\(/ MO TA CONG VIEC Mamtal Il?u: ABC02/MTICO03
N INTERNAL TRAINING Phien ban: 01

Kokl Spe Ngay ban hanh:03/02/2023
Pon vi HERBAL SPA
Chirc danh INTERNAL TRAINER (IT — NV DAO TAO NOI BO)
Quan ly truc tiép L&D Manager
NGi lam viéc DA NANG/HOI AN

I. MUC PICH CUA VI TRI CONG VIEC

- T6 chrc, trién khai va gidm sét cac chuong trinh dao tao ndi bd tai Herbal Spa nham
nang cao nang luc chuyén mon va ky nang cho nhan vién.

- Dam bao moi hoat dong dao tao dién ra hiéu qua, dung ddi tugng, ding ndi dung
va gan lién véi tiéu chuén néng luc Herbal.

- La cau ndi gilra L&D — cac phong ban — trainer ndi bd, dam bao ké hoach dao tao

dap Ung ddng nhu cau phat trién déi ngli va muc tiéu té chirc.

II. SO PO CO' CAU TO CHUC: (Pinh kém trich doan ciua so dé té chirc co 1
cap o' trén va 1 cap o dudi cua vi tri nay)

K
YEU CAU VE NANG LUC YEU CAU VE TRINH PO
(Ky ndng) (Bang cap, ching chi va hiéu biét)
- Ky nang lap ké hoach va hoach |- Cé chiing chi Train The Trainer (tUng trai qua
dinh cong viéc khoa huan luyén lam trainer)

- Ky ndng dao tao huén luyén - Hiéu biét vé t6 chirc: lich st hinh thanh, gia
- Ky nang giao ti€p, phan hoi tri nén tang (tdm nhin, s& ménh, gia tri cot
- K¥ ndng dam phan, thuyét phuc 3i...), cdu tric té chirc, ca ché phdi hgp chic
- KV nang diéu phoi nang cac phong ban...
- K¥ nang danh gia sau dao tao - Nam cac quy dinh phap ly lién quan dén lao
- K¥ ndng td chirc dao tao ddng, an toan, vé sinh, va PCCC.
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- K¥ nang lam viéc nhém

vu, su ho trg

qua sau dao tao

- Hiéu biét vé céng viéc: ID, quyén va nghia

- C6 kién thuc vé chuyén mon dao tao, khao
sat nhu cau va thiét ké chuang trinh hoc
- C6 hiéu biét vé cac thang do danh gia hiéu

III. CAC TRACH NHIEM VA NHIEM VU CHiINH

Trach nhiém

Nhiém vu

Két qua dau ra

1. T6 chirc dao
tao hoi nhap /

- Chuén bi ndi dung, tai liéu, thiét bi
va khong gian dao tao.

- 100% nhan vién mdi dugc
dao tao dinh hudng trong

dinh hudng - Lén lich, mg@i trainer, quan ly danh | 3 ngay dau.
sach nhan vién mdi. - Phan hoi hoc vién > 90%
- Theo ddi, danh gid két qua sau budi [ hai long.
hoc. - Két qua danh gia NVM
2.Paotaoky |- Xay dung va t6 chirc I8p ki ndng | - Ti thiéu 2 chuong trinh

nang mém va

k¥ ndng bé trg

mém cho cac phong ban (giao ti€p,
teamwork, time management, v.v).

- Theo doi két qua hoc tap va Ung
dung thuc té.

soft skill/quy.
- Hoc vién ap dung kién
thirc vao cong viéc thuc

té.

3. Khao sat
nhu cau & lap
ké hoach dao

- Thu thap thong tin nhu cau dao tao
tUr cac phong ban.
- Phan tich khoang cach nang luc

- Ké hoach dao tao dap Ung
nhu cau thuc t€ = 90%.
- Dugc duyét dung han.

tao (gap analysis).
- Lap ké hoach dao tao quy/nam trinh
duyét.
4. Tim kiEm & | - Tim ki€ém, danh gia, lua chon vendor | - 100% vendor dap Ung
lam viéc véi hodc trainer phu hgp. tiéu chi chat lugng & chi
vendor / - bam phan ngén sach, soan thdo | phi.
trainer hdp déng, theo ddi chat lugng budi | - Chuong trinh dat chuén

hoc.

noi dung va hiéu qua.

5. T6 chic &
danh gia dao

- Diéu phéi budi dao tao, ghi nhén
phan hoi, kiém tra sau dao tao.

- TGi thi€u 4 chuang trinh
dao tao ndi bd/nam dugc
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tao dinh ky - T6ng hop két qua va bdo cdo hiéu | trién khai ding k& hoach.
qua (hiéu suat, hanh vi, ndng luc). - Hiéu qua dao tao do dudc
(Kirkpatrick Level 3).
6. Diéu phoi - Xac dinh trainer phu hgp véi tirng | - 100% module cé trainer
module & module (theo chuyén mon, ndng | du nang luc.

trainer noi bo

luc, kha nang giang day).

Theo doi chat lugng giang day va
phan hoi hoc vién.

Dé xuat danh sach trainer tiém nang

cho L&D Manager.

- Diém danh gid trainer >
8/10 tu hoc vién.

7. Béo cdo &

cai tién lién tuc

Thu thap phan héi, danh gid hiéu
qua chuong trinh, dé xuat cai tién
ndi dung va phudng phap hoc.

Cap nhat xu hudng dao tao hién dai
blended

(E-learning, learning,

coaching).

- Chugng trinh hoc ngay
cang hap dan, hiéu qua.
- Mdc d6 tham gia dao tao

tang = 20%/nam.

8. Tuan tha &
dai dién
thuong hiéu

Thuc hién ding déng phuc, quy tac,
thai gian lam viéc

Giao tiép dung chudn thuang hiéu
Herbal (ngon tur, thai do, hanh vi)
Tuan tha su sdp dat, chi dao va bd
tri cong viéc (k& ca nhém viéc mai)
tu cap quan ly

Tham gia day du cac hoat dong
chung clia cdng ty 1an phong ban

Hb trg tuyén dung va marketing

Phéi hgp ndi bd phong L&D va cac
phong ban khac theo chdc ndng quy
dinh tai Quy ché t6 chirc

- Thé hién hinh anh thuong
hiéu Herbal trong tung
tuagng tac

9. Cac cong

viéc khac

Thuc hién cac cong viéc theo su
diéu dong tu cap trén

Tham gia nhiét tinh (vd huéng dan
nhdm cung tham gia) cac chuang
trinh ctia HR (tuyén dung, khao sat,

- bam bao cac hoat dong
chung dugc hudng U'ng

- Cac cong viéc chung dugc
dién ra thuan Igi, hiéu qua
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danh gia ...), cua Marketing (share
bai, tri an khach hang, tim kiém
khach mdi, CSKH...),...
- Thuc thi cac ké hoach chung toan
cty (tai cau truc, van hoa, cai tién...)
- Tham gia tat ca cac hoat dong
chung (YEP, Teambuilding ...)

IV. THONG TIN KHAC VE CONG VIEC NEU CO

Luong 9 - 12 triéu
. - T6i thi€u 1-2 ndm kinh nghiém trong linh vuc L&D, HR hodc dao tao
Kinh nghiém .
ndi bo
Gidi tinh \vg
Do tudi 25 — 40 tudi

Uu tién chdng chi ngoai ngir Anh - Han - Trung - Nhat cd ban.

Ngoai ngir o a L i s -
goaing Néu khong co thi sé dao tao sau tuyén dung.
Vi tinh Biét sir dung Word, Excel, Power Point
Internet Biét st dung internet d€ tim hi€u kién thirc lién quan chuyén mén

- Chinh truc — Tan tam — Ky luat — Dam chiu trach nhiém.

- C6 kha nang két ndi va truyén cam hdng hoc tap
Thai do va to

. - Thai do tich cuc, vui vé
chat

- Chl ddng, chi tiét, chuyén nghiép, yéu thich hoc tap va phéat trién

con ngugi.

V. CAC QUYEN LOT KHAC

Xét tang lwong hang nam

- 12 ngay phép nam huéng lwvong

- Lwong thang 13 theo két qua kinh doanh

- Thwéng cac dip |1& Ion

- Company trip hang nam

- BHXH ngay tir thang dau chinh thirc

- Dao tao ndi bé & 16 trinh phat trién ré rang

- Hé tro chi phi dao tao tham gia cac khoa hoc nang cao ky nang va nang
lwc chuyén mén
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VI. THONG TIN LIEN HE

- Hotline/Zalo: 0346 750 784 (P. HCNS)
- Dia chilam viéc: 15 An Cu 5, Phwdng An Hai, Thanh phd Ba Nang
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