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Misd:  QT-06

QUY TRINH Lén ban hanh: 1
ISO 9001:2015 TUYEN DUNG NH AN Sy’ Ngay: 01.05.2017
Trang: 2/5
PHAN PHOI TAI LIEU
STT B phan dugc phan phdi tai lidu S.lg Ghi chi
1 | TGD vacic PTGD M | "M" i phan phdi o
2 | VPTH 1 dang ban mém
3 Ban Ké hoach M
4 Ban Dau tu — Xay dung co ban M
5 | Ban K¥ thuat — Nghién ctru phat trién M
6 | Ban Ké todn — Tai chinh M
7 Ban Phip ché M
8 Ban Thi truong — Kinh doanh M
9 | VP HBQT M
10 | Luu ban ISO 1
11 | Luu QMR 1

e Truong hop tai liéu o dang ban n}émf soft copy), thi cd nhan, don vi dwgc phan phoi
tai liéu sir dung tai liéu tai CO SO DU LIEU cia VEAM (muc Hé thong QLCL 1S0).

TINH TRANG BAN HANH, SUA POI

7 Lan ban Nei Phé duyét
Noi dung sira dbi hanh/ | h.% g Ko 3 Chirc
sira @i | €O Miew lue yten danh
Ban hanh lan 1 1 02/05/2012 TGb
Ban hanh lan 2 2 25/02/2013 TGb
Ban hanh lan 3 3 20/05/2015 TGb
Ban hanh 1an 4 — Pha hop 4 01/05/2017 TGb

I1SO9001:2015
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1. MUC PICH

+ Quy dinh phwong phdp, trinh tu cdc budc thyc hién cong viée tuyén dung, dam

bao tuyén dung dugc nhitng lao dong c6 du trinh d, nang luc ddp tng dugc yéu cau hién
tai va lau dai cua TCT.

2. PHAM VI AP DUNG

+ Ap dung ddi v6i hoat dong tuyén dung lao dong trong TCT.
3. TAI LIEU LIEN QUAN

+ So tay chat luong

+ Tiéu chuan ISO 9001:2015

+ Thoa udc lao dong tap thé

+ B0 luat Lao dong.

4. PINH NGHIA

+ Tuyén dung: la viéc xem xét c6 hé théng nham lwya chon nhitng ngudi dap Ung

dugc nhitng yéu ciu dé ra tai cdc vi tri 1am viéc thich hop trong bd mdy san xuat kinh
doanh cua TCT.

+ HPLD: Hop dong lao dong

+ BO LDTBXH: B¢ Lao dong - Thuong binh & Xa hdi
+ Cdc chit viét it khéc theo PL-00-01.

5.NOI DUNG
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5.1. Luu do

Buéc Trach nhiém Noi dung Tai li€u
Xéc dinh nhu ciu st dung lao
i Cic don vi dong, Iap phiéu yéu cau BM-06-01
b6 sung lao dong

VPTH Xem xét,

2 TGDb Phé duyét BM-06-01
- Lap KH tuyén dung A

VPTH - Thong bio, tiép nhan HS BM-06-02

3 TGP - Lap danh sach dang ky BM-06-03
tuyén dung BM-06-04

V.PTqH Thir viéc, Phiéu phong van,

4 Pon vi sir dung N Z 1A
N Phong van Két qua thur viée
lao dong

5 TGD

TGb - -

Quyét dinh tuyén dung. BM-06-05
6 V.PTH Ki hop ddng lao dong Hop déng LD
Nguoi lao dong ' ' .
A\
VPTH .
. Luu ho

7 Cac don vi qunese

5.2. Giai thich luu db
Buéc 1. Yéu cau lao dong:

» + Tuy theo chuc nang, nhiérq vu, cdng vi¢c duqc gia~o, cac don vi xac d;nh nhu ciu
b6 sung lao dong va lap phi€u yéu cau lao dong theo biéu mau BM-06-01 gti vé VPTH;

+ Phiéu nhu cau c6 thé can cur cong viéc 1ap ngay tor dau ndm, hoac bat ctr khi nao
phét sinh nhu cau.

Budce 2. Xem xét:

+ VPTH xem xét, bdo cdo TGD. Néu lao dong c6 thé diéu chuyén trong ndi bo
TCT, thi thyc hién diéu chuyén va khong thuc hién tiép quy trinh nay.

Buwéc 3. Ké hoach tuyén dung:
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‘ + Truong hop nhiéu don vi ¢6 nhu cﬁg lao dong, VPTH c6 thé tong hop phiéu yéu
cau lao dong cua cac don vi, 1ap ké hoach tuyén dung (BM-06-02).

+ VPTH thong bdo tuyén dung. Thong béo ¢6 thé & trén website cua TCT. Truong
hop thong bdo tai bang thong bdo ctia TCT, c6 thé sir dung theo biéu mau BM-06-03.

+ VPTH tiép nhan va kiém tra hd so, 1ap danh sich ding ky tuyén dung theo biéu
mau BM-06-04.

+ Trén co s& tham muu cia VPTH, TGD c¢6 thé xem xét danh séch tuyén dung,
quyét dinh lya chon tng vién dé xem xét thur viéc, hodc phong van.

Buwéc 4. Thir viée, phéng van:
+ Thy theo ting trudng hop, c¢6 thé phong van truc tiép hodc thir viéc;

+ VPTH cung véi don vi c6 nhu cau lao dong thuc hién thtr viéc hodc phong van.
Vi¢c danh gid c6 thé yéu cau thém cic chuyén gia tham gia ddnh gid két qua thir vi¢c hodc
tham gia phong van.

Budc 5. Phé duyét:

+ TGP phé duyét két qua thir viéc, hodc phong vén;

+ Céc truong hop khong dat yéu cau, tra lai hd so cho nguoi ding ki.
Buéc 6. Quyét dinh tuyén dung:

+ VPTH soan thao quyét dinh tuyén dung theo biéu miu BM-06-05, hop ddng lao
dong theo mau cua B LDTBXH, trinh TGP ky duyét, sau dé chuyén cho nguoi lao dong
ky HDLD.

6. LUU HO SO

TT Nbi dung ho so Don vi lyu trit| ~ Thoi gian luu
1 | Ké hoach tuyén dung lao dong 2 nam
2 | Thong bdo tuyén dung lao dong 1 nam
3 | Danh sich dé nghi tuyén dung lao dong VPTH 2 nam
4 | Quyét dinh tuyén dung Khi c6 thay doi
5 | Hop dong lao dong va hd so cd nhan Theo quy dinh

7. TAI LIEU KEM THEO

BM-06-01 Phiéu yéu cau lao dong

BM-06-02 Ké hoach tuyén dyung lao dong
BM-06-03 Théng bdo vé viée tuyén dung lao dong
BM-06-04 Danh sich diang ky tuyén dung

BM-06-05 Quyét dinh vé viéc tuyén dung lao dong




