1. Mau phiéu yéu ciu tuyén dung so6 1
CONG HOA XA HQI CHU NGHIA VIET NAM
TEN PON VI
Doc lap - Tu do - Hanh phuc
PHIEU PE XUAT NHU CAU TUYEN DUNG
Hinh thite Hop dong lao déng

1. Ly do dé xuat

Khoi lugng cong viéc don vi:

Thuc trang nhan lyc don vi:

2. Théng tin vi tri cin tuyén

Chtrc danh vi tri: | So lugng:
Ngay can nhan su: Trinh d6 hoc vén:
G161 tinh: Tuoi:
0 Cao dang
0 Pai hoc

Chuyén nganh dugc dao tao:

0 Sau Pai hoc (cu thé):

MO TA CONG VIEC CO BAN:

3. Yéu cau

1. Trinh d§ Ngoai ngi:

2. Trinh d6 Tin hoc:

3. Kinh nghiém lam viéc:

4. Ching chi can co:

4. Théng tin khac (néu c6)

Ngay // Ngay // Ngay //
Hiéu trwéng Phong To chirc can bd Truéng don vi yéu ciu

2. Mau phiéu yéu cau tuyén dung sb 2



Noi dung co ban cua mau phicu yéu cau tuyén dung nhu sau:

PHIEU YEU CAU TUYEN DUNG
(RECRUITMENT REQUESTING FORM)

(Ap dung cho vi tri cao cdp, nhdn vién van phong va phan xwéng — Apply for Senior, Office Staff
and Workshop Applicants)

I- YEU CAU CHUNG (General Requirements)

Phong ban/ B$ phan (Dept/Sec): Trinh d9 hoc van (Education Level):
Vi tri tuyén dung (Position): 12/12 (High School)

Gidi tinh (Sex): qNam | Tudi (4ge): )

(Male) q Nit (Female) Trung cap (Middle Level School)

Ngoai hinh (dppearance): Can (Necessary) Cao ding (College)

Twong dbi (Uncertain) bai hoc (University)

Khong can (Unnecessary) Trén dai hoc (Postgraduate)
Kinh nghi¢m lam viéc (Working CHUYEN MON (Specialities):
Experience):

T
T
T
N

Trén 5 nam (Over 5 years)

Khéng can (Unnecessary)

MO TA CONG VIEC CO BAN (Description of Basic Work):




II- YEU CAU VE KY NANG (Skill Requirements)

1/ Trinh d¢ ngoai ngix (Lanaguage Skills):

+ Tiéng Anh (English): Level A Level B Level C Unnecessary

+ Tiéng Phap (Frech): Level A Level B Level C Unnecessary

+ Tiéng Hoa (Chinese): Level A Level B Level C Unnecessary

+ Khac (Others)  : Level A Level B Level C Unnecessary

2/ Trinh do vi tinh (Computer Skills): 3/ Lap ké hoach (Planning):

Word Powerpoint Tuan (Weekly) Nam (Yearly)

Excel Internet Thang (Monthly) Trén 01 nam (Over yearly)
Access Solomon Quy (Quarterly)

Khac (Others):

4/ Tinh sang tao (Creative):

Tao ra nhiing cai tién nho trong pham vi cong
viéc.
(Create improvements in field of operations)

Tao ra nhing cai tién nho trong pham vi cua
bd phan
(Create improvements in field of department)

Tao ra nhitng kiéu dang san pham méi cho
Cong ty
(Create new styles/models of product)

Tao ra nhan hi€u, bao bi co strc thu hut
(Create attractive trade mark, brand name,
packages)

Tao ra nhitng san pham méi cho Cong ty
(Create new products)

C6 nhitng ¥ tuéng moi vé loai hinh kinh
doanh, quan 1y
(Initiate new ideas of business, management

type)

5/ Hiéu biét (Comprehensive):

Hiéu rd cac ménh 1énh, chi thi lién quan dén cong
viéc

(Understand clearly orders, instructions of
working)

Hiéu rd cac ké hoach 1am viéc ciia nhoém hodc bd
phan

(Understand clearly working plans of group or
dept.)

C6 thé nam bit, cap nhat thong tin lién quan dén
cong viéc
(Understand, update information of working)




6/ Kha niang giai quyét cong viéc(A4bility to
solve problem):

Cong viéc can giai quyét nhanh chong, chinh
xac
(Solve the work quickly, accurately)

Cong viée can giai quyét can than, ty mi
(Solve the work carefully, in detailed)

Cong viéc can giai quyét trong thoi han dugc
quy dinh
(Solve the work in the time-limit)

7/ Kha ning phan quyét (4bility to make
decision):

Cong viéc khong can phan quyét
(Unnecessary to make decision)

Khi ¢ cac huéng dan/ chi thi chung can dua ra
cac quyét dinh tic dong dén két qua 1am viée cua
bd phan/ Cong ty

(Ability to make decision that can impact on the
results of sec./company)

8/ Kha ning thuyét phuc (4bility to
pursuade):

Khong can thuyét phuc nguoi khac
(Unnecessary to pursuade others)

Can thuyét phuc céac thanh vién trong nhom/
bd phan

(Need to persuade other members in
group/sec.)

Can thuyét phuc s lugng khach hang khé tinh
(Need to persuade amount of fastidious
customers)

Can thuyét phuc cép dudi hodc sé luong 16n
cong nhan

(Need to persuade juniors or amount of
workers)

9/ Nang luc lanh dao (4bility to lead):
Khong can (Unnecessary)
Lanh dao mot nhom (Lead one group)

Lanh dao mot phong ban/ bd phan (Lead one
Dept./Se.c)

Lanh dao trén 300 nguoi (Lead over 300 staffs)

Lanh dao mot Cong ty (Lead a company)

I1I- SUC KHOE (Health)

Can thé hinh (Body): Cao (Height):

m; Nang (Weight):

Can st lyc dic biét (Special Strength Requirement)

Strc khée du dam bao cho cong viéc (Physical fitness for working)

Khong can thi (Bright eyes — not being myopic)

IV- GIAO TIEP (Communication)




Khong can giao tiép v4i bén ngoai Can giao tiép v6i nhiéu ngudi trong Cong ty
(Unnecessary to communicate outside) (Need to communicate with many people in company)

Can giao tiép v6i khach hang trong va ngoai nudc Can tiép xtic voi cac co quan bao dai, truyén
thong
(Need to communicate with local and foreign customers) (Need to contact with media)

Can tiép xtic vdi cac cap chinh quyén dia phuong, trung wong
(Need to contact with local and central authorities)

* Ghi chi (Notes):

- Anl/ chi dién truc tiép trén mau form (Fill directly on the form)

- Chon va danh dau (x) vao 6 twong tmg (Choose and cross in correclative boxes)
Ngay (Date) ..... thang .....nam 20...

Trudng bo phan/phong ban
(Chief of Dept/Sec)
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