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LO1 CAM ON

Trong hoc tap ciing nhu trong cudc séng, dang sau bat cte mot két qua nao

ngoai si no lic clia chinh ban than cling ¢ nhitng sw ho tro, gitp dd. Trong s
_ qua trinh duwoc thuc tap, tim hiéu, hoan thanh khéa luan nay, toi da nha
* nhiéu suw gitp dé tir nhiéu phia.
Trwéc hét toi xin gri 16i cam on dén Ban giam hiéu nha trvong Da té
Hué, dac biét la cac thay cb trong khoa Quan tri kinh doanh, nhétng ngugi da tan
tinh day do, truyén dat cho t6i nhitng kién thirc cin ban la ang cho qua
21 trinh nghién cru khoéa luan nay, dong thoi cling l1a hanh trang dé toi budc

vao doi mot cach virng chéc va tw tin nhaét.
Chan thanh cdm on thay Bui Van Chiém da t4 hténg dan va truyén

dat cho ti nhitng kién thirc cling nhw nhirng k§ nang can thiét dé thwc hién tét
cong viéc thuc té trong qua trinh thwc tap tai ¢o s¢ thuc tap, Khach san Muong
_ Thanh Holiday H6i An.
fa T6i cling xin chan thanh cdm on anh ng\;n iap-Giam déc Khach san Muong

. Thanh Holiday Hoi An da tao diéu dién'dé téi cd co hoi dwoc thuc tap tai noi day.
Cam on chi Nguyén Thi Mo-Trwéng(bd phan Nhan sw, chi Nguyén Thi Hong-Nhan

déng*gop nhirng y kién bo ich dé téi hoan thanh

minh vai két qua nhu mong doii.

i co s& thuc tap, Khach san Muong

Ot cac cong viéc dwoc giao trong qua

vién nhan sy da ho tro, gidp ¢
tap cling nhu bai fam cua
cac anh chi
ap t0i thuc hi

t6i d4 c6 gang nd lwc hét minh dé gié
g do kién thirc con han hep nén t6i khong *
g cach hiéu, cach trinh bay. T6i rat mong
Jop y kién clia quy thay co gido dé bai khéa
qua tot hon.

va muc dich dat ra
oc cac thiéu sot

thé nao tra

nhan ¢ , dd, bo sung, doé
lua i woc hoan thién va da

\6@ an thanh cam on!

Sinh vién

Lé Thi Thuy Trang
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DANH MUC VIET TAT

Ki hiéu viét tat Tén day du

SPSS Statistical Package for the Social Sciences
HS Ho so

KPI Key Performance Indicator
TBP Trudng bd phan

BP BO phén

CNTT Co6ng nghé thong tin
TTGT Thé thao gidi tri

SL S6 lwvong

TL Ti lé

TBVH Trinh d6 van hoa

QC Quang cao

TN THPT Tot nghiép Trung hoc pho théng
PH Pai‘hoc

Cb Cao ang

TC Trung cap

LDTT Lao dong truc tiép

LDGT Lao dong gian tiép

LD Lao dong

TD Tuyén dung

VT Pon vi tinh

BGD Ban Giam déc

CS Chi s0 tuyén dung
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PHAN I. DAT VAN BE
1.1 Li do chon dé tai

Céc doanh nghiép déu can nhan tai dé tao dong lwc va cdm hing cho su phat
trién bén virng. Vi vay “Chiéu hién dai si” chra bao gio 1a mot dé tai xva cii, dactbiét
trong nén kinh té thi trwdng day bién déng, canh tranh ngay cang gay gat nay . Phai
dva vao nhitng nguyén tac nao dé dé ra cac quyét dinh chiéu hién nham tuyén dung
daing nguai té chirc can?. DE tra 1oi cho cau hai trén cac td chirc doanhenghiépikhong
thé khong nght dén mot quy trinh tuyén dung wu viét nhat dé cé thé thu hdt va tuyén
dung dugc nhitng nhan vién wu tl cho t6 chirc, doanh nghiép clawminh’

Vaén dé bo tri mot nhan vién ding vi tri, nang lwc phi hap, hay=tuyén chon duoc
mot nguoi lao dong cé trinh d6 chuyén mon, c6 tay nghé, trung thanh véi doanh
nghiép va gan b6 vai cong ty 1a mot van dé quan trong,ma doanh nghiép can duoc
quan tam. Vi vay cac doanh nghiép da va dang dan hoan thién quy trinh tuyén dung
nham dat dwoc muc tiéu trén.

Thuc t€ quy trinh tuyén dung nhan sy ¢ y nghia rat Ién doi véi chat lwgng lao
dong cua cac bd phan cla cong ty sau'nay. Thuwc hién tot quy trinh tuyén dung nhan su
sé giam bat thoi gian, chi phi tuyén dung nhan sy sau nay, la diéu kién dau tién dé
nang cao chat lvong, kha nanghoa nhap, ddm bao cho ddi ngti nhan sy 0n dinh. Vi vay
quy trinh tuyén dungsnhan su rat quan trong va cé y nghta rét 16n d6i vai sy thanh bai
cla cong ty.

Trong thei gian tim hiéu thuc té tai Khach san Muong Thanh Holiday Hi An toi
nhan.thdy trié¢ctac dong manh mé clia nén kinh té thi trwong day bién dong cung voi
st phattriénsnhanh chdng cuia khoa hoc cong nghé, Khach san Muwong Thanh Holiday
HORMANIYON ludn phai doi méi cach quan ly dé nang cao chét lvgng dich vu, cung voi
do Tap doan khéng nglrng mé réng quy mé hoat dong trén dia ban ca nuédc. Vi thé
cong tac tuyén dung nhan lwc pht hop véi cong viéc la vo cling quan trong. Khach san
d4 quan tdm dén cong tac tuyén dung nhan sw nhung van con bdc 16 mot s6 bét cap,
quy trinh tuyén dung nhan sy va cach thirc tuyén dung nhan sy con mot sé ndi dung
chwa hop Iy va khoa hoc dan dén hiéu qua st dung ngudn nhan luc chua dat dugc nhw

sy mong doi.
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Nhan thic dwge tdm quan trong cla cong tac tuyén dung nhan su tai khach san,
VvGi si gilp d& hwdng dan tan tinh cla Gigo vién hudng dan, cing cac can bd trong
Khach san Muong Thanh Holiday HOi An t6i da chon dé tai “Phan tich cong tac
tuyén dung nhan su tai Khach san Muwong Thanh Holiday H6i An-Chi nhanh
Cong ty Co Phan Tap doan Mwong Thanh ” lam dé tai khoa luan cta minh. Dé(tai
nay nham trinh bay nhitng van dé cét 16i trong thuc trang hoat dong tuyén.dung nhan
st &@ Khach san , tir d6 dua ra cac giai phap nang cao hiéu qua tuyén dung nhansuy cla
Khach san Mwong Thanh Holiday Hoi An.
1.2 Muc tiéu nghién ctru
1.2.1 Muc tiéu nghién ctru chung

Trén co s& thuc trang tuyén dung nhan su tai Khach san Mwdng Thanh Holiday
Hoi An, nghién clru huéng dén viéc danh gia hiéu qua ctia cong tac tuyén dung, tir do
dua ra cac giai phap nham nang cao cong tac tuyén dung'tai Khach san Mwong Thanh
Holiday HOi An trong thoi gian dén.
1.2.2 Muc tiéu nghién ctru cu thé

- Hé thdng héa co s ly thuyét va thuc trang vé tinh hinh lao dong Viét Nam hién nay.

- Banh gia thuc trang tuyén dung*nhan sy tai Khach san Muong Thanh Holiday
Hoi An, qua d6 dua ra nhitng bét cap con ton tai trong qua trinh tuyén dung, tim ra mot
sd nguyén nhan co_bamanh ht'ong dén cong tac tuyén dung nhan su tai Khach san
Muwong Thanh Holiday Hai An.

- D& xuatrmét so giai phap hoan thién cong tac tuyén dung nhan su tai Khach san
Muang Thanh Heliday Hoi An trong thoi gian toi.
1.3 bgitwong va pham vi nghién cru
1.3.4 Béirtwrong nghién clru

Cong tac tuyén dung nhan su tai Khach san Muong Thanh Holiday Hoi An.
1.3.2 Pham vi nghién ctru

- Pham vi khong gian: Nghién ctu duoc thuc hién tai Khach san Muwong Thanh
Holiday H61 An

SVTH: Lé Thi Thuy Trang 2
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- Pham vi thoi gian: S6 liéu thir cap dwoc thu thap phuc vu cho nghién ctru cla dé
tai trong giai doan tlr nam 2016- 2018. LAy y kién khao sat tlr nhan vién trong khach
san vao thang 10/20109.

1.4. Phuong phép nghién ctru
1.4.1. Phuong phap thu thap dir liéu

D liéu thr cdp: Cac luan van tai thu vién truong Pai hoc Kinh té€ Hugé, eac giao
trinh chuyén nganh da dwoc hoc, cac tai liéu, so liéu, bdo céo cla phong hanh,chinh
nhan si clia Khach san Muong Thanh Holiday Hoi An dé phan tich thuc trang ngudn
nhan luc tai day, cac luan van, tai liéu vé cong tac tuyén dung nhaniléc trén cac trang
mang.

DU liéu so cap: Thu thap théng tin théng qua viéc stkdung bang héi da duoc thiét
ké san va déi twong diéu tra 1 tAt ca can bd cong nhan vién dang lam viéc tai Khach
san Muong Thanh Holiday Hoi An. Do s6 lvgng hhan vién han ché, tai thoi diém khao
sat c6 téng 137 nhan vién, vi vay tac gia tién hanh.chon mau toan bd. Tuy nhién, trong
qua trinh diéu tra co6 mot sé nhan vién khong,ti€p can dugc va mot sé bang khao sat khdng
hop 1€, do d6 s6 bang hdi thu dugc vé xir ly, phan tich la 120.

1.4.2. Phwong phap xtr ly va phantich so liéu:

Sau khi thu thap xong, cae bang héi, tién hanh ma hoéa dii liéu roi nhap di liéu
vao may. D liéu dwo'cnh@p va chuyén sang cac phan mém tuwong (ng dé x& ly va
phan tich. Bé tai si_dung phwong phap théng ké moé ta, cong cu phan tich la st dung
phan mém Exgel'va SPSS 20

Cach/ma héa dir lieu: Cac thang do duwgc ma hoa theo ding so tht tu cau hoi
trong bang héi, st dung thang do Likert 5 bac:

1 =*Rat khéng dong y ”, 2 = “Khong dong y”, 3 = “Trung lap”, 4 = “Bong y”, 5
= “Rét dong y”.

Thong ké mo ta: tan suat, phan tram, gia tri trung binh véi y nghia cua tirng gia

tri trung binh d6i v6i thang do khoang cach.
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1.5 Két cau dé tai

Pé tai gom 3 phan: phan mé dau, phan ndi dung, phan két luan. Trong dé phan
ndi dung la phan nghién ctru chuyén sau vé cong tac tuyén dung nhan su clia Khach
san Muong Thanh Holiday Hoi An. Phan ndi dung gom:

Chuong I: Téng quan vé cong tac tuyén dung nhan su trong doanh nghiép.

Chuwong 11: Thuc trang cong tac tuyén dung nhan sv tai Khach san sMudng
Thanh Holiday HOi An.

Chuong 111: Mot s6 giai phap nang cao hiéu qua cong tac tuyén dung nhan su tai
Khach san Muwong Thanh Holiday Héi An.
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PHAN 11. NOI DUNG NGHIEN CUU
CHUONG I. TONG QUAN VE CONG TAC TUYEN DUNG NHAN SU TRONG
DOANH NGHIEP.
1.1. M6t s6 khai niém va vai tro tuyén dung nhan su trong doanh nghiép.
1.1.1. Mot sO khai niém co ban vé tuyén dung nhan suv trong doanh nghiép.
1.1.1.1 Nhan luc

“Nhan luc 1a stee lvc con ngudi, ndm trong moi con ngudi va lam-eho_connguoi
hoat dong. Strc lwc do ngay cang phat trién cuing véi s phat trién ctia co théieon nguoi
va dén mot mic do nao do, con nguoi di diéu kién tham gia vae.qué‘trinh lao dong —
con nguoi co stic lao dong”. ( Trich theo Gido trinh Kinh té ngudn nhah lyc truong Dai
Hoc Kinh Té)

Theo PGS. TS Nguyén Ngoc Quan: “Bét ct t6 chirc hao cling duoc tao thanh
bdi cac thanh vién la con ngudi hay ngudn nhan/lwc cia né. Do dd, c6 thé ndi ngudn
nhan lwc clia mot td chirc bao gdm tat ca nhitng nguoi lao ddng lam viéc trong t6 chirc
dd, con nhan lwc dugc hiéu 1a ngudn lvc ctia moi con ngudi ma ngudn luc nay gdbm co
thé lwc va tri luc”.

Tom lai ching ta cé thé hiéusNhan sir hay nhan luc chinh la tat ca cac tiém nang
clia con ngudi trong mot to.chtke, tirc la tat ca cac thanh vién trong doanh nghiép cuing
str dung strc luc, kiénthikc,(khd nang, hanh vi (rng x& va gia tri dao dirc dé thanh 1ap,
duy tri va phat trién td chuc.
1.1.1.2 Tuyén dung

“Tuyén'dung la qua trinh thu hat nhirtng ngudi xin viéc co trinh doé tir luc lwong
lao dongxa hoi va luc lvong lao dong bén trong to chirc, danh gia cac (ing vién theo
nhiéu khia canh khac nhau dwa vao cac yéu cau cla cong viéc dé tim duoc nhiing
nguei phu hop voi cac yéu cau dat ra” — Quan tri nguon nhan luc, PGS.TS. Tran Kim
Dung.

“Tuyén dung la qua trinh tim ki€ém, thu hat ¢ng clr vién tir nhitng ngudn khac
nhau dén tham gia du tuyén vao cac vi tri con tréng trong to chirc va lwa chon trong so

ho nhi*tng nguoi dap (ng t6t yéu cau cong viéc dat ra. Qua trinh tuyén dung nhan vién
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bao gdm hai qua trinh, d6 la qua trinh tuyén md va qua trinh tuyén chon” — Quan tri
nhan luc, PGS.TS. Nguyén Tai Phlc — Thac si. Bui Van Chiém.

Tl nhitng khai niém trén ta c6 thé rat ra khai niém tong quéat vé tuyén dung
ngudn nhan luc nhu sau:

Tuyén dung nhan luc la qua trinh tim kiém, thu hit, lwa chon, danh gia cac ing
vién theo nhiéu khia canh khac nhau dé tim dwoc ngui pht hop bo sung luc lvgnglao
déng can thiét nham dap (ng duoc yéu cau st dung lao dong ciia td chire.
1.1.1.3 Tuyén mo

“Tuyén m0 la qua trinh thu hat nhitng nguoi xin viéc co trink do‘tlrluc lvong lao
dong xa hoi va luc lvong lao dong bén trong té chirc. Moi to.chirc phéi co day du kha
nang dé thu hat di s8 lvong va chét luong lao dong dé.nham dat dwoc cac muc tiéu
clia minh”— Quan tri nhan lyc, PGS.TS. Nguyén Tai Rhie,— Thac si. Bui Van Chiém.

Qua trinh tuyén md anh hudng rat Ién dén hiéu qua cla qua trinh tuyén chon.
Thuc té cho thay c6 nhiéu nguoi lao dong cé trinhudd cao nhung ho khong duoc tuyén
chon vi ho khong duwgc biét cac théng tin'tuyén md hodc ho khong cé co hd nop don
Xin viéc.
1.1.1.4 Tuyén chon

“Tuyén chon la qua trinhidanh gia céc (ng vién theo nhiéu khia canh khac nhau
dwa vao cac yéu cau.eliancong Viéc, dé tim duoc nhitng nguoi phu hop véi cac yéu cau
dat ra trong sO nhirngdguoi da thu hit dwoc trong qua trinh tuyén mo. Co s& cla tuyén
chon la cac yéu-¢au cla cong viéc da dwgc dé ra theo ban mo t4 cong viéc va ban yéu
cau ddi voi ngudisthire hién cong viéc”— Quan tri nhan lwc, PGS.TS. Nguyén Tai Phuc
— Thae'st. Bui Van Chiém.

Quétrinh tuyén chon phai dap rng duoc cac yéu cau dudi day:

= Tuyén chon phai xuét phat tir ké hoach san xuéat kinh doanh va ké hoach nguon
nhan lyc;

- Tuyén chon duoc nhitng ngudi c6 trinh do chuyén mon can thiét cho cong viéc
dé dat t&i nang suét lao dong cao, hiéu suat cong tac tot;

- Tuyén duoc nhitng nguoi cé ki ludt, trung thure, gan bé voi cong viéc véi to chic.
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1.1.2 Vai tro tuyén dung nhan si trong doanh nghiép
1.1.2.1 B6i v6i nguoi lao dong

Tuyén dung tao duoc viéc lam va thu nhap cho nguoi lao dong gitp ho nudi séng
ban than va gia dinh. Néu cong tac tuyén dung dwoc thuc hién tot thi nguoi lao dong sé
c6 co hdi dwgc lam viéc & nhitng vi tri phi hop voi trinh d6, nang luc, so trvdng ¢ua
ban than.

Tuyén dung hiéu qua sé tao dwoc sy théa mén trong lao dong, tae,dong luc Tam
viéc cho nguoi lao dong va nang cao nang suat lao dong. Tl d6, giup nguoi, lao dong
c6 thé hoan thanh t6t nhiém vu duoc giao, ddm bdo moi hoat dong déd hudng téi muc
tiéu clia to churc.
1.1.2.2 B6i véi doanh nghiép

Viéc tuyén dung cd hiéu qua sé cung cap cho deanhinghiép mot doi ngdi lao dong
lanh nghg, nang dong, sang tao, bo sung ngudn nhan lyc phu hop véi yéu cau hoat
dong kinh doanh ctia doanh nghiép

Tuyén dung tot gitp doanh nghiép thucshién tot cac muc tiéu kinh doanh hiéu
qua nhat, bdi vi tuyén dung tot tirc_laitimira nguoi thwc hién céng viéc cé nang luc,
pham chat dé hoan thanh cbng viéeduoe giao.

Tuyén dung ngudn nhan lic tot gitp doanh nghiép giam ganh nang chi phi kinh
doanh va st dung c-higu qua ngudn ngan sach cla doanh nghiép va hoan thanh t6t ké
hoach kinh doanh dadinh.
1.1.2.3 B6i vGirxa hoi

Viéc tuyénsdung ngudn nhan lyc cla doanh nghiép gép phan viéc thuc hién cac
muc tiétrkinh t€ — xa hdi nhu: nguoi lao dong cé viéc lam, cé thu nhéap, gidam b6t ganh
nang xahdi nhu that nghiép va cac té nan xa hoi.

Tuyén dung ngudn nhan luc ctia doanh nghiép gitp cho viéc st dung nguodn luc
cla xa hdi mot cach hitu ich nhat, hwéng ngui lao ddng dén nhirng hanh vi tot dep, st

dung strc lao dong clia ban than dé lam ra clia cai, giam bot té nan xa hoi.
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1.2 Cac yéu t0 &nh hwdng dén qua trinh tuyén dung nhan sw
1.2.1 Cac yéu td bén trong

Tinh chéat cong viéc hay vi tri can tuyén: gom kinh nghiém, trinh do tay nghé; vi
tri cong viéc c6 hdp dan hay khong: thu nhap, moi truong lam viéc, co hdi thing
tién..., khi nhitng yéu t6 nay dat t6t nhat thi khd nang thu hat ¢ng vién clia doanh
nghiép sé rét cao.

Hinh anh cta t6 chirc hay doanh nghiép: uy tin, danh tién, loai hinh s¢héu, tén
goi, vi mo, nganh nghé kinh doanh. Nguoi lao ddng lubn mong muén duoc lam viéc &
mot cong ty co6 co hoi thang tién, it bi de doa mat viéc lam, cé-khd ndng phat trién
duoc kha nang clia minh. Bay la diéu kién tot dé mot to chirc thu hiit’dwoc nhiéu tng
vién gidi. Néu mot t0 chirc cd uy tin vé chat lvong san_pham thi cling c6 nghia la to
chtrc dang s& hiru nhiéu lao dong gidi va cé kha nang,thu,hdt cac rng clr vién c6 trinh
dod va nang lwc cao va nguoc lai.

Chinh sach ngudn nhan luc clia to chirc: lvang, thwdng, ché do bao hiém xa hoi,
bao hiém y té, bao hiém that nghiép. Néu doanh nghiép trd lvong cao va cé nhiéu hinh
thirc ddi ngd nhan vién thi sé thu hut,dwge nhiéu (ng vién, kich thich lao dong lam
viéc hang say, nhiét tinh, tich cwcisang tao... nhu vay sé mang lai lgi ich cho doanh
nghiép cao hon. Nguodn chi phi.tuyén dung sé quyét dinh dén chién lvgc tuyén dung
clia doanh nghiép nhw'€ée chi phi quang céo, thi tuyén...

Tinh 6n dinh cida cong viéc: it rdi ro, dia diém lam viéc thuan loi. Ung vién ludn
muon lam viéctrong mot mai treong ¢ tinh on dinh cao, kha nang sa thai thap, tir d6 ¢
thé chuyén/tam lam viéc, phat trién ban than, nang cao hiéu suéat lao dong.

C4c giai doan phat trién cla to chirc, doanh nghiép: trong giai doan tang truéng
néuntuyén’dung sé thu hat nhiéu (ng vién hon, giai doan suy thoai doanh nghiép it
quan-tam dén tuyén dung nén kha nang thu hat bi han ché.

Thong bao tuyén dung: quang cao trén béao, dai, truyén hinh, cac trung tam gidi
thiéu viéc lam, niém yét trwéc cong co quan, doanh nghiép.

1.2.2 Cac yéu t6 bén ngoai
Ti 1é that nghiép: ti & that nghiép cta nhirng ngudi lam cung cong viéc hay cung

vi tri, nganh nghé ma td chirc dang tuyén. NEu ti Ié that nghiép cao thi t6 chirc ¢ thuan
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loi thu hat dwgc nhiéu (ng vién hon va nguoc lai to chirc sé bi han ché do khan hiém
lao dong & mot s6 nganh nghé trén thi trudng.

Ddi thi canh tranh: Nha quan tri ngudén nhan lyc can phai quan tam dén hoat
dong tuyén chon clia doi thi canh tranh dé biét dau la di€ém manh va diém yéu cia to
chitc minh so vai ho, tir d6 lam co s& dé to chirc xay dung quy trinh tuyén dung hiéu
qua hon.

Kha nang san sang co clia ngudn luyc theo mua ( sinh vién vira t6t nghiép):

1.3. M0t s6 tiéu chi khi tuyén dung nhan sw

Nén kinh t€ v&i sir phat trién manh mé cla cac doanh nghiépetteihan doi hdi mot
ngudn nhan suv chat luong cao. Nang luc lam viéc dugc cac doanh nghiép coi trong so
1 thay cho yéu t6 bang cép.

- Ky luat ban than: Tinh ky luat ban than cta Gkng vién duoc doanh nghiép danh
gia thong qua nhirng théi quen t6t trong congeviéc va trong cudc séng nhu: ding gio,
tén trong quy dinh, nguyén tac, lam viéc c6 ké hoach, tuan thd theo ding ké hoach va
ludn ludn tép trung vao cong Vviéc.

- K§ nang mém va kha nang hoa, nhap: Banh gia k§ nang nay, doanh nghiép sé
“s0i” & rng vién kha nang (rng X, giao'ti€p, thai dd va cach nhin nhan ctia rng vién vé
cac mdi quan hé, giao tiép.trong cong viéc. Dac biét la tam thé lay s phat trién cla
doanh nghiép lam treng«thi‘m@i vi muc dich chung ma diéu chinh thai do, ('ng xtr phu
hop dé mang lai hiéu‘quéa cao nhit. Didu nay la khong dé va khong thé mot som mot
chiéu khi sinhwvién mai ra truong van con quen vai 18i tng x& b6 ba c6 phan tré con,
bGc.ddng, ng vién can nod luc rén luyén ban than dé co6 moét hanh trang virng vang vé
kién thtre, tinh than, tinh ky luat va sén sang lam viéc ngay nhu: di 1am thém, hoc viéc
tai doanh-nghiép

- Kinh nghiém: Kinh nghiém va nhirng k¥ nang, thanh tich va cac khoa tap huan
la nhitng yéu td quan trong dé thuyét phuc nha tuyén dung. Phong céch va thai do thé
hién cua ban cling quan trong nhwng kinh nghiém ludn ding & vi tri s6 mét, do dé hay
trinh bay trung thwc nhitng kinh nghiém c6 lién quan dén cong viéc trwéc day cla ban.

- Hoc van: Thoéng thuong, trinh d6 hoc van cla ban sé phu hop véi nhitng k¥

nang da duoc qui dinh cho cbng viéc.
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- Thé hién ban san sang hoc hdi: Khiém t6n 1a mét dic tinh t6t trong vn hoa tng i
ngay nay. Du ching ta c6 hoc giéi dén dau, co nhiéu kinh nghiém nhw thé nao thi cling
phai thé hién s khiém t6n truéc mot nha tuyén dung day dan kinh nghiém.

- Pao dirc nghé nghiép: that tha vé viéc chiing ta sé lam thé nao dé hoan thanh
cdng viéc. Birng nght rang sé "qua méat" dwoc nha tuyén dung, chi cin quan satVva
nghe céach tra 1&i phdng van, ho sé biét dwgc thai dd6 nghé nghiép cling nhv dao ‘dire
trong kinh doanh cua trng vién.

1.4 NOi dung cong tac tuyén dung nhan su trong doanh nghiép
1.4.1 Chuan bi tuyén dung nhéan s
1.4.1.1 Xac dinh nhu cau tuyén dung

Xéc dinh nhu cau tuyén dung nham xéc dinh ding nhu'cauahan luc truéc mat va
lau dai cho doanh nghiép. Nha quan tri can biét rd vang can'tuyén bao nhiéu nhan sy?
O vi tri ndo? Va yéu cau vé trinh do chuy&n mdn cla nhan sy do ra sao? Can clr vao
nhu cau san xudt kinh doanh, dinh hwéng phat'trien cta doanh nghiép dé co6 thé xac
dinh nhu cau tuyén dung mot cach chinh xac'nhat.

Budc nay duoc thwe hién bang qda trinkrphan tich cong viéc, phan tich cong viéc
la qua trinh thu thap cac tv liéu,danh gid mot cach cé hé théng cac thdng tin quan
trong co lién quan téi cac cong viee cu thé trong té chirc nham lam rd ban chét cla
tlrng cong Vviéc.

Két quéa clia Xac dinh nhu cau tuyén dung dugc thé hién bang hai tai liéu quan
trong phuc vu cho tuyén.dung clia doanh nghiép dé la: ban mo ta cong viéc va ban tiéu
chuan cong viéc.

Ban'md t& cong viéc: la mot tai liéu cung cap thong tin lién quan dén cac cong
tac cu thé) cac nhiém vu va trach nhiém clia cong viéc. Ban mo ta cong viéc bao gom
eac ndi dung chinh nhu : tén cong viéc, ma so6, cdp bac cong viéc, chirc nang, trach
nhiém trong cong viéc, quyén han ctia nguoi thic hién cong viéc, diéu kién lam viéc...

Ban tiéu chuan cong viéc : la ban trinh bay & cac diéu kién tiéu chuan t6i thiéu co
thé chap nhan dwgc ma mot nguoi can phai cé dé hoan thanh mot cong viéc nhat dinh
nao do. Ban tiéu chuan cong viéc liét ké tat ca nhitng yéu cau chd yéu ddi véi nhan
vién thuc hién céng viéc nhu : trinh dd van hda, chuyén mon, trinh dé ngoai ngit, kinh
nghiém, tudi tac, strc khoe, tinh cach, tham vong...
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1.4.1.2 Lap ké hoach tuyén dung

Pé tién hanh tuyén dung c6 hiéu qua thi viéc l1ap ké hoach la rat quan trong va
can thiét. Viéc lap ké hoach tot sé gilip cho viéc tuyén dung cé duoc dinh hwdng, cac
budc thue hién cu thé va tranh dwoc cac su viéc dién bién khé kiém soat. Can phai 1ap
ké hoach cu thé : ngudn tuyén dung, phrong phap tuyén dung va thoi gian tuyén dudg.

< Nguon tuyén dung

Ngudn bén trong : Ngudn tuyén dung tlr bén trong bao gdm nhing ngtei fam
viéc bén trong cong ty, tuyén dung ngudn nay ttc la qua trinh dé bat ho vao,vi tri cao
hon hodc thuyén chuyén ho sang vi tri can thiét khac.

Ngudn bén ngoai : Ngudn tuyén dung tlr bén ngoai la nhitng ngtroi dén xin viéc
tlr ngoai cong ty, ngudn nay c6 pham vi rong, sé lvong lén,\chat luvong phong phu va
da dang.

< Phuong phép tuyén dung

Da6i véi mdi ngudn tuyén dung khac nhau'ed thé sir dung phuong phép tuyén
dung khéc nhau. Vi du do6i véi ngudn tuyén dung bén trong td chirc thi nha quan tri
nén st dung phrong phap gi ? Va doivoi nguon tuyén dung bén ngoai to chirc thi nha
quan tri nén s dung phuong phap.gi ? Khi da xac dinh phuong phéap tuyén dung cu
thé thi cong tac tuyén dung.sé dwoc thwc hiéu hiéu qua hon.

% Hinh thirc tuyémdung

MGi vi tri tuyén@ung khac nhau cé hinh thirc thi tuyén khac nhau. Céc hinh thic
tuyén dung cd.thé |a : thuc hién cac bai trdc nghiém nhu trdc nghiém ning khiéu, trac
nghiém tinh each-va s thich, trac nghiém veé tinh trung thuc..., hodc phong vén truc
tiép nhtrs phéng véan theo tinh hudng, phdng van theo mau, phdng véan hoi dong..., hay
thue hién‘cac bai thi viét bao gébm cac mén vé nghiép vu, k§ nang va mon kién thirc
chung...

< Thoi gian tuyén dung

Sau khi xéac dinh nhu cau tuyén dung can phai lap ké hoach vé thoi gian tuyén
dung: thoi gian bat dau tuyén dung la ngay nao va tuyén dung trong bao 1au? Bang
thong bao tuyén dung trong khoang thoi gian nao va han ndp ho so (ng tuyén la khi

nao?
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1.4.1.3 Thanh lap hoi dong tuyén dung

Dé co thé dam bao cho viéc tuyén dung tién hanh theo ding trinh tw va cé thé lva
chon ra cé&c (’ng vién xuét sic nhét can phai thanh 1ap hdi ddng tuyén dung sao cho c6
dd tham quyén quyét dinh. HOi dong tuyén dung la nhitng nguoi cd khad nang hhin
nhan, danh gia con nguoi, c6 chuyén mon, nghiép vu cling nhv kinh nghiém phéng
van, tuyén chon dé dam bao tuyén chon ding nguoi, ding viéc, ding quy.triah. HOi
dong tuyén dung sé la bd phan quyét dinh, diéu hanh xuyén su6t qua trinh tuyémdung.
1.4.2 Tuyén md nhan sw

Quy trinh tuyén mo nhan lwc gdm nhitrng ndi dung sau:
1.4.2.1. Xay dyng chién lugc tuyén mo

Budc 1 : Lap ké hoach tuyén mo

Xéac dinh sO nguoi can tuyén : Trong hoat dong. tuyén md, mot to chirc can xac
dinh xem can tuyén mo bao nhiéu nguoi cho tieng vi tri can tuyén. Do c6 mot s6 nguoi
ndp don khéng da diéu kién hodac mot s6 nguoi Khac khong chap nhan cac diéu kién vé
cong viéc nén t6 chirc can tuyén mod duoc $d ngudi ndp don nhiéu hon sd ngwdi ho can
tuyén dung.

Ty 1é sang loc : Céac ty Ié sang loc gilp cho cac to chirc quyét dinh dwoc bao
nhiéu nguoi can tuyén ma.chontlrng vi tri can tuyén. Céc ty Ié sang loc thé hién moi
quan hé vé so lvgngvateac (rng’vién con lai & tlrng bwdc trong qua trinh tuyén chon va
sO nguoi sé duoc chdp nhan vao vong tiép theo. Trong ké hoach tuyén mo, chiing ta
phai xac dinh dwac cac ty Ié sang loc chinh xac va hop ly.

Bu@g 2% Xac dinh ngudn tuyén mo

Nguon‘tuyén md bao gdom ngudn tuyén mo tir bén trong va ngudn tuyén mo tir
bénwagoai‘doanh nghiép.

% Nguon tuyén md bén trong

DBai twvgng: Bao gom nhitng nguoi lao dong dang lam viéc & cac vi tri lam viéc
khéac nhau cla to chirc.

Uu diém:

- Tuyén md nhan lyc bén trong doanh nghiép tao ra dwgc dong co tot cho tat ca

nhitng ngudi lam viéc trong to chirc.
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- Tiét kiém thoi gian lam quen véi céng viéc

Nhuwoc diém:

- D& hinh thanh nhém “&ng ctr vién khong thanh céng” gay ra su xao trén trong
nhan su, vi tri cong viéc dang on dinh cd thé tr¢ nén thiéu nguoi do nhan lwc duoc
thuyén chuyén sang cong viéc khac va lai can tuyén dung ti€p tuc.

- B0i Vi céac to chirc vira hodc nhd, viéc str dung nguon e ndi bo sé khong thay
ddi duoc chat lugng lao dong.

< Nguon tuyén mo bén ngoai

D0i twong : La ngudn tuyén tir thi treong lao dong bényngodi doanh nghiép.
Nguon nay bao gdm nhi*rng nguwdi méi dén xin viéc. Nhitng nhom’lao dong thudc
nguon nay la: hoc sinh sinh vién cla cac co s& dao tao da,tot,nghiép ra truong, nhirng
nguoi dang trong thoi gian that nghiép, bd viéc cl; ahling nguoi dang lam viéc & t6
chtrc khéac.

Uu diém:

- Bay la nhirng nguoi dwgc trang bi Kién thirc tién tién va cé hé théng.

- La nhitng ngudi cd kha nang.mang lai nhitng y twdng va quan diém méi.

Nhuwoc diém:

- M4t nhiéu thoi gian dé huedng dan ngudi lao dong lam quen véi cong viéc mai.

- Néu chiing tastherong xuyén tuyén nguoi tlr bén ngoai té chirc (ddc biét trong
viéc dé bat, thang chifc) thi sé gay tam ly that vong trong t6 chic, vi ho nghi riang ho
sé khong c6 co-hdi thang tién va ndy sinh nhiéu van dé phirc tap trong qua trinh hoat
dong.san xuatkinh doanh.

Brc 3.: Phrong phap tuyén mo

DEi-vGi ngudn tuyén dung tlr bén trong to chirc, ¢ thé sir dung cac phwong phap
sau':

- Phuong phéap thu hit thdng qua ban théng bao tuyén mg, day la ban théng bao
VE céc vi tri cong viéc can tuyén nguoi. Thong bao nay bao gdm céc théng tin vé
nhiém vu thudc céng viéc va cac yéu cau Ve trinh do can tuyén mo.

- Phrong phép thu hat théng qua svw gi¢i thiéu cta can bd, cobng nhan vién trong
td chirc.
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