Chuang 5:

TUYEN DUNG NHAN SU

(Recruiting Employees)
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L

NOI dung:

ién trinh tuyén mo

"uyén mo ndi bod

"uyén mo tlr bén ngoai

Phucng phap tuyén chon néi bd
Phucng phap tuyén chon tU bén ngoai
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. KHAI NIEM, MO HINH VA QUY
TRINH TUYEN DUNG
. 1. Khai niém .
e Tuyéen dung (staffing): qua trinh tuyén mo
cac wng vién va danh gia lwa chon nhirng
ngwol phu hop
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2. Cac mé hinh tuyén dung:

Mo hinh 1: Con ngwoi/Cong viec

Két qua nhan
su

e Thu hat
e Hiéu qua

e Duy tri
e SU' cO mat
e Su' thoa man
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M6 hinh 2: Con ngudi/To chire

Két qua
nhan su

e Thu hat

e Hiéu qua

e Duy tri

e SU' cO mat

e Su thoa man
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3. QUY TRINH TUYEN DUNG

UNG VIEN | TO CHUC
(Con ngu'Gi) (Cong viéc)

Tuyén mo
(Tim kiém & Thu hat)

Tuyén chon
(Po luvong & Panh gia)

Ra quyét dinh
tuyén dung
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Il. TUYEN MO
1. Khdi niém tuyén mé

e Tuyén mo la qua trinh tim kiém va thu hit
cac Ung cU vien co kha nang dap Ung
nhirng yéu cau cua nhirng vi tri can tuyén
ngudi dé tién hanh Iua chon

e Tuyén mo nodi bo (Internal Recruitment)

e Tuyén mo tu’ bén ngoai (External
Recruitment)
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Muc tiéu cda tuyén mo

e Thu hut dwoce so lwong Ién cac ng vién

e Thu hut dwoc ty 1& cao s6 nhan vién cé
nang lwc va chap nhan lam viéc cho to
chuwc trong mot thot gian hop ly

e Tang cwdng hinh anh chung cua té chirc
e Nhanh nhat va tiét kiém chi phi nhat.
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Cac thong tin co trong thong bao
tuyén dung
e Gigi thiéu vé cong ty
e M6 ta chirc néng, nhiém vu cla vij tri can
tuyén
e Yéu cau kién thirc, ky nang, kinh nghiém
e Chinh sach nhan sw
e Thongtin lien hé
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2. Ty lé tuyén chon

, s6 ngudi dugc tuyén
My letuyen chon = —=———=—————————————————-
s6 ngudi tham gia du’ tuyén
Y nghia:
e Thanh cong cua cong tac tuyén mo
e SuU hap dan cua doanh nghiép doi vai xa
hoi
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3. Nguon tuyén mo
3.1. Tuyén mo ndi bo

Nguon: nhan vién hién tai
Uu diém:

o

o

o

o

Han ché:

o
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3.2. Tuyén mo ttr bén ngoadi

Uu diém

Han ché:
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Tuyén md tr bén ngoai: khi nao?
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4. PHUONG PHAP TUYEN MO

Quang cao o o

Qua gidi thiéu ctua -
nhan vién

Trung tam gidi
thiéu viéc lam
cua Chinh phu

Trung tam gidi -
thiéu viéc lam -
tuw nhan
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4. PHUONG PHAP TUYEN MO

Tuyén chon ¢t e o
truong hoc o

Nhirng dich vu ho o
trg tam thaoi o

Thué nhan vién
hoac qua cac nha
thau

Quang cao trén
mang
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Hiéu qua cua cac phwong phap
tuyen mo...

e ... SO lwong ng vién tham gia duw tuyén
... tuyén mo tr cac trworng, nhat bao >< tuyén

tlr cac tap chi c
o ...ty & bo viéc t
...gi¢I1 thiéu cua n

huyén nganh, tw tiép xuc
nhap nhat:

nan vién, UV tw do

e ...thanh tich, thai do

... tuyén mo tr cac trwdng, quang cao ><gidi
thiéu cua nhan vién, UV tw do

e Al lam cong tac

tuyén mo?
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III. TUYEN CHON NHAN SU

Selection
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1. NH’NG CAN CU BE LIA CHON NHAN SV
THONG TIN VE DOANH NGHIEP

THONG TIN VE U'NG VIE N:
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2. CAC CONG CU TUYEN CHON

Pon xin viéc/Ho so xin viéc
Bai kiem tra trac nghiém
Bai kiém tra m6é phéng cong viéc
« Cong viéec mau
= Trung tam danh gia
Phéng van
Kiém tra strc khoe
Tham tra qua trinh hoc tap, cong tac
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2.1 Sang loc ho so xin viéc

Screening A

e AF: cung cap n
Lrng Vién

oplication Forms (AF)

nirng théng tin co’ ban vé

... str dung dé loai cac UV khéng du tiéu

chuan

> AF can dworc thiét ké co chua dich (more)



AF.ppt
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SANG LOC HO SO XIN VIEC
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SANG LOC HO SO XIN VIEC

e Danh thoi gian toi thiéu dé loai bd nhirng
(’ng vién it pht hop nhat va danh nhiéu
th&i gian dé xem xét ky lwéng cac ng
vién phu hop nhat

e Chu y dén nhirng thanh tich ctia (rng vién

e Iranh so sanh gilra cac rng vien Vo'
nhau. Hay so sanh cac rng viéen voi tieu
chuan.
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2.2. Trac nghiém
Formal Testing

Trac ghiém
.. la nhirng bai tap, tinh huong thi nghiém dwoc thiét ké va

xay dwng nham danh gia nhirng pham chat can thiét cta
nguwdi dw tuyén

Muc dich

.. thu thap cac thong tin veé ky nang, kinh nghiém, kha nang,
dong co, thai do, quan tam, ca tinh cua NgUCi Xin Viéc

Cac phuwong phap:
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Trac nghiém: wu diém va han ché

Uu diém:

o

o

o

Nhu'cgc diém:
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Trac nghiém: Cac loai trac nghiém

e Trac nghiém kién thirc tdng hop
(General knowledge tests)
e Trac nghiém kién thtrc nghé nghiép va
muwc do thanh thao
( Job knowledge and proficency tests)
e Trac nghiém tiéng Anh
e Trac nghiém tinh céch
( Personality tests)
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Trac nghiém: Cac loai trac nghiém

e Trac nghiém nang lwc (Aptitude test)

... hang lwc hoc tap va thuwc hien cong viéec
» kha nang str dung ngon ngtr (verbal ability)

» nang lwc tinh toan (numerical ability)

> toc do tri giac (perceptual speed)

» nang lwc phan tich/ly luan (reasoning ability)

» nang lwc khong gian (spatial abllity)
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Trac nghiém: Cac loai trac nghiém khac

e Trac nghiém sd thich (Interest tests)
e Phan tich chir viét
(Graphology/handwriting analysis)
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2.3. Bai kiém tra mo phong cong
VIEC

e COng viéc mau
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Bai kiém tra mé phéng céng viéc

e Uu diém:

e Han ché:
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2.4. Phéng van

Phan biét cac loai phéng van:

e Phdng van theo cau tric (structured interview)
e Phdng van phi cau tric (unstructured interview)
e Phdng van ban cau tric

e Phdng van gay ap luc (stress interviews)

e Phong van nhém (group interviews)
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Tién hanh phéng van cé hiéu qua:

e Buwoc 1:
e Buorc 2:

e Buroc 3:

e Burorc 4:
e Buwoc 5:
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1.
2.

4.

7 GOl Y BE PHONG VAN HIEU QUA

St dung mot bé cdu héi c¢b dinh cho tat ca cac trng vién

Nam dwoc nhirng théng tin cu thé vé céng viéc ma &rng
vién dang xin vao

Giém thiéu nhiing hiéu biét truéc do vé qua trinh hoc tap,
kinh nghiém, so thich, diém s6 hoac nhirng yéu t6 khac.

Pat nhirng céu hdi vé cach trng xt&r ma yéu cau cac ing
vién phai giai thich cho nhirng cach wng x&r do.

S& dung mot mau danh gia duoc tiéu chuén hoa.

Phai ghi chu trong sudt cuéc phdng van.

Tranh nhitng cuéc phdng van ngan cé thé dan dén nhiing
quyét dinh 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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Phéng van

e Uu diém:

e Han ché:
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2.95. Trung tam danh gia

e Trung tam danh gia: phwvong phap tuyen chon
st dung két hop cac bai kiém tra mo phéng
cong viéc phure tap va mang tinh thueec té

e Muc dich:

« danh gia kha nang quan tri cia wng vién.
e Thoi gian: 2-4 ngay
e CONg cu st dung

- phdng van,

- gidi quyét cac van dé co lién quan,

= thao luan nhom va

. C4c tinh huong ra quyét dinh.
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2.6. Cac cong cu khac

e Tham tra ly lich (Reference checking)

> Tham tra ca nhan

> Tham tra noi ma trng clr vién da lam viéc
e Kiém tra strc khée
e Ra quyét dinh tuyén dung
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QUY TRINH TUYEN CHON
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TUYEN CHON NHAN VIEN O TOYOTA

PANH GIA CAI GI?

Cac k¥ nang chuyén mon
Thanh tich chuyén mon
Kha nang lanh dao

Ky nang giai quyét van dé

Ki€m tra sUc khoe

BANG CACH NAO?

Giai doan 1: Cac U'ng vién hoan tat ho so xin viéc, va
theo doi mot bang video Ky nang Quan hé Nhan su dai
1 ti€ng vé moi trudng lam viéc

Giai doan 2: Cac U'ng vién thuc hién mot chuong trinh
danh gia kha nang lam viéc theo nhom va cac ky nang
quan hé nhan su khac

Giai doan 3: Cac Ung vién tham gia vao mot chuang

trinh dai 4 tiéng dugc thiét k& dé danh gia ki nang giai
quyét van dé theo nhom va ca nhan. Cac chuyén gia cua
Toyota sé quan sat danh gia.

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

Giai doan 5: Nhan vién cua Toyota cé diéu kién. Cac U'ng
vién s& phai trai qua cac bai kiém tra vé thé luc va xét
nghiém y té 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.
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CAC YEU CAU DOI VOl PHUONG
PHAP TUYEN CHON



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

CHAT LUOQNG CUA CAC CONG CU
TUYEN CHON

Vi tri
Quanly | Quanly | Caccong | Caccong
cap cao | cap trung | viéc phi | viéc thong
va thap quan ly thwong

Pon xin viéc 2 2 2 2
Thi viét/trac nghiém 1 il 2 3
Cong viéc mau - - 4 4
Trung tam danh gia 5 5 - -
Phéng van 4 3
Xac minh thong tin 3 3 3 3
trng Vién
Kiém tra strc khée 1 1 1 2
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KET QUA CUA QUYET BINH TUYEN CHON

Quyét dinh tuyén dung
Tuyén dung

Thanh cong

cdng viéc sau nay

Khong thanh
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