi QHXH hinh thanh gitra

cac bén trong qua trinh lao déng (la quan hé phat
sinh trong qua trinh lao déng)

v" Quan hé gilra nguGi lao dong va&i nhau
v" Quan hé gilta ngudi lao dong va ngudi s’ dung
lao dong
2. QHLD la mbi quan hé lam viéc gitra mdt bén la
nguwdi lao déng (hay dai dién cua ho) va mét bén la
ngwdi sty dung lao ddng
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|. Kh&i niém, chu thé, muc tiéu va néi dung cla

QHLD

2. Chui thé cua QHLD

a.

Ngw&i str dung lao déng

Co6 thé 1a ca nhan hoac té chire

Ca nhan: la nguwdi s& hiru tw liéu SX
hodc dai dién cua ngudi s& hiru dé
trwe tiép thwe hién cong viéc diéu hanh
quan ly DN, dwoc toan quyén s dung
va trd cong ngudi lao dong (Giam dbc,
Téng giam dbc...)

Tap thé cha st dung lao ddng: nghiép
doan nhirng nguw®i chu st dung duwoc
thanh lap trong 1 nganh/nghé

ngThanCong.com https://fb.com/tailieudientucntt
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|. Khai niém, cha thé, muc tiéu va ndi dung cua

QHLD

b. Ngwoi lao dong

= Bao gom nhirng ngwdi 1am viéc cho
nguwdi str dung lao déng.

= Puoc trd cong va chiu sw diéu hanh
cua nguwdi str dung lao déng

Tap thé ngwoi lao dong

= Dai dién cho nguwoi lao dong la cong
doan/ban dai dién cho nguwoi lao dong
do tap thé ngudi lao ddng bau ra.

= (COng doan hoac Ban dai dién cho
nguwdi lao ddng bao vé quyén loi cla
ngwdi lao ddng (diéu 7, diéu 12 Luat
LD)
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|. Khai niém, cha thé, muc tiéu va ndi dung cua

QHLD

c. Co’ ché ba bén trong QHLD:

= Co6 suw tham gia cua nha nwéc (co quan
dai dién phap luat)

= Nha nwdce diéu tiét & tam vi mo cac moi
quan hé lao dong:

v Khéng ché Iuong téi thi€u, qui dinh thdi
gian lam viéc t0i da trong ngay, trong
tuan

v Ban hanh va giam sat cac quy dinh, luat
& vé& QHLD

v XU ly cac tranh chap lao dong

= Vidu: Dinh cdng trong cac doanh
nghiép FDI?

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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|. Khai niém, cha thé, muc tiéu va ndi dung cua

QHLD

3. Muc tiéu xay dwng, duy tri va phat trién
QHLD tot:

= Pé nguwodi lao ddng va nguwdi st dung lao
ddong hiéu biét I1An nhau, hop tac véi nhau vi
muc tiéu cla tbé chirc

= NAang cao nang suat, hiéu qud cdng viéc:
(ngwoi lao dong sé nod lwe, nhiét tinh vi muc
tiéu cla td chire, trung thanh vai td chire)

= Giam cac vi pham vé KLLD (NLD sé ton
trong KLLD mét cach tw giac)

=  Gidm murc thiét hai vé tai chinh va thiét hai
do uy tin cda té chirc suy gidm



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

|. Khai niém, cha thé, muc tiéu va néi dung cia QHLD

4. N6i dung cua QHLD
= Bao gom toan bd cac cac mdi quan
hé qua lai gilra cac bén tham gia
QHLD
= C6 thé dwoc phan loai
v Theo trinh tu thdi gian hinh thanh va két
thic QHLD
v Theo quyén Igi va nghia vu cla ngudi lao
dong
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Theo trinh tw thdi gian hinh thanh va két thic QHLD

= Cac quan hé thudc thoi ky tién QHLD:
v' D0 la quan hé trudce khi ti€n tdi quan hé chinh thirc giira
cac bén
v Thudng dién ra trong qua trinh tuyén dung
= (Cac quan hé trong qua trinh lao déng: giai doan co ban
cua QHLD
Viéc lam, b0 tri s dung lao dong
biéu kién lam viéc, thdi gian lam viéc va nghi ngoi
Cac van de lién quan dén danh gia THCV va thu lao
Co hdi dao tao va phat trién: ngudi dugc dao tao phai cam
két lam viéc cho to chirc, cd hdi thdng ti€én cho ngudi LD
Cac van deé lién quan dén ky va thuc hién thoa udc lao
dong tap thé
v Gidi quyét bat binh, tranh chap va ky luat lao dong...

://fb.com/tailieudientucn

DN N NN
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Theo quyén loi va nghia vu cia nguwdi lao ddng/
ngwoi str dung LD

= C&c quan hé lién quan dén quyén |
v Quyeén Igi vat chat: luang, thudng, huu tri
v" Quyén dudc nghi ngoi, ddm bao an toan VSLD
v" Quyén dugc hoat dong chinh tri, XH: tham gia cong doan,
dinh cong
= Cac quan hé lién quan dén nghia vu
v Chap hanh KLLD
v Dong bao hiém
=  Ung v&i mbi quyén clia nguwdi lao dong 1a nghia vu cua
ngwdi st dung lao ddng hoac cua nha nudc (Luat Lb:
chwong 2,4,5,6,7,9,12)
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II. Tranh chap lao déng

1. Khai niém

- LA nhirng tranh chap gilra ngudi lao dong/tap thé
ngwdi lao ddng va ngudi st dung lao déng vé nhirng
van dé lién quan dén quyén va lgi ich ciia méi bén

- Tranh chap lao déng khéng phadi 1a ndi dung cda
QHLD ma la van dé ndy sinh do vi pham cac ndi
dung cua QHLD
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II. Tranh chap lao déng

1. Cac hinh thirc biéu hién tranh chap lao dong
- Bai cong
v/ Su ngung toan bo hoac 1 phan/bd phan qua trinh san xuat ,
dich vu do tép thé ngudi lao déng cling nhau tién hanh
v" Muc tiéu: phan doi ngudi s dung lao dong, doi thuc hién
nhitng yéu sach vé kinh t& nghé nghiép , c6 thé ca vé chinh
tri
- DPinh cbéng: la mdt dang bai cong & qui mbé nho
(thwdng trong pham vi 1 td6 chirc), khong kém theo
nhirng yéu sach vé chinh tri

v Su nglng viéc tap thé, co td chirc (chi ¢ cdng doan mdi co
quyén khdi xudng va lanh dao dinh cong)

ongThanCong.com https://fb.com/tailieudientucntt


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

II. Tranh chap lao déng

1. Cac hinh thirc biéu hién tranh chap lao dong
- Binh cong:
v Phai tuan theo trat tu nhat dinh (lay y kién, dua ki€n nghi,
bao trudc thai diém dinh cdng
v Dinh cong phai gan véi yéu sach chua dugc giai quyét

- La&n cong: la mét dang dinh cong ma ngudi lao déng
khéng r&i khoi noi lam viéc nhwng khong lam viéc
hodc lam viéc cam chirng
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II. Tranh chap lao déng

2. Phong ngtra va giai quyeét tranh chap lao déng

- Khai niém:

v

La viéc thuc hién cac bién phap nham ngan chan trudc su
bung nd cta nhitng tranh chép lao ddng cé thé xay ra.

v Vi du: gap gb hoa giai, thuyét phuc cac bén chap nhan giang

hoa

- CAc bién phap phong ngtra tranh chap:

v

v

Tang cwong mdi quan hé hai bén, thdng tin kip thdi vé tinh
hinh thi hanh céac théa thuan vé QHLD

Tang cuwdng thwong thao dinh ky gil(ba nguwoi lao dong va
ngwdi str dung lao déng

Piéu chinh va stvra dbi kip thdi cac ndi dung ciia HPLD phu
hop véi qui dinh méi cia nha nwéc
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II. Tranh chap lao déng

Cac bién phap phong ngtra tranh chap:

v

v

v

Tang cuwdng s tham gia cua dai dién cho nguwdi lao déng
trong giam sat, kiém tra cac hoat dong

Nha nwdc tadng cwdng cong tac thanh tra lao ddng, stra doi
luat 1€ QHLD phu hop voi thwe tién (vi du lvong ti thiéu)

Phé bién dén nguoi lao ddng nhirng thay dbi trong quy dinh,
luat |

Gidi quyét tranh chap lao déng

v

SN X

B& may gidi quyét tranh chap

Nguyén tac giai quyét tranh chap

Quyén va nghia vu mdi bén

Tham quyén va trinh tw gidi quyét tranh chap lao ddng
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