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Noi dung:

# Khai niém va tam quan trong cua
phan tich cdng viéc

= Qui trinh ti€n hanh phan tich céng
Viéc

= Thuc don phan tich cong viéc

= Ban mo ta cong viéc va ban Tiéu
chuén thuc hién cong viéc

= Lua chon phuong phap thu thap
thong tin
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I. KHAI NIEM VA MUC PICH
1. Phan biet mot so thuat ngir

Nghé
(Occupation)

Cong viéc

(Jobs)

Vi tri

(Positions)

Nhiém vu
(Tasks)

Tap hop nhirng céng viéc tucng tu vé ndi dung va
cé lién quan vdi nhau, doi hoi ngudi lao dong phai co
su’ hi€u biét déng bd vé chuyén mon nghiép vu, cb

nhirng k§ ndng va kinh nghiém can thiét dé thuc hién

Tat ca cac vi tri giong nhau vé mat nhiém vu chinh
phai thuc hién

T7ap hop cac nhiém vu ma mot ngudi phai thuc hién

La mot hoat dong riéng biét vGi mot muc dich cu
thé ma moi ngudi phai thuc hién

CuuDuongThanCong.com
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2. Pinh nghia phan tich cong viéc

= Phan tich cong viéc la qua trinh xac dinh co
hé thong nhitng nhiém vu cau thanh cac
cdng viéc chinh yéu cé trong td chic va
nhirng nang luc, ky nang, kinh nghiém
va pham chéat can thiét dé hoan thanh
nhirng cong viéc do.

= Ngay nay, phan tich cong viéc dugc md
rong va bao gobm viéc thu thap thong tin vé
ché do dai ngo gan vdi cong Vviéc
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San pham cua phan tich cong viéc

CONG TAC ) A A
CU THE TRACH NHIEM NHIEM VU

A 4 A 4 A 4

\ 4

PHAN MO TA CONG VIEC
TicH
CONG
VIEC

MO TA TIEU CHUAN CONG
VIEC

A A A

A 4

KIEN THUC KY NANG KHA NANG
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3. Muc dich cua phan tich cong viéc

K&t qua phan tich cong viéc dugc su dung cho:
= Lap ké hoach nhan luc

>
= Tuyén dung

>

>

+ Pao tao va phat trién

YV VY

= Quan ly thanh tich

ay dung hé thong dai ngo:

g
VVXYVYYVY
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4. Y nghia cuia phan tich cong viéc

= POoi vGi ngudi lao dong:

= POi vOi ngudi quan ly:

= Phan tich cong viéc cang quan trong va bat
buoc khi:

- Doanh nghiép mdi thanh lap va viéc phan
tich cong viéc duogc tién hanh lan dau

- Khi xuat hién cong viéc mdi

- Khi cé su thay dbi vé ndi dung céng viéc

Luu y:

= Phan tich cong viéc phai dua vao cong Viéc,
/(;h,éng dua vao ngudoi thuc hién cong viéc

0.
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II. Thuc don phan tich cong viéc

n . o e C4c hoat d6ng - nhirng gi ma nhéan
Noi dung cong viec vién thuc té phai thuc hién
(job-content)

B&i canh thuc hién oNhu’n_gA dley kler)Atrorjg dq nhan vien phai
cona Viadc thuc hieén cong viec cua minh
b 9 taxt eNhirng yéu cau ma cong viéc nay doi hoi
(Job-context) doi véi ngudi thuc hién

Cac yéu cau
it nh:fm vien cau khac can dé hoan thanh céng viéc
(Worker requirements)

e Kién thic, k§y nang, kha nang, cac yéu

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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1. Cac thong tin vé noi dung cong viéc

= Cap do 1: Bao quat

>

Chic nang hoac nhiém vu chung: cac mang/pham vi
trach nhiém chu yéu

+ CAap do 2: Cu thé

>

>

Nhiém vu chinh(cu thé)

O Nhu’ng g| nhan V|en phai thuc hién khi trién khai mot chic
nang cua cong Viéc

O moét hoat ddng tao ra mdt san phdm hodc dich vu cu thé

Hanh vi lam viéc: mot hoat dong quan trong nhung
khong gdn vd&i mot nhiém vu cu thé nao

= Cap do 3: Chi tiet

>

»

Cong doan: Cac budc can dugc trién khai dé hoan thanh
mot nhlem vu cu thé

Cac su kién quan trong: nhitng hoat ddng cu thé cé
tao ra su khac biét gilrta cac muc thanh tich khac nhau
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2. Boi canh thuc hién cong viéc

= Quan hé bao cao
= Quan hé giam sat
= Quyéen han
> tuyén dung, sa thai,ngan sach...
= Quan hé vai ngudi khac
> DOi tudng va ban chat moi quan hé
= Pijeu kién lam viéc
> Nhing nhan t6 gay ra su khong thoai mai hoac
nguy hiém
+ Cac nhu ciu vé thé luc
> Cac khia canh gay ton suc doi vGi ngudi thuc hién
> VD: Chay, leo treo, dung lau, mang vac

ongThanCong.com https://fb.com/tailieudientucntt
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2. Boi canh thuc hién cong viéc

& Cac nhu cau doi vdi ca nhan
> Nhiing khia canh cta cdng viéc cd thé gay Uc
ché, ngat quang céng viéc
> Khach hang kho tinh, nham chan, xung d6t hoac
khong ro rang vé trach nhiém
> DOoi hdi phai lam ngoai gid
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Cac yéu cau vé thé chat: Vi du

= ...%.Cong viéc binh thudng. Thinh thoang phai
di chuyén nhiing vat ndng tai 25kg, thudng
xuyén phai di chuyén nhiing vat ndng tdéi 15kg va
luén ludn phai di chuyén nhiing vat ndng tdéi 5kg.

= ...%. Cong viéc nang nhoc. Thinh thoang phai
di chuyén vat nang tdi 50kg, thudng xuyén phai
di chuyén nhiing vat ndng tGi 25kg va luén ludn
phai di chuyén nhiing vat khoang 10kg

= ...%. Cong viéc rat nang nhoc: Thinh thoang
phai di chuyén nhiing vat ndng hon 50kg, thudng
xuyén phai di chuyén nhiing vat ndng hon 25kg
va ludn luén phai di chuyén nhitng vat ndng hon
10kg.
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YA

Pieu kieén lam viéc:

= ...%. Phai lam viéc trong moi truong dieu
kién nhiéet do rat lanh. Co giai doan nhiét do
dudi 0 do C trong thdi gian trén 1 gid.

= ...%. Phai lam viéc trong dieu kién nhiét do
rat nong. Co giai doan nhiét d6 trén 37 do C
trong thoi gian tu 1h trg lén

= ...%. Lam viéc trong moi truong on ao. Co
nhiéu tieng on dén muc nhan vién phai hét Ién
mdi co thé nghe dugc tiéng ndi xung quanh.

= ...%. Lam viéc & nagi bi rung/Chan dong.
Tiép xUc v3i nhirng chuyén ddng lac thudng
xuyén hodc toan bd co thé
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3. Yéu cau doi vii ngudi thuc hién

Kién thic
(Knowledge)

Ky nang
(Skills)

GQEMELTL VAL EIR: [0
(Ability/attitude)

Cac yéu cau khac
(Others)

Hé thdng nhirng hiéu biét hodc thdng tin co
thé ap dung cho viéc thuc hién nhiém vu

Nh{rng nang luc thuc hién mot nhiém vu cu
thé. (co thé quan sat dudc,mang tinh thao tac,
va co thé hoc)

Nang luc thuc hién cac nhiém vu phi thao
tac. Gom: tri luc, thé luc, nang luc tu duy,
nang luc tam ly...

... YEu cau vé than nhan hoac phap ly
.. Yéu cau vé tinh cach
... YEu cau veé su san sang bat dau lam viéc

CuuDuongThanCong.com
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Vi du vé mot so yéu cau khac:

= Yeéu cau veé mat phap ly
> Chung chi hanh nghé
> Bang lai xe
> HO khau
> Tién an, tién su

= Yéu cau ve tinh cach
> Tinh than lam viéc
> Dao duc nghé nghiép
» Su chu dao
> NO luc
» Trung thuc va tin cay

= Yéu cau ve su san sang
> Ngay cb thé bat dau lam viéc
> Gio va ngay lam viéc trong tuan
> Di lai...
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QUY TRINH PHAN TICH CONG VIEC

Phan tich
cong Vviéc

Pinh hudng
R nhiém vu i N . .
Nhan dang Cac nhiem vu Bang mo ta

congq viéc e s congq viéc
g vie + Boi canh g vie

Kién thirc . .
Yéu cau khac

Suy dién

ccccccccccccccccccc
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III. SAN PHAM CUA PHAN TICH CV.
1. Ban mo ta cong viéc

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

= Thong thuong, Ban MTCV gom:
> Phong ban/nhom cong viéc

Chuc danh

Tom tat vé cong Vviéc

Cac nhiém vu va mang nhiém vu

B6i canh thuc hién cong viéc

Ngay phan tich cong viéc

YV V.V V V
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2. Ban Tiéu chuan cdng viéc

= Ban Tieu chuan cong viéc

...chi ra nhirng yeu cau doi vai ngu’dl thuc hiéen
cong viéc phai c6 dé hoan thanh tét cong viéc do,

.xac dinh nhirng kién thuc, ky nang, trlnh do, kinh
nghlem chung nhan nghe nghlep va nhu’ng kha
nang can dé hoan thanh cong viéc hiéu qua.

= Ban TCCV gom cac thong tin:

Phong ban/nhom cong viéc

Chuc danh

TOm tat vé cong viéc

I((:ﬁc,: ki€n thirc, ky ndng, kha nang va cac dac diém
ac.

= Thong thudng, Ban MTCV va TCCV dudc viét
trén cung mot van ban

YV V.V V
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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 (néu can)

YEU CAU POI VOI NGUOTI THUC HIEN CONG VIEC:
Trinh do hoc van:
Kién thic/ky nang:
Kinh nghiém:

TIEU CHI PANH GIA THANH TICH

Ngay: Ngugdi phé duyét:

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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3. Nhirng Iuu y khi viét ban mo ta cong viéc

|
= Chi tap trung vao cong Vviéc
> Tranh dua ra danh muc “udc muon” nhing
k¥ ndng hodc pham chét cd nhan
> Tap trung vao cong viéc, khong tap trung
vao ngudci thuc hién cv
= SU dung cac dong tu chi hanh dong
= SUr dung ngdn ngl ro rang, dé hiéu
= Sap xép cac nhiém vu theo th{ tu vu
tién/su can thiét
+ \/iét ra mot cach cu thé
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3. Nhirng Iuu y khi viét ban mo ta cong viéc

= Pua ra nhirng ky vong hgp ly
» Thiét lap * dinh mUc” qua cao hay hay qua thap sé
anh hudng dén lugng Ung vién
= Hay nhat quan

> Dinh nghia nhiing thuat ngr nhu ™ cé thé”, thinh
thoang, thuong xuyén, dinh ky

= Thu thap thong tin tu ngugdi khac
» Cung co thong tin tu nhan vién, quan ly/giam sat
& Neén thém cau “cac nhiém vu khac khi
dugc phan cong”
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4. Yéu cau doi véi Ban mo ta cong viéc

= Hudng dan cho ngudi thuc hién biét
ducc phai lam gi va lam nhu thé nao
= Cung cap nhirng thong tin cé thé dugc
st dung trong qua trinh tuyén dung
> Khong chi nhitnhg yéu cau vé ky nang m%l con nhirng
thong tin vé “ban chat” cua ngudi co thé phu hgp
nhat vdi cong viéc
= Pua ra cd sé dé tra IGi “ai lIa ai” va thu
muc ky nang, nhd do cac thanh vién
trong to chic biét ai lam gi va ai biét gi
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5. Ai nén tham gia phan tich va

viet ban mo ta cong viéc

ieHANAAHG A
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Phan chia trach nhiém giira bo phan
nhan su va quan ly bo phan

BOo phan nhan su Quan ly bo phan

Piéu phdi qua trinh phéan tich
cong Viéc

Thiét k& ban mo ta cong viéc dé
quan ly bd phan xem xét

Pinh ky kiém tra ban
MTCV/TCCV

Kiém tra théng tin dau vao cua
quan ly b6 phan dé dam bao
tinh chinh xac

Tim ki€ém su ho trg hodc tu van
tUr bén ngoai dobi vdi trudng hagp
kho khan

CuuDuongThanCong.com

Hoan chinh hoac phan cong
nhan vién cung cap thong tin
phan tich cong viéc

Kiém tra va ddm bdo dd chinh
Xac cua ban MTCV/TCCV

Yéu c‘ég diéu chinh khi cong viéc
thay doi

Xac dinh céc tiéu chuén danh gié
thanh tich dua trén thong tin
phan tich cong viéc

C6 thé ddéng vai tro la chuyén
gia hoac thanh vién ban danh
gia MTCV

https://fb.com/tailieudientucntt
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IV.Cac phudng phap thu thap thong tin
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1. Phuong phap phong van

= Gap truc tiép ngudi thuc hién cong
viéc dé hoi vé :
0
0
Q
0

= Ghi chép theo mau, so sanh ciu tra
|0i cua cac doi tugng khac nhau cung
thuc hién mot cong viéc.
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1. Phuong phap phong van

Hudng dan thuc hién phéng van phan tich cong viéc:
1. Néu muc dich cua cuoc phong van
2. Cau triuc cuoc phéng van

= MO ta cac chic nang chinh - cac nhiém vu trong mMOi
churc nang > cac budc thuc hién; hoac

= MO ta cac hoat dong theo khu vuc; hoac

= MO ta chic nang theo khoang thdi gian/mua vu; hoac

@ Néu danh muc cac du an 2 cac hoat dong cua tung DA
3. Kiém soat cudc phong van

= Kiém soat thdi gian va ndi dung

= Bay to su quan tam

= Thugng xuyén nh&c lai va tdm tat cac diém chinh

= Dung cd gang %O’I y nhitng thay d6i hodc cai tién vé

phuong p ap thuc hién cong Viéc

4. Ghi lai cuoc phong van

5. K&t thiic cudc I?‘hong van bang viéc tong két lai
thong tin/cac hoat dong chin

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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1. Phuong phap phong van

= Uu diém:

= Nhuodc diém:
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2. Phuong phap Bang hoi

# Soan MmOt bang cau hoi vGi nhrng noi
dung can thiét dé phan tich céng viéc

= Chuyén bang cau hoi cho ngugi thuc
hién cong viéc

= Thu bang cau hdi vé va tong hap,
phan tich cau tra IJi
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2. Phuong phap Bang hoi

= Uu diém:

= Nhuoc diém:
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3. Phuong phap quan sat

Tién hanh quan sat mot hoac mot nhom
lam viéc tu dau dén cudi, roi ghi lai thong
tin theo mau

= Uu diém:

= Nhuoc diém:
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Céach t6t nhat dé thu thap thong tin?

= S dung bang hoi v8i nhirng cong
Viéc ro rang

= SU dung phong van vai nhiing cong
viec khong ro rang

= S dung phucng phap quan sat vai
nhifrng cong viéc mang tinh ky thuat
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THONG TIN PHUONG PHAP

Phong van | Quan sat | Bang hoi

'NOI DUNG CONG VIEC

Chirc nang

Nhiém vu

Hanh vi lam viéc

¥ *[ *| *

Cac budc thuc hién cong viéc

¥ *| *¥| *| *

Cac hoat dong quan trong

'BOI CANH THUC HIEN CONG VIEC

Quan hé bao cao

Giam sat

Ra quyét dinh

Quyén han

biéu kién lam viéc

Yéu ciu vé thé luc

K| ([ ¥| ¥ *| *|[ *

Cac yéu cau ca nhan

YEU CAU CUA CONG VIEC

Kién thic

Ky nang

Kha nang

*| ¥ *| *

Cac dic diém ca nhan

¥ ¥ *| *| *

Bang cap

(S sy paic ey vneyy usST v G S v s s v
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