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LO'l GIOI THIEU

Vén d& Quan Ly Ngudn Nhan Luc da trai qua nhirng
thay déi Ién lao trong vong 30 ndm qua trong tat ca
cac loai hinh codng ty, t& chirc trén khdp thé gidi.
Trwdc d6, cac td chire 16n hau hét giao cho “Phong
Nhan su” quan ly cac van dé lién quan dén viéc tuyén
mo va trd lwong cho can bd nhan vién. Gan day, cac
t6 chirc danh gia “Phong Nhan sy” déng vai trd quan
trong trong cong tac phan tich cong viéc, tuyén dung,
dao tao va phat trién nhan sw, hd tro ban lanh dao dé
hoan thanh cac cong viéc va dat két quéd & mlc cao
nhéat co thé.

Hwéng dan nay dugc st dung nhw mot tai liéu hd tror
nhirng nha quan tri trong cac Cong ty Quan ly nwéc
thai (QLNT) nhw gidam déc cong ty, giam doc diéu
hanh, giam dbc phu trach nhan su-nhirng nguoi dang
tim kiém bién phap va cach thérc nang Hiéu qua cong
viéc clia can bd nhan nhan vién va cla cong ty.

Trinh d6 quan ly va co ciu td chirc clia Cac cong ty
Quan ly Nwéc thai (Cong ty QLNT) c6 khac nhau. Vi
thé hy vong réng tai liéu hwéng dan nay sé duoc st
dung theo nhirng cach khac nhau. Mét cong ty QLNT
dang & trong giai doan dau clGa qué trinh phat trién
céac chinh sach va ky ndng Quan Ly Ngudn Nhan Luc
thi can tham khao toan bo tai lieu huwéng dan nay. Mat
khac, moét cong ty tham gia dw 4n QLNT néu da cé
chinh sach dao tao, chinh sach nhan sy rdi va dang
trong qua trinh &p dung, thi nén s dung hwdng dan
nay nhw mot tai liéu hd tro qua trinh ra quyét dinh
bang cach chi tham khao mét sb phan cu thé trong
Ban hwdng dan nay.

C6 nhiéu phwong phap va ky thuat Quan Ly Nguén
Nhan Lwc t cdp d6 don gian nhw ap dung phuong
phap lang nghe y kién (phan doan) dén viéc ap dung
ky thuat mé phong trén may tinh. Muc dich cla tai liéu
hwéng dan nay la cung cap nhirng chi dan co ban dé
phat trién cong tac Quan Ly Nguén Nhan Luc cho cac
cong ty tham gia dw an Quan ly nwéce thai.

Trén thuc té, nhirng nha quan tri can nhan thc réng
muc dich cta viéc cai tién mot quy trinh hién tai hodc
tham chi 1a xay dwng moét tién trinh Quan Ly Ngudn
Nhan Luc méi doi hdi phai cé nhivng thay déi vé hanh
vi va’hoac quy trinh thad tuc trong néi b céng ty, vi du
nhw ap dung hé théng danh gia tai noi lam viéc, hoac
diéu chinh cac chinh sach nhan sw hodc dao tao
nhirng can bd giam sat dé ho tré thanh nhixng ngudi
dao tao giéi hon, v.v...

Khéng nén cung mdét luc thwec hién moi thay déi va
didu chinh nhw dwoc dwa ra trong hwéng dan nay.
Mac du nhirtng ngudi st dung hwéng dan nay cé thé
l& nhitng nguwdi cha trwong “thay ddi” cong tac
QLNNL trong coéng ty quan ly nwéc thai , ho nén nhan
thirc rang moi thay ddi phai dwoc lap ké hoach can
than va tham chi phai dwoc tién hanh mot cach tw tor.

Tuy nhién, Ianh dao phai ludn luén dam bao rang can
bd nhan vién trong cong ty duwoc thong bao va biét vé
cac chinh sach QLNNL hién hanh, d&m bao viéc ap

INTRODUCTION

Human Resource Management (HRM) has undergone
tremendous change over the past 30 years, worldwide, in
all types of entities and institutions. Before that, larger
organizations referred to their "Personnel Department,”
mostly to manage the paperwork around hiring and pay-
ing people. More recently, organizations consider the
"HR Department" as playing a major role in doing job
analysis, recruitment, staff training and development,
helping to manage staff to accomplish best possible per-
formances and results.

This guideline is intended as a working document for
managers of Waste Water Management Companies
(WWMC), e.g. directors, operational managers, and per-
sonnel managers who are looking for ways and means to
improve the efficiency of their staff and their company.

The WWMCs, which are supported by the wastewater
management (WWM) project, exhibit various levels of
management and organizational sophistication. Hence, it
is expected, that these guidelines will be used in a variety
of different ways. A WWMC that is in the initial stages of
developing their HRM policies and practices should refer
to the entire guideline. On the other hand, a WWMC that
already has a training policy and a personnel policy, and
is in the process of activating the process, may find it
more appropriate to use the guideline as a decision mak-
ing resource by referring to specific sections of its con-
tents only.

There is a wide variety of HRM models and techniques,
ranging all the way from simply using opinions (judg-
mental) to computer simulations. The purpose of this
guideline is to provide a basic framework for HRM devel-
opment of the participating WWM Companies.

In practical terms, managers should be aware that any
intention of strengthening an existing process or even
building-up a HRM process from scratch, will require cer-
tain changes of behavior and/or procedures within the
company, e.g., introducing an on-the-job evaluation sys-
tem, or amending personnel policies, or training supervi-
sors to be better trainers, etc.

It is not recommended that all changes and adaptations
advocated in these guidelines are made at the same
time. Although, the users of these guidelines may be
agents for "change-management” within the WWMC, they
will recognize that changes must be planned carefully
and will eventually occur slowly.

However, management should always ensure that staff
are informed, and, are aware of the company’s prevailing
HRM policies and that the agreed policies are applied
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dung lién tuc cac chinh sach da dwoc phé duyét nham
tdng cwdng nang lyc va tao dong lyc lao déng cho
can b6 nhan vién.

MUC TIEU CUA CONG TAC QUAN LY NGUON
NHAN LUC

Quan Ly Ngudn Nhan Lwc (QLNNL) |a mét phan cla
khai niém 1ap ké hoach va quan ly tdng thé cta cac
cébng ty tham gia dy an QLNT; QLNNL la mét hoat
déng quan trong ctia K& hoach phat trién cong ty cla
céac cong ty tham gia dw an QLNT. Bat ky thay déi nao
trong céng tac QLNNL phai dwoc phan anh day du
trong ké& hoach phat trién trung han cta cong ty.

Trong tdm cta QLNNL doi héi phai lam t6t cong tac
dw bao va lap ké hoach:

e dl nguwdi va dung ngudi
e dung chd

e dunglucva

e chiphihoply—

nham thwe hién cac cong viéc dem lai lgi ich cho ca
cbng ty va ca nhan ngwdi lao dong.

Quan Ly Nguon Nhan Lwc sé thanh cong khi dap trng
va can bang dwoc cac yéu cau trén.

QLNNL phai d&m bao cac cong ty QLNT va toan bd
cac bd phan trong cbng ty (cac quy trinh, cac phong
ban, cac tb cong tac, can bd nhan vién v.v...) cing
phdi hop trong cong viéc dé dat duwoc nhivng két qua
da xac dinh trong Ké hoach phat trién cong ty. Bé co
duwoc diéu nay, ban lanh dao cac cong ty tham gia dw
an QLNT can lién tuc thwe hién cac hoat dong dinh ky
sau:

e xac dinh va sap xép thir tw wu tién cho cac két
qua mong muon dat dwgc cla cong ty,

o theo d6i va danh gia tién do thyc hién dé dat
duwoc két qua,

e trao ddi y kién phan hbi gitra cac can bd chi chét
lién quan,

e tang cuwdng cac hoat dong sé dem lai két qua, va

e duwa ra cac bién phap thic day tién do thuc hién
cong viéc khi can thieét (hay noi cach khac la “cac
hoat déng chan chinh”).

Do vay, QLNNL thich hop va nhat quan chac chan sé

giup cbng ty:

e s(r dung hiéu qua cac ngudn tai chinh sén co.

e quan ly tét tai san hién co6

e lam hai long khach hang.

Ban I&nh dao cua cac cong ty tham gia dy an QLNT

phai xem cong tac QLNNL Ia dong lwc chinh dan den

thanh céng cla cong ty. Cac co quan chinh quyén dia

phwong (UBND Tinh) cling nhw ban I&nh dao cong ty

phal nhan thay rang mot doéi ngl can bd nhan vién
day da, duwoc dao tao tbt va co dong lwc lam viéc 1a

constantly by the management as ongoing efforts to im-
prove the capabilities and motivation of its staff.

OBJECTIVES OF HUMAN RESOURCES
MANAGEMENT

HRM is a fully integrated part of the WWMC'’s overall
planning and management concept; hence, HRM is an
important part of the WWMC's corporate development
plan (CDP). Any intended and planned change in HRM
should be fully reflected in the company’s medium term
development plan.

At its core, HRM involves forecasting and planning of

e the right numbers and the right kind of people
e atthe right places
e atthe right times, and

e atthe right costs —

to perform activities that will benefit both the organization
and the individuals.

HRM is successful to the extent that it properly matches
and balances each of these elements.

HRM is ensuing that the WWMC and all of its subsys-
tems (processes, departments, teams, staff, etc.) are
working together at their best, achieving the results iden-
tified in the company’s CDP. Having said this, the
WWMC management is required to implement several
recurring activities, including:

e identification and prioritization of desired company
results,

e tracking and measuring progress toward results,

e exchanging feedback among involved key staff,

¢ reinforcing activities that achieve results, and

e intervening to improve progress where needed
(elsewhere referred to as “corrective actions).

In consequences, adequate and consistent HRM inevita-
bly leads to:

o efficient use of available financial resources,
e good management of existing assets,

e customer satisfaction.

The WWMC'’s management should consider HRM as the
key driver that leads to corporate success. Local officials
(PPC) and the company'’s directors alike must realize that
an adequate, well-trained, and motivated workforce is
necessary to provide cost-effective operations and to
ensure compliance with agreed service standards.
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yéu to can thiét tao ra cac hoat dong hiéu qua vé chi
phi va dam péo viéc tuan thu cac tiéu chuan dich vu
da thdong nhat.

Thiéu d6i ngli can bd nhan vién chac chan sé dan dén
hiéu qué hoat dong kém, cho du cong ty cé ap dung
coéng nghé tién tién va méi nhat cho hé théng thu gom
va xt ly nwéce thai.

TOM TAT KE HOACH QUAN LY NGUON NHAN
LUC

Inadequate staffing will inevitably lead to poor company
performance, even if the newest and best possible tech-
nology is made available for wastewater collection and
waste water treatment facilities.

SUMMARY OF THE HRM PLAN

5. An toan lao dong /
Job Safety

4. Lwong bong & Phiic lgi /
Compensation & Benefits

Du¢i day la phan tém tat cac chwong chinh cua tai
liéu Hwéng dan Quan Ly Ngudn Nhan Luc, bao gdm:

CO CAU CONG VIEC

Pé xac dinh cach thirc quan Iy cac cong ty, can phai
c6 mdt co clu td chirc rd rang. D& dat dwoc két qua
tdt nhat co thé, can gidm thiéu sé lwong cac phong va
cac don vj thudc cong ty.

Tiép theo, can tién hanh phan tich céng viéc nhw mét
tién trinh nhdm xac dinh cac nhiém vu, cac yéu cau cu
thé vé cong viéc va mirc dd quan trong cla cac
nhiém vu dbi véi mét céng viéc cu thé.

Diéu quan trong la cac nha quan tri phai kién quyét
dwa cong tac quan ly ngh& nghiép vao cong tac
QLNNL va danh gia mic d6 hoan thanh céng viéc dé
can bo nhan vién nhan biét dwoc nhitng co hdi va
thach thirc trong trong lai. Vé van dé nay, chinh sach
vé thang chirc hay chinh sach quan ly nghe nghiép sé
la bang chirng cho can bd nhan vién thy dwoc cac
kha nang phat trién va co hoi théng tién trong cong ty.

Két qua cudi cung la dua ra mot so dd té chirc thé
hién toan bd cac cap quan ly, toan bd nhirng vi tri da
c6 va con tréng, va tat ca nhirng vi tri can thiét nhung
chwa dwoc phé duyét.

6. Dao tao va Phat trién /
Training and Development

3. Danh gia hoan thanh
cong viéc /
Performance Appraisal

1. Co c4u cong viéc /
Job Structure

2. Tuyén dung /
Recruitment

The following is a summary of the main chapters of this
HRM guideline, including:

JOB STRUCTURE

To determine how utilities need to be managed it is im-
portant to have a clear organizational structure. For
achieving best possible results the number of individual
departments and units should be reduced to a minimum.

In the following, a job analysis is required as a process to
identify and determine in detail the particular job duties
and requirements and the relative importance of these
duties for a given job.

It is important that managers put career management
firmly into the context of HRM and performance appraisal
so that staff understand future opportunities and chal-
lenges. In this regard, a documented career ladder or
career management policy will provide an illustration for
employer and staff alike of possible advancements and
opportunities within the company.

The end result is an organizational chart showing all lines
of supervision and authority, all filled and unfilled posi-
tions, and an approximation of all needed but as yet un-
authorized positions.




DU THAO HUONG DAN QUAN LY NGUON NHAN LU C
DRAFT GUIDELINES FOR HUMAN RESOURCES MANAGEMENT

TUYEN MO & TUYEN CHON

Mot cong viéc chi tét khi co ngudi thye hién cong viéc
tét, do vay ban lanh dao cla cac cong ty tham gia dw
an QLNT phai danh thoi gian dé tim kiém va tuyén
dung can bo phu hop. Dé thuc hién tét cong viéc nay,
can thiét 1ap quy trinh tuyén dung va dao tao nhan
vién. Can soan thao ra cac chinh sach vé tuyén dung
va dao tao cling nhw thdng nhét chinh sach trwdc khi
tién hanh tuyén dung nhan vién maéi. Dé xac dinh céac
k§ nang va nhiém vu can thiét, phai soan thao ra cac
ban mo ta cong viéc. Coéng tac quang cao, sang loc va
Iwa chon nhitng &ng vién tét nhat c6 thé dwoc quan ly
théng qua mau don xin viéc va phéng van.

Két qua cudi cung 1& mot ban danh sach liét ké cac
nhiém vu hoan chinh dwa ra chi tiét sb gid lam viéc
cla can bd nhan vién theo ky nang va theo nhiém vu,
mot bo cac badn mé ta cong viéc dwoc cap nhat va ké
hoach bé tri nhan sy da dwoc cap nhat cung ngan
sach thwc hién.

PANH GIA KET QUA THUC HIEN CONG VIEC

DPanh gia két qua thuc hién cong viéc nham dam bao
dap tng dugc cac muc tiéu, muc dich va cac nhiém
vu dé ra, ma chu yeu tap trung vao viéc hiéu qua cong
viéc clia cong ty, clia cac phong ban va clia can bd
nhan vién. Myc dich cta quy trinh giam sat hiéu qua
cong viéc la cung cap khung tham chiéu phu hop vay
kién phan hdi vé hiéu qua cong viéc thuc té dat duoc.
N6 bao gdm théng tin vé két qua dw kién, tiéu chuan
vé hiéu qué cdng viéc, tién do thwc hién dé dat dwoc
cac két qua du kién, mirc dd hiéu qua cbng viéc,
nhirng vi du minh hoa va kién nghj vé viéc nang cao
thanh tich cong tac, cong tac danh gia hiéu qua cong
viéc phai duoc thie hién theo huong dan vé cong tac
phoéng van.

THU LAO LAO PONG VA CAC PHUC LOI

Co6ng tac quan trj tién cong va tién lwong nhdm muc
dich kiém soat chi phi nhan céng, nang cao tinh than
can bd nhan vién va gidm tbc do thay thé nhan sw cla
cong ty. C6 thé thay ré dwoc loi ich ciia mot hé thdng
quan ly tién lwong ré rang, néu muc tiéu chung la
nham thu hat va duy tri ddi ngd can bo tét nhat cé thé.
Nén soan thao va thwc hién ké hoach khen thuéng
(tién thwdng) cho can bd nhan vién dwa trén két qua
danh gia coéng viéc va nén xac dinh ra mic tién
lwong, thwédng cho tirng cong viéc cu thé. Viéec ap
dung chwong trinh phuc lgi cho can bd nhan vién la
mét nhiém vu phirc tap, lién quan dén ché do hwu tri,
bdo hiém y t&, bao hiém nhan tho va ché d6 dwéng
strc, nghi phép, quyén s& hitu cé phan coéng ty cla
can bd nhan vién v.v... Viéc két hop cac ché dd chinh
sach phuc lgi nay la bién phap hiru hiéu va hiéu qua
nhat dé dap &ng nhu cau kinh té va an ninh cta can
bd nhan vién trong cong ty.

RECRUITMENT & SELECTION

Because a business is only as good as the people in it,
management of the WWMCs must take the time to find
and hire the right staff. To get the job done in the right
way, employment and training procedures must be estab-
lished. These policies need to be developed and agreed
before the recruitment of new staff commences. To iden-
tify the kind of skills that are needed and tasks that need
to be performed, job descriptions have to be created.
Advertising, screening and selecting the best applicants
can be managed through an application form and job
interviews.

The end result is a comprehensive task list, a break down
of required staffing hours, by skill and by task, an up-
dated set of written job descriptions and a written staffing
plan with a corresponding budget.

PERFORMANCE APPRAISAL

Performance appraisal ensures that defined objectives,
goals, and tasks are being met in an effective and effi-
cient manner focusing on the performance of the com-
pany, the departments, and the staff. The purpose of the
monitoring process is to provide a consistent frame of
reference and feedback about actually achieved perform-
ance. It includes documentation of expected results,
standards of performance, progress toward achieving
these results, how well they were achieved, examples
and suggestions to improve performance and should be
conducted according to the interview guidelines.

COMPENSATION & BENEFITS

Wage and salary administration is aimed at controlling
personnel cost, increasing staff morale, and reducing
workforce turnover. The benefits of a transparent wage
and salary administration system are apparent, particu-
larly if the overall objective is to attract and keep the best
staff possible. It is recommended, that the development
and the installation of a staff remuneration (pay) plan
based on a job evaluation and pricing of specific jobs be
created. The introduction of a Staff benefits program, is a
complex task and typically refers to retirement plans,
health life insurance, life insurance, disability insurance,
vacation, staff stock ownership plans etc. A combination
of these benefit programs is the most effective and effi-
cient means of meeting staff economic and security
needs.
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AN TOAN LAO PONG

Ban lanh dao chiu trach nhiém trong viéc han ché tai
nan lao déng/rdi ro cong viéc. Viéc ap dung cac hoat
dong quan ly an toan lao déng va han ché tai nan lao
dong/rul ro cong viéc dugc xem la bién phap quan ly
tbt. Dé dat dwoc thanh cong, tat ca cac cap quan ly
phai nhan thirc dwoc tam guan trong to I&n cla viéc
han ché tai nan lao ddng/rdi ro céng viéc va coi day la
mot phan thiét yéu trong coéng viéc cua ho.

DAO TAO & PHAT TRIEN

Mét chwong trinh dao tao toan dién cho nhan vién va
can bd quan ly sé& dem lai nhitng loi ich dang ké cho
cac cong ty QLNT. Mét Iwc lwong lao déng da dwoc
dao tao tbt va cé dong luc trong cong viéc la yéu té
can thiét dé cong ty co thé thuc hién cong viéc hiéu
qua va cung cap cac dich vu phu hop cho cong dong
dan cuw, diédu _nay sé giup cong ty co kha nang thu hoi
vén (hoan vén dau tw). Ban Ianh dao phai dam bao
cbng ty cé da ngan sach cho cong tac dao tao nhan
vién. Coéng tac dao tao nhan vién bao gém viéc clr
nhan vién tham dy cac khoéa dao tao, tra tién hoc phi
cling nhw chi phi di lai, va/hoac cho phép can bd nhan
vién theo hoc cac chuong trinh dao tao trong gid lam
viéc. Viéc xac dinh nhu cau dao tao va Iwa chon dbi
twong dao tao la rat qguan trong. Ngoai ra, phai xac
dinh rd cac muc tiéu, muc dich va phuwong phap dao
tao, phai lwva chon déi twong dao tao thich hop. Cuébi
chwong trinh dao tao, phai tién hanh danh gia dao tao
béng cach tap trung theo déi mrc d6 thay ddi ctia cac
can bé duwgc dao tao trong qua trinh thiye hién cong
viéc hang ngay.

HE THONG THONG TIN QUAN LY NHAN Su

Hé théng Thang tin Quan ly Nhan sy (TTQLNS) dwoc
thiét 1ap trén may tinh va két hop quy trinh danh gia
hiéu qua codng viéc cla can bdé nhan vién, phan tich
nhu cau dao tao ngay cang tang va dao tao theo cac
ké hoach dao tao da dwoc thdng nhat gitva 1anh dao
va can bod cong ty. Co s& dir lieu cia Hé théng
TTQLNS Ia yéu t6 chinh cGa quy trinh danh gia hiéu
qua cong viéc. M6t khi cac sé liéu ban dau dwoc thu
thap va nhap vao co sé di liéu thi co thé soan thao
dwoc quy trinh danh gia hiéu qua cong viéc. Quy trinh
nay phai cho phép cong tac danh gia hiéu qua céng
viéc cla tirng nhan vién dwoc thye hién mét cach don
gian va hiéu qua, va phai la mét phan cong viéc cla
ban l&nh dao cac cong ty QLNT.

1.CO CAU CONG VIEC

Chuwong dwéi day trinh bay sy phat trién va tdm quan
trong cla viéc xac dinh co ciu td chirc, va cac thanh
phan chinh gébm ban mé ta céng viéc, phan tich cong
viéc va hoach dinh nghé nghiép sé anh huéng nhw
thé nao dén tirng vi tri cong viéc va cac nhiém vu cla
ttrng can bd nhan vién trong cac Cong ty QLNT.

JOB SAFETY

Management has the responsibility for workplace acci-
dent prevention. The introduction of workplace safety
management activities and the prevention of accidents
related to workplace environments is considered good
management practice. To achieve success all levels of
management must be convinced that accident prevention
is of paramount importance and an essential part of their
job.

TRAINING & DEVELOPMENT

A comprehensive training program for staff and operators
will provide significant benefits for the WWMC. A well-
trained and motivated work force is essential for efficient
operations and proper provision of services to the public
and will result in a substantial payback (return on invest-
ment) over the years. Managers should make sure that
the company budgets provide adequate funds for staff
training. This includes sending staff to training events,
paying the cost of course registration as well as travel
expenses, and/or having staff attend training programs
during working hours. The identification of training needs
and the selection of trainees is in this regard very impor-
tant. Furthermore the training objectives, goals and
methods have to be carefully defined and appropriate
trainers must be selected. At the end of the training pro-
gram there must be an evaluation of training focusing
upon the degree of change shown by the trainee (staff
member) in their day-to-day work performance.

PMIS

The Personnel Management Information System (PMIS)
is computerized and combines the process of staff per-
formance monitoring, progressive training needs analy-
sis, and training achieved in relation to the training plans
agreed by management and staff. The PMIS database is
the core element of the process. Once the initial data is
collected and entered into the database, procedures can
be prepared. These procedures should allow for simple
and effective appraisals of each staff member’s perform-
ance, and be an ongoing part of the WWMCs manage-
ment activities.

1. JOB STRUCTURE

The following chapter is illustrates the development and
importance of defining the organizational structure, and
how job descriptions, job analysis, and career planning
are key elements that influence the structure of the indi-
vidual positions and tasks within the WWMC.




DU THAO HUONG DAN QUAN LY NGUON NHAN LU C
DRAFT GUIDELINES FOR HUMAN RESOURCES MANAGEMENT

1.1 Co ciu té chire

Can phai cé mét co ciu td chirc rd rang dé xac dinh
nhu cau quan ly clia Céng ty QLNT, co chu td chirc
phai phan anh dwoc diéu kién cta cong ty nhw mirc
do phtrc tap clia cac quy dinh, lgi ich cla cac bén lién
quan, mong doi ctia khach hang va sy thay déi clta
tiéu chuan dich vu.

Dé thwc hién mot cach cé hiéu qua cac muc tiéu vé té
chirc clia coéng ty, co cAu té chirc cong ty can xac
dinh mét cach toan dién moi nhiém vu va thach thic
ndi bd, khong thiét 1ap co ciu td chirc qua cdng kénh.
Céc co quan hoat dong khéng hiéu qua sé giam sb
lwong cac phong ban dén murc téi thiéu dé dat dwoc
cac két qua tét nhat co thé, ddm bao réng cac “thu tuc
trung lap” gitva cac phong ban dwoc gidm dén muc téi
thiéu, va cac chi thi ctia ban lanh dao dén truc tiép
toan thé lwc lwong lao dong médt cach truc tiép va
nhanh nhét c6 thé.

Vi vay, co ciu cac cong ty QLNT dong vai trd quyét
dinh trong viéc tao ra cac vi tri quan tri va tac nghiép
ma cong ty can cé dé dat dwoc cac muc tiéu va muc
dich hoat déng cla cong ty.

Lwu y rang van dé vé co cau té chirc sé duoc trinh
bay trong s6 tay Hwéng dan riéng ctia Dy an Quan ly
nwéce thai.

1.2 Ban mo ta cong viéc cho can bo nhan vién
cua cong ty QLNT

Dwa trén co cau td chirc clia cdng ty va cac nhiém vu
yéu cau trong cdng tac quan ly va van hanh hé thdng
thoat nwéc, dw an quan ly nwéc thai soan thao ra cac
badn md t& coéng viéc cho cac vi tri cha chét. Tuy
nhién, Phong Quén ly nhan lwc (phong T chic) va
giam déc Coéng ty QLNT phai chinh stra cac ban mod
ta cong viéc nay theo mau va ndi dung phu hop.

Muc dich ctia ban mé t& cong viéc la md ta chi tiét loai
cbng viéc va cac nhiém vu cho ting vi tri trong co’ cau
to chirc cla cong ty.

Cac muc chinh ctia ban mé ta cdng viéc bao gdm cac
thong sb chi tiét vé: (i) cac nhiém vu, (ii) chirc nang,
(iii) trach nhiém, va (iv) cap trach nhiém giai trinh (bdo
cdo) clia nhan vién lén cép trén trong cong ty. Ngoai
ra, bdn mod ta coéng viéc con mod ta (v) cac k§ nang toi
thiéu phai co, (vi) trinh d6 hoc van va (vii) cac yéu cau
can thiét khac dé thwc hién cong viéc.

Ban mo ta cong viéc dwoc sir dung Qé (i) thdng bao
v&i can b nhan vién trong cong ty ve vai tro clia ho
va (ii) lam can clr danh gia két qua thyc hién cong
viéc clia can bd, nhan vién .

Mot ban mé ta cong viéc it nhat phai bao gbm cac
muc sau:

1. Chtrc danh cdng viéc

2. Cac nhiém vu chinh

3. Cac chirc nang chinh

1.1 Organizational Structure

It is important to have a clear organizational structure to
determine how the WWMC needs to be managed, it
should reflect today’s corporate environment, such as the
complexity of regulations, stakeholder interests, customer
expectations, and changing service standards.

To effectively implement the organizational goals, the
company structure needs to address all internal tasks
and challenges in a comprehensive manner, without over
sizing the structural set-up. So called “lean” organizations
reduce the number of individual departments and units to
a minimum for achieving best possible results, ensuring
that interdepartmental “interfaces” are reduced to a mini-
mum, and management directions reach the entire work-
force as directly and as quickly as possible.

Thus, the structure of the WWMC is decisive in the crea-
tion of managerial and operational positions that the
company needs to achieve their corporate objectives,
and operational goals.

Note that the question of the organizational structure is
addressed in a separate WWM guideline.

1.2 Job Descriptions for Wastewater Management
Staff

Based upon the company’s organizational structure and
the required managerial and operational tasks, job de-
scriptions are made available by the WWM project for key
staff. However, it is the obligation of the HRM department
and the WWMC's director to adjust these job descriptions
to an appropriate format and content.

The purpose of a job description is to illustrate, in detail,
the type of work and duties for each position in the com-
panies organizational structure.

Key elements of a job description include a specification
of: (i) tasks, (ii) functions, (iii) responsibilities, and (iv)
level of accountability that the incumbent has within the
WWMC. In addition the job description includes the (v)
minimum skills, (vi) education, and (vii) other require-
ments needed for the execution of the tasks.

Job descriptions are used to (i) communicate to the staff
their specific role within the WWMC, and (ii) conduct staff
performance assessment in accordance to the job de-
scription.

A job description form should contain, at least, the follow-
ing categories:

1. Jobtitle

2. Main duties and tasks

3. Primary functions
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4, Cac trach nhiém chinh
5. Cac yéu ciu vé cong viéc:

e Trinh dd hoc van hodc cac yéu cau vé dao
tao

e Kinh nghiém hodc cac yéu ciu vé trinh do
chuyén mén

e Mulc d6 phirc tap cla cong viéc vé mat ky
thuat hoac quan ly

e Trach nhiém va trach nhiém giai trinh két qua
cbng viéc

e  Trach nhiém cho nhirng ngu&i giam sat, theo

doi céng viéc

Diéu kién lam viéc dac biét (néu co)

1.3 Phan tich coéng viéc

Phan tich cong viéc la qua trinh xac dinh chi tiét cac
nhiém vu va yéu cau cu thé clia cong viéc, thm quan
trong clia cac nhiém vu nay déi véi mot cong viéc cu
thé. Phan tich cong viéc la qua trinh danh gia mot
coéng viéc cu thé. Két quad cla qua trinh phan tich
cong viéc dwoc str dung dé soan thao/diéu chinh ban
mo ta cong viéc.

Mét phwong phap phan tich céng viéc dién hinh la st
dung bang cau héi don gidn dé xac dinh cac nhiém
vy, trach nhiém, trang thiét bi can thiét, nhitng méi
qguan hé trong cong viéc va méi treong lam viéc cla
can bd nhan vién. Trwdng phong Nhan lyc sé s
dung bang cau hdi dé tham do y kién tirng thanh vién
trong cong ty. Sau d6, cac bang cau héi hoan thién
dwoc st dung dé soan thdo hodc chinh stra lai ban
mo ta cong viéc.

Cac phuwong phap phan tich céng viéc phu thuéc vao
cac yéu t6 cu thé nhu loai cong viéc, sb lwong cong
viéc, s6 lwong cac chirc vu dwong nhiém trong cong
ty va vi tri cong viéc. Khi tién hanh phan tich cong
viéc, can thu thap céac théng tin sau:

e Nhiém vu & cac cong tdc ddm nhiém: chi tiéu co
ban clia mét cong viéc la mirc d6 hoan thanh cac
nhiém vu va cac coéng tac lién quan dén cong
viéc. Théng tin can thu thap cé thé gdm: tinh
thwong xuyén cla céng viéc, thoi gian thwe hién,
nd lwc phan diu, kj nang, mic dd phic tap,
trang thiét bi, tiéu chuan v.v...

e Mbi trwdng lam viéc: Méi triedng lam viéc co thé
anh huéng dang ké dén cac yéu ciu vat chat dé
thwe hién cdng viéc. Mbi trwdng lam viéc co thé
bao gdm diéu kién khong thuan lgi nhw mui hoi
thi clia nwére thai va nhiét dd cuc cao.

e Cbng cu va trang thiét bi lam viéc: M6t sbé cong
viéc doi hdi phai str dung cac thiét bi va coéng cu
cu lao déng. Cong cu lao déng co thé 1a quan 4o
bdo ho lao déng, va can duwoc néu cu thé trong
ban Phan tich cong viéc.

e Cac mbi quan hé trong cong viéc: Quyén han

Main responsibilities
Job Requirements:

. Formal education or training requirements

. Experience or background requirements

. Technical or administrative complexity of the
job

. Responsibility and accountability for results

. Responsibility for supervisors

Unusual working conditions (if any)

1.3 Job Analysis

Job Analysis is a process to identify and determine in
detail the particular job duties and requirements and the
relative importance of these duties for a given job. Job
Analysis is a process where judgments are made in rela-
tion to a particular job. The result of the job analysis is
used for the formulation/revision of a job description.

A typical method of a Job Analysis is a simple question-
naire for identifying job duties, responsibilities, equipment
used, work relationships, and work environment. The
questionnaire is implemented by the Head of the HRM
department with each staff member of the company. The
completed questionnaire is then used for the preparation
or revision of a job description.

The method that may be used in job analysis will depend
on practical concerns such as type of job, number of jobs,
number of incumbents, and location of jobs. A job analy-
sis should collect information on the following areas:

e Duties and Tasks: The basic unit of a job is the per-
formance of specific tasks and duties. Information to
be collected about these items may include: fre-
qguency, duration, effort, skill, complexity, equipment,
standards, etc.

e  Environment: This may have a significant impact on
the physical requirements to be able to perform a
job. The work environment may include unpleasant
conditions such as offensive odors and temperature
extremes.

e Tools and Equipment: Some duties and tasks are
performed using specific equipment and tools.
Equipment may include protective clothing, which
needs to be specified in a Job Analysis.

e Relationships: Supervision given and received and
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giam sat va bj giam sat, cac mbi quan hé VO
nhirng ngwoi bén trong va bén ngoai cong ty can
phai dwoc xac dinh.

e  Cac yéu cau clia cong viéc: kién thirc, k§ nang va
nang lyc can thiet dé thye hién céng viéc.

C6 mot vai phwong phap co thé dwoc ap dung riéng
hoac ket hop v&i nhau dé 1ap ra ban phan tich cong
viéc; bao gom:

e danh gia tai noi lam viéc

e phdng van can bd nhan vién

e phdéng van can bo giam sat

e sir dung bang cau héi theo mau

e sir dung ban kiém ké cong viéc

e st dung danh sach kiém tra cong viéc

e sl dung bang cau héi m&

e quan sat

e sl dung nhat ky cong viéc clia can bo nhan vién

Phan tich céng viéc co vai tro quan trong, lam co s&
cho , cac hoat ddng Quan ly nguon nhan Iyc Cu thé:

Xac dinh nhu ciu dao tao

Phan tich cong viéc c6 thé dwoc ap dung trong cong
ta’c, danh gia nhu cau dao tao nham xac dinh hoac
thiét lap:

e ndi dung dao tao

e cac hinh thirc trdc nghiém danh gia dé do luwdng
hiéu qua dao tao

e trang thiét bj dao tao

e phuwong phap dao tao (nhw dao tao tai chd, dao
tao theo nhdm nhd, dao tao qua trén may tinh, to
chire céc Iop dao tao....)

Ky nang & thu lao lao déng

Phan tich céng viéc ¢co thé duoc ap dung trong “danh
gia kj nang va tra cong” dé cac dinh hoac thiét lap:
e trinh d6 hoc van, ky nang va néng luc

e hésbhd lwong, hiéu qua cong viéc, cac thanh twu
dac biét v.v...

e trach nhiém (vi du nhw trach nhiém vé cac van dé
ky thuat, tai chinh, giam sat).

Quy trinh tuyén chon

Phan tich céng viéc c6 thé dwoc st dung trong “quy
trinh tuyén chon” dé xac dinh hoac thiét lap:

e nhiém vu yéu cdu cla cong viéc can duoc sl
2 > s 2
dung de quang cao tuyén dung

e cac yéu cau toi thiéu (trinh do va/hodc kinh
nghiém) dé sang loc (rng vién xin viéc

e cau hdi phéng van

the relationships with internal or external people
need to be identified.

e Job Requirements: Knowledge, skill, and ability
(KSA) required for performing the job.

Several methods exist that may be used individually or in
combination for the elaboration of job analysis; these
include:

e desk reviews

e incumbent interviews

e supervisor interviews

e  structured questionnaires

e task inventories

e check lists

e open-ended questionnaires

e observation

e incumbent work logs

By implementing a job analysis for a particular position,
various features can be linked to the analysis for estab-
lishing a comprehensive image of the concerned job,
including:

Determining Training Needs

Job Analysis can be used in training "needs assessment"
to identify or develop:

e training content

e assessment tests to measure effectiveness of train-
ing

e equipment to be used in delivering the training

e methods of training (i.e., on-the-job, small group,
computer-based, classroom...)

Skills & Compensation

Job Analysis can be used in “skills & compensation as-
sessment” to identify or determine:
e education, skills and capability levels

e compensable job factors,
achievements, etc.

performance, special
e responsibilities (e.g., technical, fiscal; supervisory)

Selection Procedures

Job Analysis can be used in “selection procedures” to
identify or develop:

e job duties that should be included in advertisements
of vacant positions

e minimum requirements (education and/or experi-
ence) for screening applicants

e interview questions
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e Trac nghiém tuyén chon (thi viét va thi noi, cong
cu mo6 phéng cong viéc)

e danh gia cac &ng vién/mau danh gia

e tai liéu dinh huwdng vé cbng viéc cho cac wng
vién/nhan vién ma&i

Danh gia két qua thwe hién cong viéc

Phan tich cong viéc co thé dwoc ap dung trong “danh
gia két qua thuc hién cong viéc” dé xac dinh hoac
thiét lap:

e muc dich va muc tiéu danh gia Hiéu qua codng
viéc

e tiéu chuan danh gia két qua thuc hién cong viéc

e tiéu chi danh gia

e Céc nhiém vu can dwoc danh gia

1.4 Phat trién nghé nghiép

Diéu quan trong 1a cac nha quan tri phai kién quyét
dwa codng tac quan tri nghé nghiép vao cong tadc Quan
ly Nguén Nhan lwc va danh gia hiéu qua cong viéc dé
can bo nhan vién nhan biét dwoc nhirng co hdi va
thach thirc trong twong lai. Can bd nhan vién phai
hiéu rd rang la khéng thé thang tién dwoc trong cong
viéc trir khi két qua thuc hién cong viéc cia ho dat
trén mdrc trung binh. Thang tién trong cong viéc dwa
trén mc dd tham nién nghé nghiép chwa chéc da la
dinh hwéng phat trién cong viéc, né chi dwoc st dung
nhw moét yéu td bd tro dé& quyét dinh lwa chon mot
trong hai trng vién cé mirc hiéu qua cong viéc dat trén
murc trung binh dé thang churc.

Chinh sach thang chirc, dao tao va phat trién nghé
nghiép cho can b nhan vién trong Céng ty QLNT vb
cung hivu ich. Vi vay, trén quan diém tao dong lwc
thic day cong viéc, can bd nhan vién clia cong ty can
nhan thirc réng dao tao khong chi dem lai lgi ich cho
ngudi st dung lao ddng ma con 1a co hoi phat trién
cho chinh ban than ngwoi lao dong.

V& van dé nay, néc thang thang tién nghé nghiép hay
chinh sach quan trj nghé nghiép sé& cung cap théng tin
chi tiét cho nguwdi st dung lao dong va ngudi lao
dong vé nhirng két qua cé thé dat dwoc va nhirtng co
hoi c6 thé co trong cong ty.

N4c thang thang tién nghé nghiép dwoc xac dinh rd
rang cho trng vi tri chinh trong mét co quan/td chire
c6 thé cd loi cho ca& ngudi st dung lao dong va ngudi
lao ddng, vi du nhu:

e Cung cAp cho nhan vién hién dang lam viéc trong
cong ty cling nhw nhirng &ng vién cé kha nang
duwoc tuyén dung mot trién vong vé co hdi ctia ho
trong cong ty. Nac thang thang tién nghé nghiép
la cong cu gitp cho can bd nhan vién co trién
vong hiéu réng lanh dao c6 quan tam dén van dé
Quan Ly Ngudn Nhan Lwc. N6 cé thé 1a cach thu
hdat nhirng can bd nhan vién cé hoai bao va co
trinh dé phu hop véi cdng viéc.

e selection tests/instruments (e.g., written tests; oral
tests; job simulations)

e applicant appraisal/evaluation forms

e orientation materials for applicants/new hires

Performance Review

Job Analysis can be used in “performance reviews” to
identify or develop:

e goals and objectives

e performance standards
e  evaluation criteria

e duties to be evaluated

1.4 Career Development

It is important that managers put career management
firmly into the context of HRM and performance appraisal
so that staff understands future opportunities and chal-
lenges. Staff should clearly understand that promotion
cannot be expected unless performance at the existing
level is above average. Promoting on the basis of senior-
ity is unlikely to achieve any performance orientation; that
is, unless it is merely used as a secondary factor to de-
termine which of two above average candidates should
be promoted.

A policy regarding promotions and associated training
and how a staff member’'s career might develop within
the WWMC, is particularly useful. Thus, from the stand-
point of motivation it is important that the staff member
recognizes the proposed training not only as a potential
benefit to his employer, but also as a personal opportu-
nity.

In this regard, a documented career ladder or career
management policy will provide an illustration for em-
ployer and staff alike of possible advancements and op-
portunities within the company.

A well-defined career ladder, involving each key position
in the organization, can prove advantageous to both em-
ployer and staff, e.g.:

® Provides existing staff as well as possible recruits
with a perspective of their opportunities in the com-
pany. The career ladder provides prospective staff
with an indication that the employer is interested in
staff management. It can serve to attract those with
ambition and those with proper qualifications.
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e Cac khoa dao tao sé& duoc thiét ké voi muc dich
quan tri nghé nghiép va quan tri to chirc.

e Néu dwoc thuc hién hop ly, Cong tac Quan Ly
Ngudn Nhan Luc va hoach dinh nghé nghiép cé
thé gidm thiéu viéc tuyén dung khoéng hiéu qua
trong cong ty.

e Dam bdo cho cong ty QLNT c6 dwoc doi ngli can
bd ¢ trinh d6 & moi vi tri.

2. TUYEN MO VA TUYEN CHON

MGt doanh nghiép chi thanh céng khi c6 nguoi thye
hién tot. Do vay, lanh dao cac céng ty QLNT phai
danh thoi gian dé tim kiém va tuyén dung dung nguoi.

Phan nay thao luan vé quy trinh tuyén dung nhan sy
cla cong ty, thiét lap cac chinh sach nhan sy, xac
dinh cac ky ndng va kha nang can thiét, tim kiém (ng
vién, soan thao mau don xin viéc va phdng van nhirng
(ng Vvién co trién vong.

Cac cong ty Ién co thé trién khai cac ky thuat tuyen
dung hiéu qua va cac quy trinh gidm rdi ro vé sw thiéu
hiéu qua trong hoat déng cutia cong ty, bao gdm mot
s6 van dé sau.

2.1 Thiét lap chinh sach nhan sw

Céc tha tuc dao tao va tuyén dung phai dwoc thiét lap
cho phép ban lanh dao cé co hoi tét hon dé tién hanh
coéng viéc theo cach ma ban lanh dao mong muén
thwe hién. Can thiét lap va phé duyét cac chinh sach
trwde khi tién hanh tuyén dung nhan vién. Duwéi day la
mot sb van dé chinh vé tuyén dung nhan vién:

S6 qi¢r lam viéc

Xac dinh sb gio’ lam viéc trong ngay, trong tuan va
ngay lam viéc trong tuan, sé gi® phu tréi, sé ca lam
viéc, thoi gian va phuwong thirc thanh toan Iwong cho
cbng viéc thuwong xuyén va cdng viéc lam thém gid.
Viéc tra tién lam ngoai gi qua nhiéu 1a sy lang phi
chi tiéu khéng can thiét. Bang cach lap ké hoach
trwéde, ban 1anh dao cé thé té chirc sap xép cbng viéc
clia can bd nhan vién dé han ché t6i da lam thém
ngoai gi&. Vao nhirng thoi ky cao diém, ban lanh dao
c6 thé giai quyét bang cach &p dung bién phap tuyén
dung nhan vién lam viéc ban th&i gian (lam thém) véi
murc lwong binh thwdng.

Thu lao lao dbng

Phan I&n thu nhép cla can b6 nhan vién trong cong ty
la thu nhap t&r “lwong co ban”, mic lwvong canh tranh
so v&i mirc lwong cla cac cong ty khac cung hoat
dong trong linh vyc twong tw. Ngoai lwong co ban
cong ty co thé bd sung thém hinh thirc trd lwong
khuyén khich lao déng nhw ké hoach “tra lwong theo
khéi lwong coéng viéc” hodc ké hoach “trd lwong theo
chi tiéu hiéu qué cong viéc’. Hinh thic trd lwong
khuyén khich lao dong phai gan lién véi muc tiéu cla
cong ty va hoai bao cla nhan vién trong cong ty.

e Training courses will be designed with a view to ca-
reer management and organizational management.

e |f implemented consistently, good HRM and career
planning can minimize the assignment of inefficient
“political appointees” in the company.

e The WWMC can be reasonably assured of having
qualified individuals in all positions.

2. RECRUITMENT & SELECTION

A business is only as good as the people in it. Therefore
management of the WWMCs must take the time to find
and hire the right staff.

This chapter discusses the process of staffing the com-
pany, setting the personnel policies, determining what
skills and abilities are needed, finding applicants, devel-
oping application forms, and interviewing prospective
staff.

Bigger companies may have developed effective hiring
techniques and procedures to lessen the risk of internal
inefficiency, including some of the following issues.

2.1 Setting Personnel Policies

Employment and training procedures must be established
so that management has a better chance of getting the
job done the way the management want it done. Policies
need to be developed and agreed before the recruitment
of new staff commences. Some of the main recruitment
issues are listed below:

Working Hours

Define the number of working hours per day and week,
the number of days per week, overtime work, working
shifts, and the time and method of payment for both regu-
lar and overtime work. Unnecessary payment of overtime
at premium rates is a source of needless expense. By
planning ahead, management may be able to organize
it's staff member's work to keep overtime to a minimum.
When peak periods do occur, management can often
handle them by using part-time help paid at regular rates.

Compensation

The bulk of the staff members earnings should come
from a “base salary” competitive with the pay offered by
other similar local firms. It may be possible to supplement
the base salary with some form of incentive, such as a
“quota bonus” plan or “performance indicators”. Incen-
tives should be related to both the company goals and
the ambitions of it's staff.

10
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Phuc loi

Ban lanh dao c6 thé can nhac dé nghi cat gidm chi phi
cho nhan vién déi véi cac dich vu nhw bao hiém nhan
tho tw nguyén, bao hiém y t&, ké& hoach tro cap va chi
tra tién hoc phi. Ban lanh dao ciing c6 thé xem xét
viéc két hop voi cac nha cung cép dich vu khac dé
thwc hién ké hoach tro cAdp mét kha nang lao dong
theo nhém va ké hoach tro cdp 6m dau, bénh tat theo
nhém. Mot ké hoach nhw vay co thé tiét kiém duoc
dang ké chi phi.

Nghi phép

Xac dinh thoi gian nghi phép trong nam. Tong s6 ngay
nghi phép trong nam co thé tang theo do tudi clia can
b6 nhan vién.

Thoi gian nghi viéc (van co lvong)

Nhirng ngay nao duwogc tinh la thdi gian khéng lam
viéc clia nhan vién? vi du nhw nghi vi ban viéc ca
nhan, nghi do cé viéc ddt xuat trong gia dinh, nghi 18,
ngh tét.

Panh gia ca nhan

Ban lanh dao phai dinh ky (hang nam hodc nira nam)
danh gia thwc hién cong viéc clia can boé nhan vién
trong cong ty. Chinh sach nhan sw phai quy dinh yeu
td nao sé dwoc xem xet nhw diéu chinh lwong, kién
nghi vé dao tao, v.v....

Pao tao

Ban lanh dao phai dam bao viéc hé tro dao tao cho
can bod nhan vién. Cong tac dao tao c6 thé la dao tao
ngay trong cbng ty theo phwong phap “dao tao tai
chd” va dao tao tlr bén ngoai theo phwong phap “dao
tao tai trwong 16p”. Két qué danh gia cong viéc cla
trng ca nhan trong cong ty 1a co s& dé quyét dinh
viéc cung cap dao tao nang cao trinh dé cho cac bd
nhéan vién trong cdng ty.

Thang tién nghé nghiép

Ban lanh dao cdng ty phal can nhéc cac van dé vé
thang tién nghé& nghiép cta can bd nhan vién nhw
tang lwong binh quan, thay di chirc danh cong viéc
va anh hwdng cua sy phat trién cta cong ty t&i van
dé thang tién nghée nghiép cho can bd nhan vién.

Thoi viéc

Mac du day 1a van dé phién toai cho nhirng nha quan
tri nhung ban Ianh dao cong ty can sang suot trong
viéc lap ra cac chinh sach lién quan dén cac van de
nhw tam thoi cho théi‘viéc, quyén I9’i vé tham r]ién
cong tac, thanh toan tien cong khi hét han hgp dong
va cac dieu kién hop ly dé xa thai nhan vién.

Hwu tri

Cong ty co cac ké hoach gi vé tro' cp hwu tri nhw bao
hiém xa hoi, ké hoach trg cap hwu tri va tro cap hang
nam?

Khi cac cong ty QLNT soan thao ra cac chinh sach
nhan sw, cac chinh sach nay phai dwgc céng bo va

Fringe Benefits

Management may consider offering staff discounts on
services, e.g. free life insurance, health insurance, pen-
sion plan, and tuition payments at schools and colleges.
Management might also look into joining with other ser-
vice providers in a group disability plan and a group
workers' compensation plan. Such a plan could mean a
considerable saving in premium costs.

Vacations

Determine the length of yearly vacations. The total days
of yearly vacations might increase with the age of the
staff.

Time Off

Which days are “off” for the staff for e.g. for personal
needs, emergencies in the family, holidays, special na-
tional days?

Personnel Review

Management should periodically (annually or bi-annually)
review the staff member's performance. A policy should
describe what factors will be considered, such as salary
adjustments, training recommendations, etc.

Training

Management must make sure that each staff member is
given adequate training for the job. The training should
be provided internally in the way of “on-the job training”
and externally in the form of “classroom training”. The
results of personal job assessments are the basis for
attending post educational training.

Promotion and Career

Management should consider such promotion matters as:
normal increases of wages and salaries, changes of job
titles, and the effect of the company's growth in this area.

Termination

Even though this is a distasteful matter to many manag-
ers, it would be wise for management to have a written
policy on such matters as layoffs, seniority rights, sever-
ance pay, and the conditions warranting summary dis-
charge.

Retirement

What are the plans for retirement age benefits such as
social security, pension plans, and annuity plan insur-
ance?

When the WWMC has developed its personnel policies,
they should be published and thoroughly discussed with
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thdo luan ky véi can bd nhan vién trong cong ty. Moi
nhan vién trong coéng ty phai cé mét ban copy cla
chinh sach nay.

2.2 Xac dinh k¥ nang va kha nang can thiét

Pé tim dwoc dung ngwdi phu hop véi cong viéc, ban
I&nh dao can xac dinh k§j ndng can thiét dé thwc hién
cobng viéc. Bwdc dau tién trong phan tich cong viéc 1a
mo ta cong viéc. Do vay can c6 mot ban mé ta cong
viéc hién tai cho tirng vi tri trong cong ty.

Ban mo ta cong viéc can xac dinh cac ky ndng can
thiét dé& thwc hién cong viéc va quy dinh trinh do6
chuyén mén tbi thiéu phai cé. Khi biét dwoc yéu ciu
clia codng viéc thi cé thé xac dinh dwoc cac ky nang
phu hop véi yéu cau cla cbng viéc.

2.3 Tim kiém cac (rng vién

Khi xac dinh dwoc cac k§ nang can thiét dé thwc hién
cac nhiém vu‘cﬂa mot vi tri, ‘phéi lap “théng bao tuyén
dung” bao gém cac yéu cau chi tiét vé tiéu chuén
tuyén dung.

Dang bao quang cao la mét hinh thire tuyén dung phd
bién. Vi vay, cong ty co thé tim kiém dwoc nhivng (rng
vién xin viéc va co thé sang loc cac rng vién mot
cach dé dang.

Céc tng vién xin viéc ludn san coé & cac trwong dai
hoc. Cac trwong dai hoc cé thé gi¢i thiéu sinh vién
lam thém tai cac cong ty. Nhiéu sinh vién 1am thém &
lai lam viéc tai cong ty sau khi ra trwdng.

Viéc lwa chon phwong phap tuyen dung. clia ban lanh
dao phu thudc vao nhiéu yéu té va nguén luc sén co
& dia phuong. Quan trong nhat 1a phai tim dwgc dung
ngwoi cd ky nang phu hop voi yéu cau cong viéc bét
ké (rng vién do 1a tir ngudn nao.

2.4 Soan thao cac mau don xin viéc

Cong ty can thiét lap phwong phap sang loc trng vién
va chon ra (rng vién tét nhat cho cho tirng vi tri cong
viéc.

Mau don xin viéc 1a mét cong cu ma ban lanh dao co
thé st dung dé phéng van va lya chon &ng vién. Mau
don xin viéc phai c6 chd tréng dé dién thong tin can
thiét va la co s& cho ban Ianh dao danh gia (ng vién.
Duéi day la mét vi du vé mau don xin viéc.

Diéu quan trong la &ng vién phai ndp mau don xin
viéc hoan chinh va cac gidy to lién quan theo yéu ciu
cla cong ty. Pon xin viéc chwa hoan chinh sé khong
dwoc xem xét trv khi cé ly do dac biét. Mau don xin
viéc phai cang don gian cang t6t va phai c6 du cac
ban sao ctia mau don xin viéc dé& phat cho cac rng
vién dé ho co thé chinh stra trwde khi nép ban cudi

the staff. Each staff member should receive a copy.

2.2 Determining Needed Skills and Abilities

To get the right person on the job it is very important that
the management can identify what kind of skill or skills
are needed to perform the job. The first step in analyzing
a job is to describe it; hence, it is very important that
there is a current job description for each and every posi-
tion in the WWMC.

It is important for each job description to decide what
skills the person must have to fill the job, and, decide on
the lowest acceptable level of expertise. Once it is known
what it takes to do the job, the applicant’s skills and ex-
perience can be matched with the job requirements.

2.3 Finding Applicants

Once the skills needed to carry out the tasks of the posi-
tion have been identified, a “job vacancy” should be for-
mulated, including the job specifications required.

Newspaper advertisements are a common source for
recruitment of new company staff. Hence, the company
can reach a large group of job seekers and can screen
them at its convenience.

Job applicants are readily available from universities. The
local universities may offer students part time jobs with
the industry. Many part-time students stay with the com-
pany after they finish their education.

Management’s choice of recruitment method depends
upon many factors and the local sources available. Most
important is to find the right applicant with the correct
skills, regardless to the source.

2.4 Developing Applicants Forms

The company needs to develop a method of screening
the applicants and selecting the best one for the position.

The application form is a tool which management can use
for the tasks of interviewing and selection of applicants.
The form should have spaces for all the facts needed as
a basis for judging the applicants. A sample form is pro-
vided below.

It is important that the applicant submit a completed ap-
plication form and any supporting documentation that is
required by the company. Incomplete applications should
not be pursued, unless there is a special reason. The
form should be kept as simple as possible and sufficient
copies need to be available for applicants to make revi-
sions and corrections before submitting their final applica-
tion.
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cung cho cbng ty.

Mét cach ly twéng 1a cac (ng vién dién thong tin vao
mau don xin viéc trwdc khi tién hanh phéng van.
Quan trong la théng tin cGa (ng vién trong mau don
xin viéc phai la thdng tin chinh xac. Céng ty phai tién
hanh kiém tra d& xac nhan chi tiét théng tin ma &ng
vién cung cap trong mau don xin viéc.

Néu kinh nghiém cta tng vién vé cong viéc con han
ché thi c6 thé tham khéo y kién “kin” tlr nhi'ng ngudi
khac vé (rng vién nhw ngudi phu trach truéng hoc
hodc hiéu trwdng trwdng dai hoc, ho ¢ thé dwa ra
nhirng y kién khach quan vé ng vién.

2.5 Phéng van (rng vién xin viéc

Muc tiéu cta phdng van Ia tim kiém thong tin cang
nhiéu cang tbt vé trinh dd chuyén mén cla &ng vién,
dac biét la théi quen va ky nang trong cbng viéc.
Nhiém vu chinh cla ban lanh dao la héi cac (rng vién
vé ban than ho va cac cau héi vé théi quen trong cong
viéc. Cach tét nhat dé lam viéc nay 1a hdi ng vién
nhirng cau hdi cu thé nhu: Céng viéc cta ban truéc
day 1a gi? Ban da lam cong viéc dé nhuw thé nao? Tai
sao ban lai lam cong viéc dé?

Khi phdng van, ngudi phdng van phai danh gia duoc
cac cau tra I clia ing vién. Ho c6 hiéu nhirng gi ho
dang néi khéng? Ho khéng rd hay nam ré vé cong
viéc trwdc day va k§ nang lam viéc clia trng vién?

Khi két thuc phéng vén, nguo’| phong van phai yéu
cau &ng vién goi dién lai dé biét két qua phdng van
vao thoi gian quy dinh. Ngwoi phéng van khong dwoc
dwa ra cam két gi cho dén khi da phéng van hét tat ca
cac rng vién va cé thé chon ra dwoc (rng vién phu
hop nhéat véi cong viéc.

Budc tiép theo |a xac nhan théng tin thu dwoc tir cac
(rng vién. Lanh dao cUa (rng vién & cong ty trwdc day
lun 1a ngudn tham khao tét nhat. D6i khi, 1anh dao cii
cla trng vién sé cung cép thong tin qua dién thoai.
Nhung tbt nhat la gt van ban dé& nghi ho cung cép
thong tin v& &ng vién bang van ban.

DPé& dam bao c6 dwoc van ban trad 1&i kip thdi, nén héi
I&nh dao cii cta ¢ng vién mot vai cau héi cu thé vé
&ng vién theo kiéu cau hai “co” hay ‘khéng” hoac cac
cau hdi v&i cau tra 161 ngén gon.

Vi du:

e ng vién da lam cho cong ty éng (ba) bao lau?

e Kha nang lam viéc cta tng vién? kém __,
binh __,haytot__?

e Ky nang ndi bat ciia &ng vién la gi?

trung

e Tai sao rng vién lai r&i cong ty cha 6ng (ba)?

Chi sau khi toan b thong tin vé tat ca cac (ng vién
dwoc xac nhan, ban lanh dao sé dwa ra quyét dinh

Ideally, applicants should fill out the application form be-
fore any interviews are carried out. It is important to en-
sure that the information given by the applicant on the
application form is correct as well as complete. The com-
pany should make some checks to confirm the details
given.

If the level of work experience is limited, additional “confi-
dential” references may be obtained from other individu-
als, such as school counselors or university deans, who
can give objective information on the person.

2.5 Interviewing Job Applicants

The objective of the job interview is to find out as much
information as possible about the applicant's work back-
ground, especially work habits and skills. Management's
major task is to get the applicants to talk about them-
selves and about their work habits. The best way to go
about this is to ask each applicant specific questions:
such as: What did you do on your last job? How did you
do it? Why was it done?

As the interview progresses the interviewer should evalu-
ate the applicants' replies. Do they know what they are
talking about? Are they vague or firm about their previ-
ous tasks and skills?

When the interview is over, the interviewer should ask the
applicant to call back later at an agreed time. It is impor-
tant that the interviewer makes no commitment until all
applicants have been interviewed and the right applicant
can be selected for the job.

The next step is to verify the information obtained. A
previous employer is usually the best source. Sometimes,
a previous employer will give out information over the
telephone. But it is usually best to request the required
information in writing and get a written reply.

To help insure a prompt reply, asking the previous em-
ployers a few specific questions about the applicant,
which can be answered by a “yes” or “no” check, or with
a very short answer.

For example:

e How long did the person work for you?

e Was his or her work poor , or excel-

lent__?

__, average __
e What are the outstanding skills of the person?
e Why did the person

leave your employment?

Only after all of the information on all your applicants has
been verified will the management be ready to make its
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lwa chon va tuyén dung.

(Xem vi du vé& Mau don xin viéc & Phu luc 1).

3. QUAN LY KET QUA THUC HIEN CONG VIEC

Viéc quan ly két qua thwe hién cong viéc |a nhdm dam
bao dat dwoc clia muc tiéu, muc dich va cac nhiém vu
dat ra mot cach co hiéu qua véi hiéu suét cao. Quan
ly hiéu qua cong viéc tap trung vao viéc thwc hién
nhiém vu cla cong ty, clia cac phong ban va can bé
nhan vién. Quan ly hiéu qua codng viéc dwoc dung lam
“thwéc do” chinh thirc dé& danh gia hiéu qua cong
viéc.

Quan ly hiéu gqa cong viéc la mot khai niém kha maoi
mé trong linh viec quan ly. Quan ly hiéu qua cong viéc
dé lwu y moi nguwoi rang viéc ban biu véi cong viéc
khong dong nghia sé dat dwoc cac két qua tét. Diéu
nay cé nghia la mot nguwoi dwgc dao tao bai ban, lam
viéc tan tuy va cham chi la hoan toan chwa du. Vi vay,
quan ly hiéu qua cbng viéc chu trong vao viéc dat
duwoc cac két qua - cac san pham hodc céac dich vu,
dap ng dwoc nhu cadu cta khach hang hodc cac
nhém muc tiéu khac. Quan ly hiéu qua coéng viéc
nham gidp cac nd lyc thue hién cong viéc, khdng nhat
thiét phai 1am viéc mot cach ban rén, ma huéng téi
tinh hiéu qua va hiéu suat ctia cdng viéc thuc hién.

Vi vay, moi thanh qua codng viéc clia toan cong ty phai
Iig‘an tuc,du’o’c thwe ’hién sao cho da}t duoc céq ket qué
tong thé mong mudn, da dwoec thiét 1ap va thong nhat
gilra lanh dao cong ty va cac bén co lién quan va chu
s& hiru. Do d6, Quan ly hiéu qua cdng viéc tap trung
vao:

e Congty

e Phong ban

e T hodc nhém cong tac

e Can b6 nhan vién

Hon nira, hiéu qué cong viéc can dwoc ap dung ddi
VO

e Cac quy trinh va cac thu tuc

e Cac chuwong trinh va dy an

e Céc san phadm va/hodc céc dich vu

3.1 Giam sat va danh gia két qua thwc hién coéng
viéc

Co cac thudc do hodc “cac chudn muc” khac nhau cé
thé dwoc can nhéc khi ap dung hé théng giam sat
Hiéu qua cong viéc. Tuy nhién, cac bién phap nay
khéng phéi la muc dich chinh cta quy trinh giam sat
Hiéu qua cdng viéc. Muc dich cua quy trinh nay nham
cung cap mot khung tham chiéu va phan hoi vé cac
thanh qua céng viéc thyc té dat dwoc.

Cac thwoc do nay dam bao réng moi ngwdi dang lam
viéc va thao luan vé cung cac don vi va khuynh

selection and employment decision.

(Example of an Application for Employment Form see
Annex 1).

3. PERFORMANCE MANAGEMENT

Performance management is ensuring that defined objec-
tives, goals, and tasks are being met in an effective and
efficient manner. Performance management focuses on
performance of the company, the departments, and the
staff. Performance management is using written “bench-
marks” as a reference for performance measurement.

Performance management is a relatively new concept to
the field of management. Performance management is a
reminder that being busy is not the same as producing
good results. It means that training, strong commitment,
and lots of hard work alone, is not sufficient. Hence, per-
formance management is focusing on the achievement of
results — standard products and/or services for customers
and/or other target groups. Performance management
redirects efforts away from busyness toward effective-
ness and efficiency.

Hence, all corporate results across the company must
continue to be aligned to achieve the overall results de-
sired, formulated and agreed by the company’s man-
agement and stakeholders/owners. Thus, performance
management is focusing on:

e  Company

e  Departments

e Teams or groups
e  Staff members

Furthermore, performance should be applied to:

e  Processes & procedures
e  Programs & projects

e  Products and/or services

3.1 Performance Monitoring and Evaluation

There are numerous measurements or “benchmarks” to
be consider when adopting a performance monitoring
system. However, the measurements are not the major
purpose of the performance monitoring process. The
purpose of the process is to provide a consistent frame of
reference and feedback about actually achieved perform-
ance.

Measurements ensure that everyone involved is working
and talking about the same units and dimensions. Meas-
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hudng gidng nhau. Ban than cac thwdc do cling ¢
thé thay ddi theo thoi gian. Tuy nhién, moi nhan vién
can c6 kha nang nhan biét va giai thich cac thay ddi.
Doi hdi nay hoan toan dung khi ma mét nguwdi xac
dinh hiéu qua cong viéc cla mét té chirc, mot day
chuyén, mét hé thdng phu hodc cho tirng nhan vién
cla cong ty.

Viéc danh gia (hodc xem xét) két qua thwc hién cong
viéc cla tirng thanh vién cha cong ty bao gébm céac tai
liéu vé cac két qua du kién, cac tiéu chuan hiéu qua
cbng viéc, tién d6 thwe hién nham dat duwoc cac két
qUa dy kién nay, bang cach nao dé& dam bao dat
dwoc cac két qua do, cac vi du biéu thi thanh qua dat
dworc, cac kién nghi dé cai thién hiéu qua cong viéc va
cac kién nghi nay co6 thé dwoc thwc hién bang cach
nao.

Tuy nhién, van d& quan trong la can danh gia va thao
luan v&i tivng nhan vién vé hiéu qua cong viéc; khong
nhirng tai cac budi hop danh gia hiéu qué cong viéc
chinh thirc, ma con, va ciing khéng kém phan quan
trong 1a can duy tri quy trinh theo déi hiéu qua coéng
viéc va cac cudc thdo luan vé y kién phan héi gitra
cac can bd quan ly va nhan vién cla ho.

Théng tin phan héi la bat ci théng tin nao vé bang
cach nao dé dat dwoc cac két qua mot cach tét nhét.
Y kién phan hdi hiru ich 1a y kién kip thoi, chinh xac
va chi ra dwoc nguyén nhan cta van dé. Tét nhat, y
kién phan hdi chi ra dwoc cac hoat déng chinh dé
cling cb hodc cai thién hiéu qua cong viéc. Thong
thwdng, cang nhiéu y kién tir cac ngudn khac nhau thi
viéc mo ta cac sy viéc cang chinh xac.

Diéu nay thwong dat dwoc bang cach huy dong cac
nhan vién, can bd giam sat, va Giam déc Céng ty
hodc Trwdng Phong ban cé lién quan, lién tuc chia sé
cac quan diém, bang cach nao dé dat dwoc cac két
qua mot cach tét nhat. Moi quan diém dé cai thién
ho&c hé tro' hiéu qué cong viéc déu dwoc ghi nhan. Y
kién phan hdi lién tuc nay thuwong la mét trong nhivng
van dé& quan trong nhét cta viéc quan ly hiéu qua
cbng viéc.

Néu két qua thwc hién cong viéc cla nhan vién dap
(ng c&c tiéu chuan ctia cong viéc, can phai trao phan
thwdng cho nhan vién bang cac hinh thirc khac nhau
nhw bang khen, phan thuéng, thu khen ngoi, v.v...

3.2 Cac hwéng dan vé phéng van

Danh gia hiéu qua coéng viéc mot cach tét nhéat sé tao
cho cac nhan vién khat vong lién tuc cai thién hoac
dam bao hiéu qua cong viéc tbt va lau bén. Néu tirng
nhan vién coi s danh gia lam dong lwc dé cai thién
hiéu qua cong viéc, hon |a cdm thay nan 1ong, can bod
giam sat c6 thé xem xét danh gia 1a mot yéu td cla
thanh céng.

Danh muc cac viéc duéi day tém tat cac ky thuat ma
can bd giam sat c6 thé s dung dé thwc hién viéc
phdng van danh gia mét cach hiéu qua, tao dong luc

urements themselves may change over a period of time.
However, staff members should be able to recognize and
explain changes. This assertion is true whether one is
addressing the performance of an organization, process,
subsystem or an individual staff member.

A performance appraisal (or review) for an individual staff
member includes documentation of expected results,
standards of performance, progress toward achieving
these results, how well they were achieved, examples
indicating achievement, suggestions to improve perform-
ance and how those suggestions can be followed.

However, it is important to assess and discuss with each
staff member, performance; not only during the formal
performance review session, but also, and equally impor-
tant, as a continuing process of performance observation
and feedback discussions between the supervisors and
their staff.

Feedback is any information relevant to, how well results
are being achieved. Useful feedback is timely, accurate,
and understood. Ideally, feedback addresses key activi-
ties to improve or reinforce performance. Usually, the
larger the number of sources giving feedback, the more
accurate is the depiction of events.

This is usually achieved by having the staff member, su-
pervisor and Director or a head of department concerned,
continue to share impressions of how well results are
being achieved. Any ideas to improve or support per-
formance should be implemented as appropriate. This
ongoing feedback is often one of the most important as-
pects of performance management.

If performance meets desired performance standards, a
reward for performance shall be provided in the form of
recognition or compensation, e.g., letter of recognition,
promotion, letter of commendation, etc.

3.2 Interview Guidelines

The ideal performance appraisal results in a desire for
continued improvement or sustained good performance
by the staff member. If an individual staff member leaves
the evaluation motivated to improve, rather than feeling
demoralized, the supervisor can consider the appraisal to
be a success.

The following list summarizes techniques a supervisor
can use to conduct an effective, motivation-building per-
formance interview:
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lao ddng:

Lwa chon thdi gian va dia diém phu hop dé thao luan
viéc danh gia thwc hién codng viéc

Ké& hoach g&p g& ho&c mudn hodc sém trong ngay,
va cho phép it nhat nua tiéng, nhuwng khéng nhiéu
hon 1 gi d& phéng van. Phai dam bao dia diém
phdéng van la riéng tw va viéc phéng van cé thé duoc
thwe hién ma khdng bi gian doan.

Xay dwng va duy tri mdi quan hé tét

Mbi quan hé tét cé thé tao ra bau khong khi than thién
dé tién hanh phéng van. Tao cho nhan vién khéng khi
thoai mai bang cach ngdi vé ciing mét phia ban voi
ho, thay vi ngoi dbi dién. Viéc chao héi xa giao trong
mot vai phut rat co gia tri vi né gilp xay dwng moi
quan hé t6t. Muc dich 1a tao ra bau khong khi dé chiu
ma né khuyén khich viéc trao dbi thodi mai cac y
twédng.

Tranh “Ién I&p hay quat m3ng” nhan vién

Khéng nén néi vé nhirtng chuy&n nhd nh&t ma quén di
nhirtng van dé Ién. Tranh gay ra sw mo hd kho hiéu
khi néi trinh bay cac van dé ma nhan vién mong doi,
va khéng nén st dung nhitng suy luan khong ré rang
va cac khai niém triru twong. Tranh st dung ngbén
nglr biéu cdm va & thé bi dong.

Xay dwng déng lwc cho nhan vién

Nh&n manh dén cac diém manh va tai nang cta nhén
vién dé cho nhan vién cdm nhan réng nguoi quan ly
da nhan ra dwoc cac mét tich cwe va han ché trong
thuwe hién cong viéc cla nhan vién. Tap trung vao mot
sb van dé can cai thién hon la toan noi vé cac ton tai.
Thao luan qua nhiéu cac tén tai hiéu qua cong viéc co
thé lam giam dong lwc lam viéc cho nhan vién.

Ldng nghe va khéng ngat 1oi - THAT SU LANG
NGHE!

Diéu nay khoéng phai chi don thuan git im lang va
khéng néi. Phai ghi chép lai, néu can thiét. Bat dau
cac cau hoi voi cac tir “cai g|” vi sao”, va

& dau”,
“mo ta” va khuyén khich nhan vién nén trlnh bay tinh
hinh mét cach chi tiét. Thinh thodng cé thé tam ngat
I&i va tom t&t cac cau trd 1&i ciia nhan vién dé bao
dam c6 sw hiéu biét ddy du nhirng gi ho noi.

Tranh dbi dau va dbdi co

Cac bat déng quan diém cé thé nay sinh. Viéc chién
thang clia ngwdi quan ly cé thé lam cho méi quan hé
x&u di va ngan can cac dbi thoai thang thén va c&i mé
tr nhan vién. Néu co cac bat déng say ra:

e Lang nghe nhan vién

e Nhac lai cac y kién goép y ctia nhan vién va khang
dinh sy théng cam ctia minh.

 Chi ra cac nguyén nhan dan dén bat déng quan
diém

e Thao luan cac cach dé giadi quyét khoé khan; dé
nghi nhan vién dwa ra giai phap

Choose the proper time and place to discuss the ap-
praisal

Plan the meeting for either late or early in the day, and
allow at least one-half hour but no more than one hour for
the interview. Make sure the location is private and the
interview can be conducted without interruption.

Establish and maintain rapport

Rapport can be defined as the climate in which the inter-
view takes place. Place the staff member at ease by sit-
ting alongside him/her rather than across a desk. Social-
izing for a few minutes is worth the time if it helps estab-
lish rapport. The goal is to create a relaxed atmosphere
that encourages the free discussion of ideas.

Avoid lecturing the staff member.

Do not talk about the little things and ignore the big ones.
Avoid ambiguity when describing what is expected of the
staff member, and do not use unclear analogies or ab-
stractions. Avoid using emotional or negative language.

Build staff motivation

Highlight the staff member's strengths and accomplish-
ments so that the person feels the supervisor is recogniz-
ing both the positive and the negative aspects of per-
formance. Focus on a few improvement needs rather
than a multitude of problems. Discussing too many per-
formance problems can lead to a lack of motivation.

Listen and don't interrupt - REALLY LISTEN!

It means more than merely keeping quiet and not talking.
Make written notes, if necessary. Begin questions with
"what," "where," "why," and "describe," and encourage
the staff member to be detailed in describing the situa-
tion. Pause occasionally and summarize the staff mem-
ber's responses to ensure understanding of what has
been said.

Avoid confrontation and argument

Differences of opinion may arise. Winning by the supervi-
sor can destroy the relationship and inhibit frank and
open communication from the staff member. If disagree-
ment occurs:

e Listen to the staff member

e Restate the staff member's comments and confirm
your understanding

e  Pinpoint the reasons for the disagreement

e Discuss ways to resolve the problem; ask for input
from the staff member
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e Dam phan vé giai phap thuc hién

e Néu sy nhét tri khong dat dwoc, Ién ké hoach cho
cudc hop khac sau do vai ngay . biéu nay cho
phép ban va nhan vién c6 thém thoi gian dé suy
nghT toan bd sy viéc. Co Ié cac quan diem sé thay
doi.

D& nghi nhan vién tw danh gia hiéu qua céng viéc cua

chinh ho

Khen ngoi nhan vién lam viéc tot. Pwa ra loi khen ca
nhan khi phu hop. Cubi cung, néu rd viéc danh gia
hiéu qué céng sé mang lai lgi ich nhw thé nao cho
ban than nhan vién va cho Céng ty QLNT. Ludn két
thic cudc néi chuyén bdng moét danh gia tich cuc.

Két thuc cudc thdo luan

Dw kién cho mot két thuc tét dep ciing quan trong nhw
la 1ap ké hoach cho mét khéi dau tét dep. Chac chan
phai tom tat két qua thao luan, dé nghi nhan vién ky
vao ban danh gia, quyét dinh ai s& gri ban sao da ky
cho Ban lanh dao Coéng ty, va cam on nhan vién da
tham duw thao luan.

4. PHAN THUONG VA S CONG NHAN
4.1 Cac hé thong tién lwong va tién céng

Quan trj tién lwong va tién cong la mot cong cu quan
ly dé& kiém soat chi phi nhan sw, dong vién tinh than
nhan vién, va gidam miec thay déi nhan sw. Hé thdng
tra cdng chinh thirc 1a cach dé tra cong cho tirng nhan
vién dbi v&i cac dong goép clha ho vao sw thanh cong
va hiéu qua cong viéc cla cong ty, trong khi van dam
béo coéng ty nhan dwoc loi nhuan twong xirng vé dau
tw clia cong ty trong viéc chi trd cho nhan vién.

Déi v&i cac co quan nha nuwéc, cac mirc lwong cho
nhan vién duoc lap ra va ap dung théng nhat cho moi
co quan, diéu nay cé nghia 1a cac ngwdi quan ly
khong cé kha nang lam khac di so v&i cac mire lvong
nay, va khéng dwoc tw do thiét 1ap cac mirc lwong.
Tuy nhién, mét khi cong ty quan ly nwéce thai tré thanh
cobng ty hoach toan doc lap, mét trong nhiém vu dau
tién sé thwc hién la phai xem xét cac mec chi tra
lwong cho cac nhan vién clia minh.

Hwéng dan nay cung clp cac y twédng da duoc thi
nghiém trong viéc xac dinh cac mirc lwong canh tranh
va dé duy tri cac mdi quan hé trd lwong cong bang
gilta cac cong viéc khac nhau trong cong ty quan ly
nwéce thai.

Ké hoach tién lwong

Ké hoach tra lwong chinh thirc sé khong gidi quyét
moi van dé vé nhan sw clia cong ty, né la ké hoach dé
cho nhan vién biét mrc lwong hién tai va trong twong
lai ma ho c6 thé hwdng. Tuy nhién, k& hoach tra
lwong nay gidi tda dwgc mot trong cac khé khan dé vé
sw nghi ngd va tin dn ma chung c6 thé lam cho nhan
vién ban khoan va khéng an tadm, it trung thanh va sé
dao ddng nhiéu hon mirc ma ban 1anh dao cong ty

e Negotiate a resolution

e If no agreement is reached, schedule another meet-
ing in a few days. Give yourself and the staff mem-
ber time to think it over. Perhaps opinions will
change.

Ask the staff member to rate his or her own job perform-
ance

Praise the staff member for a job well done. Offer per-
sonal appreciation, if appropriate. Finally, describe how
the staff member's performance benefits both the staff
and the WWMC. Always end on a positive note.

Close the discussion

Planning for a good ending is just as important as plan-
ning a good beginning. Be sure to summarize the dis-
cussion, ask the staff member to sign the appraisal form,
decide who will deliver the signed hard copy to Manage-
ment, and thank the staff member for participating.

4. REWARDS AND RECOGNITION
4.1 Wage and Salary Systems

Wage and salary administration is a management tool to
control personnel cost, increase staff morale, and reduce
workforce turnover. A formal pay system provides a
means of rewarding individuals for their contributions to
the success and performance of the company, while
making sure that the company receives a fair return on its
investment in staff pay.

In the case of government organizations the levels of
payment to be received by staff is set and is uniform
across organizations, this means that managers are not
able to deviate from this scale, and have no freedom to
set pay scales by themselves. However once a WWMC
becomes an independent entity one of its first tasks will
be to review the levels of payment paid to its staff.

This guide provides time-tested concepts for determining
competitive pay levels and for maintaining fair pay rela-
tionships among the jobs comprised by a WWMC.

The pay plan

A formal pay plan, one that lets staff know where they
stand and where they can go as far as take home money
is concerned, won't solve all of the company’s staffing
problems. It will, however, remove one of those areas of
doubt and rumor that may keep the workforce anxious
and unhappy and less loyal and more mobile than man-
agement would like them to be.

17



DU THAO HUONG DAN QUAN LY NGUON NHAN LU C
DRAFT GUIDELINES FOR HUMAN RESOURCES MANAGEMENT

mudn cé & ho.

Loi ich cGia mét hé théng quan ly tién lwong va tién
céng minh bach 1a rat rd, nhat Ia khi nhdm vao viéc
thu hat va gite chan cac nhan vién tét nhat. Cac nhan
vién lam viéc véi mot ké hoach tién lwong sé 6n dinh
hon, do ho biét va hiéu dwoc phwong phap st dung
dé tinh murc lwong hodc mure tién cdng cla ho, ho sé
danh gia cao khi ké hoach tién lwong nay la coéng
bang, hop ly va déng nhat, va mic lwong ho duoc
hwéng khong bi xac dinh mét cach tuy tién.

Khi da c6 ké hoach tién lwong minh bach, ngwdi nhan
vién cling sé biét dwgc mirc tang lwong la bao nhiéu
ma ho c6 thé mong dgi doi v&i mot nhan vién [éu nam
va khi hiéu qua cong viéc duwgc cai thién. K& hoach
tien lwong nay sé giup cho Cong ty Quan ly Nudc thai
ve:

e tuyén dung nhan vién

e @il chan nhan vién

e Tao doéng lwc cho nhan vién

Phat trién va trién khai k& hoach

Ban lanh dao khéng phai mét nhiéu thei gian va tién
cla dé lap mot ké hoach tién lwong chinh thire. Méi
quan tam hang dau khi thiét 1ap mot ké hoach tién
lwong chinh thirc 14 lam sao c6 dwoc sy chép thuan,
théa thuan va hé trog ciia moi thanh vién trong ban
lanh dao va nhan vién quan ly. M6t ké hoach dwoc
xac dinh tot, thdo luan day dd va thoa thuan ding déan
la mot didu kién tién quyét cho thanh cong. Cac budc
thiét 1ap ké& hoach tién lwong gém:

e xac dinh cac cbéng viéc
e danh gia céac cdng viéc
e trd cong cho cong viéc

e trién khai ké hoach, thong tin vé ké hoach cho cac
nhan vién, va

e danh gia hiéu qua cong viéc cua nhan vién theo
ké hoach

Panh gia cac cdng viéc

V& mat khoa hoc khdéng cé mét phwong phap dac biét
nao danh gia chinh xac gia tri dich thwc clla mot cong
viéc cu thé 60| v&i cong ty. Banh gia vé con ngudi chi
l& cach dé& gén gia tri tién té vao cong viéc. Phuwong
phap danh gia mot cong viéc tdt chi nham ap dung
vao viéc xép hang don gian. Cé thé thuc hién dwoc
viéc xep hang thong qua moét tién trinh tham khéo y
kién thdng nhét cla bd may quén ly va cac can bd
giam sat.

Trong mét hé théng xép hang don gidn, cac mod ta
cobng viéc dwoc so sanh véi nhau. Ching dwoc xép
hang theo d kh6 va merc do trach nhiém. S dung
gidi phap déng thuan, danh muc téng hop sé chi ra
th tw cac cong viéc ma no cho thay gia tri twong déi
ca tirng vi tri cong viéc dbi véi cong ty va déi véi cac
vi tri khac.

Sau khi ban lanh dao xép hang cac md ta coéng viéc

The benefits of a transparent wage and salary admini-
stration system are apparent, particularly if the aim is to
attract and keep the best staff possible. Staff working
under a pay plan will be more settled, because they know
and understand the method used to set their wages or
salaries, they will appreciate that it is equitable (fair) and
equable (uniform) that their pay isn't set arbitrarily.

With a transparent pay plan on hand, staff will also know
what pay increases they can expect for seniority and for
improved performance. A pay plan will help the WWMC
to:

e  recruit staff
e  keep staff
e  motivate staff

Developing and installing the plan

A formal pay plan doesn't have to cost management a lot
of time and money to prepare. The foremost concern in
setting up a formal pay plan is to get the acceptance,
understanding, and support of all of the management
team and supervisory staff. A well-defined, thoroughly
discussed, and properly-understood plan is a prerequisite
for success. The steps in setting up a pay plan are:

e define the jobs
e evaluate the jobs
e price the jobs

e install the plan, communicate the plan to staff, and

e appraise staff performance under the plan

Evaluating the Jobs

There is no scientifically, precise way of determining ex-
actly how much a particular job is worth to a company.
Human judgment is the only way to put a monetary value
on work. A good job evaluation method is to apply simple
-ranking. The ranking can be arrived at through a process
of consensus consultation involving the management
team and supervisors.

Under the simple-ranking system, job descriptions are
compared against each other. They are ranked according
to difficulty and responsibility. Using the consensus ap-
proach, the resultant listing will show an array of jobs that
shows the relative value of each position to the company
and to the other positions.

After management has ranked the job descriptions by
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theo gia tri ciia chung ddi véi cong ty, budc tiép theo
l& nhédm céac cong viéc twong tw vé quy md va trach
nhiém vao trong mét mc tra lwong giébng nhau; sau
do sép xép cac nhom nay trong mét tap hop cac mirc
lwong tlr cao nhat xudng thap nhat Sé lwong cac
murc lwong tuy thudc vao téng sb cong viéc va cac
loai cong viéc trong Cong ty Quan ly Nwéc thai,
thwdrng co tir 10 dén 12 mirc lwong.

Mcrc trd cdng cho cac cdng viéc

Cho dén khi xay dwng duoc hé thdng tién lwong, ban
Ianh dao chi phai xem xét bén trong cong ty. Dé tinh
gia tri tién t& cho mdi mirc lwong, ban Ianh dao can
can nhic cac mic lwong cho coéng viéc twong tw
dang dwoc ap dung & cac cong ty khac trong vung.
Ti d6 ban lanh dao tién hanh xép hang va nhém céac
cobng viéc khac nhau vao trong cac muic trd lwong,
khong can thiét phai tién hanh cudc khao sat cho tirng
cbng viéc.

Khi nghién cru cac mirc lwong trong linh viec twong
tw va trong vung twong tw, ban lanh dao can cb géng
so sanh cac ndi dung cong viéc, khdng phai chi so
sanh tén cla dau viéc. Tén cla cac dau viéc co thé
dan dén sy hiéu lam; c6 thé c6 nhirng sw khac biét rat
I&n vé cach goi tén dau viéc gitka mot té chirc nay voi
t6 chire khéc.

Buérc tiép theo 1a tinh toan mirc lwong trung binh cho
tirng cong viéc va dwa vao trong moét bang tinh. Ban
Ianh dao c6 thé can diéu chinh cac mic lwong trung
binh mét chut dé gitr mdt khodng cach dd 16n gitra
cac mure trd lwong, dé tach rieng cac mie lwong. Khi
dé, mire trung binh cda trng mic lwong cé thé tré
thanh “murc trung binh” gilra cac mirc lvong clia cong
ty (tAt nhién, ban lanh dao cé thé 1ap cac muc trung
binh nay & trén hoac dw&i mirc trung binh trong vung,
dwa trén kha nang tra lwong cta cong ty va hinh thirc
va gia tri clla cac chwong trinh phuc lgi clia cong ty).

Théng thwdng, mirc thdp nhét trong mét mire lwong
la 85% cla murc trung binh, mic tbi da 1a 115% cla
muc trung diém. V&i cach thwc hién nhw vay, mot
nhan vién maoi cd thé tang thu nhap thém 30% ma
khéng can thay dbéi cong viéc; vi vay, van cé cac mtrc
déng vién hiéu qué cong viéc ngay ca khi chwa can
phai dé bat.

Nhin chung, v&i mét co cau tién lvong duoc lap ké
hoach nay, cdng ty can cé kha nang gén cac muc
lwong di déi v&i sy Hiéu qua cbng viéc va sy dong
gop dbi v&i cac muc tiéu cla cong ty. Cong ty cling
phai linh hoat dé st ly nhirng tinh huong dac biét.

Trién khai ké hoach

Budc tiép theo 1a trién khai ké hoach va dwa né tr&
thanh hién thwc ma cé thé st dung ké hoach nay lam
mot cong cu quan ly. Can ddm bao réng cac trach
nhiém dbi v&i viéc quan tri lwong 1a rd rang va dé hiéu
trong co’ cAu quan ly ctia cong ty.

Trong quan tri k& hoach tién lwong “cé mirc thudng”,
ban |&anh dao c6 thé lwa chon mét vai giai phap thuc

value to the company, the next step is to group jobs that
are similar in scope and responsibility into the same pay
grade; followed by arranging these groups in a series of
pay levels from highest to lowest. The number of pay
levels depends on the total nhumber of jobs and types of
work in the WWMC, typically involving 10 or 12 pay lev-
els.

Pricing the jobs

So far in establishing a pay system, management has to
look only inside the company itself. To put a monetary
value on each of the pay levels, management should look
outside at the going rates for similar work in the area.
Since management has ranked and grouped jobs in pay
levels, it is not necessary to have to survey each job.

In studying pay-levels in a similar area and/or region,
management should try to compare job descriptions, not
just job titles. Job titles can be misleading; there can be
great differences between what one organization and
another call their jobs.

The next step is to compute an average rate for each job
and enter it on a worksheet. Management may need to
adjust the average rates somewhat to keep a sufficient
difference between pay levels, to separate them. The
average rate for each pay level can then become the
“midpoints” of the company’s pay level ranges (manage-
ment, can, of course, set the midpoints above or below
the regional averages, based on the company's ability to
pay and the type and value of the company's benefit pro-
grams).

Typically, the minimum rate in a level is 85 percent of the
midpoint rate, and the maximum rate is 115 percent of
the midpoint. With this arrangement, a new staff member
can increase earnings by 30 percent without a job
change; thus having performance incentives even if not
promoted.

In general, with a planned pay structure the company
should be able to tie individual rates of pay to job per-
formance and contribution to company goals. It should
also provide enough flexibility to handle special situa-
tions.

Installing the plan

The next step is to install the plan and make it a reality so
that it can be used as a management tool. It should be
assured that the responsibilities for pay administration
are clear and easily understood within the company’s
management structure.

In administering the pay “increase feature” of the plan,
management can choose from several approaches:
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hién sau:

e ting mlrc thudng, dé ghi nhan hiéu quéa céng viéc
va déng gop;

e D& bat cac nhan vién dwoc phan céng cac cong
viéc khac nhau v&i cac mre lwong cao hon;

. Qiém thiéu cac nhan vién dwoc tré, lwong & mirc
ti thiéu hoac thué véi mire lwong ti thidu;

e Tang cac nhan vién moi dang trong thoi gian thiy
viéc, nhirng ngudi dang no I’u’c gat dwoc cac ky
nang va kinh nghiém can thiét dé thwc hién cong
viéc mét cach co hiéu qua;

e Tang ti 1é ngwoi lam viéc tham nién cho cong ty,
va

e Cac murc tang chung, thwédng cho cac nhan vién
dé duy tri cac mirc thu nhap thwc té nhw 1a cac
nhan t6 kinh t& can thiét va dé gitr muc lwong
canh tranh.

Cac giai phap thyc hién nay thuwdng dwoc ap dung
phd bién, nhung véi nhiéu cach khac nhau. Hau hét
cac mwc tdng hang nam dwoc ap dung cho céc chi
phi sinh hoat, tdng lwong hoac cac ly do thi trwdng lao
dong.

Ban lanh dao c6 thé tim thay maot dang tai liéu 1ap hd
so x& ly cac mire tang lwong va lwu trir sb liéu vé cac
ly do ma chung c6 thé kha hivu ich. Loai tai liéu nay 1a
mot phan viéc trong qua trinh Iap bao céo hang thang
ma hé théng théng tin quan ly MIS sé& cung cép.

Cong khai hoa k& hoach

Sau khi ban lanh dao da lap xong ké hoach quan tri
tién lwong, ho phai can nhac xem sé théng bao véi
cac nhan vién nhw thé nao vé ké hoach nay. Ban lanh
dao sé& quyét dinh phwong phap dbi thoai; tuy nhién,
cac phwong phap thanh céong bao gébm gwi thw ca
nhan dén trng nhan vién va cac cudc gap g& dé giai
thich ké hoach va tra I cac cau héi.

Can phai giai thich cho cac nhan vién mét cach rd
rang, thanh that, va can phai giai thich cach van dung
ké hoach nay. Day |a mét co hoi cho ban lanh dao xay
dwng cac mbi quan hé than thién va tin cay véi nhan
vién. Diéu quan trong 1a cac ngudi giam sat phai hiéu
va co thé giai thich ké hoach cho nhan vién cia minh.
Giai thich ké& hoach cho cac nhan vién méi thué tuyén
lam mot van dé rét quan trong, va ciing can phai dinh
ky xem xét lai ké hoach nay cung v&i moi nhan vién.

Loi ich cta ké hoach tra cong

Ké hoach tra cdng cé thé hé tro cong ty trong viéc tim
kiém, duy tri va khuyén khich nhan vién hoan thanh
tdt cong viéc. Ké hoach tré cong sé gilp cong ty trong
viéc:

Tuyén dung nhan vién: Bac lvong sé cung cap céac
muc lwong canh tranh dé thu hat nhizng nhan vién cé
nang lwc.

Duy tri nhan vién: K& hoach danh gia Hiéu qua cong
viéc va ap dung chinh sach tang lwong sé khuyén

e  Merit increases, granted to recognize performance
and contribution;

e  Promotion increases for staff assigned to different
jobs in higher pay levels;

e  Progression to minimum for staff who are below the
minimum or hiring rate for the pay level;

e Probationary increases of newer staff member’s who
have attained the necessary skills and experience to
function effectively;

e  Tenure increases for time with the company; and

e General increases, granted staff members to main-
tain real earnings as economic factors require and to
keep pay competitive.

These approaches are the most common, but there are
many variations. Most annual increases are made for
cost of living, tenure, or employment market reasons.

Management may find that a form for documenting salary
increases and recording the reasons for them can be
quite useful. This should form part of the monthly report-
ing process that the Management Information Systems
(MIS) provides.

Publicizing the plan

After management has set the pay administration plan
into place, they have to consider how to tell staff mem-
bers about it. The method of communication is decided
by the management; however, successful methods in-
clude personal letters to each staff member and meetings
to explain the plan and answer questions.

Staff members must be told in a manner that is clear,
honest, and it should openly explain the way the plan
works. This is an opportunity for the management to build
goodwill and good relations with the staff. It is important
that supervisors understand and can explain the plan to
their staff. Explaining the plan to newly hired staff is also
essential, and it's a good idea to review the plan periodi-
cally with all staff members.

Benefits of the pay plan

A pay plan can assist the company in getting, keeping,
and encouraging good staff performance. The pay plan
will help to:

Recruit: The pay ranges will provide competitive hiring
rates for attracting capable staff.

Retain: The performance appraisal plan and pay in-
crease feature will encourage performance plus growth

20



DU THAO HUONG DAN QUAN LY NGUON NHAN LU C
DRAFT GUIDELINES FOR HUMAN RESOURCES MANAGEMENT

ktn’ch nhan vién nang cao hiég qué cdng viéc va thuc
day sy tang trwdng va phat trien trong cong ty.

Tao déng lwc trong cbng viéc: K& hoach tra cbng
nham muc dich duy tri sir quan tdm va nhiét tinh cua
nhan vién trong céng viéc hién tai cla ho, va khuyén
khich tim kiém co hoi tét hon trong cong ty.

C6 dwoc déi ngl nhan vién c6 nang lwc, quan tdm va
nhiét tinh v&i cong viéc sé giup ban lanh dao cong ty
dat dwoc cac muc tiéu va muc dich cla cong ty dong
thoi giam bét sw phirc tap va giam chi phi.

Cap nhat ké hoach tra cong

Dé cap nhat ké hoach trd céng, can tham khao va
khao sat cac diéu kién bén ngoai it nhét dinh ky hang
nam. Phai dam bao viéc diéu chinh mtre lvong néu
can thiét va théng bao va&i can bd vé viéc diéu chinh
murc lwvong cho nhan vién.

Tién thwdng két qua thwe hién cong viéc

Hién nay, viéc st dung mirc tién thuwdng khong théng
nhéat trong cac nganh nghé. Nhin chung, cé 2 loai tién
thuwdng cho két qua thuc hién cong viéc. Mot la tién
thwdng cho nhan vién hoan thanh xuét sdc mét cong
viéc cu thé va thwong la cong viéc ngén han. Hai la
tién thwdng cho viéc hoan thanh céng viéc chung,
thwdng la mét nam thwéng mét lan.

Ca hai loai tién thwédng nay déu la nhixng cong cu
quan ly hiru hiéu vi nhirng ly do sau:

e Tién thwdng cho can bd nhan vién vai 1an mot
nam c6 thé 1a dong lwc thic day cong viéc tét hon
la thang chic va tang lwong hang nam. Cac
nghién cru vé hanh vi céng viéc cho thay cach tét
nhat d& cing cb hanh vi can bd nhan vién la
thwédng cho nhan vién ngay sau khi ho hoan
thanh xuat sic cong viéc dwoc giao. D& ap dung
hinh thirc trd thwdng nay vao cong tac quan ly
hang ngay cua cong ty, lanh dao cong ty phai tim
cach khen thuéng kip thoi ddi véi nhivng nhan
vién hoan thanh xuét sic cong viéc.

e Hoan thanh xuét sc cong viéc hodc cé gang nd
Iwc trong cc“)ng viéc sé& xirng dang dwoc nhan tién
thudng cua cong ty nhwng khong cho phép tang
lwong cb dinh (vi du mot ky sw dét ngdt dm va
khéng thé di lam dwoc trong mét thang. Mét tro' ly
ddng y dam nhan thém cong viéc cla anh ky sw
trong moét thang cong véi cong viéc clia minh. Vay
nhan vién nay coé xing dang dugc tédng lwong
khéng? Co thé 1a khong, tuy nhién anh ta xng
dang duoc nhan mot cai gi dé hon ca I&i cdm on
vé su ¢d gang nd luc cta anh ta trong cong viéc.

Khi tiéu chi danh gia Hiéu qua cbéng viéc cla tirng
nhan vién duwoc thiét 1ap, ban lanh dao va can bod
nhan vién cta ho phai hop dinh ky dé thdo luan vé
cach danh gia viéc hoan thanh coéng viéc cda tlrng ca
nhan. Cubi nam, nhitng nhan vién hoan thanh xuét
sac cdng viéc sé dwoc nhan tién thuwdng nhiéu hon
(dwa trén két qua danh gia Hiéu qua cong viéc cla
tirng nhan vién). Trong thuc t&, néu ban lanh dao

and development within the organization.

Motivate: The pay plan will provide something to aim for
to keep staff interested in and, enthusiastic about their
present assignments and also provide the incentive to
seek greater opportunity within the company.

Having capable staff who are interested and enthusiastic
will help the company’s management to reach the com-
pany’s objectives and goals with less complications and
cost.

Updating the plan

To keep the pay plan up to date, a reflection of the condi-
tions in the outside environment should be done at least
annually. Ensuring that adjustments are made where
necessary and, that supervisory personnel are informed
and trained is vital.

Performance bonuses

Currently, the use of bonuses is not consistent through-
out industries. In general, there are two types of individ-
ual performance based bonuses. One is a bonus for out-
standing work on a specific and usually short term job.
The other type of bonus is based upon overall perform-
ance, usually over a one year period.

Both types of bonuses are excellent management tools
for the following reasons:

e Bonuses issued to staff members several times a
year are probably a greater motivator than promo-
tions and annual salary increases. Behavioral stud-
ies demonstrate that the best way to reinforce de-
sired behavior is to reward the person soon after an
outstanding performance is achieved. Applying this
to daily management means that managers should
find ways to reward outstanding work promptly.

e Outstanding staff accomplishments or extraordinary
efforts deserve monetary rewards but do not warrant
permanent salary increases (for example, suppose
that the Technical Engineer is suddenly incapaci-
tated for a month as a result of sickness. An Assis-
tant agrees to take on both jobs for a month at great
personal sacrifice. Does this staffer deserve a per-
manent salary increase? Probably not; however, he
does deserve something more than sincere thanks
for the effort.

Once individual performance criteria are established,
managers and their staff should sit down periodically to
discuss how each staff member’s performance is meas-
uring up. At the year’s end, the outstanding achievers
should receive the larger bonuses (based on the findings
of the staff members “performance review”). In fact, if
management makes bonuses a greater percentage of the
staff’'s salaries, it should positively affect staff's working
morale, reduce staff turnover, and increase the com-
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cong ty an dinh murc tién thwdng bang mot ti 1& Ién so
véi tién lwong cb dinh thi chdc chan sé tao anh
hwéng tich cwc dén tinh than lam viéc, gidam muc do
thay ddi nhan vién trong cong ty va tang hiéu qua hoat
dong cla cong ty.

4.2

Cac khoan phuc lgi cho ngwéi lao dong thudng la cac
ké hoach huwu tri, bao hiém nhan tho, bdo hiém vy té,
tro cAp tan tat, nghi phép, cac ké hoach quyén s& hiru
cb phan cong ty v.v...Phuc lgi cho can bd nhan vién 1a
khoan chi phi ngay cang tang dbi véi cac cong ty, vi
thé hinh thirc va cac phuong an phuc loi cling ngay
cang thay ddi nhanh.

Cac phuc l¢ii cho ngwei lao dong

Phuc loi cd gia tri quan trong hon la gia tri vé mat chi
tra bang tién, no 1a sw dén dap cua cong ty déi voica
nhan da déng gop cho cong ty, sy dén dap vé cong
viéc ho da lam.

Cac vi du dién hinh vé phuc loi 1a bdo hiém (bdo hiém
y t&, nhan tho, bao hiém rang, bao hiém tan tat, bdo
hiém that nghiép va bao hiém cho ngudi lao dong),
nghi phép co lwong, nghi 1€ co lwong va nghi sinh ¢co
lwong, cac khoan déng gép huwu tri (tro cap lwong
hwu), chia sé lgi nhuan, tra lvong thwéng bang cb
phan véi gia ha, va tién thwéng dwéi hinh thire lvong
bdng dai ngo).

Ban lanh dao c6 thé can nhic dwa ra cac phuc loi
dwdi hinh thtec hién vat hodc tinh than. Cac khoan
phic loi dwoc liét ké dwdi day 1a phuc loi bang hién
vat. Phac loi tinh than 1a phuc loi gian tiép, vi du sw
danh gia cao cla lanh dao vé nhan vién, kha ning
thang chirc, van phong dep v.v....Doi khi nhan vién
néi vé phuc lgi thi ho ludn néi dén phuc loi bang hién
vat nhwng doéi khi phuc lgi lai bao ham ca hai loai.

Phdc lgi ngay cang déng vai trd quan trong trong doi
sbng can bo nhan vién va gia dinh ho, cé anh hudng
dang ké vé maét tai chinh va quan tri déi véi hoat dong
ctia cong ty. Néu moéi tredng 1am viéc dwoc cai thién,
nhan vién sé hy vong dwogc tang phuc lgi nhu moét
phan lvong bdng, dai ngd. Trong thuc té, viéc thiéu
mdét chwong trinh phuc lgi hoac mét chuwong trinh
phic lgi khéng hoan chinh cé thé han ché kha nang
cla cong ty trong viéc thu hat va duy tri déi ngl can
bd nhan vién tét. Ban Ianh dao cla cac cong ty QLNT
phai nhan biét cac van dé nay va sdn sang ra quyét
dinh khi lwa chon chinh sach phuc lgi cho can bd
nhan vién.

Thiét k& ké& hoach phuc lgi hop ly 1& mét nhiém vu
phirc tap ddi v&i ban 1anh dao. C6 nhiéu van dé can
can nhac, gébm thué, quy dinh phap luat, nguén vén,
tim kiém nhirng nha cung cép dich vu hodc nhirng
nha quan tri thich hop.

Viéc két hop céac chuo’ng trinh phuc lgi la bién phap
hiru hiéu va hiéu qua nhat dé dap (rng cac nhu cau an
ninh kinh té.

DPbi v&i nhiéu coéng ty tw nhan, ké hoach phuc loi l1a

pany’s effectiveness.

4.2 Additional Staff Benefits

Staff benefits typically refers to retirement plans, health
life insurance, life insurance, disability insurance, vaca-
tion, staff stock ownership plans, etc. Benefits are in-
creasingly expensive for businesses to provide to staff,
so the range, and options, of benefits are changing rap-
idly.

Benefits are forms of value, other than payment, that are
provided to the staff in return for their contribution to the
organization, that is, for doing their job.

Prominent examples of benefits are insurance (medical,
life, dental, disability, unemployment and worker's com-
pensation), vacation pay, holiday pay, and maternity
leave, contribution to retirement (pension pay), profit
sharing, stock options, and bonuses (some companies
consider profit sharing, stock options and bonuses as
forms of compensation).

Management may consider benefits as being tangible or
intangible. The benefits listed above are tangible benefits.
Intangible benefits are less direct, for example, apprecia-
tion from the manager, likelihood for promotion, nice of-
fice, etc. Staff sometimes talks of fringe benefits, usually
referring to tangible benefits, but sometimes meaning
both kinds of benefits.

Staff benefits play an increasingly important role in the
lives of staff members and their families and have a sig-
nificant financial and administrative impact on a business.
As the working environment improves, staff will expect an
increasing level of benefits as part of their compensation
for work. In fact the absence of a program or an inade-
quate program can seriously hinder a company's ability to
attract and keep good personnel. The management of
WWMCs must be aware of these issues and be ready to
make informed decisions when they select staff benefits.

Designing the right benefit plan for proper management
of staff is a complex task. There are many issues to con-
sider, including tax and legal aspects, funding, and find-
ing the right vendors or administrators.

A combination of benefit programs is the most effective
and efficient means of meeting economic security needs.

For many private companies, a benefit plan is an integral
part of total compensation; whereas employers either pay
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mot phan khéng thé thiéu trong chinh sach Ilwong
bdng, dai ngo; trong khi ngudi thué lao dong (éng
cht) hodc chi trd toan bd chi phi ctia k& hoach phuc
loi hodc ngwdi lao déng dong gép mot phén nho vao
chi phi phtc lgi. Cac ké hoach phuc lgi c6 thé bao
gom:

Phuc lgi ddm bao strc khoé

Om nang hodc tén thwong nang co6 thé gay sbc cho
nhan vién va gia dinh ho. N6 cé thé de doa dén tinh
than va tinh hinh kinh t& cta ho. Do vay, k& hoach
bdo hiém y té day du co vai trd quan trong v&i nhan
vién trong cong ty va la mét phan cta ké hoach phuc
lgi theo nhom.

B&o hiém y té
e gilp cong ty thu hut va duy tri cac nhan vién co

thé dem dén thanh cong cho cong ty

e lam gidm bé&t ndi lo l&ng cta nhan vién vé chi phi
cham séc strc khde béng cach cung cép dich vu
cham soc strc khde ma ho can trwdc khi ho méat
kha nang lao dong, do vay sé gitup ban lanh dao
tranh dwoc chi tiéu tébn kém vao chuyén ém dau
bénh tat cha nhan vién.

e chi phi cham soc stre khoe ludn it hon so voi chi
phi chi trd cho mét s6 chinh sach dac biét v&i
pham vi ap dung tuong tw.

Trong khi hau hét nhan vién c6 quyén hudng phuc loi
nhw bao hiém y té, ké hoach nghi hwu va nghi phép
chinh thirc, cac can bo chi chét hy vong dugc huo’ng
céac khoan phuc loi bd sung lién quan dén quyén han
trac,h nhiém cga minh. Ngoal phuc lgi, lanh daolco thé
muon can nhac céq quyén loi sau cho mét so nhén
vién hoan thanh xuat sac coéng viéc, hodc cho tat ca
nhan vién:

e S dung xe 6 t6 clia cong ty

e Nghi phép thém

e Chi tra cho cac chi tieu ca nhan

e Cho vo (chdng) két hop di du lich khi di cong tac
e Thanh vién hdi chuyén nganh

e Xuét ban tai liéu chuyén mén

e Vay tién/cAm cb thé chép tién cong ty

e Bdi hoan chiphiy té

e Tro cAp nudi duéng gia dinh

e Thwdng cudi nam

e Phiéu gidm gia mua hang

e Thuédng

Gibng nhw phuc lgi co ban, nhitng khoan thuéng nay
giup cong ty thu hut va duy tri doi ngi nhan vién tot.
Ban lanh dao c6 thé can bang dwoc gitra mtrc tién
thwdng cao v&i ky vong tdng nang suat lao dong tw
nhirng nhan vién cé kha nang lam lgi cho céng ty.

Chuwong trinh phuc lgi théa dang tré nén can thiét voi

the entire cost of a benefit plan or have staff contribute a
small portion of premium costs for their coverage. Par-
ticular plans may include:

Health benefit plans

A serious illness or injury can be devastating to a staff
member and his or her family. It can threaten their emo-
tional and economic well-being. Thus, adequate health
insurance is important to staff and is part of a solid group
plan.

Group health plans

e help attract and keep staff who can make the busi-
ness a success

e relieve staff of the anxiety of health care costs by
providing the care they need before illness becomes
disabling, thus helping management avoid costly
staff sick days

e usually cost less than purchasing several individual
policies with comparable coverage

While most staff is usually eligible for benefits such as
health and other insurance, retirement plans and formal
leave, key staff has come to expect certain additional
benefits related to their increased levels of responsibility.
Among the perquisites employers may want to consider
for top performers some, or all, of the following options:

e Use of a company automobile

e Extravacation

e Personal expense accounts

e  Spouse travel on company businesses
e Professional memberships

e Professional publications

e Company loans/mortgages

e Medical expense reimbursement
e Home entertainment allowance

e End-of-year bonus

e Merchandise discounts

e  Service awards

Like basic benefits, these rewards help attract and keep
good staff. Management can balance the far higher cost
of providing some rewards, with expectations of in-
creased production, from the staff who benefit.

An adequate benefit program has become essential to
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cac cong ty hoat dong thanh cong ngay nay, cho du la
cong ty lIon hay nho. Voi cong tac lap ké hoach cén
than va quan ly tbt, cAp quan ly co thé co dwoc diéu
kién lam viéc t6t va co dong lwc trong cong viéc.

Khi cac cong ty tham gia dw an QLNT thwc hién
chwong trinh phuc loi, cdng ty can céng bd chwong
trinh nay v&i can b nhan vién trong céng ty. Sv trao
déi thong tin tot ¢ vai trd quan trong trong viéc tao
diéu kién cho cac bd nhan vién ap dung ké hoach
hiéu qud va danh gia dang vé vai trd cta phuc loi
trong ché d6 lwong bdng, dai ngo.

DPinh hwéng phuac loi phai |a mét phan trong dinh
hwéng phat trién nhan vién. Ban lanh dao c6 thé st
dung ban tin, sb tay ghi nhé cta nhan vién hoic t6
chirc cac cudc hop nhan vién véi thiét bi nghe nhin dé
thong bao nhirng thay déi clia k& hoach phuc loi hodc
trd 161 nhivng thdc méc cla can bd nhan vién vé ké
hoach phuc lgi clia cong ty.

5. AN TOAN LAO BONG

Ban Lanh dao cbng ty cé chiu trach nhiém ngan ngtra
tai nan lao dong. Nén tang quan trong ctia bat ky hoat
doéng san xuét kinh doanh, bao gébm céng tac quan ly
an toan noi lam viéc va nang nglra cac tai nan lao
dong lién quan dén moéi trweng lam viée, 1a cong tac
quan ly tét, b4t diu tir cAp lanh dao cao nhét.

Sy thanh cong cta chwong trinh an toan lao dong
phu thuéc vao ban Lanh dao:

e hiéu biét vé an toan lao déng

e thamgia hd tro thwe hién va cé quan diém tién bo
vé an toan lao déng

e chi dao cac hoat déng an toan lao doéng trong
cbng viéc thwdong ngay, va

e dAu tw bao nhiéu thai gian, tién bac va nhan luc

M6t trong nhirng trach nhiém chinh clta cong ty
QLNT, cung v&i viéc kiém soat ky thuat, méi trwdng
lam viéc va cac hoat dong tai noi lam viéc, la cung
cép nhirng dich vu an toan va phu ho’p nhdm dap trng
nhirng nhu cau va mong muén cla cong dong Ban
Lanh dao va can bd ky thuat céng ty (bao gom cac ky
sw, nguwoi lap ké hoach, nguwdi quan ly, giam sat, ky
thuat vién), nhitng nguwdi quan ly hodc chi phéi ké
hoach hay hoat déng ctia méi trwd'ng lam viéc va cac
hoat déng tai noi lam viéc, chiu trach nhiém cudi cung
vé cong tac lap ké hoach va kiém tra cac diéu kién an
toan lao déng va viéc ap dung cac diéu kién an toan
nay.

Trach nhiém quan ly cong viéc thong thuwong la “bao
vé va dam bdo an toan” nhirng tai san clia qua trinh
san xuét kinh doanh dé st dung trong twong lai, bao
gdm co s& vat chét, trang thiét bi, nguyén vat liéu san
xuét va ngudi lao dong.

Ban Lanh dao thwdng khéng dinh rang can bd, coéng
nhan vién la “tai san I&n nhat” cla cong ty. B&i vay,
chlrc ndng co ban va trach nhiém hang dau cta Ban

today's successful business, whether large or small in
scale. With careful planning, management and manage-
ment’s staff can enjoy good, and, motivating working
conditions.

Once the WWMC has implemented a benefits program, it
will want to tell its staff about it. Good communications
are important in enabling staff to use the plan effectively
and to appreciate the role of benefits in their total com-
pensation.

Benefits orientation should also be part of the orientation
of new staff. Management can use newsletters, staff
memos or staff meetings with audiovisuals to announce
plan changes or answer staff member’s questions.

5. JOB SAFETY

Management has the responsibility for workplace acci-
dent prevention. The cornerstone of any business activ-
ity, including workplace safety management, and the pre-
vention of accidents related to workplace environments is
good management, starting with top management.

The success of workplace safety programming depends
on management's

e knowledge about workplace safety,

e their demonstrated personal involvement and posi-
tive attitude toward workplace safety,

e what they expect from others regarding the day-to-
day conduct of safety activity, and

e how much time, money, and staff resources they will
invest in it.

One of the primary responsibilities of the WWMC, and
those with technical control of workplace environments
and activities, is the provision of a service that meets the
needs and expectations of the community in a safe and
consistent manner. Management and technical person-
nel (engineers, planners, managers, supervisors, and
other trained management or technical personnel) who
control or influence the design or operation of workplace
environments and activities, are ultimately responsible for
the planning and control safety features and its applica-
tions.

A universal business management responsibility is to
"protect and secure" such assets of production for future
use, including facilities, equipment, production materials
and labor (workers).

Management typically states that their staff and affiliated
workers are the company'’s "greatest asset." For this and
other reasons the pursuit of health and safety of staff is a
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Lanh dao cong ty la mwu clu cho strc khoé va sy an
toan cda doéi ngl can bd, cong nhan vién. So sanh véi
can b, cbng nhan vién, Ban Lanh dao co:

e trinh d6 cao hon trong viéc tiép can cac thong tirJ
lién quan toi nhG’ng rdi ro dwoc dw doan co thé
xay ra trong san xuat kinh doanh ctia minh;

e trinh d6 hiéu biét ky thuat téng thé cao, lién quan
t&i cac rdi ro va ngan ngtra tai nan; nang lwc kiém
soat cao nhat (néu khong phai la kiém soat
chuyén biét) v& nhirtng yéu td an toan lién quan
t&éi méi trwdng lam viéc va trang thiét bi, va

e kha nang chuyén vé soan thdo, chinh sach cwéng
ché thi hanh cac thao tac cong viéc lién quan dén
an toan noi lam viéc.

Do nhi*ng nhan t6 nay sé& anh hudng sau rong toi
nhirng rdi ro va gay thuwong tat cho cong nhan nén
viéc can thiét nhat d& quan ly an toan lao dong la
ngwdi can bé ky thuat phai tap trung vao viéc lap ra
nhirng yéu tb co ban dé ngdn nglra tai nan lao ddng
va quén ly mot cach hop ly nhivng rii ro cé thé xay ra
trong qua trinh lam viéc.

DPé gat hai dwoc nhirng thanh cong trong céng tac an
toan lao dong, tht cac cac phong ban quan ly phai
nhan thirc rang viéc ngan ngwa tai nan la t6i quan
trong va la mét phan can thiét trong cong viéc cta ho.
Do do, ban lanh dao nén co:

e hiéu biét co ban vé viéc ngan ngtra tai nan

e gidm sat hoat d6ng dé nam bat dwoc nhirng hoat
ddng dang dworc trién khai tot hoac co thiéu sét

e s8n sang chi dao béng van ban cac chinh sach an
toan lao dong, thébng qua cac phong ban tham
muwu, can bd giam sat va céng nhan,

e tw minh kiém tra giam sat hoat dong ctia chwong
trinh an toan.

Giam dbc coéng ty can thuc sw quan tam dén viéc
ngan ngta tai nan va thiét lap nhirng chuan muc vé
an toan lao dong vi cac can b quan ly cap trung va
coéng nhan sé phai thuc hién nhivng chudn myc nay
va hiéu duoc quan diém cua lanh dao. Néu nguoi
Ianh dao khéng thwc sw quan tdm dén cong tac an
toan lao dong thi sé gay anh huéng dén cong tac nay.
Mot ngudi lanh dao can phai lubn mau muc néu
ngwdi d6 mong mubn nhan vién clia minh suy nghi
giéng nhw minh nghi va lam viéc giéng nhw minh lam
viéc.

Do d6, Giam dbc céng ty can dw thdo ngan sach phu
hop cho cac cdng tac:

e dao tao quan ly, giam sat va bd tri lao dong phu
hop véi chinh sach an toan lao ddng, cong tac
bao ddm an toan thyc té va an toan noi lam viéc
theo dung tiéu chuén

e Db tri thoi gian chi dao thiét 1ap noi lam viéc dap
trng duoc yéu cau an toan lao déng, va

primary management function and a key responsibility of
the management of the company. Compared to their staff
members, management has:

e a higher degree of access to relevant safety informa-
tion concerning reasonably foreseeable hazards as-
sociated with their business;

e a higher degree of overall technical knowledge rela-
tive to workplace related hazards and accident pre-
vention; the highest degree of control (if not exclu-
sive control) over the safety features incorporated
into workplace facilities and equipment; and

e the exclusive ability to dictate policy and enforce
work practices relative to workplace safety.

As these factors will have a profound effect on the risks
and resulting injuries to which their staff members and
others will be exposed, reasonably prudent action on the
part of workplace management and technical personnel
must focus on the establishment of the basic elements of
workplace accident prevention programming, and the
control of reasonably anticipated workplace hazards.

To achieve success in workplace safety, all levels of
management must be convinced that accident prevention
is of paramount importance and an essential part of their
job. Hence, top management should:

e know the basics of accident prevention

e monitor safety activity to know when such activity is
going well or falling short

e be wiling to provide leadership through written
statements of safety policy that are reinforced
through personal contacts with mid-management,
supervisors, and workers, and

e personally conduct audits of safety program activity

Top management's interest in accident prevention must
be sincere and set a good example because mid-level
managers and workers who must implement such pro-
gramming can and will sense this attitude. If manage-
ment's interest is insincere, it can (and will) harm the en-
tire safety program. A leader must be everything that he
desires his subordinates to become - people think as
their leaders think - people act as their leaders act.

Consequently, top management must budget sufficient
funds to provide for:

e the training of management, supervisors, and all
workforce personnel in regard to required safety
policies, practices, and workplace related standards

e time to conduct required workplace related safety
activities, and
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e b tri cac trang thiét bj an toan lao dong can thiét

Théng thwong, nhivng yéu té co ban clia an toan lao
ddng bao gom:

e ban hanh nhi*rng van ban vé chinh sach an toan
lao ddng trong céng ty, nhan manh rang Giam
déc cong ty cam két vé an toan noi lam viéc va
ngan ngtra rui ro

e bb tri can bd co6 day di quyén han chiu trach
nhiém vé céng tac an toan noi lam viéc

e cai thién va chi dao cac hoat dong phan tich an
toan noi lam viéc va an toan nghé nghiép nham
muc dich xac dinh, danh gia va ngan ngtra hoac
quan ly nhirng rdi ro c6 thé xay ra tai noi lam viéc

e ban hanh nhitng chudn myc vé an toan lao dong
lien quan téi co s& vat chat va trang thiét bi noi
lam viéc cung v&i viéc quan ly rdi ro

e ban hanh nhirng phwong phap va quy trinh an
toan lao dong

e phai phu hop v&i nhirtng van ban hwéng clia nha
nuwéc vé cdng tac quan ly nhirng rdi ro cé thé xay
ra & nhirng noi lam viéc

e phai phu hop v&i nhitng tiéu chuan va quy dinh
vé an toan lao dong cta Nha nuwéc va tirng dia
phuwong

e thiét 1ap va chi dao thwe hién cong tac giam sat va
thanh tra an toan doi voi tieng cong tac, trang thiét
bi va co s& vat chat theo ké hoach

e xay dwng va thuc hién nhitng khoa dao tao vé an
toan lao dong tai noi lam viéc cho can bd quan ly,
giam séat va cdng nhan.

e xay dung nhitng ké hoach (ng phé khan cép
nhirng rdi ro c6 thé xay ra tai noi lam viéc lién
quan té&i trang thiét bi, co s& vat chat hodc qua
trinh san xuét

e xay dwng nhitng quy trinh d& chi déng thanh
kiém tra va phan tich nhirng tai nan tiém tang cé
thé xdy ra hodc gay ra nhitng thwong tich ca
nhan nghiém trong hoac gay hw héng tai san tai
noi lam viéc, va

e thiét Iap nhirtng phwong thire thanh kiém tra dinh
ky hiéu qua quan ly va an toan lao déng

Nhirng yéu té co ban cla an toan lao dong tai noi lam
viéc |4 rat quan trong. Can ghi nhan va giam sat triét
dé dé thyc thi nhizng chinh sach an toan lao dong va
trach nhiém cla tirng ca nhan co lién quan.

6. DAO TAO VA PHAT TRIEN

DPé& dadm bdo nang lwc cla nhan vién, can thwc hién
chuwong trinh dao tao toan dién cho toan bé nhéan vién
va can bd quan ly trong cong ty. Bgi ngl can bd nhan
vién duwoc dao tao tot va dwoc khuyén khich lam viéc
la yéu t6 can thiét thuc hién cong tac van hanh va bao
duéng c6 hiéu qua cac tai san cha cong ty, cai tién

e all necessary workplace safety supplies and equip-
ment

Basic elements of workplace safety programming typi-
cally include:

e publication of a written statement of corporate (com-
pany) safety policy emphasizing top management's
commitment to workplace safety and the prevention
of accidents

e written staff assignments of authority and responsi-
bility related to workplace safety

e developing and conducting workplace and job safety
analysis activity designed to identify, evaluate, and
prevent or control workplace related hazards

e the issuing of published safety standards regarding
workplace facilities and equipment associated with
the control of physical hazards

e the issuing of published safe work methods and pro-
cedures

e compliance with authoritative guidelines related to
the control of reasonably foreseeable workplace
hazards

e compliance with all local, and nationally recognized
safety standards and regulations

e establishing and conducting a planned safety obser-
vation and inspection program regarding workplace
related activities, facilities, and equipment

e developing and conducting a management, supervi-
sor, and worker training program related to work-
place safety requirements

e emergency response planning regarding the sudden
appearance or awareness of workplace related facil-
ity, equipment, or production hazards

e formal pro-active procedures for the investigation
and analysis of actual and potential workplace acci-
dents that have resulted or have a significant prob-
ability to result in serious personal injury or property
damage, and

e establishment of a formal means to periodically audit
management performance and safety program con-
tent and effectiveness

The basic elements of workplace safety programming are
of primary importance. These policies and the responsi-
bility for their implementation should be thoroughly
documented and monitored.

6. TRAINING AND DEVELOPMENT

Ensuring staff competence requires a comprehensive
training program for all staff and operators. A well-trained
and motivated staff is essential for the efficient operation
operations and maintenance of the company assets and
improving the provision of services to the public.
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hoat déng cung cép dich vu cho céng déng dan cuw.

Dao tao tét sé& gitp cong ty co kha nang hoan vén dau
tw vao cac cong trinh thoat nwéc duwgce van hanh tot.
Do vay, nhi*ng nha quan tri c6 tAm nhin xa can dam
bao rang cong ty cé di ngan sach cho hoat déng dao
tao nhan vién. Co thé cong ty ctr nhan vién theo hoc
cac khoa dao tao ngoai cong viéc tai nhirtng co s&
dao tao, thanh toan chi phi dao tao ciing nhw tro cap
di lai, hodc cho phép nhan vién tham dw cac chuwong
trinh dao tao trong gi& lam viéc.

M6t phuong thire dao tao khac la ky hop déng véi co
s& dao tao bén ngoai theo yéu cau cla cu thé cla
cbng viéc. Thuc chat khéng phai dao tao lic nao ciing
la van dé k§ thuat. Cac chwong trinh dao tao vé céng
tac quan ly, giam sat, va cac ky nang quan trong khac
nhw viét bao cao hiéu qua va s dung may tinh ciing
doéng vai trd quan trong trong viéc phat trién doi ngi
can bd nhan vién lam viéc c6 hiéu qua va nang suét.
Céc hoat dong dao tao can dwoc phdi hop va phai do
phong quén Iy nhan lwc (QLNL) chiu trach nhiém td
chirc bang cach xac dinh nhu cau dao tao va xac dinh
co hoéi va cac khoa dao tao phu hop. Ngoai ra, phong
QLNL sép xép chuong trinh dao tao ngoai céng viéc
cho nhan vién, té chirc cac I&6p dao tao tai noi lam
viéc va kiém soat ngan sach dao tao. Viéc danh gia
cac chwong trinh dao tao va xac dinh xem chwong
trinh dao tao nao co hiéu qua nhét trong viéc néng
cao hiéu qua cong viéc clia can bd nhan vién la moét
nhiém vu khac cta phong QLNL.

Gi¢i thiéu dao tao phat trién

Chét lwong can bd nhan vién va su tién bd cta ho
thong qua chuwong trinh dao tao va giao duc la cac
yeu t6 chinh dé& quyét dinh kha n&ng sinh I&i l1au dai
cta cdng ty QLNT. Néu ban I&anh dao c6 thé tuyén
dung va duy tri ddi ngli can bd nhan vién tét, thi chinh
sach dau tw vao viéc phat trién kj ndng nhan vién 1a
chinh sach quan trong nham khuyén khich nhan vién
lam viéc va tdng ndng suét lao dong.

Muc dich clia dao tao va phat trién nhan vién

Nhikng Iy do dé chu trong vao sy phat trién nhan vién
bao gom:

e Nang cao kha nang cua cong ty trong viéc ap
dung nhirng tién bé cdng nghé

o Xay dwng ddi ngl can bd nhan vién lam viéc co
hiéu qua, nang suét va cé dong lwc thic day cao
nh&m nang cao vi thé canh tranh ctia cong ty.

e Dam bao dl ngudn nhan lwc cho sw phét trién mé
rong vung dich vy va nang cao s hai long cla
khah hang.

Nhan vién phai thwong xuyén phat huy sw tw tin, long

tw trong va giau c6 hon khi ho tré thanh nhirng ngu&i

hlru ich hon cho cong ty va cho x& hdi. Théng
thwdng, ho sé nhan dwoc loi ich vat chét cao hon khi
tang nang suét lao dong. Nhitng yéu td nay dem lai
cdm giac hai long va quyén lam chi cho nhan vién
thong qua nhirng két qua dat dwoc cla tirng ca nhan

Good training will result in a substantial payback over the
years in terms of a well-run facility. Therefore, far-sighted
managers should make sure that the company budgets
provide adequate funds for staff training. This may mean
sending staff to off-site training events, paying the cost of
course registration as well as travel expenses, or having
staff attend training programs during working hours.

Another training option is to contract on-site training cus-
tomized to the individual needs of the tasks. Not all train-
ing needed is technical in nature. Training programs re-
lating to management, supervision, and other important
skills, such as effective report writing and use of the
computer, are also important in developing more efficient
and productive staff.

Training activities need to be coordinated and arranged
by the company’s HRM department, by determining staff
training needs, and identifying appropriate training oppor-
tunities or courses. In addition, the HRM department
schedule staff for off-site training, set up on-site training
classes, and monitors the training budget. Evaluate the
training programs and determine which ones are most
effective in improving staff performance is another task of
the HRM department.

Introduction of Development Training

The quality of staff and their development through train-
ing and education are major factors in determining long-
term profitability of the WWMC. If management can hire
and retain good staff, it is a vital policy to invest in the
development of their skills, so they can increase their
motivation and productivity.

Purpose of training and personal development

Reasons for emphasizing the growth and personal devel-
opment of staff include:

e Enhancing the company's ability to adopt and use
advances in technology,

e Building a more efficient, effective and highly moti-
vated work team enhances the company's competi-
tive position.

e Ensuring adequate human resources for expansion
into improving services and customer satisfaction.

Staff frequently develops a greater sense of self-worth,
dignity and well-being as they become more valuable to
the company and to society. Generally they will receive a
greater share of the material gains that result from their
increased productivity. These factors give them a sense
of satisfaction and ownership through the achievement of
personal and company goals.
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va dat dwoc muc tiéu cla cong ty.

Cac cong ty lap ké& hoach dao tao sé thanh cébng hon
cac cong ty khong lap ké hoach dao tao. Hau hét cac
cong ty QLNT déu c6 muc dich cai tién dich vu khach
hang nhung khéng té chirc day di cac chwong trinh
dao tao dé tang cwdng nang lwc nhan vién va dam
bao cé co hoi thanh cong cho nhan vién.

Xay dwng chién lwoc dao tao va xac dinh nhu cau
dao tao nhan vién 1a cong viéc can thiét dbi véi bat ky
td chirc nao

Xac dinh nhu ciu dao tao

Co thé danh gia nhu cau dao tao bang cach phan tich
3 van dé chinh lién quan dén ngudn nhan lyc:

e Phantich toan by cdng ty,

e dic diém cong viéc

e nhucaucanhan

Viéc danh gia hiéu qyé cong viéc clﬂa‘nhén vién sé
cung cap nhitng khuyén nghi can thiét vé nhu cau dao
tao, k& ca nhirng giai dap cho nhirng thidc méc sau:

e Linh v ndo can duwoc dao tao?

e Nhan vién phai hoc gi dé tré thanh nhan vién lam
viéc co hiéu qua hon?

e Aican dwoc dao tao?

Panh gia tinh hinh hién tai ctia cac cong ty QLNT,
cach cung cép dich vu cla cong ty va kha nang cla
can bd nhan vién trong hoat déng cung cap dich vu la
mot cong viéc can thiét d& xac dinh nhu ciu dao tao
nang cao .

Dwa vao céac tiéu chi danh gia két qua thye hién cong
viéc dé danh gia hiéu qua clta chwong trinh dao tao.
Cac cong ty QLNT phai ndm dwoc muc tiéu phat trién
trong vong 5 ndm t¢i ho can phai lam nhitng gi dé
dat dwoc muc tiéu dé ra trong Ké hoach Phat trién
Céng ty.

Mot danh sach kiém tra ky nang cta nhan vién ciing
c6 thé gitp cong ty xac dinh ra cac kj ndng can thiét
cho nhan vién. Danh sach kiém tra nay sé gitp cho
cong ty QLNT xac dinh dwgc cac ky nang hién tai va
nhirng k¥ nang can thiét cho sw phat trién ctia cong ty
trong twong lai.

Trong nén kinh té thj trwéng hién nay, ban lanh dao
phai thu hat khach hang bang cach xac dinh xem dich
vu nao duoc khach hang danh gia tét va dich vu nao
can phai dwoc cai tién.

Tiép theo xac dinh dwoc nhu cau dao tao, ban Ianh
dao cng ty can tap trung vao xac dinh ndi dung
chwong trinh dao tao. Dwa vao ban mo ta cong viéc
chwong trinh dao tao can chi rd tirng nhiém vu cu thé
phai dwoc thwe hién nhw thé nao.

Lwa chon dbi twong dao tao

Khi ban lanh dao xég dinh dwoc nhu céu,vé ndi dung
dao tao, céng viéc tiép theo la xac dinh doi twong dao

Companies that plan their training process are more suc-
cessful than those that do not. It is accepted that most
WWMCs are aimed at improving services to their cus-
tomers, but often do not engage sufficiently in training
that ad "value” to the staff members and promise to im-
prove their chances of success.

For any business, it is vital formulating a training strategy
and identifying training needs of the staff.

Identifying Training Needs

Training needs can be assessed by analyzing three ma-
jor human resource areas:

e the organization as a whole,
e the job characteristics, and

e the needs of the individuals.

The company'’s staff performance reviews provide essen-
tial recommendations for training needs, including an-
swers to the following questions:

e  Where, in which field, is training needed?

e What must staff specifically learn to become more
productive?

e Who needs to be trained?

Assessing the current status of the WWMC, how it pro-
vides its services and the abilities of its staff to provide its
services is a helpful entry into broader training needs
identification.

This analysis uses the company’s performance bench-
marks against which the effectiveness of a training pro-
gram can be evaluated. The WWMC should know where
it wants to be in five years from now; what does it need to
take the company from where it is at present to where it
will be if it reaches the objectives of its CDP.

Also, a skills inventory can help determine the skills pos-
sessed by the staff in general. This inventory will help the
WWMC to determine what skills are available now and
what skills are needed for future development.

Also, in today's market-driven economy, management
should engage their customers by identifying what they
appreciate and what service areas they think should be
improved.

Once management has determined where training is
needed, it can concentrate on the content of the program.
Training, based on job descriptions, should go into detail
about how the job is performed on a task-by-task basis.

Selection of trainees

Once management has decided what training is neces-
sary and where it is needed, the next decision is who
should be trained? For a WWMC, this question is crucial.
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tao. D6i v&i mét cong ty QLNT, day la van dé quan
trong. Dao tao tirng ca nhan rat tén kém, dac biét khi
anh ta hay cb ta lai roi bd cong ty dé di tim mot cong
viéc tét hon. Do vay, can phai lwa chon déi twong dao
tao mot cach can than. Thém niva, ban danh gia két
qua thwc hién coéng viéc clia nhan vién la cong cu
quan trong dé lwa chon déi twong dao tao.

Cac chuwong trinh dao tao cta nhan vién phai dwoc
thiét ké dé danh gia kha nang hoc tap va ap dung céac
ky nang da dwoc hoc cé hiéu qua khéng. Piéu quan
trong 1a phai khuyén khich nhan vién bang kinh
nghiém dao tao. Viéc nhan vién khéng dap ng dwoc
yéu cau cla chwong trinh dao tao khéng nhirng lam
tbn hai dén chinh ban than nhan vién dé ma con gay
lang phi tién cha cho cong ty. Lwa chon dung dbi
twong dao tao 1a diéu quan trong déi v&i sy thanh
cong clia chwong trinh dao tao.

Muc tiéu dao tao

Muc tiéu clia chuong trinh dao tao phai gan lién véi
nhu cau da duwoc xac dinh thdng qua viéc danh gia
nhu cau dao tao clia cdng ty, cha y rang:

e Muc tiéu cia khéa dao tao phai chi rd sy thay déi
cua hanh vi hay ky nang cong viéc cia nhan vién
sau khi dwoc dao tao va phai gan véi st ménh va
ké hoach chién lwoc cla cong ty.

e Muyc tiéu cua chwong trinh dao tao phai dwa ra
cac mbc thoi gian ma tai do nhan vién dat dwoc
két qua theo mong mudn cla cong ty. Viéc thiét
lap muc tiéu dao tao sé& gilp cho cong ty co thé
danh gid dwoc chwong trinh dao tao va con la
doéng co thic ddy nhan vién.

Cho phép nhan vién tham gia vao qua trinh thiét lap

cac muc tiéu cda chwong trinh dao tao sé tang cam

giac dwoc “lam chu” cta ho va tang kha nang thanh
cbng clia chwong trinh dao tao.

Phuwong phap dao tao

C6 hai phwong phap dao tao phé bién trong cac cong
ty QLNT: dao tao trong cdng viéc/tai noi lam viéc va
dao tao ngoai cdng viéc. Hoan canh ca nhan, déi
twong dao tao, ndi dung dao tao va ly do dao tao
quyét dinh phwong phap dao tao dwoc ap dung trong
cong ty.

Pao tao trong cbéng viéc/tai noi lam viéc dwoc td chire
cho nhan vién trong Itc ho lam viéc tai cong ty. Bang
cach dao tao nay, nhan vién khéng mét nhiéu thoi
gian hoc tap. Sau khi da thiét lap dwoc chwong trinh
dao tao, can thong bao chi tiét vé& chwong trinh dao
tao cho nhan vién. Lich trinh dao tao phai dwoc lap
cung cong tac danh gia dao tao dinh ky dé théng bao
cho nhan vién biét vé tién bo cta ho. Phuwong phap
dao tao trong coéng viéc bao gdbm chwong trinh hoi
nhap vao méi trwong lam viéc méi, dao tao theo kiéu
chi dan cong viéc, dao tao theo kiéu hoc nghé thuyc
tap, tro gidp luan chuyén coéng viéc va kém cap.

Cac ky thuat dao tao ngoai cong viéc bao gdm céc bai
giang trén I&p, nghién clru chuyén dé, nghién clru

Training an individual staff member is expensive, espe-
cially when he or she leaves the company for a better job.
Therefore, it is important to carefully select who will be
trained. Again, the staff performance review is a vital tool
for the selection of trainees.

Training programs should be designed, to take into ac-
count the ability of the staff to learn and to use the skills
learned effectively. It is also important that staff is being
motivated by the training experience. Staff failure in the
program is not only damaging to the staff but a waste of
money as well. Selecting the right trainees is important to
the success of the program.

Training goals

The goals of the training program should relate directly to
the needs determined by the company’s needs assess-
ment, considering that:

e Course objectives clearly state what behavior or skill
will be changed as a result of the training and should
relate to the mission and strategic plan of the com-

pany.

e Goals should include milestones to help take the
staff from where he or she is today to where the
company wants him or her in the future. Setting
goals helps to evaluate the training program and
also to motivate staff.

Allowing staff to participate in the process of setting goals
increases the sense of “ownership” and the probability of
success.

Training methods

There are two broad types of training available to
WWMC: on-the-job and off-the-job techniques. Individual
circumstances and the "who," "what", and "why" of the
training program determine which method to use.

On-the-job training is delivered to staff while they perform
their regular jobs. In this way, they do not lose time while
they are learning. After a plan is developed for what
should be taught, staff should be informed about the de-
tails. A timetable should be established with periodic
evaluations to inform staff about their progress. On-the-
job techniques include orientations, job instruction train-
ing, apprenticeships, internships, and assistantships, job
rotation and coaching.

Off-the-job techniques include lectures, special study,
specialized courses, case studies, role playing simula-
tion, video presentations, programmed instruction, and
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tinh huéng, déng kich hay nhap vai, thuyét trinh véi
st dung cac phwong tién nghe nhin, va dao tao tai
phong thi nghiém. Hau hét cac ky thuat dao tao nay
c6 thé dwoc ap dung cho cac cong ty tham gia dw an
QLNT nhw sau:

Céc bai gidng v&i nhiéu ndi dung dao tao duoc
trinh bay bang 1o va cho nhidu nguwoi. Viéc dao
tao cho mot nhém hoc vién sé cé hiéu qua vé chi
phi hon la dao tao cho tirng ngw¢i. Gidng bai la
cach trao dbi théng tin mét chiéu, va nhw vay no
khong phai la phwong phap dao tao hiéu qua
nhét. Ciing khé cé thé ddm bao rang toan bd cac
hoc vién hiéu dwoc chd dé dao tao & mac do
nhv nhau, véi viéc tap trung vao cac hoc vién
trung binh, ban lanh dao co6 thé dao tao khdng hét
mot sb ndi dung va bd qua mot sb ndi dung khac.
Cho du nhitng han ché nay, phwong phap dao
tao thuyét trinh bai gidng la phwong phap dao tao
hiéu qua chi phi nhat déi véi mét nhém déng hoc
vién.

Dong kich va mé phong la ky thuat dao tao nham
dwa ra cac tinh hudng ra quyét dinh thuc t& cho
cac hoc vién. Cé thé cac khé khan va cac giai
phap khac nhau dwoc dwa ra dé thdo luan.
Nhi*ng nhan vién c6 kinh nghiém c6 thé trinh bay
nhirng kinh nghiém thuc té va cé thé hoc héi twr
viéc dua ra nhirng gidi phap dé gidi quyét nhixng
tinh huéng md phdng thuc té. Phuwong phap nay
it tdn kém va thwdng dwoc ap dung trong dao tao
marketing va quan ly.

Phwong phap dao tao bang kj thuat nghe nhin,
nhw ti vi, bang video va phim anh la phwong phap
dao tao hiéu qua nhét trong viéc tao ra cac tinh
hudng thuc té trong mdt khoang thoi gian ngén.
Uu diém cha phuwong phap nay phan trinh bay
khéng thay ddi cho du né cé dugc trinh chiéu
nhiéu l1an. Diéu nay khéng dung véi bai gidng
thuyét trinh ma né cé thé thay déi khi thay déi
ngudi thuyét trinh hodc cé thé bi anh hwéng bdi
nhirng han ché bén ngoai. Nhwoc diém chinh cla
phuwong phap ky thudt nghe nhin la khéng cho
phep hoc vién dat cau héi va trao déi thong tin voi
gidng vién, cling khong cho phép sy thay déi
trong phan trinh bay clGa giang vién cho nhiéu
nhom dbi twong khac nhau.

Luan chuyén cong viéc 1a phwong phap chuyén
mét ca nhan tr cong viéc nay sang cbng viéc
khac dé ho co6 thé cé nhan thirc vé cac nhiém vu
va co kinh nghiém thyc hién cac cdng viéc thudc
cac linh vwc khac nhau trong céng ty. Phwong
phap nay thwong dwoc ap dung dé dao tao cho
Ccac vi tri can bod giam sat. Pay la chién lwoc tét
cho céc cong ty QLNT vi c6 thé mot can bd quan
ly hodc nhan vién duwoc yéu cau thwe hién nhiéu
cbng viéc khac nhau.

Dao tao theo kiéu hoc nghé gilp nhan vién cé thé
thwc hién nhiéu nhiém vu khac nhau. Cac
phuwong phap nay doi hdi mét sb loai ki nang can
thiét dé& cho phép ngudi hoc nghé thwc hanh mét

laboratory training. Most of these techniques can be
used by WWMC, as outline below:

e Lectures present training material verbally if a great
deal of material is presented to many people. It is
more cost effective to lecture to a group than to train
people individually. Lecturing is one-way communi-
cation and as such it may not be the most effective
way to train. Also, it is hard to ensure that the entire
audience understands a topic on the same level; by
targeting the average trainee, management may un-
der-train some and lose others. Despite these draw-
backs, lecturing is the most cost-effective way of
reaching large audiences.

e Role playing and simulation are training techniques
that attempt to bring realistic decision making situa-
tions to the trainee. Likely problems and alternative
solutions are presented for discussion. Experienced
staff can describe real world experiences, and can
help in and learn from developing the solutions to
these simulations. This method is cost effective and
is frequently used in marketing and management
training.

e Audiovisual methods such as television, videotapes
and films are the most effective means of providing
real world conditions and situations in a short time.
One advantage is that the presentation is the same
no matter how many times it's played. This is not
true with lectures, which can change as the speaker
is changed or can be influenced by outside con-
straints. The major flaw with the audiovisual method
is that it does not allow for questions and interactions
with the speaker, nor does it allow for changes in the
presentation for different audiences.

e Job rotation involves moving an individual staff
member through a series of jobs so he or she can
get a good feel for the tasks that are associated with
different jobs. It is usually used in training for super-
visory positions. The staff member learns a little
about everything. This is a good strategy for WWMC
because of the many jobs an individual staff member
may be asked to do.

e Apprenticeships develop staff members who can do
many different tasks. They usually involve several
related groups of skills that allow the apprentice to
practice a particular trade, and they take place over
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nghé cu thé, va st dung céac kj nang nay trong
moét thdi gian dai, ngudi hoc nghé thwc hanh
clng v&i nhitng céng nhan lanh nghé lau n&m.
Céac dao tao hoc nghé rat phu hop véi nhitng
cong viéc ddi hdi cac k§ nang san xuat.

Thuc tap la phwong phap dao tao két hop gitra
phuwong phap thuyét trinh bai gidng va dao tao tai
noi lam viéc. Phuong phap nay thuwong dugc ap
dung dé dao tao nhirng nha quan tri hodc can bd
marketing cé trién vong.

Phwong phap dao tao theo chwong trinh ¢cé sw
tror gitp chia may tinh va bang dia: cho phép hoc
vién hoc theo tbc d6 tiép thu ctia minh. Phwong
phap nay cho phép hoc vién béd qua nhirng tai liéu
ma ho cdm thay khé. Sau khi giéi thieu chuong
trinh, hoc vién cé thé tw hoc theo thoi gian cla
minh. Cac phuwong phap nay cé vé tét, nhwng lai
nam ngoai kha nang ndi lwc clia mot sd cong ty
QLNT.

Dao tao tai phong thi nghiém dugc thyc hién cho
cac nhom hoc vién b&i nhirtng ngwoi dao tao co
ky nang gidng day. Loai dao tao nay thwong
dwoc thwe hién & cép trung gian va hoc vién
thwong 1a cac can bd quan ly clp trén va cép
trung gian dé phat trién tinh than hop tac lam viéc
va tang kha nang x& ly van dé cta ban giam dbc
va nhitng nguwdi cung cép. Loai dao tao nay
thwong tbn kém va thwong chi dwoc cac cong ty
QLNT I&n thye hién.

Pao tao dinh hwéng cho cac nhan vién ma&i

Nhirng ngay dau tién di 1am rat quan trong dbi voi sy
thanh céng cltia nhirng nhan vién méi. Bang chirng la
trong thuc t& cé 60% nhan vién méi bd viéc trong 100
ngay lam viéc dau tién. Do vay, dao tao dinh hwéng
can chu trong vao cac van dé sau:

Lich s va si* ménh clia cong ty
Cac thanh vién chu chét trong cong ty

Céac phong ban hd tro cong ty nhw thé nao dé
hoan thanh s&r ménh ctia céng ty

Diéu I& va quy dinh cong ty

Mét sb cong ty ap dung phwong phap thuyét trinh dé
dao tao nhan vién mai trong khi dé mét s cbng ty lai
phat tai liéu d& hoc vién tw tim hiéu vé cong ty. Nhiéu
céng ty QLNT ap dung phwong phap dan dan phd
bién nhitng théng tin vé coéng ty cho nhan vién méi.
Cho du ap dung phuong phap nao thi diéu quan trong
l& nhan vién méi phai hiéu dwoc vé cong ty méi cla
minh.

Giang vién dao tao

Ai la giang vjén dao tao con phu thudc vao loai hinh
dao tao va doi twong dao tao.

Chuong trinh dao tao trong cong viéc hau hét do cép
trén (cap lanh dao) ddm nhiém ; dao tao ngoai coéng
viéc do can bé phong nhan sy clia cong ty hoac do

a long period of time in which the apprentice works
for, and with, the senior skilled worker. Apprentice-
ships are especially appropriate for jobs requiring
production skills.

e Internships and assistantships are usually a combi-
nation of classroom and on-the-job training. They
are often used to train prospective managers or
marketing personnel.

e Programmed learning, computer-aided instruction
and interactive video all have one thing in common:
they allow the trainee to learn at his or her own pace.
Also, they allow material already learned to be by-
passed in favor of material with which a trainee is
having difficulty. After the introductory period, the
instructor need not be present, and the trainee can
learn as his or her time allows. These methods
sound good, but may be beyond the resources of
some WWMC businesses.

e Laboratory training is conducted for groups by skilled
trainers. It usually is conducted at a neutral site and
is used by upper- and middle management trainees
to develop a spirit of teamwork and an increased
ability to deal with management and peers. It can be
costly and usually is offered by larger WWMCs.

QOrientations for new staff members

The first several days on the job for a new staff member,
are crucial for success. This point is illustrated by the fact
that 60 percent of all new staff who quit do so in the first
100 days. Hence, orientation training should emphasize
the following topics:

e  The company's history and mission

e  The key members in the organization

How the departments help fulfill the mission of the
company

e Personnel rules and regulations

Some companies use verbal presentations while others
have written presentations. Many WWMC convey these
topics in one-on-one orientations. No matter what
method is used, it is important that the newcomer under-
stand his or her new place of employment.

Trainers

Who is actually conducting the training depends on the
type of training needed and on the type of trainees that
are receiving training.

On-the-job training is conducted mostly by supervisors;
off-the-job training, by either in-house personnel or out-
side instructors.
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giang vién thué bén ngoai ddm nhiém.

Dao tao tai cong ty la trach nhiém trong cong viéc
hang ngay clia cac can bd giam sat va nhan vién. Can
bd gidm sat 1a nhitng ngwdi chiu trach nhiém cudi
cung vé nang suat lao dong va do d6 ho chiu trach
nhiém trong viéc dao tao cap dwéi ciia minh. Cac can
bd giam sat nay can duwoc hoc cac ky nang lam coéng
tac dao tao tét. Ho phai ndm duwoc cac kién thirc va kj
n&ng can thiét d& dao tao nhan vién giéi. Cac can bd
dao tao can duwoc hoc cach xay dwng cac muc dich va
muc tiéu cha chwong trinh dao tao va quyét dinh lam
thé nao dé co6 thé st dung cac muc tiéu ctia chuong
trinh dao tao nham téng hiéu qua hoat déng cla cac
phong ban. Ho ciling phai nhan thirc ré cach dao tao
nguwdi trwdng thanh va cach giao tiép tét nhat voi
ngwdi lén. Cac cong ty QLNT can phat trién nang lwc
dao tao clia cac can bd quan ly bang cach cr ho theo
hoc cac khoéa hoc vé phwong phap dao tao. Viéc dau
tw nay sé lam tang hiéu qua hoat déng clia céng ty.

C6 mot vai cach dé Iwa chon nhan sw lam céng tac
dao tao cho cac chuwong trinh dao tao ngoai cong
viéc. Nhiéu Cong ty QLNT st dung ngwoi cla minh
dé xay dwng cac chwong trinh dao tao chinh quy can
dwoc thye hién cho cac nhan vién khi ho khdng tham
gia cac cong viéc théng thwong clia ho, trong cac
cudc hop cua codng ty hoac cho tirng khda dao tao
dwoc chuan bj trudrc.

C6 nhiéu ngudn dao tao bén ngoai, bao gdm tw van,
cac trwong ky thuat va day nghé, cac chuong trinh
dao tao thwdng xuyén, phong thwong mai va cac to
chirc phat trién kinh té. Lwa chon ngudn dao tao bén
ngoai vira c6 wu diém vira c6 nhuwoc diém. Uu diém
I&n nhat la cac tb chirc nay co kinh nghiém vé céng
tac dao tao, diéu nay thwdng khong cé & can bd dao
tao trong cbng ty.

Nhwoc diém cda viéc thué chuyén gia dao tao la ho
thiéu kién thirc v& san phdm hay dich vu cla cong ty,
nhu cau khach hang. Cac chuyén gia dao tao nay cé
nhiéu kién thrc tbng quan vé sy hai long va nhu cau
cla khach hang hon. Trong nhiéu trwdng hop,
chuyén gia dao tao dwoc thué tir bén ngoai c6 thé mé
mang kién thirc rat nhanh bang cach tham gia sau sat
vao cac hoat déng cla cong ty trwéc khi tién hanh
dao tao nhan vién coéng ty. Mot nhwoc diém niva cla
viéc thué chuyén gia dao tao bén ngoai la chi phi
twong dbi cao so véi phwong thire dao tao trong cong
ty, bu lai hiéu qua dao tao lai cao.

Cho du lwa chon ai thwc hién viéc dao tao, hoadc twr
ngudn trong cong ty hodc tir bén ngoai, diéu quan
trong la phai xac dinh ré dwgc muc tiéu va gia tri cla
cbng ty.

Quan ly dao tao

Sau khi lap ké hoach dao tao phu hop, ban lanh dao
phai tién hanh céng tac quan ly dao tao dbi véi cac
nhan vién da dwoc lwa chon. Piéu quan trong la phai
theo ddi chwong trinh dao tao dé& dam bao dat dwoc
cac muc tiéu.

In-house training is the daily responsibility of supervisors
and staff. Supervisors are ultimately responsible for the
productivity and, therefore, the training of their subordi-
nates. These supervisors should be taught the tech-
nigues of good training. They must be aware of the
knowledge and skills necessary to make a productive
staff. Trainers should be taught to establish goals and
objectives for their training and to determine how these
objectives can be used to influence the productivity of
their departments. They also must be aware of how
adults learn and how best to communicate with adults.
WWMCs need to develop their supervisors' training ca-
pabilities by sending them to courses on training meth-
ods. The investment will pay off in increased productivity.

There are several ways to select training personnel for
off-the-job training programs. Many WWMC use in-
house personnel to develop formal training programs to
be delivered to staff off-line from their normal work activi-
ties, during company meetings or individually at prear-
ranged training sessions.

There are many outside training sources, including con-
sultants, technical and vocational schools, continuing
education programs, chambers of commerce and eco-
nomic development groups. Selecting an outside source
for training has advantages and disadvantages. The big-
gest advantage is that these organizations are well
versed in training techniques, which is often not the case
with in-house personnel.

The disadvantage of using outside training specialists is
their limited knowledge of the company's products or
services and customers’ needs. These trainers have a
more general knowledge of customer satisfaction and
needs. In many cases, the outside trainer can develop
this knowledge quickly by immersing himself or herself in
the company prior to training the staff. Another disadvan-
tage of using outside trainers is the relatively high cost
compared to in-house training, although the higher cost
may be offset by the increased effectiveness of the train-
ing.

Whoever is selected to conduct the training, either out-
side or in-house trainers, it is important that the com-
pany's goals and values be carefully explained.

Training Administration

Having planned the training program properly, manage-
ment must now administer the training to the selected
staff. It is important to follow through to make sure the
goals are being met.
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Can xem xét cac van dé sau trwdc khi tién hanh dao
tao:

e Diadiém

e Co sé vat chat

e Kha nang tiép can.

e S thuan tién.

e Trang thiét bi.

e Thoi gian.

Viéc dé y toi cac hoat dong chi tiét clia chuong trinh
dao tao sé gop phan tao nén thanh coéng cltia chwong
trinh dao tao. Nguwdi quan ly chwong trinh dao tao
hiéu qua phai thwc hién cac cong viéc sau: Xac dinh
cac muc tiéu cla cong ty

e Xac dinh muc tiéu dao tao

e X&c dinh nhu ciu cla cac chwong trinh dao tao

e  Xac dinh muc dich dao tao

e Thiét lap cac phwong phap dao tao

e Quyét dinh dbi twong dao tao

e Quyét dinh nguoi thye hién dao tao (giang vién)

e Quan ly dao tao.

e Danh gia chuong trinh dao tao.

Cac budc sau sé gilp cho ngwdi lam cong tac quan ly
dao tao thwc hién mét chwong trinh dao tao hiéu qua
nham dam bao cong ty duy tri dwoc mét dodi ngd can
bd nhan vién co trinh d6, lam viéc c6 hiéu qua va hai
long v&i cong viéc. Didu nay sé gép phan dang ké vao
lgi nhuan cta cong ty.

Panh gia hiéu qua dao tao

Can tién hanh danh gia hiéu qua dao tao mot vai lan
trong qua trinh dao tao. Xac dinh cac mébc thdi gian
danh gia hiéu qué dao tao khi ban lanh dao trién khai
dao tao. Can danh gia can bd nhan vién bang cach so
sanh cac kj nang mai tiép thu qua chwong trinh dao
tao v&i cac ky nang da dwoc xac dinh theo muc tiéu
cla chwong trinh dao tao. Can ghi chép lai sw khac
biét va diéu chinh chwong trinh dao tao dé giup cho
chwong trinh cé thé dat dwoc cac muc tiéu dé ra.
Nhiéu chwong trinh dao tao khéng dat dwoc két qua
mong mudn don gidn vi nha quan tri khong tién hanh
danh gia dao tao dung luc. Viéc danh gia dao tao
dung ltc sé han ché viéc khong dat dwoc cac muc
dich dao tao.

7. HE THONG THONG TIN QUAN LY NHAN SV
(PMIS)

Hé théng thdng tin quan ly nhan sy (PMIS) nhdm dwa
vao thwe hién va trinh’ bay mét quy trinh dwoc vi tinh
héa don gidn ma né két hop:

e Cac quy trinh giam sat hiéu qua codng viéc cla
nhan vién

Questions to consider before training begins include:

e Location.

e Facilities.

e Accessibility.
e  Comfort.

e Equipment.

e Timing.

Careful attention to these operational details will contrib-
ute to the success of the training program. An effective
training program administrator should follow these steps:

o Define the organizational objectives.

e Determine the needs of the training program.
e Define training goals.

e Develop training methods.

e Decide whom to train.

e Decide who should do the training.

e  Administer the training.

e Evaluate the training program.

Following these steps will help an administrator develop
an effective training program to ensure that the company
keeps qualified staff who are productive, happy workers.
This will help contribute positively to profitability of the
company.

Evaluation of Training

Training effect should be evaluated several times during
the process. Determine these milestones when manage-
ment develops the training. Staff should be evaluated by
comparing their newly acquired skills with the skills de-
fined by the goals of the training program. Any discrep-
ancies should be noted and adjustments made to the
training program to enable it to meet specified goals.
Many training programs fall short of their expectations
simply because the administrator failed to evaluate its
progress until it was too late. Timely evaluation will pre-
vent the training from straying from its goals.

7. PERSONNEL MANAGEMENT INFORMATION
SYSTEM (PMIS)

The PMIS (Personnel Management Information System)

aims at introducing and presenting a simple computer-
ized process that combines:

e staff performance monitoring processes
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e Phan tich nhu ciu dao tao ngay cang phat trién,
va

e mot quy trinh 1ap bao cdo dao tao hoan chinh.

Co s& di liéu ctia Hé théng Thong tin Quan ly Nhan
sw (st dung phan mém Excel) la cbt 16i ctia quy trinh
nay. Mét khi cac sb liéu ban dau da dwoc thu thap va
dwa vao co s& div liéu, cac SOPs c6 thé dwoc thuwc
hién tiép theo dé dwa ra cac danh gia don gian va
hiéu qua v& hiéu qua cong viéc cla tlrng nhan vién,
theo mot chu ky thwdng xuyén hodc cho muc dich dac
biét nao do, dwa trén cac két qua duoc lay ra tir co
s& dir liéu.

Cac két qua tir co s& dir liéu nay sé dung dé lap ba
loai biéu mau cho tirng nhan vién trong mét co' quan,
bao gébm:

e Soyéulylich

e Ban mo ta cong viéc

e Nhu cidu dao tao va bao cao dao tao da dwoc
thiee hién

M6t lwu y quan trong la vé méat ban chat, qua trinh
danh gia nhan vién va qua trinh Phat trién ngudn
nhan Iwc mang tinh dong. Mét khi cac qua trinh nay
duoc két hop vao hoat ddng hang ngay cua té chirc
thi nhirng thay ddi sé dién ra thuwong xuyén. Piéu nay
¢6 nghia la:

e Mot khi chuwong trinh dao tao dwgc hoan thanh thi
nhu cau dao tao méi dwoc tao ra.

e MGot khi cac hé thdng va quy trinh tac nghiép thay
dbi thi nhu cau dao tao méi sé ndy sinh.

. Dp nhan vién thay déi, cac vi tri viéc lam thi nhu
cau dao tao md&i sé xuat hién,

e Va do cac nhan vién moi dugc tuyén dung nhu
cau dao tao mé&i cling dwgc xac dinh.

Ly lich céng tac cia nhan vién sé dwoc st dung dé
danh gid xem nhén sy da cé cac nang lwc chuyén
mén co ban va kinh nghiém cho vi tri céng tac dé xuét
hay khéng. Bang cach so sanh véi ban M6 ta Cong
viéc, cac nhu ciu dao tao can thiét cé thé duoc xac
dinh mot cach dé dang, Bao cdo Nhu cau Pao tao
ciling sé& ghi nhan viéc dao tao da hoan thanh va hd
tro xac dinh cac nhu cau dao tao bd xung theo cac ké
hoach dao tao clia cdng ty dang dwoc thwe hién.

Co s& cla quy trinh la mét trong nhirng cuéc hop
danh gia hiéu qua cong viéc c6 sy tham gia cla cac
nhan vién, can bd giam sat truc tiép cGa nhan vién va
ngudi cla ban lanh dao cling cé thé tham dw. Sw
tham gia cta nhan vién 1a yéu t6 quan trong déi véi
sw thanh céng cla quy trinh quan Iy nhan sw; tat ca
cac bén nhat thiét phai hd tro quy trinh va co kha
nang xac dinh cac lgi ich thuwe sw tir viéc tham gia tich
cwc cla ho.

e aprogressive training needs analysis and a

e completed training reporting process.

The Personnel Management Information System Data-
base (Excel) is at the core of the process. Once the ini-
tial data has been collected and entered into the data-
base, SOPs can be followed to make simple and effective
appraisals of each staff member's performance, on a
regular or on an ad hoc basis, based upon the printed
outputs from the database.

These printed outputs will take the form of three single
page forms, for each staff member, in the organization
comprising a:

e Basic curriculum vitae
e Job description

e Training needs and training completed report.

It is important to note that the Staff Appraisal process and
Human Resource Development Process are by their na-
ture very dynamic. Once these processes are integrated
into the organizations day to day activities constant
changes will occur. This means that:

e astraining is completed new training needs results,

e as systems and operating procedures change new
training needs will be identified,

e as staff change positions new training needs will be
identified,

e and as new staff are employed new training needs
will be identified.

The Curriculum Vitae will be used to assess whether the
person in the position has the basic qualifications and
experience need for the position. By comparing this with
the Job Description, ongoing training needs can be easily
identified, The Training Needs Report will also record
training as it is completed and provide further support for
the identification of additional training needs as the train-
ing plans of the organization are implemented.

The basis of the process is one of participative perform-
ance appraisal meetings, between the staff member, the
direct supervisor of the staff member and to a lesser ex-
tent the management of the company. Participation is
the key to the success of the personnel management
process; all parties must support the process and be able
to identify real benefits from their active participation.
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Cac hoat déng chinh va cac san pham / hanh déng co

duwoc

S dung cac mau biéu in sdn, can bd quan ly, cung

v&i nhan vién cla minh, can tap trung thao luan dé co
A F4 .~ « R > . ~ A

sy thOng nhat gilra quan diém cua hai bén ve:

Céc nhiém vu can dwoc thuwc hién theo yéu cau
cbng viéc,

Cac dy kién vé két qua cong viéc ctia mdi bén,
mirc hiéu qua cong viéc can dat dwoc, va

hiéu qua cong viéc c6 thé duoc hd trg va cai
thién bang dao tao nhw thé nao

Duéi day la bén so d6 mé ta cac hoat dong clia Hé
thong Thong tin Quan ly Nhan sy, bao gdm cac hoat

dong sau:

1. Thu thap sb liéu co ban

2. Hop quan ly nhan vién ban dau

3. Cudc hop dinh ky danh gia hiéu qua coéng viéc
cla nhan viéc (dang thwc hién)

4. Céc cudc hop khéng dinh ky hodc dot xuat vé

danh gia hiéu qua cong viéc.

Main Activities and Resultant Outputs / Actions

Using the printed forms, the manager, in conjunction with
the staff member, should initiate a focused discussion
aimed at developing a mutual agreement of both parties’
views, concerning:

the tasks required by the Job,

the performance expectations of each party,

the level of performance achieved, and

how this can be assisted or improved by training

The following four charts are illustrating basic PMIS ac-
tivities including:

5. Baseline data collection activity

6. Initial staff management meeting

7. Regular performance review meetings (ongoing)

8. Ad-hoc or occasional performance review meetings
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1. Hoat dong thu thap sé liéu co’ ban

Hoat déng ch yéu

Két qua

San pham / Hanh déng
can dwara

Thu thap dir liéu

Cac thong tin co ban dwoc thu thap va
dwa vao co s& dir lieu PMIS

P06 chinh xac cta dir liéu
dau vao duoc kiem tra
mau s liéu co ban cla
nhan vién méi duoc lwu
hanh.

Cac chi tiét ca
nhan

Cac chi tiét vé
hoc van

Cac chi tiét
qua trinh cong
tac

Cac chi tiét
cong viéc

Hé théng PMIS

| (Hiéu dinh va cap

San pham co s&
div lieu PMIS

nhat dam bao chat
lwong) —

-
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1. Baseline Data Collection Activity

Major Activity

Result

Outputs / Action to be taken

Data collection
PMIS Database

All baseline data collected and inputted into

Accuracy of input checked.

New staff baseline data form
circulated.

Personal
Details

Educational
Details

Employment
Details

PMIS

Job Details

PMIS DATA BASE
PRINTOUT
(Quality Assur-
ance editing and ||
up dating) ||

-
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2. Hop Quan ly Nhan vién ban dau

Hoat déng chi yéu

Két qua

San pham / Hanh déng
can dwoc dwa ra

Ngw&i tham dw:
1. Can bd quan ly

2. Nhan vién

St dung ban Dy thdo M6 td Cong viéc
dwoc Iéy tr PMIS, cac nhiém vu co ban
can thwe hién béi nhan vién sé dwoc thao
luan va théng nhat va khi hoan chinh sé
duoc ky két gitra hai bén.

Ban sao cac tai liéu lwu
hanh theo ghi chu dwa ra
dudi day

S dung ban dv thdo Bao cao Bao tao, va
M6 t& Cong viéc da thdng nhat, 14y tir hé
thdng PMIS, cac nhu cau dao tao sé duoc
thao luan, théng nhat va chinh stra.

Ban sao cac tai liéu lwu
hanh theo ghi chu dwa ra
dudi day

St dung ban dy thao ly lich céng tac (CV)
ldy t» hé théng PMIS, cac bén sé thédo
luan, théng nhat va cap nhat cac CVs néu
can thiét.

Ban sao cac tai liéu lwu
hanh theo ghi chu dwa ra
duwéi day

Ban dw thao
Mo ta Cong
viéc

\_/-—

Dvw thao Bao
cao bao tao

\_/-—

Dw thao Ly
lich Céng tac

\_/_

Hé théng PMIS

Ban M6 ta
Cong viéc
chinh stra

\/

Bao cao Pao
tao chinh
slra

\_/_

Ly lich cong
tac chinh
stra
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2. Initial Staff Management Meeting

Major Activity Result Outputs / Action to be taken
Participants: Using the Draft Job Description provided by the | Copies circulated as per Note
PMIS, the basic working tasks carried out by | below
1.Manager the staff member are discussed and agreed as

complete and then signed by both parties.
2.Staff member

Using the Draft Training Report, and agreed | Copies circulated as per Note
Job Description, provided by the PMIS, training | below

needs will be discussed and agreed and re-
vised.

Using the Draft Curriculum Vitae Provided by | Copies circulated as per Note
the PMIS, the parties will discuss, agree and | below
update the CV where appropriate.

Draft . Revised
ke [ [ Job Descrip-
tion tion
Draft Train- Revised
ing Report ﬁ Trainin
ﬁ g
PMIS Report
Draft Cur- :
riculum Vitae Revised Cur-
riculum Vitae
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3. Cudc hop Pinh ky BPanh gia Hiéu qua coéng viéc ctia nhan vién (dang thwc hién)

Hoat déng chi yéu

Két qua

San pham / Hanh déng can
dwara

CuQc hop danh gia dinh
ky lan dau tién

1. Can bo quan ly

2. Nhan vién

St dung ban mé td codng viéc, cac
nhiém vu co ban cla nhan vién sé
dwoc thao luan va

1. cac nhiém vu s& duoc cap nhat néu
can thiet,

2. toan bd hiéu qua cong viéc sé duoc
danh gia

3. hai bén thdng nhét va ky két.

Néu xem thay dat hiéu qua tbt,
thi c6 thé dé& xudt cac murc
thwéng bang tién, hién vat, cac
phan thwéng khac, hodc dé
bat.

Néu xét that dat hiéu qua
khong tét, thi cé thé dé xuét
dao tao thém, va/hodc thay ddi
cac nhiém vu khac.

(Ban sao cac tai liéu lwu hanh
theo ghi chd trinh bay dwdi
day)

S dung bao cao dao tao da chinh sira,
c6 thé thao luan vé cong tac dao tao da
hoan thanh va két qua c6 dwoc tlr cudc
hop lan trwéc, cling nhw thdo luan cac
wu tién nhu cau dao tao ma chwa théng
nhéat duwoc vé thi tw. Ké hoach dao tao
bd sung cé thé dwoc dwa vao bao cao
néu can thiét.

Panh gia tinh hiéu qua cua
cbng tac dao tao da dwoc thyc
hién trong giai doan.

Co thé dé xuét cac dao tao bd
sung that sy can thiét.

(Ban sao cac tai liéu lwu hanh
theo ghi chu trinh bay dwéi
day)

St dung ly lich cong tac da chinh stra,
bat ct thay d(“gi nao yé sO liéu sé duoc
xac dinh va thong nhat.

Tién hanh cap nhat / thay ddi
vé cac théng tin ca nhan chi
tiét cGa nhan vién, va gl vao
bod phan nhap sb liéu.

(Ban sao cac tai liéu lwu hanh
theo ghi chd trinh bay dwdi
day)

Ban dw thao Ban Mé ta
Mb ta Cong Céng viéc
viec chinh sira
\_/_ \/
Dw thao Bao SN Bao cao bao
cao Dao tao Hé théng PMIS t@,O chinh
r— stra
\_/_ \_/_
Dw thao Ly Ly lich cong
lich Cong tac tac chinh
sira
\_/_ \/_
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3. Regular Staff Performance Review Meetings (ongoing)

Major Activity

Result

Outputs / Action to be taken

First Regular Review
Meeting

1.Manager

2.Staff member

Using the revised Job Description the basic
work tasks carried out by the staff member will
be discussed and

1.the tasks updated where appropriate,
2.overall performance will be assessed

3. agreed and signed by both parties.

If review was positive then rec-
ommendations can be made for
possible bonuses, incentives,
other rewards, or promotions

If review is not positive then
recommendations can be made
for further training, and / or
changes to the tasks to be car-
ried out.

(Copies circulated as per Note
below)

Using the revised training report, training com-
pleted and results obtained since the last meet-
ing can be discussed, and the priority of training
needs not completed discussed. Additional
training can be added to the Report if neces-

sary.

Assessments of effectiveness
of training completed during the
period.

Recommendations can be
made for further or additional
training that is needed.

(Copies circulated as per Note
below)

Using the Revised Curriculum Vitae any
changes that are appropriate to the data will be
identified and agreed.

Updating / changes made to
the personal particulars of staff
member, sent to the Data Entry
section

(Copies circulated as per Note
below)

Draft
Job Descrip-
tion

\_/_

Draft Train-
ing Report

PMIS

\_/_

Draft Cur-
riculum Vitae

.

Revised
Job Descrip-
tion

Revised
Training
Report

Revised Cur-
riculum Vitae
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4. Cac cudc hop khdng dinh ky hodc dot xuat vé danh gia hiéu qua céng viéc

Hoat déng cha yéu

Két qua

San pham / Hang déng
can dwoc dwa ra

Cac cudc hop xem xeét
danh gia dot xuat.

(Thue hién cac thay dbi
va tha tuc van hanh)

1. Can bo quan ly

2. Nhén vién

Cac cudc hop nay thuwong 1a két qua cla
mot quyét dinh cda ban lanh dao khi thay
ddi cac thu tuc van hanh ma ching can
dwoc cac nhan vién thwe hién.

St dung ban mé t& cong viéc da théng
nhét, cac thay d6i v& quy trinh van hanh
can dwoc thdo luan va cac nhiém vu maoi
d&t ra can dwoc bd xung vao. Bat cw
nhiém vu nao khéng con can thiét niva can
dwoc xoa bé ngay va ban mo ta cong viéc
chinh stra s& dwoc thdng nhat va ky két
gitra hai bén.

(Ban sao cac tai liéu lwu
hanh theo ghi chu trinh bay
duwéi day)

S dung bao cao dao tao da duogc théng
nhét, tdt cd cac nhu cau dao tao do cd
thay ddi vé quy trinh van hanh can duoc
xac dinh va bd sung vao danh sach cac
khoa dao tao can dwoc thwe hién, moi nhu
cau dao tao dwoc xac dinh truéc day, nay
tré nén khong con can thiét nira do cac
tha tuc van hanh mai, sé dwoc loai bd.

(Ban sao cac tai liéu lwu
hanh theo ghi chu trinh bay
duwéi day)

Ban du thao
Mo ta Cong
viéc

\/_

Dw thao Bao
cao Pao tao

\/_

Dy thao Ly
lich cong tac

\/

Hé théng PMIS

BAO CAO HOAN THANH PAO

TAO

— taO chinh stra

Ban M6 ta
Céng viéc
chinh stra

\_/_

Bao cao Dao

\_/_

Ly lich céng
tac chinh stra

\_/_
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4. Ad-hoc or Occasional Performance Review Meetings

Major Activity

Result

Outputs / Action to be taken

Ad-hoc Review meetings.

(Implementing changed
operating procedures.)

1.Manager

2.Staff member

Such meetings usually result from a manage-
ment decision to change the operating proce-
dures that are to be followed by the staff mem-
ber.

Using the agreed Job Description the changes
to operating procedures should be discussed
and the new tasks that are a result should be
added. Any redundant tasks that result should
be deleted and the revised job description
agreed and signed by both parties

(Copies circulated as per Note
below)

Using the agreed training report, all training
needs identified as being the result of the
change in operating procedures should be iden-
tified and added to the list of training to be
completed, any training needs identified in the
past but now redundant as a result of the new
procedures will be deleted.

(Copies circulated as per Note
below)

Draft
Job Descrip-
tion

\_/_

Draft Train-
ing Report

\_/_

Draft Cur-

PMIS

riculum Vi-
tae

\/

TRAINING COMPLETION

REPORTS

ﬁ Training

Revised
Job Descrip-
tion

\_/_

Revised

Report

\_/_

Revised
Curriculum
Vitae

\_/_
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Nhirng diém can lwu vy khi thiét 1ap PMIS

Khi thiét 1ap PMIS, nhitng can b lién quan phai
Iwu y nhirng bon van dé sau:

Ghi cha 1: Phéan phat tai liéu

Moi két qua cé dwoc tr qua trinh thdo luan sé
dwoc nhan ban va g

1. 1 ban sao cho Giam déc

2. 1 ban sao cho nhan vién

3. 1 ban sao cho can bo giam sat ctia giam déc
4. 1 ban sao cho phong tb chirc nhan sy dé luu
ho so

5. 1 ban sao cho bd phan nhap sb liéu.

Ghi chu 2: Phat trién nghé nghiép cho cac nhan
vién dwoc lwa chon

Cac bao cao dwoc lap ra nhw ndi trén va ly lich
cong tac ciling sé dwoc st dung vao lwa chon
nhan vién can dwoc chu trong phat trién nghé
nghiép d&c biét. Mot sb nhan vién cé nang luc sé
dwoc quan tam dé phat trién nghé nghiép dac
biét, trén co s& danh gia cong viéc cta ho, két
qué dao tao cua ho tlr thong tin trong ly lich céng
tac cda ho.

Ghi chu 3: Trach nhiém cta bd phan nhap sé liéu

Sau khi hoan tat tirng hoat dong, moi stra déi phai
dwoc nhap vao bang tinh thong qua BO phan
Nhap so liéu.

Tinh hiéu qua cta hé thdng phu thudc hoan toan
vao sy hd tro clia ban 1anh dao va cac nhan vién
c6 lién quan va quan trong nhét 14 cac nhan vién
chju trach nhiém tiép tuc va cap nhat chinh xac
cac s lidu dwoc trinh bay trong cac bao céo dua
ra. Cac thi tuc phu hop can duwa vao thwc hién
ngay dé bdo dam cac sb lieu dwoc lwu trir mot
cach chinh xac va nhanh chéng.

Khi mét hoat dong da hoan tat moi thay ddi vé sb
liéu s& dwoc chuyén cho nhan vién nhap div liéu,
va nhan vién nay sé cap nhat co sé& div lieu dé
dam béo rang cac ly lich ciia nhan vién va cac md
ta cong viéc la chinh xac.

Ghi chu 4: Cac bao cao két qua dao tao

Khi mdi dot dao tao dwoc hoan tat, can bd dao tao
sé hoan thanh va ndp bao cao két qua dao tao
cho co quan. Bao cdo két qla dao tao nay sé
dwoc st ly bdi cac nhan vién nhap sé liéu khi
nhan dwoc két qua dé cac bao cao dao tao duoc
cap nhéat.

Notes for the PMIS development

Developing the PMIS the staff involved shall pay attention
to the following four notes.

Note 1:Distribution
All outputs from the process will be copied as follows:

one copy for the manager

one copy for the staff member

one copy for the supervisor of the manager
one copy for the personnel department for filing

P w DR

5. one copy for the Data Entry Section.

Note 2: Career development for selected staff members

The reports generated above and the curriculum vitae can
also be used as part of the process of selecting staff for
special career development attention. Certain staff will be
able to be identified for this special attention from the re-
sults of their appraisals, the results of their training from
the background found in their Curriculum Vitae.

Note 3: Responsibilities of the data entry section

After each activity is completed all revisions must be en-
tered into spreadsheets by the Data Entry Personnel.

The effectiveness of the system is entirely dependent
upon the active support of the management and the staff
members involved and most importantly the staff members
that are responsible for the continuous and accurate up-
dating of the data contained in the reports generated.
Proper procedures need to be in place to ensure that data
is recorded accurately and quickly.

Once an activity is completed any changes to the data will
be forwarded to the data entry person who will update the
data base to ensure that CVs and Job descriptions are
accurate.

Note 4: Training completed reports

Once each training event has been complete the trainers
will complete and submit a completion report to the or-
ganization. This training report will be processed by the
data entry persons as received so that the training reports
are kept up to date.
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Phuwong phap chung

Dé ap dung hiéu qua PMIS can lap ké hoach chi
tiét va nhirng ky n&ng quan trong. Do qué trinh ap
dung PMIS phu thuéc vao sy tham gia tich cwc
cla toan thé can bd cong ty nén viéc ap dung
PMIS theo tirng giai doan cé thé & phu hop.

Giai doan mdt — Thiét lap PMIS va phé bién t&i
toan bd cac phong ban cla cong ty. Trwdc tién,
can thiét lap mot chwong trinh don gian, dé hiéu
va dap (rng dwoc yéu cau. Qua trinh nay sé duwoc
hé tro bang quy trinh tac nghiép chuan dé hwdng
dan toan bd nhirng ngwdi tham gia vao qua trinh
thiét 1ap PMIS.

Giai doan hai - Biéu chinh, nang cp va mé réng
PMIS. Khi mét phién ban don gidan clia PMIS da
dwoc chap nhan va ap dung nhw mét phan trong
quy trinh tac nghiép chuén cta céng ty, buwéc tiép
theo la can danh gia, diéu chinh va nang cép
PMIS dé &p (rng cac nhu cau vé phat trién va thay
ddi dang dién ra dbi véi cong ty.

DPé xuét cac bwdc tién hanh viéc phat trién va dwa
vao thwc hién PMIS

Buwdc 1: Gidi thiéu hé thdng thi diém cép trung
wong va xay dwng tai ché quy trinh PMIS

Do hé théng la mét bo phan trong gidi phap thyc
hién c6 sy tham gia cta cac bén cé lién quan, van
dé& quan trong 1a nhan sy clia co quan dwoc chi
dong tham gia vao quy trinh nay va mot diém rét
quan trong la viéc tham gia nay phai thwc hién
ngay tlr cac buéc 1én ké hoach va phat trién.

Can lwa chon mét céng ty quan ly nuwéc thai lam
noi thi diém thyc hién hé théng PMIS. Trong giai
doan nay, quy trinh hé théng sé& dwoc phat trién
va chét loc dé dap ng cac nhu cau cla cong ty.

Budc 2: Banh gia kinh nghiém dat dwoc khi ap
dung hé théng PMIS thi diém

Diéu quan trong la can phai tién hanh danh gia
xem quy trinh hé thdng c6 kha nang thich &ng va
linh hoat dé theo d&i cac tién trién. Mot khi hé
thdng PMIS dwoc thue hién mau, sau dé quy trinh
nay sé dwgc ap dung & quy md rong lén hon,
cung véi viéc thdng nhat ap dung hé théng PMIS
vao trong Hé thdng Théng tin Quan ly Téng thé
clia co’ quan cap trung wong.

Buwédc 3: Phé bién hé thdng xudng cac co quan
cép tinh

Cac can bd chi chét ctia dy an & cép trung wong,
hién da cé kinh nghiém v& quy trinh hé théng
PMIS va dwgc cha dong tham gia vao viéc giam
sat viéc ap dung hé théng dang tién hanh & dia
diém mau, sé& dwoc st dung dé phé bién quy trinh
hé théng PMIS cho céc tinh con lai.

Cac can bo dy an & cap trung wong sé dong vai
tro la nguoi dao tao / huan luyén vién / nguoi
truyén kinh nghiém cho cac nhan vién co lién quan

Overall Methodology

The introduction of an effective PMIS requires careful
planning and considerable tact. Because the process
relies upon the active participation of all staff, it might be
appropriate to consider the introduction of the PMIS as
phased process.

Phase One — Development of the PMIS, and dissemina-
tion to all sections of the organisations. Initially a simple,
easily understood and non threatening program is appro-
priate, The process will be supported by detailed Standard
Operating procedures, (SOPs), which will guide all partici-
pants through the process.

Phase two - Revision, improvement and expansion o f the
PMIS process. Once the Simple version of the PMIS has
been adopted and accepted as part of the standard opera-
tion procedures or the organisation , then the PMIS should
be reviewed and revised and improved, to meet the devel-
oping and changing needs of the organisation.

Suggested Steps for the Development and Introduction of
the PMIS

Step One: Central level pilot introduction and on site de-
velopment of the PMIS process

As part of the participative approach it is important that the
personnel of the organization be actively involved in the
process and it is very important that this includes the plan-
ning and development Steps.

One WWM company should be selected to be the location
for a pilot implementation of the PMIS. During this period
the process will be developed and refined to meet the
needs of the organization.

Step Two: Evaluation of the pilot PMIS experience

It is important that the PMIS process be seen as adaptive
and flexible and that a process of evaluation is in place to
monitor progress. Once the PMIS has been piloted, then
the process moves to a wider level, with an agreement to
adopt the PMIS as part of the overall Management Infor-
mation System of the Central level organization.

Step Three: Dissemination to Provincial level organiza-
tions

The key central level project staff, that have now experi-

enced the PMIS process and are actively involved in moni-
toring its ongoing use in the pilot location, will be utilized to
disseminate the PMIS process to the remaining Provinces.

The Central level project staff will act as trainers / coaches
/ mentors to the relevant staff at the Provincial level.
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tai cap tinh.

Diéu rat quan trong I& moi nhan vién tham gia phai
hiéu dwoc tdm quan trong cla cac thi tuc phai
tuan tha d& dam bao co s& di¥ lieu dwoc cap nhat
lién tuc va ban I&anh dao cé thé sir dung co s& di
liéu mét cach co hiéu qud, lam coéng cu chinh
trong viéc quan ly nhan vién cla cong ty.

Budc 4: M& rong ap dung quy trinh  PMIS dén
cac co quant trung wong va tinh khac

Mét khi quy trinh hé théng PMIS da dwoc phd bién
rong réi va dwoc ap dung bdi cac nhéan sy & ca
cap trung wong va cép tinh, van dé quan trong la
tinh hiéu qua phai dwgc danh gia mot lAn nira.

Viéc danh gia can chirng minh mot cach tich cwc
hé théng PMIS 1a thich hop dé& ap dung cho cac
co quan c6 lien quan khac d& ho can nhéc va
chép thuan.

M6t 14n nira cac can bd dw an cép trung wong sé
chiu trach nhiém thyc hién vai tro la ngwéi dao tao
/ huén luyén vién / ngwoi truyén kinh nghiém cho
céac co quan khac nay.

Buwdc 5: Panh gia tinh hiéu qua cta hé théng
PMIS

Hién nay, quy trinh dang thwe hién dé xem xét va
danh gla can duoc sk dung dé quyet dinh xem
moi cai tién, bd sung hodc thay ddi nao co thé
ho&c can dwoc dwa vao quy trinh hé théng PMIS
ma noé sé la tang mirc do phirc tap clia hé thc"')ng.

Khi tinh dén nhip dé ap dung ma cac nhan vién cé
thé van dung déi véi cac thay ddi, hé théng PMIS
phai la mét phan cla mot qua trinh dwa vao s
dung cac nang cap va diéu chinh mot cach tu tw
ma no6 cho phép mé& rong tinh hiru ich cia hé
thdng, cho ca cac cong ty quan ly nwéc thai va
cac co quan cé lién quan khac.

It is very important that all staff involved understand the
importance of following procedures so that the database
can be up to date and used effectively by management as
a major tool in the management of staff within the organi-
zation.

Step Four: Expansion of the PMIS process to other central
and Provincial organizations

Once the PMIS process has been disseminated and
adopted by the personnel at both central project level and
at provincial levels it is important that the effectiveness be
again evaluated.

Should this evaluation prove positive it might be appropri-
ate to offer the PMIS process to other related organiza-
tions for their consideration and acceptance?

The staff of the central project level will again be responsi-
ble for acting as trainers / coaches / mentors to these
other organizations.

Step Five: Evaluation of the effectiveness of the PMIS

The ongoing process of review and evaluation should now
be used to decide whether any improvements, additions or
changes can and should be made to the PMIS process
that will increase its level of sophistication.

Taking into account the pace at which the personnel can
adapt to the change the PMIS should be part of a process
of the gradual introduction of improvements and adjust-
ments that enhance the usefulness of the system, to both
the Waste Water Management Companies and to other
related organizations.
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PHU LUC 1: Vi DU MAU DON XIN VIEC

Ho va tén Ngay
Ngay sinh Gidi tinh
Dia chi hién tai S6 CMND

S6 BT

Sé bang lai xe

Qua trinh hoc tap

Ph thong co' s& -
Tén trwong, dia diém

Phé théng trung hoc
— Tén trwdng, dia

diém
T Dén T Dén
Cao dang/dai hoc — Cac khda hoc khac
Tén trwong, dia diém (nght vu quan sw,

V.V.LL):
T Dén Tw Pén
S& thich

Qua trinh cong tac, liét ké toan b cong viéc hién tai, trvdc day, bat dau bang cong viéc gan day nhét,

ké ca di nghia vu néu c6

Tén co quan

Pén

Thang/Nam | Thang/Nam

Hoténcap | Ly do théi
trén,trl_fc viéc
tiép

Lwong
thang

Mo ta cong
viéc

3

4

Chung t6i c6 thé lién hé v&i cap trén clia anh (chi) theo céac dia chi trén dwoc khdng?

Néu khong, xin cho biét dia chi clia ngudi ma chung téi cé thé lién hé:

Ghi chu:
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ANNEX 1: EXAMPLE OF AN APPLICATION FOR EMPLOYMENT FORM

Name

Date

Date of Birth

Sex

Present Address

Identity number

Tel. Number

Driver's License No

Indicate Dates You Attended School

Elementary — Name,
Location

High School — Name,
Location

From To From To
College/University — Other (Military Service,
Name, Location etc.):

From To From To
Hobbies

List Below All Present and Past Employment, Beginning with Most Recent, include military service, if

relevant

Company Name

From To
Mo/Yr | Mo/Yr

Name of Su-
pervisor

Reason for
leaving

Monthly

Job Descrip-
Salary P

tion

3

4

May we contact the employers listed above?

If not, indicate which ones you do not wish us to contact:

Remarks:
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PHU LUC 2: Vi DU MAU DANH GIA NHAN VIEN THEO MUC TIEU

Mau Panh gia Nhan vién

Ho tén nhan vién:

Vi tri cbng tac:

Tén clia Nguwoi Giam sat:

Vi tri cila Ngwoi Giam sat:

Dia diém: Ngay:

Ban co6

nhi*ng diém manh chinh nao dé phuc vu céng viéc ctia ban?

1

2

3

Trong mét ndm qua, theo ban thi phdm chét nao clia ban la quan trong nhat déi véi cac muc tiéu
cta don vj ciia ban?

1

2

3

Cacwu

tién coéng viéc hodc cac muc tiéu chinh cta ban trong ndm nay la gi? (hodc ban da xac

dinh dwoc rdi hodc maéi chi la cac dy dinh)?

1

Ban da thwe hién cong viéc bang cach nao tét nhat dé dap (rng cac wu tién hodc cac
mong doi nay?

2 Cai gi ban c6 thé lam tét hon dé dap &ng cac wu tién nay?
Nhirng diéu gi ma don vi clia ban cé thé lam dé hé tro ban tét hon trong viéc dap (rng cac
wu tién nay?
Trong 1 ndm qua, ban da dé& xuat hodc khéi xwéng cac y twéng hodc dw an nao?
1
2
3
Diéu gi lam ban that vong nhat hodc nguyén nhan xau xa clia sy that vong trong ndm qua?
1
2
3
Egg ¢6 nhitng diém yéu nao hodc cac mét nao can cai thién ma ban muén thuc hién trong ndm
i
1
2
3

Nhu cau hé trg ban tir phia co quan 1a gi? (thanh vién trong phong, trudng phong, nhan vién khac,
hoac cac ngudn khac) dé ho trg ban dé cai thién hiéu qua cong viéc ciia ban trong cac linh vic

nay?

1

2
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3

Béng cach ndo co quan co thé dé bat ban trong viéc phat trién con nguoi va nghé nghiép trong
nam t&i?

1

2

3

Néu mudn cé cac thay dbi, thi nhirng thay déi ndo ban mudn thao luan vé cong viéc clia minh hodc
vai trd ctia minh trong co quan?

Cac muc tiéu hiéu qua cong viéc hodc cac wu tién cdng viéc nao ban mudn xay dwng cho nam t&i?

Cac y kién dong gop chung

Nguwoi phdng van ky: Nhan vién ky:
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ANNEX 2: EXAMPLE OF GOAL ORIENTED STAFF STAFF EVALUATION FORM

Staff Evaluation Form

Name of Staff member:

Staff Position:

Name of Supervisor:

Supervisors Position:

Location: Date:

What are the key strengths you bring to your job?

1

2

3

Over the past year, what do you see as your most significant accomplishments to the goals of the
office?

1

2

3

What were your major work priorities or goals for this year (either established by Member or expec-
tations that you set for yourself)?

1 How well did you do in meeting these priorities or expectations?
2 What could you have done to better meet these priorities?
3 What could the office have done to better support your efforts to meet these priorities?

What ideas or projects did you propose and/or initiate over the past year?

1

2

3

What were your greatest disappointments or sources of dissatisfaction over the past year?

1

2

3

What are your weaknesses or areas for improvement that you would like to work on next year?

1

2

3

What support do you need from the office (Member, Chief of Staff, other staff, or other resources)
to assist you in improving your performance in these areas?

1

2

3

How can the office promote your overall professional and personal development in the coming
year?
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1

2

3

What changes, if any, would you like to discuss in your job or your overall role in the office

1

2

3

What performance goals or work priorities would you like to establish for next year?

1

2

3

General Comments

Signature Interviewer: Signature Staff member:
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