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1. MUC PiCH

Quy trinh nay dugc xdy dung nhim théng nhét cach thic thyc hién cong tac dao tao cho

toan Céng ty nhim:

- Cap nhat kién thirc méi cho nhén vién, gitip nhan vién p dung thanh cong nhitng thay

doi vé cong nghé.

- Chuén bi doi ngi can b quan ly ké cén, tao cho ho nhiing k¥ nang can thiét cho céc co

hoi thang tién.

- Khuyén khich, ddng vién nhén vién. Thoa man nhu cau phat trién ctia nhan vién.

- Pao tao nhiam khong ngimg hoan thién va ning cao k§ nidng chuyén modn cua

CNV dé dép ung nhu cdu ngdy cang phat trién ciia cong viéc va muc tiéu phat trién lau

dai cua Cong ty.

2. PHAM VI AP DUNG

- Ap dung cho toan bo CBCNV Cong ty.
3. TAILIEU VIEN DAN

- Tiéu chuin ISO 9001:2015

4. PINH NGHIA/ TU VIET TAT

- KHDT: Ké hoach dio tao.

- NCDT: Nhu cau dao tao.

- PDNDT: Phiéu dé nghi dao tao.

- PDGDT: Phiéu danh gia dao tao.
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5. NOI DUNG:

5.1. Lwru d6 qua trinh dao tao

Cap nhét hé so dao tao

Trich nhi¢m “Tién trinh Biéu miu
Phiéu dé nghi dao tao
GDB/Trudong BP/ca nhan Xéc dinh NCDT QF-08-01
Vin phong — Ké hoach dao tao QF-
Lap ke hoach dao tao 08-02
Y
Gidm déc Q>
Vian phong ¥
/Bd phan thuc hién Lap chuong trinh chi tiét Chuong trinh dao tao
cho tirmg khoéa dao tao < chi tiét
QF-08-03
. b 4 1 3 ;
Gidm déc ggtuong trinh dao tao chi
Truéng b6 phéan Duyét QF-08-03
A 4 i
& ; g Danh sach th dé
Van phong Té chire thyc hién dio e
/B phén thyuc hién tao theo chuong trinh QF 08-04
duge duyét e
Bao cao danh gia két
Vin phong Danh i ch ok qua dao tao
/B9 phén thyc hién e QF-08-05
- ( Néu cd)
A - A =
Wi Tong hop cac biéu mau

va két qua hoat dong dao
tao

Vin phong
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Dién gidi quy trinh
5.1.1. Xdc dinh nhu cau dao tao
- Phan tich nhu cdu dao tao: Cac bd phan trong qué trinh lam viéc, phén tich tinh trang ndi
bd va bén ngoai, thu thap théng tin dé xac dinh nhu cau dao tao gdm:
+ Phan tich té chire: Phap luat, vin dé thay doi cong nghé, doi hoi khach hang, san
phdm mai, chién lugc phit trién cong ty. ..
+ Phén tich & mirc d9 thye hién cong viée: Phat trién danh muc cac nhiém vu; Nhan
dang céc kién thirc, ky ning, thai do can thiét cho cong viéc.
+ Phén tich con ngudi: thiéu hut k§ nang, nang lyc chuyén mén, danh gia hiéu qua lao
dong...
+ Ky thuit danh gia nhu ciu dao tao: Phong van, diéu tra; Phén tich va danh gia két
qua cong viéc...
- Két qua hoat dong xac dinh nhu ciu dao tao chi ra: ai 1a ngudi can duge dao tao? Noi
dung can dao tao 1a gi? Pon vi/ ca nhan dao tao? Thoi gian thuc hién?...
Cin ctt két qua phén tich nhu cau dao tao, ca nhan/Bo phén phai tién hanh lap phiéu dé nghi
dao tao QF-08-01 gtri cho Nhan vién phong HCNS.
5.1.2. Lap ké hoach dao tgo
- Nhén vién phong HCNS téng hop nhu cau dao tao clia cac bd phan Lap ké hoach dao
tao theo QF-08-02 tr}nh Giam doc duyét
Truong hop Giam doc khong duyét, Nhan vién phong HCNS.
5.1.3. Lip chwong trinh dao tao chi tiét

Péi voi dao tao ndi bd: bo phan chiu trach nhiém dao tao lap chuong trinh dao tao
chi tiét theo QF-08-03, 1ap tai li¢u dao tao guri vé Vian phong trudc it nhat 2 ngay dao tao, dé
Vin phong in an, photo tai li¢u (néu can).

Péi véi dao tao bén ngoai: Van phong chiu trach nhiém lap chuong trinh dao tao chi
tiét va lién hé v6i don vi dao tao vé ndi dung chuong trinh hoc, thoi gian, hoc phi va cic van
dé c6 lién quan trinh Giam ddc duyét
- Van phong 1dp danh sach nhan sy tham gia khoa dao tao QF-08-04.

Vin phong guri thong bao dao tao cho nguoi €0 trach qhiém dao tao, bo phén c¢6 nhan vién
tham gia khoa dao tao. Cac bo phan co y ki?n phan hoi vé khoa dao tao phai bao lai cho Vin
phong cham nhat 1a 02 ngay trudce khi bat dau khoa dao tao.

5.1.4. Tb chirc thuce hign dao tao

- Vin phong phai chuén bj diy du cac phuong ti¢n (trong diéu kién cho phép): phong hoc,
thiét bi hd trg giang day, nudc uong, tai liéu....dé phuc vu cho khéa hoc va c6 trach
nhiém theo dai sudt thoi gian dién ra khoa hoc.

- Ngudi dugc cir tham gia cac khoa dao tao ndi bd hodc bén ngoai Cong ty phai chép hanh

nghiém tac cac ndi qui chung cua 16p hoc, cac thong béo - quy dinh riéng déi véi timng
khéa hoc va quy ché dao tao ciia Cong ty.
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5.1.5. Ddnh gid qud trinh Dao tao

- Dbi véi dao tao bén ngoai: Két thic khoa dao tao, nhan vien dugc dao tao lap Béo céo
két qua dao tao QF-08-05 bao céo trudng bd phén va gui vé Vin phong;

- Doi vai dao tao ndi bd - dao tao cong viée thuc té: Sau khi dao tao, ngudi dao tao danh gia
két qua ctia nguoi tham gia theo Phiéu dénh gia dao tao QF-08-06, c6 xac nhan két qua ciia
trudng b phén dugc dao tao.

- Dbi voi dao tao ndi bd - dao tao quy dinh/quy trinh, chinh sach, ty dao tao...: ngudi tham
gia dao tao ky xac nhan da tham gia khoa hoc.

- Can cir trén bao cdo danh gia dao tao, Van phong tién hanh xem Xét, co thé s& bd sung
hodc diéu chinh chuong trinh dao tao tiép theo dé dap (mg nhu ciu ning cao ning luc can b
cua cong ty.

5.1.6. Cap nhdt hé so dio tao

- Vin phong cdp nhét hd so dao tao cia cac bd phén va luu ho so theo quy dinh.
5.2.Cac loai hinh dao tao

5.2.1. Pao tao npi bj: Bao gdbm céc loai hinh:

- Dao tao hdi nhap: Ap dung cho tat ca CNV khi vao nh@n viée tai Cong ty. Noi dung chu
yeu 1a gi6i thiéu tong quét vé Cong ty, phd bién tom tat nhiing ndi qui, chinh sach, so dd
t6 chirc ctia cong ty.... do Vin phong td chirc thuc hién. Thoi gian, $0 CNV mo¢i tham dy,
thoi lugng,... s& duge thong bao cu thé t6i cac bd phén trude khi td chie.

- Dao tao trén cong viée thue té: Khi c6 nhan vién méi vao nhan viée tai bd phén hoéc
cé su thuyén chuyén/ dao tao nang cao cho nhén vién trong ndi bo. Trudng bo phan chiu
trach nhiém dao tao hodc cir ngudi ¢6 du kha ning dé theo doi, hudng din nhirng cong
viéc ma ho s& dam nhén sau nay. Két qua cua dao tao trén cong viéc thyc te thé hién qua
kha ning dap ung cong viéc ciia CNV, céc tai lidu lién quan dén cong tac dao tao duge
bd phén luu lai va giri 01 bd cho Phong Hanh chinh Ké toan.

-  Tw dao tao: CBNV tu dao tao nang cao trinh d§ chuyén mon théng qua sach, tai liéu

trén mang, tai liéu do cOng ty soan thao.
5.2.2. Dao tao bén ngoai
5.2.2.1. Cir CBNV di tham dur cdc khéa dao tao, cdc budi héi thdo, Idp hudn, toa dam.

Cin ctr trén ké hoach dao tao dugc duyét, khi t6i thoi gian dao tao do cac don vi bén
ngoai duge lya chon to chire, Vin phong s&€ nghién ciru cac don vi du nang lue dao tao dé cir
can bd di hoc, hd so bao gom:

+ Gidy thong bao m& 16p dao tao (ctia don vi bén ngoai to chirc);

+ Chuong trinh dao tao (gom: ndi dung lién quan, thoi gian, dia diém t6 chirc, giang
vién/td chire thuc hién, chi phi v.v...);

+ CV cuia gido vién truc tiép giang day;

+ Cac tai liéu dao tao (néu co).
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- B0 phan van phong téng hop cac ho so lién quan t6i khoa hoc, sau khi xem xét va danh

gia hiéu qua va cac loi ich cua khéa dao tao dem lai, by phan van phong va trudng bo

phéan sé& quyét dinh ctr can bo di hoc, kém theo cac chinh sach ho trg dao tao.

5.2.2.2. Moi chuyén gia vé giang tai Cong ty hodc té chitc khéa hoc tai mét dia diém ngoai

Céng ty

- Can cir vao nhu cdu dao tao, nghiép vu chuyén mon cua tirng bd phén, cac chuong trinh

hoc, bd phan vin phong lién hé, tim hiéu cac don vi thuc hién dao tao dua theo cic tiéu

chuan:

+ Chuong trinh hoc phai phi hop véi nhu cau dao tao ctia Cong ty.

+ Uy tin ctia cac Truong, Trung tam dao tao, chuyén gia giang day.

+ Hiéu qua cia 16p hoc phai dap tmg duge mong doi cia to chirc

+ Chi phi va thoi gian dao tao phai hop ly.

- Céc chwong trinh hoc, chuyén gia day do bd phén vin phong phdi hgp cing cac trudng

bd phén lwa chon, dé nghi va duge Ban GD Cong ty phé duyét.

6. HO SO
STT Tén hd so Mi sb Noi lru Thoi gian luu
1 | Phiéu dé nghi dao tao QF-08-01 Vin phong 1 ndm
2 | Ké hoach dao tao QF-08-02 Vin phong 1 nam
3 | Chuong trinh dao tao chi tiét QF-08-03 Vin phong 1 nam
4 Danh sach can bd/nhén vién QF-08-04 . SEE
- - X n_
tham gia khoa dao tao vanpaong
Béo céo danh gia két qua dao
5 o QF-08-05 Vin ki 3 nim
tao
Phiéu danh gia hoc vién sau =
6 i QF-08-06 Vin phong 3 ndm
dao tao
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