TUYEN CHON NHAN SU

Selection

N\

Ng6 Quy Nham — PH Ngoai Thugng

Tom tat ndi dung:

1. C&n cl tuyén chon
2. Quy trinh tuyén chon
3. Cdng cu tuyén dung

AN
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NHO’NG CAN CU’ BE LUA CHON NHAN SV
THONG TIN VE DOANH NGHIEP

e Dac diém clia doanh nghiép

e Hoan canh cong viéc

e Nhirng yéu ciu clia cong viéc dbi véi ngudi thwe hién
THONG TIN VE U'NG VIEN:

e Ky nang, kién thirc, kha nang thwc hién cong viéc

e_Tinh cach, quan tdm va s& thich

¢ Cac thong tin khac: thai do, kién thirc tbng hop, kha
nang.phan doan, strc khoé, tinh trung thuwc, lich st
nghiényrwou, ma tuy

TIEU CHUAN LU'A CHON

Hoc van Ky nang va kién thirc

Kinh nghiém Thgnh t',Ch
cong tac
Pac diém Pidc diém ca nhan

thé chat va tinh cach
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CAC CONG CU TUYEN CHON

Pon xin viéc/H6 so xin viéc

Bai kiém tra trac nghiém

Bai kiém tra mé phéng cong viéc

e Cong viéc mau

e Trung tam danh gia

Phong van

Kiém tra strc khoée

Th%\a\t\%ué trinh hoc tap, céng tac

QUY TRINH TUYEN CHON

Sang loc ho so xin viéc
Screening the AF
¥
Phong van so bo
Preliminary Interview

Trac nghiém
Testing
¥
L Phdong van
Diagnostic interview
AN )
Tham tra 1
Reference checking

Kiém tra sirc khoé
Physical examination

Quyét dinh cudi cling
Final Decision
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#1 Sang loc hod so xin viéc
Screening Application Forms (AF)
e AF: cung cap nhirng théng tin co ban...
... st dung dé loai cac UV khéng du tiéu
chuan
...tinh khéng nhat quan cla cac théng tin
e-Tinh chinh xac cua théng tin: viéc xac
“~nhan
o AF\Qn woe thiét ké cé cha dich (more)

Bi QUYET SANG LOC HO SO XIN VIEC

e Danh thoi gian toi thiéu dé loai bé nhirng
ng vién it phu hop nhat va danh nhiéu
thdi gian dé xem xét ky lwédng cac wng
vién phu hop nhat

e Chu y dén nhivrng thanh tich cda trng

*e_Tranh so sanh gilra cac wng vién voi
nhéu.\HQy SO sanh cac ng vién vai tiéu
chué\
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SANG LOC HO SO XIN VIEC

e Khéng ré rang vé qua trinh cong tac
e Khoang th&i gian dai gilra hai cong viéc
e Thay ddi cdng viéc nhanh
e Thay déi nghé nghiép nhanh
_eL4j chinh t&, nglr phap
o m@géu tha, khéng co thw giri kém

e Sao chép.

#2: Phéng van so bd
Preliminary Interview (PI)
e ... dé danh gia...
... cac ky nang va nang Iyc c6 phu hop voi
cac vi tri cong viéc
... sang loc cac WV khéng dud kha nang hoac
khéng quan tam thwc sy
e Pl\dwgc thwc hién sau khi UV hoan thanh

AF\\
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#3: Trac nghiém
Formal Testing

Tréc ghiém
.. la nhirng bai tap, tinh huong, thi nghiém dwog thiét ké va

xay dwng nham danh gia nhirng pham chét can thiét cla
nguoi dy tuyén

Muc dich

.. thu thap cac thong tin vé k§ nang, kinh nghiém, kha nang,
dong cg, thai do, quan tam, ca tinh cua ngusi xin viéc

Cac phwong phap:
e Trachghlem viét
e Trich m noi
e Tric ghle}w\bang may moc

Trac nghiém: wu diém va han ché

Uu diém:

e D0 xac thuc co thé thé hién dudi dang thdng ké

e Cac Ung cUr vién co thé dugc kiém tra theo nhdm

e Kinh té

Nhugc diém:

e Khong thé do Iudng tat ca

e Viéc xay dung nhifng bai ki€ém tra Itic dau co thé rat dat
e LBigthién vi

¢ -Ngudidanh gia phai dugc dao tao can than

o Phh\\tiaxéﬁ nhiéu vao ngudi doc két qua

\a
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Tréc nghiém: Cac loai trdc nghiém

e Trac nghiém kién thirc tbng hop
(General knowledge tests)
e Trac nghiém kién thirc nghé nghiép va
murc do thanh thao
( Job knowledge and proficency tests)
hiém tiéng Anh

*e_Trac
\x\n%h'“ L
° Trat;\\g |\em tinh cach

( Personality tests)

Trac nghiém: Céc loai trac nghiém

e Trac nghi@m nang Ilwc (Aptitude test)

... hang lwc hoc tap va thwc hién cdng viéc
» kha nang str dung ngén ngir (verbal ability)

> nang lyc tinh toan (numerical ability)

> tbc do tri giac (perceptual speed)

> n“‘ng% phan tich/ly luén (reasoning ability)
> n;\%\\\u; héng gian (spatial ability)
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Tréc nghiém: Cac loai trdc nghiém khac

e Trac nghiém s& thich (Interest tests)
e Phan tich chi viét

(Graphology/handwriting analysis)

#4: Phdng van

Phan biét cac loai phdng van:

e Phdng van theo cau trdc (structured interview)
e Phéng van phi cau tric (unstructured interview)
e Phéng van gay ap Iuc (stress interviews)

® Pfléng van nhom (group interviews)

AN

B

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


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

Tién hanh phdng van cé hiéu qua:

e Buoc 1: Gidi thiéu vé Cong ty
e Buéc 2: Ung vién ty gioi thiéu
e Budc 3: Nguoi phong van dat ra cac cau hoi
thich hgp lién quan déen cac tiéu chuan va Cong
ty.
e Bygc 4: Gici thiéu va thao luan ve cong viéc
o Buréc 5: Két thuc budi phdng van

NN

7 GOl1Y BDE PHONG VAN HIEU QUA

—_

. St dung mét bé cau héi cb dinh cho tat ca cac rng vién

2. N&m dwoc nhivrng théng tin cu thé vé céng viéc ma rng
vién dang xin vao

3. Gidm thiéu nhing hiéu biét triéc dé vé qua trinh hoc tap,
kinh nghiém, s& thich, diém s6 hoac nhirng yéu t6 khac.

4. Dat nhivng cau héi vé cach (rng xtr ma yéu cau cac trng
vién phai giai thich cho nhirng cach rng xtr dé.

ung mét mau déanh gié duorc tiéu chuén hoa.

U trong sudt cudc phdng van.
7. Trénh nhitng.cudc phdng van ngén cé thé dan dén nhirng
quyét dink\khéng chin chan.
¢

Nguon: D.A DeCenzo va S.P\Robbins, Human Resource Management, 6th ed. (New York:
Wiley,1999), tr.205-206.
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LY

Cac cbng cu khac

e Tham tra ly lich (Reference checking)

> Tham tra ca nhan

> Thadm tra noi ma ng clr vién da lam viéc
e Kiém tra strc khoe
o Ré\l quyét dinh tuyén dung

PANH GIA CAI Gi?

Cac ky nang chuyén mon
Thanh tich chuyén mon
Kha ndng lanh dao

Ky nang giai quyét van dé

Kiém tra stic khoe

TUYEN CHON NHAN VIEN &’ TOYOTA

BANG CACH NAO?

Giai doan 1: Cac Ung vién hoan tat ho sg xin viéc, va
theo doi mét bang video Ky nang Quan hé Nhan su dai
1 ti€ng vé moi truGng lam viéc

Giai doan 2: Cac Ung vién thutc hién mét chuang trinh
danh gia kha nang lam viéc theo nhédm va cac ky nang
quan hé nhan su khac

Giai doan 3: Cac Ung vién tham gia vao mét chucng
trinh dai 4 tiéng dugc thiét k€ d& danh gia ky nang giai
quyét van dé theo nhém va ca nhan. Cac chuyén gia clia
Toyota sé& quan sat danh gia.

Giai doan 4: 1 giG phong van bdi mot nhom cac chuyén
gia phdng van clia Toyota

Giai doan 5: Nhan vién ctia Toyota co diéu kién. Cac Ung
vién sé phai trai qua cac bai kiém tra v& thé luc va xét
nghiém y t€ tai mot bénh vién

Giai doanh 6: Trd thanh nhan vién va do cac nhan vién
khac giam sat va danh gia két qua cong viéc trong vong
6 thang.

CuuDuongThanCong.com

https://fb.com/tailieudientucntt

10


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

CAC YEU CAU BOI VOI PHUONG
PHAP TUYEN CHON

@

CHAT LUQNG CUA CAC CONG CU
TUYEN CHON

Vi tri
Quanly | Quanly | Caccoéng | Caccong
cap cao | cap trung viéc phi | viéc thong
va thap quan ly thwong
Pon xin viéc 2 2 2 2
Thi viét/trdc nghiém 1 1 2 3
Cong yiéc mau - 4 4
L
Trungtam danh gia 5
Phéng Vén, 4
Xac minh the tiN 3
trng vién %
Kiém tra strc khoe 1 1 1 2
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KET QUA CUA QUYET DINH TUYEN CHON

Quyét dinh tuyén dung
Tuyén dung T choi
1 Quyét T choi
2'3 < dinh sai
- - < @
T2 - dang
LY T o
~NW@ 5| <
X o ,g ~ ~
\ 2o Tuyén Quyét
gué dung dinh
y sai dung
X

CAU HOI KIEM TRA

Giam doc tuyén dung cia mét siéu thi dang xem
xét cac ky thuat tuyén chon do ba chuyén gia
phong van nhan vién kinh doanh. Nguwoi thiy
nhat chi dwa vao két qua phéng van, nhung
khéng doc ky ho so xin viéc va kiém tra trinh do
bao gio. Ngudi thir hai khéng tin vao ket qua
phdéng van, va thyc hién viéc kiém tra trinh d6
can than daéi véi tieng trng vién. Nguwoi thir ba
xem-xét kinh nghiém cong viéc lién quan ghi
trong ho so va yéu cau tirng ng vién x& ly moét
tiQhQ%@ﬁg ban hang cu thé trong budi phéng
van.
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o.d~_Tilrng rng
Qh%ong

vOi ca CO

L d

Cau hai kiém tra

Giam déc tuyén dung két luan rang:
a. Chuyen gia phong van 1va?2 sé hon chuyén gia 3 boi
vi ho dwa trén cac coéng cu tuyén chon

b. Chuyen gla 3 khéng danh gia cac hanh vi cé lién quan
dén cong viéc hién tai va trudc day.

c. Ba chuyén gia phéng van déu thuc hién cac quy trinh
twong tw nhau.

vién phal duwoc kiém tra bdi ca ba chuyen
van dé cai thién chat lwong cla qua trinh

e. Ca%én F\\anh bd sung mot cudc thi trdc nghiém cung

ng cu da st dung.
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