PHAN TICH CONG VIEC
JOB ANALYSIS

Giang vién: Ng6 Quy Nham, MBA
Khoa Quan tri Kinh doanh,
Pai hoc Ngoai Thuang
Email: guynham@gmail.com
bT: 0904063835

NOGi dung:

Tam quan trong cua phan tich cong viéc

Qui trinh ti€n hanh phan tich céng viéc

& Thuc don phan tich cong viéc

= Ban mo ta cdng viéc va ban Tiéu chuan
thuc hién cong viéc

= Lua chon phudng phap thu thap thong tin

= Ki nang thiét ké va nghiém thu ban moé ta
cdng viéc cu thé

= Nhirng xu hudng cua PTCV trong thé gidi

hién dai

&
&

NGO QUY NHAM, MBA
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Phan tich cong viéc la gi?

= Phan tich cdng viéc la qua trinh xac
dinh c6 hé théng nhitng cong viéc
chinh yé&u cé trong t6 chiic va nhiing
nang luc, ky nang, kinh nghiém va
pham chat cin thiét dé hoan thanh
nhirng cong viéc do.

= Ngay nay, phan tich cong viéc dugc
md& rong va bao gom viéc thu thap
thong tin vé ch& do dai ngd gan vJi
cOng Viéc

NGO QUY NHAM, MBA

Phan biét mot s6 thuat ngir

Nghé Tap hop nhifng céng viéc tuong tu vé noi dung va
c6 lién quan véi nhau, doi hdi ngudi lao dong phai co

(Occupation) su’ hiéu biét ddng bd vé chuyén mdn nghiép vu, c6

nhitng ky ndng va kinh nghiém can thiét dé thuc hién

Céng viéc Tat ca cdc vi tri gidng nhau v& mat nhiém vu chinh
) phai thuc hién
(Jobs)

Vi tri
(Positions)

Tap hop cac nhiém vu ma mét ngudi phasthuc hién

Nhiém vu La )mcf)t hoat ddng riéng biét véi mot muc dich cu
(Tasks) thé ma moi ngudi phai thuc hién

NGO QUY NHAM, MBA
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Tai sao phai phan tich cong viéc?

Két qua phan tich céng viéc dugc sir dung cho:
= Lap ké& hoach nhan luc
» Du bdo nhu cau va cung vé ky nang
= Tuyén dung
» Tiéu chuén danh gid va tuyén chon
> Phuong phép danh gid va tuyén chon
= Pao tao va phat trién
» Xac dinh nhu cau dao tao cho nhan vién hién tai
» NOi dung chudng trinh dao tao
> Danh gia hiéu qua dao tao
< Quan ly thanh tich
> Xac dinh tiéu chi/tiéu chudn st dung dé€ danh gia thanh tich
> Thiét ké bi€u mau danh gid
> Dua ra ky vong vé thanh tich cho nhan vién
= Xay dung hé thong dai ngo:
> Dinh gid cong viéc
> Diéu chinh tién luong

NGO QUY NHAM, MBA

QUY TRINH PHAN TiCH CONG VIEC

Pinh hudng
nhiém vu

NGO QUY NHAM, MBA
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Thuc don phan tich cong viéc

N R N e Cac hoat dong - nhitng gi ma nhan
NGi dung cong viéc vién thuc té phai thuc hién
(job-content)

eNhirng diéu kién trong d6 nhan
vién phai thuc hién cong viéc cla
minh

eNhi{fng yéu cau ma cong viéc nay
doi héi doi véi ngudi thuc hién

Boi canh thuc hién
cong viéc

(job-context)

Cac yéu cau
doi vGi nhan vién
(Worker requirements)

e Kién thirc, ky péng, kha nang, cac yéu
cau khac can dé hoan thanh céng viéc

NGO QUY NHAM, MBA

Cac thong tin vé ndi dung cong viéc

= Cap do 1: Bao quat
» Chirc nang hoac nhiém vu chung: cac mang/pham vi
trach nhiém chua yéu
= CAap dd 2: Cu thé
> Nhiém vu (cu thé)
O Nhing gi nhan vién phai thuc hién khi trién khai mot chirc
nang cua cbéng viéc
O modt hoat ddng tao ra mét san phdm hodc dich vu cu thé
» Hanh vi lam viéc: m6t hoat déng quan trong nhung
khong gan véi mot nhiém vu cu thé nao
= Cap do 3: Chi tiét
> €ong doan: Cac budc can dudc trién khai d€ hoan thanh
mot nhiém vu cu thé
» Cac su kién quan trong: nhitng hoat ddng cu thé cé
tao ra su khac biét gilta cac muc thanh tich khac nhau

NGO QUY NHAM, MBA
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Boi canh thuc hién cong viéc

< Quan hé bao cao
@ Quan hé giam sat
& Quyén han
# Quan hé véi nguGi khac
= Diéu kién lam viéc
@ Cac nhu ciu vé thé luc
# Cac nhu cau ddi vdi ca nhan
> Nhiing khia canh cla céng viéc c6 thé gy Uc ché,
ngat quang cong viec
> Khach hang khé tinh, nham chan, xung dét hoac
khong rd rang vé trach nhiém
> DOi hdi phai lam ngoai gid

NGO QUY NHAM, MBA

Yéu cau doi v@i ngudi thuc hién

Kién thic Hé th8ng nhitng hiéu biét hodc thong tin c6
thé& &p dung cho viéc thuc hién nhiém vu

(Knowledge)

Nhirng nang luc thuc hién mot nhiém vu cu
Ky nang thé. (cé thé quan sat dugc,mang tinh thao téc,
(Skills) va cé thé hoc)

Nang luc thuc hién cac ca nhiém vu phi thao
téc. Gom: tri luc, thé luc, ndng luc tu duy,
(Ability) nang lyc tam ly...

; N ; ... Yéu cau vé than nhan hoac phap ly
Cac yéu cau khac ... Yéu cau vé tinh cach
(Others) ... Yu cau vé su san sang b&t dau lam viéc

NGO QUY NHAM, MBA
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Vi du vé mot so yéu cau khac:

= Yéu cau vé mat phap ly
» Ching chi hanh nghé
> Bang lai xe
> HO6 kh&u
> Tién an, tién su

= Yéu cau vé tinh cach
> Tinh than lam viéc
> Dao dlc nghé nghiép
» Su chu dao
> NO luc

> Trung thuc va tin cay

= Y&u cau vé su san sang
> Ngay co thé bat dau lam viéc
> Gid va ngay lam viéc trong tuan
> bi lai...

NGO QUY NHAM, MBA

MO hinh nang luc

= Nang luc la bat ky thai do, Ky nang, hanh
Vi, déf?g co hoac cac dac diém ca nhén khac
can dé thuc hién mot cong viéc, hoac quan
trong haon, cé thé phan biét giira nhirng
ngudi co thanh tich vuot troi véi nguoi
co thanh tich trung binh

= MO hinh do Hay Group phat trién

= MO hinh nang luc gébm:
> Nang luc cot 18i (Core competencies)

» N&ng luc cu thé theo vai trd (Role specific
competencies)

NGO QUY NHAM, MBA
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Nang luc cot 10i

Tiéu chi danh gia M(rc do

Nang luc thich i'ng 1 2 3 4 5
Pinh hudng khach hang 1 2 3 4 5
Ky nang giao ti€p 1 2 3 4 5
Hi€u biét vé t6 chirc 1 2 3 4 5
Nang Iuc phan doan va giai 1 2 3 4 5
quyét van dé

Tap trung vao két qua 1 2 3 4 5
Hiép tac va lam viéc nhom 1 2 3 4 5

NGO QUY NHAM, MBA

Nguon: Hay Group

N3ng luc cu thé theo vai tro/vi tri

Mirc d6
Tiéu chi danh gia

Hudn luyén va phat trién ngudi khac | 1 2 3 5
D&i méi 1 2 3| 4 5
Kha nang thuyét phuc va anh hudng | 1 2 3 4 5
dén ngudi khac

Nang luc 1anh dao 1 2 3 4 5
Nang luc xay dung quan hé 1 2 3 4 5
Quan ly ngudn luc 1 2 3 4 5
Tu quan ly 1 2 3 4 5
Giai quyét van dé 1 2 3|1 41| 5

NGO QUY NHAM, MBA

Ngudn: Hay Group
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NANG LUC VA KY NANG CUA NHAN
VIEN BAN HANG

= Sang tao

= Nhiét tinh

< Chu dao, quan tam

= Kha nang lam viéc nhdm

= Cu thé, san sang hoc hdi

= Dinh hudng két qua

= Kha nang d6i mdi, cdng hién va nhiét
tinh

NGO QUY NHAM, MBA

Ban mo ta cong viéc

= Ban MO ta cong viéc (Job Description )
..mo6 ta nhirng nhiém vu ngudi nam cbng viéc
phai thuc hién, thuc hién nhu thé nao, trong
diéu kién nhu thé nao va tai sao.

= Thong thuong, Ban MTCV gom:
> Phong ban/nhdm cbdng viéc

Chirc danh

TOm tat vé cong viéc

Cac nhiém vu va mang nhiém vu

BOi canh thuc hién cong viéc

Ngay phan tich cong viéc

VV VYV VYV

NGO QUY NHAM, MBA
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Ban Tiéu chuan cong viéc

= Ban Tiéu chuan cong viéc
ch| ra nhu’ng yeu cau doi vai ngerl thuc hién
cong viéc phai cé dé hoan thanh t6t cdng viéc do,
.xac dinh nhufng ki€n thuc, ky nang, trlnh do, kinh
nghlem chUng nhan nghe nghlep va nhUng kha
nang can dé hoan thanh cong viéc hiéu qua.
< Ban TCCV gom cac thong tin:
> Phong ban/nhdém c6ng viéc
> Chic danh
> Tom tat vé cong viéc
> Cac kién thirc, ky nang, kha nang va cac dic diém
khac (viét thanh muc riéng)
= Thong thudng, Ban MTCV va TCCV dudc viét
trén cung mot van ban

NGO QUY NHAM, MBA

Trinh bay ban MTCV va TCCV

MO TA CONG VIEC:
Tén cong viéc:
Tém tat cong viéc:
Bao cao cho:
Cac nhiém vu (%):
1.
2.

LUU PO CONG VIEC

YEU CAU POI VOI NGUOT THUC HIEN CONG VIEC:
Trinh d6 hoc van:
Kién thirc/ky nang:

Kinh nghiém:
TIEU CHI PANH GIA THANH TiCH
1.
2.
Ngay: Ngudi phé duyét:

NGO QUY NHAM, MBA
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Yéu cau doi véi Ban mo ta cong viéc

= Hudng dan cho ngudi thuc hién biét dugc
phai lam gi va lam nhu thé nao
= Cung cdp nhirng théng tin cé thé dudc sur
dung trong qua trinh tuyén dung
» khong chi nhitng yéu cau vé ky ndng ma con nhirng
théng tin vé “ban chat” clua ngudi cé thé phu hgp
nhat vai cong viéc

= Pua ra cd sG dé tra IGi “Ai la ai” va thu
muc k{ nang nhd dé cac thanh vién trong
to chulc bi€t ai lam gi va ai biét gi.

NGO QUY NHAM, MBA

Cac phuaong phap thu thap thong tin

NGO QUY NHAM, MBA
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9 9 9

99 9 9

théng tin/cac

Phuong phap phong van

Huéng dan thuc hién phéng van phan tich cong viéc:
1. Néu muc dich cta cudc phéng van
2. Cau tric cudc ph6ng van
@ Mo ta cac chic nang chinh > cac nhiém vu trong moi
chirc nang - cac budc thuc hién; hodc

MO ta cac hoat dong theo khu vuc; hoac

M0 ta chiic nang theo khoang thdi gian/mua vu; hodc
Néu danh muc cac du an - cac hoat dong cua tirng DA
3. Kiém soat cudéc phong van

Kiém soat thdi gian va ndi dung

Bay to su quan tam

Thudng xuyén nhdc lai va tdm tdt cac diém chinh
bing cé % E
phudng P ap t
4. Ghi lai cudc phong van
5. Keét thic cudc R

di y nhitng thay d6i hodc cai tién vé
uc hién cong viéc

héng van bang viéc tong két lai
oat dong chin

NGO QUY NHAM, MBA

1. Thong tin dau vao
(Information inputs)

(Mental processes)

3. Cac nhiém vu,
hoat dong
(Work output)
4. Quan hé véi
ngudi khac
(Relationship with others)

5. BGi canh giao tiép
(Job context)

Cac dac diém khac
(Other job characteristics)

Phucong phap Bang hoi

(Position Analysis Questionnaire)

Ngugi thuc hién cong viéc |1dy thong tin tur dau?

Quy trinh nao (phan tich, ra quyét dinh, l1ap ké
hoach) can dugc st dung dé& thuc hién cong viéc?

Cac hoat déng thé chat va céng cu nao dugc st
dung dé ti€n hanh cdéng viéc?

M8&i quan hé gi v4i ngudi khac/bd phan khac can
phai thiét Iap d€ hoan thanh cong viéc?

BGi canh vat chat va xa hoi trong dé céng viéc
dudc thuc hién

Céc hoat ddng, diéu kién hodc déc diém khac cd
lién quan nhung chua dugc mo ta trong phan 1-5?

NGO QUY NHAM, MBA
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THONG TIN PHUONG PHAP
Phong van | Quan sat | Bang hoi
r— = gy
NOI DUNG CONG VIEC
Chirc nang * *
Nhiém vu * * *
Hanh vi lam viéc * * *
Cac budc thuc hién cong viéc * *
Cac hoat dong quan trong * *
fre— pay pay ray
BOI CANH THUC HIEN CONG VIEC
Quan hé bao cao *
Giam sat *
Ra quyét dinh *
Quyén han *
Piéu kién lam viéc * *
Yéu cau vé thé luc * *
Cac yéu cau ca nhan *
YEU CAU CUA CONG VIEC
Kién thirc * *
Ky nang * * *
Kha nang * *
Cac dac diém ca nhan * *
Bang cap *
P P r P - A
Ma tran phan tich cong viéc
Chirc danh cong viéc:
Tém tat cong viéc:
NGi dung cong viéc Yéu cau doi véi nhan
vién
Cac nhiém Chdcnang Tam quan KSAOs Tam quan
vy (mang trong (% trong (1-5)
nhiém vy)  thai lugng)
1. A. % 1,
2. A. % 2.
3. % 3.
4. B. % 4.
5. B. % 5.
6. B. % 6.
Bo6i canh thuc hién céng viéc:
NGO QUY NHAM, MBA Form JAO1
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Panh gia tam quan trong ciia KKKK

. |
A. Tam quan trong doi véi viéc dat dugc két qua
vugt troi/chap nhan dudgc:
1 = quan trong t&i thiéu
2 = hadi quan trong
3 = quan trong
4 = kha quan trong
5 = rat quan trong
B. KKKK nay cé can dugc danh gia khi tuyén dung
khong?
o cé
O Khong
C. KKKK phai la yéu cau bat budc hoac uu tién hoac
khong can thiét doi véi viéc tuyén dung hay
khong?
O Yéu cau bat budc
O Uutién
O Khoéng bat budc

NGO QUY NHAM, MBA
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