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I. MUC DICH VA PHAM VI AP DUNG

1.Muc dich:

- Thiét 1ap trinh tw xay dung quy trinh vé tuyén dung lao déng hop dong dam
bao chat lwvgng dung lam chuén dé tham chiéu trong qua trinh xdy dwng Hé thong
dam bao chat lvgng cliaco s& GDNN.

- Déap ng nhu cau vé nhan sy, yéu cau cong viéc clia vi tri viéc lam can tuyén
clia nha truong dudi hinh thire tuyén dung nhdam cung cdp nhitng nguoi 1am viéc co
trinh d0, k¥ nang dung véi nhu cau clia nha truong.

2. Pham vi ap dung:

Quy trinh nay &p dung cho viéc tuyén dung lao dong trong truong (trlr tuyén
dung vién chirc duvgc quy dinh riéng).

I1. DINH NGHTA VA TU VIET TAT

1. Binh nghta:

- Quy trinh latrinh tu cac bwéc thie hién mét cong viéc trong mot qua trinh
cu thé.

- Nguoi lao dong la nguoi tlr dd 15 tudi tré [én, c6 kha nang lao dong, lam viéc
theo hop dong lao dong, duwoc trd lwong va chiu sy quan ly, diéu hanh cla nguoi s

dung lao dong..
- Tuyén dung lao dong hop dong lamdt qua trinh tuyén chon va st dung lao

dong clia cac co quan Nha nuwéc, cac doanh nghiép thudc moi thanh phan kinh té, cac
t6 chirc va ca nhan do Nha nwéc quy dinh, nham dap ¢ng nhu cau si¥ dung lao
dong ctiaminh.

TUr viét tat:
KH K€ hoach
BBCL Bam bdo chét lvong
BM Biéu mau
LDT Lanh dao trwong
Qb Quyét dinh
TD Tuyén dung
LDHD Lao ddng hop dong
HDTD Hoi dong tuyén dung




I1. LUU DO (Xemtrang 4)
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I11. DAC TA (Xemtrang 6-7)

V. CAC BIEU MAU/ HUONG DAN KEM THEO (Xemtrang 8-16)

STT Tén biéu mau/ hwéng dan M& héa
1 | Van ban dé xuat tuyén dung BMO01-QT37/CDYT
2 | Thong béo tuyén dung lao dong hgp dong BMO02-QT37/CDYT
3 | Danh sach thi sinh du diéu kién du tuyén BMO03-QT37/CBYT
4 | Quyét dinh thanh lap H6i dong tuyén dung BM04-QT37/CBYT
5 | K&t qua phéng van/sat hach BMO5-QT37/CBYT
6 | Théng bao thir viéc BMO06-QT37/CDYT
7 | Ban tv danh gia két qua hoc viéc BMO7-QT37/CBYT
8 | Quyét dinh tuyén dung Lao ddng hgp dong BMO08-QT37/CDYT
9 | Hop dong lao dong BMO09-QT37/CBYT




DAC TA QUY TRINH TUYEN DUNG

BO A ?O o1 | KET QUA HAN 1 A
TEN BUOC NOI DUNG CONG VIEC PHANINGUOT | PN | s oo | HOAN BIEU MAU/HO SO
THUC H|EN THUC HIIEN ’ ) THANH
Bon vi dang ki | Bon vi o nhu cau tuyén dung nhan st, str
nhu cau tuyén dl;Jng mau (BI\/_IOl—(’Q_T.;../T(\JCB) glen,day Don’v! ¢d nhu cau Trucm_g don Vap ban de BMO1-QT37/COYT
dung du cac thong tin, gui vé Phong To chirc st dung LD Vi xuat
can b
Trudng phong To chirc can bd can ct vao
Lap K& hoach |dinh bién duoc giao, bién ché hién cé, nhu Phong T chirc Truéng Ké hoach
tuyén dung cau thuc té vavi tri viéc lam trinh LDT dé can bd phong tuyén dung
c6 y kién phé duyét
LDT xem xét ké hoach tuyén dung LDHD.
, - Néu LDT dong y chuyén sang thuc hién Phong KH dadugc
Xem xet buéc 4 LoT TCCB | phé duyét
-Néu LBT khdng dong y quay vé buéc 1
1. Phong TCCB thong béo tuyén dung
Thong bao (10 ngay) trén trang Thong tin ddiwwnj t | o tocg | Thisinh | Thongbéo | Thongbéo | BMO2-QT37/COYT
tuyén dung hoac béo, da
Trong vong
A - ‘o S thidn hA All o3 . « | 30 ngay ké
Thi sinh hoan thién ho so theo yéu cau
Nop don va ho ' y Thi sinh HO so tuyen | 1oay BMO03-QT37/CDYT
so tuyén dung dung N .
thdng bao
tuyén dung
Tiép nhan HO Phong TO chirc can bd td chirc tiép nhan 5 <0t
so dang ky don va hd so dang ky cda thi sinh; rasodt |  Phong TCCB 0 SO uyen

tuyén dung

hé so; Lap danh sach thi sinh dd dk dv

dung




tuyén

Sau khi hét thoi han nhan ho so dy tuyén,

Thanh lap Hoi . NPT Quyét dinh
7 |dongtuyén | nong TCCB thammuu thanhlap Hotdong | o 1o thanhlap | SauSngdy | BMO4-QT37/CDYT
tuyén dung
dung HD
T0 chirc sat b A )
8 | hachiphong |6t qua phong vén/sét hach thong qua dénh HDTD TCCB | Phiéuchdm | 02ngdy | BMO5-QT37/CDYT
van gia nang lyc thi sinh
Théng béo Sau 15 ngay
9 tryng tuyfzn va |Théng béo tiép nhan thir viéc (trwong hop LT TCCB Thong béo sat ’ BMO06-QT37/CDYT
ky hop dong dat hach/phdng
thir viéc. van
Thue hidn qua Can bd thr viéc thyc hién cong viéc theo Truwdng don B0 cao Kt
10 trinh ta 'su’q vi tri viéc lam. Sau thoi gian thir viéc thi Thi sinh Vi LA TAD Sur 12 thang BMQ7-QT37/CBYT
AP St sinh ty dénh gié két qua thir viéc s dung Lp | 942 1P st
11 N,han ?<,et, Try’@qg dqn v!,nhan xet, danh gia qua trinh Treéng don vi X4c nhan
danh gia thtr viéc cua thi sinh
12 | Xem xét LDT hop nhan xét quatrinh tap su LDT P.TCCB Egt” nhan BM08-QT37/COYT
Cong nhan - Néu Quyét dinh cong nhan két qua thlr
hoéc khong viéc thi ky HP lan dau Quyét dinh
13 cong nhan két | - Néu khong cong nhan két qua thir viéc Lot PTCCB va HBLV
qua thir viéc ban hanh QD cham dit HDLV
14 | Louhdso  |°nong TCCB [uu ho so cua thi sinh tring PhongTCCB | CNDONOD |4 ps oo BM09-QT37/CDYT
tuyén vathi sinh khéng tring tuyén dong




