TRUONG DPAI HQC TAI CHINH - MARKETING
PHONG TO CHUC VA PHAP CHE

QUY TRINH CHAT LUQNG
PANH GIA KET QUA TAP SU

M sé quy trinh: QT/P.TCPC/02
Lan ban hanh: 01

Ngay ban hanh: 25/03/2025

S trang: 8

1. Nguoi co lién quan phai nghién ciru va thuc hién ding cdc ndi dung cua quy trinh nay.

2. Noi dung trong Quy trinh nay co hiéu lyc thi hanh nhu sy chi dao cua Hiéu truong.
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3. M6i don vi dwoc cung cap 01 ban file dién tir. Cdc don vi khi ¢é nhu cau bo sung thém tdi
liéu, dé nghi lien hé voi Te 6 bdo dam chat lwong dé ra sodt va cdp nhdt theo thuc tién. Vién
chire va nguoi lao ddng dwge cung cdp file mém trén mang ndi bo dé chia sé théng tin khi

can.

Ngay N§i dung

TT 1 Gira déi thay doi

Trang | Muc | Phé duyét | Ngay hi¢u luc

1. Muc dich, yéu cau
Quy trinh nay nham théng nhat ndi dung, cach thirc thyc hién cong tic phan cong
huéng dan tap su va xét hoan thanh ché do tap su ddi voi vién chirc Truong Pai hoc Tai

chinh - Marketing. Két qua ctia quy trinh nay 1a co s& dé cong nhan hoan thanh ché do
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tap su, bo nhiém chirc danh nghé nghiép, hoic chim dat hop dong 1am viée, hay két qua
tuyén dung d6i voi nguoi duoc tuyén dung vao vién chic.

2. Pham vi ap dung, trach nhiém

2.1. Pham vi ap dung

Quy trinh dugc ap dung cho vién chirc di tring tuyén ky thi tuyén, xét tuyén vao
Truong Pai hoc Tai chinh - Marketing va ky hop déng lam viéc xac dinh thoi han, thudc
mdt trong cac loai chitc danh nghé nghiép vién chirc theo quy dinh ctia Luat Vién chirc
bét ddu qu4 trinh tap sy tai trudng

2.2. Trach nhiém

Phong T6 chirc va Phap ché hudng dan quy trinh, to chirc duyét giang ddi véi giang
vién tap su; téng hop, kiém tra d6i chiéu diéu kién, tiéu chuan trudc khi bo nhiém.

Nguoi tap su, ngudi duoc phan cong hudng dan tap su danh gia qua trinh lam viéc.

Lanh dao bo mén t6 chie danh gia ning luc giang cua giang vién tap su.

Lanh dao don vi danh gia qua trinh tap su, gii ho so dé nghi

Hiéu truong quyét dinh két qua tap su

3. Tai liéu tham khao

- Nghi dinh sé 115/2020/ND-CP ngay 25/09/2020 cua Chinh pht quy dinh vé viéc
tuyén dung, str dung va quan Iy vién chirc;

- Nghi dinh s6 85/2023/ND-CP ngay 07/12/2023 ctia Chinh phu ban hanh Nghi
dinh stra d6i, bd sung mot sd didu cuia Nghi dinh s6 115/2020/ND-CP ngay 25/9/2020 cia
Chinh phu vé tuyén dung, st dung va quan 1y vién chic

- Nghi quyét s6 23/NQ-DHTCM-HDT ngay 15/11/2021 cia Hoi ddng truong
Truong Dai hoc Tai chinh - Marketing quy dinh viéc tuyén dung, st dung va quan 1y
vién chure 1am viéc tai Truong.

- Quyét dinh s6 2521/QD-DHTCM ngay 31/12/2021 cta Hiéu trudng Truong Pai
hoc Tai chinh - Marketing ban hanh quy dinh vé chac danh nghé nghiép vién chuc
Truong Pai hoc Tai chinh — Marketing.

4. Khai niém

4.1. “Ché d6 tap su” 1a cac quy dinh lién quan dén qua trinh ngudi dugc tuyén dung
vao vién chuc lam quen voi mdi truong cong tac va tap lam nhiing cong viéc cua vi tri
viéc lam gin voi chirc danh nghé nghiép sé dugc bd nhiém quy dinh trong hop dong lam
vigce

4.2. Thoi gian tap sy duge quy dinh nhu sau:
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a) 12 thang d6i v6i trudng hop tuyén dung vao chirc danh nghé nghiép c6 yéu cau
tiéu chuan trinh d6 dao tao dai hoc. Riéng ddi v6i chirc danh nghé nghiép bac si 1a 09
thang;

b) 09 thang di voi truong hop tuyén dung vao chirc danh nghé nghiép ¢ yéu cau
tiéu chuén trinh d6 dao tao cao déng;

¢) 06 thang d6i v6i trudng hop tuyén dung vao chirc danh nghé nghiép c6 yéu cau
tiéu chuan trinh do dao tao trung cap.

d) Thoi gian nghi sinh con theo ché d bao hiém xa hoi, thoi gian nghi 6m dau tir
14 ngay tr¢ 1€n, thoi gian nghi khong huong luong, thoi gian bi tam giam, tam gii, tam
dinh chi cong tac theo quy dinh ctia phap luat khong dugce tinh vao thoi gian tap su.

Truong hop nguoi tap sy nghi 6m dau hodc ¢ 1y do chinh ddng dudi 14 ngay ma
dugc nguoi dimg dau don vi su nghiép céng 1ap noi ngudi dugc tuyén dung vao vién
chtrc dang thuc hién ché d6 tap sy dong v thi thoi gian nay duoc tinh vao thoi gian tap
su.

4.3. No6i dung tap su:

a) Nam vimg quy dinh cta phap luat vién chirc vé quyén, nghia vu cua vién chic,
nhimg viéc vién chirc khong duoc lam; ndm ving co cdu td chire, chirc ning, nhiém vu,
quyén han cta don vi sy nghiép cong 14p noi cong tac; ndi quy, quy ché lam viéc cua don
vi; chuc trach, nhiém vu va yéu cAu cua vi tri viée lam duoc tuyén dung;

b) Trau ddi kién thirc va rén luyén ning luc, k§ ning chuyén moén, nghiép vu theo
yéu cAu cta vi tri viéc lam dugc tuyén dung;

c) T4p giai quyét, thuc hién cac cong viée cia vi tri viéc 1am duoc tuyén dung.

5. Noi dung

5.1. Luu d6 qua trinh

Trang 4/8



Biéu mau quy trinh nhu sau:

Don vi Bi 2 Xu/
Bwéc | thuc Luwu do thwe hién feu mau
‘A Ho so
hi¢n
Truong

1 don vi < Phén cong hudng din > BM/P.TCPC/02/01
Hiéu BM/P.TCPC/02/02
trudng
Nguoi

2 ?rlzr(s)l‘:l’g Tap lém' cong \1ec cua vxi tri v,iéc lam, BM/P.TCPC/02/03

o hoc ching chi tiéu chuan chirc danh BM/P.TCPC/02/04
bo mon,
P.TCPC
Nguoi
tap su,

3 NgUGi Bao cao, nhan xét qua trinh tap sw BM/P.TCPC/02/05
hudng BM/P.TCPC/02/06
dan tap
sy

4 gmm.g T chirc hop danh gia qué trinh tap su BM/P.TCPC/02/07

on vi
5 P.TCPC BM/P.TCPC/02/08
Dbi chiéu tiéu chuan
s | Hicu Doy Khone S0 BV/P TCPC/02/09
trudng " — BM/P.TCPC/02/10
BO nhiém chic Huy két qua tuyén
danh dung
| ] BM/P.TCPC/02/01
BM/P.TCPC/02/02
v BM/P.TCPC/02/03
(e ) |puercco
! P.TCPC BM/P.TCPC/02/06
BM/P.TCPC/02/07
BM/P.TCPC/02/08
BM/P.TCPC/02/09
BM/P.TCPC/02/10
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5.2. M ta ndi dung chi tiét

DPon vi
. s chiu e <R x
Budc Noi dung Vi Thoi gian Biéu mau
nhi¢m

-Truong don vi dé ctr nguodi | Trudng (C)D;lém‘nhéft

, | hudngdan vién chirc tap su don vi ’ nagazém BM/P.TCPC/02/01
-Hiéu truong quyét dinh phan Hiéu qugé‘? dinh BM/P.TCPC/02/02
cong nguoi huong dan tap sy truong tuyén dun g
Nguoi tip su tap gidi quyét
cong viéc cua vi tri viéc lam;
hoan thanh chimg chi theo tiéu
chuan chtrc danh nghé nghiép
Truong bo mon t6 chuc duyét | Nguoi tép

, | Bang cp bt? mon, dén khi o | Trong thoi BM/P.TCPC/02/03
giang vién tap sy sdn_sang, rudng A
Truong b mon gui dé nghi | b mon, glan tap sy BM/P.TCPC/02/04
duyét giang cap Truong vé | P.TCPC
P.TCPC
P.TCPC t6 chirc duyét gidng
cap Truong doi voi giang Vvién
tap su
- Nguoi tap su bao cdo két qua Nguoi tap N Khi
tap sy bang vin ba gay Khi

. apl\fu ‘?ni van a} . NS‘-I’ | Kt thic BM/P.TCPC/02/05
- Nguoi huéng dan tap su guoi .
nhz_”ml xét, danh gia két qua tap huéng t}gl g;ﬁn BM/P.TCPC/02/06
su doi v6i nguoi tap su. dan 4P St
T6 chtc hop danh gia qua lé(r)r?\r/]igé?:ytfr

4 | inh @p su, gui ho so' dé nghi | Truong | sy BM/P.TCPC/02/07
cong nhan/khéng cong nhén | donvi thanh budc
hoan thanh tap su vé P.TCPC 03
Kiém tra tinh chinh xac, tong
hop hé so tdp su, trinh Hiéu
truong danh gid pham chat 5
chinh tri, dao dirc va két qua lé(r)r?\rf]i%iytir

5 | cong viee cua nguol Wp SU. | 5 rope | pgay hoan BM/P.TCPC/02/08

Déi chiéu véi didu kién, tidu
chuan cua chirc danh nghé
nghiép, vi tri vi¢c lam, tham
muu cach tng xu véi tung
vién chuc tap su

thanh budc
04
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Pon vi )
Buéc Noi dung il Thoi gian s Biéu miu
trach qua
nhiém
- Truong hop nguoi tap sy dat
yéu cau, ra quyét dinh bo .
nhiém chirc danh nghé nghiép. 1‘05 n_gAayu‘I
A m vi
khong dat y€u cau, ra quyet truong thanh bude BM/P.TCPC/02/10
dinh chdm dat hop dong lam 05
vigc va huy bo quyét dinh
tuyén dung.
BM/P.TCPC/02/01
BM/P.TCPC/02/02
. BM/P.TCPC/02/03
05 ngay BM/P.TCPC/02/04
‘ lam viée tir BM/P.TCPC/02/05
7 Luu ho so P.TCPC ngay hoan BM/P.TCPC/02/06
thanh bugc BM/P.TCPC/02/07
06 BM/P.TCPC/02/08
BM/P.TCPC/02/09
BM/P.TCPC/02/10
6. Biéu miu
TT Noi dung I\./,!\a hog Noi luu Thoi gian luu
bi¢u mau
1 | D& nghi huéng din BM/P.TCPC/02/01 P.TCPC Vinh vién
2 | Quyét dinh phan cong hudng | gM/P.TCPC/02/02|  P.TCPC Vinh vién
dan tap su
3 | D¢ nghi xep lich giang cap | Bm/P.TCPC/02/03| P.TCPC 5 nam
Truong
4 | phiéu danh gi4 BM/P.TCPC/02/04 P.TCPC 5 nam
5 | Bao cao qua trinh cong tac | Bm/P.TCPC/02/05| P.TCPC Vinh vién
trong thoi gian tap su
6 |Ban nhan xét cua ngudi| gM/P.TCPC/02/06 | P.TCPC Vinh vién
hudng dan tap su
7 |Bién ban hop danh gid qua | gmM/P.TCPC/02/07 | P.TCPC Vinh vién
trinh tap su
g |To trinh danh gia qua trinh | BM/P.TCPC/02/08 |  P.TCPC Vinh vién
tap su

Trang 7/8




Quyét dinh bd nhiém chirc

9 | BM/P.TCPC/02/09 | P.TCPC Vinh vidn
danh nghé nghiép
10 | Quyét dinh huy két qua tuyén | Bp/P.TCPC/02/10 | P.TCPC Vinh vién

dung
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