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Gi8i thieu 
• 

ChU'dng trinh £)ao t~o Quan Iy 
danh cho cae Doanh nghi~p 

Vua va Nho 

Chuang trinh Vao tqo Qudn If ditnh cho cac Doanh nghi?p Vu-a va Nhd duqc 
bien sOl1-n cho cac nha qUlin Iy va chi! doanh nghi¢p vita va nhO. La. ngum chu ho(ic 
ngum quan Iy doanh nghi¢p nhO, b~ quan tarn de'n nhieu khia c~h cua vi¢c dieu 
Mnh mqt doanh nghi¢p. Chuang tdnh nay se cung cap cho b~ ffiqt b<;> cu6n saeh 
t~p trung vao cac khia el1-nh ehU ye'u eua quiin Iy ngu6n nhan lI!e, bao g6m: 

• TIm hut ngulSn nhan hIe. 

• Danh gia hi> sa xin vi¢c. 

• Ph6ng van ngum xin vi~e. 

• Quye't djnh tuyen ehQn nhan vien. 

• Gim thi¢u va giup nhan vien mm Jam quen vm eOng vi¢c. 

• Danh gia ke't <[ua cOng vii?c. 

• Quye't djnh ve dao tl1-o nhan vien. 

• Tu van dinh hu6ng ngM nghi~p eho nhiln vien. 

Dil mqt cOng ty co hay kMng co phong nhan sl! thl nha quiin Iy va ehu doanh 
nghi¢p deu tham gia vao nhOOg quye't djnh ve nhan sl!. 0 m6i buoc trong quy trlnh 
quiin Iy ngut'Sn nMn lI!e, nha quiin Iy thuemg thu nh~p cae thOng tin, dua ra 1m 
khuyen va nhOOg kie'n nghj d~ tir do di de'n quye't djnh. Tl1-i m6i giai do~ phM 
tri~n eua doanh nghi~p, ~e bi¢t Ia khi c6ng ty rna Tqng qui mO hOl1-t dqng, cae 
quye't dinh ve nhan sl! phiii duqc xem xet bet sue thZtn trQng. Mqt khi cOng ty dii 
quy€t dinh tuy~n mqt nhan vien mm, thl do emnh la sl! dau ttl cua cOng ly. 

B<? sach Qudn tri N gu6n Nhiin life trong cdc Doanh nghi?p V Ita va NhO duge bien 
so~ ~ giup cho cae nha quan Iy va ehU doanh nghi~p xac djnh dung phuang 
huang trong cae giai do~ cua quiin Iy ngu6n nhan h,rc. M6i eu6n sach se de eZtP 
Mn mqt khia Cl1-nh Cl! th~ eua qua trlnh quan Iy ngut'Sn nhan h!e. Trong qua trinh 
nghien CUu eua minh, b~ se vila ti€p nhZlii nhilng ki€n thuc va kinn nghi~m mm, 
vita co k€ hOl1-ch d~ vZtn dl!llg nhOOg kitn thuc nay vao th\!C te' eua dan vi mlnh. 
Cae eM de se duqc d~ ~p trong bq sach nay bao g6m: 



• Xac dinh va t6 chuc chuc nang quan 1y ngu6n nhan luc. 

• xay dl!Ilg chi!n luqc qulm Iy ngu6n nhan Il!c. 

• Ph1!n tich clIng vi~. 

• TIm hut, tuyin chc;>n ngubn nhan Il!c. 

• Phat trien va danh gia ht? tMng tra luang. 

• Danh gia k!t qua cong vi~c. 

• T6 chuc va thl!C hit?n dao t~o. 

• Phat triin cac d~ch V\l ve nhan sl!. 

• Sir d~ng cac mOi quan ht? lao d,?ng tich c\Ic va nhat quan. 

• X1!y dl!Ilg cac chfnh sach, tM ~c va M th6ng s6 sach ve quan ly ngu6n 
nhan IIfC. 

PhU'dng phap nghien CUu cuan sach 

Cu6n sach nay duqc bien so~ v6i m\lc tieu de b~ co thi tlf nghien cUll. M~ du 
cac cuon sach duqc bien so~n hoan chlnh, nhung neu b~ duqc hu6ng dAn, tu van 
va tfao d6i thong tin phan hoi thi hi~u qua hc;>c se cao han. Mbi cu6n sach g6m co: 

• Kien thuc ca ban: gom nhUng thong tin chi tiet, nhUng Uri giili thleh va cac VI 
d~ minh h<;>a cho cac khai ni~m quan tf<;>ng. 

• Bai ~p t\l kicfm tra: gitip b~ kh:1ng dinh kha nang tiep thu nhUng kien tMc 
co ban dff duqc hc;>c. 

• Bai t*p th\lc hanh: de b\In khlmg djnh khii nang ap dl.ffig nhUng kit!n thuc da 
h<;>c vao thl!c tien. 

• Bai ~p tinh huong: cho phep b~ ket hgp m,?t s6 khai nit?m va Ung d~ng 
chUng vao cac tinh hu6ng thl!c tien t~i cac doanh nghit?p wa va nhO. 

• Ke hOl,lch ling dl,mg: cho phep b~ tUng bu6c ap d\mg kien thUc dii hc;>c vao 
thl!c tien cong vit?c t\Ii doanh nghit?p. 

HQc d dau 

B~ co thi dc;>c sach a ba't cu nm dau. Song de d~t hit?u suilt cao nMt, b\In nen 
tranh nhUng nai on ao va co vo tuyen. 
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HQc llic nilo 

Dieu nay hoan toan ph~ thuqc vao b~n. Co the b~n chi ml1t 8 ti€ng dOng h6 la dii 
hQC xong mqt cuon sach, nhung n€u b~n din nhieu thm gian hem thi cling khOng 
nen 10 I~ng vi vOi mlli m6n hQC kMc nhau, mQi ngum deu hQC vOi toc dq kMc 
nhau. Tot nMt 1a nen d~t k€ ho~ch tmoo va danh mqt khoang thm gian nao do 
trong nhfing ngay nhlft djnh de hoan thanh mqt cuon sach thi se hi~u qua hem. 

HQc nhltthe nilo 

KMng nen qua n6n n6ng, hay bo tri mqt thm gian bieu deu d~, vi d~ nhu m6i Hin 
chi hqc mqt ti€ng. HQC deu d~n se co k€t qua tot hem nhieu la thinh thoang hQC 
dOn trong mqt thm gian dili. 

Hay chuyen tllm vao nhfing dieu b~ dang hQC, dqc, ghi chep, hoan thi~n ph1ln hili 
t~p tl!" ki€m tra, bili ~p thl!"c hanh, va bai t~p tinh huong. B~n co th€ thao lu~n ve 
cac y tUdng va kinh nghi~m th\!C to! vOi nhfing nguOi khac, VI nhu v~y se giup b~n 
nllng cao sl!" hi€u bi€t vil khfic sau nhfing gi minh da hQC. 

Sau khi da hoan thanh cac ph:ffi bai ~p tTOng cuon sach, b~n se b~t tay vao ph:ffi 
tffig d,mg chung trong vi~c xlly dt.tng K€ ho~ch ung d~ng. Hay trao d6i vOi cac 
d6ng nghi~p trong doanh nghi~p clla b~ d€ xlly dt.tng k€ ho~ch tffig d~ng. Hay c~ 
th€ hoa k€ ho~ch tffig d~ng thanh titng buac va lU<?ng dinh thOi gian de hoan thanh 
titng buac do. Nen nha k€ ho~ch tffig d,mg nay lil mqt c6ng c~ huang dan h€t suc 
linh ho~t, kMng phai la m9t khu6n kh6 ctffig nhl'tc. Vili thang m9t Hin, b~n phai 
ki€m tra l~i k€ ho~ch tffig dl!ng clla b~ vii dieu chlnh, n€u tMy can thi€!. 

C6 th~ tim Sl/ gilip dB d diiu 

• Chinh ban than minh. Hay co g~ng hqc I~i. Ditng bO cuqc. N€u b~ van chua 
hieu, dau bu6i hQC ti€p thoo hay dQC l~i mqt liln nua. 

• Gia dlnh b~n, b~n be, ho;)e dong nghi~p. Ngay ciI khi hQ khOng hi€u eM de 
rna b~ dang trao d6i thi trong qua trlnh thao lu~n bi€t dllu cllu tra lOi I~i 106 
len ngay trong dau b~. 

• Ghio vh!n huang dan eua b~n. ~n co the ti€p xlle, yeu du sl!" giup do tit 
phia cac giang vien va chuyen vien tu van. . 

• Tile gia. Cho den tMng 9 nam 2001, Chucmg trinh PMt trien DI,I an Me K6ng 
(MPDF) se chuyen cac dIu hoi cua b~n co lien quan den nqi dung cuon sach 
tOi rac gia. De nghj glri fax, thu ho~c thu di~n tli tOi MPDF (xem dja chi Clla 
MPDF tTOng pMn Phi€u Danh gia f:J cuoi cuon sach). 
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Tang quan ve Cuon sitch 

B~n dii bo ra nhieu thi1i gian va n6 b!c de phlit trien m;;'t chien Iuqc kinh doanh 
sang t~o va chien luqc nay se t~o cho b~ m;;'t Igi the trong moi trtlOng kinh doanh 
c6 mUc d;;' c~h tranh cao nhu hi?n nay. Dii den hie can chuyen cac ke ho~ch clla 
b~ sang giai do~ hanh d;;'ng. Li?u b~ dii c6 nhUng ngum dll nang Il!c va ky 
nang c6 kha nang hoan thanh d.c cong vi?c duqc giao chua? 

• B~n c6 biet nhUng ky nang niio Iii can thiet cho cOng vi?c kiOO doanh moi clla 
b~khOng? 

• B~ c6 biet cac cong nhan cua b~ thlIc slI dang san xua't ra cai gi va hQ c6 
nhUng ky nang nao khOng? 

• B~ c6 the chuyen cac thanh vien trong IIIC Iuqng lao d;;'ng hi?n c6 cua minh 
tm cac vi tn khac nhau khOng vii b~ c6 tlI tin Iii b~n dii dillt dung nguoi viio 
dung vi?c khong? 

• Ta't ca cong nhan cua b~ c6 duqc dillt VllO cac vi trf rna hQ c6 tM tam vi?c hi?u 
qua nha't khOng? 

Trong moi troOng kinh doanh chuyen bien mau Icr nhu ngay nay, cac cong ty phiU 
c6 kM nang thay d6i chien luqc nhanh cMng. Vi?c slip xep nhAn vien m;;'t cach 
hi?u qua Iii yeu to then chot de thl!C hi?n cac chien luqc mm. D6 dillt dung ngum 
viio dung vi?c b~ phai biet duqc kM nang cua mQi ngum va nhUng gl rna cong 
vi?c doi hOi, biet duqc nhUng ky nang va khll nang dn thiet d~ thl!C hi?n cong vi?c 
va dl! tfnh duqc muc d;;' hoan thanh cong vi?c. 

Bucre dliu tien Iii xac diOO cac nhi?m V\l, trach nhi?m va tieu chuan cho tUng cOng 
vi?c. Neu ngum chusa hiIu - nha quan ly dam OOi?m vi?c nay, hQ se phiU tien 
hanh phan tich cOng vi?c de thu th~p cac thOng tin cho vi?c Il!a chQn, dao t~o, 
danh gia ket qua va xac dinh mUc tien luang cho m6i vj trf cong vi?c. Cuon sach 
vt Phan tich Cong vi?c (cuon sach thu hai trong b<? sach nay) da trlOO bay chi tiet 
cac phuang phap tien hanh phan tich m;;'t cong vi?c C\l the. 

Sau khi thu th~p duqc cac thOng tin vt cOng vi?c, bucre tiep theo Ia tien hanh viet 
ban mO ta cOng vi?c, ban yeu cliu chuyen mon va ban tieu chuan ket qua cong 
vi?c. Day ta nhUng tai li?u mO ta dliy dll nhi?m V\l, cac ky nang dn thiet ciing 
nhu cac mong muon doi vm vj trf cong vi?c. 

Cuon sach nay se khai thac cac Igi fch clla vi?c ~o ra nhUng tai Ii?u OOu v~y va 
hUCmg dAn b~n s~ thao cac tai Ii?u ve cong vi?c m;;'t cach hi?u qua cho cong ty 
b~n. 

M6 td C6ng vi~c. feu cau Chuyen man va nlc Tieu chudn Kit qua C6ng vi¢c 1 



Cac m\lc tieu 
Sau khi hoan thanh vi~e nghien eUu eu6n saeh, b1fll se co khli nang t6t han trong 
vi~e: 

1. Neu fO tilm quan tn;mg eua cae bill mo ta eong vi~e, bim yeu cau ehuyen mon 
va bill ti~u ehuan kel qua eong vi~c. 

2. Hiiu dlIqc qua trlnh bien s01fll nhilng tiii li~u quan tr<;mg nay 

3. Vi!!"t ban mo ta cOng vi';:c, ban bim yeu cAu ehuyen mon va ban tieu chuan ket 
qua cong vi';:c cho bat ky vi trl eong vi.;':c nao trong cong ty cua b.;m. 

,2 Mb fa Cong \life, Yeu cau Chuyen m6n WI all.' Tieu chuiln Kef qua Cong vilfe 



Quan Iy Nguon Nhan h!e 
Quan 19 ngu6n nhoo h,rc bao g6m !:it ca cac quyet djnh va ho~t dQng quOO 19 co 
OOh hUOng tai boo chal cua m6i quan h~ giUa 16 chlie va cac nhoo vii\n. Ml,lc lieu 
hang diiu cua quOO 19 ngu6n nhOO I,!c la giup cong Iy dij.! m?t s6 lm;mg thfch hqp 
nhiing nguai phil hqp vao dung V! Irf va dung !hOi diilm nMm hoan lhanh cac ml,lc 
tieu cua cong ty. 

Khi co nguOi phil hqp vm nhiing ky nang Ihfch hqp lam vi~c & dung V! Irf thi cii 
nguai nhOO vien va cong ty d6u co lqi. Cong ty co ral nhi6u ca h¢i dil lam duqc 
di6u nay trong IhOi gian nhlin vien lam vi~c t\li cong ty. Thf dl,l: 

• 
• Ngay khi he;> mm duqc tuyiln che;>n llill dau. 

• Trong qua trinh he;> phat triiln va hQC hOi t\li cong ty. 

• Khi hQ du dieu ki~n d6 duqc de b\lt va thOOg tien. 

• Khi he;> chuan b! rOi khoi cong ty. 

Quan Iy l'Iiguon Nhiln Il!c 

Hlnh I: Quan 19 Nguon Nhan lue. Vong tron phia ngoai bitu thi thm gian mQt nMn vien lam vi¢c 
vai cbng ty. Yang tron phia tmng bi€u thi bOn mang chinh cua cbng tac quin lji ngu6n nhan l",c. 

Mb ta C6ng lli¢c. Yeu cau Chuyen man va cac Tieu chutln Kef qua Congvi¢c 3 



cac cong ty co suc qnh Iranh sir d\Ing Quill Iy Ngu6n NhlIn Il!'c hi~u qua de die,u 
hanh va phlit trien nhAn vien cua hQ nMm di!t duCic ca hai m\Ic tieu kinh doanh 
hi~n ti!i va LUang lai cua cong ty. 

Co b6n Hnh Vl!'c chfnh trong hOi!! d~ng Quill Iy Ngu6n NhlIn Il!'c: 

4 

1. L~p Ke ho<,ch va Tuy~n dl,lng - Qua tnnh I~p ke h0i!ch ve, ngu6n nhAn 
It,Ic Ia mQt qua trinh lien I\IC phAn tfch yeu diu nhan It,Ic cua 16 chUc nhilm 
m\Ic dfch dap aug cac m\Ic lieu cua doanh nghi~p. COng tac tuyen d\Ing 
nhan vien chfnh HI de dap aug cac nhu du rna It,Ic Im;mg lao d~ng hi~n cO 
khOng dap aug duqc. 

2. Dao t<,o va Philt trl~n - Day la qua tdnh lien l\Ic danh gia va pM! triin ky 
nang va kien thuc cua nhAn vitn de dap aug cac nhu cau hi~n li!i Va luang 
Iai cua cong ty. 

3. Duy tri va Quan Iy - Chat IUQTlg cong vi~c, tinh than va khong khf lam 
vi~c dong vai Iro quan tn;mg trong quyet djnh i:J li!i vffi cong ty cua m8i 
nhAn vien. M~I moi truemg lam vi~ tfeh ct,Ic se duqc ti!0 ra thong qua tht,Ic 
lien quan Iy cong bang va nhat quan va st,I quan tam den cac nhu diu cua 
nhan vien. 

4. H~ tbong ThOng tin va Dich v~ ve Nhan I\!'c - Cong tac quan Iy ngu6n 
nhan I\!,c con chiu ttach nhi~m ve, ~ thong cac q uy chuan ve, cong vi~c 
(phll.n rich cong vi~c, mo til cong vi~, danh gia cong vi~c, cac tieu chuan 
hoan Ihanh cong vi~c, phll.n tfch ve, tie,n cong, dieu tra ve, thi truemg lao 
d~ng) va vi~c quill Iy cac djch V1,I va Iqi fch rna cong ty dem I,!i cho nhan 
vien. COng tac quill Iy ngu6n nhan Il!'C gill m~t vai tro rat quan trQng trong 
vi~c duy tTl h~ thong cac thOng tin e~p nh~t ve ngu6n nhan Wc va h6 SCI 

eua nhan vien. 

Quan Iy Nguon Nhan I\!,c chu yeu bao gom: 

• L~p ke ho<,ch va Tuyen d~ng - de' co du sO 
luqng va dung nguOi VaG dung thOi diem. 

• Dao 1<10 va Philt trien - de' co nhfmg nhan 
vien vOi ky nang thich hqp. 

• Duy tn va Quan Iy - de' xay dl!llg mi)t m6i 
truang thich hqp cho nhin vien. 

• H~ thOng thOng tin va dich Vl,l ve nhan l\lc 
- de' co thOng tin dung va dich Vl,l thich 
hI1\>. 

M6 ta Cong vi¢c, feu c4u Chuyen rrn5n va cac Tieu chudn Kef qua Cong vi~c 



Cong cl;I he, trq qulm Iy nguon nhan rllc 

B¢ sach nay trlnh bay ba cong C,! C(J bfm hi} trQ cho cong tac quan Iy ngu6n nhlln 
Il)"c bao g6m: 

PMn tich va dl! bao nhu du VI! nhan Il!c - Sau khi dii xac djnh cac m,!c dich va 
chi tieu kinh doanh cua minh, cong ty cm phai xac djnh duQ'C ngu6n nMn Il)"c cm 
thiet de hoan th1inh cac m,!c tieu do. DJ.! bao nhlln Il)"c S15 cho cong ty biet hQ cm 
nhtIng lo~i ky nllng gi, cm bao nhieu nguOi va khi nao phiii co duQ'C nhtIng nguOi 
vOi nhtIng ky nang d6. 

Ki~m ke va ki~m toan nguon nhiUI Il!c - M!)t bIm kiem ke.c~p nh~t v~ ngu6n 
nban Il)"C 815 giup cong ty nam ro duQ'C minh dii cO nhtIng ky nang va chuyen mon 
gi, ai c6 nhftng ky nang va chuyen mon do va khi nao co thi! sir d,!ng duQ'C hQ. 
DAy la m!)t n!)i dung quan trQng cua cong rae I~p ke h~eh v~ ngu6n nhlln Il)"C. Ban 
kiem ke ngu6n nban ll!e 815 duQ'C c~p nMt thuang xuyen thong qua m!)t qua tnnh 
gQi la kiem toan ngu6n nhlln Il!c nMm thea dOi vi~ dao ~o vii nch Hiy kinh 
nghi~m cua eae nhlln vien khi hQ thJ.!c hi~n cac nhi~m VI! khac nhau. 

PMn tieh khiem khuyet va k€ hOl1-ch ngu6n nhiin tl!e - Bfulg cach so sanh dJ.! 
bao nhu cllu ve ngu6n nban Il!c vOi ngu6n nhan I\!c hi~n co chung ta co the I~p 
duQ'C ke ho~ch ve ngu6n nhlln I\!c trong d6 chi IO d<;)i ngfi nhan vien hi/?n t~i dap 
ting dUQ"C cac yeu du den dAu, khAu nao cm co sl! dao ~o va i:J dAu d()i ngfi hi~n 
t~i khOng the dap ting duQ'C cac yeu cllu. Vi~c sir d,!ng ban ke ho~h ve ngu6n 
nhlln ll!c S15 giup cho cong ty tien h1inh tim kiem cac nhAn vien cm thiet nMm 
kMc ph,!c nhilng khiem khuyet ve ngu6n nban ll!c. 

Mo la Cbng vifcJ Yeu cau Chuyen mbn wi cac Tieu chudn Ket qua Cong vifc 5 



Lam the nao chung ta co th~ biet dllqc nhiing ngllOi 
nao la thich hqp? 

dii solllqllg va dung ngllOi, 

bo tn vao dung vi tri, 

vao dung thOi di~m, 

lam dung vi~. 

£>anh gia thl!c tr~mg 
Truoc tien b').n dn danh gia cac v:'in d6 hi~n t').i cua cong ty rnmh. Qua trinh danh 
gia se giup b<).ll hie:u ro nhfrng kh6 khan ti6rn tang va tit d6 de: quyet djnh cac blIac 
tiep theo. co nhi6u cach de: danh gia tht!c tr<).llg doanh nghi<;p, trong d6 bao g6rn: 

• Tien hanh danh gia m?i bl>. 

• TIme III van Mn ngoai danh gia. 

• Giao vi~c xern xel thl,lc tr').llg doanh nghii;p cho rn<"t Mi d6ng danh gia. 

6 M6 td Cong v~c. Yeu ca'u Chuyen man va elic Tieu chudn Ket qua Cong vifc 



Phl:l'l:IC D - Thong tin be) sung 
ChuClng trinh PMt trien Dl! an Me Kong da bien so~n ~ sach danh cho cac nha quan 
Iy va chU cac doanh nghi~p vila va nhO iJ Vi~t Nam. M6i cu6n sach duqc thi€t k€ de 
sir d~ng m~r cach linh ho~t. Dieu nay c6 nghia Iii m~t ngum co tM W nghien CUll toan 
be? cu6n sach, m~t giao vien c6 the sir dl,mg de giang ~y, ho~c chuyen gia tu van co 
tM dung de tham khao cho cOng tac chuyen mon cua mlnh. ~ sach g6m hai nhom 
chU de: 

• Quan tr! Ngu6n Nhan ll!c trong cac Doanh nghi~p Vila va Nho 
• Quan tr! Marketing tTong cac Doanh nghi~p Vila va Nho 

Nh6m chu de 1: Quan tr~ Nguon Nhan Il;I'c trong cac 
Doanh nghi~p Vila va Nho 

1.01 Chu doonh nghi~p va chuc nang quan Iy ngu6n nhan ll!c 

1.02 Phan rich cong vi~c 

1.03 Mo ill cong vi¢c, yeu cAu chuyen mon va cac rieu chulln ket qua cong vi~c 

1.04 Thu hUt, tim ki€m va il!a chQn nguOn nhan Il!c 

L05 H~ th6ng tien IUClng va tien cong 

Nh6m chu de 2: Quan tr! Marketing trong cac 
Doanh nghi~p Vila va Nho 

2.0 I cac khai ni~m co ban ve Marketing 

2.02 11m thl).p thong tin ve khach hang 

2.03 11m thl).p thong tin ve qua trinh va xu huang mua hang cba khach hang 

2.04 Thi tru<'rng m~c tieu 

2.05 Ke ho~ch hoa va phat trien san ph:im 

2JJ6 Gia va chien Iuqc gia 

2.07 Khu€ch truClng san ph:im va quang cao 

M6 ta Cong vi~c) feu L'au Chuyen nWn va cac Tieu L'hudn Kef qud Cong vi~c 87 
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CbuGIIg trinh phil triin dlJ' an Me kong 

Quim trj Nguon Nhan 
Marketing trong eae 
nghi~p VfJa va Nho 

PHlEU D~T MUA sAcH 
HQva ten: 

Dja chi: 

Tinh{Thiinh ph6: 

Di~n tho~i: 

Fax: E-mail: 

Ten sach S6luQ1lg Gi:i 

I 

T6ng 

hIe va 
Doanh 

Tong 



Phuongthucthanhtoan 
o B~ng tien m(it 

o B~g sec, thanh toan eho Nhd Xudt bdn TreTPHCM 

o Chuy~n tien bAng duimg buu di~n 

o Chuy~n khoan qua NgAn hang tm : 
Nhd Xuat ban Tre 
T ilf khoan s6: 71OA.00637 
Tgi: Ngan hang C6ng thIMlg 
Chi nhanh 3, TP H6 Chi Minh 

o Bfing the tin dl,mg: 

o VISA 

o MASTERCARD· 

SOtM NgayMth~ 

o T6i muon nh~n saeh t;:ti Nha Xu~t ban 

o Xin hay ehuyen saeh eho t6i qua duimg buu di~n 

Xacnh~n 

NguCti dij.t mua kj ten va dOng dau Ngily 

Xin girl phieu dang ky nay Uri: 
Nha Xulft ban Tre 
161 Ly Chinh ThfuIg 
Qu~ 3, TP H6 Chi Minh 
Tel: 9316211- 8465595 - 8465596 - 9317849 
Fax: (84-8) 8437450 
Email: nxbtre@hem.vnn.vn 



Ch_ trinh phi. trlia dt1 in Hi king 

Qulm tri Nguon Nhan 
Marketing trong cac 
nghi~p Vila va Nho 

PHIEU DANH GIA 

hlC va 
Doanh 

Omong tnnh Phar trj~n DIJ an Mil Kong r:It mong b:,m d,?c girl l::il phi€u danh gia 
cho chUng toi. Chung toi se phAn tfeh thOng tin pMn h6i de co the cung clfp cho 
b~n dQc nhiIng dich V1J t6t hon, ding nhu billn so:,m tMm tai li~u dao t~o cho cae 
nha quan 19 doanh nghi~p vim va nhO. Tift cii. cae thong tin trong phieu danh gia 
nay se dugc bao m!!t. Xin hay dilnh 10 phut di! hoiln thilnh phi€u danh gia va girl 
phieu ve dja chi dum day, b:1ng fax ho~c qua bun di~n. 

Ngoili ra, neu b~n co diu hOi lilln quan den nQi dung cu6n sach, Chuong trinh PMt 
trien DIJ ;In Me Kong se chuyen cae cau hOi clla b~n tm tac gia (cho den tMng 9 
nam 2001). De ngh! girl cau hoi cung vm phi€u danh gia nay b:ing fax, thu ho~c 
thu di~n til tm MPDF thea dia chi sau: 

ChlIlmg trlnh Phat tl"i€n D~ an Me Kong 

63 PM Ly Thai Til, TAng 7 

Ha N~i, Vi~t Nam 

Di~n tho~i: (84-4) 824-7892 Fax: (84-4) 824-7898 

E-mail: dlien@ifc.org 

1. Cho biel lEn cu6n saeh rna b,m muon gop y kien? ___________ _ 

2. &!n da nghe noi Mn ho~e nhin (My cuon sach nay Jan diiu lien (; dau? 

0 Vb tuyen 

0 Dili 

0 Baa chi 

0 o m¢( khoa hyc rna (()i tham dl! 

0 o mQt cu¢c hQi thao rna toi tham dl! 

0 Ti'r mQt nguOi b,m 

0 o hi;;u saeh 

0 Khac (Xin hay n~u ro) 



3. B(IIl da sit dl,lng cu6n sach nay Irong hoan cimh nao? 

o Trong cac leboa hqc 0 tnKmg DO).i hQc/Cao dltng 

o H¢i Ih,1O 

o omg tac tu van 

o TI! nghitn cUll 

4. Ly do chinh rna b(lIl mua cu6n sItch? 

o M¢I s6 ngum giro thi~u cu6n sach vrn. 16i 

o Cu6n sach Ili til.i li~u bAt bu¢c Irong khoa hqc rna 16i tham dl! 

o T6i ngh! fang cu6n sach c6 tM giup t6i khbi sl! c6ng vi~c kinh doanh clla minh 

o T6i ngh! rfulg eu6n sach co the giup t6i ciri tien c6ng vi~ kinh doanh hi~n nay 

cuamlnh 

o T6i thleh each Innh bay clla cu6'n sItch 

o Cu6n sach nay re han so vrn. m¢t 86 cu6n sach tuang II! 

5. Phau nao eua cu6n sach dugc b(lIl nghitn CUll nhi~u nha:l? 

0 Bili ~p II! kiem Ira 

0 Bili I~p thl!c hil.nh 

0 B"i ~p tinh hu6ng 

0 Ke ho~ch .mg dt,mg 

0 N¢i dung cua cu6n sach 

0 Phau lebac 

6. Phau nao clla cu6n sach dug<: b(lIl nghien CUll il nhM? 

0 Bili I~p II! kiem Ira 

0 Bai I~ Ihl!c hanb 

0 Bai t~p tmh hu6ng 

0 Kehollch .mg dt,mg 

0 N¢i dung cua cu6n sach 

0 Phau lebac 



7. Neu b'!Jl Ia chu doanh nghi¢p, b'ln <iii ap dl!ng nMng kien thuc nghien cUu dugc tu 
cu6n sach nay vao thI!<' te cong vi~c Idnh doanh cua mlnh nhu the nao? 

o Toi dii hio'!n biet dugc nhi6n hem tru6c 

o Toi dii sir dl!ng nhiing kien thuc nghien cUu do'! xem xct l(li cOng vi¢c kinh doanh 

hi¢n nay cua mlnh 

o Toi da sir dl!ng nhiing kien thue nghien CUu de dua ra nhiing bi¢n phap quan ly 
mm 

o To; kMng sir dl!ng nhilln nhUng Iden thuc nghien cUu tiI cu6n sach VI thay chUng 

khOng phil hgp 

o Ly do khac (xin neu ro), __________________ _ 

8. ~ c6 the sir dlmg bai t~p tIng dl!ng de giili qnyet cac van de trong cOng ty minh? 

o C6 tM ap dl!ng Mil het ke ho,!-ch tIng dl!ng 

o C6 the ap dl,mg kholmg me?! ntra ke ho,!-ch tlng d1!ng 

o mlu nhu khong ap dl!ng duQ'C mQt ke hOl)ch tlng d\!ng nao 

Nen b'!Jl han nhu khOng the ap d1!ng dugc m¢t ke hO'lch tIng dl!ng nao, xin b'!Jl cho 

biet ly do. 

9. B'!Jl dauh bao nhieu thOi gian de nghien cUu cu6n 5ach nay? Xin hay u6c trnh theo 56 

gia. 

o I den 5 gia 

o 5 den lOgia 

o 10 Mn IS gia 

o IS Mn 20 gia 

o Khoimg IhOi gian khac (xin hay neu ro) ______________ _ 

10. ~ hay dauh gia cu6'n sach nay theo thang diem dum day? 

Ro rang 1 2 3 4 Khong ro mng 

Thu vi 1 2 3 4 KhOng 1M vj 

Rilt hiiu feh 1 2 3 4 Khong hiiu fch 

Quade 1 2 ~ 4 Qua kh6 ~ 

Milt qua it thm gian! 1 2 3 4 Mat qua nhieu Ihm gian! 

cOng suc nghien cUu ci,"g sUe nghien cUu 



II. B'l1l hay <tanh gill vi- Biti ~ Th,!c h3nh? 

o Quad! 1 2, 3 4 

o Hqp Iy 1 2 3 4 

12. Gia cua cu6n sach nay nhu the nao? 

o Quacao 

o Hqply 

o QuatMp 

13. B'l1l se: 

o Mua cu6n s<1ch kMc a ding nh6m chU M 

o Mua cu6n sach a nh6m chU de !<hac 

o Gim thi~u cuOn sach nay vm ngum !<hac 

Y kiln b/l sung 

Qua!<h6 

KhOnghqply 

Nell b'l1l co them y kien hay nh:).n xet ve eu6n saeh flay hol)<: phfuI flaO eua eu6n sach. xin 

vui long eho biet. 



A' _ A _ 1 __ " 

MO TA CONG VIEC, YEU CAU CHUYEN MON VA , _ 2 ~ , __ 

CAC TIEU CHUAN KET QUA CONG VII;C 

CHUONG TRiNH DV AN ME KONG (MPDF) 

Chju tnich nhi~m xua't ban : LEHOANG 

TRI~UKINHVAN 

_TRI DUC 

HJENKHANH 

Bien tij.p 

Trinh ba y bla 

Ky thuij.t 

Sita ban in LE CONG 

... ...' 9 ? 

NHA XUAT BAN TRE 

161B Ly Chinh Thi1ng - Quij.n 3 - Thanh pho' H6 Chi Minh 

BT: 9316211 - 8465595 - 8465596 - 9317849 

Fax: (84-8) 8437450 

Email: nxbtre@hcm.vnn.vn 



In 1.000 cu6n, kh521 x 29 cm. Ti,li Xi nghi~p In Le Quang L¢c. 
So dang ky ke hOi,lch xuat ban 297/130-CXB. Do C\lC Xuat ban cap ngay 7/3/2001 va 

giay trich ngang KHXB so 27012002. In xong va nOp hru chi~u thang 3/2002. 



1. C6pMi ~dang phili: ~u muc; chiplti Iao4~gl10~C .()Iie chi phi 
hanh chinh tho sin xulft caoqua mU'colriblliriiYngKh6ng? .. 

. 0.C6 0 KMng 
, -" -; - - < 

2. C6 phM b~ dang phiii chiu m!)t tll¢ qua cao s6 hang giao song kMng 
duqc kMchhang chap ~n, ho~c bi giao mu~n, h~c bi khach hang 
. philn·nan·kMng?· 

3. C6 phiiib~ dang phiiich!fi IIil?t tll~ qua cao sin phllm phaillunl\p. va 
sin xuat bichljmtr~ kMng? .. 

o C6 0 KhOng.; 

4. COphiii b~ dang gl;\pphiiithljlc te' Iii tYI~ nfuln vien viing m~t/di mU9n 
hay6mdau quacao hay kh6ng? 

o C6 0 KhOng 

5. CO·phiii bo,m dang g(ip phiii thl/c te iii ty l~ nMn vien xin chuy~n hay 
ngh! vi~ qua cao hay ThOng? 

o Co 0 Kh6ng 

TClli sao dieu nay IClli xily ra? 

Neu ket qua danh gia chi ra dng c()ng ty co van d6 thl ban nhat thiet phai tim hieu 
tai sao. M9t s6 cau hoi ban co the d~t ra Iii: 

• Co phai ban da II/a chQn vii thue cong nhan Iii nhUng ngrrOi khong co tnnh do? 
khong? 

M6 ta Cong vi¢c, feu cau Chuyen man va cac Tieu chw:in Kef qua Cong vi¢c 7 



• Phill chang cong nhan kMng hillu ro nhi~m Vl,I vi co s\!' ch6ng cheo trong trlich 
nhi~m va tham quy6n? Di6u nay co dlln den lang phi cac n6 lVC cua cong nhan 
hay khOng? 

• C6 pMi cac cong nhAn thubng xuyen tranh ciii ho(ic co mau· thulln va hi6u sai 
ve vi~c ai phill Hun vi~ gl hay khOng? 

• CO phili cOng nhAn pharr nan clng hQ kMng hiet cong ty dbi hOi & hQ nhling gl 
haykhong? 

• Co phiii cac phuang phap tra luang la khOng dAy dii, khOng cOng Mng va 
khOng nMt quan? 

• Co phai tinh tMn lam vi~ ciia cong nhAn tMp? 

• Co phai cOng ty khOng dao t~o dAy dii hoij.c cMt lugng dao t~o kern dlln den 
chAt lugng san pham va nang suAt lao di?ng tMp hay khOng? 

8 

Ban mo tii cong vi~, bin yeu cau chuyen mon va 
bin tieu chulin kit qua cong vi~ cua cong ty bl!-n cO 
th~ da 'oi thai hoi;ic kh6ng 1'0 rang 

Mo td Cbng vifc, Yeu cdu Chuyen mbn va cac Tieu chwin Kit qua Cong vi~L' 



B~n co th~ lam gi1 

M¢t trong nhftng nguyen nhan ph6 bien cua nhftng van de nay Ia cit ngum chu va 
ngum cong nhan deu kMng hieu ro h9 dn d~t duqc nhftng gi. Twac het dn co Sl,f 
hieu biet ro rilng ve yeu diu cua m6i cong vi¢c. Dl,fa tren sl,f hieu biet nay b~n m6i 
co the quyet dinh xem li¢u b~n co dn tuyen them ngum, dao t~o l~i, de b~t ho(ic 
thay d6i vi tri trong d¢i ngu lao d¢ng hi¢n co de giai quyet nhftng kho khan hay 
kh6ng. 

Phan tich rong vi~c Iii qua trinh thu th(ip mQt cach co h¢ th6ng cae thong tin lien 
quan Mn cong vi¢c. Phan tfeh cong vi¢C xac dinh cac nhi¢m V11 cua cong vi~, cac 
ky nang, nang ll,fc vii trach nhi¢m C\I the clln phiii co de thl,fc hi¢n cong vi¢c do m¢t 
cach thilnh congo cac chi dan C\l the de tien hilnh phan tich cong vi¢C dii duqc 
trlnh bay trong cu6n "Phan tfeh COng vi¢C"cua b¢ sach nay. 

Thong tin thu th(ip duqc tir phan tfeh cong vi¢C cua m¢t vi tri duqc sir d\lng de xac 
dinh: 

• Ban mo ta cong vi~c • cac nhi¢m V11 cua cong vi¢c 

• Ban yeu cau chuyen mon • cac ky nang, nang ll,fc va trach nhi¢m C\l the ciln 
thiet de thl,fc hi¢n t6t cong vi¢C. 

• Ban tieu chulln ket qua cong vi~ . cac thu&c do ket qua hOlm thilnh c6ng 
vi¢c 

M¢t khi nhftng tID Ji¢u nay duqc hoiln thilnh, b~n dn phai trao d6i thong tin v6i 
cac nhan vien cua minh. ~n clIng se din ra soat l~i cac tai Ji¢u hi¢n co de xem 
chung cO ro rlmg va duqc c~p nh~t so v6i cac yeu du cua moi trU"Ong c6ng vi¢c 
hi~n tl).i hay khong. 

Ml> la C6ng vi~c. Yeu cau Chuyen mOn va cae Tieu chudn Kef qua C6ng vi~c 9 



Cae Tili Ii~u va Cong vi~e 

co ba lo~i t1li li~u lien quan den cong vi~ - ban mo d cong vi~, ban yeu cau 
chuyen mon va ban tieu chuiin ket qua cong vi~. Dily la nhUng tf\! cQt clla chuong 
trlnh Quan Iy Ngu6n NMn h,rc hi~u qua. cac rai li~u nay la nhUng tham chieu 
duqc trlnh bay ro rang dung de tra loi cac cilu hoi: 

• T~i sao I<)i co cong vi~c nay? 

• NguOi dam nhi~m cong vi~ phai co nhUng tnich nhi~m gl? 

• CAn phai co nhUng yeu t6 nao de co the thl!c hi~n cong vi~c ffiqt cach hi~u 
qua? 

cac tai li~u nay con la rn!n tang dam 000 cho sl! nMt quan trong cac ho~t dQng 
giao tiep va trong cac phuong thuc quan Iy ngu6n nhiln Il!c. Chung ding Ia cO so 
cho eaeh hi6u th6ng nhat ve cae ph~ sl! cila cOng vi~ rna nhUng nglJOi dam 
nhi~m cong vi~c va nguOi qUlm Iy clla hI;> phai chiu trach nhi~ffi cong khai. 

Ban rna ta cang viec, ban yeu C3U chuyen 
man, ban tieu chu~n kat qua cang vi~c 

cae tai li~u nay tht,rc hi~n nhUng chUe nang sau day: 

• Cung cap thong tin can thiet cho vi~c tuy6n mQ ffiQt lIng vien vao lam vi~. 

• TM hi~n ro cac ket qua doi hOi a cOng vi~ tren cO so do de truyen d~t cho 
nguOi tht,rc hi~n, do llIimg ket qua vii danh gia ket qua tht,rc hi~n cOng vi~. 

• Cung cAp co so cho vi~c danh gia gia trj cong vi~ va so sanh tien )uong vdi 
cac vi tri khac. 

• T~o CO so eho vi~c phlln I~i va xep luong trong h~ th6ng cAp b~c luong ella 
doanh nghi~p. 

• Truyen d;:tt ve cac yeu c1tu cong vi~c, lam CcJ so clio qua trlnh thi tuyen, de b~t 
vii phat trien nghe nghi~p trong c6ng ty. 
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• Cung cAp tai li~u 00 sa cho vi~ so sanh kel qua c6ng vi¢c cua nhan vien, 
truyen dljt va do lUCmg cae yeu c3u cai tien cung nhu cac philn thuCmg trong 
c6ng vi~c, 

sii d\lng Va LQi ich 
Co nhieu ho:;tt d~ng trong ph~ vi cong ty doi hoi thong tin chinh xac va hoan 
chinh ve cong vi~, vi d~: 

.14p kl ho{tch va Tuyin dl!-ng 
• can hieu' biet cac yeu c:iu cua timg c6ng vi~c de ph~c ~ cho qua trinh ho:;tch 

d!nh ngu6n nhAn h,rc. 

• Cung cdp tMng tin ve kien tMc, ky nang va nang Igc da cO trong c6ng ty 
(IGem ke ngu6n nM.n 19c). 

• TIm ki€m ngum trong n~i b~ doanh nghi¢p de dua VaG cac vi tn dang thieu. 

• Thiet l~p cac tieu chi l~a ch<;>n cho cac vi tri c6ng vil;c mm, bao g6m ca vil;c 
xac dinh cac diu hbi phOng vdn va thang diem danh gia. 

• Dinh huang nhAn vien mm ve c6ng vi~ Clla hQ. 

Bao t{to va Phdt triin 
• Thiet ke cac chucmg trinh dao (:;to cho c6ng ty dtra tren cac kY nang c\l the din 

thie't. 

• Thiet ke cac chucmg trlnh pMt trien ca nhAn ph\lc ~ cho vi~ pMt trien nhan 
vien trong cOng ty. 

Duy tri Va Qudn If 
• L~a chQn ngum cho m~t vi tri mm tren CO sa hieu biet cac yeu c:iu cua cOng 

vi¢c. 

• H6 tr<;1 cac phucmg thuc quan ly hqp ly bAng nhUng ky vQng nha't quan va ro 
rang ve ket qua cOng vil;c. 

• Thong tin qua l:;ti ro rang giua ngum qUlin 19 va nhAn vien ve vi~ ket qua cOng 
vi~ se duqc danh gia nhu the nao. 

H~ thong Thong tin va Dich VI!- ve'Nhan ll!c 
• XAy d\l'llg cac tai H¢u ghi chep ve ket qua cong vil;c va kinh nghil;m lam vi~ 

cua cac nhAn vien. 
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• So sanh cac muc luong. 

• So sanh th6ng tin ve muc thlilao va cac khmin phuc lqi khac 

M(\t khi b~ dli so')n thao eac tiii li~u thi.!t y.!u nay, b')n se thay co nhieu each de! 
sir d~ng chUng. VI d" b')n co the: 

• Om kern hai bIm mo ta cong vi~ g6c cling vOi thu mm nh~n vi~c va yeu c~u 
nhAn vien ky vao eli hai ban. M(\t ban se dUQ'c giri I,!i PhOng Nhan slJ cua cong 
ty de! luu tm trong h6 sa ca nhAn cua nhan vien do. 

• De! ngum dam nhi~m c6ng vi~ tham gia vao qua trlnh c~p nh~t nhung thay 
d6i trong cong vi~. De ngh! ngum dam nhi~ cong vi~c ky vao ban mo ta 
cOng vi~c mOi dUQ'c sua d6i. M(\t ban mo ta c6ng vi~c mOi co cM ky nay se do 
ngum dam nh~n c6ng vi~c giu, va ban khac se duQ'C luu vao h6 sa eli nhan cua 
ngumdo. 

• Si'r d~ng ban mo ta cOng vi~ d€ danh gia lu6ng cong vi~c trong c6ng ty cua 
b~ th6ng qua vi~c t'!o ra m(\t sa d6 k.!t n6i eac nhi~ ~. 

• Si'r d~ng cac ban m6 ta c6ng vi~ de x!\y dlJllg cau trUc tham quyen trong cOng 
ty cua b~ tren phuffng di~n cac m6i quan h~ bao eao. Hay dam bao de! co m(\t 
C(f cau t6 chuc phll hgp cho vi~ ho1m thanh cac nhi~m ~ m(\t each hi~u qua. 

Hay dam bao rang dic ban mo til cong vi~, b:'m yeu cau 
chuyen mon va ban tieu chuiin kel qua cong vi~c: 

• dllqc xay dtplg va ap d~ng m(lt cach nMt quan d6i vOl 
moi cong vi~c trong ph;,lm vi cong ty. 

• dlll,1c danh gia m(lt each dung d:in d~ phu hgp vOl cac 
qui cM ve lao d(lng t;,li d!a phllang. 

• hoan chinh va ~p nh~t. 

• dlll,1C xay dtplg cho V! tri cong vi~ chu khOng ph3i cho 
ngllm c~ tM. 
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T~o I~p cac Tili li~u ve Cong vi~c 

Tang quan 

C6 ba bu6c chfnh d~ dam bao cho cac ban m6 ta cong vi~c, bim yeu cliu chuyen 
mon va ban tieu chuan ket qua cong vi~ lu6n duqc chfnh xac va c~p nh~t. 

I. ThI!c hi~n phan tfeh cong vi~c 

2. Xiiy dl!I1g cac tai li~u ve c6ng vi~ (ban m6 tit cong vi~c, ban yeu c3:u 
chuyen m6n va ban tieu chuan ke't qua c6ng vi~c). 

3. Duy tn cac tMng tin ve c6ng vi~c. 

Phan tich Cong vi~c 
Phan tfeh cong vi~c duqc sir d~ng de thu th~p nhitng tMng tin chfnh xac ve m<?t vi 
trf c6ng vi¢c. Co m<?t s6 cach d~ phdn tfch c6ng vi¢c, thuang thi pMi ket hgp giUa 
cae ngu6n tMng tin hi¢n co v6i vi~ ki~m tra hay kh:l.ng dinh l~i th6ng tin tMng 
qua qua tnnh quan sat va phong van. 

Trong mlii phan tfeh cling vi¢c co ba bu6c: 

I. Quye't djnh cach tie'p c~n d~ phiin tfeh cong vi~. 

2. Quyet djnh ngum cung cap th6ng tin va phuong pMp d6 ki~m tra, xac 
nMn thong tin. 

3. Hoan thanh vi¢c ~p hgp th6ng tin va ra soat I(li cac ke't qua. 
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Co hai cong C,! thuemg duqc sir d,!ng d~ tien hanh pMn tlch eong vi~e: 

Biing pMn ticb rung vi~c Duqc sir d,!ng d~ tI¥e tiep Ii~t ke eac trach nhi~m 
eong vi~e, yeu du ehuyen mon va tieu chuan hoan 
thanh eong vi~c trong bang pMn uch. 

Ban can boi pban ticb Duqc si'r dung M thu th~p thOng tin ve cac nhi~m VI! 
cong vi~c C,! th~ cua timg cong vi~c. 

Bang Phan tich Cong vi¢c 

Bang pMn tfch cong vi~e t~p trung vao cac dieu ki~n mong muon doi v&i vi tn 
eong vi~c. V&i vi~c si'r d,!ng cong C,! nay, chu doanh nghi~p hay nhiing nha quan 
ly djnh nghia cong vi~ bfuIg cach xac djnh cae nghia V\I, cac moi quan M, nhiing 
tTach nhi~m cong khai va cac hi~u biet dn thiet cho cong vi~c. 

Hoan tbanb Bang Phan tich rung vi~ 

• T~p hqp sa do t6 chue eua cong ty va danh saeh cae chuc danh eong vi~c. 

• Thu th~p m<;>i thong tin rna b~n dii co ve cae tfach nhi~m cua cong vi~c. 

• Ch<;>n ra cae c6ng vi~e elio phiii duqc phan tich ngay. 

• Hoan thanh bang phan tfch cho timg vi tff cong vi~c. 

• Giao cho mQt ngum. hi~u bier Ta soat bang pMn tfeh dll duqc hoan thanh d~ 
dam bao cling thOng tin ve c6ng vi~c dii duqc th~ hi~n chinh xac. Vi~c co 
thOng tin chfnh xac t~i thm. di~m nay la rat quan tf9ng. 

• Ki~m tra xac nMn I~i thOng tin cua b~ thong qua phong van v1l/ho~c quan 
sat. 

Biing phan tfeh cong vi~c sau day chi Ia mQt vi d'!. cac thOng tin duqc t~p hqp 
trong mAu nay co tM khOng phil hqp doi v&i cong ty cua b~ va dn phai duqc si'ra 
dili cho phil hqp v&i cac yeu d.u eua cong ty b~. 
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Vi dl,J: Bang Philn tich Cong vi~c 

NguOi ehudn bi: Chue danh eong I PhOng: Dja di~m; 

Ngay thang: 
vi~: I 

Cac nguon lao dong 

cae ngu6n nhfing nguCli dam nhi~m Ngu6n tirnt)i ~ cae ngu6n ~n 
e6ng vi~e hi<?n t~i ngoai 

Cac tTach nhiem coo cong viec 

Chue danh e6ng vi~e: Baocaoeho: 

Ph6i hW lam vi~ v(ri: 
(Chi TO vi tTi eua cae eli nhlln va cae phong ban) 

CHAT LUQNG DUQC KIEM TRA 

cAc TRAcH NHIJtM 
NHUTHENAO? 

f----"r=~=-T-.:.='---._-___1 HAY DANH DAU 

CHiNH D~CH!RACAc 
TRAcH NHIJtM 
CHINHDUQc 
GIAMSAT 
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cAc TRACH NHI~M PHV 

CHAT LUONG DUOC ~M TRA 
NHu~'NAo 

HAYDANHDAU , 
0 DE CHI RA cAc 
Z TRAcHNHI~M <0 
U PHV DUQC GIAM 
0 
Z >~ SAT g- oo 

~. .-l ~ '<6 5 ~ 
:I: 
~ 
0;' ~ 

u 
'..: 0 5"": ;;j ,5 ' u 

Q;, f-< 

i§' $:' 0 Q ~'~ Q 

,~ U '..: 0 '8 Ei 
~ :I:;<l 

f-<:I: ~ -. 
,~ 

Zf-< ,,~,~ f-< '..: u u 
@ 

o <Ill. '..: :I:;; QIS:: u 

Cac moi quan h¢ 

M1;lc dichlM1;lc tieu cua vi tri 
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Trach nhiem cong khai . 

061 VOl THlih Bl 

cAc TAr SAN KHAc 

MU:: LQr NHU~ 

TrENMA.T 

cAc KHoAN CHI 

I mONGT'" 

i 

, 

Trinh d9 hf!c van/Kinh nghi¢m din thiet 

Bao g6m s6' niim can thief 

Kien thuclKj niing can thier 

Xac djnh cac ky nang co duqc bfulg cach nllO (truOng hQc, cac khoa hQC d~c bi~t, 
kinh nghi~m, hulfn luy~n dilO t~o) 

KY NANG GIAO nEP KY NANG LAO DONG KY NANG VB TRl TUe. 
CHANTAY 

1 
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Cae yeu eau vi eu sa vat chat 

DIEU KJJ;.N NOI LAM vIJ;.c 

THOI GIAN LAM VI~C 

cAc GIAI DO~N NGHi NGOI: 

Cae yeu ea'u diie biet kh6e , 

Dl CONGTAc 

LAM vIJ;.c BI~T W 

LAM VI~C BAN DEM 

LAM VI~C NHIEU GIO LIEN 

LA.M VI~C TRONG cAc DIEU KJl;:N NGUY HIEM 
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Ban Ctiu hoi Phtin tich Cong vi~c 

Khi chutln bi phan tfeh c()ng vi~c sir dl)ng ban cau hOi, b<.m can quyet dinh ai se iii 
ngum dien vao ban cau hoi nay. MQt s6 nguCti rna b;;m co tM xem xet can nMc Iii: 

• Ngum dam nhi~m c()ng vi~c. 

• NguOl giam sat c()ng vi~c. 

• Chuyen gia pMn tfeh c6ng vi~c. 

• Mgt nhom nhiing nguOl v6i dmg mQt chuc danh c()ng vi~c. 

Kh()ng nhil't thiet phai co tat ca nhan vien di6n vao ban din hoi. Co the sir dl!ng 
phuang pMp ch(;m mAu ngilu nhien cho tUng chuc danh c()ng vi~c. B;;m co tM xac 
nh~n sl! dung <tin cua cac dlu tn! loi co tmh dili di~n th()ng qua vi~c quan sat trong 
qua tdnh nghien coo cua minh. 

Ban cau hoi Phan tfeh C()ng vi~ dUQ"c chia thltnh muOl b6n ph1ln nhu sau: 

PHAN I: Th6ng tin chung ve vi trf c()ng vi~c 

PHAN 2: Giam sat va chju Sl! giam sat 

PHAN 3: cac Iinh Vl,l"c kien tMc va ky nang ngh6 nghi~p 

PHAN 4 Sir dl)ng ng()n ngu 

PHAN 5 Sir dl!llg fhj giac va cac giac quan khac 

PHAN6: cac quyet djnh quan Iy va kinh doanh 

PHAN 7 V A 8: cac giao tiep nQi b9 va giao tiep ~n ngoai 

PHAN 9 V AIO: cac cUQc h<;>p rna biln tham d\)", lam chu t<;>a ho~ khat xUOng 

PHAN 12: Sir dl)ng thiet bj, may moc va dl!llg Cl) 

PHAN 13 : cac di6u ki~n ve m()i truUng 

PHAN 14: cac di).c tfnh khac cua c()ng vi~ 

Co rat nhieu s6 li~u c1ln duQ"C thn th~p va vi v~y vi~ t~p hqp th()ng tin mQt cach co 
t6 chii'c se lam cho vi~c truyen tai th()ng tin vao ban m() ta c()ng vi~ va ban yeu 
can chuyen m()n tr& nen d'; dang han. 
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Cu6n sach nay ~p trung vao van de so~n thilo cac tai li~u cong vi~e tii' ktt qua 
philn tfeh c6ng vi~c. Neu b~ chua quen vcJi eac phuang phap pMn tfeh c6ng vi~c, 
b~ nen dQC tMm huang dan chi titt trong cu6n sach c6 tieu de "PMn tfeh ang 
vi~c" niim trong b~ sach nay. 

Phat tri~n CaC Tili Ii~u ve Cong vi~c 
Khi d1l hoan thanh philn tfch e6ng vi~c va toan ~ thOng tin duqc thiet l~p thl dAy 
chfnh la thOi diem di! viet ban mo til. c6ng vi~c, ban yeu cau ehuyen m6n va ban 
ti€~u ehu:in ket qua e6ng vi~. 

Ban Mo ta Cong vi¢c 

M~t ban m6 ta c6ng vi~c chi ra cac nhi~m Vl,l, b6n ph~n va trach nhi~m cua m~t 
c6ng vi~. No xac dinh cai gi c§n phili lam, ~i sao phai lam, lam a dAu va m6 til 
ngi\n gQn lam nhu the nao. 

M~t ban m6 ta e6ng vi~c dien hlnh bao g6m b6n ph§n chfnh: xae d~nh c6ng vi~, 
tom tat chung, cac ehue nang va nhi~m Vl,l thiet yeu, va cae m6i quan h~. 

Xac dinh cong 
vi~c 

Tom tilt chung 

Cac chuc nang va 
nhi~m Vl,l thiet 
yeu 

Cac moi quan h~ 

G6m co chuc danh cong vi~, phong ban va dja diem. Nen 
ghi ro ngay thang philn tfeh, dieu nay quan trqng vi qua do 
b~n biet khi nao thi can xem xet ll!-i mo ta vi trf cong vi~c 
nay 

Tom tilt ngi\n gQn suc tfeh ve nhiing trach nhi~m chung va 
cac n~i dung giup philn bi~t cong vi~c nay v6i cae e6ng 
vi~c khac. Ph~n nay cling neu eli tlnh t~g e6ng vi~c: cong 
nMn lam vi~c toan ~ thOi gian, ban thOi gian, lam t'!-ffi 
thOi, thu(>c di~n mi~n thue/kh6ng mi~n thue. 

Dily III pMn Ii¢t ke cae chuc nang va nhi~m Vl,l thiet yeu 
trong do co trlnh bay ro fang va chfnh xac ve cac nhi~m Vl,l, 

Mn ph~ va cac trach nhi~m ehinh. 

Xac nh~n cae m6i quan h~ bao cao va giam sat d6i vcJi vi 
trf c6ng vi~. 

Hay dam bao rang chuc danh cua vi tri cong vi~c phan 
anh dung trach nhi~m nhung kh6ng h~ tMp ngmJi him 
vi~. Hay tranh nhiing tii' "dip thap" va "cap cao" khi 
co th~. Kh6ng dung chuc danh "quan ly" ho~c "giam 
sat" vOi nhiing dIng vi~ rna cac trach nhi~m da pMn 
kh6ng thui)c linh vl!c quan Iy 
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Xac dinh cac b6n ph~n va chuc nang chinh cua vi tri cong vi~c 

Ngum. viet bim mo ta cong vi~ dn phlti co sl! hi~u biet ro rang v~ trach nhi~m 
clla vi trf cong vi~c va.cac chilc nang clla vj trf do. Ngum. do din biet t;;ti sao vi trf 
clIng vi~c l;;ti quan trQng d6i vm phOng ban va vj trf nay h6 trg cho sil m;;tng, ml)c 
dich va ml}c tieu clla t6 chuc nhu tM nao. cac cau hOi then ch6t Ia: 

• T;;ti sao l;;ti co vi trf nay? 

• T~i sao vi tff nay Il)i quan trQng d6i vm cong ty? 

• Vj trl nay hii Ira cho sil m~ng va cac ml!c dfch ella doanh nghi~p nhu the nao? 

Xac dinh cac nhi~m VI,I chu yeu cua vi tri cong vi~c 

cae nhi~m VI) ella cong vi~ lil nhihlg ho;;tt d(>ng !;;to nen tfach nhi~m hay ehilc 
nang cl! th~ ella vi trf eong vi~. cae nhi~m VI) chu yeu eua eong vi~e la nhihlg 
nhi~m VI) rna khi dugc thl!e hi~n t6t se diin tm vi~ hoan thanh t6t cae tTach nhi~m 
va ehue nang ella vi tff eong vi~. 

Vf dl!, neu milt vi trf e6ng vi~e co traeh nhi~m la tuy~n nban vien thi milt nhi~m 
VI) lien quan ella e6ng vi~c co thi la phOI1.g van cae (mg vien. Nhi~m VI) phOng van 
lIng vien ella c6ng vi~e Ia milt philn ella triich nhi~m hay ch(rc nang tuyin nban 
vien. Neu nhi~m VI) phOng van lIng vien ella e6ng vi~ kh6ng duge thl)'C hi~n t6t 
ho~e hoan toan khbng dugc thVe hi~n thi tnich nhi~m tuyin nhan vien eho cae vi 
tff dang khuyet se khbng bao giG dugc hoan thanh. 

D€ xac djnh xem m()t nhi~m V" la chinh hay ph", 
hay d~t cau hoi "Vi~c thl!c hi~n nhi~m V" nay co 
anh hUOng trl!c tiep den m"c dich clla vi tri c6ng 
vi~c hay khOng?". Neu cau tra 1m fa "co" thi do la 
nhi~m vI} chinh. Cac nhi~m vI} khOng trl!c tiep dong 
gop vao vi~c thl!c hi~n m"c dich clla vi tri cong vi~c 
duqc coi la nhi~m V" ph". 

Hay can nhiic cac yeu eau v~ hanh vi va giao tiep trang tift ea cae ban mo ta cong 
vi~c cua b;;tn. cae yeu cau nay c6 thl! bao g6m: 

• Duy tri cac m6i quan h~ eong vi~c hOO hi~u. 

• Tuan thiJ cae chfnh sach clla cong ty. 

• Thi hi~n thai de? ljch thi~p, tbn trQng va nh;;ty cam tTOng khi giao tiep vm cae 
bl)D d6ng nghi~p. cac khach bang va nhihlg nba eung (mg. 
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MQt bim mo t:l mng vi~ chi ra cac nhi~m VI!. Mn 
ph~n va trach nhi~m Clla mQt cong vi~. No xac djnh 
rO can lam gi, ~i sao I~i lam vi~c do, lam vi~c do l1 
dAu va neu mQt cach ngan gQn vi~c do duqc lam nhu 
th€nao. 

Cae d~e Hnh ella ml)t Ban M6 ta C6ng vi~ tot 

Trong cac doanh nghi?p nha, thong thuCmg m';>t ngum din phai th,!c hi¢n nhieu 
nhi¢m Vl,l va chuc nang kMc nhau. Vi v~y cae doanh nghi¢p vira va nhO eo th~ sir 
dl!ng cae ki~u mo ta eong vi?e khae nhau. Nhln ehung eo hai lo~i mo ta cong vi~c: 
khai quat va chi tiet. 

Mo t:i cong vi¢C Wi quat duqc viet m';>t cach chung chung va co th~ duqc sir dl!ng 
cho m';>t s6 vi tn cong vi?c tuang t\l nhau. VI dl!, neu m';>t cong ty nha co hai thu 
ky th\lc hi¢n nhfing nhi¢m Vl,l tuang d6i gi6ng nhau thl cong ty co th~ sir dl!ng m';>t 
ban mo ta cong vi¢c chung cho vi tri "thu kY". 

Tuy nhien, cling vm s\l phat Iri~n clla cong ty, cae cong vi?c se duqc chuyen mon 
hoa cao han va tra nen phuc t~p han. Cong ty eo th~ se dn phai viet nhfing ban 
mo ta eong vi?c kMc nhau mang tinh C\l tM han. Ban mo ta cong vi?c chi tiet 
dinh ra Mn ph~ va nhi?m Vl,l d6i vm m <:>t vi trf cong vi?c Cl} thi trong m<)t t6 
chuc. Vi dl! nhu vi tn thu ky noi chung trong vi dl! tru6'c bay gia co tM duqc tach 
ra thanh hai: nhan vien Ie tan va trq 19 hanh chinh. 

n:t cii cac mo ta cong vi?c dli lit thai quat hay chi tiet deu phai ngiin gqn va dan 
gilin. D~ xay dL,ffig duqc mQt'ban mo ta cong vi?c t6t, b~ dn dam bao: 

• Silp xep cac nhi?m Vl,l va trach nhi?m theo dung trlnh t\l th\lC hi?n. Hay biit dau 
bftng nhi?m Vl,l doi hai nhieu thm gian nhat ho~c mang tnich nhi?m Ian nhat. 

• Sir dl}ng cach dien d~t "cac nhi?m Vl,l va trach nhi¢m Cf1 ban" a do~n dau va 
ket thuc vm cau "th\lC hi?n cac nhi?m Vl,l co lien quan kMe theo yeu cau". 
DUng cO' gilng li~t ke tat ca cae nhi~m Vl,l. 

• Th~ hi~n cac nhi?m Vl,l rieng bi~t m¢t cach ro rang va ngiln gqn. Kht)ng sit 
dl}ng ngt)n ngu chuyen mt)n va hay dua vao cac vi du C\l tM ve nhi~ Vl,l bat 
cu hie nao co th~. 

• Hay de ctlp 1m chuc danh va vi In han Iii nhiIng ngui'1i Cl} Ih~. 

• Hay khach quan va chinh xac trong khi mt) la cong vi?c. Mo la cong vi~c thea 
cach no phai duqc th\lc hi~n tren th\lc te. 

• Sir d\lng cac tit co tinh h1lnh dQng. Nhan m~h nhfing gl rna ngum dam nhi~m 
cong vi?c can phai lam rna thong can phai giai thfch qui trlnh can duqc ap d\lng. 
Vi d\l, m¢t trong cac nhi?m v\l ella ngum Ie tan la ghi ehep cac cu¢c h<;n. Mo ta 
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eong vi~e etin pblIi neu "ghi ehep cae eu¢<: h<;n" hon Ja "can phili hru I{li ban ghi 
ehep cae eu¢<: h<;n". 

Hay don gilm va ngan gQn. Dimg Hun eho ban mo ta eong vi¢e qua ruffin rn. SI! dai 
dong eua ban mo til cong vi~ khOng Jam tang tilm quan trQng cua cong vi¢c. 

Ban mo ta cong vi~ sau day chi Ia m';'! VI d~. cae thong tin duqc !~p hgp trong 
mi'iu nay co th~ khong lip d~ng cho cong ty cua b~n va pblIi dm;rc sua d6i cho phil 
hgp v6i nhu cAu cua cong ty b~n. 

M6 to Ct}ng vife. Yeu ('aU Chuyen m6n va cae Tieu chu6n Kef qua CJng vi¢c 25 



Vi dl:l va Blm Me tit Ceng vi~c 

Ngay Ngl1mehm1n Ngl1mki~m Chue danh cong B(l ph$n: 
bi: tra: vi~: 

30/04/98 MLBB GDAR Thuky San xuiit 

Mo td cong vifc 
cHDC DANH CONG VI$C: 
Thu ky cho Ky su tnrang Co- khf I

BAO cAo CHO: 
Ky sU Tnrang Co- khf 

xAc DJNH CONG VI$C: Cung cap dich VI} thu ky toan di¢n cho Ky sU Tnrang Co- khf 
bAng cach t6 chuc cac cong vi¢c thuOng nh~1 cho Ky sU Tnrang. 

Cac nhifm v~ chinh 

1. Sau khi nh~ thu, slip xep thu thea thu II!' UU tien, dfnh kern cac thu tit trao d6i 
tnrac do neu co va danh may cac thu tit IhCmg thUOng de ky. 

2. Chep I~i ban dQC cua Ky sU Tnrang va xu Iy cae viin ban thu tit khan dIp do cac 
ky sU CCI khi cao cap dQC. 

3. sAp dij.t cac chuye'n c6ng tac va chu1ln bi lich trinh cong tac cua phong. 

4. Luu trit duy trl cac ghi chep dem gian ve Ihm gian lien quan Mn tien d¢ Ihuc 
hi¢n cae dl!' an thu nghi¢m. Diim bao rAng cac sCI do tie'n d¢ \uon duqc c~p nh~t. 

5. Giu vai tm nhu m¢t trq Iy cua Ky sU Tnrang CCI khi bAng cach xu Iy cac cong 
vi¢c co tinh chat thuOng I¢ cua Ky sll Tnrang. 

6. sang IQC cae cu¢C g<;>i di¢n tho'!; 

Cac nhifm v~ ph~ 

l. Chuan bi mot ban t6m tilt ngiin ve cac chi tieu cua phong trong khoang thm gian 
nhat dinh rna ke toan yeu d.u va phan b6 chung vao tUng du an. 

2. Thu th~p cac bao cao t6m tilt do cae ky sll cao cap ehu1ln bi cho cae dl!' an cua 
h<;>, d3nh may d\f thlto bao cao tien d¢ eho Giam doc Ky thu~t cua D\f an . 

. 3. Chuyin cac ho SCI Cll xuong tang Mm va lam cae h6 SCI mo; cho sau thang tai. 

. 4. Danb may ban bao cao k€ toan tM hil)n khoan thu nh~p va cac khoiin chi phi 
cua cac d\f an thu¢C nam tnroc. 

Cae moi quan hf 

BAo cAo CHO: Ky sUTnrang Co- khf 

GIAM SAT NHONG NGv()r SAU DAy: Kh6ng co 

; 
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BMTAPTHUC HANH2 
: - ~ - - - .. --

Bay gia 111 thm dit!m~p viet m9tbOO tnbci cong vi~e. 

I. DUng mQtmau Mtr6ng eua boo mo tit eong vi~aPh~ l~e B <Wholin thlinh 
m¢t blin dl}' thao mo fa eong vi~e eho mQt vi tr(. kong cO\lgty .blpl. 

2. B<,n e6 kh6 khlin gl khi yh!t bim niotitcong vi~c nay hay khollg? Ntfu e6, li~t 
ke cae kh6 khan va de XU:lt gilli phap de giili quy€t .kh6 khan do. 
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Bdn Yiu ca'u Chuyen mon Cong vi~c 

Bill yeu diu chuyen mOn cOng vi/?c li/?t ke kien thuc, cac ky nang va nang h!c rna 
m~t ca nhan ciill co d~ co th~ hoAn thAnh t6t cong vi/?C. Kien thuc, ky nang va 
nang IIfC bao g6m h<;lC viln, kinh nghi/?m, cac yeu cau ve ky nang lam vi/?c, cac 
dieu ki~n lam vi/?c va nhii'ng nguy hiem co the co. Trong ban viet yeu cliu chuyen 
mOn cho cOng vi/?c, dieu quan tn;mg lA ph3.i Ii/?t ke cv tM cac kien thuc, ky nang 
va nang h!c lien quan den vi/?c hoAn thAnh t6t cOng vi/?c. 

yeu cau cOng vi/?c bao g6m: 

• cac yeu cau ve h9C v!ln. 

• cac yeu cau ve gilly pMp lam vi/?C. 

• cac yeu cau ve kinh nghi!?m va;ho~c dao t~o. 

• cac yeu cliu ve kien thile. 

• cac yeu cliu ve ky nang. 

• cac yeu cau ve thai di)/thoi quen 

cae yeu cau ve tM cMt bao g6m: 

• Sif c6 gfulg n6 IV'c ve the chllt. 

• Cac dieu ki/?n Jam vi/?c. 

• cac m6i nguy hiem. 

Hay dam bao rfuJg cac yeu cau rna ban Ji~t ke fa Ia b muc do thiet yeu d6i vm 
cOng vi!?c. Doi khi ngum ta co xu huang li/?t ke nhii'ng yeu diu mong mu6n hem la 
nhii'ng yeu cau th~t sif can thiet. Vi/?C yeu cau hem cai b\ffi can c6 anh hubng tm 
vi!?c thue nhan cOng, de b~t, tfnh toan tien Iuemg va tien thtl lao. Vf dV, neu b')n 
quang cao tim ngum eho m~t vj tn, cac U'ng vien khOng dap U'ng cac yeu cilu t6i 
thieu clla b'lll 8e b! Io')i ngay trong dgt fa soat sa ~ cac dem xin vi/?c. 

Vi dV, neu bfulg clip h9c v!ln Ia quan tr9ng d6i vm ngAnh clla b~n, b~n co tM yeu 
cau ngum lAm vi/?C cho b'lll co m~t bfulg sau d~ h9c nao d6. C6 tM se c6 Iqi ve 
Ia.u dai neu b'lll c6 m~t ngum quan Iy vm bfulg th~c 81 ve quan trj bnh doanh 
(MBA), nhung dieu d6 c6 th~t sV' ciill thiet khOng? Khi b')n quang cao m~t vi tff 
quan Iy, cac U'ng vien khOng c6 bAng dIp dii neu se khOng dap U'ng duqc cac yeu 
cau t6i thieu clla b~n va se b! Io~i ngay trong dqt fa soat dau tien cac dem xin vi/?c. 
Dieu nay cling co nghla rAng cac U'ng vien ni)i ~ cling se khOng the duqc de bl:lt 
VaG clic vi tri qu{m IY. 
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Hay \i¢l ke hai vi dl,l ve vi¢c d~t ra nhfrng yeu clill cao han sl,l can. thi!t co. tM gay 
ra nhfrng khd khan. Hay SQsanh.:au trUi'/i cUaJl~"v(jidapiin.· ..... 

Ban yell Call chuyen m6n cong vi~c sau day chi Ia m{>t vi d\!. cae \o,:\i thong tin t~p 
hqp trong bi~u milu nay co 1M kMng thich Ung voi c6ng ty eua b~ va co th~ can 
phai duqe sUa d6i cho phiIhqp vOi cae yeu cau ci1a eong ty b,:\n. 
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Vi dl,l ve Ban Yeu citu Chuyen mon 

Ngay: NguOi chuin NguOi ki€m NhOm c6ng vi~c: PhOng: 

04/30/00 b!: tra: Himh chinh van san xua:t 
MLBB GDAR phong 

CHOC DANH CONG VIEC: TfNH ClIA.T c6NG VI~C: Dili h~ 
Thu IcY cho Ky su Trudng Co khi 

Trinh d6 hoc van 

Yeu d.u tnnh d() hqc vlIn 

Bang sau d~i hqc BAn dai hoc g. . TOt nghi¢p phO thong Kiem tra eua eong 
trunghqc ty ve khil nang dqc 

viet 

Nganh hqc: 

Nghe nghi¢p ehuyen mono 

Cae kho<i dao ~o khac vii chUng chi: 

Y iu cd'u vi' kinh nghi¢m lam vi¢c 

Yiu cdu vi' kiln thuC/kj nang 

Yiu cd'u vi' thl chatldii'u ki~n lam vi¢c 

I %U cAu vB KHA NANG THE Lt,t:: 

cAc DlEU KI~N LAM V~C 

cAc M6I NGUY HIEM 
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Ban Tieu chutln Klt qua Cong v~c 

Ban tieu chuAn ket qua cong vi~ la gi? 

B:'m tieu chulln kel qua c6ng vi~c Ia cac thuac do dl,fa tfen C(J sa nhfrng ky vqng ve 
kel qua c6ng vi~c doi vm mQt vi trL Ban lieu chulln kel qua c6ng vi~ duqc sir 
d\lng de danh gia muc dQ holm thfmh c6ng vi~c (muc dQ ket qua) so vm nhfrng ky 
vqng do. Noi cach khac, cac tieu chuAn danh gia do chfnh la ket qua mong muon 
se d~t duqc neu nhu ngum giU c6ng vi~c thl!c hi~n tot c6ng vi~. 

D6i vm hiiu het cac vj tri, bim tieu chulln ket qua c6ng vi~c bao gom ba ph~m tru: 

• Chatluqng 

• 56 luqng hoii-c nang suat lao d(ing. 

• Thm h~n. 

Vf d\l nhu vi~c yeu cau m(it ngum danh may chft kh6ng duqc phep co qua hai 16i 
trong muoi trang danh may HI m¢t tieu Chllan ve chat luqng. yell dll m¢t nguoi 
danh may chft danh mum Mn trong mi?t gio la m¢t tieu chUAn ve nang suat. Yell 
du m¢t ngum danh may chii hofm thanh toan bi? mi?t nhi~m V\I cu th~ dugc giao 
vao luc Mt gio lam vi~c cua ngay thu sau la m¢t tieu chuAn ve thl!c hi~n c6ng vi~c 
dung thm h~n. 

Tl;li sao chung ta can bin tieu chuAn ket qua cong vi~c? 

Vi~c danh gia kMch quan ket qua c6ng vi~c cua mi?t nMn vien se la C(J sa cho cM 
dQ thu lao hqp IY. Neu vi~ danh gia ket qua duqc thl!c hi~n dung va giin tf'!C tiep 
vm che di? thu lao cila t6 chuc thl no se giup cho c6ng ty co mQt phuang thuc thu 
lao c6ng Mng doi voi nMn vien va giup elii thi~n ket qua c6ng vi~c cua eli ca nMn 
ciing nhuc6ng ty. 

o.:! thl!c hi~n vi~ danh gia ket qua c6ng vi¢c mQt cach c6ng bfuIg, b~ can co mQt 
cach nao do d~ doi chieu so sanh vi¢c hoan thanh c6ng vi~c vm cac ky vqng ve ket 
qua. ~n dn do duqc ket qua c6ng vi~c cua t1ft eli cac nMn vien va so chung vm 
cac chi tieu tuang ring. B~ can phai thuang cho nMn vien hoii-c yeu cau hq cai 
thi~n ket qua tren C(J sa sir dl,mg cac m\lc tieu nhat quan va ro rang. 

Tuy bim m6 ta c6ng vi~ Ii'! nen tang cua bat cu h~ th6ng danh gia ket qua rong 
vi¢c nao song phan 100 cac Mn m6 ta rong vi¢C l~ qua chung chung nen kh6ng to 
ra hiiu feh cho vi~c danh gia ket qua. Chung ta can phai viet cac ban m6 ta c6ng 
vi~c duai ~ng cac tieu chuan c\l th~ d~ can cu vao do xac djnh duqc ket qua c6ng 
vi¢C cua nMn vien. cac chuAn ml!c se duqc dung lam "tieu chuan so sanh" d~ do 
luang ket qua c6ng vi~ cua nMn vien va phai huOOg cac tieu chuan nay theo 
nhitng con s6 ket qua C\l th~. 
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Lam the nao d~ chung ta co duQ'c cae tien chnin danh gia ket qua 
cong vi~c? 

Bucrc dau tien trong vi~c xay dqng cac tieu chuAn danh gia hoiln thilnh cong vi~c 
la xac djnh fa duqc nhfrng nhi~rn VI! quan tn;mg co thi\ do luang dugc cua vj tff 
cong vi~c. 

Cac nhi¢m Vl,I eong vi~e co th~ do IIl<mg dm,re la nhfmg nhj~m VIf rna ket qua 
ho~c d1iu fa cua no co the luqng hoa ho~c danh gia djnh tfnh duqc. Day cling co 
the la nhfrng nhi¢m VI! dn phiii duqc hoan thilnh trong m9t khoang thOi gian nhift 
djnh. 

Hay xern xet philn trach nhi~m cong vi~c trong ban phan tich cong vi~c cua bl!n 
ho~c xem xet ph1in cae nhi¢m vu chfnh va phI! trong ban rno tii cong vi~c. 11m 
xem trong do nhi~m vu nao la el! the va co thi\ do dugc? 

M9t trong eae nhi¢m VIf Cl! the eua m9t nhan vien tuyen dl!ng Iii. phong van eae 
ling vien. ChUng ta co the d~t fa nhfrng rn~c tieu ky wng eho nhi~m v~ nay biing 
each sir d~ng m9t 10l!i thu<'ic do hay bilt cd sl! ket hgp nao eua ba lo~i thucre do da 
duqc xac djnh. cac thuac do co thi!la: nhfrng d~g nguOi nao, co bao nhieu cu¢c 
phong viln va khi nao dua fa lai mai nhan vi~c. 

Cae tieu ehu:tn ket qua eong vi¢c Iii. mue dQ thl!e hi¢n eong vi~c rna mQt ca nhan 
co kha nang va dugc dao t(lo day du co the d1.lt duac khi thl!c hi~n vi trf cong vi¢<: 
do. Trong vi dl} trlIac cua chUng ta, cong ty co thi! xac djnh xem nguai tuyen nhan 
vien can phiii thvc hi~n bao nhieu cUQc phong viln, trong khoiing thOi gian nao va 
qua tdnh do se keo dili bao nhieu lau. 

BAIT~PTVKlfMTRA 1 

MQI nhan vien tuyen dl!ng co nhi~m VIf mlli tuan phong van it nhllt muOi lam ling 
vien c6 biing tat nghi~p dl!i hQC va vao cuai mili tuan phai dua fa duqc thu mOi 
nhan vi~c cho nam ling vien phti hgp nhllt. 

D6i vOi nhi~ VIf nay, ban tieu chuAn hoiln thiInh c(jng vi~c Iii: 

Ch~luqng ______ ~~ ______________________ ~ ________ __ 

S6luqng ________ ~----------------------------------
ThOih'!ll ____________________________________________ __ 

So sanh cae cau trillOi cila b'!ll vOi dap an. 
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Danh gia ket qua hoan thanh cong vi(!c la phuong 
thuc dung d~ bUQc nhan vien phai co tnich nhi(!m 
cong khai doi v(ri vi(!c dap ling cac yeu cau d~t ra 
doi v(ri m(Jt vi tri cong vi(!c. Muc d(J rna m(Jt ngum 
nhan vien thl!C hi(!n dugc cac nhi~m vI,! va tracb 
nhi~m cbinh la muc dQ hofm thanh vi tr! cong vi~c 
cua ngum do. 

Ban tieu chuAn k€t qua eong vi~c sau dAy ehlla m~t vi dl!. cae IO,:!i thong tin t~p 
hqp trong milu nay co the khOng phu hqp vm cong ty cua b,:!n va can phai duqc sua 
d6i cho phil hqp vm nhu cau cua cong ty b':ln. 
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VI dl} ve Ban Th}u chu~n Ket qua Cong vi~c 

Ngay: Ngul'ri chulln Ngui'ri kilm I Nh6m cong vi¢c: Phong: I 
30/04/00 hi: tra: Hanh ehinh van &In xuat 

, MLBB GDAR phong 
I 

CHU:: DANH ClmO Vlec: TiNH CHAT ClmO VI~C: 
TI1I1 ky eho Ky 8\1 Tnroog Ca khf Dill h~n 

cAc HOAT DQ:-IG SANPHAM CHAT s6 THOIGIAN 
t 

LU<)NG LU<):-IG THl/CHI~N 

Oie ho~t di?ng co 
lien quan den cae , 
nhi/?m V\l ehfnh va 
ph\! 

cae ho~t d¢ng co 
lien quan den san , 
xuilt hang hoa 

Cae ho~t d¢ng eo 
lien quan den ngon 
ngu 

cae ho~t d¢ng quan 
Iy ho~e giam sat 

cae ho~t d¢ng eo 
lien quan den cae 
giao ti€p n9i b¢ va 
giao tiep v6i ben 
ngoai 

cae eUge h<;>p tham 
dlJ ho(ie eM t<;>a 

cae h01).t di?ng the 
eMtkMe 

cae ho~t d(mg lien 
quan den slJ an toan 
laod¢ng 
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Ki~m tra I~i thong tin 
cac ket qua v6 c()ng vi~c cua b;pl phai chfnh xac va pMi duqc tilt ca nhilng nguOi 
co lien quan hieu ro. Cae nhi~m VII va ky v(;mg co th~ duqc nguOi giam sat hieu ro 
nhung chung se chi co y nghia va co gia trj sau khi chUng da duqc truyen d~t tai 
cae nhan vien co trach nhi~m thi hanh cac nhi~m VII nay. B;pl dii xac djnh ra cac 
nhi~m VII chfnh tIT goc dQ cila c()ng !y. DAy se la mQI ca h()i ~ ki~m tra xem cac 
nhan vien thl!c hi~n nhi~m VII co hi~u duqc ky v<;>ng cua b~n hay khbng. 

Nhilng nguOi se thl!c hi~n vi~ xem xet danh gia ket qua hoan thanh c()ng vi~c can 
pMi ra soat I~i cac ta; li~u ve c()ng vi¢. Dieu quan tr<;>ng la h<;> pMi hi~u duqc 
quan diim cua c()ng ty va pMi co CO hQi d~ tM hi~n nh~n thUc cua minh v6 c()ng 
vi~c. Neu nhilng nguOi quan Iy va giam sat kh()ng nhilt trf va; cac ban mo ta c()ng 
vi~c, yeu cau chuyen mon cua c()ng vi~c va tieu chu:in ket qua cong vi~c thl can 
phai giai quyet nhilng khac bi~t ve quan di~m ngay tIT giai do~n nay. 

Tiep theo b;pl hiiy tMo lu~ thbng tin ve c()ng vi~c va; cac nhAn vien cua minh. Co 
nhieu yeu t6 khac co thi tic dQng ta; kM nang cua h<;> trong vi~c dap Ung nhilng 
ky v<;>ng cua b~n. Hay xem xet cac V:ln de nay Wac khi yeu cau h<;> phai d,,,t duqc 
cac tieu chuAn danh gia ket qua c()ng vi~c t6i 1fU. 

Hay truyen d~t cac ky v<;>ng ve c()ng vi~c m()t cach ro rang va phai dam bao r:'ing 
hai ben phai hi~u nhau. Cu6i mbi cu()c noi chuy~n, nhAn vien can pMi biet rAng 
c()ng ty se xac djnh muc d() holm thanh cong vi~c cua h<;> nhu tM nao xet ve 
phuong di~n san phAro, Ijch trinh lam vi~c, ngAn qui, ho~t d()ng, hanh vi ho~e m()t 
sl! ket hqp cua eac yeu t6 nay hay cae yeu t6 khae. Sau khi nguOi giam sat va nhan 
vien da nMt trf thl can ghi cMp Iqi cac ky v<;>ng ve ket qua holm thanh c6ng vi~ 
va giao m()t blm eho nhAn vien. 

Trong nhieu truang hqp co thi d~t duqc sl! d6ng y eua nhAn vien. Tuy v~y, nguOi 
ehil, nguoi quan Iy ho~c giam sat phai chju trach nhi~m cu6i cling ve vi~c xac 
djnh cac ky v<;>ng ve ket qua c()ng vi~ VI nguOi do co tr<ich nhi~m c()ng khai Ian 
hon d6i va; vi~c phong ban hay t6 chilc thl!c hi~n duqc cae m~c dich va m~c lieu 
~tra. 
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BAI TlJKIF3M TRA 2 

1. Sau khi b;:m dll xac dinh dugc nhi'lng nhi~m Yl:I chfnh theo quan diem ciJa c()ng 

ty, dn phAi kiem tra de dam bao cac nMn vi~n thvc hi¢n nhi¢m Yl:I hieu TO 
___________________ ~cuac()ngty. 

2. Nhan vi~n can pruu biet ro cach thUc c()ng ty do lUOng 
_____ -'-_____ cUa minh. 

3. Ngum chil, ngum quan If ho*c gi:lm sat phai chiu trach nhi¢m cu6i cung d6i 
vm vi¢c xiic dinh _________________ _ 
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Duy tri thong tin va eong vi~e eua b~n 

Cac ban m6 ta c6ng vi¢c, yeu cau chuyen mon va cac lieu chuan ket qua cong vi¢c 
I<)c hiJu hOiJc khOng chfnh xac co the se dAn den cac quyet djnh sai trong nhi€u 
ho<)t d.,ng quan 1:9 nguon nhan h!c nhu d€ b<)t, tuyen ch9n va tuyen dl,mg. 

can pbai fa soat cae tai Ji¢u c6ng vi¢c m.,t cach djnh ky de dam bao rang chung 
viin con chfnh xac va phil hqp. Khi c6ng ty pMt tfien, co tM can phai co cac ky 
nang va khii nang khac truck de hoan thanh cilng nhfrng nhi¢m Vl,I nhu truoc day. 
11m ky tru6c day tUng danh may chi! ta't ca cac van ban thu tir thi bay gia pbai sir 
dung den pMn m€m xir Iy van ban cila may t[nh de lam vi¢c do. Ngay nay nhi€u 
vj tff cong vi~c van phong doi hOi mqi nguai phai sir dl,mg thu di~n tir (e-mail) va 
may tfnh ca nhan va cae nganh c6ng nghi~p sir dl,mg cae thiet bj che t<)o cling ngay 
cang phuc t<)p. 

Khi nao thi b<)n pbai xem xet I~i tai Ji¢u c6ng vi~c cua minh? 

• Bat cu khi nao co mQt sg thay d6i duqc biet den v€ chuc nang cong vi¢c. 

• Khi cae phuong phap va quy trlnh mai duqc dua vilO ap dl,mg trong c6ng ty. 

• Trong qua trlnh djnh ky xem xet ket qua hoan thanh c6ng vi~c. 

BAI T ~P THVC HANH 4 

Hay li~t ke them ba 00 hqi de xem xet I<)i cac ban mo ta c6ng v:i~c, ban yeu ciiu 
chuyen m6n va ban tieu chuan ket qua c6ng vi¢c. So sanh cau tra 1m cua b~ v:6i 
dap an. 
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Neu co cac m:u chulln danh gia hoan thanh cling vi~c thi vi~c 
xem xet danh gia ket qua cling vi~c cua mi)t nltm se tra nen 
de dang hon. Khuyen khich nhfin vien hoan thanh tot cling 
vi~c. Xac dinh dugc mi)t cach nhanh chOng nhitng nhfin vien 
nao can dUQc kern clliP them. Nhitng nguOi giam sat co th~ 
dua ra cac y kien phan hOi phi chinh thuc m(it each thuimg 
xuyen. Vi~c xem xet ket qua hoan thanh cling vi~c hang nam 
se tra nen don gian hon va khllng gay ra s~ ng~c nhien doi 
vOi ca nguOi chii va nhan vien 
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Truyen d\lt cac tai Ii~u nay tdi cac nhan vien 
clla b\ln nhuthe nao 
Vi~ xay dl!llg cac blm rn6 ta c6ng vi~c, ban yeu cAu chuyen rn6n va ban tieu 
chu1ln ket qua c6ng vi~ co chllt lu<;mg t6t dong vai tro quan trl;mg d6i vm vi~c 
quan Iy hi~u qua ngu6n nhan Igc. Tuy nhien vi~ truyen d~t nhUng tai li~u nay tm 
tllt cit rnQi ngum trong t6 chUc th~rn chi con quan trQng hon. Vi d~; hay hlnh dung 
rn(}t tinh hu6ng khi rn(}t c6ng ty nhi'> thue rn(}t nha tu van viet m(}t b¢ cac rnieu ta 
c6ng vi~ th~t hay cho m6i vj tri c6ng vi~c cua c6ng ty nhung kMng rn(}t ai ngoai 
ngum chu-nha quan Ii hieu duqc cac tai Ii~u nay. Li~u khi do b~n c6 ngh! rAng 
nhUng tai Ii~u c6ng vi~c viet hay do se hiiu feh kh6ng? Cau tra 1m tllt nhien la 
kh6ng. 

Truyen d~t cac tru li~u c6ng vi~e tm nhan vien la rn(}t qua tnnh lien t~c, blri vI ~ac 
tru li~u c6ng vi~c duqc c~p nh~t lien ~e. C6ng ty kh6ng tM eha cho den khi cae 
tai Ii~u c6ng vi~ duqc lam xong rnm ph6 bien chung tm cac nUn vien. Vi~ 
truyen d~t cae rai li~u nay c6 the biit dau biing qua tnnh phan tieh c6ng vi~c tMng 
qua vi~c 16i cu6n cac nhan vien tharn gia VaG phat trien ban m6 ta e6ng vi~c, ban 
yeu cAu chuyen rn6n va ban tieu chuan ket qua c6ng vi~ cua hQ. M(}t 86 cach rna 
c6ng ty nhO co the ap dl,mg de truyen d~t cac tai li~u c6ng vi~c tm cac nhan vien 
cua minh bao g6rn: 

• L6i cuon s., tham gia ctia nhiln vien - Vi~ 16i cu6n nhUng ngum. dam nhi~rn 
c6ng vi~c, nhUng ngum. quan Ii tlVc tiep cua hQ va cac nhan vien co lien quan 
khac tharn gia vao qua trlnh phan tfeh cOng vi~c la nft quan trQng thOng chi 
blri hQ la ngu6n th6ng tin rna con do hQ la nhUng ngum. se trien khai thl!C hi~n 
cac tai li~u c6ng vi~ dli duqc xay dl!llg. Vi~c 16i cu6n cae nhan vien tham gia 
xfiy dl!Dg ban ph~' tich c6ng vi~c va tai li~u rong vi~c se giup hQ: 

(l) hieu duqc cac tru lillu; va dieu quan trQng hon 

(2) cam ket thl!c hi~n cac y tuang va qui cM dugc de ra trong cac tai li~u rong 
vi~c. 

• S6 tay huang dan - Co the truyen ~t cae tai li~u c6ng vi~ Mng cach t~p hgp 
toan b(} cac ban rn6 ta c6ng vi~c, ban yeu cAu chuyen m6n va ban tieu chu1ln 
ket qua c6ng vi~ cua toan b(} t1ft ca cac vj tri c6ng vi~c hi~n ~i (va wong lai) 
vao trong s6 tay huang dan cua c6ng ty va cho phep tlft ca cac nhan vien tier 
c~ dugc vm chUng. 

• Bang thOng bao - Bang tMng bao cua c6ng ty Ia m(}t phuong phap kh,k de 
truyen ~t cho nhan vien. co the dua len bang tMng bao cac rai li~u c6ng vi~ 
hoi).c bAt ell sl! thay d6i nao trong tai li~u c6ng vi~. De thl!C hi~n co hi~u qua 
vi~ nay, dn phiii co cae qui tiic ve vi~ sir d~ng bang tMng bao eua e6ng ty. 
Bang tMng bao dn pMi duqc di).t t'!oi eae khu vgc rna tilt ea eae nhan vien co 
tM di dang tiep c~ duqc den ehUng. 

MtJ fd C6ng vi~c. Yt?u cdu Chuyen mtJn va cae Tieu chulin Ket qua CtJng vi?c 39 



• Ban tin - MN s6 cOng ty thuOng xuytn phan phat blm tin tm cac nhan vitn 
cua mInh. Ban tin cO th~ bao g6m cac tai li¢u cOng vi¢c va no Ia m~t cOng CJ,l 

qUI Mu phvc VI! cho vi~c truyen <4t thOng tin den cac nhan vitn. 

• Chu(JI1g trinh dinh huang nhlin vien - Chuang mnh nay dong vai tro d~c 
bi~t quan tfQng d6i vm nhfrng nguOi moo vao lam vi~ a cOng ty. cac chu<1Ilg 
trinh <ijnh huang cOOg la m~t cOng C\! ph\!c VI! cho vi~ c~p nh~t nhfrng thay 
d6i trong cac t31 li~u cOng vi¢c cua cac nhM vitn hi¢n c6. 

Ai la NguOi Truyen dft.t Thong tin 

M~t cOng ty nhO thuOng phai d6i m~t vm kh6 khlin trong vi~c xac dinh xem ai se 
Ia nguOi chiu tnkh nhi¢m t6 chUc, pMt tri~n va truyen d'.lt toan b~ cac rai Ii~u 
cOng vi~ nay. TIllIc t€ Ia nguOi chu-nba qulm Iy phai b~n biu vm vi~ tim ki€m 
thtm cac m6i quan h¢ va lam vi~c vm khach hang, cac nha cung ca'p va cac CO 
quan chfnh phu. Nhfrng nguOi giam sat va cac wOng phong/b~ ph:).n chll y6u phai 
10 toan vI! chi titu san pham dau ra ho~c k6t qua san xua't. Khi cOng ty tuy~n m~t 
nguOi ph\! trach quan Iy ngu6n nhan h!c thi nguOi nay dugc giao chiu trach nhi¢m 
ve toan ~ cac ho<.tl d~ng da dugc de c~p trtn dAy. 

Thy nhitn, neu chUng ta d6ng y vm quan di~m cho riing ta't ca cac nha quan Iy deu 
Ia nguOi quan ly ngu6n nhan ll!c thl se Ia khOng hi~u qua n6u nguOi ph\! trach 
quan Iy ngu6n nhan Il,lC hoan toan chiu trach nhi¢m d6i vm vi~ xAy dl!Dg va 
truyl!n <4t cac tai Ii¢u cOng vi¢c. Xet cho cung thi nguOi ph\! trach qulm Iy ngu6n 
nhan 19c khOng tM hieu biet cOng vi~ Clla tUng cOng nhAn bang nhmg nguOi 
giam sat trgc tiep hay cac wOng phOng/b(l ph:).n. Sau khi cae thlli¢u cOng vi~c dli 
dugc xay dl!Dg xong thi cac wOng phOng/b~ ph~n (neu c6) ciing se sir d\!ng 
chUng nhu Ia cOng C\! de quan Iy cbng nhM cua hQ. VI v~y, vi~c cac wOng 
phOng/b(l ph:).n tham gia vao vi~c xay dl!Dg va truyl!n <4t nhfrng thlli~u cOng vi~c 
nay la ra't quan trQng. 

ca nguOi ph\! trach quan ly ngu6n nhan ll!c va cac troOng phOng/b(l ph:).n deu nen 
phai co trach nhi~m tham gia xAy dl!Dg cac rai li~u cOng vi~c. NguOi ph\! trach 
qulin ly ngu6n nhMlgc co ki€n thuc chuyen mOn trong Hnh vgc nay phlli c6 trach 
nhi~m khOi xuang, t6 chuc va thUc day qua trinh xay dl!Dg cac tai li¢u cOng vi~. 
cac wOng phOng/b(l ph:).n bi6t nhil!u han vi! thl!c tr'.lng va ~c diem cOng vi~, va 
do v~y can phai chiu tcich nhi~m cung ca'p thOng tin dau vao, thOng tin phan hOi 
va thgc hi~n cac t31 li~u cOng vi~. Trong qua mnh nay, sl! hieu biet va c~ng tole 
giila nhfrng nguOi quan ly dong vai tro then cMt cho sl! thanh cOng 
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Qua lrinh t;,t0 I~p wi Ii~ 

TINH HU6NG NGHIEN CUlT 1 

CONG TY HOANG HA 

Cb Huang vila duqc tuy6n vao lam trqly ve ngu6n nban h!c t~ rong ty Hoang Hit, 
m()t cong ty co qui mo tlUng binh va la nha san xuat hang dliu ve thi5t bi di~ til. 
Ngum qUlin Iy trvc ti€pcua co La giam doc ngu6n nhan 1l!C. Nhi¢m VI,I chinh dilu 
tien cua ro Huang La x:ly d\ffig cac ban mo cl cong vi¢c va ban yeu cilu. chuyen 
mon dlf<! tren C(J sa bang phan tfch cong vi¢c cua tUng vi trio Giam doc ngu6n nhan 
h!c th{)ng bao v6'i ro Huang La ro chiu trach nhi¢m dO! v6'i toan b() dl! an va co 
pbai hoan thli.nh trong vong tim tuan. Cb Huang c6 thfun quy6n pbOng van ca 
nhUng ngum giant sat cling nhu cac nhan vien. 

Giant d6c ngu6n nhan 1l,fC gi'ri m()t ban thong ban t6'i tat ca nhii'ng ngum giam sat 
de gi1Li thich rling co Huang chiu trach nhi~m hoiin thli.nh mQt bang pharr tich eong 
vi~e cho mlii vi tri rna hQ giant sat. Cb Huang de ngh! co Sl! hqp tic eh~t che cua 
nhii'ng ngum giant sat va n5u hQ coMt cli c:lu hoi nao xin lien h¢ trvc ti€p v6'i co 
Huang. 

Sau khi dll gi'ri di ban thong bao, co Huang bilt dliu slip x€p cac cUQc phOng van 
nhii'ng ngum giam sat. Cb cho rling nhii'ng ngum giant sat se iii. ngu6n s6 li~u t6t 
nMt cho ban mo ta cong vi¢c va ban yeu cliu chuyen mon, va co dl! djnh x:ly d\ffig 
ml)t bao cao c6 cliu tnk giong nhu ban mil ta cllng vi¢c mdu i'J trong ml)t quyen 
giao trlnh ve nh:ln sl! cua roo Trong phan cuoi cung cua vi¢c thu th~p thong tin 
cong vi~c, co Huang quy€t dinh phOng van it nhat mQt nhan vien cho mlii vi tri 
cong vi¢c rna ro phai nghien cUu. 

Sau ba tuan, c{) Huang bAt dilu thay nan ve ti5n dQ cua cllng vi¢c rna ban dilu co 
nghi rling d6 chi la mQt dl! an dan gian. Cb chi phOng van duqc co bAy trong so 
hai mtWi ngum giam Silt. Nhii'ng ngum giam sat dU<mg nhu kMng muOn hqp tic 
v6'i c{). HQ thuimg kMng d€n cae bu6i phong van va cO tri hoan de chuy~n phOng 
van sang bu6i khac. Tuy ban dliu co. Huang dl! dinh la wac tien se n6i chuy~n vCti 
tlit di nhiing ngum giant sat, song nhii'ng ch~ tre nay da bUQc c{) phai bilt dilu 
phOng van nhii'ng ngum diun nhi~m rong vi¢c. 
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OJi sau m~t v1li cu()c pMng van nMn vien, co Huong bi'it dilu cam tMy 10 l~g v~ 
cMt luqng thong tin rna ci'l dang thu thlilp. cae nhan vien dUOng nhu cung cap cho 
ci'l cac tMng tin b! rntlu thuful ve nhi~rri VI} va ky ntlng ciln co de thl!C hi~n c6ng 
vi~ clla hq. Nhln chung, cac nhtln vien cho rilng ci'lng vi~ clla hq co rntic dQ doi 
hOi cao han, yeu cilu nhi~u trach nhi~rn han va phai si'r dung nhil!u ky nang han so 
vOi rni'l ta clla nhilng nguiJi giarn sat. Mi!.C dii co nhiing mtlu thuful nay nhung c{) 
Huang quye't d!nh titp t\lC trien khai M co the trlnh cac ban rn6 ta c{)ng vi~c va 
ban yeu cilu chuyen rnem c6ng vi~c hoan chinh len giam doc ngu6n nhtln lJ!C cho 
kjp vOi thiJi h~ da thoa thu~. 

Vao cuoi tuiln thu tam va sau v1li dern phiii lam vi~c khuya, ci'l Huang da tl! hao 
trlnh bay t~p tlIi li~u rn6 tit c6ng vi~c va yeu cilu chuyen rn6n c{)ng vi~c. Mi!.c dil 
c6 nhiing tra ng~i nhu v~y nhung c6 Huang tin rilng c6 da d~t duqc cac m\lc tieu 
chrnh clla dl! an. Sau d6 giiim doc ngu6n nhtln II!C da phan c{)ng c{) Huong lam 
vi~ trong rnN dl! an khac. 

Vltl tuli.n sau, khi c{) Huang duoog nhu da quen cac ban rno ta c6ng vi~ va ban 
yeu cAu chuyen m6n, giam doc ngu6n nhtln ll!c da g~p c6 de thao lu~ vI! rnQt van 
de kho khan vUa nay sinh. Hinh nhu co vai llgUoi giam sat da bgc mlnh vt sg kbac 
nhau trong quan diem vOi nMn viien clip duOi clla hq ve cae nhi~m VI} c6ng vi~c. 
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PHAN TICH BAI T~P TINH HUONG 1 

L Oii€n luqc phOng vall ffiQt nhan vien cho rn6i vi ITt cCing vi¢<: cua co Huang cO 
phai la rn(lt chi€n luqc t6t khong? Hay giii thfch vi sao. 

2. T~i sao nhii'ng nguOi gilirn sat khong rnu6n hqp tac v6i co Huang? 

3. Khi biitdb tMy nghi ng~i ve chA't luqng cua s6 li¢u, li¢u co Huang co nen 
thay dOi phuang phap hay khong? 

4. CO dn phai viet l~i cae ban rno ta cong vi¢c va yeu cau chuyen rn(jn cong vi¢c 
kMng? Viet l~i nhu the' nao? 
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Tom tat Cuon sach 

Ban mo ta cong vi~c, Ban yeu cau chuyen mon va Ban tieu chulin ket qui 
cong vi~c lit phm then cMt cua m~t chuang trinh quan Iy ngu6n nMn II,fC hi~u 
qua. Day se la cac tai li~u tham khao de lam ro t~i sao I~ cm dIng vi~ nay, ngum 
dam nhi~m cong vi~c ph3i co nhiing trach nhi~m gi va cm phai cO nhiing yeu t6 
nao de thl!c hi~n cong vi~ m~t cach co hi~u qua. Nhiing tiii li~u nay la nen tang 
dam blto eho sl! nhat quan trong trao d6i thong tin va trong phuang thue quan Iy 
ngu6n nMn Il!e. ChUng ding la ea s& eho each hieu th6ng nhift ve eae ph~n sl! eua 
rong vi~c rna nhiing ngum dam nhi~m c6ng vi~ va ngum quan Iy cua hI} phiii 
ch!u teaeh nhi~m c6ng khai. 

Rift nhieu cae thOng tin din thiet co the duqc thu th~p thOng qua pMng van, quan 
sat va sir dl.mg ban cAu Mi. 

Ban mo ta cong vi~c neu ro nhiing nhi~m VI!, b6n ph~n va trach nhi~m cua m~t 
eong vi~c. Ban mo tii. cOng vi~ xac djnh Ta cm phai lam gl, t~i sao I~ tam vi~ do, 
lam vi~ do b dau va neu viin tAt cach thl!c hi~n. M~t ban mo ta cOng vi~ ~c 
trllng bao g6m b6n phm: xac dinh cong vi~c, tom tilt chung, cac ~hUc nang va 
nhi~m VI! thiet yeu va cac m6i quan h~. 

Ban yeu cau chuyen mon li~t ke nhihtg kien thuc, ky nang va nang I\!c rna ca 
nhan din co de c6 the hom thmh duqc c6ng vi~c. Nhihtg yeu t6 em thiet bao g6m 
trlnh dl) hQC van, kinh nghi~m, yeu eAu ve ky nang clla c6ng vi~, cac dieu ki¢n 
lam vi~c va nhiing m6i nguy hiem cUa cong vi~. 

Ban tieu chuAn ket qua c6ng vi~c la nhiing thuac do ket qua duqc ky vQng cho 
m6i vi tri va duqc sir d\mg de danh gia muc d~ hom thanh cua ngum nhan vien 
(muc dl) thl!c hi~n cong vi~) so v6i muc ky vl}ng. cac tieu ehulin nay ehinh la ket 
qua c6 duqc khi ml)t ai d6 lam t6t eOng vi~. 

D6i v6i bau Mt cac vi tri, cac tieu chuan hom thanh cong vi~ duqc chia lam ba 
nh6m: cMt luqng, wluqng va thm h~. 

Ba buac de so~ thOO va qulin Iy cac tiii li~u ve cong vi~ Ia: 

1. ThI,fC hi~n phan tlch cong vi~. 

2. XAy dl!Dg cac tieu chuan hoan thilnh cong vi~ 
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3. ~p cac t3.i li¢u v6 c6ng vi¢c (ban m6 ta c6ng vi¢c, bl'm yeu du chuyen 
m6n) va duy trl th6ng tin v6 c6ng vi¢c. 

Ok ban m6 ta c6ng vi¢c, yeu du chuyen m6n va cac tieu chulin danh gia k€t qua 
c6ng vi¢c ro rang, mang tinh c~p nMt va d~ hieu se til-a ra ml>t lqi the' cl!-fih tranh 
cho m6i c6ng ty sa d\mg chUng. Nhihlg tiii li¢u nay se h6 trg cho chUc nang quan 
ly nguOn nhan llFc trong toan hi> c6ng ty va dam baa cung dp cac tMng tin chinh 
xac v6 "can ngum" va "chuc nang" ra't dn thie't cho cac quyet djnh v6 hOll-t dl>ng 
va chien lugc kinh doanh. . 
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Ke ho~ch Ling dvng la gi? 
K( hO'.lCh ung d~ng la m()t c{)ng e~ giup b1!1l ap d~ng nhii'ng gl b~n hQe dUQ'c VaG 

e{)ng vi?e ella mlnh. Day Ia m<!t ban huang dAn do b1!1l xlly dl!l1g de giup b~n: 

• Xem xet nghien eUu cae ngu6n tai li?u ve e{)ng vi?e hi?n e6 ella eong ty b1!1l. 

• Xay dvng ho~c c~p nh~t cae tai li?u ve c{)ng vi?c (ban m{) ta e{)ng vi?e, ban 
yeu cau ehuyen m{)n va ban tieu chulln ket qua cong vi~e). 

Lam the nao d~ hoan thanh mQt 
Ke ho~ch Ling dvng? 
K( ho~eh hllnh dQng t~i mri. lam vi?e eua b~n dUQ'e xay dl!l1g thOng qua mQt 10'!-t 
cae bucrc. 

B,!-n nen xem I,!-i cae thOng tin ca ban, cae bai t~p tl! kiem tra, bhl ~p thl!e Mnh va 
bhl t~p tinh hu6ng rna b,!-n da hoan thanh trong cu6n saeh nay, va dlly chfnh la 
nhii'ng ca sa ph~e ~ eho vi?e xay dvng k( ho,!-ch ling d\mg ella bi!-n. 

Hay thl!c hi?n tUng bu6c clla ban k( ho,!-eh ling dl,mg. Hay suy nghT va chmln bi 
ellu tea 1m eho m6i bucre teong k( ho,!-ch ling d~g. Neu din thiet b1!1l c6 tM tham 
khiio y kien ho~e 1m khuyen ella cae d6ng nghi?p. 

Lam gi vdi Ke ho~ch Ling dvng? 
K( ho~ch ling d~ng la dlInh eho b,!-n. K€ ho,!-eh d6 kh6ng dUQ'e danh gia cham 
diem va kh6ng ai phai xem I,!-i teu khi b~n yeu cau mQt ngum nao do xem xet I,!-i. 
Nhu da neu tren, k€ ho,!-ch ling d\mg la mQt eong Cl,l va m()t ban huang diln dauh 
cho b,!-n. 
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Sau rnJ?t thm gian, bl!fl nen xern xet l~i ke ho~ch Ung dl,mg Clla rninh m(>t cach 
djnh kY. Hay sUa d6i ke ho~h khi can thiet. Hay xern l~i: 

• NhiIng gl. dang phat huy rac dl,lng? 

• NhiIng gl. co the phiii cai tien? 

• Lam the' nao dt! co thS thl!c hi¢n cac di tien? 

Hay thl,lC hi¢n bat crr thay d6i can thiet nao cho biin ke ho~ch Ung dl,lng clla bl!fl. 
Hay c~p nh~t ban ke hOl).ch Ung dl,lng thuemg xuyen, vi dl! nhu ba thang rn(>t Hin. 
Dirng quen thira nh~n sl,l tien b(> Clla b~n va hay an mirng nhiIng thllnh cong Clla 
rninh. Neu bl!fl phat hi¢n fa nhiIng khia cl).llh rnm rna bl).n quan tAm, hay b6 sung 
chung vao ke hO\lch Ung dl,lng. 

BIlOC tiep theo 

Da Mn luc bl!fl can holln thllnh ke hO\lch Ung dl,lng fJ trang sau. 
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KE HO~CH UNG D1,1NG 

BUOC 1: MtJC DicH CVA K~ HO;.\CH U'NG DtJNG 

~n rnong rnu6n ~t dUQ'C ke't qua g} til: kt ho~h ling d\lllg cua b'!ll? 

Gqi y: M1!c tieu CUa IxJn can phai do 'uOng dUl!c, phai th/fC te va mang tinh kha 
thi. Vi di! nhu "trong thiYi gian 6 thangtoi mu{/n xem Iqi, ItJp mdi hoijc ctJp nhtJt 
cac tai li~u vl cong vi¢c cho nam vjtri trong cong ty cUa tof'. 

BUOC 2: KHUNG THfjJ GIAN CVA Kt HO;.\CH UNG DtJNG 

Toi dv: dinh xern xet l<ji keho~h Ungdl)ng cua rnffih hang _______ ' 

Gqi j: 14P m(it khung thiYigian mang tfnh thT!C te'theo rutin hoijc thang. Hiiy dam 
bao rang bqnc6 du thiYi gian dl thT!c hi¢n va xem xit ke't qua dqt dltt;fc. 

M6 fa C6ng vi4c, Yeu ca'u Chuyen man va cae Tieu chwin Kef qua C6ng vi~c 49 



B110C 3: H1~N D.A CO NHUNG T AI LI~U CONG VI~C NAo 
CHO NHUNG V! TRI NAo TRONG CONG TY CVA 
BAN? 

Hiiy neu ten eae V! trl e6 cae titi li9ti e&ng vi~e: 

Ban m() ta c()ng vi~ 

o 
o 
o 

o 

o 

Ban yeu cau chuyen m()n 

o 

o 
o 

o 
o 
o 

Vi tri 

Vi tri 

Ban tieu chulln ke't qua rung vi~c Vi tn 
o 
o 
o 
o 

o 

50 1\46 ta C6ng vi~c. Yeu ctiu Chuyen man Fa car Tieu chuiin Ker qua ConI? vi¢c 



r 
BUOC 4: B~N Mu6N -xAv DVNG NHUNG T AI L~U CONG 

VI)tCNAO? 

Hay n~u t~n cae vi tri e6 cae tiii li~u cong vi~c: 

Ban rna ta cang vi~c 

o 

o 
o 

o 

o 
Ban yi!u cau chuyiln mon 

o 
o 
o 

o 

o 
o 
Ban tii!u chuin ket qua cong vi~c 

o 
o 
o 

o 

o 

Vi tri 

Vi tri 

Vi ttl 

Mo fa Cong vi¢c, Yeu cdu Chuyen man va Ctle Tieu chutln Kef qua Cimg ~'i¢c 51 



Bl10c 5: HAY CHQN RABA ~. TRi C()NG VIJ!:C vA L!P 
cAc T AI LI~U C()NG VIJ!:C CHO TUNG V! TRi 

Gt;ti y: Hiiy sa dlfng cac mdu Ban mo ta cong vifC, Bdn yeu c{fu chuyen mon va 
Bdn lieu chU/fn kel qua cong vifc trang Phlf llfc B. 
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M~t nhan vientuyend\mg ~6~"V\I tn6i~~p}tOngv!lllftnhatzn!lOilfunUng 
vi!n c6bingdl#tiQcva vao eu6l~i rufnj)hMdirifi dltqc thu mifr nh*,", vi¢echo 
nam Urigvim phuhqpnMt. . . 

cae twuehu.!ln hOOn lhannnh~ vy nay ~ela; 
Oldt luc;m~ 

S61uqng: 

Thm~: 

. . . 

M.rothlril'CU~pbOngv~,chl.Hlllani nglliJi 

Trnogvbng. m(it tUM 

, <;. :,- :::,,~" - .';:;.::._:< -: ~ " . -

HA.I'f~PTVKlEMTRA 2 
--;' ... ::i; '>i .. :;:: "<-.:;;: 

1. Sau khi bl).n dil xac djnh duQC nhil'ng nhi~m V\.l. chinh thea quan di~m .cua cOng 
ty, clin phiU kiem tra de dam bao cae nMn vwn th1!c hi¢n nhi¢m V\.l hi&! rO ky 
vqng cua cong ty. 

2. NMn vi~n clin phw. bi€t £0 each tht'rc cong ty do Itri'mg mt'rc dq hoan tbanh 
cong vi~c cua mlnh. 

3. Ngum chu, nha quan 19 ho~c ngum gi3.m sat chiu teach nhi¢m cu6i cillIg ve 
vi~c xac dinh cae ky vqng hoan tbanh cong vi~ • 

. Mo ta Cong vi~c, Yeu ca'u Chuyen mOn va cae Tieu chua"n Ke:t qua C6ng vi¢c 53 



BAI T A,P THVC HANH 1 

Hiiy dem xem tOng so c6bao nhi~u cau hoi rna cau tra 1m cua b~ III "co". Sau do 
doichi~ ket quad6 vm ki!t qua dum day va. dQC pMn nh~ xet. 

4-5 cau tra 1m "00" 
Mue d~ tnt tieneao nhat: TInh huOng k~llg holing 

&.n dang c6 nguycrJ phiii dOi m~t vm mQt v1fn d~ nghi6m trgng can phiii dllQC xu 
Iy ngay l~ptac. 

2-3 cau trii 1m "c6" 
Mile di) tnt ti~n trung blnh: Tinh huong bao di)ng 

V1fn d~ cua b~n dang bat dAu trO nen nghi~m trgng hon v~ muc d(l va quy m(\. Hay 
kMm tra cac dau hi¢u va nguyen nhftn co tM. Hay ti€p tyc th1,£c hi¢n cac hOl).t d~ng 
da du<;iC Mra va ho~h . dlnh thM giand/l the<>· doi cacdau hi¢i1. Neu cac dau hi¢u 
vAfitiep dien, hay tiep tyc nghien coo lIi phftn dch. 

1 cau trii 1m "00" 
Mac di) tnt ti~n thHp: Kh6 khAn khOng d1,l dOl in trllllc dU9"e 

Hay ki8m tra va xem xet Il).i tilt ca dic dilu hi¢u. Th1,£c hi¢n cac hOl).t d~ng da dugc 
d~ ra nhu cac bi¢n phip phOng ngtra. . 
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BAIT!P THVC HANH 2 

4. DUng m~t mAu de tr6ng cua ban mll cit cling vi¢c & PhQ IQcB de hOlm thilnh 
m~t Mn dlf thao ro6 tii. c6ng vi¢c cho m~t V! trf trong cling ty b~. 

5. B\mc6kbokhangl.khivi&.ban mota cllngvi¢c nay hay khOng? N~u co. li¢t 
,,~ cac kM khan va d~ xuat giili pb:ip de giro quye'tkh6 khan d6. 

CAu tralmcUa.b~ne6th~ bao g6m: 

• . Kh6kban trongvi~e t!Schue. tbOng tin .. 
Gnll pblip: ehia nMthOng tin tMnh ~c philo cO th~ quan Iy doo.c. 
Th"c hi~ dan titng bmic. 

• . KhOkhAn trong vi~£ thuth:)p thOng ti~ b~n clio. 

Giili phap: Gljij tWeh. IDI.JC 4ieh eua vi~ ~p bin rna til c6ng vi~ cho 
.nhitng ngiIi'Ji mabJ.m ml,lOO thut~p tMnglin tiIhQ. Khling dPth rO 
rang baoma til dingvitc IAcOng CI,l.se.giUpbQ Imim thanh eilngvi~ 
OOt han. .. .. . . 
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.·.iiN~'¥litri;Dif·~~i~i)l'~~~ilJ~,~~\ij~~l'Vt .·tID iJltln···Vjfn. van 
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Hay li~tkt ·lhbn· ba.cOb9ixetnx€tl~caC~rtt6 ti' c~gviec, blut y~c!\U 
chuyen~ va bin ti6U1:b:uiin kef qua cbngvi~c:· .. . . 

• Khic61Di)lrong .. gb~mOidlJqt!dua v90n.m 19mvi~c. 

• Khi<:84'kjvQflg tJurimg xay" khODg~4uqch~c iMp hoo so vOl·~· 
th¥ch"n,th.,cte,cI~*lilneudltwDiylliyra.d6ivOi nlli~U.IiOi..· 

" ',- - - - - - - - -- - - - - - - ; 

• · .. ·KlIle(lngtY'thl1ClIi~~Bg v~ mOi.< 

•. Khilll\1c titillcOaC(mgty h~c:cuacac pltongbli"'/~ Plt$ntbaYd6l;· 

• Theodi\nghfciia.wmvitin.nguoi ·qwin·lY.h~cgiamsatkbil\f)iluWy 
dlrqCm~tvBiclilmkk6ngnJliltqnanho~c.(:6 JIlQt s6cli~ khOngyen tAm. 

- ~ "j- ,,';, - -',; i ;',"; : ' 
; i/.:'; - -' .', -,-

• Vitib~f'~UJ~~~~~khi~.~~t~i~.~a:vi~~t~*bl bO ·trO'ng.· .....•. . . ... ..... . 
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q?-l BAI T ~P TINH HUONG 1 

1. Olien luge phong v1fn m<)t nhan vien eho m6i V! trl e()ng vi~e clla c() Hucmg 
c6 phiU Hi m()t chien lugc t6t kMng? Hay giiti thich VI sao. 

Co Huong chua quen thul)c h1m v6i dIng ty nen khO co th~ hi~u dlll,lC cac 
ch(rc nlUlg cong vi~c nhat quan ho~c thieu nhat quan nhu the nao. Vi~c 
chi che;.n mt}t nMn vien kh6ng th~ du d~ cho cO bie. dul,lC dj) chinh xac 
cua cac thong tin. 

Bang Ie co Hllong nen thO- mt}t vai cach tiep c:)n khac nhau. Mt}t cach d~ 
danh gia nhu can pMng van la tien hanh phUng van ky mt}t vi trio Cach 
lam nay co th~ se cho co tMy sl! thieu nhat qulin trong cong ty. 

Bat k~ ap d~ng chien luc;rc gi dang Ie cO Huong nen cling v6igilim dOc 
nguon nhlin ll!c xem xet I~i va thu th~p y kien phim hoi va til van cua mt}t 
so ngui'ri hi~u ro vi! doanh nghi~p. 

2. T!).i sao nhOOg nguOi giam sat kh()ng muon hQ'p tae vm c() Huang? 

58 

Co Hllong kh6ng trao d6i va ciing kh6ng xay dJ!Dg quan h~ v6i nhiJng 
ngui'ri giam sat. Bang Ie cll nen thtio lu~n cae y tuoog cua mlnh vai hIJ va 
llli cuon hIJ cimg tham gia vao qua trinh l(lp ke ho~ch cho dl! an. 

Co Huong co trach nhi~m phai hoan thanh dl! an va dj thanh cling cll din 
co sl,l' tham gia day du cUa nhiJng ngui'ri gmm sat cling nhu cua cae nhAn 
vien. MlJi ngui'ri luon bl,ln rQn. Neu nhiJng ngui'ri giam sat kMng tMy dllc;rc 
lc;ri kh gi cua dl! an doi vai he;. thi hIJ se khong danh IlU tien cho dl! an do. 
Th~m chi he;. con co th~ coi dl! an va co Huong nhu mt}t moi de dlJa va 
kh6ng ro li~u dAy co pMi la mj)t hinh thuc danh gia ket qua hoan thanh 
cong vi~c cua chinh he;. hay kh6ng. 

M6 tei C6ng vi¢c, Yeu cdu Chuyen mun va cac Tieu chua'n Kit qua Cong vi¢c 



3. Khi Mt diiu thay nghi ng'.li ve chat Iuqng eua s6 li~u, Ii~u co HUO'Ilg co nen 
thay d6i phUO'Ilg phap hay khong? 

Co. Dang Ie cO Huang nen xern xet ~i phuong phap tiep c~n clla rninh khi 
thay phlllrng phap khOng d~t duqc nhiing ket qua mong muon. Cac tai 
li¢u ve cong vi¢<: thieu chinh xac se khOng co gia trj sir dl,mg va tren thl!C 
te con cO thl! dAn Mn cac quyet dinh sai I¢ch va phii tra gia dl1t ciing nhu 
~o nen tinh tr~ng nguiln nhan Il!c yeu kern. Co HUlIng ciing nen thuirng 
xuyen bao cao cho giam doc ph~ trltch nguiln nMn Ilfc ve tien dQ va 
nhiing van de nghi ng~i trong dl! lin nay. 

Giam dOC ph~ trlich nguiln nhan II!C dang Ie nen hOi co Huang ve nnh 
hinh dl! an bin day la sling kien quan tr«;mg cua cong ty. Chinh giam dOC 
ciing da biet rang co Huang mm VaG lam i:J cong ty va cling mm duqc dao 
t~o. 

4. C6 can phai viet l'.li cae ban mo til eong vi~c va ban yeu du ehuyen mon eua 
c6ng vi~e kMng? Viet l:,ri nhl1 the nao? 

Sir d~ng cac thong tin da thu thaP duqc cho tm thm di~m hi¢n t~i lam 
xuat phat dUm. Co Huong nen dl1a nhUng ngutri giam sat tham gia VaG 
qua trlnh thao lu~n vm nhom nhan vien do hI) ph~ trach ve cac nhi¢m v~ 
clla cong vi¢<:. Co ciing nen danh gia nhu cau dao ~o nhUng nguiri giam 
sat ve huang !liin va quan Iy thl!C hi¢n rung vi¢c. 

Nhiing ngum gilim sat chiu trach nhi¢rn ve ket qua thl!c hi~n eong vi¢<: 
ella nhOrn minh. Co Huang elin phm gilip hI) tien Mnh thao IUan vm cae 
nMn vien va giai quyet ml)i bat d6ng. Neu co nhiing bat dong y kien rna 
nhUng ngum giam slit khOng thi! giai quyet duqc, co Huang can de caP 
van de vm giam doc ph~ trach nguiln nMn 'I!c di! cap cao han quyet d!nh. 

Co Huang clin duqc sl! gilip dO' clla giam doc ph~ trach nguon nhan Il!c 
trong vi¢e giai thleh cho nhUng ngum giarn sat ve t:im quan trl)ng clla d,! 
an va Iy do t~i sao kien thirc va S,! tham gia cua hI) I~i can thiet d6i vm s,! 
thanh eong eua d,! an. 

M6 fa Cong Vilfc, Yeu Call Chuyen m(m 1'(1 cac Tieu chufin Kit qua Cong vifc 59 



Phu lue B - Cae Bif!u mau 
• • 

Ngay: Ngllm chuftn bi: Chuc danh cong vi~c: Phong: 

Mo td cong viec 

CHl:t DANH CONG v$c: I BAo cAo CHO: 

M6 TA CONG VIl~C T6M TAT 

Cae nhi~m v~ chinh 
I. 

2. 

3. 

4. 

s. 

6. 

7. 

g. 

9. 

10. 

Md fa Cong vi~(:. Yeu cdu Chuyen m6n va Cal.' Tieu chwin K€t qua Cang vifC 6/ 



!. 

2. 

3. 

4. 

5. 

6. 

I' 
lL-__________________________________________________________________ ~ 

Cae moi quan h¢ 

BAocAoCHO: 

GrAM sAT NHUNG NGVOr SAU DAy: 

62 M6 ta Cong vi~('. fiu cau Chuyen man va CCIe Tieu chua'n Kef qua Cbng vi~c 



Bim Yeu C3U Chuyen mon cua Cong vi~c 

Ngay: : NguOi chmln bi: Ten cong vi¢c: PhOng: 

Hoe ran 
CHlJe DANH CONG VI~C: BAocAoCHO: 

TRINH 00 HOC SAUD~IHQC: D~IHOC: TOT NGHI~P PHO 
VAN (Danh dOll THONG 
W:lO mol 0) 

NGANHHQc: 

cAc KHOA DAo T ~o KHAc: 

Yeu eau ve' kink ngki¢m lam ri¢e 

Mo ta Cong vi¢c. feu cau Chuyen mOn va nic Tieu chudn Kef qua Cling vifc 63 



Yeu cltU vi' kien thuc va cac kj niing 

Y iu cau vi' thi coot/dieu ki~n tam vi~c 

64 M6 ta C6ng vi¢c. Yiu cdu Chuyen m6n va cac Tieu chuan Ket qua Clmg vif£: 



Ban Tieu chuin Kat qua Cong vi~c 

NguOi chuan bi: Chuc danh cong PhOng: Dia di~m: 
vi~: 

Ngay: 

CACHO~T SANPHAM CHAT L{f(jNG THOI GIAN TRUNG 
DONG BINH CAN THI:tT 

CHOM6IHO~T 
DONG 

cae ho~t di)ng su 
dl,mg ng6n ngil' 

caeh ho~t di)ng su 
dl!ng thi giac va 
cae giae quan kMe 

cae ho~t di)ng sir 
dl!ng cae quyet 
dinh vIS qulm 1:9 va 
kinh doanh 

Cae ho~t di)ng co 
lien quan tm giao 
tiep ni)i hi) va giao 
ti€p vm ben ngoai 

cae eui)e h<,>p tham 
gia ho~e eM t<,>a 

cae ho~t di)ng the 
eMt. 
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Phv Ivc C - Chu gild Thu~t ngCt 

B 
Ban mo til cong vii;c Uob description) Mqt bim viet rno ta nhilng gl rna nguai 
dam nhi~rn cong vi¢c do (ilm, eong vi~c duqc thl!e hi¢n nhu the nao va t~i sao l~i 
phai thl!c hi¢n. 

Ban yeu diu chuyen mon cua cong vii;c Uob specification) Mqt ban th~ hi~n 
cae yeu diu trlnh dq toi thieu eo the chii'p nMn duqe rna mqt nguai dam nhi¢rn 
cong vi~ dn eo d~ co the thl!C hi~n thanh cong cong vi~c duqc giao. 

Bao duang phong ngira (Preventive mailltenance) SI! bao duang duqc thl!c hi~n 
tmac khi hOng hOC xay ra. 

Bat dlnh (Uncertainty) TInh huong rna nguoi ra quyet dinh khong co duqc su 
kh&ng dinh ve rn(>t van de va cilng kh6ng eo dl! t{nh hqp ly khil nang van de do co 
the xay ra. 

Be tac chien luqc (Stuck in the middle) TInh tr~ng rnqt cong ty khong th~ c;;mh 
tranh biing chien luqc tien phong ve chi phi hi~u qua, chien luqc khac bi¢t hoa va 
chien luqc t:).p trung tn,mg diem. 

Bii;n hg dj thuang (Devil's advocate) Co tlnh dua ra cac l:).p lu~n doi l~p v6i cae 
I~p lu~n eua da so. 

c 
Cae van de co ket cau ro rimg (Well-structured problems) Cae van de tnfe tiep, 
quen !huoe va de xae djnh. 

Cam ket vm t6 chuc (Organizational commitment) SI!' huang tm eong ty ella 
nguoi lao dqng bling long trung !hanh vm cong !y. moi lien h¢ va SI!' tham gia vao 
ho~! dqng ella cong ty. 

Cang lhang (Stress) Mq! dieu ki~n dqng tMi trong do mqt nguai phili d6i mii! 
v6i mqt eel hqi, sl! h~n eM hay rnqt doi hoi lien quan den di6u rna nguoi do rnong 
muon rna ket qua duqc xem la bat djnh va quan tn:mg. 

Chat luqng CDgc song (Quality of life) Mqt di,ic tfnh viin hoa qu6c gia philn anh 
su de cao cae rn6i quan h¢ va su quan lam 16i nguai khac. 

ChuOllg trinh hanh d(lng khang dlnh (Affirmative action programs) Chuang 
!rlnh nhiim tiing cu<'1ng vi the ve t6 chuc ella cae !hanh vien cae nhom duqc bao 
Irq. 
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Chi phi gian tiep (Indirect costs) Cae chi phi rna hllu nhu kh6ng bi anh huang 
khi dau fa thay d6i. 

Chia se c6ng vi~ (Job sharing) M~t giai pbap trong do co til" hai ngum tn11en 
chia nhau lam cung m~t c6ng vi~c 40 gib m(it tullo. 

Chien lugc cAp cong ty (Corporate-level strategy) Tim kilm de xac djnh nhfing 
ho~t d~ng kinh doanh nao rna c6ng ty cllo phlri tht,rc hi~n. 

Chien luc;Jc ch6'c nang (Functional-level strategy) Tim kilm nMm xac dinh xem 
Iiun tM nao de ph~c ~ chiln luqc cdp c6ng ty. 

Chien hrc;JC 6n dinh (Stability strategy) M(it chien luqc dip c6ng ty, d~c trung 
bbi sl,I kh6ng co nhfing thay d6i IOn. 

Chien luc;JC tang truimg (Growth strategy) Chien luge clip toan c6ng ty nhfun 
tang muc d~ ho~t d~ng cua c6ng ty. Chien luqc nay thuang bao g6m tang doanh 
thu, tang nhan vien v8/ho~c tang thi phllo. 

Chien luc;Jc thu h~p (Retrenchment strategy) M~t chien luqc clip c6ng ty nham 
giam ph\lm vi h~c sl,I da ~g cua cac ho~t d(ing c6ng ty. 

Chien lugc theo finh Vl!c kinh doanh (Business-level strategy) Tim kiem de xac 
djnh xem m~t c6ng ty can pbai qnh tranh nhu tM nao trong tUng llnh vt,rc kinh 
doanh cua minh. 

ChU nghia ell nMn (Individualism) M~t khfa qnh vAn boa trong do ngum ta 
phai tl,llo li~u cho 19i feh cua ban than va cua cae thanh vien trong gia dinh mlnh. 

Chu nghia d()c doan (Authoritarianism) Ni~m tin Tiing nhfing ngum kMc nhau 
phlri cO vj the va quy~n h!c khac nhau trong c6ng ty. 

Chu nghia hc;p hoi (Parochialism) each nhln nh~n fch ky va ht;:p hoi v~ the gi6i, 
SI,I thieu khii nAng thila nh~n sl! khac bi~t giua nhfing ngum khac nhau. 

Chu nghia tl)p thti (CoUectivism) M(it khia c\lnh vAn hoa trong do ngum ta mong 
dgi nhfing nguffi khac trong nhom cua ffilnh quan tam den hQ va bi'lo v~ hQ khi hQ 
g~p kM khan. 

Chuc nang quan Iy (Management functions) SJ! ho~ch dinh, t6 chUc, chi d~o va 
kiem soat. 

ChuAn m"c (Norms) eac tieu chuan chlfp nh~ duqc rna cac thilnh vien trong 
m~t nh6m cung chia se. 
ChuAn mvc doi chieu (Benchmarking) Tim kiem hlnh mAu thilnh c6ng nhilt 
trong cae c6ng ty c~h tTanh va cac c6ng ty kMng c~h tranh dii giup cho hQ co 
thilnh tfch vugt tr~i. 
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Chin chAn (Maturity) Kha nang va sl! san sang nh~ trach nhi?m cua m¢t ngum 
trong vi?c djnh huang hanh vi cua minh. 

Chinh sach (Policy) Chi dan nhfun xac djnh cac ti~u chulln cho vi?c ra cac quy€t 
djnh. 

Chinh thuc hoa (Formalisation) MUe d¢ rna cOng ty dl!a va~ cac quy tilc va quy 
trlnh de chi ~o nanh vi cua ngum lam vi?c. 

Chu6i m~nh I~nh (Chain of comlTUlntl) Luong thAm quyen tiI tr~n xu6ng dum 
trong cOng ty. 

C6ng doan lao dl)ng (Labor union) Til chuc d{ti di?n cho ngum lao d¢ng tim 
cach bim v¢ cac quyen 19i cua hQ thOng qua thuClllg Im;mg ~p the. 

C6ng ty ciiu true may m6c (Mechanistic company) M¢t C(J cau til chUc co tinh 
phuc ~p, linh chinh thuc va Sl! ~p trung quan Iy a muc cao. 

C6ng ty hihl C(J (Organic company) M¢t co cau til chuc a muc thap ve tinh phue 
t~p, tfnh ehinh thUe va sl! qUlin 1y ~p trung. 

Cl)ng tac (Collaboration) S\f gilii quy€t mAu thuan Mng each tim ra gilii phap co 
19i cho tat ca cac ~n. 

Co du chuc nling (Functional structure) M¢t kieu thi€t k€ rna cac eOng vi?c cO 
li~n quan ho~c tUClllg tl! nhau thi duqe nh6m I~i vm nhau. 

Co du clla t6 chllc (Organization structure) M¢t mO hinh cOng ty duqc bieu 
hi?n thOng qua mUe d¢ phue t~p, tinh chinh thue va Sl! qulin 1y ~p trung. 

Co du dan giiin (Simple structure) Kieu cau tnie eOng ty co d¢ phue t~p va tinh 
ehinh thUe thap nhung rnuc d¢ t~p trung hoa ca~. 

Co du hl)i dong (CommiUee structure) M¢t eau tnie t~p hqp cae Cll nhlin tiI eac 
be? ph~ ehUe nang khae nhau de gilii quy€t cae vru. de. 

Co du rna tr~n (Matrix structure) M¢t kieu thi€t k€ til chUe rna cac chuy~n gia 
tit cae phong ban ehUc nang duqc phlin cOng thl!c hi¢n rn¢t ho~c nhieu d., an dum 
SI! dieu hAnh eua ngum qulin Iy dl! an. 

Co cau nhi~m v~ (Task structure) Mue d¢ rna cac nhi¢rn ~ cOng vi?c duqc qui 
trlnh hoa. 

Co cau theo bl) ph~n (Divisional structure) M¢t C(J cau til chUc duqe I~p nen ti:r 
cae dClil ~ tl! chu va tl! quan. 
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D 
Dien d~t I~i (Paraphrasing) PMt bieu I<).i nhfrng gi rna nguoi khae dii noi bang 
ng6n ngu rieng eua minh. 

Dilli~1l (Data) Cae s6Ii~u, sl! ki~n ban dau, ehua duqc phan tfeh. 

Dt,r bao (Forecasts) DIJ doan ket qua trong tuong lai. 

D" bao doanh thu (Revenue forecasting) DI!' doon doanh thu Irong wong lai. 

Dt,r bao d!nh luqng (Quantitative Forecasting) Vi~e Sll dl!'ng m(\llo<).t cae quy 
I~e toan hge doi vai cae so li?u trong qua khrr de dIJ doan cae ket qua trong tuong 
lai. 

Dt,r bao d!nh tinh (Qualitative Forecasting) Sir dl!ng danh gia va cae y kien eua 
nhfrng ngum am hieu de dl! bao cae kel qua lrong tuong lai. 

Dt,r toan chi dau tu (Capital expenditure budget) M(\t bim ngan saeh dl! bao ve 
d.e khoan dau tu eho bat d(mg san, nM ella va cae thiet bi ehu yeu. 

Dt,r toan chi phi kha bien (Variable budget) M(\t dl! toan co Hnh den cae chi phi 
co the bien dbi then kh6i luqng. 

Dt,r toan doanh thu (Revenue budget) Ban ngan saeh dl! tlnh ve doanh thu trong 
wong lai. 

Dt,r toan muc khOng (Zero-base budgeting - ZBB) M(H h~ thong rna yeu clIU ve 
ngan saeh dugc kh&i dau tir con so khi\ng, Mt ke nhfrng gl d1l co tir troae. 

Dl,I'toan ngan sach (Budget) M(\t ke hOl!-eh tfnh tmin phiin b6 ngu6n Il!e eho cae 
hOl!-t d(\ng el! the. 

D,! toan tien m~t (Cash budget) Ban ngiln saeh dl!' bao ve luqrtg tien m(it rna 
e6ng ty se co trong tay va dIng ty clIn co bao nhieu tien m(it M dap ling cae khoan 
chi tieu. 

Duy Iy (Rational) 1M hi?n SI!' 11!'3 eh9n nhat quan va toi da hoa 19i feh trong 
ph<).m vi nhfrng hl!-n ehe nha! dinh. 

I) 

Da dl,lng ve ky nang (Skill variety) Mrre d(\ rna rn(\t ei\ng vi?e bao g6m cae ho~t 
d(\ng kMe nhau doi hoi cae ky nang va tai nang kMe nhau. 

Danh gia ket qua cong vi~c (Performance appraisal) SI! danh gia ket qua e6ng 
vice ella ea nMn nharn di tai eae quyet dinh kMeh quan ve quan ly nhiln SI!'. 
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Danh gia ki~u mo ta (Written essay) Mqt IcY thu~t danh gia ket qua cOng vi~c 
rna ngum danh gia viet ra m¢t ban mO ta c:k di~m ml:Ulh, dic!m yeu, ket qua dii c6 
va ti6m nang cua m¢t nhan vien va tren C(J so d6 dua ra cac bi~n phap de cai tien. 

Danh gia theo thang do hQa (Graphic rating scales) Ky thu~t danh gia ket qua 
cOng vi~ rna trong d6 ngum danh gia slip x€p cac yeu t6 hoan thanh cong vi~c 
theo thang b~c tang diin. 

D~o due (Ethics) Cic quy dinh va nguyen tlic xac djnh hanh vi la dung hay saL 

Dieu ehinh tue thOi (Immediate corrective action) Vi~ dieu chinh ngay tUe 
khik ho~t d¢ng de huang vi~ thl!C hi~n cong vi~c tra l~i dung dinh huang cua n6. 

Dieu tra ve thai d(i (Attitude surveys) TIm th~p cac y kien tra 1m tu phia ngum 
lao d¢ng qua cac ban cau hOi ve van de hQ suy nghl tM nao ve cong vi~c cua 
mInh, ve cac nh6m lam vi~c, ve nhii'ng ngum giam sat vil/hoij.c ve cong ty. 

Dia vi (Status) SI! danh gia ve uy tin, vj tri, hoij.c tM hl:Ulg trong m¢t nh6m. 

Dinh hmmg nhan vien (Orientation) Vi~c gim thi~u cho rn¢t nhlln vien rnm ve 
cong ty va ve cong vi~ rna ngum d6 dam nhij.n. 

DOng y theo 4tp th~ (Groupthink) Vi~ cac thAnh vien trong nh6rn bo qua quan 
di~m cua mlnh de to ra nhilt trL 

D(i sau eua eong vi~ (Job depth) Muc d¢ ngum lao d¢ng kiem soat cOng vi~ 
cuamlnh. 

D(i tin ~y (Reliability) The hi~n kha nang va rnuc d¢ rn¢t bi~n phap tuyen d\mg 
co the do luang SI! vij.t gi6ng nhau m¢t cach nhat quan. 

D(ing Ige (Motivation) SI! san sang c6 cac noll!c Ian de d~t ml,lc tieu cua to chuc, 
vm dieu ki~n n6 1l!C do co kha nang thoa man nhu cau cua ca nhlln. 

D(ing nao (Brainstorming) Qua mnh t~o ra y tuang bling each khuyen khich cae 
phuang an khae nhau rna khOng chua tinh den cae phuang an la dung hay sai. 

E 
Ep bu(ie (Forcing) Vi~ thoa man nhu du clla ngum nay xong l~ lam t6n h~i 
den quy8n lc;ti eua ngum khae. 

G 
Gia tri (Values) Nhii'ng niern tin Cel blm ve cai gIla dung va cai gIla sai. 
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Giai do~n chuin hoa (Norming) Giai do\U1 thtl' ba cua qua tdnh pMt trien nh6m, 
duqc d~c trung bbi cae mOl quan h~ ch~t che va S\I' giin bo. 

Giai do~n chuyi!n nhOm (Adjourning) Giai do¥! cu6i cung cua S\I' pMt trien 
nhom d6i vm cac nMm t;,un thm, d~c trung bCri s\I' quan HIm den vi~c t6ng ket cac 
hOl1-t de?ng hoola vi~c th\l'c hit?n nhit?m VI!. 

Giai do~n hlnh thanh (Forming) Giai do\U1 dliu ti~n trong qua tdnh phat triGn 
nh6m, duqc d~c trung bCri nhi6u bat dinh. 

Giai do~n sOng gl6 (Storming) Giai do\U1 thtl' hai eua qua Idnh pMt triGn nMm, 
duqc d~c trung bCri xung de?t ne?i be? nh6m. 

Giai do~n th"c thi (Peiforming) Giai do:).n thtl' tu cila qua trlnh pMt tnen nh6m, 
khi me?t nh6m thlJC slJ di vao ho:).t de?ng. 

Giam lao d(ing (Decruitment) cae phuong pMp nMm giam b6t luqng lao d~ng 
trong c6ng ty. 

Giao quyen (Delegation) Vit?c giao thllm quyen va tnich nhi~m cho ngum kbae 
de hI? th\l'C hit?n cac hOl1-1 de?ng C,! the. 

Giao tiep ca nhan (Interpersonal communication) Giao tiep giUa hai ngum tra 
l~n lrong do cac Mn duqc xem nhu la nhfing con ngum C,! tM cM kh6ng phru la 
d6i tuqng giao tiep. 

H 
Hanh d(ing dieu chinh co ban (Basic corrective action) Xac dinh 19 do I:).i sao 
ket qua c6ng vit?c bi sai It?ch, sai It?ch nhu tM nao, va dieu chinh ngu6n g6c cua sl! 
sai l<?ch. 

Hanh vi (Behavior) cac hilnh de?ng cua con ngum. 

nimh vi lo~i A (Type A behavior) Hilnh vi duqc d\ic trung bbi cam giac thuang 
trIJc ve slJ cilp bach va de?ng llJC c~ tranh qua muc. 

Hanh vi lo~i B (Type B behavior) Hilnh vi thoai mai, d~ diii va kMng c:).nh 
tranh. 

Hanh vi t6 chllc (Organisation behavior) Nghi~n cU'u ve cac hanh do:>ng cua con 
ngum t:).i nai lam vi<?c. 

H~ thOng dong (Closed system) cac ht? thOng rna kh6ng bi iinh huang bbi, va 
kh6ng me de?ng too m6i trUang Mn ngoai. 
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H~ thong hanh chinh quan lieu (Bureaucracy) M¢t hlnh thai c6ng ty duqc dii-c 
tnmg bdi pMn c6ng lao d¢ng, pMn cap, cac quy tAc, quy dinh va cac quan hi? phi 
ca nhAn. 

H~ thong thOng tin quan Iji (Management information system) M¢l hi? th6ng 
cung cap cac thOng tin dn thi!!t cho bQ phllIl quan ly m¢t each thu<mg xuyen. 

Hi~u suat (Efficiency) M6i quan hi? gifra ruiu vao va dau ra, c6 g~g giam t6i da 
cac chi phI v~ ngu6n h,rc. 

Ho~ch dinh (Planning) Bao g6m vi~ xac dinh cac ml.lc tieu, xAy d1!I1g chi€n 
luqc va pMt trien cac k€ hO<;lch de ph6i hqp cac hO<;lt d¢ng. 

Ho~ch d!nh cong suat (Capacity planning) Danh gia kha nang clla m¢t hi? th6ng 
hO<;lt d¢ng trong vii?c tqO ra m¢t s6 luqng mong mu6n dan vi ruiu ra cho m6i IOqi 
san phiim trong m¢t khoang thm gian nMt d!nh. 

Ho~ch dinh ngu6n nhin h!c (Human resource planning) Qua trinh qua do b¢ 
ph~n quiin ly dam bao dng hQ cO duqc nhAn SI! phu hqp co kha nang holin thanh 
cac nhi~m Yl.l de giup cho ci\ng ty dqt duqc cac ml.lc tieu clla mlnh. 

Ho~ch dinh qua trinh (Process planning) Xac djnh san phiim hay djch Vl! sf: 
duqc t<;lo ra nhu the nao. 

HQc thuyet 3 nhu cau (Three-needs theory) HQc thuyet cho clng cac nhu cau 
thiinh d<;lt, nhu du quyen Il!c va nhu diu quan h~ la nhilng d¢ng h;rc chinh trong 
c6ng vii?c. 

HQc thuyet ve hanh vi (Behavioral theories) Cac hQc thuyet xac djnh nhilng 
hlinh vi khac bii?t gifra ngum lilnh dqo hi~u qua va Ianh dqo kern hi~u qua. 

K 
Kenh (Channel) M6i tru<mg truy~n thOng tin. 

Ke ho~ch chien luqc (Strategic plans) cac ke hOqch tolin c6ng ty x1!y d1!I1g cac 
m~c tieu tolin the va xac dinh vi the clla c6ng ty trong m6i tru<mg clla mlnh. 

Ke ho~ch cl} th~ (Specific plans) cac ke hO<;lch duqc xac dinh TO rang va kh6ng 
the c¥ the hoa them. 

Ke ho~ch nglin h~n (Short-term plans) Cac k€ hO<;lch c6 thm h<;lIl dum m¢t nam. 

Ke hOl,lch v~n Mnh (Operational plans) cac k€ hOqch neu chi ti€t v~ vii?c !lim 
th€ nao de d<;lt duqc cac ml.lc tieu tolin tM. 
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Ki~m soat (ho~t dqng) (Controlling) Qua mnh di6u khi~n cac ho~t d¢ng nhfun 
bao dam chung dugc th\Ic hi?n thiinh c()ng nhu h",!-ch dinh va sua dtli Mt kY sl! sai 
I?ch dang k~ nao. 

Ki~m soat (qua trinh) (Control) Qua trlnh giarn sat cac ho~t d¢ng nhfun dam 
bao r~ng chUng duqc hOOn thiinh nhu ho~ch djnh Va dieu chinh bilt kY cac sai I?ch 
dang ke nao. 

Ki~m soat ch~n trUlJc (Feedforward control) Bi~n pMp ki~m soat duqc ap d~ng 
M ngiin chiin vlfu d6 duqc d,! doan co the xay Ta. 

Ki~m sOlit phim Mi(Feedback control) Bi~n pMp kiem soat duqc ap d~ng sau 
khi xiiy Ta m¢t hilnh d¢ng. 

Kii!m sOlit qua trinh (Process control) Quy trinh ki~m soat cMt IUQ"ng thea do 
m¢t rnau trong qua mnh san xuilt duqc lily ra kiem tra de xac djnh xem qua trlnh 
do co dang nam duai 51! kiern soat hay kMng. 

Ky lu~t (Discipline) cac hiinh d¢ng rna ngum quan ly th,!c hi?n de th,!C thi cac 
lieu chulin va quy djnh cua cling ty. 

L 
Lao di)ng dlJ phong (Contingent workers) Lao d¢ng t~m thm va lao d¢ng kMng 
toan thm gian nh3.rn btl sung them cho d¢i ngii lao d¢ng thuang xuyen cua cling 
ty. 

Lam giau cong vi~c (lob enrichment) Vi~c rna r(mg cling vi?c theo chillu d<;>c 
Mng cach them vao cac nhi~rn ~ v6 ho~ch djnh Va danh gia. 

Lang tranh (A voidance) Rut lui khbi ho~ ki6m chI! xung d¢t. 

Lanh d~o (ho~t di)ng) (Leading) Bao g6rn vi?c d¢ng vien cilp dum, chi d~o 
ngum khac, ll!a ch<;>n cac kenh tMng tin co hi~u qua nhat va giai quy€t cac mAu 
thulin. 

Lanh d~o (ngIIOi) (Leaders) Nhllng ngum co kha nang gAy anh huang d6i vm 
ngum khac va nlim tMm quy6n quan IY. 

Lanh d~o co sue 16i euon (Charismatic leadership) Nhllng ngum cilp duoi tuAn 
theo 5,! chi d~o do kha nang liinh d~o co linh chat anh hung hay xuilt chUng khi hQ 
chUng kien nhfrng hanh vi nMt djnh. 

Lanh d~o gay bien d6i (Transformational leaders) Nhfrng ngum Imh ~o t~ ra 
cac d¢ng l,!c cho mbi ca nhAn va SI! khfch I? vi! tinh tMn, va Ia nhfrng ngu(ri co 
sUe I()i cu6n. 
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Lanh d~o theo nhi(!m Vl,l (Transactional leaders) NhOng nguOi liinh dl!-o hu6ng 
dan ho'\ic khuy€n khich ca'p dum di thee hucmg cae rnl,lc lieu dll duqc dl!t Ta bfuJg 
each lam TO vai !to va cae yeu cliu cua nhi~rn Vl,l. 

Lqc tin (Filtering) Xu Iy thOng tin m(\t each co chi! dfch nhAm tiing tlnh ha'p dAn 
eua thOng tin d6i v6i ngum nh~n. 

Lien ket nh6m (Group cohesiveness) Mue d(\ cae thanh vien !tong nh6rn hU6ng 
tm nhau va eung ehia se cae ml!e tieu eua nhorn. 

Lien Il,lc (Communication) Qua tTlnh truyen tai va hieu y nghla eua cae thOng 
tin. 

Lien lac chinh thUe (Formal communication) Lien lac tuAn tM ehulii rnenh 
I~nh e~a ea'p co tham quyen ho~e Ja cae thOng tin elin thiit eM th,!e hi~n rni?t cling 
vi~e. 

Lien Il,lc ngang (Loteral communication) Lien I~c gifra cae ca nhAn e6 vi tri 
eOng vi~ ngang nhau. 

Lien Il,lc phi chinh thuc (Informal communication) ThOng tin khOng thOng qua 
sl! phe ehuAn eua cae ca'p quan Iy va khOng tuan theo tr~t II! ea'u trUe eua t6 ehue. 

Lien Il!-c phi ng6n til (Nonverbal communication) Lien Il!-e kh6ng dung 1m. 

Lien Il!-c thoo duang cheo (Diagonal communication) cae th6ng tin duqc truyen 
theo kieu dt ngang cae ehue nang va cae ca'p d(\ !tong c6ng ty. 

Lien Il!-c til dum len (Upward communication) Th6ng tin bilt ngu6n til- cae nhan 
vien ea'p dUm tm cac nM quan Iy ea'p tren. 

Lien Il!-C til tren xuong (Downward communication) Thong tin bilt ngu6n tit 
nguOi quan Iy xu6ng cae c(fp dum. 

Luan chuyin cong vi(!c (Job rotation) S,! chuyen d6i dinh ky cae cong nhan 
theo eac e6ng vi~ bao g6m cae nhi~m Vl,l khae nhau. 

Ly thuyet c6ng bang (Equity theory) Ly thuyet eho clng ngum lao d(\ng se so 
sanh ty I~ giii'a dilu ra va dilu vao eua eong vi~ rna ngum d6 darn nMn vOl nhOng 
ngum khae va sau d6 dieu ehlnh ba't ky sl! ba't eong bfuJg nao. 

Ly thuyet gia ve khoa hQC hilnh vi (Behavioral science theorists) cae nha tam 
Iy va xii h¢i hQC nghien CUll ve hanh vi cua t6 chuc dlfa !ten phuong phap khoa 
hQC. 
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M 
M~ng luO! lien I~c (Communication networks) cac phllang thdc truyen tin thea 
chieu ngang va chieu dQc. 

Mau thuan (Conflict) Nhung st,r khac bi~t kMng tM tuang thfch vOl nhau dAn 
den sl/ xung d<)t ho~c doi khang. 

Mau thuttn chuc nang (Functional conflicts) cae mAu thulin hli trq cac mlfc tieu 
eua eong ty. 

Mau thuttn phi chuc nang (Dysfunctional conflicts) Nhfrng mAu thulin lam can 
tro vi~ dl).t tOl cac ml,lc tieu cua cong ty. 

Mau c6ng vi~ (Work sampling) M<)t cong Cl,l tuyl!n chQn nh:in slJ thoo d6 cac 
ling vien xin vi~ dugc giOl thi';u m<)t mo h'inh thu nhb cua m<)t cong vi~c va dugc 
yeu cau thl/c hi';n cac nhi';rn Vl,l cot yeu clla cong vi';c do. 

M6 hlnh d~c di~m c6ng vi~c (Job characteristics model) Mo hlnh dung dl! phan 
tich va thiet ke' cac cong vi~c; xac djnh 5 d~c dil!rn chfnh cua cong vi';c, cac rn6i 
quan M qua I~i va lmh hUOng cua chUng doi vOl cac bien s6 ket qua. 

M6 phong (Simulation) Mo h'inh ve hi';n tuqng thl/c t€ chua dlJIlg m<)t ho~c 
nhieu bien s6 c6 thi! dUgc thay d6i de danh gioi tac d<>ng clla chung. 

Moi trui"mg (Environment) cac thl! ch€ ho~c It,rc luqng ben ngoai co tM tac d<)ng 
tOi hO\lt ~ng cua eong ty. 

M6i trui"mg chung (General environment) Tat ca nhfrng gl ben ngoai eong ty. 

Mil ri,lng cong vi~c (Job enlargement) Vil!c rna r<>ng m<>t eong vi';e thea chieu 
ngang, sl/ t:ing phll-ffi vi cua cOng vil)c. 

M,!c tieu (Objectives) Nhiing k€t qua mong mu6n cua eac ca nhan, clla cae nh6m 
hay clla toan eong ty. 

M,!e tieu c6ng b6 (Stated objectives) Cong b6 ehinh thuc vi! nhfrng gl cOng ty 
pMt bil!uva nhiing gi eong ty muon eong chung tin rimg d6 Ia ml,lc tieu cua eong 
ty. 

Muc dQ phuc ~p (Complexity) Nhfrng sl! khac bil!t trong m<>t eong ty. 

Muc dQ tham gia eong vi~ (Job involvement) Muc d<> m<)t ngum lao ~ng giin 
b6 vOl cong vil)c ella minh, tham gia tieh eve va coi vi';c hoan thanh cong vil)c cua 
minh la quan tr<;mg d6i vOl ban th:in minh. 

Mue dQ thoa min trong cOng vi~c (Job satisfaction) Thai dg chung clla mgt 
ngum vi! cong vi¢c clla minh. 
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N 
Nang life d~e bi~t (Distinctive competence) Ok ky nang va nguOn Il.l'c d~ dao 
quytt d!nh vii khi qnh tranh cua cOng ty. 

Nang life doanh nhan (Entrepreneuship) Qua trlnh rna cac ca nhan theo dut'li 
cac C(J hc?i, fumi man cac nhu cau va mong muon thOng qua sl.l' sang tl.lo, bat ke 
nguOn Il.l'c hi~n ll,li rna h<.> kiem soat. 

Nghe tieh cJ!c (Active listening) Plnrcrng philp Illng nghe loan ~ nc?i dung rna 
khOng dua fa nhfrng danh gia ho~c nhUng dien giai vc?i vang. 

Ngon ngu cil chi (Body language) cac cir chi, cac trl.lng thai cua net m~t va cac 
v~n d¢ng khac cua Cel the nh~rn bieu th! y nghia. 

Ngu di~u Uri noi (Verbal intonation) Sl.l' nMn ml,lfih vao nhUng tit ngu hay cilu 
chu truyen tiii y nghia. 

NguiJi huang din (Mentor) Ngum do dAu vii M tfq nhan vien cap dum tmng 
cOng ty. 

NguiJi huang lqi (Stakeholders) BAt kY thl!e the nao trong phl,lffi vi ehju mc d()ng 
cua cac quytt djnh va chlnh sach cua m¢t cOng ty. 

NgariJi quan Iy (Managers) cac ca nhan chi dl.lo hOl.lt d¢ng cua nhfrng ngum khac 
tmng m9t cOng ty. 

NguiJi qUan Iy tr,!c tiep (First-line managers) Nhfrng ngum giam sat, Iii cap 
quan Iy thil'p nhil't. 

NguiJi sil d~ng euoi eung (End-user) Ngum sir dl,lng thOng tin va chiu trach 
nhi~m ve vi~ kiem soot thOng tin do. 

NguiJi thita nanh (Operatives) Nhfrng ngum trt.rc tie'p thl.l'e hi~n m9t nhi/im ~ 
ho~e m9t eOng vi~ nao do va h<.> khOng e6 trach nhi/im trong vi~ giam sat cOng 
vi/ic cua nhfrng ngum khae. 

Nh:)n thue (Perception) Qua trlnh tt'l chuc va Iy giiii cac {fu tuqng theo cam nh~n 
nharn tim ra y nghia cho m9t mOi tNang nao d6. 

Nhom (Group) Hai ho~c nhieu ngum c6 tuang tac ho~e ph", thu~ Ian nhau, kit 
hqp vm nhau de dl.lt duqc cae m",c tieu ClJ the nao d6. 

Nhom lam vi~e (Work teams) Nh6m g6m cac ca nhan hqp tac vm nhau de hoan 
thllnh m9t t~p hqp cac nhi/im ~. cac nhom chinh thac duqc hinh thllnh tit cae ca 
nhan phlJ thu~ Ian nhau, cling chju trach nhi/im dl.lt duqc m()t mlJc tieu nao do. 
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Nhom lam vi~c hqp nhat (Intergrated work team) MQI nhOm hoan thanh nhi~u 
nhi~m V1,I khae nhau Mng each philn eong cae cOng vi~e e", th~ eho cae thanh vi~n 
va luan ehuyen cae eOng vi~ giila cae thanh vi~n theo y~u cAu ciia nhi~ V1,I. 

Nh6m tl! quan (Self-managed work team) MQt nhom duge t6 ehUe thee ehieu 
dQc. duqc giao Mu nhu toan b';' quyen tl! ehu trong vi~e xae djnh phuang thUe 
thl!e hi~n nhi~m V1,I. 

Nhu cau (Need) Tr~g thai n';'i tllm lam eho m¢l s6 kel qua nMt dinh to ra Mp 
dan. 

Nhu cau an toan (Safety needs) Nhu cAu cua m.;.t ngum ve SI! an toan va duge 
Mo v~ tranh khbi SI! nguy h':li ve the xae va tinh tMn. 

Nhu cau duqc kinh trQng (Esteem needs) cae yeu t6 ben trong nhu long tl! 
tn;mg, llnh II! chu va sl! thanh d\lt, va cae nMn t6 ben ngoai nhu dja vi, SI! thua 
nh~n va SI! quan tant. 

Nhu cau giao du (Need for affiliation) Mong rnu6n co duge cac m6i quan h~ ca 
nhiln than m(lt va glln gfii. 

Nhu cau kMng dinh minh (Self-actualiziltion needs) D¢ng ll!e eiia m';'t ngum 
mu6n tra thanh ngum rna hQ cO tM Ira thanh. 

Nhu cliu quyen h,rc (Need fOT power) Nhu eau lam cho nhfrng nguoi khac hanh 
vi theo each rna dang Ie ra hQ khOng lam. 

Nhu cau sinh Iy (Physiological needs) Cae nhu du cO ban nhu Ihue an, nuac 
u6ng. cM a va Imh d1,le 

Nhu cau thanh d~t (Need fOT achievement) D¢ng eCl vugt trQi ngum kMe, thlinh 
eOng trong vi~ d':lt duge m.;.t s6 tieu ehuan nMt dinh, nhu diu nll Ivc de thanh 
eOng. 

Nhu cau xii h(li (Social needs) Nhu eau duge thuang yeu, duge ehe eha, duqc 
chap nMn, va e6 ~n hiiu eiia con ngum. 

Nhuqng b(I (Accommodation) Gilii quyet xung d';'t bAng caeh d~t nhu cau va m6i 
quan tam eua nhfrng ngum khae eao han eua minh. 

p 

Pban xet ~p khuon (Stereotyping) Phan xel m';'! ngum dl!a tren nh~ thue ve 
nh6m rna ngum d6 la thlinh vien. 

Philt tri~n lien nb6m (Intergroup development) SI! thay d6i thai d';', phan xet 
d~p khuOn va nMn thue eua cae nh6m ve nhau. 
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Phat trit!n t6 chuc (Organizational development) Cac phuong phap thay d6i con 
nguffi va thay d6i chilt luqng cua cac m6i quan h~ cOng vi~c giil'a cac ca nhan. 

Phin anh trung thl!c cong vi~c (Realistic job preview) Cho cac 6ng vien tim 
vi¢c tie'p c~n ca thOng tin t6t va xilu vi! cOng vi¢c va cOng ty. 

Ph in hOi (Feedback) Muc d~ rna sl! thl!c hi~n cac hO'ilt d~ng doi hoi d~ hoi'in 
thi'inh m~t cOng vi~c dan den vi¢c m~t ca nhan nh~n dllqc cac thOng til! tI1!c tie'p 
va r5 rang vt hi~u qua (hl!C hi~n cOng vi¢c cua minh. 

Phan h6i dieu tra (SurveyJeedback) Ky thu~t danh gia thai dt;>, xac djnh 51! khac 
bi~t giiIa cac thai d~ va giii quyet cac kMc bi¢t nay biing cach sir d\lng thOng tin 
khao sat tit cac nhOm phan hOi. 

Ph~m vi cong vi~c Uob scope) S6 hhi¢m V\l kMc nhau cAn duqc thl!c hi~n trong 
m~t cOng vi~c va tAn s61J!p I<;li cua cOng vi~c. 

Ph~m vi ki~m soot (Span oj control) S6 nhan vien cilp dum rna m~t ngOOi quan 
IS co the chi d<;lo m~t cach hi~u qua va thl!c te'. 

Philn rung lao d~ng (Division oj labor) Vi~c phan chia cac cOng vi~ ra thilnh 
cac nhi~m V\l nhO va co tmh chilt Iij.p I'ili. 

Philn nhom theo chuc nang (Functional departmentalization) SI! philn nh6m 
cac hO'ilt dQng thea cac chuc nang clln duqc thl!c hi¢n. 

PMn tich rung vi~c (Job analysis) Qua mnh danh gia xac dinh cac cOng vi~ va 
cac hilnh vi can thie't de thl!c hi~n cOng vi~. 

Phin tich SWOT (SWOT analysis) Pharr tich cac di~m m~h, di~m ye'u cua m(>t 
cMg ty cung nhu cac ccJ hQi va m6i de dQa a trong mOi truOng. 

Phi ~p trung hoa (Decentralization) Vi~c chuyen quyen fa quyet dinh xu6ng 
ca'p tha'p hon trong c6ng ty. 

Q 
Qua tdnh lien I~c (Communication process) Bay giai do~n theo do cac thOng 
tin du<;1C tru yen tii va nAm Mt. 

Qua trinh kit!m soat (Control process) Qua tflnh do d~c ke't qua cOng vi~c thl!c 
te', so sanh vm cac tieu chuAn va thl!C hi~n cac tac dQng quim IS kip thOi de dieu 
chinh nhil'ng sai I~ hoij.c thieu h\lt so vm tieu chuftn. 

Qua trinh quan Iy chien luqc (Strategic management process) Mt;>t qua trlnh 9 
buOc bao g6m hO<;lch dinh, thl!c hi¢n va danh gia "hien Ill<;1C. 
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Qua trinh qWID Iy ngu6n nhan Il!c (Human resource management process) 
Cac ho~t d(lng dn thi€t de tuyen dl!ng cho cbng ty vii duy trl cMt hrqng lam vi~c 
cao cua cae nhlin vien. 

Qua trinh ra quyet dinh (Decision-making process) M(lt qua trlnh bao g6m 8 
bu6c de xac dinh m(lt van de, Il!a ch<.>n giiii pMp thay the vii danh gia tfnh hi~u Il!c 
cua quyet djnh. 

Qua trinh tuyin chQn (Selection process) Qua tTlnh sang I<.>c cae ifng vien xin 
vi~ de bao dam tuyen dvng duqc cac nhlin vien phu hqp nMt. 

Quan diim cll diin (ve quan Iy) (Classical view) Quan diem cho dng trnch 
nhi~m xli h¢i duy nhat cua quan Iy la toi da hoa 191 nhu~n. 

Quan diim chap nh*n thdm quyen (Acceptance view of authority) Ly thuyet 
cho rilng tMm quy6n xuat pMt tit slf san sang chap nhl).n cua dfp dum. 

Quan diim quan h~ con nguai ve mau thu:in (Human relations view of 
conflict) Quan diem cho riing mau thuJin Iii tl! nhien va 111t y€u trong m,>t cong ty. 

Quan diim truyen th6ng ve mau thu:in (Traditional view of conflict) Quan 
diem cho dng tat ca cac mAu thuiln deu Iii xau va can phai tranh. 

Quan diim truyen th6ng ve quyen Il!c (Traditional view of authority) Quan 
diem cho dng quy6n ll!c di fir tren xuong. 

Quan h~ giUa nguai lao di)ng va cap quan Iy (Labour-management relations) 
M6i quan h~ qua I~i chinh thuc giiIa cong doan vm quan Iy cua cOng ty. 

Quan Ii (Management) Qua tdnh cung v6i nguOi kMc vii thong qua nguOi khac 
thl!C hi~n cac ho~t d(lng m(lt each co hi~u qua. 

Quan Iy cMt luqng Wng thi (Total quality management-TQM) M(lt triet ly 
qwtn Iy duqc djnh hu6ng hOi. nhu cau va ky v<.>ng cua kMch hilng. 

Quan Iy thai gian (Time management) Phu<1ng thuc I~p k€ ho~ch ca nMn ve 
thOi gian m(lt each hi~u qua. 

Quan Iy theo m~c tieu (Management by objectives) M(lt h~ thong trong do dfp 
tren va cap dum cung nhau xac dinh cae mvc tieu thl!C hi~n cv thi; tien d(l th~c 
hi~n cae ml!c tieu dugc xem xet dinh ky va 191 lch du,!c pMn chia can cu vao titn 
d(l do. 

Quan Iy v~n hanh (Operations management) Vi~c thie't ke', v~n hanh va kiem 
soat qua trinh chuyen bien cac nguon life thanh cac thanh philm hang hoa va dich 
YI!. 
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Quay roi Onh d~c (Sexual harrasment) Hanh vi dug<: tM hi~n qua nhihlg lOl noi 
co tinh ggi tlnh, sg d(lng ch')m thl! xac khang mong mu6n va nhihlg Uri tan dnh, 
de nghi ve tinh d~c ho~c lOl noi hay hilnh vi mang ban chat tlnh dlfC. 

Quy dinh (Rule) Vim ban quy dinh ro rang cho biet cac nha quAIl Iy pbai lilm gl 
va khong dU<;1c lilm gl. 

Qui d!nh d~o dllc (Code of ethics) Kh~ng djnh ehfnh thue ve eae gia tri C(J ban 
va cae quy tie d~o duc trong cong ty rna cac nhlln vien phai tuan Ihu. 

Quy trlnh (Procedure) M(lt 101).t cac buac n6i tiep co quan h~ tUCIIlg h6 co thi! 
dug<: sir d~ng di! gii'li quyel m">l van de xac djnh. 

Quyen h,rc (Power) Khi'! nang gay anh hm'mg 1m cae quyel dinh. 

Quyen h,rc ep buQc (Coercive power) Quyen "!C dl!a Iren C(J sa sg sg haL 

s 
Sang kien (Innovation) Qua Irlnh dua ra m9t Y tuang sang ~o va bien no thanh 
san ph1lm, djch ~ ho~c phuCIIlg phap ho~t d(lng hihl feh. 

SII m~ng (Mission) MlfC dich cua m9t cong ty. 

Sl!da d~ng ciia Il!c Irn;mg lao d<Jng (Workforce diversity) Sgkhac nhau ve gim, 
chung t¢c, dlln t,,>c, ho~c cac diem khac ella nguOl lao d(lng Irong cae cong ty. 

SI! nghi¢p (Career) Chu6i cac dja vi rna m,,>t nguai nfun giu trong cu,,>c dOl cua 
minh. 

51,1' thay d6i (Change) M,,>t sl! thay d6i ve con nguOl, C(J cau ho~c cong ngh~. 

51! thoa hi¢p (Compromise) M">t giiii phap de giiii quyet mau thuan trong do m6i 
btn hy sinh mQt s61gi feh ella mlnh. 

SI,I' tuang d6ng co tlnh cMt gia dinh (Assumed similarity) Tin rling nhihlg 
nguOl khac cOng gi6ng nhu minh. 

T 
Tac nhan tbay d6i (Change agents) NguOl hanh dQng nhu Ia xuc tac va quan Iy 
qua mnh thay d6i. 

Tam quan trqng cua nhi~IIII v~ (Task significance) Muc d,,> rna m,,>! cong vi~c 
co Imh huang dang ke den cUQc s6ng hay cong vi~ cua nguOl khac. 
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T~p trung bOa (Centralization) SI! t~p trung tham quyen ra quyet djnh clla nha 
quan Iy clfp cao. 

Thai dq (Attitudes) Quan diem danh gia ve cac d6i tuqng, con nguOi ho*c sl! 
ki~n. 

Thiim quyen (Authority) Ole quyen thu9c ve ml?t vj trl qUlin Iy trong vi~ dua ra 
cae m~nh I~nh va trong eha chUng duge thl!c hi~n. 

ThAm quyen ghin tiep (Staff Authority) Thilm quyen ung hI?, hO trq va tu van 
eho nhfrng ngum co tham quyen theo tuyen. 

Thiim quyen theo tuyen (Line authority) Thilm quyen cho phep m(lt ngum quan 
Iy chi d~o cong vi~c cua clfp dtr6i. 

Thi hanh (Implementation) Chuyen till quyet djnh tm nhfrng ngum lien quan va 
lam cho hQ cam ket d6i vm quyet djnh do. 

Thiel ke rung vi~c Uob design) Olch thuc cac nhi~ VI} ket hgp vm nhau de t~o 
thanh cac cong vi~c hoan chinh. 

Thiet ke t6 chile (Organization design) Vi~c xay dtplg ho*c thay ddi C(J c1fu cua 
m(lt cong ty. 

Thong di~p (Message) M(lt ml}c dich dn dugc truycln d~t. 

Thi'Ji gian hOl,lt dqng (Discretionary time) Luqng thm gian co tM kiem soot dugc 
clla ngum quan ly. 

Thi'Ji gian lam vi~c linh hOl,lt (thOi gian linh hOl,lt) (Flexible work hours) H~ 
~~~~~~~~~~~c~~ti~~_~ 
gia nMt djnh trong tuan nhtrng dugc tl! do thay d6i gia lam vi~ clla minh trong 
gim h~n nMt djnh. 

Thi'Ji gian phuc dap (Response time) Luqng thm gian khOng kiim soat dugc, bO 
ra de tra 1m cac yeu d.u, m~nh I~nh va cac v1fn de do ngum kMc dua ra. 

Thuyet lanh dl,lO thoo tinh hu6ng (Situational leadership theory) Ml?t Iy thuyet 
ng!u hUng cho rfing liinh <40 can phil hgp vm hoan canh, d*c bi~t la kha nang va 
trinh dl? clladp dum. 

Thlfang thuyet (Negotiation) Qua trlnh hai hay nhieu ben trao d6i hang hoa hay 
djch Vl,l va dl! dinh th6ng nMt ve gia trao d6i chUng. 

Thlfang thuyet ~p th~ (Collective bargaining) Qua trinh dam phan ml?t thoa 
thu~n nghi~p doan va vi~c'thi hanh thoa tllU~n d6 sau khi dii dam pMn xong. 

Tiep c(in dinh Ilfqng (Quantitative approach) Vi~c sir d~g cac phllang phap 
djnh lllqng M cai tien qua trinh dua ra quyet djnh. 
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Tiep c~n h¢ thOng (System approach) Ly thuytt coi t6 chUc Ia t~p hqp cac bl) 
ph~n c6 quan h~ ttJ(nIg hi) va phI! thul)c vao nhau. 

Tiep ~n h¢ thong ve tinh hi¢u qua eua t6 ehuc (Systems approach to 
organizational effectiveness) Danh gia tinh hi~u qua cua mQt cbng ty t~n co sa 
ca phuong ti~n va ml!c tieu. 

Tiep c~n theo ngu6n nhlin Il!e (Human resources approach) Khoa h<;lc v~ quitn 
Iy c6 tr<;lng tam Ia hanh vi cua con nguiJi. 

Tiep e~n toy bien (Contingency Approach) Nh~n bitt va ph:in Ung vm cae bitn 
d6i tinh hu6ng khi chUng pMt sinh. 

Tieu chi ra quyet djnh (Decision criteria) Ole tieu chi di xac djnh cai gila hqp 
Iy trong ml)t quytt dinh. 

Tin khOng chinh thue (Grapevine) M<p1g lUm th6ng tin kh6ng chfnh thUc. 

Tinh bien dl)ng rua nhi¢m v~ (Task variability) S6 luqng cac ngol).i Ie? rna cac 
ca nhan g~p ph:ii trong cbng vi~ eua minh. 

Tinh ehl,)B Il!a (Selectivity) Qua mnh ngum ta d6ng hoa cac chi titt nMt djnh cua 
nhfing gl quan sat duqc, tuy thul)c VaG mm quan tam, ngu6n g6c ca nhan va thai 
dQcuahQ. 

Tinh hi¢u Il!c (Effectiveness) SI! d~t duqc ml!c tieu. 

Tinh sang tl,lO (Creativity) KM nang ktt hqp cae y lUang vm nhau thea mQt cach 
dl)c dao hoij.c t~o ra ml)t sl! lien ktl dij.c bi~l giiIa cac y luang. 

Tinh tl! chu (Autonomy) Muc dQ W do, dQc l~p va tl! chu clia mQI ca nhan Irong 
vi~ I~p ke ho~ch va thl!c hi~n ml)t cbng vi~ nhal djnh. 

Tinh tic thl!e (Validity) M6i quan h~ dl1qc kiem nghie?m 16n I~i gifra ml)t co cM 
ll!a ch<;ln va mI)l tieu chi lien quan nao d6. 

T6 chuc (hol,lt d(mg) (Organizing) Xac djnh cac nhi~m ~ nao dn lam, ai lam, 
philn nh6m cac nhi~m ~ nhl1 the nao, ai bao cao cho ai va ai la ngl1m ra cac quyel 
djnh. 

Til chuc (Organization) T~p hqp con ngl1m mI)l cach c6 h~ th6ng nhfun Ihl!c hie?n 
m\lc lieu C,! the. 

T6 chuc dich v~ (Service companies) ale cbng Iy I~o ra cac dau fa phi v~t chat 
nhl1 djch ~ giao d,!c, y te, v~n tai la vb hlnh, khbng tM t6n trii dl1qc, va gful 
khach hang vm qua tnnh ph,!C ~ thvc teo 

Tnich nhi¢m (Responsibility) Nghia ~ phai thl!c hi~n cac cbng vi~ dii dl1qc 
giao pM. 
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Trach nhi¢m xii h(ii (Social responsibility) Nghia Vl,I ella cong ty, ngoai nhilng 
gl lu~.t philp va kinh doanh yeu cau, trong vil?c thea du6i cac mlfc tieu dai hij.Il co 
ich cho xii h¢i. 

Trao quyen (Empowennent) Sl! tiing cuemg Ifnh II! chu cua ngum lao d¢ng trong 
vi~c ra quyet dinh. 

Trung tam"danb gia (Assessment centers) Nci cac ling CIT vien thl!C hi~n cac bill 
sat h1!-ch cong vil?c mo phOng de danh gia cac tiem nang quau Iy cua h9. 

Truang pbai quan h¢ con ngllOi (Human relations movement) Quan ni~m -
hilu nhu con chua duqc khfmg dinh biing nghien CUu - cho dng mql ngum lao 
dqng man nguy~n se Iii ngum lao dqng co nang sulll cao hon. 

Tuyl!n ll!a (Recruitment) Qua trmh tim kiem, xac dinh va thu hut nhiffig ngum 
co nang Il!c de lam vi~c. 

Til van tbeo qua trinb (Process consultation) SI! giup do cua mqt nha tu van 
ben ngoai d6i vm ngum quau 15' trong vi~c nh~n thuc, hieu va co hanh d¢ng doi 
vm cac sl! kif<n cua qua trinh. 

TI! giam sat (Self-monitoring) MN d~c diem tfnh cach th~ hi~n khli nang cua 
~<>t ca nhan trong vii?c dieu chinh hanh vi cua mlnh cho phil hqp vm cac yeu to 
tlnh huong ben ngoai. 

TI! trl;mg (Self-esteem) Muc d¢ mqt ngum thich hay khong thich chlnh ban than 
mlnh. 

v 
Vai tro (Role) T~p hqp cac chuan ml!c hiinh vi rna m¢t ngum nfun gill m¢t vi trf 
nhat dinh trong mi?t thl!C the xii hi?i phai tuan thu. 

Vai tro giao tiep ci nMn (Interpersonal Roles) Vai tro bao g6m cac h01!-t d¢ng 
tien phong, lanh d<).o va giao tiep. 

Vai tro quan Iy (Management roles) cac ph~m trU rieng bi~t cua hiinh vi quan 
~. " 

Vai tro quyet dinb (Decisional roles) Vai tro cua cae doanh nhan khiri nghi~p, 
nhiffig ngum xu Iy Ilnh huong bilt triic, ngum phan phoi ngu6n II!C va ngum thuong 
Ihuyet. 

Van de (Problem) Sl! khac bi~1 giUa tlnh tr<).ng cong vi~c hii?n t~i va tlnh tr<).ng 
mong muon. 

VAn boa rung ty (OrganiZlltional culture) HI? thong cac gia trj chung trong cong 
ty co auh huang quan tr9ng den hanh vi cua cac thanh vien. 
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Van hoa rru:tnh (Strong cultures) Vlin hoa eong ty rna cae gia tri then eh6t duqe 
the hil)n m~nh me va duqe ehia se r(lng riii trong toan cong ty. 

Van hoa qooc gia (National culture) Cae quan diem va thai d(l ehung cila cae ca 
nhlln trong cling m(lt quOc gia eo anh huang tm hanh vi va caeh nhln nh~n ve the 
gim cila hI? 

x 
Xac dinh nhi~m VI,! (Task identity) Mue d(l rna m¢t e()ng vfl)e doi hbi sI! hoan 
tMnh toan hi) hay m(lt philn xac djnh cila nhi~m ~. 

Xay dl!Dg ml,!c tieo troyen thong (Traditional objective setting) cac ml,lc tieu 
duqc di!-t ra tmac het cho dlp quan Iy eao nhAt, sau do duqe chia thanh cae ml,lc 
tieu nhi) eho tUng cAp tTong c6ng ty. Cap cao nhat dua ra cac tieu chuAR cho tat ci\. 
cae dlp dum. 

Xay dl!ng nhOm (Team building) Giao tiep qua If!i giiIa cae thanh vien trong 
nh6m lam vi¢c nhttm h<;lC hoi cach suy nghi va lam vi¢c clla cac thanh vien khac. 

Xep h:,mg thO' tl! theo nh6m (Group order ranking) Phuong phap danh gia ket 
qua cong vi/)c Mng cach nhOm nhiIng nguoi lao d(lng theo cac tieu chuAR phlln 
lof!i duqc slip xep co tM tl!. 

Xu Iy van ban (Word processing) Philn mem cho phep nglfOi sir d1,lng viet, thay 
d6i, bien t~p, sua chua, xoa hay in thu tir, Mo eao va van Mn. 

y 
Yeo t6 d(lng Il!c (Motivators) cac yeu t6liim tang muc d(l thoa man trong cong 
vi/)c. 

Yeo t6 hanh vi cua thai d(l (Behavioral component of an attitude) Khuynh 
hu6ng hanh d(lng theo m(lt cach nao dAy d6i vai ai hoac di6u gi d6. 

Yeo t6 phong ngira (Hygiene factors) Cac yeu t610f!i trir SI! khOng thoa man. 
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Phy lye 0 - Thong tin be) sung 
OJuoog trlnh PMt triin D1! an Me Kong <Iii bien so~n ~ sach danh cho cac nM qUlin 
Iy vii cM cac doanh nghi~p vita vii nhO b Vi~t Nam. M6i cu6n sach duqc thie't ke'M 
si'r d~ng m~t each linh ho~t. Dieu nily co nghiii Iii m()t ngum co thi h! nghien CUll toan 
~ cu6n sach, m()t gilio vien co thi si'r d~ng M giang ~y, ho~c chuyen gia tu van co 
the dung M tham khao cho cong tic chuyen mon cua mlnh. ~ sach g6m hai nhom 
cM de: 

• Quan tri Ngu6n Nban I,!c trong cac Doanh nghi~p Vila va Nbo 

• Quan trj Marketing trong cac Doanh nghi~p Vua va NbC. 

Nh6m chu de I: Quan tri Nguon Nhan 1l1c trong cac 
Doanh nghi~p Vita va Nhc} 

1.01 Chu doanh nghi~p va chUc nling qulin 1:9 nguon nhan l,!c 

1.02 Phan tich c6ng vi~c 

1.03 M6 tit c6ng vi~c, yeu cau chuyen m6n va clk tieu chudn ke't qua c6ng vi~c 

1.04 Thu hut, tIm kie'm va h!a chqn nguon nhan l,!c 

1.05 H~ tMng tien IU<1l1g vii tien cong 

Nh6m chu de 2: Quan tri Marketing trong cac 
Doanh nghi~p Vila va Nho 

2.01 cac khai ni~m co ban ve Marketing 

2.02 Thu th~p tMng tin ve kh:kh hang 

2.03 Thu th~p th6ng tin ve qua trlnh va xu huang mua hang Clla khach hang 

2.04 Thj tnrUng ml!c tieu 

2.05 Ke ho~ch hoa va pMt min san phAro 

2.06 Gia va chien Juqc gm 

2.07 KhueCh tru<1l1g san phiim va quang cao 

M6 ta C6ng vifc, Yiu cOu Chuyen nWn va cae Tieu chudn Kit qua Cong vi~c 87 



I 
1 
1 
1 
1 
I 
I 
I 
I 

~ 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

1 
1 

'I 
1 
I 
1 

HQ va ten: 

D!a chi: 

Tinh/Th1tnh ph6: 

Fax: 

Qulm tr! Nguon Nhan Il!c va 
Marketing trong cae Doanh 
nghi~p Vila va Nho 

PHIEU D~ T MUA S,'\CH 

E-mail: 

Ten sitch S61uqng Gia T6ng 

I 

I 

; 

T6ng 



Phuong thuc thanhtoan 

o Bfulg ti~n m~t 

o Bfulg sec, thanh toan cho Nhli Xudt ban TreTPHCM 

o Chuyen tien bfulg duc'mg bUll di~n 

o Chuyen khoan qua Ngan hang tm : 
Nha XlUft ban Tn! 
Tai khodn s6: 7JOA.OO637 
Tq,i: Ngiin hang C6ng thu(fng 
Chi nhanh 3, TP H6 Chi Minh 

o Bfulg the tin d~ng: 

o VISA 

o MASIERCARD· 

S6tM 

V~n chlly~n 

Ngily Mth~n 

o Tili mu6n nh:).n sach t~i Nhil Xuat ban 

o Xin hay chuyen sach cho tili qua duc'mg bUll di¢n 

Xacnh~n 

N gum dtjt mua kJ ten va dong ddu N gay 

Xin girl phiell dang ky nay t(ri: 
Nhil Xuat biin Tre 
161 Ly Chinh ThAng 
Qu:).n 3, 1P H6 Chi Minh 
Tel: 9316211 - 8465595 - 8465596 - 9317849 
Fax: (84-8) 8437450 
Email: nxbtre@hcm.vnn.vn 



Quan tr! Nguon Nhan 
Marketing trong cae 
nghi~p VlJa va Nho 

PHIEU DA.NH GIA. 

h!e va 
Doanh 

Chuang tnnh Phat trien DJ! an M~ K6ng rat mong b~ d<;lc glri l').i phieu danh gill 
cho chung t6i. Chung Wi se phan tich thOng tin phill hOi de co tM cung cap cho 
b<).ll dc;x: nhUng d!ch ~ t6t han, dIng nhu bien so').n them tiii li~u dao tg.o cho cae 
nha quill Iy doanh nghi~p vi'ra va nhO. Tat ca cac thOng tin trong phie'u danh gia 
nay se duqc bao m~t. Xin hay danh 10 pMt M hoan thanh phie'u danh gia va glri 
phieu v~ dia chi dum day, bling fax ho~c qua brru di~n. 

Ngoai ra, neu bg.n co cau hOi lien quan den n(li dung cu6n sach, Chuang trinh Pbar 
trien OJ! an Me K6ng se chuyen cae cau hoi cua bg.n tm tac gia (cho den thang 9 
nam 2001). D6 nghj glri cilu hoi cung vm phieu danh gia nay Mng fax, thu ho~ 
thu di~n til tm MPDF thea dia chi sau: 

Chuang trinh Phat tri~n DJ! an Me Kong 

63 PhO Ly Thai Ttl, Tang 7 

Hil NQi, Vi~t Nam 

Di~n thOl,li: (84-4) 824-7892 Fax: (84-4) 824-7898 

E-mail: dlien@ifc.org 

1. OlD biet ten cuon sach rna bl!fl rnu6n gop y kien? ___________ _ 

2. Bl!fl dii nghe noi Mn holjC nhin may cu6n sach nay hin dau tien a dau? 

0 Vii tuyen 

0 Dill 

0 Bao chi 

0 (; m(it khmi h<;>c mil. toi tham dl,f 

0 (; mqt cuqc hqi thao rna tOi tham dl,f 

0 Tit rn(it ngubi b~n 

0 (; hi~u sikh 

0 Khac (Xin hay neu r5) 



3. B'1ll dii sir dlplg cuon sach nay trong ho1tn canh nao? 

o Trong cac kho"- h<;>c a tfUang D'1i h<;>c/Cao dfutg 

o Hl)i thiio 

DOIng Mc tu van 

o Tg nghitn cUu 

4. Ly do chinh rna b'!fl mua cuon sach? 

o Ml)t so ngum gim thi~ cuon sach vm tOi 

o Cuon sach la tili li¢u b£t bul)c trong khoa h<;>c rna t6i tham dg 

o To; nght rAng cuon s,kh co th;! giUp t6; khffi sg cOng vi~ kinh doanh cua mlnh 

o T6; nght rAng cuon siich co the giup t6; ciii ti€n rong vi¢c kinh doanh hi¢n nay 

cuamlnh 

o T6i thleh cach trinh bay cua cuon sach 

o Cuon sach nay re hon so vOi m':'>t 56 cuon sach tuong 1I,f 

5. Phan nao cua cuon sach duqc b'1ll nghitn cUu nhi~u nhat? 

0 Bili ~p tl,f ki~m tra 

0 B"j t~p th1JC hanh 

0 Bili t~p tmh huong 

0 Ke hOl)Ch Ung dl,lng 

0 N':'>i dung cua cuon sach 

0 Phankhac 

6. Phan nao cua cuon sach duqc b'1ll nghien cUll it nhat? 

0 Bili t~p tg kiem tra 

0 BiIi t~p thgc h1tnh 

0 Bili t!lp tlnh hu6ng 

0 K€ hOl)Ch Ung dl,lng 

0 Nl)i dung cUa cuon sach 

0 Phan khac 



7. Neu b'!ll Hi ehu doanh nghi¢p, b'!ll <iii ap dl,mg nhUng Ici€n thUe nghien ell'll duge tir 

eu6n SIkh nay vito thl,fC Ie eOng vi¢e Icinh doanh clia mlnh nhu the nao? 

o TOi da hi~u biet duge nhieu hon truac 

o Toi da su dl,mg nhUng Icien thUe nghitn em.. dt xem xet l<,ri cong vi¢c Icinh doanh 

hi¢n nay eua mlnh 

o Toi da sir dl,mg nhUng Icien thue nghitn cm.. de dua ra nhUng bi¢n phap qulin Iy 
mm 

o Toi !chOng su dl,mg nhieu nhUng Icien thuc nghi~ cm.. tir cu6n sach vi tha"y "hUng 

!chOng phil hgp 

o Ly do!chac (xin neu ro)' __________________ _ 

8. B'!ll c6 th~ su d\lng bai ~p Ung d\lng de giai quyet cac vlln de trong cong ty minh? 

o co th~ lip d\lng hau het Ice h",!-ch Ung d\lng 

o co th~ a p d\lng !choang m<;ll m'ra Ice ho~ch Ung dimg 

o HAu nhu!chOng ap d\lng dugc m(>t Ice ho~ch Ung d\lng nao 

Neu b'!ll hau nhu !chOng tM lip d\lng dugc m(>! ke ho~ch Ung d\lng nao, xin b'!fl cho 

bier Iy do. 

9. B'!ll diinh bao nhieu thm gian de nghitn cm.. cu6n sach nay? Xin hay uoc tfnh theo s6 

giC!. 

Olden 5 giC! 

o 5 den 10 giC! 

o 10 Mn 15 gicr 

o 15 den 20 giC! 

o Kholing thOi gian !chac (xin hay ntu rO) _____________ ~ 

10. 8'!fl hay danh gili cuOn sach nay theo thang diem dum d:ly? 

Ro rang 1 2 3 4 KhOng ro rang 

1M vi I 2 3 4 KhOng tM vi 
Rat hiiu feh I 2 3 4 KhOng hiiu feh 

Quad~ I 2 ~ 4 Qua kh6 ~ 

Mat qua it thm. gian! I 2 3 4 Mat qua nhieu Ihm gian! 

cOng sUe nghien Cll'll c(,;,g suc nghien Cll'll 



11. ~ hay danh gia ve Biti t~p Thl,fC banh? 

o Quade 1 ~ 3 4 

o Hqply 2 3 4 

12. Gia eua cu6n sach nay nhu the nao? 

o Quacao 

o Hqply 

o Qua tMp 

13. B'!ll se: 

o Mua eu6n saeh khae a cling nhom ehU de 
o Mua cu6n saeh a nh6m chU dt khac 

o Gim thl¢u cu6n sach nay vm nguoo kMe 

Y kien b6 sung 

Quakho 

Kh6nghqply 

Neu b'!ll co them y kien hay nh~ xet vt eu6n sach nay h~c phlin nao cua cu6n sach, xin 

vui long cho bitt. 



__ .., ____ A ~ ____ .. 

MO TA CONG VIEC, YEU CAU CHUYEN MON VA , __ 2;' .., __ __ 

CAC TIEU CHUAN KET QUA CONG VIE;C 

CHUaNG TRINH DlJ AN ME KONG (MPDF) 

Chiu trlich nhi~m xuiit ban : LEHOANG 

TRItU KINH V AN 

_TRiDUC 

mENKHANH 

LECONG 

Bien t~p 

Trinh bay bla 

Ky thu~t 
SiIa ban in 

.. A'? ." 

NHA XUA T BAN TRE 

1618 Ly Chinh TMng - Qu~n 3 - Thanh pho' H5 Chi Minh 

DT: 9316211 - 8465595 - 8465596 - 9317849 

Fax: (84-8)8437450 

Email: nxbtre@hcm.vnn.vn 



nh nhan til hoc 

lach do Chltang trlnh PMt tri!n Olf an Me Kling (MPOF) phlfi hQ'p vlf! 
~i hQC rna OLA (Canada) bien so~n g6m hai nhom ehu t1f: 
uan trj Ngu(fn Nhh life trong cae Ooanh nghi~p Vira vii Nho. 
uoln Irj Marketing trong cae Ooanh nghi,p Vira vii Nhii. 
, vlfi 12 lila sach. dltQ'e thl(t k( linh h09t. d~e 13p, d~ doc va d@ ung d~ng. 
anh nghl,p. ehuy@n gla tit vfn. giao vlen va sinh vl@n khoa klnh 1(, 
I doanh nghlep, Marketing dh cd Ih! 11m Ihiy 111 nhil'ng Irang stich nay 
au!u b4 fch. Ii Ihu vii Ihl(llhilc cho c6ng vi.e klnh doanh. chuy@n mOn 
I$p cila chinh mlnh. 
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