Chugng 4:

TUYEN DUNG NHAN SU

(Staffing)

o Ng6 Quy Nham — PH Ngoai Thuang

Tém tat ndi dung:

Tién trinh tuyén md

Tuyén mo noi bd

Tuyén mo tr bén ngoai

Phuong phéap tuyén chon noi b
—Phuong phap tuyén chon tir bén ngoai

N

|

Wos w N e

Nhirng van dé co’ ban (i)

#1: Cac khai niém

e Tuyén md (Recuitment): qua trinh thu hat

e Tuyén chon (Selection): qua trinh lua
chon

Thuc chéat tuyén chon la qua trinh sang loc
° %"ng ngudi xin viéc dé€ dam bao nhiing

uSixing dang nhat s& dudc tuyén dung.
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Ty & tuyén chon

s& ngudi dugc tuyén

Ty 1& tuyén chon =
sG nguGi tham gia dy tuyén

Y nghia:
e Thanh cdng clia cdng tac tuyén md
o Sirhap dan cta doang nghiép, clia doanh

ﬁgﬁﬁi\dﬂléi X3 hoi

R ]

#2: Cac md hinh tuyén dung:
Mo hinh 1: Con ngw¢i/Céng viéc

m T
Céc yéu cau & Két qué nhan
/ su’
S o Thu hat
LT —T - it s
: g \ « Duy tri
‘ ; * Sy’ c6 mat
\ 2 ™
. * Su’ thoa man
Y Con ngu'si \/ o
\
“ Néng lyc &

Pong co ’

M6 hinh 2: Con ngu®i/T chire

PEEE—
Két qua
nhan su

 Thu hat

* Hiéu qua

o Duy tri

* Sy c6 mét

* Sy thoa man

Néng luc &
Pong co
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#3: Quy trinh tuyén dung

UNG VIEN
(Con nguai)

P T6 CHUC
(Cong viéc)
P

Tuyén md
(Tim ki€m & Thu hat)

¢

Tuyén chon
(Po ludng & Panh gid)

Ra quyét dinh
tuyén dung

Tuyen mo (ii)
Recruiting Employees
e Tuyén md la qua trinh tim kiém va thu hat
cac Ung clr vién cd kha nang dap (ng
nhiing yéu cau cta nhiing vi tri con bo
ngd dé tién hanh lua chon

e Tuyén md ndi bd (Internal Recruitment)
M“’ mod tir bén ngoai (External
"Recrui ment)

#1 Tuyén mo ndi bod

Ngudn: nhan vién hién tai

Uu diém:

e Dua ra nhitng quyét dinh tuyén dung chinh xac

e Tranh duoc nhL"yrlg ky vong khéng ding ho&c bat man
sau khi dwoc tuyén

e T&c dong tich cuc dén déng co cla ngudi lao dong

?@B@Uhéc t6i da nang lwc ctia nguoi lao dong
an

hée
e Canh % /i bo & thang tién
e Han c%e\nhu’ng tw twdng maoi va sy déi mai
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Phwong phap tuyén md noi bo: Hé théng déng

PTBP thong bao PNS v& nhu cau ‘ ° Uu d|ém h|éu Sué’t

o {t budc tién hanh

‘ e Chi phi va thdi gian &
murc t8i thiéu

e Han ché: Chi ap dung

PNS tim kiém UV

PNS gUii danh sach UV cho PTBP ‘
o

Vs Wiy, Via Wia Wl

PTBP phong vén cac UV ‘ dydcv khi C)O Sa n’\ho sG
k¥ nang ciia nhan
PTBP tuyén dugc ngudi cho vj tri ‘ vién
\
.

Phwong phap tuyén mé néi bd: Hé théng mé

QTV thdng béo p. nhan su v& nhu ciu ‘ e Uu diém:
e Dénh gid dugc phdm chat
‘ so vGi yéu cau thdng tién
o Giam thiéu viéc PTBP lua
‘ chon theo chd quan
e Phat hién dugc ngugi co
‘ nang luc
‘ Han ché:

PNS théng bao vé& nhu cau tuyén

PNS nhén hd sd cta cac UV quan tdm

PNS sang loc céc UV

PNS guii danh sach UV cho PTBP

e canh tranh ngi bo
e t6n kém chi phi, thai gian

PTBP phdng van cac UV

Va Wia Vig Via Wia Wa

PTBP tuyén dugc ngu‘dl cho vi tri

#2: Tuyén md tr bén ngoai

Uu diém
e Thu hit dugc nhiéu (rng vién tai ndng
e Thu hit cac y tudng mdi
e Chi phi tuyén dung nhitng ngudi c6 ky ndng hodc quan
ly thdp han so véi dao tao va phat trién ndi bd
Han ché:
. o\K{O hu hat, danh gia nhan vién tiém nang
e Thoi.gian diéu chinh va dinh hudng nhan vién maéi lau

e Giamn e khi dGi vdi cac nhan vién cam thdy cé du kha
nang dap ng éC yéu cau cong viéc
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Tuyén mo tlr bén ngoai: khi nao?

e T4 chirc m&i thanh lap

e Tuyén vao nhirng vi tri ban dau
...(To fill entry —level jobs)

e L4p nhirng ché tréng ma ngudn nhan lyc
ndi bd khéng dap trng duoc

.o Thich (rng v&i sy tang trwéng:
Kmanh la & sy da dang: Khac nhau vé
van, vé kinh nghiém, ve van hoa..

° Thu hu xnﬁq’ng y twdng moi.

Nguén tuyén mé bén ngoai:

e Quang cdo (job advertising)
« Bao hang ngay, tap chi chuyén nganh, Internet
= Cac phuang tién khac: hoi chg viéc lam, tivi, dai
« Uu diém: kha nang tiép can UV tiém nang lon
o T8 churc gidi thiéu viéc lam (Employment
. ‘a@eﬂues
ung quan trj gia cao cap (Headhunter)
. Cac h\@c GTVL théng thuwdng

Ngudn tuyén dung bén ngoai

e Cac truwdrng dai hoc, cao déng, day nghé

« Tuyén cac cong viéc ban thai gian

« Tuyén theo chuyé&n nganh hodc nganh nghé dao
tao

» Phwong phap tuyén mo

\Iu\)::: dinh ky
\G ng trinh hop tac viéc lam

N

®
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Ngudn tuyén mé bén ngoai:

e Gi¢i thiéu clia nhan vién/nhirng UV ty do
(Employee referrals and walk-ins)
e T4 chirc cung cép lao dong tam thoi va
cac cong ty cho thué nhén vién
(Temporary help agencies/employee leasing co.)
< e-Lru diém: tao ra sv linh hoat
\hﬂan hé: thiéu sw cam két

Hiéu qua cua cac phwong phap
tuyén mo...
e ... sb6 lwong trng vién tham gia du tuyén

.. tuyén mo tir cac tredng, nhat bao >< tuyén
tw cac tap chi chuyén nganh, ty tiep xuac

o ... ty 1& bd viéc thap nhat:

...gi¢i thiéu ctia nhan vién, UV ty do
e anh tich, thai d6
Sty &n mo t cac trwong, quang cdo ><gidi
igu cda nhan vién, UV tw do
o Ai Ié}l\\:\(‘)}g tac tuyén mo?
|

Tuyén chon nhéan su (i)
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Nhirng can ctr lwa chon nhan sw:

théng tin vé doanh nghiép
e Dac diém clia doanh nghiép
e Hoan canh cong viéc
e Nhirng yéu cau ctia cdng viéc dbi voi
nguwoi thwe hién

N\

»*

Nhirng can cr lwva chon nhan sw:

théng tin vé cdc rng ctr vién
e Ky nang, kién thirc, kha nang thwc hién
cbng viéc
e Tinh cach, quan tam va s& thich
e Cac thong tin khac:
o thai do
o{(len thuc tong hop
\\% ang phan doan
khoé, tinh trung thuwce, lich str nghién
ruo’\u mé\tuy

]

Quy trinh Iwa chon nhan sy
Selection Process

Sang loc hd sa xin viéc
Screening the AF

¥
Phong van so bd
Preliminai I;\tewiew

Tric nghiém
Testmg

Diagnostic |nterV|ew

Tham tra

l Phong van
‘ Reference checklng

Kiém tra sirc khoé
Physical examination

Quyét dlnh cudi cung
Final Decision
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#1 Sang loc hd so xin viéc
Screening Application Forms (AF)
e AF: cung cap nhirng théng tin co ban...
... st dung dé loai cac UV khong du tiéu
chuan
...tinh khéng nhét quan cuta cac théng tin
e-Tinh chinh xac cla théng tin: viéc xac
*hhan
o A}s*}du’o’c thiét ké cé cha dich (more)

\

R ]

#2: Phéng van so bd
Preliminary Interview (PI)
e ... dé danh gia...
... cac ky nang va nang lyc c6 phu hep voi
cac vi tri cdng viéc
... sang lgc cac UV khong da kha nang hoac
khdong quan tdm thuwc sy
° 0331\61*\0’0 thwe hién sau khi UV hoan thanh

#\\

|

#3: Trac nghiém
Formal Testing

Tréc ghiém

... 1a nhirng bai tap, tinh huéng, thi nghiém duor thiét ké va
xay dwng nhdm danh gia nhirng pham chat can thiét clia
nguwdi dy tuyén

Muc dich

.. thu thép cac thong tin vé& ky nang, kinh nghiém, kha ndng,
dong ca, thai d6, quan tam, ca tinh cua ngudi xin viéc

Cac phuwong phap:

*e-Tréc nghiem viét

e Tricnghiém noi
° Tréc}ghié sng may moéc

R ]
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Tréc nghiém: Cac loai trdc nghiém

e Tréc nghiém kién thirc téng hop
(General knowledge tests)
e Trac nghiém kién thirc nghé nghiép va
mtrc d6 thanh thao

( Job knowledge and proficency tests)
. .ﬁ{\iﬂ
e Trac

t\@:iém tiéng Anh
g
\\ ( Personality tests)

iém tinh cach
L

Tréc nghiém: Céc loai tréc nghiém

e Trac nghiém nang lwc (Aptitude test)

... hang lwc hoc tap va thwc hién cong viéc
> kha nang st dung ngén ngi¥ (verbal ability)

» nang lwc tinh toan (numerical ability)

>_tbc d6 tri giac (perceptual speed)

® >W%J§ phan tich/ly luan (reasoning ability)
N

\\Qﬁm gian (spatial ability)
L

Tréc nghiém: Céc loai tréc nghiém khac

e Trac nghiém s& thich (Interest tests)
e Phan tich chir viét
(Graphology/handwriting analysis)
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Tréc nghiém: wu diém va han ché

Uu diém:
o Db xac thuc cd thé thé hién dudi dang théng ké
o Cac (ng c(r vién cd thé dugc kiém tra theo
nhém
e Kinh té
Nhugc diém:
_e-Khong thé do ludng tat ca
o Vi wwti?ly dung nhitng bai kiém tra Iiic dau cd thé
ratda
o L3i thién vi
o Ngudi &Emh\gié phai dudc dao tao can than
o Phu thudctrat nhiéu vao ngudi doc két qua

#4: Phdng van

Phan biét cac loai phdng vén:
e Phang van theo cAu truc (structured interview)
e Phang van phi cAu trdc (unstructured interview)
e Phdng van gay ap luc (stress interviews)

e Phdng van nhém (group interviews)

Tién hanh phéng van c6 hiéu qua:

e Buéc 1: Gigi thiéu vé Coéng ty
o Buéc 2: ng vién ty gidi thiéu
e Budc 3: Nguoi phc’)ng’vén dat ra cac cau hoi
thich hop lién quan dén cac tiéu chuan va Coéng
ty.
o Bugc 4: Gigi thiéu va thédo luan vé cong viéc
o B ‘}5 Két thic budi phéng van

AN

R ]
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#4: Tham tra

Reference checking

e Tham tra ca nhan
e Tham tra noi ma (rng ct¥ vién da lam viéc

#5 Kiém tra strc khoé

#6: Ra quyét dinh cudi cung

Final Decision
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DPanh gia chét lwong cua viéc lya
chon

e Tinh hop ly (Validation):

... bidu thi mrc d06 ma cac thudc tinh/tiéu chi
phan anh chinh xac kha nang thanh céng
trong cdng viéc

e Do tin cay (Reliability)

~sbiéu thi mirc d6 nhat quan cda viéc do lwong

~mgtthudc tinh/tiéu chi nhét dinh

.

Nang lyc tinh toan:

Trung binh céng cia sau s6 la 8,5. Sau
khi bét di mét con so, trung binh céng
cua nhirng so con lai la 7,2. So nao da
bi bo di.

7.8

9,8

)

)

)\40
o
50

' Back

a

Q O/ T

e

Nang lwc phan tich/ly luan

Trong mét cudc khao sat cac rng ctv vién xin viéc, 2/5
trong so dwoc khao sat thira nhan rang ho da it nhat
1a c6 mét chut khéng trung thyc. Tuy nhién, cuéc
khao sat c6 thé da danh gia thap ty lé cac trng cv
vién xin viéc khéng trung thwc vi:

(A) Mot s§ nguwdi khong trung thuwe khi duwoc phéng véan da
trad l&i rang ho trung thyc.

(B) Mot sb nguwoi néi chyng 1a trung thuc khi duwgc phéng
van, co thé da tra 1&i rang ho khong trung thyc.

*€)Motsd ngwdi dwoc phdng van da tra I15i 1a ho co mot

) Mo G

ShﬁNE}rllong trung thuwe nhwng ho lai la ngwoi rat khong

trun we.

(D) Mot s\ékgu’ i dwoc phong van da tra 1o trung thuc 1a
ho khér)g trungthwe khi xin vié'c.

(E) Mot sb ngledi dugc phdng vén, khong phai 1 tng cBAck
vién xin viéc,\co thé da tra |oi l1a khong trung thuc.
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