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0 TAI THUC vOMG TUONG LAI

HUGNG DAN XAY
DUNG KHUNG NANG
LUC & PANH GIA
NANG LUC
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Khung chudng Eggl\l]\lgl\li);\,\ll\lGXf\JcDUNG HUONG DAN DANH GIA NANG LUC
trinh : 5. Téng quan Vé danh gid nang luc
1. Téng quan vé khung nang luc

6. Cac phuang phap danh gia nang luc

2. Ung dung clia Khung nang I 7. Quy trinh trién khai danh gia ndng luc

3. Phuong phéap trién khai xay

dumng khung nang luc 8. Lién két két qua danh gia nang luc vdi

dao tao phat trién, quy hoach & d3i ngd
4. Quy trinh trién khai xay dung nhan su
khung nang luc 9. Téng két

Chuong trinh dugc xdy dung & thiét ké danh riéng cho Téng Cong ty Thudc
|4 Viét Nam - Trung tdm dao tao Vinataba véi muc tiéu trng dung Khung nang

luc & danh gia ndng luc trong cong tac Quan tri nhan su hiéu qua.



1.TONG QUAN VE
KHUNG NANG
LUC




Pinh nghia
nang luc

O Swk th pcyaKi nthdc, Ky nang va Th i dé trong
cong vi ¢, vadu cthé hi nkhithtec hi ncongvi ¢
b ng nhtsng hanh viquan s t, do lv ngva d nhgi
du c.

© Nang ltec la moty u té quy t dinh k t qua congvi c.

O Trong tam cxa nang ltsc la hanh vi thé hi n khi sir dHng
ki n thdc, ky nang va th i do trong céng vi c.

Nang ltec dv c gi¢i han béi 3y u td: Ki n thdc - K§ nang - Th i dd
(Knowledge, Skills, Attitude)
B4t ky y u t6 nao dan d n thanh coéng, dat hi u qua cao dé hoan
thanh cong vi c/hoat dong déu dv ¢ xem la Nang ltsc
- o Wil
®



Kién thuc
(Knowledge)

Khai niém

M6 ta nhirng thong tin,
su kién, quy luat thudc
linh vuc duoc hoc va
nghién clu tu truong
|&6p hoac duoc tich Gy
tr thuc té, tu cac
nguon tu liéu hodc tur
cac chuyén gia co kinh
nghiém.

Vi du

Kién thirc vé quan tri
kinh doanh;

Kién thic vé  san
pham/dich vu clia doanh
nghiép;

Kién thirc vé nganh nghé

kinh doanh ...
¢ E@
‘



Khai niém Vidu

M6 ta nhing ning Ky ndng giao tiép

luc hay kha ndng

chuyén biét ctia mot KV nang dam phan thuong

ca nhan vé mot hoac luong

nhiéu khia canh nao

dé dugce sir dung dé Ky ndng ban hang

giadi quyét tinh hudng é?
hay cong viéc phat Ky nang tu van...

sinh trong thuc té.

Thai d6/Pham
chat (Attitude)

Mo td cich nhin nhan vé
cong viéc, vé nhiém vu,
vé dong nghiép va vé
cong dong. Thai do chi
phéi cidch Ung x{r, hanh
vi va tinh than trach
nhiém cua doi ngl nhan
SU.




Kién thirc

Ttr dién ndng lwc mé ta cdc biéu hién theo tirng cdp d

yéu cdu cho médi ndng luc, duwoc chudn héa va dp dung

cho moi chire danh céng viéc tai té chirc, ddm bdo phu

hop vdi gid tri cét 16i, vdn héa va chién lugc kinh doanh
cda té chure.




CAU TRUC CUA

HE THONG
NANG LUC

CAU TRUC CcUA
MOT NANG

Ténnhom—
TS WORKING WITH OTHERS
TénNL ——>COMMUNICATING AND INFLUENCING

NANG LILFC CHUNG (Core Competency):
la nhirng nang lwc ma tat ca cac vi tri trong
cong ty déu phai co.

NANG LLFC CHUYEN MON (Professional
Competency): la nhirng nang lwc can thiét
dé thwc hién cong viéc v& mat chuyé&n mon.

NANG LLFC QUAN LY (Management
Competency): la nhirng nang lwc can thiét
dé cho cac vi tri quan ly.

Nang Iuc Nang luc Nang luc

chung chuyén mén quan ly
Kién thirc
Ky nang
Thai do/
Phdm chat

MO TA HANH
VI CHI TIET
(TIEU CHUAN)

CHO TUNG

Binh nghia/,wmh;memmhwmmdim

Indicators of effective v and ineffective X performance

Muyc dich

MUc po

NANG LUC MO TA

cépdo 3

CHUNG CAC
MuUc b
NANG LUC

\E

Hanh vi §

(CAPDO)

danh gia \\E




MINH HOA CAU
TRUC MOT
NANG LUC

Tén nhom
\_\“}WORKIHG WITH OTHERS

TénNL ——=COMMUNICATING AND INFLUENCING
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that othi

l articulate, and engage with us.

s pieseiiting i e -
Vihy i it important? So that we can effectivly engage aur diverse audience - colagues, exteml pariners an Londoners - and erstre they understand, espand
Dinh nghta "/ o edoaihdy s iodeier

Indicators of effective v and ineffective X performance

Mugc dich

+ Represents self and team positively within the crganisation
' Speaks and writes dlearly and succinctly using appropriate language that
s easy to understand
~ ¥ Considers the targer audience, adapting style and communication method
@ 7y accordingly
Cap dd U Communicates persuasively and canfidently
Y v Chedks for understanding

LEVEL 2

unicates in a way that others find difficult to understand
X Presents nagatively or without conviction

+ Encourages and supports teams in engagi
communication

i transparent and inclusive

+ Influences others and gains buy-in using compelling, well
through arguments

%/ Neqgotiates effectively ta deliver GLA priorities
- H + Synthesises the complex viewpoints of others, recognises where
Hanh vi B e e e an

dénh gia" = Advocates positively for the GLA both within and outside the erganisation

LEVEL 4

%y % Uses influence without integrity
% Does not listen to staff views

¥ Communicates openly and inclusively with intemal and external
stakeholders

 Clearly articulates the key points of an argument, both in verbal and
written communication

¥ Persuades athers, using evidence based knowledge, modifying approach to
deliver message effectively

¥ Challenges the views of others in an open and constructive way

 Présents a credible and positive image bath intemally and externally

% Excludes others when communicating
% Fails o gain buy in to impertant messages

" Articulates self with credibility and conwiction, encouraging buy-in to
corporate pesition

¥ Influences the thinking of other arganisations, encouraging them to deliver
in line with the GLA

¥ Ensures that th ind ly with staff and
external stakeholders

# Acts a5 a credible and convincing spokesperson and negotiator for the CLA
+ Instils a corporate commitment to accessible communication

% Allows own views to be distorted or influenced inapprapriately by others
% Pushes through cwn agenda, rather than acting in line with the GLA
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inh vuc va hoat dong ctia cong ty

Dinh nghia: Hiéu biét vé cong viéc, cau tric, linh vuc dinh
~ huéng phat trién céngty

Tai sao quan trong: Hiéu biét vé thyc té to chirc gitip ta dua ra cac giai phap phu hop

va dap ing nhu cau clia td chirc. Ching ta can biét vé méi truong kinh doanh, vé cac

vai tro, vdn hoa cta td chitc dé phuc vu tét hon nhu cau cia khach hang, du bao dugc
nhitng thay di va duy tri dugc kha nangcanh tranh

viDUV
KHUNG NANG

M ta dugc 16 cac M ta dugc vai tro clia ban
LUC nhiém vu phai lam than va nhirng nguoi khac
= o Mo tadugc két qua trongbd phan
mongdoiganvdicong e  Mb ta dugc chic nang .

Cap d¢ 2: Hiéu 10 cong viéc cia
nhém/bg phan

Cap do 1: Hiéu 16 cong viéc
ban than

nhiém vu va yéu cau ve két
qua cong viéc ciia bo phan

Mo ta dugc méi quan hé
cuacongviécbanthanvéi e
cong viéc khac trong cong

viéc

e Chiradugc phai héiai
khi can biét vé cacquy e
tac, luat 1¢, chinh sach
cua Congty

e Biétro minhdugc ty
phéplamgivakhong e  Motadugccachthuclam o
duoc lam gi trong bd viéc theo thong 1é (khong

thanh vén, dugc chap
nhan) va st dung hiéu biét
nay dé hoan thanh cong
viéc;

phan, congty

Cap db 3: Hiéu biét ve to chirc vugt ra

ngoai bo phan
Mo ta dugc chirc ndng va vai tro
chinh yéu clia cac phong ban khac
trong cong ty .
Phat trién dugc va sit dung cac méi
quan hé chinh thic va phi chinh
thie véi by phan khac phuc vu cho
cong viéc tot hon.
Nhén biét va mé ta dugc linh vuc
hoat dong, thi truong, san pham
cuacongty
Nhan biét va mo ta dugc nhitng
han ché hoac kho khén ctia cong ty
c6 anh hudng dén hoat dong ctia bd
phan.

Cap d¢ 4: Hiéu biét vé méi truong hoat

dong cua Cong ty

Panh gia duoc tinh hinh hoat dong
kinh doanh cta Cong ty

M ta va du bao dugc xu hudng thay
d6i ctia méi truong kinh té, chinh tri
va cac tac dong cua ching véi
nganhkinh doanh cua doanh
nghiép

Mo ta dugc xu huéng thay déi cia
cac yéu to méi trudng lién quan
tryc tiép (canh tranh, khach hang,
kinh té, luét...) va tac dong ctia
ching véi doanh nghiép va van
dung vao chinh sach ctia don vi
hoac Congty.

Mo ta dugc van héa to chic va sit
dung nhu mét phuong tién dé dnh
huéng va dan dat t chic.




QUAN TRIHE TI—IONG NANG LUC TRONG TO CHUC
e ~ l

KHUNG NANG LUC -‘ SO DO NANG LUC QUAN LY NANG LUC

L X r™ B

Ho so nang Ich cua bod To chire danh gia
phéan/ Tung vi tri nang luc
N \ONT L

Mo hinh nang luc

St dung két qua

Tur dién nang luc Tiéu chuan Nang luc danh gia

' ’

Cap nhat & Cai tién

2. NG DUNG CUA
KHUNG NANG




Q NHAN VIEN

first = Biét dwoc cac tiéu chuén nang luc
phai dat dworc trong cong viéc

Ung dung cua

Khung nang luc - Tu dénh gia cac diém manh / yéu ciia
trong doanh QUAN LY - DIEU HANH I ca nhan cu thé va khach quan hon
nghlép céc tieu chudn rd rang vé yéu = Co thé diing b tiéu chudn nang lyc
- 3u nang lwc nhan vién phai dat dén dé tw hoan thién ban than, tw dinh
second dwoc 16 trinh phat trién nghé nghiép

phu hop v&i mat manh va nguyén

Danh gia cac diém manh / diém yéu p Vol
vong ca nhan.

clia nhan vién cu thé va khach quan

hon ! Sf?

= C6 co s& dé thdo luan véi nhan vién
vé thanh tich cong viéc, phat trién st
nghé nghiép, ... mot cach co hé '
thong

= Thic day viéc hoc tap chi dong.
{ J : ?

TUYEN DUNG & TUYEN CHON

Phong van dua theo tiéu
chuén nang luc

Chon ngudi phu hgp

HE THONG
NANG LUC
(CHUAN)

DANH GIA THANH TICH DAO TAO & PHAT TRIEN

Do ludng

A Dao tao / Phat trién dua t
két qua va cai thién

nang luc can dé thuc hig
Ché d6 dai ngd phu hop Do tao dung, tragh cam



Ung dung cua
Khung nang luc

trong doanh
nghiéep

HOACH DINH

Phat trién nang luc doi
ngl, phat trién nang luc
t6 chire, gia tdng ndng
luc canh tranh --- > Tang
“strc manh mém” cho
doanh nghiép.

DUNG

B& tri, sap xép nhan su
dung nguoi dung nang
luc, ding so truong.
Gilip khai thac, str dung
hiéu qua ngudn nhan luc.
B4 nhiém, quy hoach
nhan su dung.

TUYEN

Pura ra birc tranh toan
dién vé cac yéu cau cla
cong viéc.Tang kha nang
tuyén duoc ngudi co kha
nang thanh cong vdi
cong viéc. Dam bao
phong van theo hé thong
& chon ngudi ding.

GIU

L3 co s& dé xay dung hé
théng tién luong hiéu
qua, trd luong dung vi tri,
dung nang luc & ding
hiéu qua déng goép; gilp
thu hut & gitr chan nhan
su.

3. PHUONG PHAP
TRIEN KHAI XAY

DUNG KHUNG
NANG LUC
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DAY

Tap trung vao nhirng k{
nang, kién thirc va cac
dac diém c6 anh huong
dén hiéu qua. Phan tich
va xac dinh chinh xac hon
nhu cau dao tao. Do tao
gan véi cong viéc & muc
tiéu cua doanh nghiép.

DUNG

La co s& dé thanh loc
nhan su yéu kém, khong
phu hop véi doanh
nghiép. Gilp nang cao
chat lugng ngudn nh3
luc cho to chire.




Giai doan 1
Phan tich

Phu’dng anl Giai doan 2
Thiét ké

Giai doan 3
Xac thue/ Vén
ban héa

Két qua:
Mo hinh KNL

Bu’éfc i
Chuan bj

Buwéc 2: Thu
thap thong
tin

Phuong an 2

Buwéc 3: Xay
dwng khung

Bwéc 4:
Xac thwe

Xay dwng khung nang lwc

Blyé'c 5
Trien khai

*» Thu thap ndi dung cac mong doi tir Ban L&nh dao hodc Déi tac dau tw

“ Thu thap, phan tich cac thong tin vé Tam nhin, St ménh, Gid tri, Myc tiéu, ...

+ Tim hi€u , nghién ctru co' cau to chirc, ndi quy lao dong, danh séch cac vi tri, chirc
danh, v.v...

* Thu thap dir lieu béng phong van nhom sw kién hanh vi, nhom tap trung, véi nhiing
NLD dai dién dien hinh cho cac vi tri, vai tré cd trong DN/TC
+ Lép du thdo mo hinh KNL

% Xac thyc tinh ing dung ctia mo hinh khung nang luc, kiém tra cach hiéu cta cac quan Iy
vanhan vién . .
% Lay phé chuan cla Ban Lanh dao hodc Chu dau tw cho M6 hinh KNL cudi cting

Méhinh KNL bao gdm: cac dang nang Iuc, dinh nghfa néng Iwc kém theo cac chi s hanh vi,
va cac cAp do chi s6 hanh vi cho méihd so néng Iuc clia v tri va/hodc chirc danh va/hodc
nhém chtic danh

+ Phéng vén * Phan tich cong viéc

{ + Quan sat + Thu thap dir liéu
+ Nghién ctru + Phan tich xu hwéng (KH, CL, MT)

{ + Tén nang lyc
« Cap do



Céac NL Lanh dao
Phan tich

chon loc Cac NL Nhém

Cac NL Ca nhan

Phuong an 3

Phan tich
chudi gia
tri
Support activities ww valuebasedmanagement.net
Michael Porter Value Chain

Firm Infrastructure
Human Resource Management
Technology development
( Procurement ]

Inbound \ Opera- ound Marketing Service
Logistics tions / logistics fand Sales

Primary activities

+ Danh muc nang lwc
= BDinh nghia

Muc tiéu
si*r ménh

&« - = Danh muc nang lyc
Phu'dng an 4 TP'AK « Binh nghia
cau trac
+ Nang lwe cét 16i
* Nang lwc chuyén mén

« Tén nang lwc
- Cép do

Té chirc bo may

Phan tich
cong viéc

Khung nang lwc| | Tir dién néng lyc

Xay dwng khung nang lwc




Mo hinh xay
khung nang luc

Luu y khi xay
dung

Hiéu mé hinh
kinh doanh, chién
lwoc cong ty

Xac dinh cac
nang lwc 16i

« Phan tich cong viéc,
quy trinh lam viéc

e Thu thap dir liéu

Xay dung khung
nang lwc

Pinh chudn nang
lwc vi tri cong
viéc

Xét duyét va
ap dung

Chuin hoa co ciu t6 chirc, hé théng
chic danh & chic nang nhiém vu cta

mdi chirc danh

Don gian & Hiéu qua

Than thién

Cac phong ban cung tham gia

Can xac dinh & danh gid dugc nang

luc




4. QUY TRINH
TRIEN KHAI XAY
DUNG KHUNG
NANG LUC &
DANH GIA NANG

1. Xac dinh tam

nhin, str ménh,
gia tri cot 16i cua

. doanh nghiép

Quy trinh trién

khai KNL x .

2. Chuan héa cau
tric b6 may,
CNNV, hé thong
chuc danh

3. Chuan héa, ra

soat hé thong M6

ta cong viéc cua
cac vij tri

6. Xay dwng tw
dién nang lwc

5. Xac dinh
khung nang lwc
cho bd phan/vi

tri

4. Xac dinh nang
Iwc can thiet cho
doanh nghiép

7. Xay dwng hé
thong danh gia
nang lwc

8. T6 chirc danh
gia nang luwc

9. Lién ket hé
thong nang lwc
véi dai ngd nhan |
sw & dao tao

phat trién '




(1) Xac dinh
tam nhin, s

meénh, gia tri
cot 16i caa DN

(2) Chuan hoa
cau truc, chuc

nang nhiem vu,
hé thong chirc
danh

= L3 mot blc tranh V& tuong lai, mong muén clia té chirc, nd thé
hién nhimng gia tri cot 16i va thu phuc tam tri ctia moi ngudi trong
Tam t6 chirc, dua ra dinh huéng cho t6 chic
nhin
= S{rménh gilip xac dinh cic muc dich cta td chirc, nhitng Iy do t6
I chirc dé ra doi va can c ton tai, phat trién clia doanh nghiép.
= S ménh chinh 13 ban tuyén ngdn cua t6 chic dé déi vai xa hoi,
chiing minh tinh hitu ich va cac y nghia trong su’ tén tai cla t6
Sk chirc d&i véi xa héi.
ménh = Sir ménh gitp doanh nghiép: dua ra dinh huéng va muc tiéu ré
rang & xac dinh cach thdc hanh dong pht hop cho t6 chic va
I nhan vién;

o = Gi4 tri c6t 16i 1a hé théng niém tin anh hudng t&i cach cu xur gilra
Gia tri con nguoi vdi con nguoi hay gitra tap thé nay vdi tap thé khac, no

cot 16i duoc xem 13 “linh hén” va “4n sau” vao trong t8 chirc, gitip
thanh nén tam ly chung, tao nén moi truong van hoéa.

o Chuan héa © Rasoéat o Chuan héa
so do to chirc ndng hé thdng
chirc, co cau nhiém vu chirc danh
cac phong
ban

.'
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. “Loi th& canh tranh khong thé dugc hiéu bang cach

Phan tich chuoi nhin vao mét cong ty nhu mot toan thé. N6 xuat phat

gié tri tir nhiéu hoat dong rdi rac ma cong ty thuc hién trong

: viéc thiét k&, san xuat, tiép thi, phan phdi va ho tro

san pham cda minh. Mdi hoat dong nay c6 thé dong

gop Vvao Vi tri chi phi tuong déi ctia doanh nghiép va
tao co s& cho su khac biét”. (M.Porter)

Chubi gia tri 1a mot tap hop cac hoat dong ma doanh
nghiép thuc hién dé tao ra gia tri cho khach hang.

QUAN TRI NHAN SU
TAI CHINH KE TOAN

CONG NGHE THONG TIN

HA TANG CO SO

MARKETING BAN HANG
Lap ké hoach MKT Tim kiém khéch
T6 chitc céc hoat hang
dong MKT Tur van gii thiéu
Danh gia, do lrong SPDV
Bio cao Bén hang

HAM SOC KHAC
EPEDIEDIDETD o °
- o Qi

@

M6 hinh chuoi
gia tri

R&D MUA HANG
Nghién ciru Tim kiém NCC
Phan tich Dam phan, thuong
Danh gia hrong
Dé xuit Nhap hang




Phan tich dong
chay
kinh doanh

O¥LOH
ON(OG LVOH WOHN

Bai tap thuc

hz‘mh:_Phén tich
chuoi gia tri

HNIHO
ON(OG LVOH WOHN

NHAP HANG |, MARKETING ’ BAN HANG

QUAN TRI PIEU HANH
QUAN TRI NHAN SU
TAI CHINH KE TOAN

CONG NGHE THONG TIN

L&p chia thanh cac nhém, mdi nhém 5 - 7
thanh vién;

Thuc hanh phan tich chudi gia tri;

Thai gian thuc hanh & trinh bay bai tap: 30
phuat

\
f

KHACH HANG®




CHAM s@c
KHACH HANG

NHAP HANG MARKETING BAN HANG

Phan tich don
> - g Nghién ciru Tim kiém NCC Lip ké hoach MKT Tim kiém khach hang Tiép nhan thong tin
ChaY klnh Phén tich Dam phan, thwong hrgng To chire céc hoat dong Tu vén gidi thiu SDV Giai quyét khiéu nai

Nhap hang MKT Ban hang

doanh : Danh gid, do huomg

Bao cao

Cham sdc khach hang...

NANG LUC & KET QUA

KHUNG NANG LUC (KIEN THI'C, KY NANG, THAI D)

QUY TRINH HE THONG

QUY TRINHNHAPHANG [ QUY TRINH MARKETING QUY TRINH BAN HANG QUY TRINH CSKH

NOI DUNG CUA PHAN TiCH KINH DOANH

Tai chinh hiéu qua s @ H
Khach hang hai long
Quy trinh chuyén Xac dinh Xac dinh Xac dinh WD Xac dinh hé Xac dinh

nghiep duge chirc duge nhiém dugrc két Ll TG bEs dugrc vi tri
1 o i trinh/biéu e denth,

= = nang chinh qua dau ra = cao quan tri
Nguon ll:l'c to1 wu - mau lién G c6 bé phan can
quan c6

NHOM HOAT PONG CHINH NHOM HOAT PONG HO TRQ

THIET LAP CO CAU TO CHUC BQ MAY

THIET LAP HE THONG QUY TRINH VAN HANH LOI



Nhém HD chinh

Huéng dan Nhiém vu chi tiét (Lam gi)
phan tich dong s
Chéy Quy trinh/Biéu mau

(Lam ntn)
Sén pham dau ra (Bao céo,

Két qua daura
(KPI)

Vi tri lam viéc
(Ai1am?)

Khung néng luc
(Can nang luc gi?)

Quyén han
(C6 quyéngi?)

Bai tap thuc

hanh: Phan tich L&p chia thanh cac nhém, moi nhém 5 - 7

dong chay kinh
doanh

phuat

thanh vién;
Thuc hanh phan tich dong chay kinh doanh;
Thai gian thuc hanh & trinh bay bai tap: 30




(3) Chuan hoa,

ra soat mo ta
cong viéc cua
cac vi tri

CHU'C NANG NHIEM VU
CUA CAC PHONG BAN

Vai tro, Chirc ndng ciia Phong
Ban trong Té chirc

Cac nhiém vy chinh

MGi quan hé ndi bo Phong Ban:
Co cau té chire, quan hé béo cdo
M&i quan hé cong viéc véi cac
Phong Ban, don vj khdc

Nhiémvy 1 ”l” l 777777777
Nhiém vy 2 ,,/ 77777777777 J,
Nhigmwy3 l 77777

Nhiémvu 4 ,,/,,,J, ,,,,,,,,,
Nhiém vy 5 ,,J 777777 J, ,,,,,

PHAN CONG CONG VIEC TRONG
NOI BO TUNG PHONG BAN

i §
% £

MO TA CONG

VIEC cUA

/ TUNG V| TRi \

§= §=

(4) Xac dinh
nang luc can

thiét cho doanh .,.
hlép ](;hum 9111'?1 tri
n ong chay

ghie kinh doanh

Sob phén bb trach niem

Toéng hop
cac nang luc
can thiét
Phan nhom
nang luc

Hop, hdi thao,
khao sat

Lua chon nang
luc




Phan nhom
nang luc

(5) Xac dinh
khung nang luc
cho tung bo
phan/vi tri

+Bat budc cho
moi vi tri trong

*Danh cho cac
vi tri quan ly

Cong ty

Nang lwc
chunglco
t 16i

Nang lwc
Quan ly

Nang lwc

bé tro’/Ky

nang lam
viéc

*Theo nganh
nghé cua vi tri

*Tuy vao béi
canh nhiém vu
& vai tro cua Vi
tri trong té
chirc

VI TRI CONG VIEC A

Niang lwe 1 Nang luc 2 Nang luc 3

Cap dd chuidn 1

Chuin Tﬁi thigu” Chusn “ -rm thigu” Chu#n “Ti thiéu

Chudn “Ky vong” Chudn “Ky vong” Chudn "Ky vong”
Chon loc céc loai nang luc va cac cap dé can dat cho cac chirc danh.

Khdo sat hoac thdo luidn ndi bo vé tan suat sir dung va tdm quan
trong cla ting nang luc cu thé déi véi ting nhiém vu céng viéc cu
thé

Bam sat chirc ning, nhiém vu va két qua clia méi mot chirc danh.

Luu y: Mdi cong viéc gin véi mot nang luc nhat dinh va cé cac cdp
do6 yéu cau tuong Ung cho ting vi trf

..




Xay dung ma
tran nang luc

Muc do quan
trong ciia nang
luc

HE THONG NANG LUC

* Mirc dé quan
trong

* Mrc d6 thanh
thao

e Vi tri A

Quyét dinh mét
phan cho sy thanh
cong clia vj tri cong
Viéc

R ViuiB

* Mtrc dé quan
trong
* Mwrc dé thanh

thao
\_

Quyét dinh phan

|&n cho sy thanh
cobng cla vi tri cong
viéc

(« Mtrc dé quan
trong

* Mrc db thanh

thao

&/

£

15

Quyét dinh toan
phan/chd yéu cho
sy thanh cong cla
vi tri cOng viéc




MUCHO 4
Thanh thao (Hiéu qua
cao)

Mﬁ.’c d@ thénh % Khong thé thé % Hanh vi thé hién % Hanh vi thanh % Nhitng hanh vi

hién hanh vi yéu con sai sot, chua thao dap (rng day thanh thao vuot
2 = cau. dap (rng 6n dinh du yéu cau cong mong doi
tha'o cua nang : : yéu cau céng viéc.
lu % Kién thtrc han che viéc. : ' Tinh thérlg 6 mirc
- C va khéng cé kinh Day du kien thirc tin cay dé giao
nghiém lam viéc. Cé kién thirc Iy va c6 thé ap dung mot cong viéc
thuyét va co it hiéu qua vao phirc tap va dan
kinh nghiém lam cong viéc duoc dat, lanh dao doi.
viéc. Can phai giao.
giam sat khi lam
viéc

MUCDO 1 MUC D0 2 MUCDO 3
Co ban (Chua c6 KN) Can ren luyén (HQ thép) Dat yéu cdu (Hiéu quad)

HIEU + BIET LAM BUQC PHAN TiCH TONG HQP

Tén nang luc

Mdrc do Mwrc dé Mwrc do
quan trong thanh thao | quan trong

Ma tran nang Ky néng giao

Kién thirc san

Ky nang lap ké

KHUNG NANG LUC CUA VI TRi

MUCDO5

Xudt sdc (Chuyén gia)

Nhirng hanh vi
rat xuat sac
vuot xa mong
doi.

Kién thirc vira
sau vira rong va
str dung duoc
dé 1ap ké hoach,
dwa ra dinh
huwéng

SANG TAO

Mwrc dé
thanh thao
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Bai tap thuc
hanh: Xay dung
ma tran nang
luc

o Lap chia thanh cdc nhém, mbéi nhém 5 - 7
thanh vién;

o Thuc hanh xay dung ma tran nang luc;

o Thai gian thuc hanh & trinh bay bai tap: 30
phut

. . - T dién ndng luc mo td cdc biéu hién theo
(6) Xay dung tu ting cdp do yéu cdu cho méi ndng luc, duoc
dién nang luc chudn héa va dp dung cho moi chirc danh
cdng viéc tai té chire, ddm bdo pht hop véi
gid tri c6t 16i, vdn héa va chién lugc kinh
doanh cta té chirc

.'




Co s6 xay dung

XD Tir dién nang luwc

tur dién nang
luc

XD biéu hién cha cac cap do

XD céc cap d6 cua nang luwc

Bat dau

=, " s . .

Danh muc nang Tham dinh hé so thau
luc & dinh Kha nang xay dwng van ban cé ndi dung

L TERELT R R 5000 thao van ban suc tich, st dung ngon ng trong sang va
phu hgp voi ngudi doc, tuan theo cac the
thirc van ban thong dung

Phat trién quan hé khach
hang va déi tac

Giaotiépvatrinhbay |..............

Pam phan va thwong
lwong




Tap hop lai
thanh tr dién

nang luc

Vi du mot nang

Cap do 1: Hiéu ré cong
viéc ban than

Tén nang luc Cap do Mé ta cap do Bang chung
Cap dé 1|PTTH Bang
Cap d6 2|Trung cép
Trinh d6 Cép d6 3|Cao ding
Cap db 4 |Pai hoc
Cap d6 5|Trén Dai hoc
Cap 06 1[Duoc dao tao chuyén nganh phi hop véi vi tri cong viéc
Nghiép vu chuyén mén Duroc dao tao diing chuyén nganh va mdt s6 kién thire khac lién
Cép d6 2|quan dén véi vi tri cong viec
Cap dd 1]Cd thé giao tiép xa giao théng thudng bang tiéng anh Bang cap/Chiing chiTest
Cép dd 2|Cé thé trao ddi qua Email, dién thoai va giao tiép bang tiéng anh
Cé thé soan thao cac hop ddng hodc cac van ban giao dich hang
Tiéng anh Cép 66 3 |ngay bling tiéng anh

Cap 46 4lwu lo4t bing tiéng anh

C thé dich chudn cac tai liéu chuyén mén ki thust va giao tiép

C4p d6 5|C6 thé bién soan tai liéu thuyét trinh va giang day béng tiéng anh

Vitinh vén phong

St dung & mikc d6 co’ ban: biét soan thao van ban va lap bang
Cép d6 1 |tinh nhung cdn phai c6 chi dan thudng xuyén.

Cép a6 2 |tinh, d6i khi can c6 s chi din

St dung & mic trung binh: biét soan thio van ban va 1ap bang

Cdp d6 3|sy chidén

Strdung & mirc dd kha: Co thé xir Iy cac vén ban phirc tap, tinh
toan, Iap ham, phan tich, tong hop trén bang tinh, khéng can dén

Cép do 4 St dung tét céc k¥ naing tin hoc van phong.

Cdp 9 5|dén cho ngudi khac.

Thanh thao va st dung tot cac phan mém van phong va cé thé chi

Binh nghia: Hiéu biét vé cng viéc, cdu tric, linh vic dinh
hudng phat trién cong ty

Mo ta dudc ré cac
nhiém vu phai lam
Mé ta dugc két qua
mong dgi gan véi
cong viéc

Chi ra dugc phai hoi
ai khi can biét vé cac
quy tac, luat I&, chinh
sach cua Cong ty
Biét rd minh dugc

phép lam gi va
khong dugc lam gi
trong bo phan, cong

ty

Cap do 2: Hiéu ré cong viéc cua
nhom/bo phan

CCO1 Hiéu biét vé linh vuc va hoat dong cua cong ty

Tai sao quan trong: Hiéu biét vé thyc té td chiic gitip ta dua ra cac giai phap phu

hgp va dap (ing nhu céu cta t8 chiic. Ching ta can biét vé méi trudng kinh doanh, vé
céc vai tro, van héa ca td chiic dé phuc vu tét han nhu cau ctia khach hang, dy béo
dugc nhiing thay d6i va duy tri dugc kha néng canh tranh

M6 ta dugc vai tro cla ban
than va nhiing ngudi khac
trong bo phan

Mé té dugc chiic

nhiém vu va yéu

qua cong viéc cla

c6ng viéc khac trong cong
ty

M6 ta dugc cach thic lam
viéc theo thong Ié (khong
thanh van, dugc chap
nhan) va st dung hiéu biét
nay dé hoan thanh céng
Viéc;

goai b phan don

M6 té dudc chiic néng va vai tro
chinhyéu cta cac phong ban khac
trong céng ty
Phat trién dugtc va st dung cac méi
quan hé chinh thifc va phi chinh
thic véi b phan khac phuc vu cho
c6ng viéc tét hon.
Nhén biét va mé ta dugc linh vuc
hoat déng, thi trudng, san pham
cua cong ty

biét va mo ta dugc nhitng
han ché hoac kho khan cta cong ty
6 anh hudng dén hoat dong cta
b phan.

Cap d6 3: Hiéu biét vé to chiic vugt ra | Cap dé 4: Hiéu biét vé moi truang hoat

cua Cong

Danh gia dudc tinh hinh hoat

kinh doanh ctia Cong ty

M6 té va du béo dudgc xu hudng
thay déi cia méi truding kinh té,
chinh tri va cac téc dong cta ching
vdi nganh kinh doanh ctia doanh
nghiép

Mb ta dugc xu hudng thay déi ctia
cac yéu t6 méi trudng lién quan
tryc ti€p (canh tranh, khach hang,
kinh t€, luat...) va tac dong cta
ching vdi doanh nghiép va van
dung vao chinh sach clia dan vi
hodc Cong ty.

M6 ta dudc van héa té chic va st
dung nhu mét phuang tién dé anh
hudng va dan dét t6 chic.

()]
D
(O8]



Bai tap thuc
hanh: Xay dung
t..l i chuar} 7 thanh vién;
nang luc cua
mot nang luc
bat ky

L&p chia thanh cac nhém, mbi nhém 5 -

Thuc hanh xay dung tiéu chudn ning
luc clia mot nang luc bat ky;

Thai gian thuc hanh & trinh bay bai tap:
30 phat

Chién lwg'c muyc tiéu

T6i dong gop vao két

Co cau té chirc
—_—

Yéu cau vi tri

s
:
I

(7) Xay dung he
~ - e \ -
thong danh gia \ uan
a > chudn ning e
nang luc ' i ol
bao tao,

thwe té
phat trién
PUNG Pao tao &
phat trién

“Con nguoi chi biét dwoc nang liuc ciia minh sau khi da tim cach vmg dung chiing .

\ BE:]C

qua cla Cong ty

T6i dat dén nguéng

nang lyc nao?

dwoc

T6i ¢6 lwong thanh

tich, lwong hiéu suét

Thanh tich

cong viéc




KHUNG NANG LYC VI TRi

amgmm Thipc té === Y&y cau

. .
22 - i w0 @ TOIRREN thire
SS) To- ,Chl..l:c Da.r,lh Dam chiju SSgn g‘hém Kién thirc vé
danh gla nang gia tréch nhiemg:-++%, o* 7o «quy trinh, quy
luc dung trwdc moi.:. ) GIJ’Jh, chinh...

b o o B Ki nang
nang. Vui \;fe,hnhlet : ‘@ cham soc
|l_.|’c Vi in '.-khéch hang

tri j
(Lu’o’ng Trung thuc‘: . i nr?;r?gbén
hoa két i '
QUé) o . ® ® ki néng giai
Ki ne;ré%glao‘. .--®quyét van gé
. o2t et...
e an e Kinang tlr§‘ raquye
Tha|t(;((_::o 7> cm000c000 ® 10c van
phong

P1: Position (Vi tri cong viéc)

P3: Performance (Hiéu qua)

57

= Timra
Khoang
hut
néang luc
=  Phat
trién

néng luc ‘

.0

P2: Person (Nang luc)

(9) Lién két

Nang Iy c6t 161-VHDN \

— mtwadieccgy | <

khung nang luc

voi dao tao phat

\2

v

Ty dién nang lyc l
|

Tiéu chudn nang Iyc

\2

trién & dai ngo

Chudn NL VTCV | =

nhan su

’

I
|
1
TugéndungiBstins |
I
|
I

Danh gid nang lyc

Luang nang lyc

Phat trién tai nang/ké thira - Diéu chinh Iwong - Tai bé tri NS - Cho nghi - Dao tao - Tuyén dung - ...

v



5. TONG QUAN VE
DANH GIA NANG
LUC

P nh gia nhan ste

Lam thé nao dé —

biét duoc dau la

nhan vien giéi?

L1

b nh gi
cong vi ¢ cong vi c tap D
ca nhan thé '




TOE%angé’ — \ ) " "
Yéu cau vj tri | Cocéuto chirc Chien Iwgc muc tiéu
— —— e

>aC

o)
>

7
c

Toi dong gop vao két

banh gia nang

> Shuan
lu’ \ Nang lwc yéu cau
= c \ chuan ning liye
\

Bac
\

qua cua Coéng ty

T6i dat dén ngudng

nang lyc nao?

duwoc

To6i c6 lwong thanh

N\

thwe té
phat trién

PUNG Dao tao &

Pao tao

tich, lwong hiéu suét

Thanh tich

phat trién

“Con nguoi chi biét dwoc nang luc ciia minh sau khi da tim cdch iing dung ching”.

Turdién nang luc

Pé danh gia

" " Cac biéu hién
nang luc, can:

Cac hinh thare danh gia

To chirc danh gia




banh gia nang

luc

Muc dich cua

danh gia nang
luc

= Thu thap, t8ng hop bang chirg, hanh vi biéu hién ning luc cn clr

trén:

MUrc d6 hoan thanh cong viéc

Cac nang luc thé hién thuc té qua cong viéc

Thu thap théng tin tir khdch hang ndi bd va khach hang bén ngoai.

= Thuec hién thdo luan trao d&i truy tim bang chirng dé danh gia ning

luc

= Danh gidva xac dinh ty 1é ndng luc hién tai so v&i tiéu chuan nang

luc yéu cau

POI VOl QUAN LY

Hoach dinh chién
lugc vé ngudn
nhan luc

BA tri, phan cong
cong viéc phu hop
Pao tao va phat
trién nhan vién
Cong bang trong
khen thudng va
dai ngd

DOI VO'I NHAN VIEN

Biét nang luc cua
minh & dau so Vi
tiéu chudn ning luc
dé chu dong  hoc
hoi va phat trién déap
Ung yéu cau cong
Viéc

Chi doéng dé xudt
cong viéc phu hop
v&i ndng luc

C6 dong luc lam viéc
khi dugc danh gid
ding ndng luc va ché
dé dai ngd xing
dang

64

POI VOl DOANH NGHIEP

O

LA co s¢ dé
tuyén dung, dao
tao, phat trién,
quy hoach nhan
su & dai ngd hop

ly;

T6i wu - Nang suét
- Hiéu quéa - Théa

man khach hang

..




6. CAC PHUONG
PHAP DANH GIA
NANG LUC

Phuong phap
danh gia theo

nang luc Tiéu chuan
nang luc

Hé thong
danh gia




Y nghia cua

danh gia nang
luc

DUOI CHUAN
NANG LUC

Khong phu hop
V@i Vi tri duoc
giao.

T chéi ing
Vién

Xem xét thuyén
chuyén vj tri
cong viéc khac
phu hop

DAT CHUAN
NANG LUC

Cé thé dam
nhiém vij tri

Can thiét k&
chuong  trinh
dao tao, huéng
dan (coaching)
nham dap Ung
cac yéu cau cula
vi tri cong viéc.

67/

TREN CHUAN
NANG LUC

Thang chic

Giao ph6 nhirng
trach nhiém,
quyén han cao
hon.

Hoach dinh ké
thira

- Danh gia bang thang diém
Cac phuong - Phdng van cé cau truc
phap danh gia - Bai trac nghiém
nang luc - Co6ng viéc mau
= Tinh huéng mé phong
= Trung tam danh gia
= Thi tay nghé
= Thiviét
= 360d6
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Viéc danh gia nang lwc cé thé dwoc thuc hién theo
Cac phuong cac phuong phap sau:
phap danh gia
nang luc

Quan ly
danh gié

Cac doéi twong tham gia danh gia

Phuong phapl  phong | Cép trén Pong | Hoi dong
danh gia Nhan sy nghiép | danh gia

Bai test

Cac phuong
phap danh gia

Phong van

Két qua cong Viéc
‘e .BE




Cac hinh thirc danh gia
. Tén nang luc Bai [Phdng| Quan | Kétqua
pha13 dalilh L Lam viéc nhom X
nang fuc Quan |i dautuw
X
X

Dam phan, thuyét phuc

|
Phat trién nhan vién

X
X
X
X
Lap bao cao
X

BN
NN

RN

Ngoai ngit
Quan |i congviéc

Bai tap thuc
hanh: Xay dung o L&p chia thanh cadc nhém, mbi nhém 5 - 7
ngan hang cau thanh vién;
hoi dé danh gia ©  Thuc hanh xay dung ngan hang cau hoi dé
nang h:m danh gia nang luc;
- Thoi gian thue hanh & trinh bay bai tap: 30
phat




Quy trinh trién
khai danh gia
nang luc

7.QUY TRINH
TRIEN KHAI
DANH GIA NANG

Thiét 1ap tiéu chuan Lwa chon phwong phap
danh gia banh gia

Dwa ra tiéu chi, néi dung Lwa chon va huan luyén
pham vi danh gia Ky nang danh gia

Thao luan két qua
Panh gia

Biéu chinh va céng bo
ket qua méi cho NV




3.Thu thép
théng tin

1.Chon nhém 2.Chuan bj
danh gia danh gia
Trinh tu danh 2

gié nang Iyc Fo.

s
°
|

Dua vao bang hé théng thdng tin : khung nang luc, quy
ché& danh gia, hé thong danh gia

3 yéu t6 co ban clia hé théng danh gia:

Co s6 danh gia
nang luc

Cac tiéu chuan nang luc

Do ludng thuc hién theo tiéu thirc trong tiéu chudn nang

lurc

Thong tin phan hoi gitra nguoi quan ly va lao dong
Chun bj biéu m3u danh gia, hé théng bai test...




NGUOI THAM GIA DANH GIA

Thuong la ngudi 1anh
dao, gidm sat truc tiép
Phong Nhan su

Mot s6 nhan vién, can
bo, ca nhan nguoi lao
dong, khach hang

Lua chon nguoi
danh gia

Két hop cac y kién
danh gia dé cé ban
nhan xét chung.

Nguyén tac
danh gia nang
luc

TINH TIN CAY

TiNH PHU HOP

S

77

DAO TAO NGUO'l PANH GIA

Cung cap cac van
ban hudng dan
T6 chire cac 16p
tap huan

..

78

TiNH THUC TIEN

TINH BUO'C CHAP NHAN

TINH NHAY CAM

'

.‘



GIA NANG LUC
VOIDAO TAO
PHAT TRIEN, QUY

HOACH & PAI NGO
NHAN SU

80
Lién két hé

thong nang luc
vOi quan tri Phat Phét Phat
nhan sy |I‘ hién m trién m huy ‘

Tao ngudn DPaotao & Quan ly nang
va thu hat Phat trién suat va gilr
nhan sw nhan sw chan tai nang

.0




Tuyén dung
dua tréen khung
nang luc

Pao tao phat
trién dua trén
nang luc

Xac dinh nang
lwc can cho vj tri
tuyén dung

Mdrc do
nang lwc

hién tai cua

nhan vién

Chuan bj phiéu
cau hoi cho
tlrng nang lyc
can

Xac dinh
hanh vi thé
hién clia moi
nang luc can

Thu thap thong

tin trong budi
phdng van

Danh gid
phong van

Khoang ho

nang luc

(competency —

gap)

4

Phan tich thong
tin dé danh gia
nang lyc thé
hién cua (rng
vién

So sanh mrc
dd thé hién
nang luc gilta
cac irng vién

Quyét dinh

[wa chon
rng vién

Il

trién

Chwong trinh
dao tao va phat




Xay dung
chuong trinh
dao tao dua tren
nang luc

Quy hoach ké
thua

Vitri

Nangluc
quanly

Giao Ep
hiéuqua

Lénhdao1

Cag¢

Lanhdao2

Dichvy
tuyéthao

t khoa

Thuicday
Kkétqua
Giai quyét
vandé
chiénlugc

Xay dung
doingu

Quantri

Cachoithao
chuyénmén

Kynanggeoép

LéinhGgo

<

Giam
sat ban
hang

Lam'

Binh huongkétqua

Cécky nang chuyénmaon

Kynanggeoép

Lénhdgo

Lamvigcdongdgi

Pinh huomgkétqua

Phucvukhac hang

Quan ly viing

Xac dinh cac
vi tri cong viéc
chu chét

Pinh chudn

nang lwc can
cho ttrng vi
tri cong viéc

Thwe hién ké
hoach phat

trién ca nhan
da vachra

Danh gia trng vién
S0 V@i vi tri cong
viéc dw kién trong
twong lai

Xac dinh nang
Iwc thuc té so
véi vi tri cong
viéc dw kién

Xay dwng ké
hoach phat
trien ca nhan




La co s6 dé

danh gia nhan
su

Mark Stettin

CEO

1

Marketing & Salel Sén xuat

Cung Ung Tai chinh Nhan sy’

Mr A Mr B Mr C Ms A Ms B

Mr X Mr Y Ms X Ms N etz e
nguaci ké
nhiém noi

Mr L Ms Z Ms M bo

Mr N Ms N Ms C

Mr K Ms Q Ms E

Thanh tich cao
Nang lyc khong cao

Thanh tich cao
Nang lyc cao

Thanh tich thap
Nang luc cao




Tra luong dua
tren nang luc

Mturc lwong P2 dwoc
xac dinh dya trén viéc
danh gia nang lwc
thyuc té so véi ning luc
theo tiéu chuin cla
ma@t ca nhan, chirc
danh, vi tri cong viéc

cu thé

POSITION

87

© Nang lyc ctia mét vi tri
chirc danh duoc xac dinh
trén co s& hai yéu t6:

Mtrc dd quan trong ctia nang luc

dadi vai vi tri céng viéc.

Mrc d6 thanh thao nang luc can

thiét dé vj tri cong viéc c6 thé

hoan thanh duoc tét nhiém vu




Tong két quy
trinh trién khai
xay dung KNL
& danh gia nang
luc

Tam
nhin st
ménh
Gia tri
cot 15i

Chuan
hda cau
tric, hé
thong
chirc
danh

Xay
dwng
Khung
nang luc
phu hgp
mo hinh
[ORTE
muc tiéu

Xay
duwng
chuén

nang luc
cho tirng

vi tri

Xay
dung hé
thong
danh gia
nang luc
&t
chirc
danh gia

N\

Paotao,
huén
luyén,

thyc thi,
giam

sat, diéu
chinh &

Toi da
hoa
nang luc
nhan sy




