Quén tri ngudn nhan luc Muc luc
Giang vién: T5 Bui Van Danh = Chuiong 1: Téng quan vé quan tri ngudn nhan luc

= Chuong 2- Hoach dinh ngudn nhan Iuc

= Chuong 3: Phan tich cong viéc

= Chuong 4: Qué trinh tuyén dung

= Chuong 5: Binh hu6ng va phat trién nghé nghiép

= Chuong 6: Dao tao va phat trién

= Chudng 7: Banh gia nang luc nhan vién

» Chuong 8 Tra cong lao dong

. Lhuong 1 1.1. Khi nigém, vai tro va y nghfa

i TONG QUAN VE clia quan tri ngudn nhan lyc
QUAN TR| NGUON NHAN LUC
Khai niém

= Quan tri ngudn nhan luc [a thiét k& cac chinh sach
va thuc hién cac finh vuc hoat dong nhdm lam cho

1.1. Khai niém, vai tro va y nghia
clia quan tri ngudn nhan luc

1.2. Qua trinh phat trién cla quan tri con ngudi dong gop gia tri hiiu higu nhat cho t8
ngudn nhan luc chtic.

1.3. Gac chic ndng co ban clia quan = Quan tri ngudn nhan Iyc 12 tao ra va thuc hién he
tri nguon nhan luc thdng cac triét Iy, chinh sach va hoat dong chiic

1.4. Nhiing thach thic va xu hu6ng ndng vé thu hit, dao tao- phat trién, duy tri con
mdi trong quan tri ngudn nhan luc ngudi clia mot td chlic, nhdm dat dugc két qua toi

1.5. B9 phan quan tri ngudn nhan Iyc Uu cho ca to chiic 1an tling thanh vién.




Hai muc tiéu cd ban

= S{f dung ¢6 hiéu qua ngudn nhan lyc
nhdm tang nang suit lao dong va ning
cao tinh hiéu qua cla t6 chiic

= Pap (ing nhu ciu ngay cang tang cla
nhan vién, tao diéu kién d& nhan vién
phat huy t6i da ndng Iuc ca nhan, dugc
kich thich, dong vién nhiéu nhat tai noi
lam viéc va trung thanh, tan tam voi
doanh nghiép

Su khac biét gitta quan tri ngudn nhan
lic va quan tri nhan su trudc day

C6 quan diém, nhan thiic mdi vé vai tro clia
ngudn Iyc con nguoi

Quan hé gitia gi6i chli va ngudi lao dong la mdi
quan hé binh dang, hgp tac, doi bén cung co Igi
Cac nha quan tri 4p dung nhiing ki nang méi
trong quan tri con ngudi

Khong chi thuc hién céc cdng viéc quan Iy hanh
chinh, c6 tinh chat sy vy nhu trugc ma con tham
gia xay dung chién lugc kinh doanh cho doanh
nghiép

Vai tro va y nghia

“Trong tat ca cac nhiém vu cla quan tri, quan
tri con nguGi 1a nhiém vu trung tdm va quan
trong nhat vi tat cd cac van dé khac déu phu
thudc vao mac do thanh cong clia quan tri con
nguoi” (Likert)

“Diéu quyét dinh cho sy ton tai va phat trién clia
cong ty la nhiing con nguGi ma cong ty dang
c0” (Letter C. Thurow- MIT)

1.2. Qua trinh phat trién cla Iy
thuy&t quan tri nguon nhan luc

= Quan tri trén co so khoa hoc
= Quan hé con nguoi
= Quan tri ngudn nhan luc

(Xem thém tai liéu)




1.3. Cac chiic ndng cd ban cla
quan tri ngudon nhan luc

Thu hat
ngudn nhan luc

Muc tiéu cda
quan trj
nguén nhan liig

Duy tni
ngudn nhan lc

Pao tao- phat trién
ngudn nhan lic
v

Cac nhom hoat dong chinh

Hoach dinh Phan tich Qua trinh Binh hutng
ngudn nhan " cong viéc * tuyén dung — va phat
Iyc trién
Dao tao & Panh gia Tra cong Quan hé
phat trién ning luc lao dong lao dong

1.4. Nhitng thach thiic va xu huéng
mdi trong quan tri ngudn nhan luc

Nhiing thach thiic

= Canh tranh toan ciu
= Nhu ciu da dang clia ngudi lao dong
= Tai cau triic cong ty

Nhiing xu huGng méi

Phat trién chién lugc ngudn nhan Iyc thanh mot
bd phan quan trong trong chién lugc phat trién

clia td chic

Tinh chit qudc t& hda cla quan tri ngudn nhan

luic

Ap dung thanh tyu nganh cong nghé thong tin

vao quan tri ngudn nhan Iuc

Phat trién moi trudng van hoéa phu hgp




1.5. BO phdn quan tri ngudn nhan luc

Vai tro cla bd phan quan tri ngudn nhan Iuc

= Thiét lap hodc tham gia thiét 1ap cac chinh sach
ngudn nhan luc

= Thuc hién hodc ph6i hop thuc hign cac chic
nang, hoat dong quan tri ngudn nhan lyc trong
t6 chiic, doanh nghiép

= GO van cho lanh dao vé cic ky ning quan tri
ngudn nhan luc

= Kiém tra, don ddc vigc thyc hién cac chinh sach
va thi tuc vé ngudn nhan luc

Panh gia k&t qua quan tri ngudn nhan luc

Hai chi tiéu chinh:

= [gi ich kinh t€ trong si dung ngudn nhan lic

= Su hai long, thda man ctia nhan vién

= (Doanh nghiép dich vu: B sung dénh gié clia
khach hang)

A Chydng 2.
HOACH DINH NGUON NHAN LUC

2.1. Khai niém

2.2. Tién trinh hoach dinh ngudn nhan
luic

2.3. Thu thdp va phén tich thdng tin

2.4. Du bao nhu ciu ngudn nhan Iuc

2.5. Du bao cung ngudn nhan Iuc

2.6. Hoach dinh va thuc hién cac
chuong trinh can thiét

2.1. Khai niém

= Hoach dinh nguon nhan luc la qua trinh nghién
cﬂ’u, xac dinh nhu cau ngudn nhan lyc; dua ra
cac chinh sach va thuc hién cac chuong trinh,
hoat dong bdo dam cho doanh nghiép co du
nguon nhan lyc voi cac pham chat, ky nang phu
hop dé thuc h|en cong viéc cod nidng suat, chat
ligng va hiéu qua cao.

= Cong tac hoach dinh gilp doanh nghiép quén tri
ngudn nhan lyc dang hudng, dang cach, bao
dam doanh nghiép co ding ngu’m cho dung viéc,
vao dang thoi diém can thiét va linh hoat doi
pho v6i nhiing thay ddi trén thi trudng.




2.2. Tién trinh hoach dinh ngudn nhan luc o
Thu thap va phan tich thong tin

~ THU THAP VA PHAN TICH THONG TIN 1. Tir méi truong bén ngoai 2. Tir bén trong t6 chiic
* T moi trudng bén ngoai * Tu méi trudng bén trong . ~ . . .
u . mgh té- chung va nganh cu = Chién lugc
s n N "~ e . Ve ' .
DU BAO NHU CAU NGUON NHAN LUC ) ) Gac ke hoach kinh
* Ngdn han va dai han * Vi tri tBng thé va cd nhan = Cong nghé doanh
, g = Sy canh tranh = Ngudn nhan lyc hién
DU BAO CUNG NGUON NHAN LUC = C4c tiéu chudn va cac thong tai
Cung bén trong iL Cung bén ngoai tin thUC ’[é’ '[6'[ nhé’t . Ml:fC dO bié’n dOng
HOACH BINH VA THUC HIEN CAC GHUONG TRINH " Thitriong lao dong nguon nhan e
* HD cho thiéu hut * HB cho du thira * HD K& tuc quan tri = Khuynh huéng xa héi va = Kha nang tai chinh dé
11 nhan khau hoc thu hat nhan luc chat
PHAN HOI VE TIEN TRINH HOACH DINH = Céc quy dinh clia Chinh ph lugng cao
* Dy bdo ¢6 chinh xac * C4c chuong trinh c6 dép Gng nhu cu '
Du bdo nhu cdu ngudn nhan luc Cac phuong phap du bao

nhu cau ngudn nhan luc

Pugc thuc hién trén cd sd cdc du bdo ve:

= Dy bdo thi trudng

K& hoach s&n xuit cu thé

Kha nang nang cao chat lugng nhan vién
Su bigén dong ngudn nhan Iyc cta DN

Kha ning tai chinh dé thu hit nhan luc chat
lugng cao trén thj trutng

Phuang phap phan tich xu hudng

Phuang phap phan tich tuong quan

Phuigng phdp theo ddnh gid cda cdc chuyén gia
Cach phan doan co thé theo trinh ty t dudi lén
(moi chi nhanh, bd phan tu uc tinh nhu cau
nhan vién, sau do tong hgp) hodc fu trén xudng




—

2.5. Du bao cung ngudn nhan luc

. Cung ndi bé ngudn nhéan luc

Bao gdm tat c& ¢4 nhan dang lam viéc cho to
chuc

Bdo dam ngudn cung bang cach duy tri § vi tri
hién tai hodac thuyén chuyén, dé bat

Ngudn cung nay thay ddi lién tuc

DE du bdo, can di liéu 1a hé thdng thong tin
ngudn nhan luc (Human Resource Information
Systems- HRIS)

. Cung bén ngoai vé ngudn nhan lyc: Thi trudng
lao dong

2.6. Hoach dinh va thuc hién cac
chuong trinh can thiét

NE&u thigu hut nhan vién

1l

* Chiéu md nhan vién méi

* D& nghi cac phan thuGng cho viéc tri hodn vé huu
* Tuyén dung lai nhiing ngudi da vé huu

* Giam toc do thay thé nhan vién

* Lam thém gi0

* Ky hgp dong vGi bén ngoai

* Thué nhén vién tam thoi

* Cai tién lai quy trinh

Néu du thira nhan vién

il

* Khong b sung nhan vién cho cac chiic vu tréng

* D& nghi cac phan thudng cho viéc vé huu s6m

* Thuyén chuyén hodc bd tri lai nhan vién

* S{i dung thoi gian roi d& dao tao nhan vién
hodc bao tri thiét bi

* Giam gio lam viéc

* Nghi viéc tam thoi

* Cho thué lao dong

Hoach dinh k& tuc quan tri

= L4p k& hoach dé bat tir ndi b nhdm k& tuc va
phat trien qua trinh quan tri

= Thong thuting, nha quan tri cap cao xac dinh céc
{ing vién tiém nang va lap k& hoach phat trién
cho ho, bao gdm céc chuong trinh hudn luyén va
cac cong viéc 1am budc dém dé dam nhiém
cong viéc then chét.

= Lap So dd luan chuyén hay so d6 du trif can bd
quan ly




o g‘htfdngﬁ:
PHAN TICH CONG VIEC

3.1. Khai niém va y nghia

3.2. NGi dung, trinh ty thuc hién

3.3. Thu thap thdng tin trong phan
tich cbng viéc

3.4. Noi dung chinh cla bénqm() ta
cong viéc va ban tigu chuan
cong viéc

3.1. Khai niém va y nghia

= “Phan tich cong viéc 1a tién trinh xac dinh mot
cach co hé thdng cac nghiép vu va ki nidng can
thigt dé thuc hién cac cong viéc trong td chiic”
(R.W.Wondy va Robert M.Noe)

Xac dinh cac diéu kién tién hanh, nhiém vu, trach

nhiém, quyén han va cc phdm chat, kj nidng can
thiét khi ti€n hanh cong viéc.

K&t qué thé hién trong ban mo ta cong viéc (Job

Description) va ban tiéu chuén cong viéc (Job

Specification)

Lgi ich clia phan tich cong viéc

Tao ra su phdi hgp dong bd gitia cac bd phan trong
doanh nghiép

Giap danh g|a chinh xac yeu cau clia cong viéc bo tri
ding nhan vién cho dang viéc, phuc vu tuyén dung

C6 thé 1a tu lidu can thiét de dinh huéng nghé
nghiép nhén vién, phat trién chuong trinh dao tao va
hé thong danh gia thanh tich

Gilip xac lap cAu trc luong, thudng cong bang, kip
thoi, chinh xac

Dy doan tinh chat cong viéc tuong lai, 1am ca sd dé
ti€n hanh cai o, thay ddi co ciu t6 chu’c tinh gian
bién ché...

3.2. Noi dung, trinh tu thuc hién

Bude 1:
Xac dinh muc dich
clia PTCV, tir do
xac dinh cac hinh
thiic thu thap thong
tin hgp 1y nhat

Bugc 2
Nghién cliu thﬂﬁng tin
co ban co sdn (so

dd td chic, cac vin
ban,quy trinh cong
nghé..

Buide 3:

Chon lya cac phan
viéc ddc trung,
c4c diém then chot
dé thuc hién
PTCV

Budc 6
Xay duyng ban md ta
cdng vigc va ban

) Buidc 5
Kiém tra, xac minh
tinh chinh xac cla

tiéu chudn cong viéc
cho tiing loai céng
viéc cu thé

thdng tin théng qua
nhan vién hodc
lanh dao

Budc 4:
Ap dung céc phuong
phap khac nhau dé
thu thap thém céc
théng tin méi
phuc vu PTCV




3.3. Thu thap thong tin
trong phan tich cong viéc

Nhiing théng tin can thu thap:

CAu triic va cac quan hé trong doanh nghiép
Cac diéu kién lam viéc

Cac hoat dong thuc t& clia nhan vién

Y&u ciu nhan su

Cac loai may moc, thiét bi kj thudt nai lam viéc
Céc tiéu chudn mAau trong thuc hién cong viéc

NGUON CON NGUO

= Nha phan tich
cong viéc

= Nhén vién thuc
hién cbng viéc

= Giam sat vién

= Cac chuyén gia
vé cong viéc

Ngudn thdng tin thu thap

NGUON KHAC

Cac bénqm() ta cong vigc va
tiéu chuan cong viéc c6 san
HO sd bao tri thigt bi

K& hoach thiét b

Sa do thiét k& nai lam viéc
Phim, hinh anh v& nhan vién
dang lam viéc

Cac tai liéu dao tao hang nam
Céac an phadm phd bién..

3.4. Noi dung chinh clia ban mo ta
cong viéc va ban tiéu chuan cong viéc

Ban md ta cong viéc (job description): Liét k& cac
nhiém vy, chiic nang, cdc mdi quan hé trong cong
viéc, diéu kién 1am viéc, yéu cdu kiém tra, giam
sat..

Ban tidu chudn cong viéc (job specification): Nhiing
yéu cau vé ndng Iuc ca nhan nhu trinh do hoc van,
kinh nghiém cong tac, kha nang gidi quyét van de,
kj ning, ddc diém ca nhan thich hop cho cong
viéc

Chuang 4

QUA TRINH TUYEN DUNG

4.1. Kt]éi niéqm, cac
nguon tuyén dung
4.2. Npi dung qua trinh
tuyén dung

4.3. Trdc nghiém

4.4. Phong van

4.5. banh gia higu qua
tuyén dung




4.1. Khéi niém, cac ngudn tuyén dung

Tuyén dung 12 tim mdt ngudi phii hgp dé giao phd
mot chiic vu hay mot vi tri dang trong.

Dua trén nhu cau nhan Iyc va ngudn cung Ung
Tuy&n dung tam thoi

* Gig phu trgi (overtime)

* Hgp dong gia cong (subcontracting)

* Thué tuyén tam thdi (temporary employees)
Tuyén dung chinh thiic tir cac ngudn: Noi bd (dé
bat, thuy&n chuyén), b&n ngoai (tuyén dung mai)

Cac hinh thic thu hat Gng vién
Thong qua quang cao
Théng qua van phong dich vu lao dong
Tuyén sinh vién t6t nghiép tif cac trudng dai hoc, cao
dang
Cac hinh thic khac

4.2. Noi dung qua trinh tuy&n dung

Chudn bi tuyén dung ‘

|

| Thu nhan, nghién citu h so
| Phéng vlé'n 50 bd
| Kiém tra, tlréc nghiém
| Phénglvé'n sdu
|

|

|

|

|
|
|
|
l
|
|
|
|

Xac minh, suu tra

l

Kiém tra stic khoe
!
Ra quyét dinh tuyén dung

BG tri cong viéc

Chuén bij cho cdng tac tuyén dung

Di&n giai chic danh cong viéc can tuyén dung
thong qua ban mo ta céng viéc

Dé ra cac tiéu chudn tuyén dung

Thong bao tuyén dung qua céc phuong tign
truyén thdng dai ching

Chudn bj phang &c, nhan su phu trach b phan
tuyén dung, cac tha tuc lua chon (ing vién




Thu nhan, nghién ciiu hd so

= Thudng bao gdm don xin tuy&n dung; 1y lich
(CV); gidy chiing nhan stc khoe, cac gidy chiing
nhan trinh do chuyén mon, nghiép vu ky thuat

= Nham nam thdng tin chd y&u vé (ing vién nhu
hoc van, kinh nghiém, quéa trinh cong tac; kha
ning tri thiic; mic do 1anh nghé; tinh cam,
nguyén vong...

= Pay I3 vong so tuyén nhdm loai b6t nhitng (ing
vién hoan todn khdng dép Ging cac tiéu chudn
cdng viéc, gilp gidm b6t chi phi tuyén dung

Ra quyét dinh tuy&n dung

= Quy&t dinh tuyen dung c6 thé dua trén y kién
danh gia cla thanh vién hoi dong tuyen dung
hodc (va) thong ké tong so diém kiém tra, tric
ngh|em phdng van, ngudi g|d| thiéu...

= (6 thé dua ra d|eu Kién tuyen VGi cac Ung vién
dap Ung tiéu chuan tuyen dung truGc khi ra
quyet d|nh tuyén dung dé giam céc trudng hop
bo viéc clia nhan vién méi

= Can g|up nhan vién mdi nhanh chong thich ngh|
va tin tubng, thodi méi vGi moi trudng lam viéc
méi. T chdc gi6i thidu, huéng dan, thong tin

4.3. Trac nghiém

= Pugc ap dung trong tuyén chon nhan vién dau
tién 6 My ndm 1918

= L4 cach thiic thu thap mau tiéu chudn hoa cla
hanh vi; dudc chudn hoa vé nodi dung, diém so
va cach thic kiém soat

= Cho phép danh gid nhiu van dé khac nhau nhu
tri thiic, su khéo léo, cd tinh.. bing dinh lugng,
gilip so sénh d& dang mot ngudi Vi tiéu chudn
mau hodc vGi nhitng ngudi khac trong qué trinh
tuyén chon

Cac loai trac nghiém
Trac nghiém tri thdng minh
Tréc nghiém kién thdc tong quat va dic thu
Trac nghiém vé tam Iy
Trdc nghiém vé c4 tinh
Trac nghiém hung nghiép:




4.4. Phong van

La phuong phép tuyén dung lau doi va phd bién

La nhiing cuc tiép xlc gita hai bén thong qua

trao doi dé dat tGi su hi€u biét 1an nhau.

Muc tiéu:

= Pt)c“n'i kifm nhiing df liéu dugc (ng vién cung
cap

= Xem xét (ing vién thyc su ¢ di kién thic va
ki nang doi vGi cong viéc hay khong

= Panh gia truc ti€p sdc dién b&n ngoai, voc
dang, cach an noi, thai do, tng XU, kha ndng
hoa dong, mic do dang tin cay, mic do thich
nghi v6i hoan canh

Cac hinh thiic phdng van

Phong van truc tiép

Phong van theo mau

Phong van tinh hudng

Cac hinh thiic phdng van khac (phdng van nhom,
phdng van lién tuc, phéng van cdng thdng..)

4.5. Danh gia hiéu qué tuyén dung

Chi phi cho hoat dong tuyén dung
So lugng va chat lugng céc hd so
Xin tuyén

Hé §6 giﬁa,s6 lugng nhan vién méi
tuyén va so dugdc yéu ciu tuyén
Sﬁ'rlu’ong ing vién chip nhin va tu
chdi cong viéc

K8t qua thuc hién cong viéc clia
nhan vién mai

S6 lugng nhan vién mdi bo viéc

Ch,L/dng 9.
PINH HUONG VA

PHAT TRIEN NGHE NGHIEP

5.1. Iyluc diqh nghién ciu dinh huéng va phat
trién nghé nghiép

5.2. C4c giai doan phat trién nghé nghiép

5.3. Binh huéng nghé nghiép ca nhan

5.4. Anh hubng clia moi trudng dén phat trign
nghé nghiép

5.5. Ndng Iuc nghé nghiép ca nhan

5.6. Vai tro clia doanh nghiép




9.1. Muc dich nghién ctiu dinh
hu6ng va phat trién nghé nghiép

= Sy thanh cong trong dinh hudng va phat trién
nghé nghiép thé hién thong qua su thda man
clia mdi ca nhan doi v6i cac muc tiéu nghé
nghiép, dong thoi tao ra sy dong gop tot nhat
cho 16 chiic, doanh nghiép.

= Nghién clu dinh hung va phat trién nghé
nghiép gilp moi ngudi phat hién ra cac kha
nang nghé nghiép, dua ra quyét dinh chon lya
nghé nghiép ding din va co k& hoach chi tigu
cho dao tao chinh xac, tiét kiem.

Poi véi doanh nghiép

= Tuy&n nhan vién c6 khd ndng va ning khigu phu
hgp vGi cOng viéc

= Khuy&n khich nhan vién trung thanh, tan tuy véi
doanh nghiép, giam ty 1& nghi viéc

= POng vién nhan vién thuc hién cong viéc tot hon

= Khai thac va gilp nhan vién phét trién céc kha
nang tiém tang cla ho, thong qua viéc cho ho
thdy 16 kha ning thing ti€n va co hdi nghé
nghiép.

5.2. C4c giai doan phat trién nghé nghiép

GIAI POAN KHAM PHA
GIAI POAN THAM DO
GIAl DOAN THIET LAP
GIAl POAN DUY TRI
GIAI POAN SUY TAN

5.3. Dinh hudng nghé nghiép ca nhan

Nghién ciu,
Thyc tién kham pha
C4 truyén, Nghé
théng thut
thuting
Kinh doanh Xa hdi

(Theo J. Holland)




5.4. Anh hutng clia mdi trudng
dé&n phat trién nghé nghiép

Ba nhom xé'u t6 anh hung manh dén qua trinh
phat trién nghé nghiép:

= Gia dinh

= Moi trudng kinh doanh

» X3 hoi

5.5. Ndng lic nghé nghiép ca nhan

Kh& nang ca nhan thé hign thong qua su k&t hop:

= Ning khiéu: Gilr vai trd quan trong trong Iua
chon nghé nghiép vi thudng 10i kéo su say mé
hoat dong va gillp dé dat k&t qua xuat sic (su
khéo Iéo tay chan, kha ning giao tiép, tri nhé
sdc sdo..)

= Kha ndng nghé nghiép: Thong qua hoc hoi va
tich Iy kinh nghiém thuc tién (khi 1am viéc v6i
con ngudi, vGi so liéu, vai cac loai vat dung hoic
trang thiét bi...)

5.6. Vai tro cla doanh nghiép

Thuc hién cac cudc hoi thao hoic cd van vé nghé
nghiép

Thiét 1ap cac muc tiéu nghé nghiép clia doanh
nghiép, cung cap thong tin vé cac cd hdi nghé
nghiép trong kinh doanh

P4t ra cac yéu cdu, tieu chudn cao, tao cd hdi cho
nhan vién lam viéc doc lap, sang tao

Cung cap théng tin phan hdi cho nhan vién biét vé
ndng luc thuc hién cong viéc va kha nang phat
trien nghé nghiép cta ho

Luan phién thay ddi cong viéc, md rong pham vi
lam viéc, tao ¢d hdi cho nhan vién thé hign dugc
nhiéu k§ nang khac nhau

] ] (;hL/o’ngA6:
PAO TAO VA PHAT TRIEN

6.1. Tong quan vé dao tao va
phat trién

6.2. Cac nguyén tac clia dao tao
va phat trién ngudn nhan luc

6.3. Xac dinh nhu cau dao tao

6.4. Thyc hién qua trinh dao tao

6.5. Banh gia hiéu qua dao tao




6.1. Tong quan v& dao tao va phat trién

Khai niém

= P30 tao va phat trién cho phép con nguoi tiép

thu cac ki€n thc, ky nang mai, thay ddi quan
diém, hanh vi va nang cao kha ndng thuc hién
cOng Vviéc.

Cherrington David. Gido duc mang tinh chat
chung, cung cap kién thic chung, dao tao lién
quan dén cac kién thic, ky nang dac bigt nham
thuc hién nhiing cong viéc cu thé; con phét
trién I|en quan den viéc nang cao kha nang tri
tué va cdm xic can thiét dé thuc hién cong viéc
t6t hon.

Cac tac dung ddi v6i to chiic

Gilp nhan vién thyc hién cﬁgg viéc t6t hon, ap
dung thanh cdng cac thay doi cong nghé, ki
thudt; gitp nhan vién mgi thich (ng nhanh
Giam tai nan lao dong, giam chi phi gidm séat
Nang cao tinh 6n dinh va ning dong clia t6
chiic, tranh tinh trang quan ly 16i thoi

Chu4n bi doi ngli nha quan ly, chuy&n mon k&
can

Thda man nhu cdu phat trién cho nhan vién

Phan loai cac hinh thic dao tao

Theo dinh hudng ndi dung dao tao
Theo ndi dung dao tao

Theo cdch thic td chiic

Theo dia diém dao tao

Theo déi tugng hoc vién

6.2. Cac nguyén tic cla dao tao
va phat trién ngudn nhan luc

Con ngudi hodn todn c6 nang luc phét trién

M6i ngudi déu co gid tri riéng va déu co kha
nang dong gop sang kién

Lai ich clia ngudi lao dong va nhiing muc tiéu
cla t6 chiic ¢ thé k&t hgp véi nhau

Dao tao phai dugc thigt k& dé thich Gng v6i co
c&u va chién lugc clia to chlic va phai nhdm
gitp ich cho vigc thyc hién muyc tiéu clia td chic
Pao tao va phét trién 1a mdt tign trinh lién tuc




CHU TRINH DAO TAO

GIAI DOAN XAC GIAI DOAN GIAI DOAN PANH
PINH NHU CAU pAO TAQ GIA HIEU QUA
|
l
| . |
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6.3. Xac dinh nhu cau dao tao

= La xac dinh khi nao, 6 b phan nao cin phai
dao tao, dao tao ky nang nao, cho loai nhan
vién nao, bao nhiéu nguoi.
= Nham:
= Nhan biét nhiing nhu ciu dao tao thich hgp
chua dugc dap ng
= Loai trir nhiing chuong trinh dao tao khong
thich hgp (lang phi, gdy nén thai do tiéu cuc
6 nguoi dugc dao tao...)
= Xac dinh muc tiéu dao tao cho cac chuong
trinh dugc vach ra

6.4. Thuc hién qua trinh dao tao
= Ty t0 chiic hay thué cong ty hudn luyén, lign két
dao tao vGi cac truding dai hoc, vién nghién ciu
= Xay dung chuong trinh dao tao
= Chi phi dao tao bao gom:
= Chi phi phai trd cho ngudi lao dong trong quéa
trinh hoc tap
= Gia tri san lugng bi gidm do nhan vién hoc tip
= Thui lao cho b phén quan ly, giang day, gitp
viec
= Cac chi phi vat chat nhu nai dao tao

NOi dung dao tao

= D30 tao lic mai bat ddu nhan viéc
= Pao tao trong lic dang lam viéc
= Pao tao cho cong viéc tuong lai




Pao tao tai nai lam viéc

= Kém cdp, huéng dan tai chd
= Luan phién thay ddi cong viéc

Pao tao ngoai nai lam viéc

Phuong phap nghién ciiu tinh hudng
Phudng phap nhap vai

Trd chai quan tri

Phuong phép hudn luyén theo md
hinh mau

Phuong phap hoi thao

Chuong trinh dinh hu6ng ngoai troi

6.5. Danh gia hiéu qua dao tao

Hiéu qua chuong trinh dao tao
thuGng dugc danh gia qua hai
giai doan:

= Giai doan 1: Hoc vién ti€p thu,
hoc hoi dugc gi sau khoa dao
tao? (dé thuc hién)

= Giai doan 2: Hoc vién ap dung
nhitng gi da hoc vao thuc t& nhu
thé nao? (phtic tap va doi hoi
thai gian)

] o Cﬁu’dngj:
PANH GIA NANG LUC NHAN VIEN

7.1. Muc dich

7.2. NOi dung, trinh ty thuc hién

7.3. Cac phuong phap danh gia

7.4. Trao doi v6i nhan vién vé két
qua danh gia

7.5. Nang cao hiéu qua cong tac
danh gia




7.1. Muc dich

Phan hoi cho nhan vién bigt mic do thuc hign
cong viéc clia ho so v6i cac tieu chuan mau va
S0 VGi nhan vién khac.

Giap nhan vién diéu chinh, sifa chifa cac sai 1am
trong qua trinh lam viéc

Pong vién nhan vién thong qua viéc ghi nhan
thanh tich

Cung cap thong tin 1am co sG dao tao, tra ludng,
khen thudng, thuyén chuyén, tai cdu tric..

Ca hoi thdo ludn cdc muc tiéu va k& hoach nghé
nghiép dai han cla nhan vién

7.2. NOi dung, trinh tu thuc hién

Xac dinh cac Lya chon phuong | |Hudn luyén nhiing
yéu cau cd ban —{ phap danh gid |— nguGi lam cong
can danh gia thich hgp tac danh gia

Trao doi voi nhdn Thyc hién Trao déi vai
vién vé két qua, . o A a A
e ~— danh gia theo | nhén vién vé
xdc dinh tieu chudn mau | ni dung danh gid
muc tiéu mai . g g

7.3. Cac phuong phap danh gia

Phudng phép bang diém

Phuong phap x&p hang ludn phién
Phuong phap so sanh cap

Phudng phap luu gitf

Phudng phap quan sat hanh vi
Phuong phap quan tri theo muc
tiéu

Phuang phap dinh lugng

7.4. Trao doi v6i nhan vién
vé két qua danh gia

Ba hinh thiic trao d6i:

= Thoa man- thang tién

= Thoa man- khong thang tién
= Khong thda man- thay déi




7.5. Nang cao hiéu qua cong tac danh gid

Cac nguyén tac cd ban:

Tiéu chudn danh gia rd rang, cu thé,
hgp ly va co thé do lung dugc.
Phuong thic, quy trinh dénh gid phai
don gian, dugc phd bién cong khai, cu
thé

Ngudi thuc hién dénh gia phai cong
bang, khach quan, trung thuc

o ChL/dnAg 8
TRA CONG LAO BONG

8.1. Khai ni¢m tién luong

8.2. Ca cdu thu nhap

8.3. Muc tiéu clia hé thong tién ludng

8.4. Tién ludng trong cac thi trudng lao dong
8.5. Cac hinh thiic tra luong

8.6. Cac y8u t6 anh hutng dén tra ludng

8.7. Noi dung, trinh tu xay dung bang luong
tong quat trong doanh nghiép

8.1. Khai niém tién ludng

Khai niém va cd ciu tién luong rat da dang 6
cac nudc.

ILO:Tién luong 1a su trd cong hay thu nhap, co
thé biéu hién bang tién, dugc &n dinh bang thoa
thudn gilfa ngudi st dung lao dong va ngudi lao
dong hoic bang phap luat, do ngudi si dung lao
dong tra cho nguti lao dong theo modt hgp dong
lao dong bdng van ban hay bing miéng, cho
mot cong viéc hay nhiing dich vu da thuc hién
hay s& phai thuc hién.

Miic Iuong t6i thiéu

= La quy dinh quan trong cla phap luat lao dong

nhdm bao v& quyén va Igi ich clia ngudi lao
dong, nhiing ngudi sii dung lao dong bat budc
phai ap dung

ILO: B4o dam nhu cu t6i thiéu vé& sinh hoc va
xa hdi hoc clia ngudi lao dong va gia dinh, c6
cha y cac mic luong trong nudc, gia sinh hoat,
cac khoan trg cdp xa hoi, mlic séng so sanh cla
cac nhdm xa hdi, nhiing nhan to kinh t&, nang
suat lao dong...




Tién luong danh nghia va tién luong thyc t€

= Tién luong danh ngha: Tién luong trd cho ngudi
lao dong duGi hinh thic tién té

= Tién ligng thuc € S6 lugng hang hoa tiéu dung
va dich vu ma nguoi lao dong c6 dugc thdng qua
tién luang danh nghia. Phu thudc:
= Tién luong danh nghia
= Chi s0 gia ca hang hoa va dich vu (CPI)

= Thu nhdp ngudi lao dong tang khi chi so tién
luong danh nghia tdng nhanh han chi s6 hang
hoa tiéu dung va dich vu

8.2. Ca ciu thu nhap
4.{ Ludng cd ban ‘
H Phu c4p \
Thu lao 2
vat chat 4" Thuong ‘
Co ci ] Phic loi |
hé thong|
tra ludng 1
—{ Cohoi thang tin |
Thu lao
ohi _! Cong viéc thi vj ‘
vat chat 4{ Piéu kign 1am viéc ‘

8.3. Muc tiéu clia hé thong tién luong

Thu hat nhan vién

Duy tri nhiing nhan vién gioi

Kich thich, dong vién nhan vién
Pap (ing cac yéu cau cla ludt phap

8.4. Tién luong trong cac thj trudng lao dong

= DOi v6i cong nhan va nhan vién vin phong
= DOi v6i can bo chuyén mon, ki thudt
= Pi v6i cac cap quan tri

”,




8.5. C4c hinh thic tra luong 8.6. Cac yéu to anh hucng dén tra lucng
= Trd luong theo thdi gian Yeu t0 tu bén ngoai
= Tra luong theo nhan vién

= Trd luong theo két qua thuc hién
cong viée

Thi trutng lao dong

Céc t6 chiic cong doan

Su khac biét vé tra luong theo viing dia Iy
Cac quy dinh va luat phap ctia chinh phi
Cac mong dgi xa hoéi, phong tuc, tdp quan

e B Yéu td thudc vé cd nhan va cong viéc
Yéu t0 thudc vé to chic, doanh nghiép

Ky nang

Mic d6 trach nhiém
Mdc do co gang
Diéu kién 1am viéc

Nganh va linh vic hoat dong clia doanh nghiép
Quy md va trinh d6 trang bi ky thuat

Loi nhudn va kha nédng trd luong

Quan diém, trigt Iy kinh doanh, chinh séch clia
doanh nghiép

Doanh nghiép c6 t6 chiic cong doan hay khong?
Tam quan trong clia cdng viéc ddi v6i doanh
nghiép




8.7. Noi dung, trinh tu xay dung bang
liong tng quét trong doanh nghiép

Nghién cliu tién luong trén thi
trudng d6i v6i nhitng cong viéc chudn

L Xéc dinh gia tri cong viac

Q:) Nhém céac cdng viéc tuong tu
vao mdt ngach luong

N Pinh gia mdi ngach luong

L Phét trién cdc muic ludng

Tam biét va
chlic anh, chi may man




