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TALENT CONG TY CO PHAN QUAN TRI NGUON NHAN LU'C M-TALENT
VD RoLBiNGs Quy trinh Tuyén dung - QT.TD.01

1. MUCpicH

Diéu chinh cac ndi dung trong cong tac tuyén dung cta ndi b6 M-Talent va phyc
vu nhu cdu tuyén dung ctia khach hang.

Bao dam cong tic tuyén dung dugce thuc hién théng nhit, ding trinh ty, tha tuc
theo quy dinh ctia M-Talent, d4p tmg ding dat yéu cdu ciia Khach hang va phu
hop véi quy dinh ctia Phép luat.

Dép ung yéu ciu tuyén dung d6i ngii can bd nhan vién theo dung tiéu chi, chit
lugng, tién d6 va hiéu qua.

2. PHAM VI AP DUNG

Quy trinh ndy ap dung trong ndi bd M-Talent.

3. TAILIEU LIEN QUAN

B¢ ludt Lao dong ndm 1994, d3 dugc sira dbi, bd sung nam 2002, 2006 va 2007;

Nghi dinh s 39/2003/ND-CP ngay 18-4-2003 ctia Chinh phii Quy dinh chi tiét
va huéng dan thi hanh mot s6 didu ciia Bo luat Lao dong v& viée lam;

Théng tu sé 20/2003/TT-BLDTBXH ngay 22-9-2003 ciia Bo truéng Bo Lao
dong Huéng dan thi hanh mot sé Diéu clia Nghi dinh s6 39/2003/ND-CP ngay
18-4-2007 ciia Chinh phii vé Tuyén lao dong;

Piéu 1¢ Cong ty Cb phin Quan tri Ngudn Nhan lyc M-Talent (M-Talent);
S6 tay chat luong M-Talent — STCL, ngdy 01/03/2013.

4. GIAI THICH TU NGU

4.1. Thuit ngir

M-Talent: Céng ty C6 phin Quan trj Ngudn Nhan lyc M-Talent.

HR Service Desk: 14 dia chi, dau mo6i nhin cdc thic méic va nhu cdu vé dich vu
nhan sur.

Phong Dich vu Tuyén dyng: 1a phong tic nghiép cc yéu cdu vé tuyén dung.
Don vi Tuyén dung: 1 cac phong/ban/khach hang c¢6 nhu cau TD.

Offer letter: Thu moi 1am viéc giri cho Umg vién sau khi tmg vién c6 két qua thi
tuyén dat.

Mi sb: QT.TD.01 Ngay ban hanh: 20/03/2013  Lan ban hanh: 01 Trang 3
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- Khach hang: La cac doanh nghiép (hoac co quan, td chirc khac) ¢6 nhu ciu tuyén

4.2. Tir viét tit

dung nhén sy thong qua M-Talent.

HRS:
P.DVTD:

HR Service Desk (HRservicedesk@mtalent.com.vn).

Phong Dich vu Tuyén dung thudc M-Talent.

P.DVQTNS: Phong Dich vu Quan tri nhén sy thuéc M-Talent

TGD:
TD:
TPTD:
CVTD:
NVHT:
bVTD:
OL:

Tbng Giam dbc
Tuyén dung.
Trudng phong TD
Chuyén vién TD
Nhan vién hé trg TD
Pon vi Tuyén dung.
Thu moéi lam viée.

Khéch hang.
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TA L ENT CONG TY C6O PHAN QUAN TRINGUON NHAN LUC M-TALENT
Quy trinh Tuyen dung - QT.TD.01

NQI DUNG

5.1 Luwu db qua trinh tuyén dung

TRACH NHIEM TIEN TRINH THUC HIEN THAM CHIEU THOT HAN
HRS/P.QTNS/ Tiép nhan nhu 52.1 _
CVTD cau BM.TD.01.01 Hang ngay
Phan tich va lap 522
CVTD A
ié hoach TD ‘1 BM.TD.01.02 2 ngay
Yy
_ 523
TPTD Phé duyét BM.TD.01.02 1 ngay
Vit donTé, sdTugng it
A
Tim ngudn {mg X
CVTD | vién phit hop ‘W 524 15 ngay
Chon loc va tiép 5.2.5 R
KH/ CVID xicimgvién || | BM.TD.01.03- 05 > ngay
5.2.6
NVHT/CVID Thituyén | BM.TD.01.06 - 09 5 ngay
Phy lyc 01
, 527
KH/CVTD/TPTD N Phl"“g ‘1’1‘“‘ v L BM.TD.01.10 - 13 3 ngay
wa chon Phu lyc 02 - 03
DS kiém soét 52.8 )
CVIDITPTD dic biét BM.TD.01.14-16 I ngay
5.2.9 .
CVTD/TPTD BM.TD.01.17 -19 2 ngay
KH/NVHT Tiép nhan 5.2.10 1 ngay
CVTD/NVHT Chg‘,“ sée va 52.11 Dinh ky
a0 Ca0
Mi s6: QT.TD.01 Ngay ban hanh: 20/03/2013  Lin ban hanh: 01 Trang 5
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5.2. Dién giai ni dung
5.2.1. Tiép nhan nhu ciu

1. Di véi cac Phong/Ban thudc M-Talent va véi cac KH ky hop ddng dich vu nhan
su tron goéi v6i M-Talent, nhu cdu TD dugc tiép nhén thong qua hé théng HRS
(theo biu miu BM.TD.01.01) dugc xic nhdn dinh bién bit budc cia
P.DVQTNS.

2. Déi véi Khach hang, nhu cdu TD dugc tiép nhén thong qua:
a. Hé théng HRS (theo biéu miu BM.TD.01.01)

b. Ngoai mau biéu theo quy dinh tai diém a, khoan 2, cong doan nay, viéc tiép
nhén nhu ciu con dugc thue hién théng qua cic phuong thire sau:

- Thu dién tir;
- Vin ban/miu biéu riéng ciia KH;
- Céc phuong thirc khac d4 dugc thdng nhit voi KH.
5.2.2. Phan tich va lap ké hoach tuyén dung
1. P.DVTD cé trach nhi€ém:
a. Phan tich nhu ciu tuyén dung tiép nhan duoc;

b. Lap ké hoach tuyén dung (theo miu BM.TD.01.02) dbi véi nhu cau tiép nhin
dugc trén co so da théng nhit vai PVTD v& cac noi dung:

- Tiéu chi tuyén dung;

- Kénh tuyén dung;

- Hinh thirc tuyén dung;

- Thoi han tuyén dung;

- Céc ngi dung khac c6 lién quan.

‘ 2. Thoi han hoan thanh céc néi dung tai céng doan nay: Tbi da 1a 02 ngay lam viéc,
ké tir ngay tiép nhén dugc nhu cdu TD,

‘ 3. Budc phén tich va 1ap ké hoach tuyén dung chi &p dung d6i voi dot TD mang
‘ tinh chit phuc tap nhu TD nhiéu vi tri khic nhau trong mét dgt TD, TD ¢ dia |
} ban khac nhau trong mét dot cong tac, TD véi sb lugng 16n. Viéc yéu cdu lam

Ma sb: QT.TD.01 Ngay ban hanh: 20/03/2013  Lan ban hanh: 01 Trang 6
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bédo cdo phan tich va 1ap ké hoach TD s& do GD Ban TD&CUNL yéu ciu déi véi
CVTD chuyén trach va TGP phé duyét ké hoach.

5.2.3. Phé duyét ké hoach tuyén dung

1. P.DVTD c6 trach nhiém giri ké hoach tuyén dung dén DVTD dé théng nhét va
phé duyét truée khi trién khai. Riéng d6i v6i viéc tuyén dung cho M-Talent thi
sau khi théng nhit ban ké hoach v6i DPVTD (Phong/Ban thudc M-Talent c6 nhu
cdu TD) thi P.DVTD giri ban k& hoach dén Cép c6 thdm quyén d& phé duyét.

2. Thoi han hoan thanh céc ndi dung tai cong doan nay: Téi da 1a 01 ngay lam viéc,
ké tir ngdy hoan thanh ké hoach TD.

5.2.4. Tim ngudn g vién phi hop

1. Cin cir vao ké hoach tuyén dung da dugc phé duyét, PDVTD c6 trich nhiém
tim ngudn tmg vién pht hgp thong qua cac kénh sau:

a.

b.
C.

d.

Céc phuong tién thong tin dai chiing (cdc kénh quang b4 thong tin tuyén dung
da dugc phé duyét trong ké hoach);

Tim ki€m ho so trong mang luéi m6i quan hé hodc dugc gidi thiéu;
Tim ki€m ho so trong dit liéu ing vién c6 sn ctia ca nhin va Cong ty;

Céc kénh khac (néu co).

2. Thoi han hoan tit viéc tim nguén tmg vién phi hop téi da 12 15 ngay lam viéc,

ké tir ngay ké hoach tuyén dung dugc phé duyét. Pdi véi tmg vién cip quan ly

trd 1én thi thoi han hoan tit viéc tim ngudn tng vién phu hop c6 thé 1én t6i tdi da

3 thang va phai ¢6 sy thoa thuan véi KH va phé duyét cia cp c6 thdm quyén.

5.2.5. Chon lpc va tiép xiic ving vién

1. P.DVTD c6 trach nhiém:

a.

T4 chirc chon loc tmg vién phu hop tir ngudn hd so g tuyén theo céc kénh
quy dinh tai Piéu 7 vé6i cac tiéu chi tuyén dung da théng nhét véi khach hang;

. Hen tng vién dé trao d6i cac thong tin li€én quan dén vi tri can tuyén;

Pénh gia mirc 6 phit hop ciia img vién ddi véi vi tri tuyén dung;
Lén danh sach hd so img vién tidm ning va giri cho khach hang theo biéu
miu BM.TD.01.03, ddng thoi giri kém theo hd so ciia img vién theo mau cia

Mi sé: QT.TD.01 Ngay ban hanh: 20/03/2013  Lén ban hanh: 01 Trang 7
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KH hoic theo bidu mdu BM.TD.01.04 dbi véi vi tri cdp Quén ly tr& 1én va
theo biéu miu BM.TD.01.05 d6i véi cac vi tri khac.
2. Khach hing cin ctr vao danh sach img vién tiém ning do P.DVTD gii dé chon
loc mét 1An nifa trude khi P.DVTD tién hanh cic buéc tuyén dung tiép theo.

3. Thoi han hoan thanh cac noi dung tai cong doan nay: Téi da 1a 05 ngay lam viéc,
ké tir ngdy tim duoc ngudn tmg vién phit hop.

5.2.6. Thi tuyén
1. Pbi voi tng vién thudc dién xét tuyén (khong phai thi tuyén) thi b qua bude
nay.

2. P.DVTD lap danh séch theo mdu BM.TD.01.06 va tb chirc thi tuyén dbi véi cac
vi tri cAn thi tuyén theo yéu ciu cia PVTD va theo ké hoach tuyén dung @i dugc
phé duyét.

3. Viéc td chirc thi tuyén dugc thue hién theo quy dinh cua khach hang va cua M-
Talent dugc quy dinh tai khoén 3 diéu nay, dE‘)ng thoi phai duge 1dp thanh Bién
ban phong thi theo biéu mAu BM.TD.01.07. Trong qua trinh thi tuyén, néu phat
hién viéc vi pham Ndi quy phong thi duge quy dinh tai PL.TD.01.01, thi phai 13p
Bién ban vi pham N§i quy phong thi theo biéu miu BM.TD.01.08.

4. Viéc td chuc thi tuyén duoc thuc hién dy du céc bude sau:
a. Luya chon hinh thic thi tuyén:

- Thi online: Tién hanh cho tt ca cdc vi tri tuyén dung da c6 dé thi online
trong hé théng Ngan hang Pé thi

- Thi viét chi dugc 4p dung trong céc trudng hop sau:
+ Céc chirc danh chwa c6 bai thi phi hgp trong ngan hang dé thi online;
+ Trudng hop khong thé b tri thi online tai dia diém thi tuyén;
+ Céc trudong hop khac theo quyét dinh cia cdp cé thim quyén.
b. Chuén bj trudc khi thi tuyén:

- Chuén bj ké hoach trién khai thi online/thi viét: Bb tri can bd coi thi,
chudn bj d& thi, phach thi, dy kién ngudi chdm thi;

- Chudn bi cong cu cho thi: d& thi, phong may tinh/phong thi viét, van
phong phim, ban ghé cho thi sinh, chd giri xe, danh sach thi sinh, va/hoiic
cac cong viéc va trang thiét bi khac c6 lién quan;

Mi sb: QT.TD.01 Ngay ban hanh: 20/03/2013  Lin ban hanh: 01 Trang 8
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- Théng bao thoi gian, dja diém thi cho cac ng vién trude ngay thi it nhat
3 ngay.

c. Té chire thi tuyén:

- Goi thi sinh vao phong thi va kiém tra gidly CMTND hoic gidy t& tity than
khéc ¢6 gia tri tuong duong;

- Phd bién ndi quy phong thi, huéng din 1am bai thi online/thi viét, thong
bao thoi gian thi cho thi sinh;

- Céan bg trong thi bao ddm viéc ngudi khéng c¢6 nhiém vy, khong li€n quan
khéng dugc c6 mat tai dia diém thi tuyén hodc 1am cic cong viée lién
quan dén thi tuyén;

- Cén b0 trong thi chi 1am nhiém vu coi thi ma khéng dugc lam cac cong
viéc khéac khong lién quan dén thi tuyén trong phong thi;

- Cubi budi thi can bo trong thi doc phach va niém phong bai thi giri vé don
vi va/hodic can bd chdm thi dwgc chi dinh néu 14 thi viét. Trong trudong
hop thi online, ngay sau khi thi sinh lam bai thi xong, can bd trong thi in
két qua thi va téng hop két qua thi ciia cac thi sinh vao danh sich téng
hop két qua thi tuyén theo biéu mau BM.TD.01.09.

d. Tb chuc chim thi viét va tdng hop két qua thi viét

- Bai thi ¢6 thé dugc chidm béi can bo Phong Tuyén dung hodc/va can bd
do Pon vi tuyén dung dé xuét hodic/va cén bd c6 chuyén mon, nghiép vu
pht hop trén co s& phé duyét cua cap c6 thim quyén.

- Cén bd chim thi ghi diém, ky x4c nhén vo bai thi va c6 trach nhiém bao
dam tinh minh bach, chinh x4c trong qua trinh chdm thi. But sur dung
chim thi phai bing mau myc d6 va lap danh sich tdng hop két qua thi
tuyén theo biéu mau BM.TD.01.09

- Phong Tuyén dung c6 trach nhiém ghép phach, tdng hop két qua thi cép
c6 thdm quyén phé duyét. Gidm déc Ban Tuyén dung va Cung (ng nhin
luc chiu trach nhiém cao nhét vé tinh chinh x4c va minh bach trong qué
trinh t§ chirc chim thi.

Ma sb: QT.TD.01 Ngay ban hanh: 20/03/2013  Lan ban hanh: 01 % Trang 9
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Néu tmg vién khong dat két qua thi tuyén nhung c6 thé phu hop véi vi tri tuyén
dung khac thi quay trd lai budce chon loc ing vién theo Cong doan 5.2.5 cia Quy
dinh nay.

Thoi han hoan thanh cac ndi dung tai cong doan nay: Téi da 1a 05 ngdy lam viéc,
ké tir ngay hoan thanh viéc chon loc va tiép xuic tng vién.

Viéc thi tuyén 4p dung dbi véi cac vi tri theo quy dinh ctia khach hang va cia M-
Talent tirng thoi ky.

5.2.7. Phéng vin va lya chon

1.

Quy dinh vé Hoi déng phéng vin: Hoi ddng phong van duge thanh 1ap theo quy
dinh cia khach hang va/hodc cia M-Talent tai PL.TD.01.02 ban hanh kém theo
Quy dinh nay.

P.DVTD lap danh sach thi sinh vao phong van theo biéu miu BM.TD.01.10 v
td chirc phong vin tng vién v6i sy tham gia cia PVTD dé danh gid mirc 49 phu
hop cia tmg vién véi vi tri du tuyén. S6 lugng vong phéng van theo ké hoach
tuyén dung dugc quy dinh tai Cong doan 5.2.2 nhim hra chon ra dugc nhiing
tng vién phit hop véi tidu chi va yéu ciu cia PVTD.

. Viéc phong vén c6 thé duge td chirc theo mot trong céc hinh thirc:

a. Phong vin don I¢ timg Umg vién;

b. Phéng vdn nhém tng vién;

c. Phong vén qua bai tap tinh hubng;
d. Hinh thitc phong vén khéc (néu cb).

Str dung ban danh gia ing vién theo miu cta khach hang hoic M-Talent (theo
biéu mau BM.TD.01.11 di véi cép nhén vién, BM.TD.01.12 dbi v6i cip quan
Iy).

. Trudng hop tuyén vi tri nhan vién/chuyén vién véi sb luong tir ba vi tri tré 1én

thi két qua phéng van phai dugc thé hién bing Bién ban phong vin c6 xac nhin
cta khach hang va P.DVTD theo biéu miu BM.TD.01.13. Khi da lap Bién ban
phéng vén thi c6 thé sir dung hodc khéng can str dung biéu miu dugc quy dinh
tai diém b khoan 3 cong doan nay.

Mi sb: QT.TD.01 Ngay ban hanh: 20/03/2013  Lan ban hanh: 01 Trang 10
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6. Thoi han hoan thanh c4c noi dung tai cong doan nay: Ti da 14 03 ngay lam viéc,
ké tir ngay hoan thanh viéc chon loc va tiép xlic ing vién vd/hoic cé két qua thi
tuyén (néu phai td chirc thi tuyén).

5.2.8. Kiém tra thong tin @rng vién

1. S dung miu BM.TD.01.14 dbi véi cép nhin vién va BM.TD.01.15 hoic
BM.TD.01.16 déi véi cip quan ly d& kiém tra thong tin ing vién theo yéu ciu
cua khach hang va theo quy dinh ctia M-Talent tai PL.TD.01.03.

2. Thoi han hoan thanh céc ndi dung tai cong doan nay: Téi da 1a 01 ngay lam viéc,
ké tir ngay c6 két qua thi tuyén (néu phai t§ chirc thi tuyén) va/hoic phéng vén.

5.2.9. Théa thuin lam viée

1. Sau khi da Iya chon dugc nhitng tmg vién phi hop, P.DVTD tién hanh trao déi
va thoa thuan cic diéu kién 1am viéc (dugce cung cip béi DVTD) véi ng vién.
Néu img vién déng y v6i c4c didu kién lam viéc thi P.DVTD tién hanh soan thio
Thu moi lam viée va giri cho tng vién x4c nhén theo biéu mau BM.TD.01.17.

2. Ung vién phai bd sung ddy du hd so theo danh myc gidy to trong b hd so nhan
su theo mau BM.TD.01.18 ctia M-Talent hodc theo quy dinh ciia khach hang.

3. Gti thu cam on c4c ung vién da tham gia thi tuyén va/hodc phéng vin nhung
chua tring tuyén theo biéu miu BM.TD.01.19 (néu can).

4. Thoi han hoan thanh céc ndi dung tai cong doan nay: Téi da 14 02 ngay lam viéc,
ké tir ngdy c6 két qué tuyén dung.

5.2.10. Tiép nhin

1. Vao ngay diu tién dng vién di lam, P.DVTD phdi hop véi cac don vi c6 lién
quan tién hanh céc cong viéc sau:

a. T chirc don tiép ung vién;
b. Hudng dan ung vién hoan thanh céc thu tuc c6 lién quan;
c. Ban giao ng vién lai cho khach hang (BVTD).

2. Quy trinh tiép nhan Nguoi lao dong dugc thuc hién theo quy dinh cia khich
hang va/hodc ctia M-Talent.

5.2.11. Cham séc va bao cio

Mi sb: QT.TD.01 Ngay ban hanh: 20/03/2013  LAn ban hanh: 01 /1; Trang 11
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2. P.DVTD c6 trach nhiém béo c4o va hoan thién thu tuc thanh quyét toén theo hop

trinh 1am viéc. Pdng thoi, giai quyét cac vuréng mic phat sinh c6 lién quan (néu

co).

dbng véi khach hang.

6 CAC TAI LIEU PINH KEM

. P.DVTD c6 trach nhiém chim séc, hd trg (mg vién va khéach hang trong qué

TT Tén tai ligu Ky hiéu

1. Nbi quy phong thi PL.TD.01.01

2. Hoi ddng phong van PL.TD.01.02
3. | Kiém tra théng tin img vién PL.TD.01.03

4, P2 xuit tuyén dung BM.TD.01.01
5. | Ké hoach tuyén dung BM.TD.01.02
6. | Danh sach trich ngang tmg vién BM.TD.01.03
7. | Hb so tmg vién_Cip quén ly BM.TD.01.04
8. | Hb sotmg vién_CAp nhén vién BM.TD.01.05
9. | Danh séch img vién thi tuyén BM.TD.01.06
10. | Bién ban phong thi BM.TD.01.07
11. | Bién ban pham quy BM.TD.01.08
12. | Danh s4ch téng hop két qua thi tuyén BM.TD.01.09
13. | Danh sach phong vén BM.TD.01.10
14. | Phiéu d4nh gia img vién_Cép nhén vién BM.TD.01.11
15. | Phiéu d4nh gi4 tmg vién_C#p quéan Iy BM.TD.01.12
16. | Bién ban phong vin BM.TD.01.13
17. | Phiéu kiém tra thong tin {mg vién_Cép chuyén vién BM.TD.01.14

Mi s6: QT.TD.01 Ngay ban hanh: 20/03/2013
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TT Tén tai liu Ky hiéu
18. | Phiéu kiém tra thong tin ing vién_CAp quan ly Ban
tiéng Anh BM.TD.01.15
19.
Phiéu kiém tra thong tin (g vién Cap quan ly Ban BM.TD.01.16
tleng Viét
20. Thu modi lam viée BM.TD.01.17
21. | Danh muc hd so BM.TD.01.18
22. Thu cam on ung vién BM.TD.01.19

7 QUIPINHLUU HO SO

1 TT Tén hd so Ky higu | Nguwdiva neilru Th‘l’;'rﬁ‘a“
1. | B&xuit tuyén dung BM.TD.01.01 | NVHT, lrutai Ban. | 03 nim
‘ 2. | Ké hoach tuyén dung BM.TD.01.02 | NVHT, Iwu tai Ban. | 03 nim
3. VDl:‘;h sach trich ngang ing | by r 1 01,03 | NVHT, lwu tai Ban, | 03 nam
4. 1};° sotmg vien_Cdp quin | par 11.01.04 | NVHT, huu taiBan. | 03 nim
3 i‘;f" tmg vién Capnhan | gy 11y 01,05 | NVHT, Iwu tai Ban. | 03 nam
6. zi‘jl séch img vién thi BM.TD.01.06 | NVHT, Iuu tai Ban. | 03 nim
7. Bién ban phong thi BM.TD.01.07 | NVHT, luu tai Ban. 03 ndm
8. Bién ban pham quy BM.TD.01.08 | NVHT, hru tai Ban. 03 ndm
‘ g, |Damhsichtonghopkét | py/rpy 01 09 | NVHT, Iuu tai Ban. | 03 nim
qua thi tuyén
10. | Danh sich phéng vén BM.TD.01.10 | NVHT, lwu tai Ban. | 03 nim
l
| Ma sé: QT.TD.01 Ngay ban hanh: 20/03/2013 Trang 13

H

L4n ban hanh: 01 //
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TALENT CONG TY CO PHAN QUAN TRI NGUON NHAN LUC M-TALENT

Quy trinh Tuyén dung - QT.TD.01

VID HOLDINGS

Phiéu danh gia tmg CBNV, phong y
1.} Vien_ CAp nhan vien BMIDOLIL | orygl 05 ndm
Phiéu d4nh gia tmg CBNV, phong g
12. vién_Chp quin Iy BM.TD.01.12 QTNS 05 nam
N .k CBNYV, phong «
‘ 13. | Bién ban phong van BM.TD.01.13 QTNS 05 ndm
| Phiéu kidm tra thong tin CBNV, phong y |
14. {mg vién_Cép chuyén vién BM.TD.01.14 QTNS 05 ndm
Phiéu kiém tra thong tin X |
15. | tmg vién_Cép quan1y Ban | BM.TD.01.15 | BNV, phong 05 nam ?
iy QTNS
tiéng Anh ‘
Phiéu kidm tra thong tin , ‘
16. | img vién_Cép quan1y Ban | BM.TD.01.16 | CBNY, phong 05 nim
.4 o QTNS
tiéng Viét
. CBNV, phong _ ]
17. | Thu moi lam viée BM.TD.01.17 QTNS 05 ndm |
A CBNV, phong <
18. | Danh muc ho so BM.TD.01.18 QTNS 05 ndm

! Chi huu nhitng hd so cia img vién tring tuyén va hru cing véi hd so nhan su c4 nhan

Mi sb: QT.TD.01 Ngay ban hanh: 20/03/2013

LAn ban hanh: 01

Trang 14
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TALENT

VID HOLDINGS

M-Talent - Empowering Your Success

BM.TD.01.04/20.03.2013

Name Loc Quang Pham
Reference
Career History

1981-1994 Director of Promotion Trade&Invesment in vC
Duties:
-To promote the program to import&export fr ietnamese:& foreigners
enterprise '
-To look for the good opportunities to contact between t
market.To co-operate the good opportumt:es to develop
link from the fore1gners ) enterprises
- To inform & to guidé thie the busin s_plan’svp‘i_'ogram & the seminar’s
organisation for service » :
-To build & tomanage the proje: ekong Delta Rice Export Program”

-To contact the local governme ekong Delta to develop this program to
servi .the low i mcome people in the city &:the countryside especially the people
wflof ive m:the ﬂottmg area like Cantho Anglang, Dong Thap..

-To buld the’ strategy& plan to develop this project by the way to contact with
the deparment\of plan&: mvesment commerce, finance & to contact with the finance

epartment to €o-operate with the foreigners to look for the new process

distribute the products in VietNam

farketing in the demand of the clients & to look for the foreigners
ership
To organise the international exhibition- fairs to show the clients
| Achievements:

-To suport the finance FDI increase 10% the budget sates

-To suport the rice export increase 20%,to enlarge the products export from

the mekong delta zone 10% yearly

Reason for leaving: low salary

Noi dung H so do tmg vién ty chuén bj va dugc in trén letter head ciia M-Talent. . 1 |P ag e -
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TALENT

VIO HOLDINGS M-Talent - Empowering Your Success

1996-2000 Manager of investment of TTC Group Co.,

Duties:
-To build the strategy& the plan & to manage the plan to pratice the good target

To ensure the identification of potential key account customers, wholesalers and
distributors in line with the sales and marketing brand strategy.

- To develop and manage the marketing’s budget a channel specific portfolio of
key account customers and a geographical speci ';grtfoho of wholesalers through
the negotiation and implementation of specific , investment plans and
commercial policies.
- To achieve the budgeted marketing and custon): fevels through the

- To manage the execution of brand proposition, thro effective

implementation plan by team of HVB | ‘arketlng representative and prémiotion staff,

-To solve the pfob‘léin_between aler, agency with the company
- To develop new client. N‘éw mark

Achievement:

-To cchieve the sales volume compare with the target increase 10%

-to develop the new market & sales volume increase 10% in the year

¢lop the brénd.name & the new Agency (10% market share)

2000-2004 - Branch Manager in Sacombank Cao.,.,

--To assist the chaiman to build the strategy & plan &to survey the operation sales
system

-To build the strategy& the plan & to manage the plan to pratice the good target

To ensure the identification of potential key account customers, wholesalers and
distributors in line with the sales and marketing brand strategy.
- To develop and manage a channel specific portfolio of key account customers and

a geographical specific portfolio of wholesalers through the negotiation and

N§i dung H so do {mg vién ty chudn bj va dugc in trén letter head cita M-Talent. 2 | Pa ge
BM.TD.01.04/20.03.2013




TALENT

VID HOLDINGS

M-Talent - Empowering Your Success

implementation of specific brand, investment plans and commercial policies.

- To achieve the budgeted volume and customer penetration levels through the
delivery of excellent commercial partnerships.

- Maager the execution of brand proposition, through an effective implementation
plan by team of HVB sales representative and promotion staff, in a way that deliver
competitive advantages in the market,

-To train the sales team & survey sales’s system operation

-To build the marketing & brand name of company in-all the country
-To solve the problem between the dealer, agency w1th the company
- To develop new client. New marketshare

Achievement:

“To develop the market share in the North, in the south, in the Middle ofVietnam

-to develop the new market & sales'volume increase 10% in'the year

-to develop the brand name & the new Agency (10%

-To open all the age‘hcy & showrom in all country

S

2004-2006

Branch Manager of Nam A Bank
-To Manage the operatlon Bankmg system in the south.
manage the department as’ finance, AD& HR, Sales& Marketing, .

the chalrman to make the strategy,plan& to control the operation

achieve the budgeted volume and customer penetration levels through the

ry of excellent commercial partnerships.

ager the execution of brand proposition, through an effective implementation
plan by team of HVB sales representative and promotion staff, in a way that deliver

| competitive advantages in the market.

-To train & to survey staff’s system operation

-To build the marketing & brand name of company in all the country

- To develop new client. New marketshare

PAOCANR TR - Y

N¢i dung Hb so do tmg vién tyr chudn bj va dugc in trén letter head ctia M-Talent. 3|Page
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TALENT

VID HOLDINGS

M-Talent - Empowering Your Success

Achievement:

-To develop the market share in the North, in the south, in the Middle of Vietnam
-To develop the new market & sales volume increase 10% in the year

- To develop the brand name & the new Agency (10% market share)

-To open all the agency & showrom in all country & to develop good Brand name
with the clients

2006-2008

“To solve the :prob.l ‘

.~To Manage the operation in the Edgtory& to mana)gevgze\ plan to expand for product
export & to make the strategy&plan‘& to survey in the factory -

-To assist the chairman to.make the“s',ﬁ'a.tegy,p'l 1 the operation
company :

d voluiﬁé' and customer penetration levels through the
ercial “p'artmrships.

d proiaésiﬁon, through an effective implementation

) fesentativé :and promotion staff, in a way that deliver

etween the dealer, agency with the company
- TQ,I develop new client. New marketshare

Achievement:

To déVelop the market share in the North, in the south, in the Middle of Vietham
To develop the new market & sales volume increase 10% in the year
- To develop the brand name & the new Agency (10% market share)

-To open all the agency & showrom in all country & to develop good Brand name
with the clients

+ From 2008-

to 2011: National Distribution Director of IMEX-PACIFIC Co.

Nbi dung Hb so do {mg vién ty chuén bj va dugc in trén letter head ciia M-Talent.
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TALENT

VID HOLDINGS M-Talent - Empowering Your Success

To make strategy, plan &to operate the supply system of FMCG in the traditional ,modern trade& horeca
channel systems

To survey& manage the sales team to achieve the target sales volume

To deal with the partners to distribute & to promote the sales's promotion program for clients

*  Todevelop the new market share in the North, the middle& the south market & to train the sales team to
operate in the market

*  To achieve the budgeted volume and customer penetration levels through the delivery of excellent
commercial partnerships, through an effective implementation plan by team of HVB sales representative
and promotion staff, in a way that deliver competitive advantages in the market

* To solve the problem between the dealer, agency with the company

Education

1976-1980 Graduated in the Natural science University

1998 to 2002

1996-1997

1988 to 1989

1991 to 1992

1995-1996

Langunages

Languag nglish : spéé@pg, Wntmg,translatmg, negotiating

ing, translating, negotiating

aking; reading, writing, translating

Noi dung Hd so do g vién ty chudn bj va dugc in trén letter head ciia M-Talent. 5|Page
BM.TD.01.04/20.03.2013
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THONG TIN ITNG VIEN Anh4cmx6 cm

(bét budc)

- Doc ky huong dén va nhgp diy di cic thong tin trong cac 6 text hién thj trén file théng tin (néu c6).

- M-Talent khdng ghi nhan nhimg thong tin cia File bj chinh sira format (thém/bét hang, cdt).
1. Vj tri img tuyén (U tién 1): l 1
2. Vj tri img tuyén (Uu tién 2): ] ]
3. Vj tri émg tuyén (Uu tién 3): L l
4. Nganh nghd céng viéc mong muébn: r l
5. Pja diém lam viéc mong muén: ‘ | 6.Thunhip mong muén: | ]
1. Ho va tén: | 2. Gi6i tinh: B
3. Ngay sinh: l 4. Noi sinh: L
5.Dién thoai di dong: | 6.Dién thoai cé dinh: |
7. Email: l 8. Chiu cao:

9. H6 khiu thudng tri: L

L
10. Noi ¢ hién nay: L

L

|

|

(U I S N I O D I N ) B

A T S O

Xa/Phudng; | X3/Phutng:

Quén/Huyén: | Quén,/Huyén:

Tinh/Thanh phé: | Tinh/Thanh phé:
11.S8 CMT/H6 chiéu: | 12. Tinh trang hon nhan: |

Ngay cép: l

Noi cép: I

Il QUATRINHPAOTAO

1.Trinh dj hoc vén:

2. Cac khéa dao tao khac (Néu 1a bing IELTS, TOEFL hojc TOEIC, vui long cho biét sé diém)

DALLETINNNT AS/ANN? ANTHD



I KINH NGHIEM LAM VIEC

S$6 nim kinh nghiém trong linh vyc Ngan hang: : $6 n3m kinh nghiém trong linh vuc khac: [::::)

1. Tén Cong ty: (Tén congty 1 !

2. Thoi gian 1am tir: I ‘l dén: [
3. Vj tri 1am viéc: B |

4. bia chi: r I

5. M0 ta cong viéc:

6. Thu nhép: ,7 ]
B

7. Ly do nghi viéc

1.Tén Congty: [Ten congty 2 }
2. Thoi gian lam tir: l ] dén:

3. Vi trf lam viéc: | B
4. Dia chi: ( _ ‘

5. M0 ta cong viéc:

6. Thu nhép cuédi cing: r 1

7. L do nghi viéc: | ]

1. Tén Cong ty: (ﬁn congty 3 . l
2. Thai gian lam tir: ‘ —I dén:

3.V tri 1am viéc: B |
4. Pia chi: 1 ]

5. Mo ta cong viéc:

6. Thu nhap cudi ciing: I 1

7. Ly do nghi viéc: | ]

IV THONG TIN GIA PINH (Bé, me, anh chi em rudt, vg/chong, con)

BM.TD.01.05/20.03.2013



V' PHAM CHAT/KY NANG PACBIET (Néu c6)

Ligt ké cdc pham chdt va cdc ky ndng ddc bigt ciia anh/chi (ky ndng giao tiép, thuyét trink; vin nghg, thé thao...).

VI KE HOACH NGHE NGHIEP

Bdng Tiéng Anh, anh/chj vui long cho biét ké hoach phat trién nghé nghiép trong vong 03 ndm téi.

VI KHEN THUONG VA KY LUAT

Ligt ké cdc hinh thirc Khen thucng va Ky ludt (néu cd)

VIIl THONG TIN THAM VAN

Theo cdc chinh sdch cia Cong ty nhdm gidp nhdn vién khéng roi vao cdc tinh huéng xung dgt vé quyén loi cd nhdn, xin vui long tré Ioi
cdc cdu hoi sau. Xin heu ¥ rang nhitng vén dé c6 lién quan dén xung dét quyén lpi sé anh huong dén két qua tuyén dung

1. Anh/Chij c6 bAt ky ngudi than hogc ban bé nao dang 1am viéc cho M-Talent hoac Khéach hang clia M-Talent hién nay khéng? Néu c6,
xin vui ldng cho biét chi tiét:

Ho vatén: [ Ho vatén: (
Noi cdng tac: | Noi cong tac: |
Chirc danh: L Chirc danh: l

Dién thogi: |

Diénthoai: |

Email: l

e J L 0 _Je P JL 1

Email: ‘
|

Méiquanhé: | Méi quan hé:

2. Anh/ Chj cho biét tén/dja chi/dién thoai lién lac cua ft nhét 02 ngudi c6 thé cho y kién vé& nghé nghiép va kha ning 1am viéc cia
Anh/Chj nhung khéng c6 quan hé thén thiét véi Anh/Chi.

Ho va tén: L ] Ho va tén: | J
Noi cong tac: L l Noi cong tac: I J
Chicdanh: | l Chucdanh: | |
Diénthoai: | ] Diénthogi: | i
Email: L —I Email: [ J
Méiquanhe: | ] Méi quan hé: | |
3. Anh chj biét thong tin tuyén dung qua dau? [ | [ ]
4. Anh/chj d4 timg tham dy thi tuyén,/phong vén tai M-Talent? B |
5. Néu rdi thi anh/chj thi vao vi trf nao? [Vi tri ing tuyén |

RALATNNT NS/IN N2 INTI



IX HO SO DINH KEM

Hé so, tai liéu dinh kém: [ |

Browse

T6i xin cam doan nhitng théng tin cung cdp trén ddy la chinh xdc va ding sw thét.
Té6i chap nhén viéc diéu tra, thém tra déi voi nhitng théng tin vé cd nhdn, qud trinh lam vigc, tinh hinh tai chinh, siec khoe hodc cdc van
dé lién quan khdc can thiét dé M-Talent ra quyét dinh tuyén dung.

Chit ky:

Hovatén: r J

Ngay: | |

Cam om Anh/Chj 43 danh thoi gian hoan thanh mfu Thong tin img vién nay. Cac théng tin trén day s& dirgc bio mét va chi sir dyng cho myc dich tuyén dyng
nhan sy ciia M-Talent

BM.TD.01.05/20.03.2013
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So: /20....../BB-TD Ha Ngi, ngay  thdng nam 20......
BIEN BAN PHONG THI

H(?m nay, ............=20...... vao hdi ...... gio ...... phut tai Phong thi s6 ...... thuoc Hoi ddng
thi tuyén BBlctcree ittt ettt et e e et et s e r et see e , Ban Giam thi
d4 tién hanh 14p bién ban phong thi nhu sau:
1. S6 lwong d2 thi 2. S6 luong d& thi con thira (néu cb)
3. S6 luong d& thi phat ra 4. S6 lugng d& thi va bai thi thu vé sau thi tuyén

GIAM THI 2 GIAM THI 1
(Ky va ghi rd ho tén) (Ky va ghi ré ho tén)

Xic nhén tinh bio mit cia dé thi

1S RO , Xin xac nhén la dé thi &3 dugc niém phong
truée khi can bd coi thi phat dé cho tmg vién thi./.
Ung vién ky tén
Sé: /20....../BB-TD Ha Ngi, ngay  thdng  ndm 20......
BIEN BAN PHONG THI
HoOm nay, ..........-20...... vao hdi ...... gidr ...... phut tai Phong thi s ...... thuoc Hoi dong
HHE TUYEN EAv.rvoveveeveceeececee ettt s ettt raes , Ban Giam thi
d tién hanh 14p bién ban phong thi nhu sau:
1. S6 huong dé thi 2. S6 luong d8 thi con thira (néu c6)
3. SO lugng d& thi phétra 4. S lugng d8 thi va bai thi thu vé sau thi tuyén
GIAM THI 2 GIAM THI 1
(Ky va ghi ré ho tén) (Ky va ghi ré ho tén)

Xdc nhén tinh bio mit ciia d& thi

T 00, e , xin xac nhan 14 d& thi d3 dwoc niém phong
trrée khi c4n bd coi thi phéat dé cho tmg vién thi./.
Ung vién ky tén

BM.TD.01.07/20.03.2013

yyi

"

W'\ =






CONG TY CO PHAN QUAN TRI NGUON NHAN LUC M-TALENT

TALENT | mine M Thep A Toa nha Sky Tower, 88 Ling He, Q. Déng Da, Ha Noi

YID HOLDINGS DT: 04-3 2484 678 Fax: 04-3 2484 679 Email: HRServicedesk@mtalent.com.vn
/20....../BB-TD Ha Ngi, ngay  thang ndm 20......

BIEN BAN VI PHAM NOI QUY PHONG THI

‘ Hom nay, ngay ......-..e...=20...... vao hoi ...... gio ...... phut tai Phong thi s6 ...... thudc Hoi
AONG thi TUYEN TA1 c.eovirieieiiiriieeeete ettt st es , Ban
Giam thi ¢4 14p bién ban pham quy v&i ndi dung nhu sau:

Lo GHAML tHE Liecuiinieiieietcccee ettt eee e saeere s e saa e s benteneesasseesaansesesabassenens
2. GHAM th] 2ottt st s e b ere e st aenessbabesseasasessssaesaesarssraas
Lap bién ban 14n thir ...... 381 V1 thi SN weocveveeceeceecre e
S6 CMND:......covvrerrerens CAP NEAY .ovvimeeereem e 18 e ; Phong thi sb: ......
da vi pham Ni quy phong thi vao héi.......gio...ngay [/ /
NOL AUNG VI PRAITL .ovvieieiieiiieeieieeeccet ettt ettt a et bsbe s s st et e s e et st asassans

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

......................................................................................................................................................

Nhimg ngudi ky tén dudi day d€ xac nhan su viéc trén 12 hoan toan dung.

NGUOI VI PHAM GIAM TH] 2 GIAM THI 1
(Ky va ghi ré ho tén) (Ky va ghi ro ho tén) (Ky va ghi rd ho tén)

BM.TD.01.08/20.03.2013
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CONG TY CO PHAN QUAN TRI NGUON NHAN LUC M-TALENT

TA L ENT Téng M, Thap A Toa nha Sky Tower, 88 Lang Ha, Q. Déng Da, Ha Noi.

VID HOLOINGS DT: 04-3 2484 678 Fax: 04-3 2484 679 Email: HRServicedesk@mtalent.com.vn

PHIEU PANH GIA UNG VIEN
VITRI: ......
Hoténtingvién : ... Ngudi phong vin ...
Ngay sinh D eee e Ngay phéng vdn @ ... 20,
4: Trén mikc yéu cdu 3: Pat yéu cdu 2: Xem xét so véi yéu cau  1: Khong dat

1 | Ngoai hinh OO O O
2 | Hoc vén OO 0O 0O
3 | K¥ ning giao tiép O O O O
4 | Kha nang thuyét phuc OO O O
5 | Kha ning td chirc cong viéc OO O d
6 | Kha ning lam viée doc lap/theonhém | ] [ [0 [
7 | Kha ning chiu 4p hrc cdng viée O O O O
8 | Kién thirc chung vé linh vuc du tuyén OO0 O O
9 | Kha nang giai quyét tinh hudng OO0 0O O
10 | Pinh hudng cbng viée O 0O O
11 | Kinh nghiém cbng tic O 0O O O
12 | Mugc d6 tin cdy OO 0O O
13 | K¢ nang vi tinh, soan thao van ban O 0O O O
14 | Kha ning lanh dao O O O O

Ly do mudn thay dbi cong viéc Do
Thu nhép mong mubn (Gross/net) : ...
Mic luong théa thudn (Gross/met) : ...

Thoi gian c6 the bat dau cong
viéc

Hinh thie tiép nhan S

Cac nhan xét khac Do

THANH VIEN HPPV XAC NHAN
(Ky va ghi ré ho tén)

BM.TD.01.11/20.03.2013
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CONG TY CO PHAN QUAN TR] NGUON NHAN LU'C M-TALENT

TA L ENT Téng M, Thip A Toa nha Sky Tower, 88 Lang Ha, Q. Déng Da, Ha Noi.

VID HOLDINGS DT: 04-3 2484 678 Fax: 04-3 2484 679 Email: HRServicedesk@mtalent.com,vn

BIEN BAN PHONG VAN TUYEN DUNG

T}u_:c hiéq ké hoach tuyén dung vitri ......ooeeinllL — Phong/Ban/Trung tAm ..................... ,
Hoi dong Tuyén dung d4 tién hanh phong van xét tuyén tir ngay ......-......=20...... dén .....-.....-20...... tai

A. Thanh phin Hgi dong phéng vén:

> 4 \ 2e r < oA
Phéng van vong I béi cac thanh vién sau:

1. Ong/Ba : - Chu tich Hoi dong
2. Ong/Ba : - Thanh vién
3. Ong/Ba : - Thanh vién
Phéng van vong II boi cic thanh vién sau:
1. Ong/Ba : - Chu tich Hbi déng
2. Ong/Ba - Thanh vién
3. Ong/Ba : - Thanh vién
B. Ngi dung:
1. Cong tac chuan bi: Phong Dich vu Tuyén dung M-Talent d thong bao thoi gian, dia diém té chic

phong vén dén cac img vién va chudn bj ddy du c4c diéu kién phong vén.
2. Dién bién budi phong van:

= Danh sach thi sinh trigu tap phong véan: ......

* Danh sich c6 mit tham gia phong vén: ......

*  Ving mit: ..... .
3. Két qua phong vén:

Sau khi dénh gi4 va ban bac, Hoi ddng Phong van d4 théng nhét lya chon tiép nhan nhiing tmg vién c6
tén trong bang sau:

STT Ho va Tén gl‘l‘l’l' 1:1‘1‘1‘ Trinh @ | Chirc danh I\ngé‘;bi (,‘)’::‘l‘g %‘;ﬁ (!)’::'Z‘g
1.
| 2.
Ché d6 dai ngd: Theo quy dinh cia M-Talent (hoZc cia Khach hang).
Hoi ddng phong van thong qua bién ban nay vao hdi ...... gio ...... phut, ngay ......-......-20....... Bién ban
duoc 18p thanh 01 ban luu tai Phong DV Tuyén dung M-Talent.
CHU TICH HQI PONG THANH VIEN THANH VIEN M-TALENT

BM.TD.01.13/20.03.2013
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CONG TY CO PHAN QUAN TR] NGUON NHAN LU'C M-TALENT

TA LEN r Téng M, Thép A Toa nha Sky Tower, 88 Lang Ha, Q. Déng Da, Ha Nbi.

VID HOLDINGS DT: 04-3 2484 678 Fax: 04-3 2484 679 Email: HRServicedesk@mtalent.com.vn

Ha Néi, ngay  thdng ndm 20......
PHIEU KIEM TRA THONG TIN UNG VIEN

Ngudikiémtra : ... Ky tén

Tén Umg vién D e Vi tri img tuyén

Ngay sinh Do SR Don vi

Nguwoi tham khdo (1) : ... Ngay tham khao : ... e

Chtce vu hién tai Do Don vi D e

M&i quan hé Do Thoi gianquen @ ...

Néng luc D e

Dao dtrc nghé nghiép  : ...

Ky luét lao dong Do

Céc mbi quan hé D

Khdchhang : [JRdtesr []Tér [ 1Khé [|Kém  Nhén xét khac:

Cap trén : ORdteor [JT18 [1Khé [1Kém oo

Dongnghiép : [ Ratesr []Tét [1Khd []Kém

Cdp dudi c [JRarter [)Tét [JKhé []Kém

Anh/chi ¢c6 giéi thiéu tmg vién nay cho vi tri trén []Cé [] Cannhic [ ]Khéng

kh6ng? =
3

Nguwoi tham khao (2) : ... Ngay tham khao : ... SRR A

Chirc vu hién tai Do Don vi Do ;

Mbi quan hé S Thoi gian quen @ ... .

Ning luc D T

Pao dirc nghé nghiép : ... 9:‘

Ky luét lao dong Do

Céac mbi quan hé Do

Khichhang : [{Rartét [JTor [JKhé []Kém  Nhan xét khac:

Cdp trén : ORdtter [JT6r [Kha [ 1Kém -

Pong nghiép : [ Ratér [ Tér [1Knd []Kém

Cdp dudi c [Rdtter [JTor [1Khé []Kém

Anh/chi c6 giéi thiéu Gmg vién nay cho vi tri trén []cé []Cannhic []Khong

khong?

BM.TD.01.14/20.03.2013






M-TALENT HUMAN RESOURCES MANAGEMENT JOINT STOCK COMPANY
TA L E N T M Floor, Building A, Sky Tower, 88 Lang Ha, Dong Da, Hanoi

Tel: 04-32484 678 Fax: 04-3 2484 679 Email: HRServicedesk@mtalent.com.vn
REFERENCE CHECK

Candidate: Date of reference check
Position: Name of Recruiter
Name of referee Level:

Relationship

Company

1. How long have you known or worked with Mr/Ms..... & his/her dates of employment?

Comments

2. What was her position and responsibilities

Comments

3. How would you describe her overall performance? How did she perform against her key performance indicators?

Comments

4. How would you summarise her key strengths?

Comments

5. Were there any potential development areas or difficulties encountered in the role?

Comments

6. What were her most significant accomplishments? Tell me about the candidate's most important contributions to the
achievement of your organization's mission and goals.

Comments




7. Ability to get along with peer subodinates, superiors and outside contacts? How would you describe her personal
qualities?

Comments

8. Can she function in an independent setting with minimal supervision?

Comments

9. Did she meet objectives? On time? In what aspects?

Comments

11. Did the candidate provide service that met the needs / expectation of their clients?

Comments

10. 1 would like to ask you to rate the candidate accordingly for the following skills (explain the scale).

200 Averaae oilo O o

Communication Skills

Time Management

Reliability

Attitude to work

Accuracy/detail

Initiative / Self-starter

Integrity / Honesty

11. Why did she leave your company? Would you rehire?

Comments

12. In summary, is there anything else you feel would be helpful for the future employer to know
about this candidate?

Comments

BM.TD.01.15/20.03.2013




CONG TY CO PHAN QUAN TRI NGUON NHAN LUC M-TALENT
| TA L EN T Téng M, Thép A Toa nha Sky Tower, 88 Lang Ha, Q. Déng Pa, Ha Noi
ViDHOLDINGS DT: 04-3 2484 678 Fax: 04-3 2484 679 Email: HRScrvicedesk@mtalent.com.vn

PHIEU DANH GIA ’NG VIEN

Ho tén g vién: Ngay kiém tra:
Vi tri: Ngui kiém tra:
Nguwoi tham khéo: Cép béc

Quan hé véi img vién:

Céng ty/ Té chure:

TOM TAT THONG TIN KIEM TRA UPNG VIEN
1. Thoi gian Ong/ Ba quen biét hodc 1am viéc véi Ong/Ba ............ ? Ngay Ong/Ba ........ vao lam viéc tai Cong ty?
Tra Ioi:

2. Vj tri ma Ong/Ba .... dam nhan va trach nhiém cta Ong/Ba .... tai th&i diém d6?

Tra loi:

3. Ong/ Ba danh gia chung vé ndng lyc ciia Ong/Ba ...? Ong/Ba ... da lam gi d& thyc hién cac cac myc tiéu quan trong
ciia minh?

Trd 1o

4. Ong/ Ba néu rd cac diém manh caa Ong/Ba ...?

Tra [0i:

~ o, .t:;. . A TNH

5. Ong/Ba ... ¢6 nhirng co hdi phat trién hodc khé khan nao khi lam viéc tai Cong ty?

Trd o

6. Thanh tich I&n nhét ctia Ong/Ba ... 1a gi? Ong/ Ba cho biét nhirvng d6ng g6p quan trong nhét cia Ong/Ba...cho viéc
thwe hién cac myc tiéu va nhiém vu cua Céng ty?

Tra loi:

\

1L



7. Ong/ Ba danh gia vé kha niing giao tiép cia Ong/Ba e (VO déng nghiép, cip trén va cac mbi quan hé bén ngoai)?
Ong/ Ba hay nhan xét vé nhirng pham chét ca nhan cda Ong/Ba ...?

Trd 10

8. Ong/Ba ... c6 thé lam viéc trong méi trwérng ddc lap vai it sip giam sat dwec khong?

Tra loi;

9. Ong/Ba ... c6 dat dwere cac muc tiéu dé ra khéng? Vao thi diém nao? O nhirng khia canh nao?

Tré Idi:

10. Ong/Ba ... c6 cung cép cac dich vu 1am hai ldng khach hang khéng?

Tra Iovi:

11. Ong/ Ba vui 1dng danh gia cac ky ning 1am viéc cua Ong/Ba ... theo bang sau day (c6 giai thich):

Trung p

Yéu! kem To6t | Xuat sac

binh
Ky nang giao tiép

Quan ly théi gian

Mirc G0 tin cay

Thai &§ lam viéc

Mirc d8 chinh xac/ chi tiét trong cong
viéc

Sang kién trong cong viéc

Tinh trung thye

12. Vi sao Ong/Ba ... nghi viéc tai Cong ty? Néu co co hdi, Ong/ Ba c6 mudn Ong/Ba ... tiép tuc 1am viéc cho minh khéng?

Trd 1oi:

13. Cuéi cung, Ong/Ba c6 mudn bé sung thém théng tin gi ma 6ng/ba nghi Nha tuyén dung (rng vién nay cin lwu y
khoéng?

Trd 1¢i:

BM.TD.01.16/20.03.201 3




CONG TY CO PHAN QUAN TR| NGUON NHAN LiyC :
Tru sé ¢_:hinh: 88, Lang Ha, Q.Déng Pa, Ha N&i - DT: 04-3 2484 678 - Fax: 04-3 2484 679 - www.mtalent.com.vn

Ha Ngi, ngay  thdng ndm 2012

THU MOI LAM VIEC

Cong ty Cb ph?}n Quan tri Ngudn nhén lyc M-Talent ("M-Talent") tran trong cam on sy
quan tdm cuia 6ng vé co hdi hop tic va lam viéc tai M-Talent.

B%mg thu mai lam viée nay, chung t6i han hanh duge giri t6i ong 161 dé nghi 1am viée tai
M-Talent véi ndi dung nhu sau:

Chirc danh chuyén mén :  Nhéan vién/Can bd. o »

Chp bc . G.....

Chirc vu duge bb nhiém (éucé) ¢ ... . NN A N

Thoi han bd nhiém D e thang,,l@ tir ngay du'orc\t;ep nhan chmh thic

Don vi cOng tac! D : e, \ \\\ \ ) ! ) N

Pia diém lam viéc s \ N ( | - \ ) \

Thoi gian thir viéc (néu c6) «:f:” N théhg. NN AN _ N
Thoi gian 1am viéc? N 4>¥ glo/tuan\ Tu 8h00\,den 12h00 N&: ngay thu Ha1

den thtr Bay' (ngay- thir Bay dau t\en va- cu01 cung
AN \ héng thang) Tu 131100 dén. 17h30 cacngdy thir Hai
e ) RN AN den \thu Sau (bao gom*thm gian nghx trua).

Loai Horp dong lao dong
Thoi glan \ AV .

Thu, nhap gop/thang truorc thue : (Bang
\(g:hua bao\g Iwong bd sung theo LAl T

hléu suat cong lec) \\ o "
Coc cau tlen hIQng ang tl;lang \ ‘ Ludrng o ban; Luong trach nhiém; céc loai phu cép
\ N \ NN “\ va tién 4n ca (chi tiét theo Thong béo sau khi ong
\\ »\ NN duqc t1ep nhén vao lam viéc tai M-Talent)

Luong bb suhg th‘e@g HSCV\(neu ¢6) : Theo két qua thyc hién cong viée.
Thudng, phuc fcn &. cﬁlyen louxkhac :  Theo quy dinh hién hanh ctia M-Talent.

Ché 6 didu chmh 1u0rng . Theo két qua d4nh gi4 cong viéc ciia Ngudi lao dong
va thyc hién theo quy dinh ciia M-Talent

Ché 46 BHXH, BHYT, BHTN :  Theo quy dinh hién hanh ctia M-Talent va Phap ludt
Lao dong. ‘

Mirc luong d6ng BHXH . La muc hrong co ban ghi trén Hop ddng lao dong

! Ghi rd Phong/Ban.

2 Néu NLD thudc céc don vj kinh doanh ngodi Tru s& chinh thi thoi gian 1am viéc ghi nhu sau: “44 gid/tun. T
8h00 dén 12h00 c4c ngay thir Hai dén thir Bay; Tir 13h00 dén 17h00 céc ngay thir Hai dén thir Séu”.

3 Ghi mét trong céic loai sau: Khéng xdc dinh thoi han; Xac dinh théi han ... théng; Theo mua vy; Theo mét
cdng viéc nhit dinh c6 thoi han ... thang (dudi 12 thang).

BM.TD.01.17/20.03.2013 172
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VID HOLDINGS

TALENT ‘

Nghi phép | | : Theo quy dinh hién hanh cua M-Talent va Phap luat

Lao dong.
Nghi 1&, tét, nghi viéc riéng c6 : Theo quy dinh hién hanh ctua M-Talent va Phap luat ‘
hudng luong Lao dong. ‘
Trach nhiém o . Hoan thanh céc cong viéc theo Hb so vi tri cong viéc, |

Hop dong lao ddng, Hop ddng trach nhiém (néu c6)
va cac vin ban khac cé li€n quan theo quy dinh cta
M-Talent va Phép luit.

Danh gia cong viéc : Theo quy dinh chung cua M-Talgnt trong thoi gian
' t6i da 06 thang ké tir ngay ky Hdp dongxlao dong, M-

Talent s& tién hanh danh /g i két qua- thuc hién céng

viéc ciia Ngudi lao déng: Truong h@'p Nguoi lao

dong khong dat ca& _yéucau ong/v éc thl M-Talent

duge quyén bp { lai coﬁg v1ec ho3i hal\ben thoa

thuén cham At i\l&p dong\lab dong \\ \\

Hiéu luc thi hanh : Trong<thor1 han 07 ing}éy lam viec\ke\tu ngay ............
20...... de Xac, nlfan su éhap th cua\ong, MT;IQnt
‘f,,«f""de ngh1 ong kyx /nhan Tlhu' rn0'1 nay véxgm mot bin
. vé&M-Talent, Quathoi han\tren \moi xéc nhan khong >

) - v\\% »,con gl a trl \,\ > /» \\ \ \ \ \/

N \ Thu mm nay se khong cd hleu Iuc, néu. t/ho}ng tin
i N trong\ho '§0 tuyen \dung dp ong Eung\cap 1a khong
BN ‘*i «_ chinh Xac khong khach quan hoaC\kho g trung thuc.

. i Thu moq nay 3806 hl‘é\\luc va tr§ { thanh b phén ctia

N ! Hop dong 1‘40 dong néuw Hop ddng lao dong giita ong
NN v "M-Talent ¢ duogc ky ketf

, Chung tdi hy vong duorc som hep nha.n ong/vao l}m iée, horp tdc va phat trién bén vimg

cung M Talent N R \ e

Tran trong cam on' : NN )
N\ ‘\:i“,;\ \ \ \/’/ NN TONG GIAM POC

T6i, Nguyén Vian C ddng ¥ véi cac ndi dung néu trén va xac nhan s& bat ddu lam viéc tai
M-Talent tir ngay ......-......-20

.......
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CONG TY CO PHAN QUAN TRI NGUON NHAN LUC M-TALENT
Tﬁng M, Thép A Toa nha Sky Tower, 88 Lang Ha, Q. Déng Da, Ha Nbi.

DT: 04-3 2484 678 Fax: 04-3 2484 679 Email: HRServicedesk@mtalent.com.vn

VIO HOLDINGS

DANH MUC GIAY TO TRONG BQ HO SO NHAN Sy (CHECKLIST)

Hovatén : ... Ngay sinh N SURC
Chitc danh : ...

Don vi Do

Mt luong Ngay lam viéc

thod thuan = chinh thie & = e

ba

.........................................................................

Keém theo phiéu nay phai c¢6 ddy du cac théng tin, hd so, gidy to bao dam viée tiép nhan 6ng/
: theo ding quy dinh ctia M-Talent.

1. | Phiéu dang ky du tuyén theo miu M-Talent O H

2. | Soyéuly lich ¢6 x4c nhin cia phudng/xa OJ O

3. | Béan sao cé cong chimg Gidy khai sinh O D

4. | Gily kham strc khoe O O

5. | Ban photo gidy CMTND W il

6. | Ban sao c6 cong chimg Biang TN Ol ]

7. | Ban sao c6 cong chig Bang diém ] ]

8. | Gidly chirng nhan tam thoi (néu chwa c6 bing) O O

9. | Gidy cam két bb sung bang tét nghiép OJ O

10. | Gidy t& x4c nhin qua trinh cong tac tai don vi cii O 1 Ghi cu thé vao 6 nay

11. | Vin bing ching chi khac (néu c6) O |

12. | 03 anh 3x4 ] L]

Phong DV Tuyén dung Phin danh cho Phong DV QTNS
Cén b kiém soat Cén b tiép nhin Chuyén vién xir Iy Cé4n b tiép nhén
(Ky, ghi ré ho tén) (Ky, ghi ré ho tén) (Ky, ghi ré ho tén) (Ky, ghi rd ho tén)
Ngay ......o....m20....0. Ngay .....meo.e..=20......

Cam két cna Nguoi lao dong: T6i .............
thiéu trong vong 03 tudn 1am viéc dau tién tai t
lwong ctia t6i cho dén khi t6i hoan thanh viéc bo sung hd so; Téi xin hoan toan chiu trach nhiém vé nhitng
vén d2 phat sinh lién quan dén viéc thiéu hd so néu trén.

Ngwoi lao dong
(ky, ghi ré ho tén)

7 Ny4r

NI s I =4







CONG TY CO PHAN QUAN TRI NGUON NHAN LUC M-TALENT

TA L E NT Téng M, Thép A Toa nha Sky Tower, 88 Lang Ha, Q. Déng Da, Ha Noi.

VID HOLDINGS DT: 04-3 2484 678 Fax: 04-3 2484 679 Email: HRServicedesk@mtalent.com,vn

Ha Ngi, ngay  thdng  ndm 20....
THU CAM ON

Kinh giri: Ong/B..u..uu.eueeencrsecrerersssessesssssensens

Cong ty Cb phan Quén tri Ngudn nhén lyc M-Talent ("M-Talent") trdn trong cam on
Ong/ba dd quan tdm, tham gia (g tuyén vao lam viéc tai M-Talent.

Sau khi xem xét ! clia 6ng/ba, chiing toi rat tiéc phai théng béo ring ong/ba
chwa thye su phit hop vé6i yéu cdu ciia vi tri cong viée trong ky tuyén dung 1an nay.

Hb so cia 6ng/ba dugc luu tai Cong ty CP Quén tri ngudn nhéan lyc M-Talent
trong 3 thang”. Chung toi s& xem xét va lién hé lai véi 6ng/ba khi c6 vi tri cong viée
phu hop.

Mot 14n nira, cAm on su quan tim cuia quy 6ng/ba dén M-Talent.

Tran trong!

Giam d6c Ban TD & CUNL

1«13 so” néu bi loai tir vong so tuyén, “két qua tuyén dung” néu bj loai sau vong thi viét hozc phong vén.
2 Trong trudng hop giit lai hd so @€ xét tuyén cho ky tuyén dung tiép theo.

BM.TD.01.19/20.03.2013
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CONG TY CO PHAN QUAN TRI NGUON NHAN LUC M-TALENT

| TA L EN T | TéneM, Thep A Toa nha Sky Tower, 88 Léng Ha, Q. Béng Pa, Ha Noi.

VID HOLDINGS DT: 04-3 2484 678 Fax: 04-3 2484 679 Email: HRServicedesk@mtalent.com.vn

Phu luc 01
NQI QUY PHONG THI

Céc thi sinh tham dy ky thi tuyén nhan vién cia M-Talent hay khach hang cta M-

Talent phai tuén thi ndi quy phong thi, cu thé:

1.

10.

11.

12.

Khi vao Phong thi, thi sinh kiém tra ch® ngdi, s béo danh va bao ngay giam thi phong thi
néu c6 sai s6t dé kip thoi didu chinh.

Khéng tu y dbi s béo danh, chd ngdi cho nhau.

Khéng ty y roi phong thi khi chwa duge sy ddng y cia Giam thi phong thi.

Khéng mang tai li¢u vao phong thi. Khi vao phong thi chi dugc mang theo but viét (muc
den hodc xanh), mdy tinh bé tii, thudc ké. Trong thdi gian thi, thi sinh tit dién thoai di
dong, dé trén mit ban va ty bio quan dd ding c4 nhén c6 gia trj khac (tién bac, db trang
strc, gidy to tiy than.....).

Bai thi cua thi sinh hop 1& khi lam trén gidy thi hodc gidy nhap do Hoi ddng tuyén dung
phét va c6 dy du chit ky cta 2 Giam thi phong thi va ky hiéu riéng ctia Hi ddng Tuyén
dung (néu co).

Khdng sir dung but xda, bit chi khi lam bai thi.

Khéng tr y ghi cac ddu, ky hiéu 1én bai thi.

Khéng ban bac, trao dbi trong thoi gian thi. Moi thic méc hosc phét hién hanh vi gian l4n
trong thi gian thi lién hé tryuc tiép véi giam thi phong thi d& giai quyét.

Khoéng gian 14n trong khi thi.

Trudc khi ndp bai, thi sinh phai kiém tra lai bai thi va dién ddy da cac thong tin cén thiét
theo quy dinh trén bai thi. Khi ndp bai phai ndp kém theo dé thi va gidy nhap (néu cd).

Khi hét gi¢r thi c4c thi sinh s& ndp bai thi theo thir tw danh sach do Giam thi phong thi goi.

Thi sinh vi pham Noi quy phong thi s& bi 14p Bién ban va két qua thi khong c6 gid tri.

HOI PONG TUYEN DUNG
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. . Phulyc 02
THANH PHAN HOI PONG PHONG VAN

1 Ap dung cho tuyén dung ngi by M-Talent (trir dji ngii Bin hang tryc tiép DSF)

Vi tri TD thue Cip bic Thanh phin

- Chu tich Hdi déng: Pho TGD
- Thanh vién Hoi ddng:
e Can by TD chuyén trach thugc P.DVTD;
e Trudng phong/Ban c6 nhu ciu tuyén dung;

- G8 dén G6

» Thanh vién khéc theo phén cong ciia Chu tich Hoi
dong (n€u can).

- Chu tich Hoi déng: Téng Giam dbc
- Thanh vién:
e Can bd TD chuyén trach thuéc P.DVTD;
e Trudng phong/Ban c6 nhu ciu tuyén dung;

e Thanh vién khac theo phén cdng cua Chu tich Hoi
dong (néu can).

- G5 dén G2

- Chu tich H6i déng: Cha tich Hoi ddng Quan tri
- Thanh vién: |
- G1va GO e Can bd TD chuyén trach thudc P.DVTD; |

e Thanh vién khéc theo phan cdng cia Chu tich Hoi \
dong (n€u can).

Ghi chii: TGP c6 quyén 1y quyén cho Phé TGP dé lam Chu tich Hpi dong Tuyén dung doi

. \
vdi cdc chirc danh thudc phdn cap cia TGD. ‘_:
R
2 | Ap dung cho khich hang cia M-Talent *
Vi tri TD thudc Cap bac Thanh phin ’
- Chu tich Hoi ddng: Theo phén cip cua khach hang
Cép bac can b/ vi tri tuyén - Thanh vién:
dung theo PHAR ¢Ap/ AW\ o 7§ thiéu 01 thanh vién Ia don vi c6 nhu cu TD ciia
dinh ndi bo ciia Khach hang khach hang;

e Tbi thiéu 01 thanh vién 1a2 Can by TD chuyén trach
thudéc P.DVTD M-Talent;

o Thanh vién khéc theo phén cong cia Chu tich Hoi
dong (néu can).
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Phu luc 03
QUY PINH CAC VI TRi CAN KIEM TRA THONG TIN UNG VIEN

1. Ap dung cho tuyén dung ndi bd M-Talent

a. Ap dung v1ec kiém tra thong tin tmg vién d6i véi cac vi tri tir cAp G6 trd 1én va sir
dung biéu mAu BM13a/QD.NS.001 trir v tri quy dinh tai myc ¢ va d khoan nay.

b. Viéc kiém tra théng tin tmg vién phai dugc thuc hién tir hai ngudn cung cAp thong tin
trd 1én.

c. Véivi tri cép can b quén 1y, viée kiém tra thong tin Umg vién phai dugc thue hién béi
Trudng phong Tuyén dung -

d. Véi vi tri cip can b quan ly cp cao, viéc kidm tra thong tin ing vién phai dugc thyuc

hién boi Giam d6c Ban Tuyén dung va Cung mg nhan lyuc va sir dung bidu miu
BM13b/QD.NS.001.

2. Ap dung cho khach hang cia M-Talent

a. Ap dung viéc k1em tra théng tin vmg vién dbi véi cac vi tri cap chuyén vién chinh hoac

| nhu'ng vi tri yéu cau ¢6 tir 3 ndm kinh nghiém lam viéc & vi tri twong duong hogc cic

vi tri khic theo yéu cu cia khach hang va st dung bidu miu BM132/QD.NS.001 trir
vi trf quy dinh tai muc ¢ va d khoan nay.

b. Viéc kiém tra thong tin {tng vién phai duge thuc hién tir hai ngudn cung cp thong tin
trd 1én
c. Véivi tri cAp can bd quéan 1y theo quy dinh cia Khéach hang, viéc kiém tra thong tin

ng vién phai dugc thuc hién boi Trudng phong Tuyen dung hoic Chuyén vién Tuyén
dung cip cao duoc Trudng phong Tuyén dung ty quyén

d. Véi vi tri clp can bd quan 1y clp cao theo quy dinh cia Khach hang, viéc kiém tra
thong tin tmg vién phai duoc thure hién béi Gidm dbc Ban Tuyen dung va Cung tng
nhén lyc hodc Trudng phong Tuyén dung, Chuyén vién Tuyen dung cip cao duge
Giam d6c Ban Tuyén dung va Cung tmg nhén luc ay quyén va st dung bidu miu

BM13b/QD.NS.001.
|
|
|
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