Chuy@n dé Quan trj va phat trién ngudn nhan lwc

QUAN TRI VA PHAT TRIEN NGUON NHAN
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(BALANCED SCORECARD DEPLOYMENT).
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Méi lién quan gi ra Quan tri/Phat tri &én Ngu 6n Nhan | we trong Doanh
nghi ép v&i Balanced Scorecard (BSC).

Tam nhin/Gia tr j/Sc Chién lworc cong ty N

ménh | _—

Muc tiéu/M uc dich Chién Iwegec Kinh doanh Balanced
kinh doanh [ » Scorecard

Muc tiéu/m yc dich Chién lworc & tirng

ctia Phong/B ¢ Phong/B é phan/phan /
ph&an/Nhom

Phan tich
Muc tiéu/M uc dich ESSL iR
cua tumg ca nhan

Xac dinh rd Vai tro/Trach nhiém

Vai tro/Trach nhi ém

Tiéu chi (Thwe hién &
Kha nang)

eDé ra Muc tiéu/M uc dich

Phu hop
oThiét ké
eQuan tri
Phu hop Thu lao/Khich | &
Phat trién kha nang » Danh gia két qua

(Bao tao KABS) thwe hién & nang lwc




Két hop va tap trung ngu 6n lwc cho chi én lwec

Do6i ngli quan ly

Céac bb phan 1 Cong nghé
kinh doanh thong tin
Ngan sach

Nguén nhan lwc o .
va dau tw von

Nham dat dwoc Phan anh trong chién lwoc

Tam nhin, s & ménh, gia tr i, muc tiéu/m uc dich kinh doanh 3




Céac nguyén t ac ctia mét té6 chipc tap trung vao chi_én
lwoC

eThuc day thay

déi thong qua

cap lanh dao

[JSw thac day

[JQua trinh quan ly

[JHé thdng quan tri chién lwoc

ALANCED eBién chién lwoc

hanh déng thanh mét qua trinh lién tuc

eCu thé hoa
chién lwoc thanh

S0 db chién lvoc Trun K&t ndi ngan sach va chién lvoc
"1Bang danh gia tam [IPhan tich va hé théng théng tin
(Balanced Scorecards) 8@@ C OHiéu biét vé chién lwoc

Z J4 2 , ] ié ié
eGan két to chure |?|en CAh'en I_LAPQC
e 4K thanh cong viéc
voi chién lwoc ) o _ N\
[1Vai tro cua cbng ty hal\rlfAng:X Cur‘? Amc':' nguol
Y X cy - [] an piet chien lwoc
[1Diéu phoi don vi kinh doanh ' '

3 L. 4 [O0Banh gia ban than
Diéu phdi dich vu chung Kidm t?a khach quan




Bat dau tr mét gi a thuy ét m&i

Po6i véi hé théng quan tri chién lwoc
Xay dwng mét tdm nhin chién lwoc 1au dai

Cu thé hoa

tam nhin

\
Lién lac & | Balanced
Két ndi Scorecard

Phan hoi &
Hoc hoi

Lap ké hoach
Kinh doanh

/




Pac tr wng ch U yéu cia Balanced Scorecard

Nham trién khai tdm nhin, s* ménh, muc tiéu/muc dich kinh doanh cta Doanh nghiép

theo 4 quan diém

Tam nhin, s ménh, muc tiéu/muc dich kinh doanh

Phan tich S e Phan tich
SWOT e SWOT
tai chinh
KPI/KPRI KPI/KPRI
Goc do Balanced eoc d,c:.)
khach han S q hoc hot
9 GOLECE va phat tri én
KPI/KPR KPI/KPRI
Phan tich Goc do an tich SWOT

SWOT
KPI:_CtﬂQFiéu ho at déng chinh

quy trinhn 6i b

KPRI: Chi tiéu n ang su at chinh ¢




BAN PO CHIEN LWQ'C CUA Mobil NAM&R

Chu dé chién lwoc

Muc tiéu chi én lwoc

Thwéc do chi én lwoc (KPI/KPRI)

Tai chinh T&ng trwdng tai chinh F1 Thu nhap trén vén dau tw JROCE
F2 Tan dung tai san san c6 [/Dong tién
F3 Kha n&ng sinh loi Vi tri s6 dw rong (so véi déi tha canh
F4 Téi thiéu hoa chi phi tranh) , ,
F5 T&ng trwdng loi nhuan . Tong phi cho 1 galon phan phdi (so v&i doi
thd canh tranh)
[Ty lé tang trwdng san lwgng vs. Ty lé
nganh
] Doanh thu va sé dw cta sp Nongasoline
Khach hang Thu hat khach hang C1 Tiép tuc thu hat khach hang muc “1Phéan doan thi trwedng chinh dwg'c chon

Méi quan hé hai bén
cung co lgi véi doi tac

tiéu

C2 Xau dwng mdi quan hé hai bén
cung co lgi v&i doi tac

_1Péanh gia cuacac khach hang quan trong

[]Tang trwdng lgi nhuan gop cua ddi tac
[1Khao sat dbi tac




BAN PO CHIEN LUPQ'C CUA Mobil NAM&R

Chu dé chién

Muc tiéu chi én lwoc

Thwéc do chi én lwoc

NGi bd

%ng nhwong quyén

11 Dich vu san pham cai tién

12 Nhém nhwong quyén tét nhat

I3 Loc két qua thwc hién

14 Quan tri hang ton kho

I5 Téi thiéu héa chi phi
16 Bung quy céach, dung hen

|7 Cai tién EHS

[IClia san phdm méi ROI
[ICha&p nhan san pham mai

Danh gia chat lwong déi tac

[JKhoang cach lgi nhuan
[ITh&i gian nghi khéng ké hoach

[IMUrc a6 hang ton kho
[Ty & luan chuyén hang

[JChi phi hoat déng vs. Sy canh tranh
Bon hang hoan hao

11S6 lwong cac sy cb vé mai trwdng
[Ty lé ngay nghi viéc

Hoc hdiva  Lucluong lao déng san
sang & day nhiét huyet

phat trién

L1 Mai trwéng cho hanh déng

L2 Ky nang va kha nang chuyén mon
chud chot

L3 Tiép can théng tin chién lwoc

Khao sat nhan cong

Bang danh gia ca nhan (%)
Kha nang chién lwoc sén co
Théng tin chién lwoc san c6




Hoach dinh SO PO CHIEN LUPQC MOT CUA HANG BAN L E THOI TRANG

CHIEN LUPO'C TANG TRUWONG DOANH THU CHIEN LUO'C NANG SUAT
“Dat dwoc sy tang truéng én}wcyng thdng qua viéc tang “Cai tién hiéu qua hoat déng théng qua st dung téi wu
thi phan” TSCP va quan tri hang tdn kho

KPI KPRI
Tai chinh / Tang trwéng \

loi nhuan

Té&ng trwdng N&ng suét

‘Khachhang T~

Hinh anh Thiét ké Chét lvong Gia ca/ Bon chao hang . - .|| Kinhnghiém
. iy p . . . . . Kha nang san cé .
thwong hiéu th&i trang nhat quan Loi nhuan hoan chinh mua hang
Xay dwng hinh anh San pham phu hop Kinh nghiém mua hang
3 a
Xay dung Hoan thién Tang gia tri
Noi bd nhuong quyén hoat dong khach hang
Cha gé ‘ ‘ . oA
« Bat sw théng tri Cha gé Cha gé Chu de
‘a ad On_g " “ Thoi trang hoan hao” “Nguén Iyc va phan phéi” “ Kinh nghiém mua hang”
vé thwong hiéu” '
\ A A /
Hoc héiva
phat tri én Nhan thirc Két hop Nang lwc Co s& ha tang Thuc hi én
Chién lwvoc muc tiéu chuyén mon coéng nghé 9
clia nhan vién




XAY DUNG SO PO CHIEN LUQOC

Tiéu chi tim ki ém va phanb 6 Do lwon Muc tiéu ana ki &n
w y e
g (KPI/KPRI) g
3 A S 0,
Tai chinh Loi nhuan “1Thu nhap hoat déng Tang 20%
[1Tang trwdng cua cac ctra|Tang 12%
Tang doanh thu \ hang "INhitng chwong trinh
] . 7T I& hoan vdn [1Gidm 50% [JQuan tri chat lwong
Khach hang £ x.
-Chat lwgng moi nam
-Yéu t6 khac
1Sy thoa méan cla
B _ L khach hang 1160% [1Sw trung thanh cla
Chat lvgng Kinh nghiém , R
2 2 > P khach hang
san pham mua sam
A A
N&i sinh "IHang héa 1170%vao nam 3 [IChwong trinh phat
T mét nha may trién nha may cong ty|
‘Nhamay | _|Quan tri ké hoach| [!Hang hoa lwu kho 185%
hang A ) | day chuyén
A A
Hoc héi [ITi lé ky nang chién lwoc |[IN&m 1 (50%) [JKy nang chién lwoc
' hién c6 1 Nam 3 (75%) Ké hoach
Ky nang Hg théng IHé théng chién lwoc va - Nam > (80%) An m&m lap ké
gquanhé mua hang/ " 9 ; "IPhan mem‘lap ke,
o s ké hoach hoach cho hang hoa
trong nha may lap ké hoach
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Xac dinh quan h & nguyén nhan-k ét qua cua chién

a

lwoc
Tam nhin, sir ménh, gia tri,

Ké hoach

muc tiéu/muc dich kinh doanh

v

Quan diém tai chinh
5 ﬁ .
] H

Qe

5
>
k3
>
3

cho cé déng

“Néu thanh cong
thi chung ta tinh toan

nhw thé nao?”

£,

d/ s

\ 4

KPI.KPRI

SWOT

‘e

Quan diém khach hang

“Dé dat dwoc tm nhin,

A 4

chung ta quan tam t&i

khach hang KPI,KPRI

Quy trinh tw trén
xubng

nhw thé nao?”

s

Quan diém néi sinh

“Dé& thoa méan
KPILKPRI
khach hang, qui trinh

san xuat phai néi troi
hon & diém nao?”

s

Quy trinh tr dwoi
|én trén
Thwc hién

tAm nhin, t6 chdc

can hoc hai va
cai tién nhw thé nao?

s/3/ ./ X

/358

$/i)3/&

S/ I/

Quan diém hoc héi va phat tri én

bedatduvoc  ypikpr1 /£ F/ 2/ §
F/ 3/ F/&

S/ww/ 3/

11




Quan diém hoc hai va phat tri én

Nang | we chi én lwoc Céng ngh é chién lwoc M@i tr wérng hanh déng
Chia sé Co sé . . o
Ky nan ) X Ung dun Nhan thirc Két ho San san Poéng lwc
y nang kién thirc ha tang g €Hng ; oA J M
OTilé 1Chia sé Pham vi Coéng nghé  [Hiéu biét  [IMuc tiéu "1B6 nhiém 1Tinh than
k§ nang kinh nghiém  chién lwgc vé két hop voi chung (thda man)
chién lwoc thwe tién chién lwoc Balanced (nhirng vitri  [Chwong trinh
(%) Scorecard chad yéu) dw kién
(%) (trao quyén)
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MO ta

chién lwerc: So do bang danh gié chi én lwoc

/

Tang gia tr i cda cé déng

Chién lwgc tang doanh thu |

| Chién lwgc tang néng su at |

H

Ouan diém Gié tri c6 déng
u / A\ ROCE / A\

Tai chinh A o x LA s R S Tang cuwdng

4 Ly Xay dwng franchising | [Tang gia tri khach hang Cai tién cau trac chi phi Khai thac tai San

Ngudn doanh thu méi Loi nhuan cla khach hang Chi phi ttrng b phan Tan dung tai san
\Cé dwoc cla khach hang \ Gitr dwoc khach hang
Sw dan dau vé San pham
| Sw than thi én vé&i Khach hang
z A sz - - PN Hoan hao trong ho at déng
2
Ouan diém Xac nhan gia tr i khach hang
Khach hang San pham/dich vu Quan hé Hinh &nh
Gia ca Chét lvong Thoi gian Chtrc nang Dich vu Quan hé Thwong hiéu
a a
\ Sw thod man clia khach hang
“Tang gié tr “Dat dwoc \ “Lam mot
Ouan d‘i ém “Xay dwng héch hang” sy hoan hao cong ty )
~e s Franchise” (Qua trinh quan Iy trong hoat déng” guwong mau”
N@&i sinh (Qué trinh cai td) 5 y (Qua trinh (Tuén thi phap luat
khach hang) S
/ hoat dong) / va méi trvdng)
Quan diém M6t lwc lwong lao dong san sang va day nhi ét huy ét
hoc hadi 13

va phat tri én

N&ng | wc chi én lwoc C6ng ngh é chién lwoc Mbi tr wéng hanh dong




HRM/HRD Series

BSC hwéng t &l twong lai
&
cac gi ai phap h é thong HRM/HRD chi én
lworc

Chief Executive Management Consultant
Shinichiro Kawaguchi Ph.D.
MSC International Co., Ltd.
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BRP hwéng t &i twong lai va HRM/HRD b ang

(1/2)

BSC

Tam nhin, s ¢ ménh, gia tr i cot I5i

Twonq lai

Hién tai

!

3

Muc tiéu kinh doanh

(ngan han)

A 4

10

!

Muc tiéu kinh doanh

(trung va dai h an)

A 4

Céac KPI hi én tai

KPI Tai chinh

KPI Khach hang

KPI Quy trinh kinh doanh

KPI Hoc héi va phat tri én

\ 4

! ]

' |
‘§/

So dd dinh vi

v

DONg quy trinh s an xu at

A 4

In

w SO | ST

j So dd té chirc D

O | T WO |WT

Phantich  Ténghop

SWOT

Cac KPl hwéng t éi twong lai

KPI Tai chinh

KPI Khach hang

KPI Quy trinh kinh doanh

KPI Hoc héi va phat tri én

\ 4

DONng quy trinh s an xu at

\ 4

So dd té chirc

1%




BRP hwéng t&i twong lai vda HRM/HRD b dng (2f2)

B3fen tai Twong lai

1:

KPI Phong
KPI B6 phan
KPI Nhém

KPI Ca nhan

Phan tichva m6t a cbng vi éc
dwa trén B$C

Thiét |ap tiéu chi danh gia

Tiéu chi th wc hién cong vi éc (KPI)

Tiéu chin ang lwc

\ 4

Panh qgia k ét qua

Hé thdng

Tiéu chi th wc hién cong vi éc (KPI) lwong thwé’ng

Tiéu chin ang lwc

I }

Ma tran nang | wc/ky nang

Ma tran nang | wc/ky nang

Thiét ké dao tao Thiét ké dao tao 16




Chién lwoc kinh doanh ¢ Gla Doanh

1) Tén cong ty (Quy mod ) :
2) San pham/Dich v u chinh:
4) Tam nhin:
5) Nhiém vu/Str ménh
6) Muc tiéu kinh doanh:
eDai/trung h an:
eNgan han:
7) Cac KPI Doanh nghi ép

Cac nhém KPI theo Cac hang muc KPI Chi tiéu c6 th é Chi tiéu c6 th & dinh

BSC dinh lweng trong lwong trung h an
ngan han

1.Tai chinh .

2.Khach hang [
L]
3. Quy trinh kinh (3
doanh —
L)
4. Hoc héi va phat N

tri én

17



Phan tich tinh hinh kinh doanh ¢ da Doanh

Da dggg%eggén
pham/Dich vu
1 Giau
Ngheo
Thanh N6ng thén Theo dia
pho Thi phan phuong Phan tich dinh vi
Piém manh Piém yéu Giai phap S-O Giéi phap S-T
B o B o CSE: CSE:
€0 hdi #héach th drc o Gidi phap W-O o Giai phap W-T
_ _ Wal~i=h CSF:

Phan tich SWOT

Téng h op SWOT

|.
o




Phan tich quy trinh kinh doanh théng
gua BSC hwéng t&i twong lai va chi én

1
[PO’C
Quy Quy trinh biém manh va diém | Diém can caitién cho Chién lwoc B.R.P
trinh KD KD twong | Yéu hien tai twong lai hwéng t &i twong lai.
hién tai lai
1)Mé réong
! L ’ 2) Duy tri
2 2 3)Cham dit h. déng
1 1 —)- 1)M¢é réng
2 2 2) Duy tri
3)Cham dwt h. dong
1 1. sl 1)M& réng
2 2. 2) Duy tri
1 1 3)Cham d it h. dong
2 % # 1)Mé réong
2) Duy tri
1 1 3)Cham dt h. dong
2 2 . 1)Mé réong
" 1 2) Duy tri
3)Cham dit h. dén
5 5 # ) oNg
1)Mé& réng
2) Duy tri
3)Cham d it h. dong




Hwdng d An qui trinh kinh doanh d  wa trén BTO dé cai thi én F.L

Khéch Phong Phong k y Phong k y Phong mua Phong | ap Phong | Phong
hang ban thu at dién thu at san sam rap QLCL | haucan
hang va co khi. Xu at
Nhan don -
o Qui cagh
dat hang .mo—’.
Hwéng dan lwong : oui cich
' Qui cac
ky thu at Chi ghi, thoi gian giad hang .
Hw o’ngxd an K& hoach vé|dién _
san xu at - o
Hu,o,ng:, &Jein [Iianh muc mug sam
mua sam ; :!B_
Hwéng dan . Do phan va ]
|ép rap 'Ké hoach 14 rap | bar] thainh ‘. T.I”UIO’C khi
R x : prram - kKrémrtra
Hwéng d an : OLEL
QLCL | Ké hoach kiém tra QLCL | Shu khi
: - > 2
Hwéng dan : kilem tra
giao hang X ! Danh myc giao hang : QLC‘
. San pham cuéi cing (TG, K{ToT ooy "

Diémmanh (S) | S: S: S: S: S: S: S: S:
diem yeu (W)
hién tai

W: W: W: W: W: W: W: W:
giém m,a.m(h ()S) 1) 1) 1) 1) 1) 1) 1) 1)

iémyéu (W

sé tang lén 2) 2) 2) 2) 2) 2) 2) 2)
trongt wong lai | 3) 3) 3) 3) 3) 3) 3) 3)
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Hwéng d &n qui trinh kinh doanh d _wa trén BTO dé cai thién F.L

Khéach
hang




Co’ cau té chirc B.P.R: Hi én tai va t wong lai

Co’ cau td chirc hién tai

Céc nha dau tw/ban giam déc

Ban/Phong

Nhom/T & doi

Co ciu té chirc trong t wong lai

Céac nha dau tw/ban giam déc

I I
I I
I I
N |
| Ban/Phong. |
I I
I I
I I
| |
| Béphan |
I I
I I
- |
I Nhom/T 6 dbi |
I I
I I
I I
I |




KPIs phongva b 6 phan

Quan diém Céc yéu té KPI ctia phong Muc tiéu do | Muc tiéu do

BSC lwong trong | lwéng trong
ngan han trung h an

1.Tai chinh

2.Khach hang

3.Qui trinh kinh

doanh

4. Hoc héi va

phét tri én

Quan diém Céc yéu té KPI ctia bé phan Muc tiéu do | Muc tiéu do

BSC lwong trong | lwéng trong
ngan han trung h an

1.Tai chinh

2.Khéach hang

3.Qui trinh
kinh doanh

4. Hoc hoiva
phét tri én

23




KPIs nhom/t 6 déi va ca nhan

Quan diém Céac yéu t6 KPI ciia nhém/t 6 déi | Muc tiéu do | Muc tiéu do

BSC Iwégng trong | lwéng trong
ngan han trung h an

1.Tai chinh Q

2.Khachhang | ¢

3.Quitrinh kinh | <

doanh .

4. Hoc héi va 0

phat tri én .

Quan diém Céc yéu té KPI cia ca nhan Muc tiéu do | Muc tiéu do

BSC lwong trong | lwéng trong
ngan han trung h an

1.Tai chinh O

2.Khéach hang

3.Qui trinh
kinh doanh

4. Hoc hoiva
phét tri én

24




Phan tich c6ng vi éc cho BSC

[Phong/B 6 phan : P.San xuét/B6 phan sap xépl ’Vi tri : Tho méy

KPI c& nhan/tai chinh: Gi

am chi phi t trng ph an
(-59%)

Khéch hang: Calin handring

Bang phan tich cng vi éc cho BSC

(trong vong 24h)

Qui trinh kinh doanh: gi

am gia

(dé xuat maty fipdng)

2007/ [/
Tén.

Hoc héi va phat tri &n: Phat tri én k§ ndng gi ai quy ét van dé

(7 congcuy QC)

Phén lo ai céng vi éc Mtrc d6 khac bi ét KAS bPaotao [SOqi¢
congvié 0 a Cviéc cé tinh thach th e INhap lam vi éc
N N , TCViec hang n amicvi 6c Dat X
Cong vi éc hang ngay Cong vi_éc hang tu an 0ng vi éc hang thang thipcvng Cviéc mang tinh sdng t ao Kl CL. |Cépiic IKnow. onfi. Skil  ®JT/O f f—J7]
Xéc nhan khdi lwong cang viéc
— OJT 2.5h
X&c nhan mirc A6 hoan thanh ciua
tirng phan 3h
Xt ly nhirng sai sot trong cac cong
doan truéc o 1 2h
L6n mét trong clia quai va tdi xach
tay ra ngoai 1 1.5h
Hwéng dan hoan thanh mét cét clia
da o — 3h
Tién hanh stra chiva nhd véi tdi . 35h
Hwéng dan outsourcing cac mat cét
clia da | 2h
M ta kich thwéc day lwn
v ! 2.5h
Dat da dé lam day lvng ‘ oh
Chi'dan @é cac phu kién bang kim
loai pht hep véi nhau | 2.5h
Hop ban vé viéc giao ha
op ban vé viéc giao hang o - 1h
Xac nhan hang mau bang gidy
1 Off-JT 3h
Tién hanh diéu chinh nhé trong
cong doan cudi ciing o = 2.3h
T chirc hang mau bang gi4
9 g giay 1 35h
Xac nhan qui cach cho viéc tai st
dung cac hang mau béng gidy hién £6 o — 4.2h
[T6 chirc ké dé cat da
€ | 2h
&c nhan thudc nhuém va mau
cho loai da méi | 3h
[Stra chira may cit da
! OJT 23h
éu cdu da mai
| 2h
IChuan bj vé tdng mau
o 1 OJT 12h
[Tan dung nhitng manh thira con lai
sau khi cat da o L 2.5h

khé. o: khakhé.




Miéu ta conq vi éc két hop véi BSC

(1/2)

Miéu ta cong viéc két hop véi BSC(khung MSCI-)
(Ban quyén : MSC-International)

1.Tén: Ong Beans, quéc tich Anh, s& 1D :00010

2. Ban/Phong/bd phén/ltc“;: B6 phan kinh doanh/Phong ban buén

3. Chuc vu: Trudng phong,  Cap bac :G xx

4. Myc tiéu/muc dich kinh doanh ngén han clia phong: 3,000 000US$ — 1 n3m

5. KPI cia phong

stt KPI & CSF K&hoach | Thhién [ of
Tai chinh : Chinh sach gia linh hoat
1 Dat dugc ké hoach ban hang 100%
2 |Hésdno 40%
Khach hang: Tang thi phan clia khach hang I6n, dang téng trudng va quan trong.
1 |Tang sé lugng khach hang Bing 12%
2 Khach hang bi mét di Ko hon 2%
3 |Lugng doanh s6 ban clia ndm / s6 nhan vién so véi 1=
nam trudc ’

Quy trinh kinh doanh: Kha ning s&n sang va (ng dung hét théng thu htit khach hang mi.
1 | Thiét k& hé thdng thu thap & phan tich khiéu nai
clia khach hang qua 3 yéu t6 (Bua ra don hang sai

/Lap don hang sai/ Giao hang cham)

Hoc tap & phat trién: C6 chuang trinh dao tao & phat trién hiéu qua & hé théng danh gia nang luc
1 |Thiét k& hé thdng nang Iuc & hé thdng danh giaky | Vao cudi nam

nng 2007.

2 |Thay thé nhan sy Ko hon 15%

Vao cudi ndm
2007.

7. Miéu ta cong viéc & Yéu ciu:

7-1. Vai tro chinh (KPI ca nhan)l F
1) Hoan thanh k& hoach ban hang 100%.
2) He s6 no 35%
3) Tang s6 lugng khach hang— 1én 6.
4) Mat khach — nhiéu nhat 1a 2%

5) Thiét k& hé thong thu thap & phan tich khigu nai clia khach hang qua 3 yéu t6 (Bua ra don hang
sai / Lap don hang sai / Giao hang chdm) vao cudi ndm 2007

2/2)

7-2. Cong viéc cu thé
7-2-1. Cong viéc hang ngay:
e Nhan don dat hang tir khach hang
o Kiém soat viéc thanh toan
o Giai quyét khiéu nai v6i khach hang
e Quan hé véi khach hang hién tai, thu hut khach hang méi
7-2-2. Cong viéc hang tuan:
e Phan tich két qua dat duoc: doanh thu, chi phi, ng
7-2-3. Cong viéc hang thang:
e Soan thdo béo céo vé cong tac ban hang cho trudng bd phan: doanh thu, ng, Iuong
giao hang, thudng & gidm gia cho cac giam déc & khach hang
o Tham du cac cudc hop hang thang véi Giam déc kinh doanh dé danh gia két qua céng
viéc va dé ra giai phap
7-2-4. Cong viéc hang nam
e Soan thdo bao cao nam cho trudng bd phan
7-2-5. Cong viéc c6 tinh thach thirc
Mang luéi ca nhan véi khach hang
e T8 chiic cac su kién d4c biét cho cac giam ddc & khach hang
e Thu thap théng tin vé& suthod man clia khach hang
e Céac bao cao & phan tich b3 sung khi Trudng bd phan yéu cau

8.Yéu cau:
[ Bu tién t6t nghiép truding dai hoc t6t nhat chuyén khoa dude pham hoic thude
L1 Bu tién c6 kinh nghiém lam viéc trong cuing linh vuc hodc cong ty tuong tu
[ Bidi tiéng Nga va uu tién b hiéu biét v& ngdn ngir Kazakh

9. Nang Iuc (Tri thitc, Thai do /Hanh vi va Ky ning: KABS)
9-1. Nang lyc quan ly:
Kha nang thiét Iap quan hé véi khach hang
Vugt qua dugc nhiing tinh huéng khé khan (stress)
S8n sang & c6 kha nang gidi quyét xung dét dem lai két qua tich cu ¢ cho cong ty
Kha ning thu hit khach hang méi qua viéc hiéu dudc nhu cau & mong muén clia ho
K phan tich giéi
K nzng thuyét trinh
9-2. Nang luc chuyén mén
MS Office, 1-C user
Hiéu biét rong vé cac san pham thudc
Hiéu biét rong vé thi truding dugc pham
Hiéu biét sau vé diém riéng biét cdia khu vuc thi trudng ma minh phu trach
Hiéu biét vé& mong mudh clia khach hang

O O O O © O

O O O O o

Ngay: 10/07/2007
Ky duyét bdi:
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Cach xac dinh mc do kho

NOi dung cong vi éc

Lwong Twong Twong déi | Nhiéu Qua nhi éu
(Sé lwong) | dOi
Cép do Dé Khéa kho Twong Kho
(C. lwong) doi
Murc do kho
* — ¥ *
Dé Trung Kho
T Dbinh 7
i
—m |
Ky Thap | Trung Kh& cao | Cao Ky Tha | Trung Kh& cao | Cao
nang & binh nang & | p binh
tri th e tri th pc
Potin | Thap | Kha Trung Cao Potin | ThA | Khdcao | Trung Cao
cay cao binh cay p binh
Mirc d6 san sang ¢ Ga cap dwéi Mirc d6 san sang ¢ Ga cap d wéi

Quan diém HRD

Quan diém HRM




MAu danh gia k ét qu a thwc hién (Dwa trén vi éc két hop vé&i BSC)

Mau danh gia két qua thwe hién (Dwa trén viéc két hop véi BSC

Ho tén Ong Beans - Nuwéc Anh S6 EID: EID00010
Chirc vu |Trwdng phong (G5) Phong Ban budn.
Panh gia 2
Cac cong vi éc chinh (KPI ca nhan) Muc tiéu do dworc Do kho ™ |Tw Bé&i g.sat
1) Nhan don hang tr khach hang 100% 25 4 4
2) He sd no [35% 25 4 4
3) Tang so6 lwveng khach hang bang 6% 12.5 3 4
4) Khach hang mat di khéng hon 2% 25 5 4
5) Thiét ké hé thong thu thap va phan tich khiéu nai khach hang théng qua 3 nhan to vao cudi nam 2007. 25 4 4
Céac cong vi éc chinh 92.5 90
Cac cong vi éc dac thu D w M |C
1) Cap nhét théng tin ° 12.5 4 4
2) Kiém soat thanh toan ° 12.5 4 4
3) Xr ly cac khiéu nai clia khach hang ° 12.5 4 4
4) Tiep xuc khéch hang hién tai, thu hat khdch hang méi ) 12.5 5 4
5)Phan tich cac két qua dat dwgc: doanh thu , chi phi, ng ° 25 5 5
6) Lam b&o céo kinh doanh gt¥i trwdng bd phan: doanh thu, no... ° 25 4 4
7)Tham dw cac cudc hop hang thang woi GPKD dé danh gia két qua thwe hién cong viéc va 1 sé VD khac. ° 25 4 4
8) Lam b&o cao hang nam gwi [én trwdng bd phan 25 4 4
Cac cdng vi éc déc thu 79.688| 78.125
Cong vi éc mang tinh thach th c
1) To chirc cac s kién dac biét cho cac trwdng phong va khach hang 25 4 5
2) Thu thap thdng tin v& mirc d6 thod mén cua khach hang 25 4 4
3) Lam thém mét so bao cdo va phan tich theo yéu cau cua tredng bé phan 25 5 4
Céac cong vi éc mang tinh thach th drc 112.5 112.5
Danh gia th uc hi én cdng vi éc chung 94.896( 93.5417




Mau danh gia n ang | wc (Dwa trén vi éc két hop v&i

BSC

Mau danh gia nang lwc (dwa trén viéc két hop véi BSC)

Hotén [Ong Beans - Nwéc Anh S6EID  |EID00010

Chirc vu [Trudng phong Phong Phong ban buén

Panh gia
Trong sé? Tw B&i Cép trén

Nang lwc quan ly 0.3
1) N&ng lwc giao tiép (MC-02) 4 4
2) Nhan thirc hwéng vé khach hang (MC-08) 3 4
3) Kha nang lam viéc trong méi trieong c6 ap lwe (MC-19) 4 4
4) Kha nang quan tri xung doét (MC-21) 4 3
5) Nang lyc phén tich (MC-05) 4 4
6) Ky nang thuyét trinh (MC-22) 4 4

Nanglucquanly 28.75 28.75
Nang lwc chuyén mén 0.7
1) Kién thirc vé thi treéng dwoc phdm 4 4
2) Kien thire vé cac dwgc pham. 3 3
3) Kién thtrc vé& nhu cau /ky vong clia khach hang. 3 4
4) MS Office, 1-C user. 5 4

Nang [ gc chuyén mén 65.625 65.625

DPanh gia n ang |l ygc chung. 94.375 94.375

" Trongsé=1

"2 Quy wéc V& mirc d6 thanh tich: Vot muc tiéu = 5, Dat 90-100% muc tiéu = 4, Pat 60 - 90% muc tiéu = 3, Dat 40-60% muc tiéu = 2, Pat dwdi 40% muc tiéu = 1

Khéng dat muc tiéu = 0
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Phan tich cong vi éc dé QTNNL/PTNNL

Phan tich cong viéc,
Yéu cau cong viéc &
Tiéu chu an cdng viéc

TS. Shinichiro Kawaguchi
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Quan ly L wrong & Th wong

Phan 1: Phan tich céng vi éc I
Phan 2: Yéu c au cong vi éc I

Phan 3: Tiéu chu an codng vi éc

Phan 4: ng dung phan tich cong vi éc
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Phan tich cong vi éc
1. Phantich congvi éclagi?

eTiéu chu an th wc hién céng vi éc va nh teng cong vi éc dic thu
co quan h &€ mat thi ét v&i nhau.

eVi vay, phan tich cong vi éc la mét trong nh rng ho at déng
quan tr ong nh at trong céng tac Péanh gia K ét qua thwc hién
cong vi éc. Pé danh gia k ét qua thwc hién cong vi éc cta cong
nhan/nhan vién giam sat/qu an ly ¢ ap trung trong t 6 chirc cua
khach hang ¢ ua minh, chdng ta ph ai thu th ap théng tin théng
gua qua trinh Phan tich cong vi  éc.

eC0 nhi éu phwong phap Phan tich céng vi éc, nhwng khong
c6 ph wong phap nao lat o6i wu cho t at ca.

eChiing ta — T w van Phéat tri é&n Nguén Nhan | wc (HRD) phai
lwwa chon va két hgp cac Ph wong phap Phan tich cong vi éc
phu hop véi dieu kién cuaa tdo chic cua khach hang c ua
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Phan tich cong vi éc

2. Cac ph wong phap Phan tich cong vi éc
C6 6 phwong phap chinh déi véi Phan tich cong viéc

Quan sat

Thao luan
chuyén mon

Phéng van
theo nhém

Phwong phap

phan tich
cong vi éc

Bang cau h oi

Phéng van
tirng ca nhan

N

Phwong phap
ghi nh at ky

--------------------------------------------------------------------------------------------------------------------------------------------------

Biéu dd 1. Sau (6) phwong phap chinh dbi vé&i Phan tich Cong viéc.




Phan tich cong vi éc

1. Phan tich cong vi éc la gi?
1-1). Phwong phap Quan sat

Khi s & dung ph wong phap quan sat, ng woi phan tich céng
viéc trwc tiép quan sat ng wei lao déng hodc xem nh fkng
doan phim khi ng wéi cong nhan dang lam vi éc.

Mac du ph wong phap quan sat cho ta nh  @eng théng tin m at
thay tai nghe, nh wng nh trng ng wéi cong nhan th wéng khong
lam vi éc hét cdng su at khi h o bi quan séat, va do dé co6 th é
gay ra s w thiéu chinh xac trong phan tich cong vi  éc.

Phwong phap nay c Ging doi héi toan b 6 pham vi cua cac
hoat déng ph ai dworc quan sat; vi éc nay co th e ap dung v &i
mét sé cong vi éc, nhwng ciing khéng th é ap dung doi vé&i
nhiéu cong vi éc — vi du nhieng cdng vi éc quan Iy c ap cao.
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Phan tich cong vi éc

1. Phan tich cong vi éc la gi?
1-2). Phwong phap ph éng van tteng ca nhan

Phwong phap ph éng van tng ca nhan la ph wong phap | wa
chon mot s6 ngwdi & Mot sé vi tri cdng vi éc nhat dinh va
phéng van mat cach toan di én.

Két qua cta nhirng cu 6c phéng van nay s é dwoc két hop
thanh b ang phan tich cong vi éc don |é.

Phwong phap nay hi éu qua trong vi éc danh gia m 6t coéng
viéc doi h éi nh irng gi, nh wng | ai rat mat th &i gian.

Tuy nhién, ¢ an phai canh giac vi nh rng ca nhan nay cé th é
théi phéng tam quan tr ong ho ac sé lwoeng nhi @m vu ma cong
viéc cta ho yéu cau.
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Phan tich cong vi éc

1. Phantich cong vi éc la gi?
1-3). Phwong phap ph éng van theo nhom

Phwong phap ph éng van theo nhém t wong tw nhw phwong
phap ph éng van tirng ca nhan tr v viéc nhirng ng wei phu
trdch cong vi éc dwoc phéng v an cung luc.

D6 chinh xac khi danh gia cong vi éc sé tang lén, nh wng
dong lwc cta nhom s & co th &€ anh hwéng khdng t 6t dén hiéu
qua.
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Phan tich cong vi éc

1. Phan tich cong vi éc la gi?
1-4). Phwong phap b ang cau h oi

S dung phwong phap nay, nhan viéen dwoc nhan mét
bang cau h éi va thong qua dod, ho kiém tra ho &c danh gia
dwoc nhibng viéc ho da thwc hién trong cbng vi éc cua minh
tp 1 danh sach dai cac nhi ém vu co6 th é thwe hién dworc

Céch th {rc nay rat tét cho vi éc thu th ap thdng tin v & cong
viéc. Tuy nhién, tr t khi cdng vi éc co th é dwoc giam sat va
khéng c6 ¢ o hdi dé héi cac cau h i tiép theo hay 1am rd céac
thong tin thu dworc.
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Phan tich cong vi éc

1. Phan tich cong vi éc la gi?
1-5). Phworng phap th ao luan chuyén mon

Trong p hu’o’ng phap nay c6 s w tham gia ¢ ua nhirng giam
sat vien c6é ki én thic uyén tham v & céng vi éc. Lic nay,
nhirng dac tinh riéng ¢ aa céng vi éc sé dwoc cac “chuyén
gia” danh gia

Mac du day 1A mét phwong phap thu th ap div liéu tot,

nhwng lai it chi y dén sw am hiéu ca chinh nh @rng nhan
vien dang dam nhiém cbéng vi éc ho lam
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Phan tich cong vi éc

1. Phan tich cong vi éc la gi?
1-6). Phworng phap ghi nh at ky

Phwong phap ghi nh at ky yéu ¢ au nh iekng ng wéi phu trach
cong vi éc ghi | ai hoat déng hang ngay ¢ ua ho.

Phwong phap nay cung ¢ ap nhiéu théng tin, nh wng hiém
khi dworc ap d ung vao th wc hién cong vi éc.

Pay la ph wong phap r ac roi nh at trong nh ibng ph wong phap
danh gia céng vi éc, nd doi héi nhiéu thao tac, nén t én nhieéu
th&i gian ¢ ua nhikng ng wei phu trach céng vi éc

Pé nam bat toan b 6 cac ho at déng ctia céng vi éc, ph wong
phap nay co6 th & phai thwc hién trong nh trng kho ang th &i
gian dai, nén lam t ang thém chi phi.
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Phan tich cong
Ml €4an tich cong vi éclagi?

1-6). Két luan

Khi xem xét 6 ph wong phap, khong ph wong phap nao lo ai trw
phwong phap nao ¢ a, va ciling khéng c6 ph wong phap nao dworc
coi |a wu viét hon tat ca. Tham chi khi vi éc thu th ap thdong tin t
nhirng ng wei chiu trdch nhi ém c6 th & gay ra m 6t sé van deé, dic
biét 1a néu nh iPng miéu t & cad nhan do thién v & nhikng gi h o nghila
ho nén lam h on l1a nhitng gi ho thwe sw 1am. Do d6, két qua tot
nhat 1a nhitng gi dat dwoc bang viéc két hop st dung cac
phwong phap - v &i théng tin do t teng nhan vién, do ¢ ap trén tr wc
tiép, do m 6t nha phan tich chuyén nghi é&p hay do m &t ngu 6n kin
d&o nh w nhipng quan sat qua camera cung ¢ ap

Sau khi da nhan ra viéc phan tich cong vi éc cé th & dworc th wc
hién bang nhi éu cach khac nhau, chiing ta hay cung xem xét quy
trinh phan tich cong vi éc dang lwu y khac nh w: Phong quy trinh
phan tich cong vi éc lao dong, B ang cau h éi phan tich v i tri dworc 20
ste dung ch t yéu & My .



Phan tich cong
V'ECQuy trinh phan tich cong vi éc (Hinh 2)

!

Thu th &p théng tin ¢ o sé vé cdng vi éc dé phan tich thdng qua:

e Soddtdchirc 1

Xac dinh cong vi éc dac biét dwoc xem xét b ang nh irng ph wong phap phan
tich &nh gia cong vi éc nhw:

e 6 Phwong phap phan tich cong vi éc

e DOL va PAQ

e Nhirng ph wong phap phéan tich cong vi éc khac

¥

Diéu tra cong vi éc hién th & dé nam dwoc dd chénh | éch gi tra Tiéu chu an cong
viéc da thanh v an ban vé&i ndi dung céng vi éc hién dang th wc hién trén th wc te.

¥

Pwa ra nhirng Tiéu chu an codng vi & mé&i bao gém M6 ta cong vi éc va Pinh
nghia céng vi éc phu h op v&i ket qua dieu tra.

S




Phan tich cong vi éc

3. Muc dich c ua phan tich céng vi éc

DU st dung phwong phdp nao dé thu thap div liéu, thi
nhirng thong tin thu th &p dwoc va ghi chép | ai tte quy trinh
phan tich cong vi éc deu cho ra 3 k ét qua: bang mod ta cong
viéc, yéu c au cong vi éc, va danh gia cong vi éc

Can phai chi y r ang day la nh @rng san pham hiru hinh, ch &
khéng ph ai chi la viéc phan tich cong vi éc. Chung la qua
trinh nh an th e, phan tich va hanh déng dé cé6 dwoc nhirng
két qu a trén.

42



Phan tich cong vi éc

3. Muc dich c ua phan tich céng vi éc
3-1. M6 ta cbng vi éc

Khi th @0 luan vé viéc tuyén dung, lwa chon, va danh gia,
chiing ta th wérng th &y rang viéc md ta cdng vi éc 1a m ot
ngu 6n thdng tin quan tr ong dé:

(1) Miéu ta céng vi éc v&i cac rng vién ti ém nang (DU qua
& cha ngwdi tuy én dung va ng wei phéng van hay la
dwoc dang trén qu ang céo)

(2) Hwéng dan cho cac nhan vien m &i dwoc tuy én dung veé
nhirng yéu c au cha cdng vi éc, va

(3) Pwa ra sw so sanh dé danh gia xem li éu nhirng cdng vi éc
thwe té co giong nhw nhiveng gi da thong bao tr wéc do
hay khong
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Phan tich cong vi éc

3. Muc dich c ua phan tich céng vi éc
3-1. M6 ta cbng vi éc

Mo ta cdng viéc la mét ban mod ta nhirng cdng viéc ma mébt
ngwdi phai lam, cach thire 1am, 1am trong diéu kién nhw thé nao
va tai sao phai lam nd. N6 phai mé ta chinh xac ndi dung coéng
viéc, mdi trwdng 1am viéc va cac diéu kién lao ddng. Mot ban md
td cong viéc théng thworng bao gdm tén cdng viéc, nhiém vu phai
lam, nhitng dac tho riéng biét cha codng viéc, diéu kién moi
trwdng, va quyén han, trdch nhiém cda nguwoi thwc hién cong
viéc. Vi du ctia ban mé ta cong viéc vé phan tich di liéu dwoc
trinh bay & bang 1.
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Phan tich cong vi éc

3. Muc dich c ua phan tich cong vi éc
3-1. M6 ta cbng vi éc (Bang 1.)

eTén cdng vi &c: Phan tich di» liéu Ma sé nghé nghiép:3321
eBA4o0 c4o dén: Diéu phdi vién hé théng Sé cong viéc: 01
eGiam sat : Khong Ngay 2/21/99
eDiéu kién mdi tr wéng: Khong

eChtlrc nang:

Hinh thanh, thwe hién va duy tri cac hé so 1 cach toan dién, tién hanh kiém soat theo yéu cau, thu
thap va téng hop dir liéu theo yéu cu.

eVai tro va tradch nhi ém:

[1Xem xét lai cac tai liéu khac nhau, 1én danh séach, tdng hop... mét cach day du va chinh xéac.

[JKiém tra cac ho so dwa vao cac ngudn hién c6 nhw bdo céo hay tbng hop; diéu tra sw khac nhau va
thwe hién cac hoat déng theo yéu cau nham dam bao rang nhitng hé so dé 1a chinh xac va cap nhat;
bién soan va téng hop di¥ liéu thanh cac ban b&o céo theo yéu cau.

[ Thuwe hién kiém soat nham co6 dworc, lwu gith va cung cap céac théng tin da dang. [1Pwa ra cac yéu cu
co ban, mau va céac ban ghi thong thuwdng.

[] Cung cap théng tin theo yéu cau cltia cac c& nhan cé quan tdm bang cach thu thap di liéu theo yéu
cau tr cac hoé so, ban bao céo, cac tai liéu nguén, va cac tai liéu twong tuw.

[JCung cép chi dan theo chirc nang cho cac ca nhan & cap thap hon theo yéu cau.
eDac thu cong vi éc:
[1Cbng viéc nay doi hoi phai Thanh thao may tinh, st dung Lotus va Word Perfect.




Phan tich cong vi éc

3. Muc dich c ga phan tich cong vi éc
3-2 . Yéu cau Cong vi éc

Yéu cau Cong vi éc chira trinh dé toi thiéu cé th & chap nhan
dwoc ma ng woi thwe hién phai c6 dé hoan thanh cong vi éc
dwa trén cac thdng tin yéu ¢ au théng qua phan tich céng
viéc va nhan biét kién thic, Ky nang, sw gido duc, kinh
nghi ém, bang cap, va nh trtng kh & nang can c6 dé thwc hién
cong vi éc hiéu qua.
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Phan tich cong vi éc
3. Muc dich c ga phan tich cong vi éc

3-2 . Yéu cau Céng vi éc (Bang 2)

eKién th trc/K§ nang:
Basic Business Writing, Microsoft Word 97/98,Excel 97.

eTrinh d§ hoc van:
Tét nghiép phé théng trung hoc..

eKinh nghi ém:
Co trén 2 nam kinh nghiém sau khi tham dy khoa dao tao nhan vién méi.

eBang c ap/Nang | wc:
Chirng chi vé Basic Business Writing va Word 97/98.
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Phan tich cong vi éc
3. Muc dich c ga phan tich cong vi éc
3-3 . Nhirng tiéu chu an céng vi éc

Tiéu chu an codng vi éc bao gém M6 ta Codng viéc va Yéu c au
Coéng vi éc. Do do, tiéu chu an cong vi éc khdng ch ila mét ban mo ta
cong vi éc ma con la m 6t cong ¢ u quan tr ong trong qua trinh thu
thap, dé lwu gidr lai nhikng tiéu chu an can thi ét doéi vé&i ng wei th we
hién cong vi éc va giup cho vi éc danh gia xem li éu tng vién do co
dat yéu c au hay khéng.

Bang 3: quy trinh  dién vao b ang Tiéu chu an Céng vi &c. Ching ta c6

thé dinh ngh a ndi dung cdng vi éc va nh irng diéu kién can thi ét dé
hoan thanh toan b & céng vi & bang cach s tr dung bang Tiéu chu an
Cong vi éc (xem b ang 3).
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Phan tich cong vi éc
3. Muc dich c ga phan tich cong vi éc

3-4 . Quy trinh 1am r& Tiéu chu an Coéng vi éc (Hinh 3)

) M6 ta cAc muc chung v & codng vi éc
eTén cdng Viéc, eV tri phu trach &
eGiam sat, eDiéu kién mai trwdng

M6 ta ndi dung cbng vi éc
eChtrc nang
eVai tro va trach nhiém
eDac thu cong viéc

A Xac dinh cac diéu kién can thi ét dé thwc hién céng vi éc hiéu qua
eKién thurc

Xac dinh oKy nang

cong vi éc > e Trinh d6 hoc van

eKinh nghiém

eBang cap

eNang luwc




Phan tich cong vi éc

4. Bang m au cac tiéu chu an céng vi éc

Vi
eBao cao cho :

oGidm séat :

«Diéu kién mdi tr wong

eChtrc nang:

eVai tro va trach nhi ém:

«Dac thu cong vi éc:
Lwu lwong Céng vi éc

Chi ti ét cong vi éc

eKién th trc/ K§ nang :

eTrinh d6 hoc van:

eKinh nghi ém :

eBiang cap/ Nang | wc:




HRM/HRD Series

QUAN TRI NANG LUC |

Gidi phdp 1a su lién két giira
két qua cong viéc va ning luc

Tién si Shinichiro Kawaguchi
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Vén dé chinh vé qudn 1y nhdn sy (HRM) trong cdc cong ty Viét Nam

Caigi

Bao nhi€éu

Thé nao }

Muc dich/ muc tiéu t6 chic I
Muc dich/ muc ti€u qui trinh I
Muc dich/ muc ti€u cong viéc I

TAm nhin, Gi4 tri, Nhiém vu, Muc tiéu kinh doanh

Khuynh huéng
mdi

e D6i méi
® Sang tao

e D{c dao

Hoat dong ca nhan/ nhom

(Muc dich/ muc ti€u )

Ket noi €=-++=sseesseesnnns

Nang luy'c ca nhan/ nhom
(KAS & tu cach dao duc)

Hiéu suit & ning
Suat cao

(QCDSME)

Van dé chinh vé quan
Iy nhin sy trong cac
cong ty Viét Nam




Nang luc la gi?
e Ning luc 12 kh3 ning clia c4 nhian dudc bi€u hién qua hiéu qui cong viéc.

—-- Nhin ti géc d6 ndng luc dua theo két qud

e Ning luc dudc dinh nghia 13 hanh vi thé hién ra bén ngoai clia mot ngudi. Mot cd
nhin & mot vi tri ndo d6 trong td chic can phdi c6 mot sd ning Ivc nhat dinh dé thuc
hién c6 hi€u qua vai tro/ trach nhiém ctia minh.

——- Nhin tix géc do ndang luc dva theo ndng sudt

e Mot bd niing luc day di cho mot vai trd c4 nhian bao gdm kién thic, k§ niing, kinh
nghiém, va nhitng tinh ning ma ngudi nay phai thé hién trong lic thuc hién cong viéc
ctia minh c6 ning suat va c6 hiéu qua.

--- Nhin tu goc do nang luc dua theo cach thuc hién cong viéc

53

Ky r?e“mg D& quan sdt Lam thé& nio d€ phit trién

Kién thic®  va do ludng ane e e xit Mo dong
/\/\V/\/—/\/\ o ¢ éng ’ .

o Kh6 thay
Gia tri nhung tao mot /

Ty nhén thic su khéc biét

Nét riéng 16n

Pong co
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Cé nhiéu loai ndng luc khdc nhau?

e C6 nhiéu loai ning luc khdc nhau tir cdc t6 chic khic nhau, vi du:
Loai - I: Trung TAm Phdt Tri€n Quan Ly Wellington, Anh Qudc

Ning luc td chifc, ning luc hé thong cong viéc (Job Family Competencies),
ning luc cdng viéc cu thé (Job Specific Competencies).

Loai - II: Co Quan Hang Khong va Vi Tru Hoa Ky (NASA)

Nang luc kinh doanh, ndng luc k¥ thudt, ning lyc hoan thanh nhi€ém vu,
ndng lyc khoa hoc va nang luc co khi.

Loai - III: Hoi thio quan 1y ngudn nhan lyc dua theo ning luc 1an 2 tai An Do
Ning luc quan 1y va ning luc chic ning
Loai - IV: Hoi Pong Anh, Anh Qudc

Nang luc cu xu

= C6 nhiéu loai ning lyc =
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Mo hinh ndang luc la gi?

e M5 hinh ning luc 13 danh sdch tit cd cdc ning luc cin cé dé
hoan thanh cdng viéc cu thé trong mot td chic cu thé. M6 hinh
ning luc bao gom

[JHudng dan thuc hanh cho ngudi ndm gilt cong viéc

A A~ / / A ~ A A N
_JT1€u chuan hoéa cac viéc nhu tuy€n chon nhan sy, su ké thura
Al o A A A A , . » A ° A A e

no1 ti€p, k€ hoach, huin luyén, ddnh gid cong viéc, ludn chuyén
cong viéc, 1én chic, xudng chic, v.v...
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Héi thao vé quan 1§ ngudn nhan luc dua theo niing luc

25-26/08, Bombay, An D§

Noi két
Y thic

Chién lugc kinh doanh

Tam nhin, nhiém vu, gi4 tri, chi€n ludc canh tranh

EER R EUNERNY]

(AN RYREEE "°

Chién Iuge nhan sy

TAm nhin, vin héa, con ngudi, qui trinh, k§ thuat

EEIEEEEEEREEAEES

: Cd cdu to chifc
; r td chic Nhém/ qui trinh | Vai tro/cong Viéj
: A 4 e
Cic chi @é hoat dong theo niing lyc
= 2 1e Xay dung Y
' Quidn ly > = Hoc tip & Pong co Thong tin Quan ly Xay dung
Nhan tai kha ning Phit trién Thic day t6 chifc thyc hién || mdi quan hé
I lanh dao ; ¥ :
=
Can thiép

td chiic

FENSERSES TR RS RSN S




Bdng cdch nao mé hinh ndang luc lam ting gid tri?

e St dung md hinh niing luc d€ 1am ting gid tri cho td chifc bing nhiéu cach.
MO hinh nang luc
ITang cudng cdc ning luc can thiét trong twong lai

"ICung cAp mdt biic tranh rd rang vé kién thitc, k§ ning, kinh nghiém, va nhitng tinh
ning can thi€t khic d€ nhan vién thuc hién cong viéc c6 hiéu qui va hiéu suat.

JLa cong cu gi4 tri hd trg qui trinh 14p k& hoach ngudn nhan Iuc, k& hoach nghé
nghiép, va bao dam cho su thanh cong 1au dai

JLa don vi do ludng gi4 tri cia td chifc va ning luc ndng cot.
[JGidp xdc dinh kh3 ning. Xdc dinh ning luc c6 thé nhin ra kha ning 1ap k& hoach.
Bén than kha niing thi khong thé nhin thdy, nhung cdc hoat dong thi c6 thé nhin thay

Y 7 2 A N - » 2, ~ 2, . ~ - N c A
Bang cach st dung m6 hinh nang luc, ching ta c6 thé xac dinh ré kha nang lam viéc
ciia nhan vién.
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Cac buoc xdy dung mo hinh nang luc

e C6 9 budc xay dung mo hinh nang lyc

Buwéc 1: Xay dung hé thong cong viéc trong to chifc thong qua viéc phan tich cong
viéc trong toan cong ty ¢ quan tAim dé€n TAm nhin, Gi4 tri, Nhiém vu, va muc tiéu
kinh doanh.

Bwdc 2: Nhin ra va dinh 16 ning luc (Theo logi, va nhitng ning lIuc cu thé chi tiét
theo tirng loai) gian k&t v4i vai tro/ trach nhiém (muc dich/ muc tiéu, KPI) trong hé
thong cong viéc. Bon yéu td trong Balanced Scorecard; Tai chinh, Khach hang, Qui
trinh ndi bd, Hoc hdi & Phdt tri€én éu 4nh hudng t6i tiéu ph4t trién hiéu qua 1am viéc/
ning suit trong cong ty.

Buwdc 3 : Xdc dinh cidp do va vi du (examples) cho tirng ning luc.

Bwdc 4 : Tao ra Ttr Pién Nang Luc (competency dictionary)

bao gdm tit cd cdc ning luc.
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Cac buoc xdy dung mo hinh ndang luc

Buwéc 5 : Chi dinh niing luc can thiét cho tiing vi tri trong hé thdng cong viéc.

Buac 6 : O mdi vi tri, quyét dinh cap do ning luc d€ c6 thé thuc hién cong
viéc theo yéu cau.

Buwéc 7 : Panh gi4d ngudi ddm nhiém vi tri theo cAp dd ning luc yéu ciu.
Buwéc 8 : Phan tich tat cd két qua ddnh gid.

Buwéc 9 : XAy dung k& hoach theo nhém va c4 nhan.
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Céc loai niing luc trong Twrdién ndng luc

e Vin phong Tré em va Gia dinh, Hoa Ky.
JLanh dao t& chic
"JRa quyét dinh
1Giao ti€p v6i con ngudi
"]An tugng cd nhan (Personal Effectiveness)
JTruyén dat thong tin
[1Quan ly

[JNhay bén cdng viéc (business acumen)

http:www.goer.state.ny.us/workforce/agyinitiatives/

ocfscompetencieschart.html
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Céc loai niing luc trong T dién ndng luc

e Bang Michigan, Hoa Ky.
JAn tugng c4 nhan
[ITruyén dat thong tin
"IPinh hudng két qua
IPhat trién lyc lugng lao dong
TJPhdt tri€n qui trinh cdng viéc

JKién thitc chuyén mon

http:www.state.mi.us/mdcs/OPE/group3report.html
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Céc loai niing luc trong T dién ndng luc

e Bang Washington, Hoa Ky.

"ITruyén dat thong tin

IRa quyét dinh
JK¥ ning giao tiép
[1Lanh dao

"JHoach dinh chién Iudc
"JQudn 1y ngudn nhan lyc
"/Quan ly chuong trinh/ dy dan
[1Quan ly tai chinh

[INang luc k¥ thuat

1Giao ti€p v4i moi trudng bén ngoai
JQudn ly d6i mdi va thay doi
[/Pinh hudng hoc tip va thanh dat

http://hr.dop.wa.gov/workforceplanning/mgmtcomp.html
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Céc loai niing luc trong T dién ndng luc

e Vin phong quan 1y nhan sy Hoa Ky, tai Hoa Ky.
|Lanh dao thay ddi
JLanh dao con ngudi
"IPinh hudng két qua
!Nhay bén cdng viéc

[1XAay dung lién két/ truyén thong

http:www.opm.gov/ses/define.html




64

Céc loai niing luc trong T dién ndng luc

° ﬁy Ban Dich Vu Cong, Canada
[INang lyc tri tué
[INang lyc xay dung tuong lai
[INang luc quan 1y
[INi#ng luc tao moi quan hé

[INang luc c4 nhan

http:psc-cfp.gc.ca/cap/03/mgnarr_e.html#![
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Céc loai niing luc trong T dién ndng luc

e Chinh quyén Mién Bic, Uc
JKién thifc t6 chiic
ISuy nghi va hoach dinh chi€n ludc
[1K§ ning giao ti€p
JPh4t tri€én con ngudi
"1Qudn 1y ngudn luc
[1Qu4n 1y thay doi
ITruyén dat thong tin
[1Lanh dao/ ty quan ly

http:www.nt.gov.au/ocpe/documents/publications/

hr-info-series/infoseries13.html
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Céc loai niing luc trong T dién ndng luc

e Bang New York: BO phan Dich Vu Dan Sy (Department of Civil Service), Van
phong Thong doc, Hoa Ky - 1

[INang luc giai trinh (Accountability) [JTu duy phan tich

[1XAay dung niém tin “JQudn 1y thay doi

"Huan luyén “JTrao ddi thong tin bing 13i n6i
JTrao ddi thong tin bing vin ban [1Quan ly xung dot

JLién tuc hoc héi ]C4i tién lién tuc

JRa quyét dinh "JQuan tAm dén khdch hang
Uy quyén TGidp ngudi khdc phdt trién

[1Kha ning cam xuc

http:www.cs.state.ny.us/announ/mainpages/

Prom%?20Test%20Bat%20Guide/
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Céc loai niing luc trong T dién ndng luc

e Bang New York: BO phan Dich Vu Dan Sy (Department of Civil Service), Van

phong Thong ddc, Hoa Ky - 11

ITrao quyén cho ngudi khic

IQuan tAm dén x4c minh, chi'ng minh
Tao diéu kién thuin 1gi

"/Kha nang linh hoat

1S4ng kién

1D6i méi

ILing nghe

[/Duy tri uy tin ca nhan/

dat tiéu chuian dao dic

ITién phong
Tw cha

[1Quan 1y tai chinh
"IPat két qua
"JAnh hudng dén ngudi khic
[JK§ niing giao ti€p

[1Quan 1y cong viéc

http:www.cs.state.ny.us/announ/mainpages/

Prom%20Test%20Bat%20Guide/




68

Céc loai niing luc trong T dién ndng luc

e Bang New York: BO phan Dich Vu Dan Sy (Department of Civil Service), Van
phong Thong ddc, Hoa Ky - 111

[1Quan ly rai ro JPam phan

“JThong tin to chic JLam viéc nhom

JK§ nidng chinh tri [1Quan ly du 4n

"JHuéng dan JHO tr¢ dong vién

[1Gidi quyét van dé JITw duy hé thong

K§¥ ning chuyén mon [1S& dung va quan 1y cong nghé
"JTu duy chié€n lugc ] Panh gid va cAn bing céc gid tri

J'TAm nhin

http:www.cs.state.ny.us/announ/mainpages/

Prom%20Test%20Bat%20Guide/




Ti dién ndng luc : Vi dul

e Ty dién ning luc cu x& cda Hoi ddong Anh
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Version: 19/08/2004.

Loai nang luc : Dinh Huong Dich Vu Khach Hang

Dinh nghia

Tai sao quan trong?

Pinh hudng dich vu khach hang 1a sy sidn 1ong va kha
niing cung cap dich vu chat lugng cao, ddp tng dudc nhu

cau cda khach hang.

Trong phan nay ti “khdch hang” chi c4 khach hang bén
trong va khach hang bén ngoai. Piéu nay gidp hiéu day
dt nhu ciu ctia khach hang nhim phat tri€n va cung cip

dich vu thich hop.

Cap d6 1 (Cung cap dich
vu)

Cap d6 2 (Lam ting gid
tri)

Cap do 3 (Chu tAm vao
nhu ciu tiém 4n)

Cap do 4 (Phuc vu Igi ich
lau dai)

[1Cap nhat thong tin mdi nhat
cho khach hang.

[THanh d6ng nhanh chéng bao
ddm ring nhitng van dé clia
khéach hang da dudgc gidi quyét.
[JTy bédn than lic nao cling sdn
sang phuc vu khdch hang.
[1Giao ti€p tot vdi tat cd khdch
hang.

[JHay hiéu ring mdi khich
hang mdi khac

[ICung cap c4i khdch hang can
chit khong phdi cdi ma nhin
vién nghi khdch hang can.

[INghi vé khach hang khi 1am
cOng vi€éc hang ngay.

Ty hdi “lam thé& nao d€ ning
cao gid tri gia tdng cho khdch
hang?”

"ILdc nao ciing ¢6 hinh dnh
khach hang trong dau khi ra
quyét dinh.

[JLAy lam ty hao trong viéc
cung cip sidn phadm dich vu
chat lugng cao.

[INghién cttu cdch cung cap
dich vu va gidi phdp cho nhiing
van dé.

[IBé thdi gian hdi va hiéu nhu
cau that sy va tiém ning clia
khdch hang, sau hon nhitng gi
da dé cap trude do.

[IThiét 1ap hé thong thu nhan
phan hdi tir khach hang

[JTap trung ngudn lyc uu tién
cho nhitng khu vyc hay nhom
khach hang thié€t yéu nhung
khong thién vi.

[JLu0n ludén lam viéc sat xao
v6i khdch hang, luon nghi dén
nhu cau khach hang hanh dong
vi 1¢i ich 1au dai cta ho

1Gidp khdch hang huéng dén
tuong lai. Gidp ho hiéu nhitng
van dé vugt trén cong viéce
thuGng ngay cda ho.




Tit dién ndng luc: Vi du 2

e Ty dién ning luc cu x& cda Hoi ddong Anh
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Version: 19/08/2004.

Loai ndang lvuc: Lam cho nguoi ta co trach nhiém

Dinh nghia

Tai sao quan trong?

Lam cho ngudi ta c6 trach nhiém la kha ning truyén dat
mdt cdch rd rang vé nhitng diéu can phai dat dudc, tiéu
chuin, thdi gian, ngn sach, va lam ro trach nhiém cia

ho.

Quan trong bdi vi n6 bdo ddm ring cdng viéc cla cd
nhan hay nhém hd trd /gép phin vao sy thanh cong cla
muc tiéu chién luge. N6 quan 1y cdng viéc theo muc tiéu
& phuong phdp di thdng nhit trude do, va xi& Iy mot
cdch nhanh chéng va hiéu qua nhitng phan viéc khong

tot.

Cap do 1 (Hudng din)

Cap d6 2 (Tiéu chuén cao)

Cap do 3 (Lam cho ngudi
ta c¢6 trach nhi€ém)

Cap do 4 (Xt Iy nhitng van
dé ¢6 tinh chAt dai han )

[JHuéng dan rd rang va cho
ngudi ta bi€t minh mong dgi gi
G ho.

[JChap nhén trdch nhiém vé
cac hoat dong clda minh. Ty dat
giGi han cho cdc hanh vi cu x.
[JKhong ép budc hay quay ray
va khong tha thtt cho nhitng
hanh vi khong thich hgp doi véi
nhitng ngudi khéc.

[JYéu cau két qua cao tif ngudi
khdc bing cach lam guong.
71Quan ly cdc hoat dong theo
tiéu chudn va khung thdi gian
1o rang, dua ra nhitng phan hdi
thich hop khi c6 yéu ¢70704u.
[Gitp bdt dau lai khi x4y ra
that bai.

{JLam cho ngudi ta ¢6 trach
nhiém v&i hanh ddng cia minh.
[IThach thitc moi ngudi mot
cdch cOng khai va c6 tinh xay
dung vé cdc van dé trong cong
vi€c, tuy theo cong ty nhung
phéi cong bing.

(X Iy nhitng van dé ¢6 tinh
chit dai han trong hoat dong,
sa thai nhitng ngudi hoat ddng
kém néu can thiét.

[1Thong bdo rd rang cdc hé
qué, vi du, “Né&u anh khong dat
muc tiéu nay, thi diéu nay sé&
xayra”.

[JCung cAp nhitng huéng din
va phé binh hay 151 khuyén c6
tinh xay dung.




Tit dién ndng luc: Vi du 2

e Ty dién ning luc cu x& cda Hoi ddong Anh

Loai nang lvc: Lam viéec nhom

71

Version: 19/08/2004.

Dinh nghia

Tai sao quan trong?

Lam viéc nhém la hoat dong mang tinh hgp téc,
Xuyén qua cic rao can vin héa & t8 chifc d€ dat

dudgc muc ti€u chung.

T6 chifc cia chiing ta hoat dong thdng qua cic phong ban, t6
chiic va van héa. Nhin vién phai lam viéc hdp tac v6i nhau,
chia sé kinh nghiém, chia sé day dui thong tin, phd bd riao cin

gilta cdc phong ban.

Cap do 1 (Hop tac
lam viéc)

CAp d6 2 (Lién quan
dén ngudi khac)

Cap d6 3 (Xay dung nhém)

Cap do 4 (Tao ra cach
lam viéc nhém)

1S&n sang hop téc.
"JKhOng ngai xin 101
khuyén tir ngudi khac.
[1B6 thém cong sic khi

can dé gitip dd ngudi khdc.

[ JHiéu ring cdch hoan
thanh cong viéc cia cac
phong ban, t6 chiic 12
khong giong nhau.

[JCht dong lién két cdc
thanh vién c6 nhitng hoan
canh khdc nhau vao trong
cdc hoat dong ctia nhém.
"|Lgi dung nhitng k§ ning
va y kié€n khac nhau.

[1B& thdi gian gitp ngudi
khdc suy nghi vé cdc van dé.
[JHay phat biéu mot ciach
tich cuc vé ngudi khic

[1B& thdi gian hoc hdi va tim
hiéu cdc t6 chitc khdc, vin
héa khac.

"1Chu dong chia sé thong tin va hoc hdi
cling v4i dong nghiép

(X1 ly xung dot hay van dé trong nhém
mot cach tich cuc va cdi md.

[JCung cAp thdng tin phdn hdi rd rang cho
cédc thanh vién trong nhom.

1St dung hi€u biét vé nhitng mdi quan
tam khac nhau ctia cdc thanh vién trong
nhém dé dat duge két qua tich cuc.

1St dung khd ning cdm xic dé hi€u dong
luc cia nhém va dé€ hai hoa va diéu phdi
ngudn lyc ctia nhém.

[1Tao ra ¢ hoi méi cho
thanh vién lam viéc véi
nhau, phd bd nhitng rao cdn
dnh hudng dén hiéu qua
cong viéc clda nhém.
"IThach thd’c moi ngudi
cung lam viéc

[IMO hinh dé hop tdc.
[Trao thdi gian va ngudn
Iuc cho cdc du 4n nhém.




Tit dién ndang luc: Vi du2

e Ty dién ning luc cu x& cda Hoi ddong Anh

Loai nang luc: Kha nang linh hoat

12

Version: 19/08/2004.

Dinh nghia

Tai sao quan trong?

Kha ning linh hoat 1a kha niang phu hgp véi cong viéc
trong nhi€u moi trudng khic nhau, dong nghiép khac
nhau, va nhém khac nhau. N6 1a kha ndng suy nghi ddc
1ap, khong bi bdi o1 hay dirng lai vi nhitng tdc ddng

khong mong mudn.

Kha ning niy can thi€t d€ ddp ng lai nhitng nhu cau
khdc nhau va thay ddi lién tuc va d€ hoan thanh cic loai
cong viéc hién tai va trong tuong lai. Kha ning uyén
chuyén trong viéc hi€u luit 1€, thd tuc, chinh sdch 13 can
thi€t @€ mang dén dich vu phii hdp vdi nhu cu tiing dia

phuong.

Cap d6 1 (Khd ning linh
hoat )

Cap do 2 (Ap dung thi tuc
mot cach uyén chuyén)

Cap do 3 (biéu chinh
phuong phédp/ cach ti€p
can)

Cap dd 4 (Tao ra vin héa
t8 chic)

[JChitng té sdn sang thay ddi
y kié€n hay nhén thiic, cin cit
vao nhitng thong tin hay bing
ching mdi.

C&i m& d6i v6i nhiing y
tudng mdi va 1dng nghe quan
diém ctia ngudi khdc.

"1Ap dung nguyén tic hay thi
tuc mot cach uyén chuyén, tiy
theo hoan cdnh cia titng ngudi,
dé hoan thanh cong viéc hiéu
quéa hon.

[JPhén tng tich cuc doi véi sy
thay d6i clia mdi trudng.

[JVan giit sy tap trung khi ddi
mat v4i su canh tranh.

[1Piéu chinh hop 1y bdo ddm
hiéu qué cao nhit va dong vién
dugc moi ngudi.

[INhan biét phuong phdp thuc
t& d€ hoan thanh cong viéc
nhanh hon va hiéu qua hon.
[JK&t hop tam nhin dai han va
¥ 1& binh thudng d& hidu va
thuc hién chinh sach.

[1C4m thdy thodi mai vdi su
thay ddi.

[IThay ddi k& hoach téng thé,
muc tiéu hay du 4n d€ phii hop
vd4i tinh hinh.

[JTao ra va hd trg tinh linh
hoat bing cdach dua ra nhitng
thd tuc bdo dadm sy thay ddi
nhanh chéng va khuyén khich
su linh hoat ctia moi ngudi.




Phu luc

Qudn Iy & phdt trién két qua
thuc hi€n cong viéc/nang luc

Tién si Shinichiro Kawaguchi
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Bdng diéu tra cdp do té chiic 1: Ban do quan hé

1. Tém nhin & gid tri

2. Nhiem vu

3. Muc dich/ muc tiéu kinh doanh (ké hoach kinh doanh trung/ dai han)

4. Muc dich/ muc tiéu kinh doanh (ké hoach kinh doanh ngdn han)




Badng diéu tra cdp do t6 chiic - 2 : Co cdu td chiic

Cép dé té chiic

Cdp do phong ban

Cdp do qui trinh

Cdp dj bo phin/ nhém

Cap do cong viéc

Céap do nhém/ cd nhén
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Diéu tra cdp do to chiic - 10: Bdng phén tich va cdi tién to chiic

Bo phan kinh doanh :

Muc dich/ muc tiéu kinh doanh:

Muc dich/ muc
A ~ 2,
tiéu té chuc

Két qua cong
viéc muc tiéu

Két qua
cong viéc
thyc t&

Sai
khac

Anh
hudéng
cua chénh
léch

Nguyén
nhin cua
chénh léch

Hanh dong/
giai phap cai
ti€n té chic

Qui trinh tac dong
dén chénh léch

P.

(Phan tich sai biét)




Bdng diéu tra cdp do qui trinh - 1 : Bdng phén tich va cdi tién qui trinh

Qui trinh:

Muc dich/ muc tiéu té chiic:

Muc dich/ muc
tiéu qui trinh

Két qua cong
viéc muc tiéu

Két qua
cong viéc
thuyc t&

Sai
khac

Anh
hudéng
cua sai
khac

Nguyén
nhan cua sai
khac

Hanh dong/
giai phap cai
tié€n qui trinh

Cong viéc tac dong
dén sai biét khac

P.

Phan tich sai khac




Bange diéu tra cdp do cong viéc - #1: Ma trén vai tro/ trdach nhiéem

Cong viéc:

Muc dich/ muc tiéu qui

trinh

Bo phan/ Nhom:

Vai tro/ trach nhiém cia
bo phian/ nhém

Ngudi phu trach:

Ngudi phu trach:

Ngudi phu trach:

Ngudi phu trach:

Cong viéc, muc tiéu
Cong viéc muc tiéu

Cong viéc, muc tiéu
Cong viéc muc tiéu

Cong viéc, muc tiéu
Cong viéc muc tiéu

Cong viéc, muc tiéu
Cong viéc muc tiéu




Bdng diéeu tra cdp do cong viéc - 2: Bang phan tich va cdi tién cong viéc

B§ phan phong ban:

Muc dich/ muc tiéu kinh doanh;

Ngudi phu trach: Muc dich/ muc tiéu té chic :
Duyét: Muc dich/ muc tiéu qui trinh:
Ngay: Muc dich/ muc tiéu cong viéc:
Pon vi: Vai tro/ trach nhiém cia b phan/ nhém:

Muc dich/ muc Ké& qua cong
tiéu cia nhém/ ¢4 | viéc muc tiéu
nhian

Két qua cong
viéc thuc t&

Sai
khac

Anh huéng cia sai
khac

Nguyén nhén sai k

thac (dong vién)

PS

TS

FB | CQ

SK

CC

PS: Y/cAu cong viée, TS: HD trg, FB: Phin hdi, CQ: Hé qui, SK: k¥ niing/ kién thitc, CC: ning luc
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Bang dieu tra cdp do cong viéc - 3: Tieu chudn cong viéc va danh gid cong viéc

B4§ phan phong ban:

Muc dich/ muc tiéu kinh doanh;

Ngudi phu trach: Muc dich/ muc tiéu té chic :
Duyét: Muc dich/ muc tiéu qui trinh:
Ngay: Muc dich/ muc tiéu cong viéc:
vai tro Muc tiéu Po khé Miic do hoan | Két qua Nguyén nhan | Piém
— — thanh dat két qua
cong viéc Muc tiéu
1,2,3 1,2,3,4
1,2,3 1,2,3,4
1,2,3 1,2,3,4
Trung binh
Ty dénh gid DP4nh gid bdi SEp truc ti€p DPiénh gid bdi SE€p thit hai
Két qui = Két qua = Két qui =




Bdng diéu tra cdp do cong viéec - 4: Tiéu chudn ndang luc va dinh gid ndang luc

B§ phan phong ban:

Ngudi phu trach:

Muc dich/ muc tiéu kinh doanh:

Muc dich/ muc tiéu t& chic :

Duyét: Muc dich/ muc tiéu qui trinh:
Ngay: Muc dich/ muc tiéu cong viéc:
Loai ning luc Hanh vi / thdi d¢ bi€u hién theo | Do khé Két qui Miic d hoan | 13 Piém
loai nang lyc thanh trong

1,2,3 1,2,3,4

1,2,3 1,2,3,4

1,2,3,4

1,2,3 1,2,34

Tdng

Ty ddnh gid

DPiénh gid bdi SEp tryc ti€p

Ddnh gia bdi SEp thit hai

Két qui =

Két qui =

Két qui =




Badng diéu tra cdp do cong viéc - 5: Thiét ké hudn luyén ndng luc/ cong viéc

B§ phan phong ban: Muc dich/ muc tiéu kinh doanh:
Ngudi phu trach: . Muc dich/ muc tiéu té chic :
Duyét: . Muc dich/ muc tiéu qui trinh:
Ngay: . Muc dich/ muc tiéu cong viéc:

Chuong trinh cdi tién thyc hién cong viéc

Muc ti€éu Chuong trinh hudn luyén | Uutién [ 123456789101112123 | Off-JT | OJT
(Target Item)

Chuong trinh cai tién ning hyc
Muc tiéu Chuong trinh hudn luyén | Uutién [123456789101112123 | Off-JT | OJT
(Target Item)




Bdng thoa thudn cong viéc/ ndang luc (1)

Muc dich/ muc tiéu cong ty

Phong/ ban:

Muc dich/ myc ti€u kinh doanh:

Ngudi phu trach:

Muc dich/ muc tiéu t8 chic:

Vai tro chinh:

Muc dich/ myc ti€u qui trinh

Uu tién:

Muc dich/ muyc ti€u cong viéc

Cong viéc/ ndang luc cd nhin

Tiéu chuan cdng viéc:

Cac khoan muc mang tinh thdch thitc cta cong viéc:

Tiéu chudn ning lyc:

Céc khodn muc mang tinh thach thitc thudc vé ning luc:

Ngay hoan thanh :

Duyét:
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Badng thoa thudn cong viéc (2)

K& hoach phit trién cd nhédn

Khoéa huin luyén (tai cong ty) :
1).C4i ti€n cdng viéc

2).C4i tién niing luc

Khéa huan luyén (bén ngoai) :

1). C4i ti€n cdng viéc

2). C&i ti€n ning lyc
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