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DANH SACH CAC VIEC CAN LAM DANH CHO NHAN VIEN MOl

Thong tin B6 phan Nhan sw

Nhan vién m&i: Chi nhan nhan vien mai se tiép nhan - Ngay vao lam Nhdp ngay vao lam

Ngwoi chiu trach nhiem:

Muc dich

- Giup Phong nhan st thurc hién qua trinh Hoi nhép cua nhan vién dwoc nhanh chong, déy di va
tuan thu ding quy trinh héi nhép céng ty quy dinh, g/am thiéu sai sot ttr Bo phan nghiép vu

Nhan swvén hanh véi cac tac vu danh cho nhén vién maoi.

- Giup gia tdng mirc d6 hai long cua nhén vién méi khi dugc tiép nhdn chao dén, trén trong ngay

ttr ngay déu tién voo lam viéc

- chg checklist nay duoc nhan vién tuyén dung st dung trudc va trong ngay-dam vigc dau tién

cua nhan vién.

Hwéng dan lap mau

- V6i méi dong cong viec, ban can tra 16i: Yes (Ba hoan thanh)/Ne (Chura thurc hién) - Ghi chu
thém thong tin néu ban co théng tin khac can phan anh/dé xugt/trao doi.

- Néumét dong cong viec o] trang thai chuwra hoan thanh, ban'can ghinh@n y kién ca nhan hodc

ly do ma ban biét vi sao céng viéc dé chura duoc thuc hién

Danh sach céng viéc can thwc hign

két khac (néu co)

Céng viéc Tinh trang Ngay Chi chu
Da g&i thong bao chung dén cacBé | [ Yes Nhap ngay hoan tat Click or tap here to
phan vé viéc nhan vién moi 0 congviee neneo ter text
No enter text.

Da trao doi v&i Quan ly vé muc tiéu (] Yes Nhap ngay hoan tat Click or tap here to
thCr viéc cua nhan vien méi O No Cong Viee neneo enter text
Da kiém tra viéc hoan tat cac nhiem (1 Yes Nhap ngay hoan tat Click or tap here to
vu tiép don nhan vién méitr cac Bo | I No Cong Viee neneo enter text.
phan da g&i thong bao phéi hop
Da nhap thong tin Nhan vien vao hé | [ Yes Nhap ngay hoan tat Click or tap here to
thong/File quan ly L1 No conevieenenee

enter text.
Da trao doi Nhan vién moi vé thong L] Yes Nhap ngay hoan tat Click or tap here to
tin can chuan bi gl khi dén nhan viec | O No congviEe e eo enter text.
Da gdi cho Nhan viéen méi huwdng Ul Yes Nhap ngay hoan tat Click or tap here to
dan tra cru (neu co hé thong ] No congviEe e eo ter text

enter text.
online)/hodc S6 tay nhan vién
Gidi thiéu qua v&inhan viéenvé Quy | O Yes Nhap ngay hoan tat Click or tap here to
dk:nh Nghl viéc riéng trong giai doan O No Cong Viee neneo enter text.
thir viéc
Da kiem tra cac bwdc can thwc hién [ [ Yes Nhap ngay hoan tat Click or tap here to
g|u’a Quan Iy truwc t|ep va Nhan vién ] No congvieeneneo enter text.
m@i can thye hién theo quy trinh
Thir viec
Da cho nhan vién ky Ban cam két L] Yes Nhap ngay hoan tat Click or tap here to
Bao mat thong tin va cac loai cam L] No conevieenenee

enter text.
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Da gidi thiéu cho nhan vién toanbo | O Yes Nhap ngay hoan tat Click or tap here to
noi lam viéc (company tour) vé: vitri | O No congvEe el enter text.

lam viéc, nha &n, thw vién, phong

bac si, nha vé sinh ..

Da kiém tra viéc cap phat cac tai L] Yes Nhap ngay hoan tat Click or tap here to
nguyén mang, thlet bi lao dong, ban L1 No congviEenenee enter text.

ghe Iam viéc, may moc ... ma nhan

vién can nhan da hoan tat

Da nhan dwgrc cac thong tin can bo 0] Yes Nhap ngay hoan tat Click or tap here to
sung cua nhan vién mé&i trong ngay O No congvieeneneo enter text.

lam viéc dau tién

Da nhan théng tin vé tai khoan 0] Yes Nhap ngay hoan tat Click or tap here to
chuyen khoan thu nhap hang thang U No consvEeneRee enter text.

cua nhan vién méi

Dién cac myc cong viéc khac tuy L] Yes Nhép ngay hoan tat Click'ortap here to
theo thFC te ] No cong Vviéc néu co enllr te)

Pién cac myc céng viéc khac tuy Ul Yes Nhap ngay hoan tat Click ortap here to
theo Z'/’)U’C f@ ] No cong VIec neu <o enter text

Dién cac muc céng viéc khac tuy U Yes Nhép ngay hoantat Click or tap here to
theo thuc té ] No cong viéc néu co enter text

Dién cac myc céng viéc khac tuy L] Yes Nhap ngay hoan tat Click or tap here to
theo f/’)LFC te ] No cong viéc néu co enter text

Dién cac myc céng viéc khac tuy L] Yes Nhap ngay hoan tat Click or tap here to
theo thU’C te ] No K O enter text

Dién cac myc cong viéc khac tuy L] Yes Nhap ngay hoan tat Click or tap here to
h h Z‘ l:‘ N cong viec neu co

theo thuc té 0 enter text.

Vé chung téi/About us:

Lac Viét luén tw hao la don vi phcrt trién phan mém Viét véi G/o/ phap Eh_qn_m_emﬁmn_wb_qw hat hanh ra thi
trirong som nhat Viét Nam ngay tir nhitng ndm dau 1998 va la Giai phap phan mém ap dung cac ky thugt céng
ngh¢é phat trién hién dai, tién tién nhdt trén thi trwdng hién nay/ Lac Viet is o/ways proud to be a Vietnamese
software company that developed and released the Human Capital Solution in early 1998, i.e. the first software
application of this type in Vietnam, and it is now the software solution applying the most advanced and newest
development technology on today’s market.

San pham duoc xdy dung tuan thu cac yéu cau vé Quan tri chét luong va Nguyén tdc Bao mdt quy dinh theo tiéu
chuén quéc té€ CMMI Level3, ISO 90012015, 1SO27001:2013/ This product meets the requirements of quality
management and security protection as prescribed by CMMI Level3, ISO 9001:2015, ISO27001:2013.

San phém phu hop va dép tng yéu céu theo lugt dinh vé Quan ly Lao dong-Thué Thu nhdp ca nhéan-Bao hiém bt
buéc tai cac nwéc Viet Nam, Trung Quéc, Campuchia va se phat trién dén cac nwéc khac trong tuong lai/This
product complies with the regulations on Labor, Personal income tax, Mandatory insurance in Vietnam, China,
Cambodia and will spread to many other countries in the future.

0901.555.063

curehcs@lacwviet. com.vin

Lac Viét 2020 - All rights reserved-Design by NTTDUNG Trang 2 | Biéu s6: 002 - Onboarding-HR Dept
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