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I- OBJECTIVE : I- MUIC NiCH :

To ensure that recruitment and selection of
employees is best suited to the requirements
of the Company.

IL. POLICY

1. HR, in co-ordination with  other
departments, will organise, implement and
control the recruitment process as well as
engagement of all employees.

2. Approval of employment must be co-signed as
follows:
2.1 GD and HR Mgr for all office employees
at staff and supervisor level.
2.2 GD and HRD Indochina with HRM ‘s
concurrence for all office staff at manager
level.
2.3 For production staff, Factory Manager will
co-approve with HR Mgr for staff and
supervisory level, and with HRD Indochina
and HR Mgr’s concurrence for manager level.

3. Salary will be proposed by HRM with GD’s
approval for all staff except for manager
level which need to be approved by GD and
Director Indochina

4. HR, in co-ordination with line managers,
will propose to fill the job vacancies, first
priority, by promoting current employees
with  the required experience and
qualification . In case no employee from
internal source can meet the requirements,
then the new recruitment will be carried
out.

III. PROCEDURE
1. Department Head fills in the Manpower
Requisition and sends to HR.

2. Approval of the employment will be in
compliance with the above stated policy

3. After the approval of employment HR will
proceed with the recruitment through the
appropriate channels. These include :

- Internal announcement

= Advertisement in the media channels

= Labour supplying agencies

Nea fatim bafio vieic tuyedn choin nhain viean phue
héip voui nhodng yeau caau cula coang ty.

II- CHINH SAUCH :

1. BP Nhaan s6i sed phoai hdip voui catic bod phain
liean quan fied toa chouc thdic hiedn vae kiedm
soaut quau trinh tuyean duing cudng nho cauc
cam keéat thoGia thuaén voui nhaan viean.

2. Viedc tuyean duing phaii do cauc bean cueng kyu
duyedt nho sau:
2.1. TGN vag GN NS cueng kyu duyeiit fioai voui
nhaan viedn t6@ caap Supervisor trol xuoang.
2.2. TGN vag GNNS Noang Dédng cueng kyu
duyeit voui soi foang yu cutia GNNS fioai voui
nhaan viedn caap Manager.
2.3 Noai voui nhain viean bod phaiin safin xuaat
toe caap Supervisor trot xuoang, GN nhag maty
vao GNNS cueng kyu duyeit. Noi voui caap
manager, GN nhag matly vag GNNS ND cugng
kyu duyeit voui soi fioang yu cutia GNNS

3. Mbuc 166ng sed do GN NSi fiea ngho vag TGN
duyedt cho moii nhaan viean, ngoaii trog caap
manager caan coul sdi chadp thuain cutia TGN vae
GN Nhaan s6i Noang Doong.

4. BP Nhaan sdi sed thatio luaén voui cauc troding
bod phaén liedn quan fieé fiea xuaat boa nhiedm
cauc vo tri troang baéng cauch 6u tiedn fiea bait
cauc nhaan viean cou kinh nghiedm vag chuyeén
moan theo yeau caau. Trong tro6eng hoip, khoang
cou nhadn viean nago faup éung fiddic cauc yeau
caau fiea ra thi viedc tuyean duing moui sed
66ic tiean haenh.

IV THUU TUIC
1. Troolng bod phadn fiiean vago phiedu yedu caau
nhaan s61 vag goli vea BP Nhaan soi.

2. Viedc kyu duyedt phieau yeau caau sed thoic hiedn
theo chinh satich neau trean.

3. Khi i66ic duyeit, BP Nhaén s61 sed thoic hiedn
viedc tuyean duing thoang qua:

= Thoéang tin nodi bod
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= Labour Department recommendation

4. HR. will shortlist / screen all applicants and
organise the first interview and to do some
tests (if necessary).

5. The second round will be conducted by HR..
and Line Manager.

6. The third interview (applied only for manager
level up) will be conducted by General
Manager and/or HRD Indochina for final
decision on the issue of Employment Offer

7. HR issues offer of employment with major

terms & conditions of employment. The
offer will be signed by HRM and GM

8. Before issuing the offer of employment, if

necessary, HR  will investigate the
background /qualification /  personal
behaviour of the employees with
references...

9.  The official contract signed by GM and
HRM with the staff the will be delivered
after the confirmation of successful
probation from line manager.

10. HR will be responsible for the labour
registration at Management Board of the
Industial Park and Labour Department.

11. HR is responsible to execute the orientation
policy/procedure.

12.The new employee has to provide HR.. with
all necessary personal data, personal
document within 02 weeks after work
starting.

V - DOCUMENTATION
- Manpower requisition .
- Interview Assessment form

10.

11.

12.

Quating cauo trean cauc phodng tiedn truyean
thoang

Doch vui gioui thiedu viedc lagm

Gioui thiedu culia phoeng lao fiodng

BP Nhaan so6i sed saong loic cauc dung vieédn, saép
xeap photling vaan so bod & thdic hieén catc baei
kiedm tra (nedu caan).

BP Nhaan soi cueng voui cauc Trodlng bod phadn
liean quan thoic hieén pholing vaan laan 2.

To&ng Giaum Noac vag/hoaéc GN Nhaan soi
Noang déong sed phofing vaan ladn 3 (cha fioai
voui cadp manager ) fied quyeat fionh cuodi cugng
cho viedc phaut haenh Giady chaap thuain tuyean
duing.

BP Nhaan soi phaut haenh Giady chadp thuaén
tuyedn duing voui cauc fiieau khoalin vae flieau
kieéin chinh vea s60 duing lao fioing. GN NS vae
TGN kyu giady nagy

Troouc khi phaut hagnh Giady chadp thuadn
tuyean duing, nedu caan, BP Nhaan s61 se0 fiieau
tra trinh fiod/chuyedn moan/ t6 cauch culia nhain
viedn doia vago ngdowi gidui thiedu...

Hoip fioang chinh théuc kyu boti GNNS vag TGN
voui ngddei lao fioding sed N6dic phaut hagnh sau
khi cou xauc nhaén thot viedc thasnh codng cutia
cauc Troo6lng boé phaén.

BP Nhaan s6i cou trauch nhiedm tiedn haenh thut
tuic fiaéng kyu cho Ban Quatin Lyu cauc khu
coang nghiedp vag Phoeng lao fiodng.

BP Nhaan so6i cou tratuch nhiedm thoic hiedn viedc
giafii thich/h6oung dadn toang quaut cho nhadn
viean moui.

Nhaén viean moui phati cung cadp cho BP Nhaan
$01 cauc thoang tin/hod s6 caut nhadn caan thieat
trong voeng 02 tuaan sau khi baét fadu lagm viedc
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RECRUITMENT

V - CHOUNG TOO
= Phiedu yeau caau tuyeén duing

= Maau phoiing vaan
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