|

én

Vo

’
hanluc
|

Chudoanhn
hicna -




Quan tri Nguén Nhan iyc trong
cac Doanh nghiép Vira va Nho

Chuong trinh phit trién dy an Mé kéng

Chu doanh nghiép va
Churc nang Quan ly
Nguon Nhan luc

D~

TAI BAN LAN THU I



Chuong trinh Phét trién Dy 4n Mé Kong
tai trg

Chuong trinh phit trién dy én Mé kong

OPEN Vién Pai hoc M@ OLA (Canada) bién
LEARNING soan , ,

]’ AGENCY
Canada's Lifelong Learning Provider

Cuén sach nay do Chuong trinh Phét trién Dy an Mé Kong
gilt ban quyén © 2001

Khong dugc sao chép hoic stta d6i néu khong duge phép bing vin ban cia
Chuong trinh Phét trién Du an Mé Kong.

LUy

Cudn sdch nay duge xay dung trén co s& cudn sich giang day trén 16p do Vién Quan
tri Kinh doanh - Bai hoc Kinh t€ Quéc dan, Ha Noi phat trién vdi sy tdi trg cha
Chuong trinh Phiat trién Dy an Mé Kong. Nhém bién soan cuén sich do Thac si

Vii Van Tuén chiu trach nhiém chinh, Cafin sich nay khéng duoc sao chép hoiic sira
d6i khi chua duge phép bing vin ban cia Chuong trinh Phét trién Du 4n Mé Kong.



Chuong trinh phat trién dy an Ma kéng

Chuong trinh Phét trién Dy 4n Mé Kong (MPDF) duge thanh lap nam 1997 nham
hé trg su hinh thianh va phét trién cta cdc doanh nghiép tr nhan viva va nho & Viet
Nam, Lao va Cimpuchia. MPDF hé trg k¥ thuit cho cdc doanh nghiép trong qui
trinh chudn bi cdc du 4n ddu tu véi qui mo tr 250.000 dén 10 trigu dola My.
MPDF ciing tai trg vigc dio tac cic nha quan 1y doanh nghiép vita va nho, cic
ngéin hang cdp tin dung cho cic doanh nghiép vita va nhd, cling nhu cic 14 chitc
cung ¢4p dich vu hé trg cho doanh nghiép. MPDF duge diéu hanh bdi Cong ty Tai
chinh Quéc € (TFC) vi duge tai trg bdi Ngan hang Phat trién Chau A (ADB),
Oxtraylia, Canada, Phin Lan, Céng ty Tai chinh Quéc t€ (IFC), Nhat Ban, Na Uy,
Thyy Dién, Thuy Si v Vuong qudc Anh. N&u c4n bigt thém théng tin, xin lién hé
véi bt k¥ van phong nao cita MPDF tai Ha Néi, Thanh ph6 Hé Chi Minh, Phném
Pénh, hoic Viéng Chin theo dia chi sau:

Ha Noi, Viét Nam (Tru s& chinh)
63 Pho Ly Thai T4, Tang 7

Dién thoai: (84-4) 824 7892

Fax: (84-4) 824 7898

Thanh phé H6 Chi Minh, Viét Nam
Somerset Chancellor Court

Phong 3B, Ldu 3

21-23 Nguyén Thi Minh Khai, Quan 1
Bién thoai: {(84-8) 823 5266

Fax: (84-8) 823 5271

Phnom Pénh, Campuchia
175 Norodom Boulevard
Sangkat Beeung Keng Kang 1
Dién thoai: (855-23) 21 9365
Fax: {855-23) 21 9361

Vieng Chan, Lao

Nehru Road, Pathou Xay

PO Box 9690

bién thoai: (856-21) 45 0017
Fax: (856-21) 45 0020

Vu Doanh nghiép Vira va Nho, Ngan hang Thé gi6i
2121 Pennylvania Avenue, NW

Washington, DC 20433, USA

bien thoai: 202-473-6683

Fax: 202-522-3742



Gidi thiéu
Chuong trinh Dao tao Quan ly
danh cho cac Doanh nghiép
Vira va Nho

Chuong trinh Ddo tgo Qudn Iy danh cho cde Doanh nghiép Vita va Nhd dugc
bién soan cho cdc nha quan 1y va chi doanh nghiép vira va nho. La agudi chil hodc
ngudi quan 1y doanh nghiép nho6, ban quan tam dén nhiéu khia canh cta viéc diéu
hanh mot doanh nghiép. Chuong trinh nay s€ cung cdp che ban mot bé cubn sdch
tap trung vao cic khia canh chii y&u cia quan 1¥ ngudn nhan luc, bao gém:

s Thu hit nguén nhan luc.

s Danh gid hé so xin viéc.

» Phong vin ngudi xin viéc.

¢ Quyét dinh tuyén chon nhan vién.

s (GiGi thidu vi gidp nhin vién mdi Am quen vdi cong viéc.
e Dinh gid két qua cong viéc.

e Quyét dinh vé& dio tao nhan vién.

¢ Tu vin dinh huéng nghé nghiép cho nhan vién.

Dii mot céng ty cé hay khong c6 phong nhan sif thi nha quéin 1§ va chi doanh
nghiép déu tham gia vao nhiing quyét dinh vé nhan su. O méi budc trong quy trinh
quan ly nguén nhin luc, nha quan 1y thudng thu nhap cic thong tin, dua ra 1ot
khuyén va nhiing kién nghx dé tir 46 di dén quyét dinh. Tai méi giai doan phat
trién clia doanh nghiép, dac biet 1a khi céng ty md rong qui mo hoat dong, cic
quyét dinh vé nhin su phai dugc xem xét hét sic than trong. Mot khi cong ty da
quyét dinh tuyén mot nhan vién méi, thi d6 chinh 13 sy ddu tr cha cong ty.

B sich Gudn tri Ngudn Nhan hue trong cdc Doanh nghiép Vit va Nho dugc bién
soan d€ gitp cho cdc nha quan 1y va chd doanh nghigp xdc dinh ding phurong
hudmg trong cic giai doan cia quan 1Y ngudn nhan luc. Méi cudn sdch s& dé cap
dén mot khia canh cu thé cla qua trinh quan I¥ nguén nhén luc. Trong qué trinh
nghién cifu cha minh, ban s€ vira ti€p nhan nhitmg kién thic va kinh nghiém méi,
vira cé k€ hoach dé van dung nhimg ki€n thic nay vio thuc t& cta don vi minh.
Ciéc cht dé s& duoc dé cip trong bo sich nay bao gém:



e Xic dinh va 16 chitc chitc ning quan 1y ngudn nhan hee.
¢ Xay dyng chién luge quan 1y ngudn nhan lyc.

+ Phan tich cong viéc.

e Thu hiit, tuyén chon ngudn nhin luc.

e Phit trién va ddnh gia he théng trd luomg,

+ Dianh gia két qua cong viéc.

e Té chiic va thyc hién do tao.

e Phét trién céc dich vu vé nhan sy.

» Si dung cdc mdi quan hé lao dong tich cuc va nhit quén.

» Xay dung cac chinh sdch, thit tuc va he théng sé sich vé& quan 1y nguén
nhéan luc.

Phuong phap nghién ctu cudn sach

Cubn sich nay duoc bidn soan v4i muc tiéu dé ban cé thé tr nghién ctu. Mic du
céc cudn sich duge bién soan hodn chinh, nhung néu ban dugc huéng din, tr vin
vA trao d6i thong tin phan héi thi hieu qua hoc s& cao hon. Méi cuén séch gém cé:

¢ Kién thifc co ban: gém nhiing thong tin chi tiét, nhiing 11 giai thich va cdc vi
du minh hoa cho cdc khdi niém quan trong.

o Bai tap tr kiém tra: gitp ban khing dinh kha nang 1i€p thu nhimg kién thitc
co bdn di dugc hoe.

e Bai tap thuc hanh: @€ ban khing dinh kha niang 4p dung nhiing kién thitc da
hoc vio thuc tién.

¢ Bai tap tinh hudng: cho phép ban k&t hop mot s8 khdi niém va img dung
ching vao cdc tinh hudng thyc tién tai cic doanh nghiép vira va nho.

e K¢ hoach ng dung: cho phép ban timg budc dp dung kién thic di hoc vao
thuc tién cong viéc tai doanh nghiép.
? ~
Hoc ¢ dau

Bén cé thé doc sich & bdt o noi dau. Song dé dat hiéu sufit cao nhét, ban nén
trinh nhitng noi 6n 20 va ¢ vo tuyén.



Hoc ltic nao

Diéu nay hoan toan phu thudc vio ban. Co thé ban chi mit 8§ tiéng déng hé 13 da
hoc xong mot cudn sach, nhumg néu ban cin nhiéu théi gian hon thi ciing khong
nén lo Hing vi vdi mdi mén hoc khdc nhau, moi ngudi déu hoc véi téc do khac
nhau. Tot nhdt 12 nén dat k& hoach trudc va danh meét khoang thdi gian nac dé
trong nhimg ngay nhét dinh dé hoan thanh mdt cuén sich thi s& hiéu qua hon.

Hoc nhuthé nao

Khong nén qué non noéng, hiy b trf mot thdi gian biéu déu dan, vi du nhu méi ldn
chi hoc mot ti€éng. Hoc déu dan s& cd k&t qud 16t hon nhiéu 1a thinh thoang heoc
dén trong mot thdi gian dai.

Hiy chuyén tam vio nhilg diéu ban dang hoc, doc, ghi chép, hoan thién phdn bai
tap tu kiém tra, bai tap thuc hanh, va bai tap tinh hudng. Ban c6 thé thio luan vé
céc y tudng va kinh nghiém thuc t€ voi nhilng ngudi khic, vi nhu vy sé gidp ban
nang cao sy hiéu biét vi khic sau nhilmg gi minh di hoc.

Sau khi d3 hoan thanh cdc phin bai tdp trong cudn sdch, ban s& bét tay vao phin
ting dyng ching trong viéc xay dung K& hoach Ung dung. Hay trao déi véi cic
déng nghiép trong doanh nghiép clla ban d€ xiy dung k€& hoach itng dung. Hay cu
thé ho4 k& hoach dng dung thanh timg bude va luong dinh thdi gian dé hoan thanh
timg budc dé. Nén nhd k&€ hoach tng dung nay 12 mot céng cu huéng din hét stic
linh hoat, khéng phai 1a mot khuén khé cimg nhic. Vai thing mot 14n, ban phai
kiém tra lai k€ hoach tng dung ctia ban va diéu chinh, néu th&y cdn thiét.

rd “’7 - = - v -~

Cé thé tim su gitip do o dau

e Chinh ban than minh. Hiy c& ging hoc lai. Dimg b6 cudc. Néu ban vin chua
hiéu, dfu budi hoc Hép theo hay doc lai mot 14n nifa.

e Gia dinh ban, ban b¢, hoac dong nghi¢p. Ngay ca khi ho khong hi€u chii dé
mé ban dang trao déi thi trong qué trinh thac luan biét dau cau tra 15i lai loé
lén ngay trong ddu ban.

+ Gido vién huéng dan ciia ban. Ban ¢6 thé tiép xic, yéu cdu sy giip do &
phia cic giang vién va chuyén vién tu van.

e Tiac gid, Cho dén thdng 9 nam 2001, Chuong frinh Pht trién Dy 4n Mé Kéng
(MPDF) s& chuyén cic cau hoi cha ban c6 li€n quan dén ndi dung cudn sich
10 tic gid. Dé nghi gl fax, thu hodc thu dien tir téi MPDF (xem dia chi cda
MPDF trong phin Phigu Pdnh gis & cusi cudén séch).
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Tong quan vé Cuon sach

Trén thi trudng ngay nay, cac doanh nghiép dang dimg trudce thich thifc phai tang
cudng t8i da hiéu qua cung cfp cdc san pham va dich vu ctta minh. Piéu nay doi
hdi phai ¢6 sy quan tam t6i chét lugng san phdm va dich wvu, tdi cic phuong thirc
marketing va ban hang t6t cling nhu cic quy trinh noi bé hiéu qua. Cic doanh
nghiép hang ddu thudmg c6 ging d€ tao ra sy cAn bing giffa tinh nhat quin va su
sang tao. D€ dat dugc muyc tidgu ndy, ho dua vao mdt trong nhiing tii san 16n nhat
ctia minh - ngudén nhan hyc.

Cong tic Quan 1y Ngudn Nhin luc gidp tim ki€m, phét trién va duy tri d6i ngd
nhan vién va quan ly c6 chit lugng - nhitng ngudi tham gia tich cuc vio su thanh
cong cha cong ty. Cic 16 chdc réng mong vao cic nh chuyén mon vé quan Iy
ngudn nhan luc gidp ho dat hiéu qud va nang sudi cao hon véi mot s6 lugng han
ch& v& luc lugng lao déng. Dong thoi, viéc tao dung nhitng hanh vi va thdi do tich
cuc frong d6i ngd nhan vién, sy tin tudng cla ho d8i véi cong ty, tinh thin 1am
viéc dong d6i, cling nhu sir dung cdc hé théng thong tin, dang trd thanh mot trong
cdc nhiém vu cta quin 1y nguén nhan luc. Cic nhi chuyén mén vé quan 1y ngudn
nhéan luc dang ngiy cang md réng vai trd clia minh trong viéc dua ra nhilng v vin
chi€n luge cho ban 1anh dao v cic trudng phéng/bo phan.

Cac muc tieu

Cudn sach nay dé cap dén vai tro clia quan Iy ngudn nhan luc trong doanh nghiép
va céc phuong thirc ma trubng phong nhan su ¢6 thé thuc hién nhdm gép phén vio
thinh cong ctia cong ty. Cudn sdch nghién citu chifc ndng quan 1¥ nguén nhan luc
trong cdc doanh nghiép cé qui mo vira va nhd, déng thdi néu ra nhitg khdc biet vé
phuong phdp quan 1y ngudn nhan luc giita kiéu Bic My va kidu Chau A. Phin cudi
ciia cudn sich s& gilp ban vin dung nhiing khai nié¢m 1y thuyét vao thuc t&€ doanh
nghiép thong qua viéc soan thao mét ké hoach g dung cho céng tdc quan 1
nguén nhén lyc cta doanh nghiép.

Muc dich cu thé clia cuén sach 1a gitip ban:

e Nhin ra vai trd chia moét chii doanh nghiép-nha quan 1y déng thoi 13 ngudi
phu tréch quan Iy nguén nhan lyc.

s Miéu td muyc dich va cdc ndi dung clia cong téc quan 1y ngudn nhan luc.

e Xdc dinh nhitng lgi {ch cha cong tc quan 1¥ ngudn nhan lyc.

Chit Doarh nghiép vi Chitc ndng Qudn 1y Ngudn nhdn I 1



Xéc dinh cdc chiic nang va nhiém vu cla trudng phdng nhan si.

Chi ra nhimg kién thtc, k¥ nang va ning luc cdn cé clia mot ngudi phu
trdch quan 1y ngudn nhan lyc thanh cong.

Nhan ra mét s8 khde biét trong dng dung quan 1¥ nguén nhan luc cba cic
doanh nghi¢p Chau A va doanh nghiép theo kiéu phuong Tay.

Chi Doanh nghiép va Chite ndng Qudn [y Ngudn nhaén huc



Chirc ndng va Nhiém vu cua
Quan ly Ngudén Nhan luc

Quan ly Nguén Nhan luc 1a gi?

Céc doanh nghiép déu cé cac ngubn luc, bao gém tién bac, vit chdt, thiét bi va con
ngudi cin thiét dé tao ra hang héa va dich va ma doanh nghiép dwa ra thi trudng.
Héu hét cic doanh nghiép déu xay dung cdc thi tuc va quy trinh vé cung cdp
nguyén vat liéu va thi€t bi nhdm bdo dam viéc cung cdp ddy ¢ ching khi cdn
thi€t. Tuong tu nhu vay, cdc doanh nghiép cin phai quan tam dén qui trinh quan 1y
con ngudi — mot ngudn luc quan trong clia ho.

Quan Iy ngudn nhan lyc bao gém tat ci nhitng quyét dinh va hoat déng qudn 1y ¢é
anh hudng dén mdi quan hé gifta doanh nghiép va d6i ngii nhan vién cla doanh
nghiép.

.. Muyc tiéu chi y&u cta quan ly ngudn nhan lyc 1a nham bdo
¥ Ding s6luong . dam dit s8 hrong ngui lao deng véi mite trinh do vi ki nang
v’Dung ngudi . phi hop, bé uf ho vao d\ing cong viéc, \:'é vao ddng thot diém
) ' de dat dugc cdc muc tiéu cia doanh nghigép. Nhu vay, mét cau

¥ Dingnoi hoi dat ra 13: Ai phu trich quan 1y nguén nhén luc trong doanh
v Ding e nghiép? RO rang cau tra 101 s€ 1a: Moi nha quan 1y trong doanh
nghiép.

Quan Iy nguén nhan huec 13 mét bo phan guan trong

‘\ ! trong quan Iy doanh nghiép. Nhiém vu chii yéu ciia
\,l no6 1a bao dam ¢6 ding ngudi véi k§ nang va trinh

I do phu hgp, vao ding cong viéc va vao ding thoi

f diém thich hop dé thuc hién cac muc tiéu ctia cong

ty. Moi nha quan I¥ déu 13 ngudi phu trach quin Iy
nguén nhan luc.

Chut Doanh nghiép va Chitc ndng Qudn 1y Ngudn nhdn lue . 3



Sd ludc qua trinh phat trién Quan ly
Nguon Nhan luc

Truéc day, cidc doanh nghiép thudng tuyén dung, sa thai, dé bat vi thay thé nhan
vién khong can ctf trén cic k€ hoach dai han va muc ti¢u ciia doanh nghigp. Khi
mdt ngudi lao dong duoc tuyén dung, doanh nghiép thudng khéng cd ké hoach
dio tao hay ning cao k§ nang cho ho. Khong ai nghi xem ngudi lac déng cén gi
hay cdc k¥ nang cia ho sé duge st dung trong doanh nghiép nhu thé nio. Ngudi
lao dong duoc huong ch€ d6 tra cong va dé bat thigu nhit qudn vA khong hé ¢é
dinh hudng nghé nghiép rd rang. Hiu nhu khong <6 tiée chuén cong viéc hay
phuong phédp do ludmg két qua 1am viéc,

Tinh hinh rén 1dm cho ngudi lao dong chdn nan, san xudt khong hiéu qua, phuc
vu khidch hang kém vi ty 1& ngudi bd viéc cao.

Vio thoi ky kinh t¢ kha quan, hay trong mét méi trudmg duge bio ho, nhitng vin
dé nay khong thé hien 15 tang. Khi diéu kién thuén lgi, cdc céng ty thuong 13m an
c6 13i. Cong tic dio tao va phit rién khong duge chd trong, béi € nhan vién cé
nhiéu co héi viec 1am va ho c6 thé dai bé cong ty bat k¥ ltic ndo. Vio nhing thoi
diém kho khan hon, va viéc 1am khan hi€ém hon, moi ngudi budc phai & lat cong ty
ké cad khi ho khong hai long. Trong ca hai trudng hop, ngudi lao dong thudng
khong dugc cong ty hd trg dé phat trién c4 nhéan, ho cam th&y cé rdt it hay thim
chi khong c6 méi lién hé nlo véi cdc muyc tiéu phat trién ciia cong ty. Ban than céc
doanh nghiép khong nhan thic duge nhitng phi to6n gay ra boi mirc do bo viéc cao
v trinh d6 1am viéc thép. Trong khi d6, dé bac vé ngudi lao doéng tranh Khodi
nhitng d6i xi& thi€u cong bing cla ngudi chi sit dung lao dong, cong doan duoc
thanh 13p cho phép ngudi laoc ddng cé mot ti€ng néi nhit dinh véi gidi quan 1y.
Trong nhiéu trudng hop, didu nay c¢é thé tao ra mau thuidn d6i khang giffa “ching
ta va ho”- su ddi khing giffa nhan vién va nha quan ly.

Do canh tranh gia ting, cdc doanh nghiép bit ddu chii ¥ nhiéu hon dén chi phi va
quan tam hon dén viéc gitt nhan vién clia minh. Ban mo ta céng viée 16 riang, mitc
Twong hop 1¥, c4c tiéu chi dé bat thod déng va cdc phuong thic tuyén dung nhat
qudn di t2o ra sy 6n dinh trong cong ty. Khi ngudi lao dong 13m viéc cho deanh
nghiép 12u hon, viéc dau tr cho dao tao va phét trién ho cdn mang ¥ nghia vé mit
tai chinh. Ldc ndy, nhan vién bit d4u coi bdn than minh nhu 13 mot bo phan khong
thé tich r&i chia doanh nghigp. Con c4c doanh nghiép bat diu nhin nhan nhan vién
clia minh 1 mot ngudn e c6 gid tri.

Ngay nay, cic doanh nghiép dang ngiy cang thira nhan gia tri cla luc luong lao
dong ¢6 k¥ nang, ¢6 kién thiic va tinh thin chll dong sing tao trong cbng viéc. Ho
biét rang diéu n2y khong phéi nglu nhien ma c6é va vi thé da vin dung quan 1y
ngudn nhan luc nhu mot céch thifc hifu hiéu @€ thu hit v duy tri nhiing con ngudi
ma ho cdn. Trong nhiéu cong ty, giy day, cong doan thudng hop tic vdi ban lanh

4 . Chii Doanh nghiép va Chitc ndng Qudn Iy Ngudn Nhdn luc



dao, ho thira nhan ring sy thinh cong cia mot cong ty dem lai cong viéc tét cho
cdc thanh vién cia minh. Gi6i quan 1y 43 di dén nhin nhan ring quin Iy ngudén
nhan luc c6 thé giip cong ty tao Eap mot méi truong khuyén khich cdc nhan vién
khong chi & lai véi cong ty, ma con tham gia thuc sy vao sy thanh cong cla céng
ty. Khi cdc trudng phong/bé phan trong cong ty dp dung cic bién phdp vé quan 1y
ngudn nhan luc nhu nhau, thi cic nhan vién duge d6i xir, duge hudng ché do va dé
bat m¢t cach nhit quin. Ngudi lac dong hiéu rd cong ty mong chd nhiing gl fir ho
va ho ¢6 thé mong muén nhitg gi tir cong ty.

nhimg phuong phap dé déi xir mét cach nhit quin véi

l\ ‘ Quan ly nguén nhin lyc trang bi cho cic nha quan Iy

hién duge gia tri cda he doi voi cong ty. Mot moi irudng

'l\,l nhan vién. Khi dé, cac nhan vién duoc doi x& cong bang va
r'y4 * . - id s Y r P -~

L .

lam viéc t6t s€ giam bdét tinh trang bo viéc va giam bét
nhimg phi tén do bo viéc gay ra.

ﬁ\
27

Nhiém vu cht yéu cia quén I¥ ngudn nhin luc [a bao dam cé
dé , voi phiy

hop, bo tri vao diing va vio diing thich hop.

BAI TAP TU KIEM TRA 1

Doanh nghiép cé nhiéu nguén luc, bao gbém
va

K&t qua etia viéc quan 1y ngudn nhén luc kém hi¢u qua 13 gay su chdn nan
cho , cung cdp. kém cho khich
hang va cao.

Ban m6 ta cong viéc 16 ring, mic lwong hop 1y, cdc ti¢u thic dé bat va cic
cong tic tuyén dung nhdt qudn s& dem lai moi trudmg lam viéc
trong cong ty.

Moi nha quan ly, bao gdm ca chil doanh nghiép vira va nho, déu Id
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Thuc t€, chi doanh nghi¢p-nha qudn 1§ doanh nghiép vira va nho thudng thuc hién
nhiéu chife ndng quin 1y nguén nhan lyc. Thong thudmg, ho chiu trich nhiém
trong nhimg cdng viéc nhar

e Quy¢t diph thidi di€m va d6i tueng tuyén dung.
¢ Xdc dinh ai nén duge dé bat.

¢ So sdnh d4i chigu cic hé théng tién luong va ché dd ngudi lao dong

) ~ BAITAP THUC HANH 1

La chi doank nghiép-nha quan 1y coa mot doanh nghigp vira va nhé, ban hay. hét
ké 10 cong viéc va nhiém vy ma ban cho 1a thudc chifc ning cda quan iy nguﬁn
nhan iye.
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Chirc ndng Quan ly Ngudn Nhan luc

Dé canh tranh trong moi trutmg kinh doanh phic tap ngiy nay, cdc doanh nghiép
ngay cang cdn dua vao k¥ nang cia td1 ci nhan vién. Ho nhan ra ring con ngudi [a
mdt ngudén lye quan trong va gidng nhu nhitng tii san khdc cla doanh nghiép, nhu
thi€t bi va hang héa trong kho, con ngui cdn phai duge quan 1y va sir dung mot
‘cich cé hiéu qua. Cdc nhi quan 1¥ cdn phdi ¢6 ding ngudi vao ding thi diém
thich hop dé thuc hién cong viéc.

Khi mot ngirdi véi nhimg k¥ ndng thich hgp, dang 1am ding cong viéc, thi ci
ngudi nhan vién d6 va cong ty déu duge lgi. Cong ty s€ c6 nhiéu co hoi dé thuc
hién diéu nay véi khoang thini gian mot nhan vién 1am viéc tai cong ty, chang han
nhwu:

s Khi c4c nhan vién méi duoc tuyén vao lam viéc.
¢ Khi ho hoc héi v ti€n bé 1én trong doanh nghiép.
¢ Khi ho 1am viéc va g6p phin vio su thinh cong ctia doanh nghiép.

e Khi ho chuén bi r&i khoi doanh nghiép.
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Quén 1y ngudn nhan luc 6 nhiém vu trong tit cd cac giai doan nay. Céc hoat dong
chinh cia quéan 1y ngubn nhan lyc tap trung & bon linh vuc:

Lap k¢ hoach va Tuyén dung.

Dio tao vA Phat trién.

Duy tri v Quan ly

He thong Thong tin va Dich va vé Nhan hue.

Sl ol L

Nhitng linh vic ndy 6 méi lien he v6i nhan. Ching ta c6 thé thay diéu nay qua
Hinh 1 thé hién cdc hoat dong quin 1y nguén nhan lyc nhu yéu t8 thudng xuyén
lign tuc trong nhilmg hoat dong tuong tic hang ngay giifa cong ty va cac nhén vién
ctia coOng ty. :

Quan 1y Nguén Nhan luc

Hinh 1: Quén 1y Ngudn Nhan luc. Ving tron phia ngoai bidu thi thin gian mot nhan vién {am vigc
v6i cong ty. Vong tron phia trong bidu thi bén mang chinh clia cong tac quan 1§ ngudn ohan hyc.
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Lap ké hoach va Tuyén dung

Lap K& hoach Nguon nhan Iuc

¥ Diing 56 *ﬁ?ﬂgzzf Mot trong nhimg chitc nang chl yéu cta quan I¥ ngudn nhan
¥ Diing ngudi luc 1a lap k€ hoach ngudén nhan lwc. D6 14 viéc phan tich
fﬂﬁnghic thudng xuyén nhu cdu vé luc lugng lao dong clia doanh

nghiép, 1a mét phdn clia k€ hoach kinh doanh t6ng thé cla
doanh nghiép. Lap k&€ hoach ngubn nhén luc trong doanh
nghiép thudng hudng vao tra 131 nhitng c4u hoi sau day:

+ (Chiing ta cdn nhitng con agudi nhu thé nio?
» Khi nao chiing ta cin ho?
¢ Ho s€ cin phdi ¢d nhilng k¥ nang nao?

e Ching ta di ¢6 sin nhitng ngudi thich hgp chua? Va ligu ho ¢6 tét ca
nhimg kién thic, thdi d va k¥ nang cfn thiét hay khong?

» Khi di cé nhimg thong tin trén, ching ta s& lam gi tiép theo: S& tuyén
dung ngudi tly bén ngodi, hay hya chon tir nhiing nhéan vién hién c6?

‘Ban mo ta noi dung cong viéc rd rang v cong tic 1ap k€ hoach tién tién thudmg
gidp cong ty c6é dugc nhimg quyét dinh ding. C6 phai cong ty hién dang ¢6 nhan
vién véi nhitng k¥ nang gan nhir thich hgp? Liéu cong ty c6 du thdi gian dé dao
tao hay chudn bi cho anh ta/chi ta truéc khi dé bat khong? Néu khéng, ¢6 nén thu
hit tuyén dung tir bén ngodi cong ty dé c6 duge mot ngudi phi hop cho vi tri dang
xem xét khong?

Tuyén dung

Qua4 trinh tuyén dung bao gém viéc moé ta cdc yéu cdu va cong viée, té chic quing
cdo, tién hanh cdc hoat déng phdng vin, dua ra vi 4p dung cdc tidu chudn tuyén
chon nhat quédn. Poi khi, cic cong ty cdn dén mét 6 chiic bén ngoii hd trg d€ tim
ngudi cho cdc vi tri quan 1¥ hay tim ra nhitng ngudi ¢é cde k¥ nang dic biet
Tuyén dung ciing bao gém viéc trao ddi, thuong luong vé mic laong va phic loi
thich hop c6 thé iam thod min ca nhin vién va cong ty.
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Dao tao va Phat trién

Quan Iy ngubn nhan luc c6 hiéu qua 1a dinh gid mot cdch nhat
quin cdc ky nang va kién thic cGa nhan vién d€ dép ang duge
céc nhu cdu hién tai va trong lai cila doanh nghiép.

¢ Doanh nghiép c4n nhitg k¥ nang va kién thitc nao?

e Hién tai, ngudi nhan vién cdn nhimg k¥ ning nao dé tién hanh cong
viéc ?

& Cic nhu cfua v€ k¥ nadng trong tuong lai cha doanh nghiép 1a gi?
e Sy thicu hut gitfa k¥ nang hién c6 v&i nhu cdu twong lai la gi?

¢ Tién hiinh dio tao thu thé nao s€ mang lai k&t qua 16t nhit?

Trong tuyén dung, cdn giéi thidu dinh hudng cho nhan vién méi vé doanh nghiép
va cong viéc méi clia ho, trao déi vé cdc gid tri va hoat dong thuc tién clia doanh
nghiép va cdn xem xét danh gid nhu cdy dao tao.

Cdc hoat dong quéan 1y va k€ hoach hod phat trién nghé nghiép gitip doanh nghiép
va nhan vién biét duge tiém ning cia minh. K& hoach phat trién cho nhén vién bao
g6m ¢a dio tao va ting kinh nghiém lam viéc nhdm dat dugc cdc muc tidu nghé
nghiép @& ra. Cic k& hoach phat trién dii han khuyén khich ngudi nhin vien & lai
1am viéc va cung tién bd v doanh nghiép.

Dio tao va phéit trién thudng duge thue hién thong qua cdc khéa hoc va héi thdo,
dao tao trong cong viéc, qua viéc huéng din vi kdm cip gifla ngudi quan 1§ va
nhan vién ciing nhu gifa céc nhan vién véi nhau. Céc doanh nghiép ¢6 thé ¢é cdc
chuong trinh dac biét vé phdt trién k¥ nang quén 1y va lanh dao. Nhiéu té chic
thue hién cdc hoi thdo, 330 tao ndi bd va tit wro cho nhan vién tham gia cdc khéa
hoc & cac trudng cao dang, dai hoc.

Duy tri va Quan ly

“Diéu gi 1am cho cdc nhan vién cda ching ta gin bd v§i doanh nghiép va tan tam
hoan toan cho su thanh coéng ctia doanh nghi¢p?”

Sau khi tuyén diing ngudi va do tac ho, trach nhiém tiép theo
ctia quan 1¥ ngubn nhan hre & quan 1y va sit dung ngudi lao
dong. Cac cong viéc thude linh vige nay bao gém:
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s B& tr, dinh huéng, thuyén chuyén, va dé bat.

e Dinh gid va quan 1y ket qua thue hién cong viéc.
s Huéng din, tu vén.

s Khen ﬂmé‘ng nhan vién.

» Quan Iy qué trinh thoi IAm viéc, bao gém thoi viéc tr nguyen, théi viéc cé
nguyén nhan, cit giam nhén luc c6 k& hoach va nghi huu.

+ XAy dung tinh thdn lam viéc 6t

Céc nghién ciru d3 chi ra ring ngudi lao dong & lai 13m viéc cho doanh nghiép
khong chi vi tién bac. Chét lugng cong viéc, bdu khong khi 1am viéc, co hoi tién
bo, va yé€u t6 tinh thin déng vai wrd rdt ding ké trong quyét dinh & lai cia ho.
Nhiing ngudi lao dong cam thdy thoai mai vé noi ho dang Tam thudng c6 niing suft
cao hon, thudng it phan d6i sy thay déi hon va thudng déng gép céc ¥ tuong va dé
xudt v&i doanh nghiép nhidu hon,

Khi doanh nghiép duge nhin nhan 1a mét noi 13m viée 16, né s& dé thu hit duoc
nhan vién gidi hon. &

Duy tri va quan Iy I3 mét bd phan quan trong clia quan 1y nguén nhan luc. Vdi wr
twdng “ngén han” va thuc dung trong quan 1y con ngudi clia céc nha quén 1y va
chit doanh nghigp, cdng v6i mdi trudng canh tranh gay gét hién nay, mifc 46 bo
viéc g cdc doanh nghiép vira vi nhé 12 khd cao. Cic nha quén 1§ doanh nghiép vita
va nhé cdn phai thuc hién céc bién phdp quan 1Y nguén nhan hyc dai han hon dé c6
duge cie nhén vién tich cuc va tan tuy voi doanh nghiép.

Tuyén dung diing + Quan Iy ding = Nhan vién nhiét huyét

Ciéc nhan vién nhiét huyét sé gan bé, tan tuy véi doanh
‘ nghiép, c6 kha ning ¢ lai doanh nghiép lau hon, lam

1 viéc nang suit hon, va tham gia nhiéu hon vao sy
‘ thanh cong cilia doanh nghiép.
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Hé théng Théng tin va Dich vu vé Nhan luc

Quan 1§ nguén nhan luc ¢on bao gém qud trinh thu thap
thong tin va dich vu v€ ngudn nhan lyc. Thong tin vé& nhan
vién, nhu tién luong tién cong, thong tin tuyén dung, dé bat,
dao tao va ddnh gid k&t qua cdng viec ¢dn duge thu thap
trong sudt thoi gian ngudi lao déng lam viéc & doanh
nghiép. Cic thong tin nay ciing dugc s dung dé ghi chép
théng ke vé cdc k§ nang cla doi ngd ngudi lao dong, phuc
vu cho qué trinh 1ap k€& hoach nguén nhan luc,

Céc nhi€m vu quan 1¥ ngudn nhan luc ciing bao gém viéc duy tri nhitng thong tin
cua céng ty nhu:

¢ Cuén sdch hudng din vé chinh sich va thi tuc ctia cong ty.
+ Cudn sach hudng din vé phiic lgi cho ngudi lao dong.

* Thong tin vé kiém to4n nhén sy va k€ todn ngubn nhan lyc.

Vai trd clia quan 1y ngudn nhan luc Ia gitp bdo dam cdc chinh sich quan 1§ ngudn
nhan luc duge thuc hién mot cidch nhit quin va cong biing trong todn cong ty.
Nguti phy trdch quan 1y nguén nhan lyc ¢6 chic ning gidp cédc truémg phong/bd
phan ap dung cdc chinh sich ndy trong pham vi trdch nhiém cia ho. Quan 1y
ngudn nhan luc ciing bao gém cic quan hé lao déng, cic tidu chudn cong viéc, va
cdc dich vu cho ngudi lao dong ching han nhu quén 1y cdc k& hoach huu tri va sirc
khoé.

Quan hé lao dong

Quan 1¥ ngudn nhan luc chiu trach nhiém vé c¢dc dich v ngudn nhan luc nhy:

e Quadn 1y tién luong tién cong.

e Cic hé thong ky luat va giai quy€t bit binh.
¢ (Cdc quan h¢ lao dong gilta nhan vién va nha quin 1y,

Tiéu chuén cong viéc

Mot trong nhilng vai trd 161 cin thigt clia quan 1y ngudn nhan luc 12 thi€t 1ap cdc
tiéu chudn cong viec. Cic hoat dong trong linh virc ndy bao gém:
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* Phan tich cong viéc, mé ta cong viéc vA d4nh gié gid tri cong vigce.
» Céc tieu chuén ddnh gid két qua thyc hién cong viéc va x&p loai danh gi4.
o Phan tich tién luong.

» Khao sét thi trudng lao dong.

An toan va sirc khoé cho ngudi lac dong

Thuc hién vat trd bdo v& ngudi lae dong, quan 1y ngudn nhan luc cé nhiém vu bao
dam ring noi 1am viéc khong ¢6 nhimg rai ro ¢6 thé ludng trude. Mac di tdt ca
nhan vién, bao gém ca quan 1y, déu phai chju trach nhiém vé an toan lao dong,
nhung quan Iy ngudn nhan luc phai chiu trach nhiém chinh vé nhimg viéc sau:

* Dua ra céc tieu chudn vé an todn, bao gém ca viéc bio vé vi x4y dung he
thdng an toan.

s  Xirly va 1ap hé so v& cic tai nan.
¢ Duy tri thuc hién cdc quy tic an toan.

¢ Duy tri cic ghi chép vé an toan.

Ciac dich vu cho nguti lao dong

Quin 1y ngudn nhan luc bao gbm cd viéc quan Iy cdc dich vu va phiic lgi ma cong
ty mang dén cho nhan vién. Viéc cung cap nhitng dich vu vi phiic lgi nay cho
nhan vién 1a cdc bién phdp khuyén khich tao déng luc dé ho gia nhap hoic & lai
cong ty. Thudmg thi cdc dich vu va phic loi ndy duge miéu ta nhu cdc k& hoach
hay chwrong trinh béi vi chiing duge 16 chitc thanh céc “géi dich vi”" dé cung cép
cho nhan vién. Duéi day 12 mét s6 vi du vé nhimg k€ hoach/ chuong trinh nay:

e Cic chuong trinh huu iri.
e Céc k€ hoach cham séc stic khoé va bao hiém.
e (Cic k& hoach chia lgi nhuin.

e Céc k& hoach khuyén khich tao dong luc khdc, chdng han nhu k€ hoach
giai trd. )
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‘ Quan Iy ngudn nhan lyc chi yéu bao gom:
a Lap k€ hoach va Tuyén dung - dé ¢6 dii s6

\‘ lupng va dang ngudi vao ding thoi diém.
' m]

Dio tao va phat trién - dé c6 nhitng nhan
vién voi k¥ nang thich hop.

o Duy tri va quan ly - dé xay dung moéi
trudmg thich hop cho nhan vién.

a Hé thong thong tin va dich vu vé ngudn
nhan fuc - dé ¢6 thong tin ding va dich vy
thich hop.

Trudce hét, hiy xem xét cic giai doan frong thdi gian mot nhén vién lam viéc cho
mot cong ty:

BAI TAP TU KIEM TRA 2

Giai doan 1. Khi ho méi duge tuyén dung.

Giai doan 2. Khi ho hoc hoi va tién b 12n trong cong ty.

Giai doan 3. Khi ho 1am viéc va déng gdép vio su thanh cong cla cong ty.
Giai doan 4. Khi ho chudn bi rdi khéi cong ty.

Bay gid, hdy x4c dinh tai giai doan nao thi c4c hoat déng quan 1§ nguén nhan luc
sau day s€ 1a hitu ich nhat. Hay dién s8 cla giai doan vao khoang tréng.

1. Lap k€ hoach Nguén Nhan lyc va Tuyén dung 12 nhitng hoat dong c6 thé mang
1ai higu qud cao nhit trong giai doan s6

2. Dio tao va Phat trién lién quan dén giai doan s& .

3. Céc bién phip Duy tri va Quan 1y dp dung cho cic giai doan s6 va

4. Cic He thdng Thong tin vi Dich vu v& Ngudn Nhin luc ro gitip cho cdc giai
doan ;
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Nhimg xu huéng mdi trong Quan ly
Ngudn Nhan luc

Quin l¥ nguén nhan luc dang trd nén ngdy cang cdn thi€t va dodi héi cao hon.
Ngoai cdc hoat dong da néu, quan 1y nguén nhan Iuc con ¢ vai trd quan trong
trong qué trinh quan 1y va tang trudng ciia doanh nghiép.

K& hoach hoa chién luge

K& hoach hoé chién luge xem xét vi th€ twong d8i hién tai cha doanh nghiép so véi
cdc d6i thit canh tranh, muc tiéu ma doanh nghiép muén dat téi vi nhimg gi ma
doanh nghiép s& phai lam dé dat dugc diéu dé. Khi 1ap k& heach chién luge, doanh
nghiép cin xem xét tdt ca cdc ngudn luc, bao gdm cé cdc ngudn nhan hue.

Ngudi phu tréch quan 1y nguén nhan luc coéng téc chit ché véi cdc nha quan 1y
khéc, dua ra cdc wm tién chién luge d6i voi cdc vin dé vé luc lugng lao dong, thong
bdo vi thao ludn véi ho vé nhilng phuong thic quan 1§ nguén nhan luc méi & noi
lam viéc. Quan 1y ngudn nhan lyc chi yéu chiu trach nhiém vé viéc t6i da héa loi
ich clia doanh nghiép tlr cdc ddu tu vé€ nguén nhén luc. Quan 1¥ ngudn nhin luc
phéi bio dam cung cp cdc ngubn luc va k¥ nang dé thuc hién cic k€ hoach clia
doanh nghiép. Hién nay, cdc bién phap thu hit tuyén dung dai han, tinh dén nhu
cdu hién tai va tuong lai ctia doanh nghiép, dang din thay th€ cdc phuong phdp
tuyén dung truyén théng.

Phat trién doanh nghiép

Bén canh viéc quan tdm dén cic mong mudn ludn thay ddi ciia nhén vién, cdc nha
quan Iy vdi traich nhiém quéan 1§ ngudn nhan luc cling phai thich ng trudc nhitng
thay d6i trong nén kinh t€, trong mdi truong phap 1y, vi nhiing thay d8i trong cic
phuong phip quan I¥ méi. Véi diéu kién méi trudng canh tranh ngay cang gay git
nhy hién nay, doanh nghiép khéng thé chi don thuin duy i nguyén trang hay
dam chan tai ché. Doanh nghiép cin phai tao ra nhilng ¥ twdng, cdc gidi phdp va
céc phdt minh méi tir chinh ban than. C4c doanh nghiép ngay cang quan tam dén
vigc:

s Khio s4t tim hiéu nhan vién d€ biét nhu cfu cha ho.

¢ Xi4c dinh cdc vin dé nay sinh trong qué trinh quan 1y ngudn nhan luc.

¢ Thiét k€ céc he théng nhan su nhim duy tri va gilt nhan vién.

e Xay dung cic k€ hoach dao tao cho cdc nhém va cdc ¢4 nhian nham vira

cung c4p k¥ nang cho cdc cdng viéc hién tai vita tao co s& cho sy ting
truémg trong tuong lai.
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» Thyc hién cdc chuong trinh cla doanh nghiép @€ phat trién tinh thin chd
dong sdng tao clia nhan vign va sy tin c4y 14n nhav giita nhan vién va quan
1y.

o Thi€t k€ cidc chuong trinh danh gii két qua cong viéc, 1am 16 cde khia canh
va hanh vi nde clia nhan vién s€ dugc xem xét ddnh gid va céch thic dé do
ludng duge chiing.

Nguon lyc cho doanh nghiép

Trong hdu hét cic doanh nghiép, cdc trudng phong/bd phan thuéng cé tréch nhiém
chii y&u d6i véi 461 ngil nhan vién ciia mink. Khi doanh nghiép phét trién 1&n, cic
truong phong va truéng nhém thudng phai cin dén cdc k§ nang cla cdc chuyén
gia vé nhan sy dé hd trg ho trong nhiéu finh vyc. Cic chuyén gia v& ngudn nhin
luc ¢6 thé:

¢ HO trg wudng phong/bé phan quan 1y cdc nhan vien cta ho mét céch hitu
hi¢u, bdo ddm ring cdc nhdn vien duoc d6i X nhat quin trong toin bo
cong ty.

* Gidi thich cdc chinh sdch nhan sy,

s Thic ddy va tao difu kién thuan lgi cho qud trinh thio luan va giai quyét
vén d€ trong cdc nhém.

s Tu van cho nhan vién va cdc nha quan 1¥, gitip mdi cd nhan gidi quyét cic
van dé lién quan dén cong viée, vi dinh huéng phat trién nghé nghiép cho
moi thanh vién trong doanh nghiép.

Hé thong truyén thong ho tro

Truyén dat thong tin 12 soi day lién két chinh cfia té chitc. N6 khong chi don thuén
1a viéc giri di cdc ban tin hay théng diép. Qua trinh truyén tin 16t dién ra khi nguoi
glii tin bao dam chic chén riing ngudi nhin dd hidu dugce thong digp, dbng thai
chu dong tim ki€ém cdc ¥ kién phan héi (Hinh 2).

Nhér c6 méi lién he gén gili v6i nhan vién, quin 1¥ ngudn nhan lirc ¢6 the bio dam
ring nhimg thong diép tir bo phan quan 1¥ dugc nhan vién trong toan bé doanh
nghiép linh hoi tron ven va cdc phan dng duge phan héi trd lai cho cdc cdp quan
1y.

Quén 1¥ ngudn nhan Iuc ¢6 thé xic ti€n thuc hién cic nguyen tic truyén tin cb
hi¢u qua ciing nhu tao cdc co héi cho nhi quan 1y va nhén vién trac d6i truc ti€p
v6i nhau. Ching han, Hinh 2 minh hoa mét 56 chiic nang mé qudn 1¥ nguén nhan
lrc ¢6 thé thuc hién dé bao dam su truyén tin ro rang.

ig Cha Doanh nghiép va Chitc ndng Qudn I¥ Ngudn Nhdn s



Hb trg ngudt gif Béo dam cho ngudi nhan hidu
tac bic thdng diép ding va dudc thong diép. Bat théng diép

hiéu dudc phan hai - NG vao béi cdnh d€ ngudi nhan tin
]
WONG B/g )

¢6 thé hidu dudc

HO TRO
TRUYEN TIN
TRONG NGUON
NHAN LUC

e’

s
Thu thap va phan tich PH A?N HO\ Kiém tra & chic chin réing
cac phan hdi va tnnb bay ngudi nhan tin
cho ngudi glfi biét da hiu dugc théng digp

Hinh Z: Chu trinh truyén dat thong tin. Ci ngudi rh4n vA ngudt gl phai tién hanh kidm 1ra 48
bao didm chéc chan ding thong tin da duge hifu ding.
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ARXE BAI TAP TU KIEM TRA 3

Xin cho biét cdc cdu dudi day 1A ding hay sai?

1. Cac trudng phong nhan sy ¢é mot val trd ngly cing quan trong Lrong viéc
x4y dung ké hoach chién lugc. 1 Diing L1 sai
2, Cic trudng phong nhan su cin bi€t mdi nhan vién mong muén gi va cin

bao ddm ring nhan vién nhan duoc didu ho mong muén.

U1 biing U Sai

3 Cic trudng phdng nhan su chiu trach nhigm vé céng viée clia t4t ¢a cic
nhan vién trong doanh nghiép. (U bang L Sai

Nhu d3 dé cap, quan 1y nguén nhan luc chin trich nhi€ém d6i véi cic chirc nang
trong yéu trong doanh nghiép. Dé thuc su ¢6 hiéu qua, cdc chuong trinh va trich
nhiém nay thudng dbdi héi phai luén duoc chd §. Vi the, chi doanh nghiép-nha
quan 1y cé thé giao phé mot s6 cdc nhiém vu ndy cho chuyén vién nhan su, dé€
gianh nhiéu thdi gian hon vao chi dao chi€n lrge va cac muc tiéu diéu hanh.

18 Chii Doanh nghiép va Chirc ndng Qudn Iy Ngudn Nhdn lyc




“Hily:xemn lai ban Ligt ke tréng'wiBét.i tap thue hanh 1. C6 tréch nhzém.nao ma
ban madn b6 sung, loat bd hay &y quyén cho ngm‘_n khic khong? Héy viet
nhﬁ'ng thay dél vio kheéng tnﬁng dudi dﬁy

2,7 Vi iu‘ caeh ;13 ch-i’l idi:)anh ﬂghlep_nhé quﬁn ly, hay gla d:mh ring ban cé
- mot ngudi hay mot phong chuyén trich vé chi¢ nang quin 1y nguén nhan
. lyc. Ban sé_chui@a hc phéi i tién ﬁmchrﬁﬂlﬂﬂng hoat. dﬁﬂg nao trong 16

_ ;[i:héc c:uaminh? SR - '
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Téng két

Quan 1¥ nguén nhan luc ¢é 1ién quan dén moi khia canh trong m6i quan hé cilia
doanh nghiép vé6i nhan vién. Quan 1§ ngudn nhan luc déng mot vai tro trong yéu
trong sif thanh cong cda doanh nghiép, trong viéc ddp dng cic k€ hoach cta toan
doanh nghiép sao cho c6 dii vA ding ngudi vio ding thai difm, duy tri mét moi
trudmg 1am viéc nang suff, tao ra cic quy trinh nhat quan v cong bing cho tit ca
cdc mdi quan hé tuong tic gitta doanh nghiép véi ngudi lac dong.
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=7 o BAI TAP TINH HUéNGI

Huéng din

, Hay étoc bél t&p tinh hucfng vé. Era Iﬁn theo céc cau h(n gm y Sau do wét ra nhu'ng
)} lgé’n cua ban vio khoang tréfng cho 5511

Khﬁng cé c'au tré ién- .nae Eé duag*hay,saz. Tuy nhién, éé.ﬁlé éé;?nét s cau tra Id
phil hop hon so nhitng cdu trd 131 khdc, Ban o6 thé tham khéo cau trd 10i goi ¥
trong phén gii ddp dwoc trinh bay & cufi cudn séch nay.

= 1gohi. Cong fy d& miat gén dé thirong |
déng Izéy vﬁ tin Euéng r&ngﬂép theo: 46 ¢6 thé céa nhéa:; (imye ;ifuén t‘km dat h&ng
cd 10‘1 nhuﬁn cao t m khﬁe‘h hé.ng néy‘ ' : :

bay 1a.don dat hang Ién nhat ma Céng ty Thanh Cong timg c6 duge tir trube dén
nay. Cic sin phim ma khich hang yéu cdu 12 rft méi mé d6i v6i cong ty. Trong -
khi d6, céng ty dang thiéu nhimg cong nhan c6 d tay nghé dé m viéc theo céc
- phuong phip san xuit méi. Véi lyc lugng lac dong hién nay, cong ty s& rit khé
dap ing dugce thoi h:_an chée sja cic tien chudn chét hz{_mg ma bén dat hang ddi hdi.

Trong ba ihﬁng qua, Cémg ty che' t&o Thénh Cemg &3 mat di 12 céng nh&n lanh
nghé. Cic cong nhan nay di bo di ‘chi i noi khéc tri luong va e nhitng hia hen

~ kba quan hon d6i chiit. Cong ty 4 dang quing cdo trén céc bio dla phuong dé thu
huit cOng nhan x;hlmg chua ¢d mﬁ'y ket qga SRR
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| PHAN TICH BAI TéP TiNH HUéNG 1
: Hﬁy tté &‘n nhfmg c&u hm &a‘u ﬁay dua v&a théng tln tﬁt bm tﬁp ﬁnh hudng

‘-1, - -Hay néu'ra ba b1én phép quan 19 ngudn nhan hrc ma néu ép dung fid tru&c,
thy 33 c6 thé glﬁp c&ng ty tranh ducc t‘mh hudng khé khﬂn Euén tai va glai
thich tai saa‘? .

.- Ban 5€ {téxuat v&l Céng ty ché tao. Thanh Céng ba hoat dong ndo clia quan
19 nguén_nhﬁn hue ‘:dé gmp hc Erénh dttqfc tmh huéng nﬁy tromg tifong Eal?
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Lgi ich cua Quan ly
Ngudn Nhan luc

Trong phén trude, chiing ta di xem xét ban chat clia quan 1¥ ngudn nhan luc va
nhiing 4nh hudéng chia né dén doanh nghiép va ngudi lao déng. Trong phén nay,
chilng ta s& di sau tim hiéu nhimng lgi ich cha viéc sit dung cdc bién phdp quan Iy
nhan sy qua bon finh vuc chi yéu cia qua trinh quan 1¥ ngudn nhan luc.

Lap ké& hoach va Tuyén dung

Lap k€ hoach nguén nhan hyc hiéu qua thudng giup dua ra nhimg quyét dinh ding.
Viéc lun trir thong tin v€ k¥ nang cua luc lugng lao dong cho phép doanh nghiép
phat hién vi lua chon céc nhan vién hién cé d0 diéu kién dé nhan nhiém vu va
trdch nhiém mdi, hodc xdc dinh nhémg ngudi cdn phai dao tao thém trude khi giao
cho ho mot nhiém vu nado d6. Lip k€ hoach ngudn nhan luc cé higu qua giap
doanh nghi¢p xdc dinh 18 cn bao nhiéu ngudi, cdn nhig k¥ ning gi va khi ndo
cdn. Do dé doanh nghiép s& ¢6 thoi gian dé tim kiém, phong vén, tién hanh kiém
tra va tham khao thong tin vé ngudi xin vao lam viéc. Tuyén duge ding ngudi
khong chi mang lai két qua tich cuc cho doanh nghigp ma con ¢6 tic dong 16t dén
ngudi nhan vién méi. Tuyén mot ngudi Khéng thich hop c6 thé gay ra nhiéu ric r6i
trong doanh nghiép.

Pao tao va Phat trién

Néu khong duge thuc hién vio thoi diém thich hgp, dao tao s€ trdf nén rét t6n kém.
Khi k& hoach dio tao duge gan vdi k€ hoach vé ngudn luc thi ngudti lao dong s& ¢6
didu kién tham gia cdc chuong trinh dao tac ma ho ¢6 thé thuc hanh vio ngay
cong viéc clia minh, Nhu vdy, cdc nhén vién s& ¢6 kha nang van dung triet dé
nhitng kj nang da hoc duge. Viéc 1ap k€ hoach phit trién nghé nghiép cho méi ¢4
nhan cé thé gitip ho chudn bi cho cdc cong viée trong twong lai & doanh nghiép
hay lira chon nhifng co hoi khic cho minh. Cac k& hoach nay thic ddy suf tién bo
ciia nhan vién theo nhitng cdch phil hgp véi vin héa cliia doanh nghiép. Phat trién
va dao tao ciing co thé duge sit dung dé khuyén khich ngudi lac dong doéng gop
. cac ¥ tudng mdi va sang tao cho doanh nghiép.

Chit Doank nghiép vé Chac ndng Qudn Iy Ngudn nhén luc 23



Duy tri va Quan ly

Viéc thay thé nhan vién thudng gy ra nhiéu phi t6n cho doanh nghiép. Viec tuyén
dung va dao tac ddi hoi nhicu chi phi va thoi gian. Néu cdc bien phdp quén 1y
duge thuc hién trén co s& cong bing, minh bach va nhit quén thi nhan vién hoan
todn cé thé tin tudng vao ngudi chi st dung trong nhig van dé nhur dé bat, lua
chon, luong thudng va phdc igi. Khi moi ngudi cam thdy dugc cong ty tOn trong,
ho thudng 1adm viéc nang sudt hon. Diéu ndy c6 tdc dung gidm chi phi thong qua
gidm cdc thii tuc ky Tuat va giai quyé€t bét binh. M6t doanh nghiép cing ¢d uy tin
vé su dii ngd thod ding thi cang d& thu hdt duge nhitng nhén vién 16t,

Hé thong Thong tin va Dich vu vé
Nhan luc

Thong tin vé k¥ niing, sy tién bd v dinh huéng nghé nghiép clia nhan vién 12
Khong thé thigu d€ quén Iy ngudén nhan huc hidu qua trong ba linh virc duge miéu
tA & trén. Viec nghién ciru k¥ ludng cdc tiéu chudn cong viée va tién luong thudng
bao dam cho doanh nghiép ¢é miic luong thoa ddng va ¢6 tinh canh tranh. Viéc
chii trong dén khéu an toan lao dong thudng ¢d tic dung nang cao ¥ thdc va giam
tai nan lao dong. Cic chuong trinh huu tri, cham séc stc khoé va chia 1gi nhuan
hop 1y vira mang lai nhitng 101 ich t8t cho ngudi Iao déng vira 1am giam chi phi va
tang hiéu qua cho doanh nghiép.
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Hay néu hai tdc dung ctia médi trong bén linh virc cia quan 1¥ nguén nhén luc.

BAI TAP TU KIEM TRA 4

Lap ké hoach va Tuyén dung :

Piao tao va Phat trién:

Duy tri va Quan Iy:

Hé théng Thong tin va Dich vu vé Nhan luc:

phap quan 1y ngudn nhan lyc 6 thé déng gop truc tiép
vio kha ning sinh loi va tinh canh tranh clia doanh
nghiép.

R’> Danh muc cic tic dung cho thiy rd rang la cac bién

Chil Doank nghiép va Chike ndng Quan 1y Ngudn nhan lec

25




~? 7,
Tong két
Nhimg l¢i ich ma cic doanh nghiép c6 dugc nhd sit dung cdc giai phdp quan 1y
ngudn nhan lyc hiéu qua bao gém:

* Dat duge cic myc tigu ctia doarsh nghiép do ¢6 cidc nhin vién voi k¥ nang
thich hop va & vi tr thich hop.

s C6 khd nang thu hidt va gilr duge cdc nhén vién t6t.

e Hoat dong dao tao ciia doanh nghiép dugc thuc hién diing thdi diém va hop 1y,
do dé tiét kiém dugce chi phi.

¢ Quan 1y nhan vién mot cich nhét quin va c{’mg bing gidp cong ty nang cao
dugce tinh thin lam viéc cda nhan vién va gidm b6t nhitng vdn dé gay t6n phi
va mdt thai gian.
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Trudng phong Nhan su

Trudng phong Nhan st mét mat cdn phai ddp dng duge cdc nhu cdu ciia cong ty,
mit khdc phai ddp tmg duge nhimg mong mudn cha nhan vién. Trich nhiém quan
trong nhét cda ho 1 bdo dam cho cong ty ¢6 du ngudn nhan luc cdn thi€t dé dat
duoc cdc muc tiéu kinh doanh.

Vai tro va Nhiém vu

Trudng phong Nhan sy 12 ngudi trg gidp cho cd nhén vién va ban lanh dao. Cong
viéc clia ho 1a cung cdp cdc giai phap khac nhau dé tao didu kién thuén lgi cho
cong ty hoat dong tréi chay.

Duéi day 1a mét s cdch ma Trudng phong Nhan su lam viéc v6i cic cdp khic
nhau trong cong ty. ‘

Cong tac v6i ban tinh dao dé:

» Ning cao stic canh tranh cta cong ty bang cdch x4y dyng mot chién luge 1o
rang cho cdc van dé vé luc lugng lao dong.

¢  Xay dung va dua cdc muc tiéu vé ngudn nhian luc vio k& hoach kinh doanh
t6ng thé.

e Bio dam ring nhan vién trong toan cong ty c6 thé ti€p thu va cé ¥ ki€n vé toin
bo thong tin tir cdc cdp quan 1y,

» Giéi thiéu cdc phuong phap méi vé quan 1¥ ngudn nhan lyc nhim mang lai ich
Igi tiém ting cho cong ty.

Hé trg cde trudng phong bing cdch:

¢ Lam cho cdc trudng phong nhan thire duge trdch nhiém cla minh trong quén
1y nhan vién.
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s Xdc dinh cac vén dé quan 1§ c6 thé dugc gidi quyét thong gua viéc ning cao
hiéu qua trong quan 1y nguén nhan hr.

e Lam vigc véi cdc trudmg phong dé xay dung céc bién phép hitu hiéu c6 thé
duoc dp dung nhdt quén.

s Hb o chuyén mén cho céc trudng phong vé tuyén chon va tuyén dung, thiang
ti€n dé bat, ky Tuat, gidi quyé&t bat binh, chdm dit hgp déng va cdc tinh huéng
khdc ddi hoi nhiing thi tuc cu thé.

» Sin sing hudng din dé gidp cdc trudng phdng trong cic vin dé lién quan dén
ngudn nhan luc.

Ho trg nhan vién bing cach:

e Bao dam ring cdc gidi phdp lién quan dén quan 1y nhan vién cha cong ty dugc
quan Iy mot cach nhit quin va cong bing trong toan cong ty.

¢ Quan Iy cdc chuong trinh phiic loi cia cong ty.

o Hé trg cde c4 nhan nhan vién trong viéc giai quyét cdc vin dé mau thuin cé
anh hudng t6i tinh thin va hiéu suft cia ho.

* Quan tam tdi cdc quan hé x3 hoi va quan hé véi nha nudce lién quan dén ngudi
lao déng.

» Bdio didm cho noi lam viéc khong cé nhitng i ro c6 thé ludng trude vé an
toan lac dong.

R ————

M
2/

— BAI TAP TUKIEM TRA 5
1. Nhiém vu co ban nhidt cia Trudng phong Nhén sy 1a bao dam cho cong ty
cé di nguén cén thi€t dé dat duge cdc muc tiéu kinh
doanh.
2. Trudng phong Nhan sy 13 ngudi trg gidp cho ca
va .
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Ngoai céc vai ird chién luge ké rén, cdc Trudng phong Nhén su thudmg phai chin
trach nhiém phat trién va quan Iy cdc chrrong trinh va cdc thi tuc cu thé nhr:

¢ (Cic chinh sdch va chuong trinh v& ngudn nhan hirc.

e (Cic khdo sdt tham dd vé su thod mian cfia ngudi lao dong.
* (Cic qud trich danh gia k&t qua cong viéc.

¢ Quan 1y cdc phiic 1¢i lao déng.

¢ Quan Iy tién luong, tién cong - dé xuit cho bo phan quan 1y vé cdc miic tién
hrong

» An toan va siic khoé cho ngudi 1ao doéng - bao gém dé phong tai nan lao dong
va thiic ddy viéc cham séc strc khoé cha ngudi lac dong

¢ DPidnh gid cong viéc, phéan loai va phén tich tién luong.
e Du bdo y&u cau nhan luc

« Du trti vi quén 1y kinh phi cho ngudn nhan lyc,

| 4

N
Lok

— ¢ BAI TAP THUC HANH 4

Gi sir ring ban méi duoc b8 nhiém 1am mdt Trudng phong Nhan sy trong oong

ty. Ba hoat d6ng ndo ¢6 thé giip ich cho cong ty nhiéu nhat mé ban 6 thé thue
hién?
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Kién thirc va Ky ning

Quén 1y ngudn nhan luc doi héi nhiéu loai kign thic, k¥ nang, va nang lyc khéc
nhau.

Mot Trudng phong Nhan sy cln phai c6 kién thifc vé:

¢ Quan 1y ngudn nhan lyc va quan 1y kinh doanh néi chung

¢ Luit va cdc qui dinh vé lao dong viec lam

* Tam 1y hoc vi su hiéu biét vé cdc méi quan he con nguwi.

s Cidc chuong trinh tién luong va phiic ¢ lao dong

s Cic chic nang khédc cia cong ty nhu marketing, san xudt va tai chinh.
» Kinh t€ hoc lién quan dén tién luong va cédc phiic loi khéc.

+ Thu thap, lap bang bifu va phan loai céc dit lieu dinh lugng.

e Cic phong céch quan Iy Chau A d€ khuyén khich viéc xay dung tinh thdn Iam
viéc theo nhém cé hiéu qua.

» K& hoach hod chién luge

« Phit trién 8 chirc.

Truéng phong Nhan su phdi rén Tuyén t6t cdc k¥ nang vé quan 1y va lanh dao. Ho
cén ¢6 cdc k¥ nang tét trong giao tiép thong tin bing 1&i va bang van ban, phai cé
kinh nghiém trong giai quyét xung dot vi c¢6 kha ning xir 1y nhitng cén trd d6i v6i
su thay déi.

Trudng phong Nhan su cdn phai c6 tinh chinh tngc, kién tri va min cdm cao. Hi¢u
qua cong viéc clia ho s& phu thudc vao sy tin nhiém cila cd ngudi lao ddng va ban
lanh dao. Difu ndy doi hoi nhitng tiéu chudn dao ditc t6t, c6 kha ning tao dyng
ldng tin va duy tri d6 tin cdn.

Nhiéu cong ty thudng sit dung c4c he théng mdy tinh d€ hd g chitc ning quén 1y
ngudn nhan lyc, Cic phin mém sfn c6 duoc sit dung dé hd trg nhitg viéc trong
quan 1y thong tin vé nhan sy va tinh todn miic tién cong. Do d6, cdc Trudng phong
Nhan sy ciing cfin phai thanh thao cong viéc tinh todn va c6 kha ning sit dung may
tinh c4 nhan,
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I. Truéng phong Nhin su phdi ¢6 kj nang St trong vi
. Ho cin c6 cdc k¥ nang tSt trong

BAI TAP TU KIEM TRA 6

LY

bing 131 va bing van ban, phai c¢6 kinh nghiém trong gidi quy€t cic xung dot
va ¢6 kha nang x{r ¥ nhitng can tr& déi vai .

. Truéng phong Nhén su cdn phdi cé tinh cao. Hiéu qua
cOng viéc cina ho s€ phu thude vao

cha ca ngudi lao dong va

ban linh dao. Diéu ndy doi héi ho phéi cé cdc tieu chuin dao diic t6t, khd ning

tac dung

vi col trong

dung

. Trudng phong Nhan su ciing cin thong thao viéc tinh todn va ¢é khi ning si

ca nhan.

Truéng phong Nhan sy phai hoan toan ¢6 nang luc
trong thuc hanh quan Iy nguén nhan lyc va phai la
ngudi lanh dao ¢d k¥ ning, ngusi quan I¥ va ngudi
giao tiép t6t. Ho cin nhirng ti¢u chudn ci nhan cao
ciing nhu kha nang tao dung long tin va su tin ciy
trong nhin vién.
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> BAI TAP THUC HANH 5

Trudmg phong Nhan sir ¢in ¢6 tinh chinh tryc cao, béi vi hiéu qua cta ho s€ phu
thudc vao sy tin nhiém cla ca ngudi lao dong va ban l&nh dao. HAy miéu t3 hai

hoat dong thé hién (dm quan trong cla sy tin nhiém va cho biét diéu gi c6 thé xay
Ta néu thifu sy tin nhigm. ' '
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[ S—— | ‘BAI TAP TINH HUONG 2
QUAN L'if CON NGUGI TRONG MOT
CONG TY MAY THEU
Htréng dﬁn |

Ban hay d@c bai tap tinh h-uéng VA tr 1o ¢dc-cau hoi theo goi f ‘Tén cua cong ty
vacéccénhantrongba;tapdadxmthaydﬁlsevc’yaﬂ'mczé'débaodamtmhbl
mat. Ban héy viét ra phitng dé xudt cia minh trong phén d€ trong & phia dudi.

Khéng 6 cdc cau tra lﬂz dtzng hay sal. Tuy nhién, mo6t s6-cau tra 14 13 ph h(}p
hom so véi céc cu ra Toi khic. Ban cd zhé tham khao can ra lcﬂ goi ¥ trong phdn
- gididép & cu6i Quén séch néy

Cong ty TNH 'Bo da ‘iﬁn tr mo cosd. hghé"fmyén théng’ clia gia dinh

klém quén lj?.chu- aa th?mh ‘-Iap cfmg ty vac nam 199E sau mat thei gian lam
viéc va thanh dat & Ny Ngeaz thuang Viéet Nam. Cong ty Ti¢n Bo chuyén

l
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sdn xudt cdc san phdm may va théu ren trén lua. Cdc k¥ ning nghé nghiép nay d¢a
duge mai riia ddn khi truyén tir th& hé nay qua th€ hé khdc. Khich hang chi yéu
hién nay cta céng ty 13 tir Chau Au, Nhat Ban vi ngudi tieu diing cao c4p trong
nudc. Mic di cé san xufl mot s6 san phdm theo miu ma ridng cha minh cho thi
trudng néi dia, nhing phén 16n hoat dgng kinh doanh ciia cong ty la gia cong cho
cdc cong ty Chau Au, Nhat Ban v Singapore. Theo cich nay, phia nudc ngoai
cung c4p todn bd nguyén vat liéu va miu ma. Sau d6, hai xudng clia cong ty & Doi
Cén v Phap Van sit dung c6ng nhan v may méc d€ thuc hién don dat hang. Hop
déng gin day nhit cha cong ty dugc k¥ vdi mot s6 khidch san Nhat Ban trong thoi
han 5 nam. Trong thisi gian d6, cong ty Tién B s& thué thém 300 cong nhan hgp
déng dé thue hien cam két ndy.

Coéng ty mudn d6i méi chién luge cha minh. Cho dén thoi di€m nay, cdc hop déng
gia cong vin chi ph6i viéc k€ hoach hod chién luge cia cong ty. Ddu te vao mdy
mdc thiét bi duge thue hién chi d€ hoan thanh cic yéu cdu tiic thoi cha hop déng.
Vi thé, cong ty da bo 10 mot vai co hoi do thiét bi va cdc phuong phdp dao tao gla
ho khong cho phép md rong sin xuit d€ thuc hién hop déng mdi. Hién tai, ba
Nguyét mu6n ddu tu trude hét vao thi€t bi va do tao cong nhan, d€ nhim thu hiit
duge cde hop déng méi. Dan din, cong ty s€ thigt 1ap duge danh ti€ng vé nang huc
sén xudt va chét hegng cac.

Khong phdi 1a mét nha quan 19 cdp vi m6, ba Nguyét di giao phé nhiéu trdch
nhiém cho nhilng ngudi quan 1y cdp dudi cda minh (hai ngusi con trai v mot
ngudi con dau). Ban than ba chiu trdch nhiém v& hai van dé chinh: kiém sodt tai
chinh, bao gbm ca cdc quyét dinh ddu tu, va quan 1y hé théng dai 1§ trong nuéc
tiéu thy cdc sin phdm gbc cha cong ty & Ha Noi.

Anh Hiing, con trai ba Nguyét, diéy hanh xudng gia cong & Doi Cin déng thoi
quéan I¥ toan bd viéc tuyén mo va dio tao nhan cong méi. Anbh Hing ciing 13 nha
quin 1§ k§ thuat cla xudng. Con anh Quang 12 ngudi phu trich xudng Phdp Van.
Nhiém vy cla anh I3 tuyén mo, dio tao va phan cong cong viec cho cong nhan.
Anh ciing gitt vai trd ngudi quan Iy k§ thuat v quan I truc ti€p cia xudng.

Chi Phung, con dau ba Nguyét 13 mot nhan vt ¢6 anh hudng trong cong ty va vi
trf cong viéc ciia chi cho thdy mot s6 ddc didm thd vi. V& vai tr6 13 mot pho giam
d6c, chi chiu trach nhiém v& d6i ndi va d6i ngoai. Chi thudng gip gd khach hang
va thudmg déng vai trd trung gian gita nhan vién bt binh va c4p wén, Chi ciing
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chiu trich nhiém v€ ban hang v marketing. Mac dil trén thyc t€, nhiéu cong viéc
clia chi 1ién quan d&n ngudn nhan luc nhung chi Phung khéng phai 13 mét cdn bé
quén 1¥ ngudn nhan iye.

Trong thoi gian hoc tai trudGng Pai hoc Ngoai thueng va cong tdc tai Cong ty
Unimex Ha Noi, chi Phung di tao dung duge nhiéu méi quan hé trong va ngoai
nudc. Nhi d6, chi di gitip dem lai thanh céng cho viée 1Am an clia cong ty, dic .
bigt 13 & Nga va Pidc. Sau khi tham gia moi vai khod hoc quan 1y & Truong Pai
hoc Kinh t€ Quéc dan, chi Phung di c¢6 kha nang ting cudng vai trd clia minh
trong cdc quan hé v&i nhdn vién mac di chéng chi, anh Hung, vin chin trich
nhiém vé dao tao v tuyén dung.

Qu4 trinh hoe hanh va kinh nghiém 1am viéc da mang lai cho chi Phung mot 56 k§
ning cé lgi. Chi thanh thao ti€ng Anh va tiéng Nga va c6 thi giao ti€p va thuong
lugng. Chi quen thudc v6i k€ todn truyén thong va k€ todn mdy. Hon nita, chi con
chiu khé ndng cao k¥ ning mdy tinh v théng thao v&i moi trudbng phdp Iy cha
Viét Nam trong xuit nhap khdu.

Chi Phung cling c6 nhitng tinh céch ¢4 nhan phd hop véi vi trf cong viéc cha minh.
Chi c6 thai 40 mém mong va 1am viéc rat hién qua véi nhitng ngudi khic. Chi hiéu
nhitng vin dé khé6 khin riéng ctia cic nhéan vién nif va quan tam lo ling cho ich igi
chang ctia-hy. Quan wong hon ci ka chi ¢6 kha nang sdng tao v nhay bén trong
viéc cha dong tim giai phap cho céc vin dé kho khin cip bach. :

Bén canh trinh d¢ va kinh nghiém, chi Phung ciing ¢6 m6t vai diém han ché. K§
ning linh dao va t8 chiic cla chi con y&u va do d6 chi cam thdy khong thé tao
dugc dong luc cho nhan vién, Chi chua guen véi val trd cha trudng phong nhin
s, Do d6, chi khbng hiéu 1am thé€ nao quan Iy ngudn nhan lyc o thé céi thige tinh
hinh céﬂg ty va thdy khéng cin phai lap k& hoach nguén nhan luc, Chi dong ¥ voi
triét 1y cha céng ty cho ring nguén nhéan luc chi lién quan 16i san xu4t va do dé
chifc ning nay chi nén han ché€ & viéc tuyén dung, lva chon, dio tao va thanh todn
thi} lac cho nhan vien.
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Cong ty hién ¢6 305 nhan vién nhung 90% s8 46 chii 12 hgp déng tam thoi. 80%
nhén cong Ia nit bdi vi nit thudng thao hon trong cic k§ nang may, théy, 1a. Cic
coHng nhan nhin chung 16 ra thod min, cé thé thiy qua mic 46 wong d6i nhd
trong thay d6i nhan cong, trung binh chi 1% (s6 nhén c6ng) mdi nam. C6 hai cong
nhan roi khoi cong ty vi 1y do gia dinh va mot ngudi da bi sa thii do thudmg xuyén
gy ra cac 18i gay thiét hai. Mic d6 ving mit chi han ch€ 8 mic 2%/ thing va chi
y&u 1a nghi do con 6m hodc céc van d€ gia dinh khic.

Cdc nhan vién 1am viéc cham chi va ding gid. Ho hoan toin thodi mii véi kidu
san xuft diy chuyén bdi vi n6 tao ra khong khi 1am viéc 16 nhém va tinh thdn
déng d6i. Viéc quan 1y & diy duge thyc hién theo muc tiéu va dinh huéng theo
nhitng két quéa san xuflt ¢§ dinh. Thuc &, khéng cé nhitng ngudi quan 1y thuc thu
ngodi ban gidm déc. Lanh dao t6 nhém phii déng ca hai vai trd 12 quéan 1y chite
nang va 13 nhéan vién hop déng.

Cho dén nay, viéc dao tao cia cong ty vin hudng vio viéc day céc k¥ nang cén
thigt dé tao thuan loi cho sin xudt. Cic nhan vién duge day cdch sir dung duoc
mdy méc va mot s6 cong nhan duge luan chuyén cong viec dén cic phan xudng
khic nhau d€ lam quen véi cdc chitc nang riéng biét trong cong ty. Cdc khoé dio
tao va phdt trién bén ngodi duoe danh cho cic phd gidm dbc.

Tuy nhién, cho aén nay cong ty vin chia hé phan tich nhu c4u d2o tao, khong ddo
tao riéng cho cdc 1anh dao nhém va-khoéng cé quy cho dao tao vi phét trién. Phét
trién nhan vién chii y&u bao gdm c4c danh gid hang thing cla lanh dao céc nhém
va cdc phé gidm d6c chin trich nhi¢m vé b6 phan d6. Trong sudt thdi gian lam
viéc v6i cong ty, nhén vién khéng duge vach 1o dudng hudng nghé nghigp cla
minh, khéng cho thiy difu gi vé tong 1&1 cﬁa hc khi. lam viéc cho cong ty.

Viéc trd lu‘cmg duge dua trén nfmg suit, Khi kﬁ hqp dang Vi mot khdch hang, ban
giam déc xdc dinh phan chi phi tra cong lap d0ng, thudng 18 xung guanh 8-10%
gid tri don dit hang cla khich. $6 tién nky sau 36 dugc-chia theo s6 lugng don vi
san pham Két qui 1. nhan vién dugc tré mot khodn tién lueng c6 dinh cho mbi
don vi s&n phidm ho.lam ra. Cong ty trd them 15% vho tién luong nhéan cong nhy 13
bao him x4 hoi cho cdc nhan vién hovp d8ng véi cfic thii han kéo dii trén 3 thing,

Cong ty cung cﬁ gMg cai thien céc didu klen sOng va lam viéc cho ngudt lao
dong.

Két qua cia phmmg phap quan 1y caa céng ty 12 tuong 461 thanh cong va cong ty
khong phéi d6i mit véi cac vin d€ nghiem trong phét sinh trong céc méi quan he
giita nhan vién va cfp quén 1§. Cong ty Tién B hy vong ring xu hudng ndy s8 ti€p
fuc trong tuong lai.
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- m——"  PHAN TICH BAI TAP TINH HUONG 2
Hiy trd 10 cic cau hdi sau ddy dua trén thong tin clia bai tap finh hung da cho,

1. .Hﬁy xeni lai céc irﬁéh nhiémn va hoat dong cta chi Phung. Hiy nau ba

trong s8 cdc trich nhi¢ém vi hoat ddng phi hop véi chirc nang quan 1§
nguén chan lyc? - - :

2. Chi Phung 12 ngué‘i hi€u biét vi cé nhiéu k§ nang. K§ ning ndo gidp chi
quédn Iy cic hoat dong lién quan dén ngudn nhan lyc? Kién thiac v k§
ndng ndo chi con thi€u? '
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| Gié sir ban & vi nﬁir_dé 48 xut véi chi Phung tuyén thém mot truong phing
nhan su. Ban s& trinh bay ba 1¢i ich ndo nhim thuyét phuc cho § kién cha
minh? - o - ,
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Nhirng khac biét trong viéc
ap dung cac chirc nang Quan ly
Ngudn Nhan luc

Téng quan

Vién Quan tri kinh doanh, Trudng Dai hue Kinh 1€ Qudc dan Ha Né6i da thu thap
va tdng hop cdc théng tin duge sir dung dudi day lien quan dén nhitng nghién ciu
v€ su khdc biét van hoa trong viéc dp dung quan 1¥ ngudén nhan hre & cic doanh
nghiép vira va nhd Chau A v phuong Tay. Nghién ctu nay dua trén khao sit céc
cong ty ¢ Philippin rhung nhitng k&€t qua cia né khd phi hgp véi hau hét cic nuée
khéc trong khu vire Chau A.

O Philippine, thyc t€ quan 1¥ nguén nhan luc tai cic doanh nghiép vira va nhd phy
thugc vao ngudn gde vin hod clia ngutd chi s& hitu. Cac doanh nghiép vira va nhé
& Philippine c6 thé dirge phan Iam céc loat nhr sau:

*  (Cdc doanh nghiép do ngusi Hoa sé hitu

= (Cdc cOng ty lién doanh Nhat ban

*  Cic cOng ty theo kiéu Phuong Tay

Phin tiép theo, trudc hét s€ mo ta cic thong tin tha thap duge tir cdc nghién ciu
trén va sau dé sé& chi ra mifc d¢ anh hudng cia cic phong cdch quan 1y khdc nhau
ddi voi viée dp dung cic chdc nang gquan 1§ nguén nhan luc.

Cdc deanh nghiép do nguoi Hoa so hitu

Nhiéu trong s6 cac doanh nghiép cuia ngudi Hoa & Philipin da bét ddu tir cac hoat
dong kinh doanh nho. Nét dic trung & day 1a cdc doanh nghiép ndy dugc diéu

hanh véi mét phong cdch quéan 1y dic thi thé hien déng ddp cda kiéu quiy hang
bach hod téng hop “sari-sari” (bich héa tong hop mot gian) hoic 1a kiéu
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“Diviseria” (cdc qudy hang kinh doanh nhd). Nhimng kiéu kinh doanh hé gia dinh
nay di va dang md rdng cung c4p cdc san phdm va dich vu ra thi trudng. Nhing
doanh nghiép cha ngudi Hoa ¢6 xu hudng:

e Sirdung cic tha tuc va cdc hé thdng ngudn nhan hue phi chinh thic

s Ap dung kiéu quéan Iy "mic nhién” (anything goes) trong céng viéc kinh doanh
v kiéu phan cong cong viec linh hoat.

» Sit dung mét cich pha tron giita céc 161 thic Nho gido va phuong Tay trong
quan ly nguén nhén luc.

» Duy tri m6i quan hé gia truong giita 6ng chi vi ngudi lao dong ma trong dé
ong chit 13 ngudi quan tam va cham lo dén loi ich cla ngudi lao dong.

¢ T4 chiic cac khoa dao tao trong céng viéc va dao tao tai chd dé phat trién céc
k¥ nang cha nhan vién.

e Viéc ddnh gid két qua cong viéc clla ngudi lao dong dua trén nhimg hidu biét
mot cich phi chinh thie v€ ngudi d6 1am viéc nhu thé nio chit khong phai 12
dua vao cac cong cu dédnh gid mot cach chinh théng.

e Cic tidu thifc d€ thang chitc cho ngudi 1ao dong 12 mic do déng gép cho cong
ty, long trung thanh va tinh trung thyec.

Cdc céng ty lién doanh Nhdt bdn

Cic cong ty/nhitng doanh nhan Nhat bdn thanhk 1ap cdc cong ty lien doanh &
Philippine d€ sdn xu4t cdc san phdm ki€u Nhat. Diém dic trung trong cic cong ty
nay 13 cdc nhém quan 1y ngudi Nhat IAm viéc vé6i c4c cong nhan Philippine dé san
xudt ra cdc san phdm. Céc cong ty lién doanh Nhat bin c6 xu huéng:

e Hudéng nguoi lao dong vio hinh tuong cia cong ty thong qua viée 16 chitc cdc
kho4 dao tao theo nhém.

s Xay dung va ciing cd long trung thanh trong céng ty thdng qua cdc heoat ddng
phét trién ngudn nhén luc.

e Céc cong viec duoc thiét k& theo kiéu chung chung nhim tao ra mot sy linh
hoat nh4t dinh trong d6i ngd lao dong.

» Luan phién trong cong viéc dugc dp dung nhu 13 mot bién phdp dé khuyén
khich viec phdt trién k¥ nang, clng <& kién thdc va tao ra su linh hoat d6i véi
céc théi quen trong cong viéc.

* Té chitc céc khod dio tao trong cong viec dé duy tri hiéu suat 1am viec clia doi
ngil lao dong vit c6 thé tao ra cic co hoi dé nhan vién duge tham gia cic khod
dao tzo ngoai doanh nghiép.
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Cdc cong ty theo kiéu phiuong Tdy

Rét nhiéu doanh nghiép nho theo kiu phuong Tay dugc phat trién nhdm cung cap
céc loai hang héa va dich vu ra thi truong. Nhitng ngudi quan 1y trong cdc cong ty
phuong Tay nay thudmg gilr mét khoang cach nhdt dinh trong méi quan hé véi
nhitng nguoi lac déng. Nhilng cong ty phuong Tdy ¢é xu hudng:

¢ Coi trong viéc dinh hudng nhan vién theo bé diy lich sit, cdc gid tri ciing nhu
céc tidu chi thuc hién cong viéc cia doanh nghiép.

s Khuy&n khich long nhiét tinh cta nhan vién théng qua viéc xdc dinh cdc dinh
hudng nghé nghigp cho ngusi lao déng trong pham vi cia doanh nghigp.

» Ap dung phuong phép luan chuyén cong viéc dé cung cdp cho ngudi lao dong
nhiéu k¥ nang khic nhau. ’

e Pao tao dugc sir dung nhu I3 mot bien phdp d€ truyén b4 phong thii va vin
ho4 cong ty cho ngudi lao dong.

e Dio tao trén cOng viéc duge dp dung dé phat trién cdc k¥ ning thuc hanh trong
céng viéc, Ngoai ra, ngudsi lao dong cdn duge kém cap d€ phat trién thém mot
s6 cic k¥ nang nhu k¥ nang lanh dao, k¥ ning giao ti€p va k¥ ning giai quyst
vin dé.
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Két luan

» Cac doanh nghi¢p do ngudi Hoa s& hifu ¢6 thién huéng truyén théng, nhin
manh dén ki€u quan 1§ theo cdc cap bac va phi chinh thirc, trong d6 dé cao
Idng trung thanh v tinh trung thuc. Ong chi ngudi Hoa 6 xu huéng quan
1y va diéu khién moi khia canh clia quan 1y ngudn nhén lyc véi su tham gia
han ché& ca ngudi lac dong.

e Cac cong ty lién doanh Nhat ban c¢é xu hudng duy tri cich lam viec dac
trung ciia ngudi Nhat. Luan phién trong cong viéc duge dp dung dé€ nang
cao tinh linh hoat trong viéc phan cong cong viéc. Cdc hoat dong dio tao
va su phét trién cdc k¥ nang thuc hinh dugc coi trong nham gilt dugc doi
ngii lao ddng cd nang sudt va cé kién thic. Nhitng nha quan 1y Nhat ban cé
xu huéng duy tri viéc kiém so4t c4c hoat dong vé quan 1y nguén nhan hc.

» Cic cong ty theo kiéu phuong Tay ¢6 xu hudng nhin manh vdo sy phét
trién clia méi cd nhan théng qua céc k€ hoach nghé nghiép va cung cdp céc
khod do0 tao. Pi€m dic tnmg cla nhimg nhd guin 1y trong cdc cong ty
phuong Tay 12 rit cbi mé dé tao diéu kién cho ngudi lao dong duoc tham
gia vio qud trinh ra quyét dinh.,

Trong b6i canh ¢ rat nhiéu su khéc biét v& van hod thi cic doanh nghiép Chau A
c6 xu huéng dya vdo long trung thinh cia mdi cd nhan déi véi cong ty, dua vao
ban be va gia dinh hon 12 cdc quy dinh nhét qudn va chinh théng. Hai xu hudng
niy khong hin 12 mau thudn véi nhau. Mot 6 chitc I6n manh déu c6 ca cic gid tri
dugc phét trién mot cdch vimg chic va cic quy dinh nhit quan, chiing 12 nén tang
dé phat trién, dé thu lgi nhugn va dé tao ra cdc g thé canh tranh.
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Tong két

Mot diéu rit quan trong & day 12 viéc nhan thic duge sy khidc bi¢t vé nén tang van
hed vi cdc kinh nghiém lam viéc md méi ngudi lao dong thé hién tai noi Iam viéc.
Viéc mot ngudi tr dau dén v nhilng gi mi anh ta/chi ta ném trdi déu c6 anh
hudng dén mic d9 chdp nhan va cich thitc 4p dung cdc chiic nang vé quéan ly
nguén nhan lue ciia anh ta/chi ta. Nhitng gi quan trong cdn nhé la:

s Viéc 4p dung cdc hé thong chinh théng vé quan ly ngudn nhan luc trong
cdc nude hodc trong cdc cong ty & mot nude 12 khdc nhau.

= Nhimg ngudi phu trich quan 1¢ nguén nhan luc cdn tim ra c4c bién phap
dé phat trién phuong thifc quan 1y nguén nhan luc phit hgp véi vin hod
cong ty, triét 1¥ quan 1y cha ban lanh dao va van hod cia quéc gia.

o Su thanh céng cla thuc tifn quan 1¥ nguén nhan luc sé& gin chat véi viéc
phéat huy nhimg diém manh clia y&u 16 van hoa.

» Cac doanh nghiép Chau A c6 nhiéu co hoi dé lua chon c4c kinh nghiém t6t
nthét tir cic mrdc trén the gidi.

Chii Doanh nghiép va Chilc ndng Qudr Iy Ngudn nhdn luc 43



N\—
Y e

BAI TAP TINH HUONG 3

MOT CONG TY G PHILIPPINE CO THIEN HUONG
- POI MOI

Thong tin chung

Cong ty nay khic biét vii cdc cong ty khic trong ving bdi vi nd nhin manh dén
tinh thdn dong d6i/ su théng nhat v€ muc dich trong cuong linh cong ty.

“Ng6i nha chung” nay c6 cic phong dao tao, cic phuong tién dé tap thé thao, cing
tin riéng bi¢t cho nhi quan 1y vA ngudi lao dong. Cic hoat dong thé thao thudng
xuyén dugce t6 chiic. C6 ¢4 nha thd nhé danh cho nhitng ngudi theo dao thién chia
& bén trong toa nha hanh chinh.

Céce 1gi ich danh cho ngudi lao dong bao gém trg cdp vé& thuc phdm, vé nha &,
trudmg hoc cho con em cia cdn bo trong cHng ty, ché do cho nhitng éng bd, ba me
¢6 con nho; trg cAp vé phuong tién di lai va cdc khoan tién vay khdc.

Cong ty khong c6 cong doan, cong ty cd kha néﬂg thuyét phac cOng nhéan chép
nhan tinh trang khong cin cong doan.
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Tuyén dung va dé bat nhan vién

Viéc thué muén lao dong dua viao k¥ nang vi trinh d6 dio tao ma ngudi lao dong
dat dugc. Yeu cdu cic tng cir vien & do tadi tir 18 dén 20. Cong ty thudng sir dung
hinh thifc quing cdo trén bdo hay céc chién dich ti€p can cic trudng hoc dé tuyén
nhan vién. '

95% (500 cong nhan) 1 lao dong hop déng, lam viéc ngoai gid hanh chinh hodc
mang tinh chdt tam thoi. S6 lao dong nay thudng duge tuyén trong cdc thdi ky cao
diém cia san xudt.

Chi doanh nghiép ngudi Philippine gdc Trung qudc thong bdo mot cach cong khai
ring quan hé ho hang c6 thé 1 tidu thdc duge tinh dén khi tuyén dung véi didu
kién 12 ho thod min cic tiéu chuin ma cong ty dé ra. Nhilng ngudi lao dong trong
cong ty thudng duge thong bio v& nhu cfu lao dong clia cong ty ciing nhu céc
khod hoc ma con em cla ho nén tham gia n€u mudn tr& thanh mot thanh vién cia
cong ty trong tuong lai.

Dé bat
Pa s8 cdc nha quan 1y dd phuc vu cho ¢ong ty trong nhidu nam v duge dé bat tir

co s 1én, Cong ty ciing tuyén dung mot s6 nha quan 1Y theo cdch “san nhén vién”
tir cac cong ty khéc cho cdc vi tri k¥ thuat hay cdc vi trf doi hoi k§ nang cao,
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Céc chinh' sich lwong/ cac chinh siach thuong

Chinh sach luong cha cong ty 13 cao nhit trong todn nganh, Luong binh quan thuc
su 1a cao. Chuong trinh phén chia 1gi nhudn cia cOng ty dua trén co s& xem xét
dén théd gian lam viéc, k&t qua hoat dong va vi tri cong viec cia ngudi lao dong.
Cong ty c6 k& hoach dé& thanh 12p mot chuong trinh ty do mua bén c8 phiéu trong
tuong lai.

Két qua cong viéc duge xem nhu 13 nhan t§ quan trong nhdt dé tinh luong. Tudi
tAc chi duge xem xét dén khi nhén vién o6 cic két qui hoat dong I3 nhu nhau.
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——  PHAN TiCH BAI TAP TINH HUONG 3

i
/

Si durzg cdc tai liéu trong phén nay ciing nhu trong vi du clia bai tap tinh huéng dé
tra 18 cdc cap hodi sau: ,

1. Hzy néu nam gidi phdp vé quan Iy ngudn nhan hec dugc 4p dung phd bién
trong ba loai hinh kinh doanh (Doanh nghiép do ngui Hoa s& hitg, cong ty
lién doanh Nh4t ban va cong ty theo ki€u phwong Tay).

2. Hiy néu ba gidi phdp vé quan Iy ngudn nhan hyc duge dp dung trong mdi
loai hinh kinh doanh (Doanh nghiép do ngu&i Hoa s& hitu, cong ty lién
doanh Nhat bin va cong ty theo kiéu phuong Tay).

a) Doanh nghiép do ngudi Hoa s him:
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b) Cong ty lién doanh Nhat ban;

¢) Cong ty theo kién phuong Tay:

3, Hiy néu ba diém t6t va ba diém cén phéi cdi 1ién trong viéc quan 1y ngubn
nhan lgc duge trinh by trong Bai tap tinh huéng 3.

Cac didm tit:

 Céc diém ein cai tién:
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Tém tat Cudén sach

Qua culn tai liéu nay, ban d3 nghién ciru myc dich, linh vuc hoat déng ciing nhe
vai trd cia quan 1y ngudn nhan luc trong cdc codng ty hién dai, Ban d3 phan tich
cic lgi ich ma quan 1¥ ngudn nhin luc mang lai, cling nhu cdc k¥ ning, trinh do
mi mot trudng phong nhin sy cdn ¢6 dé thuc hién 16t vai trd clia minh. Ban ciing
da tim hiéu nhimg khac biét trong céch van dung chic ning clia quén 1y ngudn
nhan luc trong cdc doanh nghiep Chau A va cdc doanh nghiép theo kidu phuong
Tay. Pdng thoi, cudn sach cling dé cip cdc thiach thic trong viéc thuc hién hoat
dong quan 1y ngudn nhin luc trong cdc doanh nghiép vira va nho,

Trude khi ban ti€n hanh x4y dung mot k€ hoach fing dung cho mdi c4 nhéan, chiing
ta hiy t6m tit cdc diém chinh trong cudn sich nay.

Quan 1Y ngudn nhan luc bac gdm €4t ca cac hoat dong va cic quyét dinh quan 1y
¢6 &nh hudng dé€n ban chit cia m&i quan hé gilia doanh nghiép va ngudi lao dong.
Muc tiéu chi yéu coa quan 1§ nguén nhan luc 1a nham ¢é duge di va diing ngudi,
lam ding cong viée tai ding thoi di€m d€ tir ¢ thye hign duge cdc muc tigéu chung
ctia doanh nghiép.

Nhimg linh vuc hoat déng chinh ciia quan 1y nguén nhéan luc fa:

e Lap k& hoach va tuyén dung

+ Do tao va phit trién

¢ Duytriviquanly

* He thong thong tin va dich vu vé ngudn nhan lyc

Quin 1y ngﬁén nhan lyc mang lai cdc loi th€ canh tranh cho doanh nghigp. Viéc
dp dung cdc chiic nidng quan Iy ngudén nhan luc trong doanh nghiép cé thé mang

lai cdc loi ich sau day:

» Doanh nghiép cé duge d6i ngii lao déng vGi ddy da céde k¥ nang cén thi& phuc
vu qud trinh thuc hién cdc muc tiéu cha doanh nghiép.

» Doanh nghiép c6 kha niang dé thu hit va gilr dugc nhimg lac dong 6 chit
lrgng lam viée cho doanh nghiép.

Chi Doarh nghigp va Chic ndng Qudn 1y Ngudn nhdn lie 49



¢ Cic hinh thic d2o tao phi hop dugc 4p dung va do d6 it kiém duge chi phi.

¢ Viéc quan Iy ngudi lao dong mot cdch nhdt qudn va cong bing cb tdc dung cai
thi¢n tinh thin lam viéc cia nguoi lao dong, (i€t kiém chi phi va thoi gian
trong viéc giai quyét cdc bat binh.

Nhié¢m vu ciia ngudi phu trach quén 1Y ngudn phan lyc 13 i da ho4 loi ich mang
lai cho doanh nghiép tir viéc diu wr vdo ngudn nhan luc, ddm bio ring doanh
nghiép c6 dugc doi ngii lao dong cin thi€t dé dat duoc cdc muc tieu kinh doanh.
Nguti phu trach quan 1§ ngudn nhén luc c6 chife nang nhu 13 ngudi trg gidp cho
ca ngudi lao dong vh ban lanh dao. Ho dua ra mot chién luge 16 ring nhdm vao
cdc vén d€ cia luc lugng lao dong va ho cé trich nhiém trong viéc phat trién va
diéu hanh cdc chuong trinh phic 1gi va thit lao cho ngudi lao dong.

Bé ud thanh mot d6i tde chién luge, ngudi phu trich quén 1§ ngudén nhan luc cin
c6 cic k¥ nang va Kién thifc uong cic linh virc nhur:

e Linh dao

¢ Kién thirc v& kinh doanh -

* Tuduy chién luge vé nguén nhan hue
e  Phit rién ngudn nhan luc

e Cic k¥ nang vé xir ly thong tin

¢ Cic kién thic vé qué4 trinh quéan 1y va st dung nguén nhan luc trong t8 chic

Giita céc cong ty theo kiéu phuong Tay vi cic cong ty Chau A thi viéc van dung
c4c chitc nang vé quan 1y nguén nhan luc c6 nhitng diém khéc nhau cin ban. Cic
cong ty Chau A dang ngay cang nhan thitc 16 hon v céc lgi ich trong viéc dp dung
céc chiic nang quan 1Y ngudn nhan Iuc mot cich chinh théng. Cha cdc doanh
nghiép vira vi nhé cdn phai than trong khi 4p dung cdc kinh nghiém tir cdc 16 chic
trong cic nén vin hod khic nhau.
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Ké hoach fmg dung

Ké hoach g dung la gi?

K& hoach Ung dung 11 mot cong cu gitp ban 4p dung nhimg gi ban hoc duoc vio
c6ng viéc ctia minh. Day 12 mot ban hudng din do ban xay dung dé gitip ban:

e Vin dung cdc khai niém co ban vé quan 1y nguén nhan huc vic cong viec
cfta ban.

« Lam rd thém nhimg hiéu biét ctia minh vé linh vic quéan 1Y nguén nhan luc
thong qua dp dung cic khdi niém nay vao thuc t€ cOng viéc ciia ban.

+ Xem xét cac hoat ddng quir Iy nguén nhin hxc dang duge 4p dung trong
doanh nghiép clia ban.

« Xdc dinh va lén k€ hoach vé& cach thic dp dung cdc bién phdp mdi cia
guan 1y ngudn nhan luc vae doanh nghiép trong théi diém hién tai va trong
tuong lai.

« Didnh gid mic d6 thanh coéng cha cic bién phdp dang 4p dung ciing nhu
cdc bién phip mdi vé quan I¥ ngudn nhan luc vao cong viéc cha ban.

Lam thé nao dé hoan thanh mét
Ké& hoach (rng dung?

K& hoach 1ing dung cia ban duge trinh bay theo mét loat cdc bude.

Ban nén xem lai cic théng tin co ban, cdc bai tap fr kiém fra, bai tap thuc hanh va
céc bai tip tinh hudng ma ban da hoan thanh trong cudn sdch nay, va day chinh la
nhifng co s¢ phuc vu cho viéc xay dung k& hoach ting dung cfa ban.

Hay thyc hién timg budc clia ban k€ hoach tng dyng. Hiy suy nghi v chudn bi
céu tr It cho méi budc trong k& hoach ting dung. Néu phit hop, hay yéu cdu giip
dd hodc hoi y kién clia nhiing ngudi cling lam viéc vdi ban.
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Lam gi véi K& hoach img dung?

K¢& hoach tung dung 14 danh cho ban. K& hoach d6 khong dugc danh gia chim
di®m va kKhong ai phéi xem lai trir khi ban yéu cdu mét ngudi nao dé xem xé&t lai.
Nhu di néu trén, k€ hoach tng dung 12 mot cong cu va mdt ban huéng din danh
cho ban.

Sau mot théi gian, ban nén xem xét lai k€ hoach (ng dung cita minh mot cdch
dinh ky. Hay sira d6i k& hoach khi cdn thiét. Hiy xem lai:

¢ Nhimng gi dang phat huy tic dung?

e Nhiing gi c6 thé phdi cai ti&n?

e Lam th& ndo dé c6 thé thuc hién céc cai tién?
Hiy thuc hién bat cif thay déi cdn thi€t ndo cho ban k€ hoach ing dung cba ban.
Hiy cap nhat ban k€ hoach ung dung thudng xuyén, vi du nhy ba thing mot {4n.
Pimg quén thita nhin sy ti€én bo cilia ban va hdy an mimg nhitng thanh cong cua

minh. Néu ban phét hién ra nhing khia canh méi ma ban quan tam, hiy b sung
chiing vio k€ hoach ving dung.

Budc tiép theo

i dén hic ban cin hoan thanh k& hoach éing dung & trang sau.
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KE HOACH UNG DUNG

BUGC 1: MUC TIEU CUA BAI TAP UNG DUNG
Ban muén dat dugce két qua gi tir k€ hoach ting dung cia minh?

GOl Y: Muc tiéu ciia ban phdi do duge, phdi thuc 16 va cb thé dat dugce. Vi du:
trong thdi gian sdu thdng t6i mudn hodn thank danh muc cdc vdn dé qudn Iy
ngudn nhdn luc & cong ty va bdt ddu thit nghiém ba hoat dong man.

BUGC 2: KHUNG THOI GIAN CUA KE HOACH UNG DUNG

Toi dy dinﬁ xem xét lai k€ hoach tng dung clia minh hing

GO Y: Ddt ra mot khung thei gian 6 tinh 't}tf;rc 1€ theo tudn hodc thing. Hay ddm
bdo cho minh cé thoi gian dé thuc hanh va xem xét két qud dar duge.
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BUGC 3: NHUNG BIEN PHAP QUAN LY NGUON NHAN LUC
NAO MA TOI PANG AP DUNG?

GOI Y: Hay xem lai cdc Bai tdp thuc harnh 1, 3 va 4. Ban ¢ the tham khdo céch
lam sau day: cit cudi ngdy lam viéc, hdy liét ké cde viéc ma ban dd lam trong ngay
va cit lam nhu véy cho 14t cd cde ngdy trong tudn. Sau do xem lai toan bo cdc hoat
dang trong bdn liét ké nay va chon ra cdc bi¢n phdp quan trong nhdt vé qudn by
ngudn nhdn luc ma ban dang dp dung & mdi linh vuc.

Lap k¢ hoach va tuyén dung:

Pao tao va phit trién

Duy tri va quan Iy

Hé thang thong tin va dich va vé nguén nhan luc
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BUGC 4: NHONG BIEN PHAP QUAN LY NGUON NHAN LYyC
| NAO MA TOI MUON PHAT TRIEN?

GOl Y: Bdy gid, ban dd biét dugc mink dang ldm gi va ¢6 thé cfszéaf;n bi dé bdt ddu

dp dung vai bién phdp mdi vé qudn Iy ngudn nhan luc. Hay xem lai cde tu lidu 0

phdn tride va phan logi cdc bién phdp mdi ma ban mudn dp dung vio méi frorzg
s bon link vic chinh ciia qudn 19 ngudn nhdn luc.

Lap ké& hoach va tuy én dung:

Diao tac va phat trién

Duy tri va quan 1y

Hé théng thong tin va dich vu vé nguén nhan luc
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BUGC 5: NHUNG Gi CAN TRG TOI TRONG VIEC AP DUNG
CAC BIEN PHAP QUAN LY NGUON NHAN LUC
MOI PUGC PE RA G BUGC 42

Trong budc ndly, ban cdn xéc dinh duge cdc thach thirc (cac vud’ng mic, cic vén dé
hodc cdc vt can) c6 thé ndy sinh trong qué trinh 4p dung cic bién phdp mdéi va
hady dua ra gidi phap khic phuc.

GOl Y: Hdy chia s¢ cde suy nghi cia ban véi mot déng nghiép ma ban tin cdy,
xem xét cdc vdn dé va cing nhau dua ra gidi phdp.

Céce thich thic

Cic giai phap 7

56 Chii Doanh nghiép va Chiic ndng Qudn iy Ngudn Nhdn hic




BUGC 6: HAY LUA CHON BA SANG KIEN MA BAN MUON

TAP TRUNG THUC HIEN TRONG 3 THANG TOL

Hay hoan thanh cic buGe sau diy thing qua viéc m6 td cac sing kién, phic thio
nhfmg gl ma ban mong mudn dat duge v cdch ddnh gid v& mdc 49 thanh céng
cita c4c cong viéc ndy. Sau d6, khi xem lai k& hoach g dung clia minh, ban hily

c4p nhat céc thong tin trong qué trinh thyc hién

Sang ki¢n 1, miéu ta:

Séng kién 1, phuong phép danh gis mic d¢ thanh cong:

Sédng ki€n 1, thyce trang :

O pangdenhanh O pa hoin thanh vao ngay

Chii Doankh nghiép vd Chire ndng Qudn Iy Ngudn nhan luc
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Sdng kién 2, miéu ti:

S4ng kién 2, phutong phap danh gia mic d6 thanh cong:

Sang kién 2, thyc trang:

O Dang tien hanh 0 Di hoan thanh vio ngly

Séng kién 3, micu t:

Séng kién 3, phuong phdp dénh gid mirc 46 thanh cong:

Sang kién 3, thuc trang:

T Dang tién hanh [ D hoan thanh vio ngay
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Phu luc A - Pap an

&

— Bai tap tu kiém tra 1

Nhiém vy cht y&€u ctia quan 1¥ ngudn nhan lyc 12 ddm bao cé dugce c6 da
56 lugng ngudi lao dong, v6i trinh d6 va ki nang phi hep, bd tri vic
ding céng vige, va vio ding théi diém thich hop.

Doanh ngh:ép c6 nhiéu ngudn lyc, bao gédm mdy mdc thiét bi, nguyén
vat liéu va con ngaoi.

Két qua ciia viéc quan 1Y ngudn nhan lyc kém hitu qua 14 gay ra sy chdn
nan cho ngu’b’: lao ding, cung cip dich va kém cho khach hé.ng va ty 1é
ngudi bé viéc cao.

Ban mo ta cong vide rd rang, mifc luong hgp 1y, céc tieu thic dé bat va
cong tic tuyén dung nhft quén s& tao ra méi trudng lam viéc én dinh trong
cong ty. '

T4t cd moi nha quan ly, bao gém ca cic chit doanh nghi¢p vim va nho, déu
12 ngudi phu triach quan 1y nguén nhan lyc.
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— Bai tap tu kiém tra 2

1. Lap k& hoach va tuyén dung 4 nhitng hoat dong c6 thé mang lai hiéu qua
cao nhit & giai doan 1
2. -Pho taoviphét trién lién quan dén giai doan 2.
2. Duy tri va quan 1y dugc 4p dung cho giai doan 3 va 4.
3. He théng thong tin va dich vu vé nguén nhan lyc trg gitip cho t4t cé 4 giai
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1. Truéng phong nhdn sy cé vai trd ngay cang quan trong trong v1éc xiy
dung k& hoach chién lucc.

Pang: Truéng phong nhan sy dua ra mét chién luge rd rang tap ti‘ung
giai quyét cic van dé co lien quan dén lue lugng lao dong.

2. Cidc trudng phong nhén sy cdn tim hifu méi nhan vién mong muén gi va
béo dam rang ho nhan duoc diéa mong mudn d6.

Sai: Quan 1§ nguén nhan luc c6 chirc ning thiét k€ cic chuong trinh
va cac chinh sich phit hgp véi mong muén ciia ci ngudi lao dong va
cong ty. Cong téc quan Ii ngudn nhan lue ¢d ging tac ra mdt moi
trudng lam viéc an toan va cé hiéu qua dé€ ngudi lao dong c6 thé thue
hién cﬁng viéc mot cich tot nhﬁt

3. Tmcng phong nh&n sy 14 ngudi chiu tréch nhlém vé cong viéc cha tdt cd
cac nthan vién trong doanh nghiép.

Salz Trudng phong nhin sy 13 ngudi tro givp cac trudng phong/bd
phan Kkhi c¢dn thiét. Cac¢ truong phong/bo phan chiu trach nhiém hoan
toan doi véi két qua cong viée trong bo phan ma ho phu tréich.
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- = Baitap tu kiém tra 4

#

Hay néu hai t4c dyung ctia mbi trong bdn finh vire clia quan 1y ngudn nhan lyc. Cau
trd 10 cé thé bao gém céc diém sau:

" Lapk€ hoach va tuyén dung:

Pura ra cic quyét dinh dl’mg din.

Xem xét cac k¥ ning cia nguoi lao dong théng qua viée xay dung hé théng
huu trir thong tin vé k§ nang trong deanh nghiép.

Xsc dinh nhiing ngudi lao dong xing ding dé dé bat hoac cdn phai dao tao
thém. _ .

X4c dinh s6 lugng va cic dac diém cén c6 cha ngudi lao dong.

Pao tao va phat trién:

Nguin Iae dong c6 thé duge tham gia cac khos dao tao phit hop véi cong viéc
cua ho.

Gidp ngudi lao d0ng va céc ciap quan Iy clman bi va ¢6 k¢ hoach trong viéc dé
bat.

Khuyén khich sy thang ti¢n trong doanh nghiép.

C6 thé tae dong luc cho ngudi lao dong.

" Duy i vi quén Iy

Tiét kiém chi phi cho dao tao va tuyén dung.

Khuyén khich viéc g dung cic bién phap quan Iy nhit quan.

Ngudi lao dong cam thay ho duoc tén trong vi c6 thé lam viéc nang suét hon.

"Hé thong thong tin va dich vu vé ngudn nhan hyc:

Giilp cho viéc xay dung cdc mic luong cong bing va hgp 1§y

Xay dung moi trudmg am viéc an toan c6 thé Iam gidm cdc tai nan trong
cong viéc va gidm chi phi cho cic tai nan nay.

Duy tri cdc bién phdp nhit quédn cé tac dung lam gidm cic hinh thirc ky tuat
gay tén thit cho doanh nghiép.
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Bai tap tu kiém tra 5

1. Nhiém vu co bén nhét cia Trudng phong Nhéan sy 13 ddm béo ring cong ty c6
d n-guﬁn nhén hje cén thiét dé dat duge cdc muc tién kinh doanh,

2. Trudng phong Nhan sy 1a nguti trg gitip cho ca nhﬁn vién vi ci cic nha quan
Iy.

o

—_ — Bai tap tu kiém tra 6

&

1. Trudng phong nhén sy phai ¢6 k¥ nang t6t trong quén 1§ va lanh dao. Ho
cln cé cic k¥ nang 16t trong giao ti€p, truyén dat thong tin bidng I&i va
bing van ban, phai c¢6 kinh nghiém trong gidl quyét xung dot va cé kha
ning x{ 1y ohing cén tr& 46i v6i su thay déi.

2. Trudng phong Nhan si cdn phii c6 tinh chinh trye cao. Hiéu qua cong
viéc clia ho s€ phu thudc vao sy tin mhiém cla ci ngudi lao dong va ban
lanh dao. Diéu ndy ddi hédi ho phai c6 cac tiéu chuén dao dic t6t, c6 kha
ning dé€ tao dung long tin va coi‘trong tinh bae mat. '

3. Trudng phong Nhin sy cin thong thao viéc tinh todn va cé khé nang sir
ciung may tinh ca nhan.
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~4 ¢ Baitap thuc hanh 1

1.4 chii doanh nghigp-nha quan 1y clta mOt doanh nghiép vira va nhd, ban hay liet
ké mudi cong viéc va nhiém vi ma ban cho 1a thugc chiic ning cia quan Iy ngudn
nhan luc.

Trong ban liét ké ndy, ban nén bao gdm mot s& cOng viéc sau diy:

Dy doan cdc yéu cau vé nhan luc

Tuyén dung - thu hit, tuyén chon, thué¢ muén, sip xép cong viéc va sa thai
nhéan vién.

Xdc dinh cde k¥ niang hién ¢6 cia ngudi lac dong trong nhém.
Phﬁn tich cong viéc va ban mé ta cong viee

Qt:an 1§ tién luong va tién ceng dédnh gid cong viéc, phan loai va qudn Iy
%ién lyong

Piao tao cho ngudi lao dong va nguii giam sat.

Ciéc gquy dinh vé an toan va cac bién phap phong trinh tai nan
Quan Iy cac phic loi cia nguot lao dong.

Xay dung cic chinh sich va cac quy dinh.

Ké}ﬁ cap ngudi lao déng.

Giai quyét cac van dé vé quan hé lao dong.

Tao diéu kién dé viéc truyén tin ndi by duogc dién ra dé &:‘mg.
Cie dich vu khae cho ngudi lae dong.
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-4 Bai tap thuc hanh 2

Hay nghi vé cong ty ciia ban va i.iétrk_é'_ba diéu ma nhan vién mong mudn tir cong
_ ty v2 ba diéu ma cdc cong ty mong dgi tit nhan vien, .

Céc chu trd 13 c6 thé c6 1a:

Nhan vién mong mudn & ﬁoﬁg ty:

Chi trd cong bing

biéu kién 1am viéc an toan

- Puge déi: xir cang béng va nhét.quin

Coky vgﬁg rﬁ réng déi v ngudi lao dong

Pugc tham gi;?l va0 cong vidC quan trong va 6 tinh thach thic
Co hoi d€ tién bo

Pao tao

Tang cudng )t.réch nhiém cﬁ':—i ngucl lao dong
M@trmﬁi trudmg lam viéc b 51;‘. tﬁn. trong l§n nhaw
Cong ty n;ohg doi tir nhan vién: -

Pat yéu can vé thyc hién cong viéc
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Chip hanh ding noi quy, nguyén tic, va cac guy dinh vé an toan lao dong
Chi dong sang tao

Phit trién k¥ nang va kién thic; s&n sang hoc héi céc k§ nang méi.

Cé . tinh than trich nhigm

Tham gia vao viéc thyc hién céic myc tiéu cia cong ty
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Bai tap thuc hanh 3

. R . ~ 4
1. Hay xem lai ban liét ké trong Bai tap thuc hanh 1. C6 trdch nhiém nioc ma ban
mudn bé sung, loai bé hay ty quyén cho ngudi khéc khong ?

Xem phin gidi ddp Bai tap thuc hinh 1.

2. Vditw cdch la chit doanh nghiép - nha quén ly, hiy gm d,;nh rang ban c6 mot
. ngudihay mot phong f;huyen trach vé chifc ning quén iy nguén nhén hge. Ban
s chi dao ho phai wu tién thye hién nhing hoat dorig nio trong t6 chic ciia
minh? Ban cé thé them mot v%u hoac it cé céc céng vigc sau day vio danh
séch h¢t ké cua mmh '

! , Lﬁp_r ké hoaehf e_hié‘_‘n, Im'ﬁghén:;;;m e, 5_: T
Céic khao sét vé céie vén dé 'eé fién quan dén ng;m_ lao dong.

Pinh gi4 nhu cﬁu 6&0 tao, ph&n tich su’ thié'u lmt ky”' nang va 14p ké hoach
" véddotao.

Ciic chuong trinh thuéng va dénh gia thanh tich.
He théng danh gis két qiia thuc hién cong viéc. -
- Hudng din tridng phong/bé phan.

Truyén thong néi bé.
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Gid sit ring ban méi duge b6 nhiém 1am mot Trudng phong Nhan sy trong cong
ty. Ba hoat dong nio cé ihé gidp ich cho cong ty nhidu nhit ma baﬂ cd thé thuc
hién?

Cau tra 19 c6 thé bao gém cic hoat dong c6 lien quan dén:
Lap k& hoach va Tuyén dung

Phét trién cic ban mo ti cong viee gdn voi céc k¥ ning cin thiét, cic bén mé
td cong viéc nay vim dam bdo tinh tiéu ‘chudn hod vira mang tinh linh hoat.
Piéu nay Iam cho s6 lrgng cic ban mé t cong viée sé it di va cac ban mé ta
nay c6 thé ap dung cho nhiéu vj tri céng viéc khdc nhau. Chinh vi vay, ngudi
lao dong c6 thé thire hign cong viée & céc vi tri khic nhau. Viée x4c dinh rd
cac k¥ nang cin thlé’t s€ gidp tim dwc ngtrﬁi ¢ k¥ néing phi) hop nhiit theo
yéu ciu.

Phét trién mot chu trinh tuyén dung, bao gém viéc dua ra céc tiéu chufn
tuyén dung cho timg vi tri cong viée va huy dong su tham gia clis cdc trudng
phong/b§ phan vio viée tﬂj’éﬂ chon ngudi lao dong. Ditu niy c6 tdc dung tao
ra mot qué trinh tuyén dung rf rang tro gitip nha quan 1§ b lua chon 16i vu,

Dio tao va Phit trién
Phit trién céc k& hoach vé dao tao va phat trién nguén luc, gén chit véi ké

hoach pha4t trién chung ciia cong ty. Két qua 1a cong ty sé c6 dugc cic ngudn
Iuc cén thiét dé€ dat dugce cic muc tiéu khi cin,
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Thiét ké va thue hién viéc danh gid ki nang coa ngudi lao déng va luu trir

- thong tin vé cdc ky nang nay. Bing vigc so sianh cac k¥ nang hién cé véi cic

k¥ nang cén thiét cho tuwong lai, cic khoa dao tae sé duoc thift k€ sat vii muc
tiéu hon va s giam dugc chi phi @30 tao. Ngoai ra, cic nha quan 1y ¢6 thé
nhanh chéng tayén duoc lao dong cho cic vi tri con trong hoac cic nhiém vu
c6 thé phat sinh,

Duy tri va Quan ly

Thuc hién phan tich cong viéc va dinh gid két qui cong viéc, Can phai ra
sodt lai eac mire luong va hé théng thir lao @€ phat hién ra nhitng chd bat
cong bang. Pua ra ciac bién phdp dé gidi quyét nhitng bat cong nay. Piéu nay
sé giup ngudi lao dong thay ducc 13 tién luong cia ho dugc tra mot cach cong
bing va nhét qudn giiva nhitng ngudi ¢é cing yéu cdu nhiém vu va k¥ nang.

X4y dung cdc van ban méi cing nhu ra sodt lai cic van ban quy dinh vé diéu
hanh - quan Iy hé théng tién lugng, tién cong; vé viéc gidi quyét cdc bit binh
cung voi cac quy dinh vé ky luat lao dong, vé viéc dé bat trong cong ty. L@p
k€ heach va thuc hién nhitg cong viéc dé giGp cic nha quan 1y hiéu ré va cé
kha ning dp dung céc thii tuc mét cdch nhét quan. Lam nhy vay, mei ﬁgum
lao ddng s& duge d6i xir mot cach cong bing va hop 1¥.

Xay dumg hodc ra soat lai céc tai liéu huéng dan thuc hién céc chinh sach va
céc quy dinh sao cho nhit quan véi cdc gia tri cua cong ty va gidp ngudi lao
dong hiéu ro hon. Su ré rang trong cic quy dinh va cde chinh sich gitip cho
viée van dung dé dang hon. Cong ty s& quan Iy ngui lac dong va 1am viéc véi
khach hang mét ciach nhét quan hon.

Heé théng Thong tin va Dich vu vé& Ngudén Nhan luc

Ra sodt lai cdc quy dinh vé an toin va sic khoé cho ngudi lao dong. Cic théng tin
v€ viéc chdp hanh cdc quy dinh vé an todn lao dong, céc tai nan lao déng v céc
hoat dong khic c6 lién quan dén vin dé an toan phai dugce thu thap va ghi chép lai.

Len k& hoach va thyc hién chrrong trinh vé nang cao an toan lao dong. Nhing diéu
nay cd tic dyng trong viéc nang cao nhan thifc vé cic vin dé an todn lao dong va
giam céc tai nan lao déng.
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» Bai tap thuc hanh 5

Tnrimg phbng Nhan sy cdn ¢é tinh chinh tryc cao, bdi vi hiéu qua cia ho s€ phu
thudc vao sy tin nhiém cia ca ngu'{n iao ddng va ban ldnh dac. Hiy miéu ta hai
hoat ddng thé hién tdm quan trong cla sy tin nhiém va cho biét di€u gi c6 thé xdy
il né’u thi€u sy tin nhiém.

Dép 4n c6 thé bao gﬁm céc y tu‘o‘ng sau:

. Lam viéc v6i ban Lﬁnh dao dé 1ap va dé ra cic muc tiéu vé nguén nhan lyc dé
- dua vio k& hoach Kinh doanh chung cua cong ty. Néu khong 1am viéc v6i
nhau thi ¢ac nlﬁ lanh ﬁai? cﬁ*p cao khé 6 thé' di den sy nhat tri vé cfic vin dé
duge dus: A : .

Vé chc thong tin truyén dat trang ci‘mg ty, phﬁ; lim 580 dé‘ tat ci céc cﬁp
trong cong ty cb long tin vio ¢ic hlréng déan cia Trudng phong Nhin su. Néu
thiéa mic dé tin cay tiﬁ iuén quﬁ cua céc thﬁng tin truyén dat trong cong ty
Ia thip. - :

Lam viéc vl cfic nha quin I dé xﬁy dung cﬁc giai phép hiéu qua cé thé duge
#p dung nhait quén trong cong ty. Néu khong, cdc nha quin Iy s& k!umg th&t
sy nd luc trong viée phét trin va sir dung céic gidi phap nay.

Trong vi¢c kém cap va huémg dan: Néu thiéu sx_r'tin nhiém vao cac Trudong
phong Nhan suthi ¢ nhan vién va ban lanh dao sé khong tim dén ho.
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To—" Bai tap tinh hudng 1

Cic cau tra 10 6 thé bao g6m ca céc goi ¥ khic:

1. Hiy néu ra ba bién phip quan 1§ ngudn nhin luc ma néu dp dyng tir trudc
thi d c6 thé gidp cong ty tranh duoc tinh hubng khé khan hign tai va gidi
thich tai sao?

Lap k€ hoach

Cong ty ché tao Thanh Cong da theo dudi hop déng nay dugc mét nam. Pé 1a
hop déng v6i mot khach hang mai d€ sin xudt san pham méi, do d6 né cé thé
la mét bo phan ciia chién lugc ph&t trién va marketmg -

Viée phﬁi tnén céc séng kién chién Iuge ddi hoi phﬁnt;ch cac yéu ciu ngudén
luc. So sdnh cic yéu cdu nay v6i ciac k¥ nang hién c6 cia hre hrong lao dong
s& 1a co s& cho cdce ké hoach dae tao va tuyén dung. Céc thoi han cho Lap ké
_hoach va Tuyén dung dugc xay dirng va diéu chinh khi céc thyong luong dam
phan dién ra. Cam két cung cip cuéi cang phai dua trén thdi gian can thiét
dé tang lugng nhan cong cho sin xuait hét cong sudt.

Diao tao va Phit trién

Khi cic yéu cdu vé k¥ nang duoc xac dinh thi c6 thé so sanh né véi cdc k¥
ning hién cé. Phan tich sy thi€u hyt giira k¥ ning hién tai so v6i yéu cau giip
cho viéc xdc dinh cédc k¥ nang cin c6 dé thuc hién hop dong. Cong ty c6 thé
thudmg xuyén xdc dinh duge cic co hoi d€ nang cao hoac dao tao lai nhan
vién hién c6, Cic k¥ ning va nguén hyc con thléu can phﬁl huy déng thong
qua tuy@n dung

Phan tich c4c k¥ nang cha huc lugng lao dong

Luén luén ndm duge tinh hinh k¥ niing hién c6 ciia lue hugng lao dong sé Iam
don gian ho4 viéc phan tich chénh léch k¥ nang.
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Tuyén dung

Céc bién phép thu hit tuyén dung t6t bao gém ca viéc xdc dinh cac ngudn
cung c’a’p cic loai lao dong khic nhau. Viéc 1ap k€ hoach trude cho phép co
thdri gian dé quang cao, phong vin, vi tuyén duge dong nguot.

Duy tri va Quin 1¥

Khi mét té chitc 6 tiéng 1a noi lam viéce t6t, nd dé thu hit va giir dwoc nhan
vién tdt.

2. Lam thé nio d€ quan ¥ nguén nhan lyc cé thé gitp cong ty thye hién ding
cam k&t hién tai cia minh d6i véi khich hang mdi? Hay néu ba hoat dong
vé quén 1§ ngudn nhén luc ma ban cho 1a phu hop.

Tim kiém cdc ngudn bé sung nhan vién méi

Thue hién mjt chrong trinh dio tao cdp tdc.

Tham khio ¥ kién cic nha ché tao va nhii-éung cdp ciac nguyén vat liéu. Néu
cac san phim nay 1a méi thi c6 thé d6 12 thiét bi va ngayén vat liéu méi. Céac
nha cung c4p sé c6 lgi néu cong ty thanh cong voi san phdm mdéi nay va c6
thé e6 kha nang giGp cong ty dao tao hesc tham chi cung cdp ngudi c6 k§
nang dé 1am viéc cung voéi doi ngil lao dong cia 'cﬁng ty Thanh Céng.

Thong tin cho d6i ngii lao dong hi¢n c6 dé ho hiéa tAm quan trong céia hop -
dong nay.

Pua ra mot hé théng tién thuong dura trén két qua thuc hién cong viéc.

3. Ban sé dé xuft vdi Cong ty ché tao Thanh Cong ba hoat d0ng nio cla quan
1¥ nguén nhan luc d€ gidp ho trdnh duge tinh hudng nay trong tuong lai?

Pua viéc 1ap ké hoach ngudn lyc vao cic sdng kién chién luge,

B#t ddu mét qua trinh khio sdt nof bo dé fim ra ngoyén nhan tai sao ngudi
lac dong roi bo cong ty va ho thiy cong ty dang c6 nhimg vén dé gi.

Xay dung méi quan hé tét véi cdc t6 chikc tuyén dung bén ngoeai va cac ngudén
- tuyén dung khac, ching han nhu sit dung Internet. Ciing ¢6 thé cin tim kiém
rong rai hon cac nhan vién o nhimg k¥ nang nhit dinh

Thiét lap hé thong ghi chép, luu trit va cap nhat céc thong tin vé k¥ nang
trong ndi bd céng ty.
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lm———% Bai tap tinh hudng 2

1. Xem lai trich nhiém va cdc hoat dong cba chi Phung. Hiy néu ra ba trong
58 cdc trach nhiém va hoat déng phu hop véi chic nang quan 19 ngudn
nhan luc?

Tinh hudng nay thé hi¢n mét tinh hinh dac trung ciia cac doanh nghiép
vira va nho Viét Nam, & d6 cdc chite nang quan 1 nguén nhan luc khong
duoc xac dinh ré rang va cac chirc niang nay duoc nhiéu ngudi trong
doanh nghiép cung chiu trach nhiém.

Ba trach nhiém chinh cia chi Phung thude chitc ning quian 1y nguodn
nhan lgc frong tinh hudng nay 1a: chiu trach nhiém vé cic vdan dé “déi
n6i”, duy tri cic quan hé lao dong; va chiu trach nhiém vé cac vin dé tra
cong.

Maét s6 hoat dong quan 1y ngudn nhan hyc, chdng han thu hiit, tuyén chon
va dio tao, duge hai quan dic phan xuéng (anh Hiang va anh Quang)
thuc hién. '

Nhiéu bi¢n phip quan Iy nguén nhan lirc khac khéng duge 4p dung trong
cong ty, bae gom lap k€ hoach nguén nhan luc, cic chuong trinh phat
trién ngudn nhan luc, dénh gid két qua thuc hién cong viée, va cdc he
théng va dich vu théng tin nguén nhan luc. Linh dao cac nhém khéng
nhén thic duge vai tré cia ho trong quan Iy nguén nhan luc.

2. Chi Phung 12 ngudi hiéu biét vi c6 nhiéu k¥ ning. K¥ nang ndo gifip chi
quan ly cic hoat dong lién quan d€n ngudn nhén lyc? Kicn thic va ky
ndng ndo chi cdn thigu?

Xét theo nhimg kién thitc va k§ nang mét ngudi quan Iy cin c6 dé thuc
hién cdc chitc ning quan Iy ngaudn nhan lyc mét cich hiéu qua, cic k¥
ning va tinh cich ma chi Phung ¢6 duge - tinh c4ch gay 4anh hudng, cic
k¥ nang con ngudi, k¥ ning giao ti€p va sy mém mong - s& hd tro chi
trong cac hoat déng lién quan dén nguén nhan hec.
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Chi con thi€u kién thiic vé cic chiic nang quén I¥ nguén nhén hic trong
mot cong ty. Doi véi chi, cic chife nang quan Iy ngudn nhan hie o6 1€ chi
13 tuyén dung, lya chen va trd cong, Diéu niy dua dén cich nhin han ché
vi thife dung trong quﬁn Iy com ngudi trong deanh nghiép. Péng thii, ban
gidm ddc cong ty va diic biét 1 chi Phung phii hiéu r cic van dé vé cach
thic thist 1ap cic hé thong va bié_n phip quén ¥ nguén nhén hic va xéc
dinh rd vai trd va triach nhiém cua mébi nha quan 1y (gidm d6c, chi Phung,

hai quan déc, va nhitng ngudi dtmg dén cic nhém) trong viéc diéu hinh
td chiic cic hé théng nay.

3. Gia st ban dang & vi trf 38 3€ xudt v6i chi Phung tuféﬂ thém mét trudng .

phong nhan sy. Ban s¢ trinh b&y ba lgi ich nio nhim thuyét phuc cho ¥
hé’ﬂ ciia minh? '

_Bé phat trién, cong ty cﬁn 6 ngudi phy trich viéc diéu phéi va guan tﬁm |

dén tdt ci cic he théng va bién phip quin 1¥ nguén nhan hee. Do d6,

©tuyén thém mot trudng phong nhan sy 13 vigc nén lém Céc lgi ich khi c6

* mot trong phong nhan sut chinh thic ¢ thé fa:

‘Trudng phong nhan sy méi o6 thé hd trg ban gidm déc cong ty thuc hién
lap k€ hoach ngudn phan luc d€ bao dam réng cong ty c6 di s luong
nhimg con ngudi c6 nhitng k¥ ning va kha nang phii hop nhim thuc hién
cic muc tiéu cia c'fmg--ty. Diéu nay dac biét quan trong khi cong ty mé
rong qui mé va phat trién. Ching han, 14p k& hoach nguén nhan hyc cé
thé ghip cong ty tranh duge nhimg khé khan ma hién né dang gap phii;
khi mot hop dong méi xtlﬁt hién tmng khi c{mg ty lai khong 6 di nguﬁn

‘nhan iu’c aé thue hign.

Tm&ng phbng nhan sy méi c6 thé diéu phéi qud trinh thiét lap cic

. chuong trinh va bién phdp quan Iy nguon nhan luc trong cong ty sao cho

" tdt ci nhan vién trong toan coéng ty duge doi xir cong bimg va ho biét cong '

ty mong doi tix ho diéu gi va ho nén chi doi diéu gi tir cong ty. Didu nay c6
thé mang lai tinh thin va dong hyc 1am viéc cao cho nhan vién,

_Co trir&ng phong nhan sy chmh thite cé thé giiip cho chi i’m;ng va cdc

- nha quan Iy khdc trong cong ty danh nbiéu thdi gian hon dé tap trung vao

chi dao chién luoe va cdc muc ticy didy hanh.
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ek , ;
1. Hiy néu nam gidi phap vé quén 1y nguén nhin luc duge 4p dung phé bién
- - trong ba loai hinh kinh doanh (Doanh nghiép do ngudi Hoa sd hifu, cong ty
lién doanh Nhat ban va cong ty theo kidu phvong Tay).

Cau tra 101 cGa ban c6 thé bao gém cdc n6i dung sau:
Nhén manh vio long trung thanh, tinh trung thuc va long nhiét tinh.
Duy tri méi lién he mit thiét giita ong chl va ngudi 1ao dong.

Tuong d6i linh hoat trong #p dung cdc gidi phap vé quan 1y nguén
nhan luc.

Sir dung ké’t ha’p cﬁc tiéu thuc tuyé’n chon nha kha nang, cac mdi quan
hé c4 nhan (hifu ré hon vé ¢4 nhan) va sy tuong thich vé vian hod.

Xu bm?ng tra ihﬁ Eae du'a tren co st’; két qué céng ﬂéc.

Cung c§p cﬁc phmmg tlén cho ngu’él lao ﬁﬁag bao gom ca céc hoat
dong thé thao ciia cong ty.

T4t ci céc nhan vien méi déu phai thoa man céc tiéu chuén va yéu cdu
trinh do :!61 voi cong viéc. S ,

Caéng téc dé bat duoc thuc- hién tir co so len.

Miac d¢ d6éng gép cho cong ty va trinh do chuyén inén Lh cée tidu thire
duoc sir dung trong cong téc € bat nhan vién. Ngudi lao dong cb thé
(hroc dé I}at vm}t cﬁp néu ho dat du‘uﬁc két qué cong viéc xuat sic,

Mac dl‘x chu‘tmg trinh phan chla lm nhuﬂn khong {kmc it ca cong ty
phuong Tay ép dyng nhung n6 dang thé hién nhu 13 mot xu thé.

Me tha lao duge tra theo két qué cfmg wéc vﬂ thanh tich déng gop
ciia ngudi lao dong, S : .
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Ngudi phu trach quan Iy ngudn nhan Iuc phai gidi quyét rat phiéu vin
dé c6 lién quan dén hyc lugng lao dong dia phuong.

Pam phan va.thod udc lao dong tap thé 1a cdc hoat dong ciia té chirc
cong doan, Tuy nhién, trortg} nhi¢u cong ty theo kiéu phueng Tay thi
t& chifc cong doan c6 vai tro'ngay cang lon trong viéc hé tro cong ty va
ap dung cac gidi phap vé quan Iy nguén nhan lirc trong cong ty.

2. Hiy néu ba giii phdp vé quan 1y ngudn nhin luc duge dp dung trong mdi

‘ loai hinh kinh (Doanh nghiép do ngudi Hoa sé him, cong ty lién doanh

Nhat ban va cong ty theo kidn phuong Tay).

a) Doanh nghiép do ngudi Hoa sd hiu:

Ap dung cic gidi phdp quan Iy ngudn nhan luc mét cich phi chink
thiic.

Phong cach guan Iy gia trudng.
Su dung cic ban mo ti cong viée chung chung vi linh hoat.

Troeng qua trinh thu hit va tuyén chon nhan vién thi cic méi quan hé
~ ca nhan rit duge coi trong.

Trong viéc d€ bat va quan 1y két qua cong viéc thi cdc tiéu thitc mang
tinh hanh vi duec chi trong.

b) Cong ty lién doanh Nhit ban:
Lam viéc theo nhom va nhidn manh iong trung thanh déi véi i chifc.
Luan phién trong phéin cong cong viée.

Cha trong vio cac hoat dong dao tae va phat trién, dac biét 13 céc
hoat dong dao tao cu thé trong cong ty.

'Tham nién 14 mét tiéu thirc duoe sir dung dé xéc dinh mikc thi lao va
thang tién cho nguoi lao dong.

c) Cong ty theo kiéu phuong Tay:
Ap dung cac giai phap quin Iy nguén nhan lxc chinh thong.

Cic tiéu chuan v ban mé ta coéng viéc cu thé.
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Miic do hoan thanh céng viéc 1a co s& dé€ tra thix lao.

Kha niang va su tuong thich vé van hed 13 cac tién chudn duge cha
trong trong qué trinh tuyén chon nh4n vién.

Khuyén khich sy tham gia ciia nhan vién trong qua trinh ra quyét
dinh. -

3. Hiy néu ba diém t6t va ba diém cin phai cai ti€n trong viéc quan 1Y ngudn
nhan luc duge trinh bay trong Bai tip tinh hudng 3.

Cé4c diém t6t:

Tinh linh hoat trong phén céng cong viée,

Duy tri moi lién hé mat thiét giiva 6ng chi va ngudi lao dong.

Cha doanh nghiép cham lo dén lgi ich eia nhirng ngudi ma anh ta tin
cay va trung thanh véi anh ta. (Chinh diéu nay khei ¢ay long nhiét
tinh cua ngudi lac dong).

Cac diém cdn cai tién:

Viéc ap dung cac chiic nang quan Iy nguén nhan hec c6 thé qua gia
truong.

Yéu to chit quan dnh hudng qué nhi¢u dén qui trinh van dung cic
chitc ning quan Iy nguén nhan hec mét cich phi chinh thic.

Khong khuyén khich su tham gia cia nguii Iao dong vaoe gud trinh ra
quyét dinh.
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Phu luc B - Chu giai Thuat ngir

B

Ban mé ta cong viée (Job description) MOt ban viét mo ta nhig gi mi ngudi
dam nhiém cong viéc dé lam, cong vide dugc thuc hién nhu thé nao va tai sao lai
phai thuc hién.

Ban yéu cau chuyén mén cia céng viéc (Job specification) Mot ban thé hién
céc yéu cdu trinh 46 t6i thidu c6 thé chip nhan duge mad mot ngudi ddm nhiém
cong viéc cdn c6 dé ¢ thé thyc hién thanh c6ng cong viée dugc giao.

Bao duong phong ngira (Preventive maintenance) Su bio dudng duge thuc hién
trude khi hdng héc xay ra.

Bit dinh (Uncertainty) Tinh hu6ng ma ngudi ra quyét dinh khong cé duge su
khing dinh vé mot vin dé va ciing khéng c6 dy tinh hgp 1y kha nang vin dé dé cé
thé xay ra.

B¢ tac chién lugc (Stuck in the middie) Tinh trang mot cong ty khong thé canh
tranh bing chién Iuoc tén phong vé chi phi hieu qua, chién luge khdc biét hod va
chién lugc tap trung trong diém.

Bién hé di thuimg (Devil’s advocate) C6 tinh dua ra cic 1ap luan d6i lap véi cac
lap luan ciia da s6.

C

Cac van dé c6 két ciu ro rang (Well-structured problems): Céc vin 4é wuc tép,
quen thudc va d& xic dinh.

Cam két véi té chidc (Organizational commitment) Sy hudng t6i cong ty cia
nguoi Iao dong bing ldng trung thanh véi cong ty, méi lién hé va sy tham gia vio
hoat dong clia cong ty.

Cang thing (Stress) Mot diéu kién dong thdi trong d6 mot ngudi phai déi mat
véi mot co hoi, su han ché€ hay mot doi héi lien quan d€n diéu ma ngudi d6 mong
mudn ma k&t qua duge xem 1a bat dinh va quan trong.

Chat luong cudc song {(Quality of life) Mot dic tinh vian hod quéc gia phan anh
sir dé cao cdc moi quan hé va sy quan tam tdi nguoi khiéc.
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Chuong trinh hanh dong khing dinh (Affirmative action programs) Chuong
trinh nhim ting cudmg vi th€ vé t8 chiic chia cdc thanh vién cic nhém dugc bio
trag.

Chi phi gidn ti€p (Indirect costs) Céc chi phi ma hdu nhy khéng bi anh huéng
khi ddu ra thay d6i.

Chia sé eong viéc (Job sharing) Mot gidi phdp trong dé ¢4 tir hai ngudi trd 1én
chia nhau 1am cling mot cong viée 40 gid mot tufin.

Chién lege cdp cong ty (Corporate-level strategy) Tim kiém dé xdc dinh nhimg
hoat dong kinh doanh nio ma cong ty cin phai thuc hién.

Chién Inge chic nang (Functional-Ievel strategy) Tim ki€m nhim x#c dinh xem
1am the nao dé phuc vu chién luge cdp cong ty.

Chién luge 6n dinh (Stability strategy) Mot chién luge cip cong ty, dic trung
béi sy khong c6 nhitng thay déi 16n.

Chién luge tang truong (Growth strategy) Chién luge cép toin cong ty nhim
tang mic d¢ hoat dong cha cong ty. Chi¢n luge nay thudng bao gbm tang doanh
thu, tang nhan vién vi/hodc tang thi phin.

Chién lugc thv hep (Retrenchment strategy) Mot chién luge cfp cong ty nhim
giam pham vi hoic sur da dang ca cic hoat dong céng ty.

Chién luge theo linh vuc kinh doanh (Business-level strategy) Tim ki€m dé xdc
dinh xem mot cong ty cén phai canh tranh nhu th€ ndo trong timg finh vuc kinh
deanh clia minh.

Chi nghia ¢4 nhan (Individualism) Mot khia canh van hod trong d6 ngudi ta
phai t lo liéu che loi ich chia ban thin va cla cdc thanh vién trong gia dinh minh.

Chii nghia doc dean (Authoritarianism) Niém tin ring nhimg ngudi khdc nhau
phai ¢é vi th€ va quyén hee khic nhau trong cong ty.

Chu nghia hep hoi (Parochialism) Cich nhin nhan ich ky va hep hoi vé th€ gidi,
s thifu kha nang thira nhin su khic biét gifta nhimg ngudi khic nhau.

Chn nghia tap thé (Collectivism) Mot khia canh vin hod trong d6 ngudi ta mong
doi nhitlng ngudi khic trong nhém cia minh quan tam dén ho va bao vé ho khi ho
gip khé khan.

Chiitc nang quan 1y (Management functions} Su hoach dinh, t§ chic, chi dao va
ki€m sodt.

Chuédn muc (Norms) Cac tiéu chufin chip nh4n duge ma cdc thanh vién trong
mdt nhom cling chia sé.
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Chuédn muc déi chién (Benchmarking) Tim ki€m hinh miu thanh cong nhit
trong céc cong ty canh franh va cdc céng ty khong canh tranh da gidp cho ho ¢$
thanh tich vuot troi.

Chin chin (Marurity) Kha niang vi sy sin sing nhén trach nhiém ciia mot ngudi
trong viéc dinh huéng hanh vi ciia minh.

Chinh sach (Policy) Chi din nham xdc dinh céc tieu chudn cho viéc ra cdc quyét
dinh.

Chinh thitc hoa (Formalisation) Mic do ma cong ty dua vio cdc quy tic v quy
trinh dé chi dao hanh vi cha ngudi 1am viée.

Chudéi ménh lénh (Chain of commandy Luéng thdm quyén tif trén xuéng dudi
trong cOng ty.

Cong doan lao dong (Labor union) Té chic dai dién cho nguéi lao déng 6im
cich bao vé cdc quyén 1gi cla ho théng qua thuong lugng tip thé.

Cong ty cau tric may mébc (Mechanistic company) M6t co cu t6 chic ¢6 tinh
phitc tap, tinh chinh thitc va sir tip trung quan 1§ & mifc cao.

Cong ty hiru co (Organic company) Mot cd cdu 8 chitc & miic thdp vé tinh phic
tap, tinh chinh thic va sy quan Iy tap trung.

Cong tac (Collaboration) Su giai quyét mau thufin bing cdch tim ra gidi phép cé
lgi cho t4t ¢ cde bén.

Co ciiu chife nang (Functional structure) Mot kiéu thist k& ma cédc cong viec ¢o
lién quan hodc twong tr nhau thi duge nhém lai v6i nhau.

Co ciu cia t6 chirc (Organization structure) MOt mé hinh cong ty dugc biéu
hién thong qua mic d¢ phiic tap, tinh chinh thic va su quan 1y tap trung.

Ca cau don gian (Simple structure) Kiéu cfu tnic cong ty cé d6 phic tap va tinh
chinh thic thip nhung mifc d6 tap trung hod cao.

Cou cdu hoi dong (Committee structure) Mot cdu tnic tap hgp cic ¢4 nhan tir cic
bé phan chifc ning khdc nhau dé giai quyét cdc véin dé.

Co ciu ma tran (Matrix structure) Mot kiéu thiét k€ 8 chitc ma céc chuyén gia
tir cic phdng ban chitc nang duge phan cong thuc hién mét hoic nhidua dir 4n durdi
su diéu hanh cda ngudi quéan 1y du dn.

Co cau nhiém vu (Task structure) Mic d6 ma cdec nhiém vu céng viéc duge qui
trinh hoa.

Co céiu theo bo phan (Divisional structure) Mot co ciu t6 chitc duge lap nén tir
cdc don vi tu chii va wr quan.
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D

Dién dat lai (Paraphrasing) Phdt biéu lai nhitng gi ma ngudi khic 4 néi bing
ngon ngili rieng cla minh.

Dt liéu (Data) Cic s6 liéu, st kién ban dau, chua duge phéan tich.

Dur bao (Forecasts) Du doan k&t qua trong tuong lai.

Du baeo doanh thu (Revenue forecasting) Dy dodn doanh thu trong tuong lai.
Dy bae dinh lugng (Quantitative Forecasting) Viéc si dung mot loat céc quy
tic todn hoc d6i véi cic s6 litu trong qué khd ¢€ du dodn céc két qua trong tuong

lai.

Du béo dinh tinh (Qualitative Forecasting) Sit dung dédnh gid va cdc ¢ kién cha
nhimg ngudi am hiéu dé dy bio céc k&t qua trong tuong lai.

Dir todn chi ddu tu (Capital expenditure budget) Mot bin ngan sich du bdo vé
cdc khoan ddu tu cho b4t dong san, nha cira va cic thi€t bi chil y&u.

Du toan chi phi kha bién (Variable budgef) Mot du todn c6 tinh dén céc chi phi
c6 thé bién dbi theo khsi luong.

Du toan doanh thu (Revenue budget) Bin ngén sich dy tinh v€ doanh thu trong
wrong lai.

Du toan mifc khong (Zero-base budgeting - ZBB) M6t hé théng ma yéu cfu vé
ngan sach dugc khéi ddu tir con s6 khong, bét ké nhimg gi da 6 tir trude.

Dy todn ngan sach (Budget) Mot k&€ hoach tinh to4n phén b nguén luc cho céc
hoat déng cu thé.

Du toan tién mat (Cash budget) Ban ngan sich du bdo v& lugng tién mit ma
cong ty s& ¢b trong tay va cong ty cin c6 bao nhiéu tién mat d€ dép img cdc khodn
chi tién.

Duy I¥ (Rational) Thé hién sy lya chon nhét qudn va t6i da hod loi ich trong
pham vi nhiing han ch€ nhat dinh.

b

Pa dang vé k¥ nang (Skill variety) Mitic d¢ md mot cong viéc bao gdm céc hoat
dong khdc nhau ddi héi cdc k¥ ning va tai nang khéc nhau.

Panh gia két qua cong viéc (Performance appraisal) Sy dinh gid k€t qua cong
viéc clia c4 nhan nhim di t6i cdc quyét dinh khich quan vé€ quan 1y nhan sy.
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Danh gid kidu mo ta (Written essay) Mot ky thuat danh giad két qua cong viec
ma ngudi danh gid vi€t ra mot bin mo 14 cdc di€ém manh, diém yéu, k&t qua di ¢6
va tiém nang cha mot nhan vién va trén co s& d6 dua ra cdc bién phdp d€ cai tién.
Pinh gia theo thang A6 hoa (Graphic rating scales) K§ thuat danh gid két qua
cong viéc ma trong dé ngudi ddnh gid sip x€p cdc y&u 6 hoan thanh cong vigc
theo thang bac tang dan.

Pao didc (Ethicsy Cic quy dinh v nguyén tic x4c dinh hanh vi 1a ding hay sai.

Diéu chinh tic thoi (Immediate corrective action) Viéc didu chinh ngay titc
khic hoat dong dé€ hudng viéc thuc hién cong viée trdr lai ding dinh hudng clia né.

Diéu tra vé thai do (Attitude surveys) Thu thap cdc ¥ kién tra 14 tit phia ngudi
lac dong qua cdc ban ciu hdi vé& vin dé ho suy nghi thé ndo vé cong viéc cia
minh, v& cdc nhém 1am viéc, v& nhitng nguéi gidm st vi/hoic vé cong ty.

bia vi (Status) Sy ddnh gid vé uy tin, vi tri, hodc thit hang trong mét nhém.

Dinh hudng nhan vién (Orientation) Viec gidi thiéu cho mét nhén vién méi vé
cOHng ty va v& ¢cdng viéc md ngudd 46 dam nhan.

Péng ¥ theo tap thé (Groupthink) Viéc cic thanh vién trong nhém bé qua quan
diém cha minh dé t6 ra nhét trf.

Do sau cila cong viéc (Job depth) Mic d6 ngudi lao dong kifm sodt cong viec
clia minh.

Do tin cay (Reliability) Thé hién kha nang vi mic do mot bién phap tuyén dung
¢6 thé do ludng su vat giéng nhau mot cich nhat quan.

Pong luc (Metivation) Su sin sang c6 cdc nd luc 16n dé€ dat muc tiéu clia té chic,
v6i didu kién nb luc dé c¢6 kha nang thod min nhu ciu clia cd nhan.

Pong nao (Brainstorming) Qud trinh tao ra ¥ tudng bing cdch khuyén khich céc
phuong dn khic nhau ma khong chua tinh dén cdc phuong 4n 13 diing hay sai.

E

Ep budc (Forcing) Viéc thod man nhu cdu clia ngudi nay xong lai 1am tén hai
dén quyén loi clia ngudi khéc.

G

Gia tri (Values) Nhiing niém tin co ban vé cdi gi 1a diing va cdi gi 12 sai.
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Giai doan chudn hoa (Norming) Giai doan thif ba clia qud trinh phiét trién nhém,
dugc ddc trung béi cdc méi quan hé chiit ché vi su gin b6.

Giai doan chuyén nhém {Adjourning) Giai doan cudi cing cia sy phat trién
nhém d6i voi cdc nhém tam thdi, dic trung bdi sy quan tdm dén viée tdng két cdc
hoat dong hon 12 viéc thuc hién nhigm vu.

Giai doan hinh thanh (Forming) Giai doan ddu tién trong qua trinh phét aién
nhém, duge dic trung bai nhifu bat dinh.

Giai doan song gié (Storming) Giai doan thi hai cia qué trinh phét tri€n nhém,
duge dac trung béi xung d6t néi bd nhém.

Giai doan thuc thi (Performing) Giai doan thif tu chia qua trinh phét trién nhém,
khi moét nhém thue su di vao hoat dong.

Giam lao dong (Decruitment) Céc phuong phap nhdm giam bdt lugng lao dong
trong cong ty.

Giao quyén (Delegation) Viéc giao thiin quyén va trich nhiém cho ngudi khic
dé ho thuc hi¢n cic hoat dong cu thé,

Giao tiép ca nhan (Interpersonal communication} Giao ti€p giita hai ngudi tro
1én trong d6 cdc bén dugc xem nhu 12 nhitng con ngudi cu thé chit khang phdi 1a
déi tuong giao tiép.

H

Hanh dong diéu chinh co ban (Basic corrective action) Xac dinh 1y do tai sac
két qua cong viéc bi sai lach, sai lech nhu thé nao, va diéu chinh nguén géc cha sy
sai léch.

Hanh vi (Behavior) Cic hanh déng cia con ngudi.

Hanh vi loai A (Type A behavior) Hanh vi duge dic tnmg bdi cam gide thuong
truc vé su cip bich va dong luc canh tranh qud mirc.

Hinh vi loai B (Type B behavier) Hanh vi thoai méi, dé dai va khong canh
tranh.

Hanh vi té chifc (Organisation behavior) Nghién citu vé c4c hanh ddng ciia con
ngudi tai noi lam viéce,

Hé thong déng (Closed system) Cic hé thong ma khong bi anh hudng béi, va
khéng tac déng t61 moi frudng bén ngoai.
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He théng hanh chinh quan liéu (Bureaucracy) Mot hinh théi cong ty dugc dic
tnmg béi phan cong lac dong. phan cép, cic quy tic, quy dinh va cdc quan hé phi
ca nhan.

He thong thong tin quan Iy (Management information system) Mot hé théng
cung cip cdc théng tin cn thiét cho bo phan quan Iy mdt cdch thudng xuyén.

Hiéu suat (Efficiency) MGi quan hé gilta ddu vio va ddu ra, ¢8 ging giam t6i da
cdc chi phi vé ngudn fuc.

Hoach dinh (Planning) Bao gém viéc xdc dinh cdc muc tiéu, xay dung chién
luge va phat trién cdc k€ hoach dé€ phéi hep cdc hoat dong.

Hoach dinh cong sudt (Capacity planning) Dénh gid kha ning cta mot hé théng
hoat dong trong viéc tao ra moét s luong mong mudn don vi ddu ra cho mdi loai
san phdm trong mot khoang thdi gian nhat dinh.

Hoach dinh nguén nhan luc (Human resource planning) Qué trinh qua dé bo
phan quan 1y dam bdo ring ho ¢é dugc nhan su phd hgp ¢6 kha nang hoan thanh
cdc nhiém vu dé gitp cho cong ty dat duge cdc muc tiéu cia minh.

Hoach dinh qua trinh (Process planning) Xéc dinh san phdm hay dich vu s&
dugc tao ra nhu the nao.

Heoc thuyét 3 nhu ciu (Three-needs theory) Hoc thuyét cho rang cdc nhu cdu
thanh dat, nhu cdu quyén luc vi nhu ciu quan h¢ 14 nhiing déng luc chinh trong
cong viéc.

Hoc thuyét vé hanh vi (Behavioral theories) Cic hoc thuyét xic dinh nhimng
hanh vi khic biét gifta ngudi lanh dao hicu qua va 1anh dao kém hiéu qua.

K

Kénh (Channel) Méi tnrong truyén thong tin.

K¢ hoach chién lugc (Strategic plans) Cic k€ hoach toan cong ty xay dung cic
muc tiéu toin thé va x4c dinh vi the clia cong ty trong méi trudng ciia minh.

K& hoach cu thé (Specific plans) Cic ké hoach dugc xdc dinh 1o rang va khong
thé cu thé hod thém.

Ké hoach ngdn han (Skhort-term plans) Cic k& hoach c6 thdi han duéi mét nam.

K¢ hoach van hanh (Operational plans) Cic k€ hoach néu chi ti€t vé viéc 1am
th€ nao d€ dat dugc cdc muc tiéu toan thé.
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Kiém soat (hoat dong) (Controlling) Qui trinh didu khién cdc hoat déng nhim
bao dim chiing dugc thuc hién thinh cong nhu hoach dinh va slra déi bat k¥ su sai
lech ddng k€ nao.

Kiém soat (qu4 trinh) (Contrel) Qua trinh gidm sit cic hoat dong nhim dam
bdo ring chiing dugc hoan thanh nhu hoach dinh va diéu chinh bat k¥ cdc sai léch
ddng k€ nao.

Kiém soat chin trudc (Feedforward control) Bién phip kiém sodt duge 4p dung
dé ngan chan van dé duogc du dodn c6 thé xay ra.

Kiém sodt phan hoi (Feedback control) Bién phép kiém sodt duge 4p dung sau
khi x4y ra mét hanh dong.

Kiém soat qua trinh (Process controf) Quy trinh kiém soat ch4t luong theo dé
mot miu trong qua trinh san xudt duogc 14y ra kiém tra dé xdc dinh xem qué trinh
d6 ¢6 dang ndm duoi su kiém soit hay khong.

Ky huat (Discipline) Cic hanh déng ma ngudi quan 1Y thuc hién d€ thuc thi céc
tiéu chudn va quy dinh clia céng ty.

L

Lae ddng du phong (Contingent workers) Lao ddng tam théi va lao dong khong
todn thai gian nhim bd sung thém cho doi ngii lao dong thudng xuyén cia cong
ty.

Lam giau cong viéc (Job enrickment) Viec m& rdng cong viec theo chiéu doc
bing cich thém vao cdc nhiém vy vé hoach dinh va dénh gii.

Lang tranh (Avoidance) Riit lui khéi hoic kiém ché€ xung dot.

Lanh dao (hoat dong) (Leading) Bao gdm viéc dong vién cdp dudi, chi dao
ngudi khdc, Iua chon cdc kénh thong tin ¢é hiéu qué nhdt va gidi quyét céc mau
thudin. '

Lanh dao (ngudi) (Leaders) Nhiing ngudi cé kha nang gay anh huéng d6i vé6i
ngudi khdc va ndm thidm quyén guan Iy,

Lanh dao c6 sitc 16i cuén (Charismatic leadership) Nhimg ngudi cdp dudi tuan
theo su chi dao do kha nang 1anh dao c6 tinh chét anh hiing hay xuat ching khi ho
chimg kién nhiing hanh vi nhét dinh.

Lanh dao gay bién d6i (Transformational leaders) Nhimng ngudi lanh dao tao ra
cdc dong luc cho mbi c4 nhan va sy khich 1& vé tinh thin, va 14 nhitng ngudi cé
stic 101 cudn.
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Lanh dao theo nhiém vu (Transactional leaders) Nhiing ngudi 1anh dao huéng
dan hoac khuyén khich cidp duédi di theo hudng céc muc tiéu d dugc dit ra bing
cdch 1am rd vai trd va cdc y&u ciu cda nhiém vu.

Loc tin (Filtering) Xu 1y thong tin mot cdch ¢6 chi dich aham tang tinh hip din
clia thong tin d6i véi ngudi nhan.

Lién két nhém (Group cohesiveness) Mic do cdc thanh vién trong nhém hudng
t¢i nhau va clng chia sé cdc muc tidu clia nhém.

Lién lac (Communication) Quad trinh truyén tai va hiéu § nghia cla cac théng
tin.

Lién lac chinh thiic (Formal communication) Lién lac tudn thit chudi ménh
lénh clia cdp c6 thdm quyén hoic 12 cdc théng tin cén thiét d€ thuc hién mot cong
viéc.

Lién lac ngang (Lateral communication) Lién lac gifta cdc cd nhan cé vi trf
cong viéc ngang nhau.

Lién lac phi chinh thirc ({nformal communication) Thong tin khong thong qua
su phé chudn cta cdc cfp quan 1y va khong tuan theo trat ty cdu triic cla 8 chiic.

Lién lac phi ngon tir (Nonverbal communication} Lién lac khong dung 19i.

Lién lac theo dutmg chéo (Diagonal communication) Cic thong tin duge truyén
theo kiéu ciit ngang céc chifc ning va cic cAp do trong cong ty.

Lién lac tir dudi lén (Upward communication) Thong tin bit ngudn tir cdc nhan
vién cdp dudi t6i cdc nha quan 1y cap trén.

Lién lac tir trén xuéng (Dewnward communication) Thong tin bat ngudn tix
nguoi quan 1¥ xudng cdc cip dudi.

Luan chuyén cong viéc (Job rotation) Su chuyén déi dinh k¥ cdc cong nhan
theo cdc cdng viéc bao gém cdc nhitm vu khdc nhau.

Ly thuyét cong bang (Equity theory} Ly thuyét cho réng ngudi lao dong s€ so
sénh ty 1& gilra ddu ra va ddu vio cia cong viéc ma ngudi d6 dam nhin véi nhimg
ngudi khdc va sau d6 diéu chinh bit k sy bit cong bang nio.

Ly thuyét gia vé khoa hoc hanh vi (Behavioral science theorists) Cic nha tAm
1§ va xad hoi hoc nghién citu vé hanh vi cla té chic dua trén phuong phap khoa
hoe.
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M

Mang ludi lién lac (Communication networks) Cic phuong thic truyén tin theo
chidu ngang va chiéu doc.

Mau thuan (Conflict) Nhiing su khac biét khéng thé tuong thich v&i nhau din
dén su xung dot hodc d6i khdng. '

Mau thuan chitc ning (Functional conflicts) Cic mau thuin hé trg cic muc tiéu
clia cong ty.

Miu thuan phi chitc nang (Dysfunctional conflictsy Nhimmg mau thufin 1am can
trdr viée dat t&i cdc muyc tiéu cia cong ty.

Mau cong viec (Work sampling) Mot cong cu tuyén chon nhan su theo dé cic
itng vién xin viéc dugc gidi thiéu mét mo hinh thu nhd cha mot cong viée va duge
yéu cau thuc hién cdc nhieém vi ¢8t yéu ciia cong viee dé.

Mo hinh dac diém cong viéc (Job characteristics model) Mo hinh diing dé phan
tich va thiét k€ cdc cong viéc; xac dinh 5 dic diém chinh clla cong viéc, cic mdi
quan hé qua lai va &nh hudng cha ching d6i vai cac bién sé ket goa.

Mo phéong (Simulation) Mo hinh vé hién tugng thuc t€ chita ding mot hodc
nhiéu bi€n s6 ¢6 thé duge thay ddi d€ ddnh gid tdc dong cla chiing.

Moi trudng (Environment) Céc thé ch€ hoic luc lugng bén ngoai 6 thé tic dong
téi hoat dong cha cong ty.

Moi truong chung (General environment) T4t cd nhimg gi bén ngoai cong ty.

Ma rong cong viéc (Job enlargement) Viéc md rong mot cong viéc theo chidu
ngang, su ting pham vi cita cong vi€c.

Muc tiéu (Objectives) Nhitng két qua mong mudn ctia céic cd nhén, clta cdc nhém
hay clia toan cong ty.

Muc tiéu cong bé (Stated objectives) Cong b6 chinh thiic vé nhimg gi cong ty
phét biéuva nhimg gi cong ty mudn cong chiing tin rang dé 14 muc tiéu ciia cong
ty.

Midc dé phiic tap (Complexity): Nhiing su khdc biét trong mot cong ty.
Mirc dé tham gia cong viéc (Job invelvement) Mitc d6 mot ngudi lao déng gin
b6 v6i cong viéc clia minh, tham gia tich cuc va coi viéc hoan thanh cong viéc cla

minh 12 quan trong d&i v&i ban than minh.

Mitc do thoa man trong cong viéc (Job satisfaction) Théi d6 chung cla mot
ngudi vé& cong viéc caa minh.
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N

Nang luc dac biét (Distinctive competence) Cic k¥ niang va nguén luc doc dio
quyét dinh vii khi canh tranh clia cong ty.

Nang luc doanh nhin (Entrepreneuship) Qua trinh mi cdc cd nhan theo dudi
céc co hoi, thod min cdc nhu cdu va mong mudn thong qua su sdng tao, bét ké
ngudn luc hién tai ma ho ki€m sodt.

Nghe tich cuc (Active listening) Phuong phap ling nghe toan b6 néi dung ma
khong dua ra nhimg ddnh gid hoic nhiing dién gidi véi vang.

Ngon ngir cir chi (Body language) Cic cit chi, cdc trang thdi clia nét mat va céc
van dong khac clia co thé nhim biéu thi ¥ nghia.

Ngir diéu 10i néi (Verbal intonation) Sy nhin manh vio nhilng tir ngit hay céu
chir truyén tdi ¥ nghia.

Ngudi huéng dan (Mentor) Ngutn d& diu va hé tro nhan vién cdp dudi trong
cong ty.

Ngudi hudng loi (Stakeholders) Bat ky thuc thé nio trong pham vi chiu tic déng
cta cdc quyét dinh va chinh sach ciia mot cong ty.

Ngudi quan by (Managers) Cic ca nhan chi dao hoat dong cta nhitng ngudi khic
trong mot cong ty.

Nguoi quan 1y truc tiép (First-line managers) Nhiing ngudi gidm sit, 12 cip
quan ly th4p nhét.

Nguoi sir dung cudi cing (End-user) Ngudi st dung thong tin v3 chiu trich
nhiém vé viéc ki€ém soit thong tin dé.

Nguoi thira hanh (Operatives) Nhitng ngudi truc tiép thuc hién mot nhiém vy
hoac moét cbng viée nao dé va ho khong co trich nhiém trong viéc gidm sat cong
viéc clia nhitng nguoi khic.

Nhan thirc (Perception) Qui trinh t6 chifc va 1y gidi cdc &n tugng theo cdm nhén
nhim tim ra ¥ nghia cho mot mai trudmg nio dé.

Nhoém (Group) Hai hodc nhiu ngudi c6 tuong tic hoic phu thudc 14n nhau, két
hop véi nhau dé dat duge cdc muyc tiéu cu thé nao d6.

Nhém lam viéc (Work teams) Nhém gém cic ca nhan hop téc v6i nhau dé hoan
thanh mét tap hop cdc nhiém vu. Cic nhém chinh thic duge hinh thanh tir cic cd
nhin phu thuéc 1an nhau, ciing chiu trich nhiém dat duge mot muc tiéu nao dé.
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Nhém lam viéc hop nhit (fntergrated work team) Mot nhém hoan thanh nhiéu
nhiém vu khac nhau biang c4ch phan cong cic cong viéc cu thé cho céc thanh vién
va ludn chuyén cdc cong viec gilta cac thanh vién theo yéu cdu clia nhiém vy,

Nhém tu quan (Self-managed work team) Mot nhém duoc 16 chifc theo chiéu
doc, dugc giao hau nhu toan bo quyén tu chl trong viéc xac dinh phuong thic
thuc hién nhiém vu.

Nhu cau (Need) Trang thai noi tam [am cho moét s6 két qua nhat dinh 16 ra hdp
din. ‘

Nhu cau an todn (Safefy needsy Nhu cdu clia mot nguéi vé€ su an toan va dugc
bao vé tranh khéi sy nguy hai v& thé xdc va tinh thin.

Nhu ciu duge kinh trong (Esteem needs) Cic y€u t6 bén trong nhu ldng wnr
trong, tinh tu chll vi su thanh dat, va cidc nhan t6 bén ngoai nhu dia vi, sy thira
nhdn va sy quan tam.

Nhu ciu giao du (Need for affiliation) Mong mudn ¢6 dugc cdc m6i quan hé cd
nhéan than mit va gin gii.

Nhu ciu khdng dinh minh (Self-actualization needs) Dong luc chia mot ngudi
mudn trd thanh ngudi ma ho ¢é thé od thanh.

Nhu ciu quyén ligzc (Need for power) Nhu cdu 1am cho nhiing ngudi khic hanh
vi theo cdch ma déng 1€ ra ho khong lam.

Nhu ciu sinh 1y (Physiological needs) Cic nhu cdu co ban nhu thifc an, nuéc
uéng, chd & va tinh duc

Nhu cau thanh dat (Need for achievement) Dong co vugt troi ngudh khic, thinh
cOng trong viéc dat dugc mot s6 tiéu chudn nhit dinh, nhu cdu nd luc dé thanh
cong.

Nhu ciu xa héi (Social needs) Nhu ciu duge thuong yéu, duge che cho, duge
chép nhén, va c6 ban hitu cha con ngudi. '

Nhlﬁ_}ng bd (Accommodation) Gidi quyét xung dot bang cdch dit nhu cdu va méi
quan tdm ctia nhilng ngudi khic cao hon clia minh.

P

Phan xét rap khuén (Stereotyping) Phin xét mét ngudi dua trén nhin thifc vé
nhém ma ngudi d6 1a thanh vién.

Phat trién lien nhém (Intergroup development) Su thay d6i thdi do, phin xét
dap khuén va nhin thite clia cdc nhém vé nhau.
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Phait trién 8 chilc {Organizational development) Cic phuong phép thay déi con
ngudi va thay déi chét luong clia cdc méi quan hé cong viéc giita cic c4 nhan.

Phan anh trung thyc cong viéc (Realistic job preview) Cho cic tmg vién tim
viéc ti€p cin ca thong tin t6t va xfu vé& cong viéc va cong ty.

Phan héi (Feedback) Mic d6 ma sy thuc hién cic hoat dong ddi hoi dé hoan
thanh mot cong viéc din dén viéc mot cd nhdn nhan duge cic théng tin tnuc tiép
vi 10 rang vé hiéu qua thuc hién cong viéc cla minh.

Phan hoi diéu tra (Survey feedback) Ky thuat dénh gia théi do, xdc dinh su khac
biét gifta céc thai do va gidi quyét cdc khdc biét nay bang cich sir dung théng tin
khao sit tir c4c nhém phan héi.

Pham vi cong viéc (Job scope) S6 nhiém vu khdc nhau cin duge thuc hién trong
mét cong viéc va tdn s6 1ap lai clia cong viec.

Pham vi kiém soat (Span of control) S6 nhan vien cfp dudi ma mét ngudi quan
1§ ¢6 thé chi dao mot cdch hiéu qué va thirc t€.

Phan cong lao dong (Division of labor) Viéc phan chia cic céng viéc ra thanh
cédc nhiem vu nho va cd tinh chat lap lai.

Phan nhém theo chifc nang (Functional departmentalizatior) Su phan nhém
cdc hoat dong theo cdc chic nang cin dugc thuc hién.

Phan tich cong viéc (Job analysis} Qua trinh dinh gii xdc dinh cdc cong viee vi
cac hanh vi cdn thi€t d€ thuc hién cong viéc.

Phan tich SWOT (SWOT analysis) Phan tich cdc diém manh, di€ém y&u cda mot
cdng ty cling nhu cic co héi va méi de doa & trong méi traong.

Phi tap trung hoa (Decentralization} Viéc chuyén quyén ra quyét dinh xuéng
cép thdp hon trong cong ty.

Q

Qua trinh lién lac (Communication processy Bay giai doan theo do céc thong
tin dugc truyén tai va nadm bat.

Qua trinh kiém soit (Contrel process) Qui trinh do dac k€t qui cong viéc thuc
t€, so sdnh v&i cdc tieu chuin va thue hién cdc tdc dong quédn 1y kip thdi d€ didu
chinh nhiing sai lac hodc thi€u hut so véi tiéu chudn.

Qua trinh quan 1y chién luge (Strategic management process) Mot qué trinh 9
bude bao gém hoach dinh, thuc hién va dédnh gid chién lugc.
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Qua trinh quan iy ngudn nhan luc (Human resource management process)
Cidc hoat dong cdn thit dé tuyén dung cho cong ty va duy tri chat lugng lam vigc
cao cha cac nhan vién.

Qua trinh ra quyét dinh (Decision-making process) Mot qué trinh bac gém 8
budc dé xic dinh mot van dé, lya chon giai phap thay th€ vh danh gid tinh hidu luc
cua quyét dinh.

Qua4 trinh tuyén chon (Selection process) Qué trinh sang loc céc tng vién xin
viéc dé bdo dam tuyén dung duge cdc nhan vién phi hop nhat,

Quan diém ¢4 dién (vé quan 1y) (Classical view) Quan diém cho ring trich
nhiém x3 hoi duy nhit cia quan 1§ 12 t6i da hod 1¢i nhuan.

Quan digm chip nhan thim quyén (Acceptance view of authority) Ly thuyét
cho ring thim quyén xuit phdt ti¥ sy sdn sang chép nhan cha cip dudi.

Quan diém quan hé con ngudi vé mau thuin (Human relations view of
conflict) Quan diém cho ring mAau thuin 12 tf nhién va t4t y&u trong mot cong ty.

Quan diém truyén thong vé mau thuan (Traditional view of conflict) Quan
diém cho ring t4f cd cdc mau thuin déu 1A x4u va cdn phai tranh.

Quan diém truyén thong vé quyén lyc (Traditional view of authority) Quan
diém cho ring quyén luc di tir trén xuéng.

Quan hé giira ngudi lao dong va cip quan 1y (Labour-management relations)
Madi quan hé qua lai chinh thirc gifta cong doan v&i guan 1y ciia cong ty.

Quan 1Y (Management) Qud trinh ciing véi ngudi khdc va théng qua ngudi khic
thuc hién cic hoat dong mot cich ¢6 higu qua.

Quan 1y chit luong téng thé (Total quality management-TQM) Mot triét Iy
quan 1y duge dinh hudng bai nhu cdu va ky vong cla khich hing.

Quan 1y thoi gian (Time management) Phuong thic lap k€ hoach c4 nhan vé
thoi gian mot cach hiéu qua.

Quan 1y theo myc tiéu (Management by objectives) Mot hé thdng trong d6 c4p
trén va cip dudi cling nhau xdc dinh cic muc tiéu thuc hién cu thé; ti€n 46 thuc
hién cic muc tiéu duge xem xét dinh k¥ vi lgi ich duge phan chia can cif vao tién
do d6.

Quan I¥ van hanh (Operations management) Viéc thi€t k&, van hanh vi kiém
soat qud trinh chuyén bi€n cic nguén luc thanh cic thanh phdm hang hod va dich
vit,
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Quay réi tinh duc (Sexual harrasment) Hanh vi duge thé hién qua nhimg 15 néi
¢6 tinh goi tinh, sy dong cham thé xdc khong mong muén va nhiing 1&i tén tinh,
dé nghi vé tinh duc hodc 11 néi hay hanh vi mang ban chét tinh duc.

Quy dinh (Rule) Van ban quy dinh 15 rang cho bi€t c4c nha quan 1y phai lam gi
va khong duge lam gi.

Qui dinh dao diic (Code of ethics) Khing dinh chinh thitc v& cic gi4 tri co ban
va cdc quy tic dao diic trong cong ty ma cdc nhan vién phéi tuan thi.

Quy trinh (Procedure) Mot loat cic budc néi tiép c6 quan hé tuong hé c6 thé
dugc sir dung d€ giai quyet mot vén dé xdc dinh.

Quyén luc (Power) Kha nang gay dnh hudng t6i cdc quyét dinh.

Quyen luc ép buoc (Coercive power) Quyén luc dua trén co sO su sg hii.

S

Sang kién (Innovation) Qud trinh dua ra mét y tudng sdng tao vi bién nd thanh
san phdm, dich vu hodc phuong phdp hoat déng hitu ich.

S& mang (Mission} Muc dich cia mo6t cong ty.

Su da dang cia luc lwong lao dong (Work force diversity) Su khic nhau vé gi6i,
chiing tdc, dan téc, hodc céc diém khéc cha ngudi lao dong trong cdc cong ty.

Su nghiép (Career) Chudi cic dia vi ma mét ngudi nim giit trong cudc doi clia
minh.

Su thay déi (Change) Mot sy thay ddi vé& con ngudi, co ciu hoac cong nghé.,

Su thoa hiép (Compromise) Mot gidi phip dé gidi quyét mau thudn trong dé mbi
bén hy sinh mot 0 lgi ich ctia minh.

Su tuong dong cé tinh chét gia dinh (Assumed similority) Tin ring nhimg
ngudi khic cling gidng nhu minh.

T

Tac nhan thay ddi (Change agents) Ngudi hanh dong nhy 13 xdc tdc va quan 1y
qui trinh thay déi.

Tam quan trong cia nhiém vu (Task significance) M:ic dd ma mot cong viec
c6 anh hudng dang ké dén cudc s6ng hay cong viéc cla ngudi khdc.
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Tap trung hoéa (Centralization) Sy tip trung thim quyén ra quyét dinh cha nha
quéan 1y cdp cao.

Thai do (Atfitudes) Quan diém dinh gid vé cac doi tuong, con ngudi hoac su
kién.

Tham quyén (Authority) Céc quyén thudc vé mét vi trf quan 1y trong viéc dua ra
cic ménh 1énh va trong chd chiing dugc thuc hién.

Thim quyén gian ti€p (Staff Authoerity) Thim quyén Ong ho, hé tro va tu vin
che nhiing ngudi ¢ thim quyén theo tuyén,

Tham quyén theo tuyén (Line authority) Thim quyén cho phép mét ngudi quan
1¥ chi dao cong viéc clia cdp dudi.

Thi hanh (Implementation) Chuyén tai quyét dinh t6i nhilng ngudi lién quan va
1am cho ho cam két d8i vdi quyét dinh dé.

Thiét k€ cong viée (Job design) Cdch thifc cdc nhiém vu két hgp v&i nhau dé tao
thanh cdc cong viec hoan chinh.

Thiét ké té chirc (Organization design) Viec xay dung hoic thay déi co cdu ciia
mot cong ty.

Thong diép (Message) Mot muc dich cin dugc truyén dat.

Thoi gian hoat déng (Discretionary time) Lugng thdi gian ¢é thé kiém soét duoc
cua ngudi quan Iy,

Thoi gian lam viéc linh heat (thoi gian linh hoat) (Flexible work hours)y H¢
théng thoi gian biéu trong d6 ngudi lao déng duoc yéu ciu phai 1am viec mot s6
gitr nhit dinh trong tudn nhung duoc tu do thay déi gios 1am viéc cda minh trong
gi6i han nhat dinh.

Thoi gian phic dap (Response time) Luong thii gian khong kiém sodt duge, bd
ra d€ tra 1&i céc yéu cdu, ménh 1énh va cde van dé do ngudi khde dua ra.

Thuyé’t Ianh dao theo tinh hudng (Situational leadership theory) Mot 1Y thuyét
ngiu himg cho ring lanh dao cidn phi hop véi hoan canh, dic biét 12 kha ning va
trinh do clia cap dudi.

Thuong thuyét (Negotiation) Qua trinh hai hay nhiéu bén trao déi hing hed hay
dich vu va du dinh théng nhit vé gid trao dai chiing.

Thuong thuyét tap thé (Collective bargaining) Qui trinh dam phdn mot thoa
thuin nghiép doan va viéc thi hanh thoa thuan dé sau khi da dam phdn xong.

Tiép can dinh lugng (Quantitative approach) Viéc sit dung cac phuong phip
dinh lugng d€ cdi ti®n qua trinh dua ra quyét dinh.
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Tiép can hé théng (System approach) Ly thuyét coi td chiic 1A tap hgp cic bo
phén ¢6 quan he tuong hé va phu thudc vao nhau.

Tiép cian hé thong vé tinh hiéu qua cia té chitc (Systems approach to
organizational effectiveness) Dianh gid tinh hi¢u qua clia mot cong ty trén co sd
ca phuong tién vi muc tiéu.

Tiép can theo nguén nhan lyc (Human resources approach) Khoa hoc vé quan
I¥ c6 trong tam 12 hanh vi ca con ngudt. '

Tiép can tiuy bién (Contingency Approach) Nhin bi€t va phan g vén cac bién
déi tinh huéng khi chiing phét sinh.

Tién chi ra quyét dinh (Decision criteria) Cac tiéu chi dé xdc dinh cdi gi 12 hop
Iy trong mot quyét dinh.

Tin khong chinh thitc (Grapevine) Mang luéi thong tin khéng chinh thitc,

Tinh bién déng ctia nhiém vy (Task variability) S8 lvgng céc ngoai ¢ ma céc
ca nhan gap phdi trong céng viéc ctta minh.

Tinh chon lua (Selectivity} Qué trinh ngudi ta dong ho4 cdc chi tiét nhét dinh cta
nhilmg gi quan sdt dugc, tuy thudc vio méi quan tim, ngudn géc cd nhan va thii
do ciia ho.

Tinh hiéu luc (Effectiveress) Su dat dugc muc tiéu.

Tinh sing tao (Creativity} Kha nang k&t hop cac ¥ tudng v&i nhau theo mét cich
d6c ddo hodc tao ra mot su lien két dic biét giita cdc ¥ tudng.

Tinh ty chii (Autonomy) Mic do tu do, doc lap va tu chi clla mot cd nhan trong
viéc 1ap k€ hoach va thuc hién mdt cong viéc nhdt dinh.

Tinh xac thuc (Validity) M6i quan he dugc kiém nghiém t6n tai gilta moét co ché
hua chon va mot ti¢u chi lidén quan nao dé.

Té chite (hoat dong) (Organizing) Xdc dinh cdc nhiém vu ndo cdn Iam, ai lam,
phan nhém cdc nhiém vu nhu thé nao, ai bdo cdo cho ai va ai [a ngudi ra cic quyét
dinh.

Té chirc (Organization) Tap hop con ngudi mot cdch cé hé théng nham thyc hién
muc tiéu cu thé,

Té chitc dich vu (Service companies) Cic cong ty tao ra cdc diu ra phi vat chit
nhu dich vu giso duc, y 1€, van tai 14 vo hinh, khong thé tén trif duge, va gin
khdch hang véi qué trinh phuc vu thie €.

Trich nhiém (Responsibility) Nghia vu phai thyc hién cic cong viéc da duge
giao pho.
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Trach nhiém xa héi (Social responsibility) Nghia vy cia cong ty, ngoai nhimg
gi luat phép va kinh doanh yéu cdu, trong viéc theo dudi cdc muc tieu dai han cé
ich cho x& hoi.

Trao quyén (Empowerment) Su ting cudng tinh t chii ciia ngudi lao dong trong
viéc ta quyét dinh.

Trung tam danh gia (Assessment centers) Nai céc {ing cir vién thue hién céc bai
sat hach cong viéc mé phong dé€ ddnh gid céc tiém nang quan 1§ cia ho.

Truong phai quan hé con ngudi (Hurman relations moventent) Quan niém -
héu nhu cdn chua duge khang dinh bing nghién ctu - cho ring moét ngudi lao
déng man nguyén s€ 14 ngudi lao ddng c6 nang suft cac hon.

Tuyén lya (Recruitment) Qua trinh tim kiém, x4c dinh /A thu hit nhilng ngudi
¢6 nang luc dé 1am viéc.

Tu vin theo qua trinh {Process consultgtion) Su giip dd cia mot nha tr vin
bén ngoai d6i v6i ngudi quan Iy trong viéc nhan thic, hiéu vi cé hanh déng déi
vdi cdc su kién clta qud trinh.

Tu giam sat (Self-monitoring) Mot dac diém tinh cich thé hién kha nang clia
mot cd nhan trong vi¢c di€u chinh hanh vi cha minh cho phti hop véi cic yéu t6
tinh hudng bén ngodi.

Ty trong (Self-esteem) Mic do modt ngudi thich hay khong thich chinh ban than
minh.

v

Vai tro (Role) Tap hop cdc chudn myc hanh vi ma mot ngudi ndm gitt mot vi tri
nhdt dinh trong mét thyc thé x3 hoi phai twan thi,

Vai tro giao ti€p cid nhan (Interpersonal Roles) Vai trd bao gém cédc hoat dong
tién phong, linh dao va giao tiép.

Vai trd quan Yy (Management roles) Cic pham trd riéng biét clia hanh vi quan
1y.

Vai tro quyét dinh (Decisional roles) Vai tro cla céc doanh nhan khdi nghiép,
nhilng ngudi xur 1§ tinh huéng b4t tric, ngudi phan phéi ngudn fyc v ngudi thuong
thayét.

Van dé (Problem) Su khic biét giira tinh trang cong viéc hién tai vi tinh trang
mong mudn.

Van hoa eong ty (Organizational culture) Hé théng cdc gid tri chung trong cong
ty ¢6 anh hudng quan trong dén hanh vi cia cic thanh vién.
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Vin hod manh (Strong cultures) Vin hod cong ty ma cdce gid tri then chét duge
thé hién manh mé va duoc chia sé rong rii trong toan cong ty.

Van hod quac gia (National culture) Céc quan diém v thai do chung cha cdc cd
nhan trong cling mot quéc gia cé anh hudifg t6i hanh vi va cdch nhin nhan vé th€
gidi clia ho.

X

Xdéc dinh nhiém vu (Task identity) Muic d6 ma mét cong viec ddi hoi su hoan
thanh toan b hay mot phan xic dinh cla nhiém vu.

Xay dung muc tiéu truyén thong (Traditional objective setfing) Cic muc tiéu
duoc dat ra trude hét cho cdp quan 1y cao nhit, sau d6 duoce chia thanh cdc muc
tiéu nho cho timg cdp trong coéng ty. Cdp cao nhét dua ra céc tiéu chuin cho t4t ca
cdc cdp dudi.

Xay dung nhom (Team building) Giao ti€p qua lai gilta c4ac thanh vién trong
nhom 1am viéc nhim hoc hoi cich suy nghi va lam viéc ciia cdc thanh vién khic.
Xép hang thit tu theo nhém (Group order ranking) Phuong phdp ddnh gid két
qua céng viéc bing cdch nhém nhitng ngudi lao ddng theo cic tidu chudn phan
loai duge sip x€p c6 thir tu.

Xt Iy van ban (Word processing) Phin mém cho phép ngudi st dung viét, thay
déi, bién tap, sa chita, xo4 hay in thu tiY, bdo cdo va vin ban.

Y

Yéu té dong luc (Motivators) Cic yé&u t6 1am tang mic do thod mian trong cong
viéc.

Yéu td hanh vi cia thdi d6 (Behavioral component of an attitude) Khuynh
hudng hanh dong theo mot cich nio day d6i véi ai hodc diéu gi d6.

Yéu to phong ngita (Hygiene factors) Cic y&u t6 loai trir su khong thod mén.
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Phu luc C - Théng tin bd sung

Chuong trinh Phat trién Du 4n Mé Kong di bién soan b6 sich danh cho cdc nha quan
19 va chit cic doanh nghiép vira va nhé & Viét Nam. M8i cuén sdch duoc thigt k& dé
sit dung mot cdch linh hoat. Diéu ndy ¢é nghid 12 mot ngudi c6 thé tir nghién cifu toan
b6 cudn sach, mot gido vién c6 thé sir dung € gidng day, hosic chuyen gia tr vén cé
thé ding dé tham khio cho cong tic chuyén mén chia minh. B sich gém hai nhém
chi dé:

¢ Quan trj Nguén Nhan lyc trong cdc Doanh nghiép Vira va Nho

¢ Quan tri Marketing trong cdc Doanh nghiép Vira va Nho

Nhém chit dé 1: Quan tri Nguén Nhan luc trong cac
Doanh nghiép Vira va Nho

1.01 Chil doanh nghiép va chiic nang quan I ngudén nhan lyc

1.02 Phan tich cOng viéc

1.03 Mo td cong viéc, yéu cdu chuyén mon va cic tiéu chudn két qué cong viéc
1.04 Thu hit, tim kiém va Iya chon nguén nhan luc

1.05 He théng tién luong va tién cong

Nhoém chi dé 2: Quan tri Marketing trong céc
Doanh nghiép Vira va Nho

2.01 Céc khéi niém co bin v€ Marketing

2.02 Thu thap thong tin vé khich hang

2.03 Thu thap thong tin vé qu4 trinh va xu hudng mua hang ciia khich hang
2.04 Thi trudng muc tiéu

2.05 K& hoach hod vi phit trién sn phdm

2.06 Gia va chién luge gid

2.07 Khuéch truong san phdm va quing cdo
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Quan tri Ngudn Nhan lyc va
Marketing trong cac Doanh
nghiép Vira va Nho

Chuong trinh phit tritn du in Mé kéng

PHIEU PAT MUA SACH

Ho va én:
bia chi:
Tinh/Thanh pha:
Dién thoai:
Fax: E-mail:
Tén sach S¢ luong Gia Téng
Tong




Phuong thirc thanh toan

O Bing tién mat

O  Bing Séc, thanh todn cho Nhd Xudt bdn Tré TPHCM
0  Chuyén tién ?ﬁng dudmg buw dién
O

Chuyén khoan qua Ngan hing t6i :
Nha Xude bdnTré
Tai khodn sé: 710A.00637
Tai: Ngdan hang Cong thuong
Chi nhdnh 3, TP Hé Chi Minh

O  Bing thé tin dung:
a VISA

d MASTERCARD

S8 thé Ngay hét han

Van chuyén
O Toi muén nhan sich tai Nha Xuit ban

O Xin hiy chuyén sach cho t6i qua dudng buu dién

Xac nhin

Nguei ddt mua ky tén va dong ddu  Ngay

Xin gui phiéu dang k¥ nay téi:
Nha Xudt ban Tré

161 Ly Chinh Théng

Quan 3, TP H6 Chf Minh

Tel: 9316211 — 8465595 — 8465596 — 9317849
Fax: (84-8) 8437450

Email: nxbtre@hcm.van.vn



Quan tri Ngudn Nhan luc va
Marketing trong cac Doanh
nghiép Vira va Nhé

Chuong trinh phit trién dy én Mé kéng

PHIEU PANH GIA

Chuong trinh Phit trién Dy 4n Mé Kéng it mong ban doc giti lai phi€u d4nh gid
cho chiing t6i. Chiing t6i s€ phan tich thong tin phan héi dé€ c6 thé cung c4p cho
ban doc nhitng dich vu t6t hon, ciing nhu bién soan thém tai liéu dio tac cho céc
nha quén IV doanh nghiép vira va nhd. Tt ca cdc thong tin trong phi€u dinh gid
my 58 dugc bio mat. Xin hdy danh 10 phit dé hoan thinh phidu ddnh gid v g
phiéu v& dia chi dudi day, bang fax hodc qua buu dién.

Ngoai ra, néu ban ¢6 cau héi lien quan dén ndi dung cudn sdch, Chuong trinh Phat
trién Du 4n Mé Kong s& chuyén cdc ciu hoi clia ban téi tic gia (cho dén thdng 9
nam 2001). Dé nghi giri cau héi cing véi phifu ddnh gii ndy bang fax, thu hodc
thur dién tlr t6i MPDF theo dia chi sau:

Churong trinh Phat trién Du 4n Mé Kong
63 Phé Ly Thai Té, Tang 7
Ha Noi, Viéet Nam
Dién thoai: (84-4) 824-7892 Fax: (84-4) 824-7898
E-maii: dlien@ifc.org

[y

Cho biét en cudn sdch ma ban mudn gép ¥ kign?

2. Ban d3d nghe néi dén hodic nhin thiy cudn sdch nay ldn diu tién & dau?
O Vowyén

O Dai

(J Bao chi

3 O mot khod hoc ma toi tham dur

& mot cudc hoi thio ma t6i tham dy
Tir mdt ngudi ban

{3 hieu séch

o u add

Khéc (Xin hay néu rd}




3. Ban d3 sir dung cudn sdch niy trong hoan cinh nao?
3 Trong cic khoa hoc & trudmg Pai hoc/Cao dang

Hoi thio

Cong tic tu vin

aQ

Tu nghién ciu

4. Ly do chinh ma ban mua cudn sich?

Mot s6 ngudi gidi thidu cudn sdch véi toi
Cu6n sich 12 g4 lidu bt budce trong khod hoc ma t6i tham du
Téi nghi ring cudn sich c6 the giiip t6i khdi sif céng viée kinh doanh céa minh

[ R |

Toi nghi ring cuén sich 6 thé gilp 161 cai ti€n cdng viéc kinh doanh hién nay

ctia minh

@

Toi thich cdch trinh by ciia cudn sdch

Q

Cuén sdch nay ré hon so véi mot s6 cudn sich tuong tu

5. Phén ndo cha cudn sdch duge ban nghién ciiu nhiéu nhat?

Bai tap ty kiém tra

Bai tip thye hanh

Bai tap tinh hudng

K& hoach ing dung

Noi dung cia cudn sich
Phéin khéc

agoooQaanQ

6. Phén ndo cha cudn sich duge bar nghién citu it nhat?

Bai tap tr kiém fra

Bai t4p thue hanh

Bai tap tinh hudng

K¢& hoach ing dung

Noi dung clia cudn sich
Phin khéc

0 R R I R




7.

10,

Néu ban la cht doanh nghiép, ban da dp dung nhitng kién thiic nghién ciu duoe tir
cudn sich nay vao thyuc t& cong viéc kinh doanh clia minh nhw th€ ndo?

3 Tei da hidu bigt duge nhiu hon trude

O Tei d sir dung nhing kién thic nghién cifu d€ xem xét lai cong viee kinh doanh
hién nay ctia minh

O Tei da sit dung nhimg kién thiic nghién ctu dé dua ra nhimg bién phdp quan Iy
méi

O Téi khong sir dyng nhiéu nhing kién thic nghién cu tif cubn sach vi thiy chiing
khong phi hop

0 Ly do khdc (xin néu )

Ban c6 thé sir dung bai tap vng dung d€ giai quyét cic vin dé trong cong ty minh?

O 6 thé 4p dung hdu hét ké hoach ing dung

3 €6 thé ap dung khodang mét nira k€ hoach g dung

O Héu nhu khong 4p dung duge mot k€ hoach tng deng nao

Néu ban hdu nhu khong thé dp dung dugc mét k€ hoach ng dung nao, xin ban che
biét iy do.

Ban danh bao nhiéu thdi gian dé nghién ctu cudn sich nay? Xin hiy wdc tinh theo s6
gid.

1 dén 5 giv

5 dén 10 givy

10 dén 15 giv

15 dén 20 giyy

Khodng th¥i gian khdc (xin hdy néu rd)

QaQaaq

Ban hay ddnh gid cun sich ndy theo thang diém dudéi day?

R& rang i 2 3 4 Khong 13 rang

Thi vi H 2 3 4 Khong thd vi

R4t hitu ich i 2 3 4 Khong hitu ich

Qud dé 1 2 3 4 Qué khdé

Mit qua it thot gian/ 1 2 3 4 M4t qud nhiéu thii gian/

cong sic nghién cir cong sitc nghién cifu



11. Ban héy d4nh gi4 vé Bai tap Thuc hanh?
O Quadé 1 2 3 4  Quikhé
O Hoply 1 2 3 4 Khong hop Iy

12. Gi4 clia cudn sich niy nhu thé nao?

O Qudcao
O Heply
O Qui thap

13. Bansé:

O Mua cutn sdch khdc & cing nhém chi dé
O Mua cu6n sdch & nhém chi dé khic
O Gidi thiéu cudn séch nay véi ngudi khic

Y kién bé sung
Néu ban c6 thém ¥ ki€n hay nhan xét v& cuén sdch n?iy hoic phin nio cla cudn séch, xin
vui long cho biét.




CHU DOANH NGHIEP VA CHUC NANG
QUAN LY NGUON NHAN LUC

CHUONG TRINH DU AN ME KONG (MPDF)

Chiu trch nhiém xudt ban : LE HOANG

Bién tip : TRIEU KINH VAN
Trinh bay bia : TRIi bUC

K¢ thut : HIEN KHANH

Sta bdnin ; LE CONG

NHA XUAT BAN TRE
161B Ly Chinh Théng - Quan 3 - Thanh phd H& Chi Minh
DT: 9316211 - 8465595 - 8465596 - 9317849
Fax: (84-8) 8437450

Email: nxbtre@hcm.vnn.vn



Chuong trimh Phar trién Dy dn M2 Keng

Cheary frieh Phat trien Dy an Me Koug
URPBF 14 chraena tranh da phuoug tai g cia:

-~ Mgan hang Phatrisn Chau A (ADSI
anh nhéan ty hoc J—
tanada
Pads Ean

Cannty Tai chiak Bnsc to HFE)
s4ch do Chifong Irinh Phat tri€n Dy dn Mé Kong (MPDF) phoi hop vdi b1 Ban
Dai hoe md OLA (Canada} bién soan gfm hai nhdm chil aé: Na-ny
Quan tri Ngufin Nhin {yc trong cdc Doanh nghiép Vira v3 Nhd. Thuy Blén

Thisy Si

Gudn trj Markeling trong céc Doanh nghiép Vira va Khd.
\iuens guec Ash

hg vdi 12 tua séch, duge thist k& linh hoat, d§c 18p, d& doc va dé dng dung.
lcant nghiép, chuyén gia tv vin, gido vién va sinh vién khoa kinh €, Chxuns Bink S S50 haok Bl Coasly
tr] doanh nghiép, Marketing d€u cd thé tim thdy 1& nhing trang sich nay Tl chénd quog ts #EIFC |

 didu b ich, 1y thi va thi€t thife cho clng vigc kinh doanh, chuyén mdn BB ghan chuybr ve ki vuc ta nhan, tEge
¢ tap clia chinh minh. T4 dean Ngan hany The giok
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GIA : 27.000 PONG
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