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Quy trinh tuydn d'f:lng nha giao, can b{Jquan Iy

I.MUC etcn vA PHAM VI AP DUNG
• •• • • 'c

--

1.1. Ml)c dich

Quy dinh thong nhat phuong phap va each thirc tien hanh tuyen dung nha giao, can bQ

quan 1y trong Truong.

1.2. Pham vi

Quy trinh nay ap dung voi viec tuyen moi nha giao, can bQquan ly trong Tnrong Cao d~ng

Y t€ Hai Phong,

n.f>JNH NGHiA, TIT VIET TAT vA TAl Lq:ULIEN QUAN

2.1. Djnh nghia

Tuyen dung: La hinh tlnrc hra chon trong s6 cac irng cir vien nhtrng nguoi c6 nang luc

va trinb d(>thuc hien cong viec theo yeu cfiu cua Truong va cac Khoa, Phong, BQmon tnrc

thuoc truong.

2.2. Til' vi~t t~t

- BGH: Ban Giam hieu

- BM: Bi~u mfru

- CB, GV: Can bQ, giang vien

2.3. Tai li~u lien quan

- Quy trinh dao t~o, b6i du5ng nha giao, can bQquan ly;

- ND: Nghi dinh,

- QT: Quy trinh

- TC-HCQT: T6 chirc-Hanh chinh quan tri.

- B9 lu~t Lao dQng, Lu~t Vien chilc, Nghi dinh, Thong tu cua Nha nuac va cac van ban

cua B(,>Lao dong - Thuang hinh va Xa hoi, UBND thauh ph6 Hai Phong lien quan tui cong

UtC tuy~n d\1ng.

III. LUU DO QUY TRiNH TUYEN DVNG NHA GlAO, cAN BO QUAN LY

(Trang 2)

IV. D~C TA QUY TRINH TUYEN DVNG NHA GIAo, CAN no QUAN LY

(Trang 3)

V. CONG CUI BIEU MAUl H ONG DAN (PHULl)C)

STT Ten bi~u m~u/ hrr6'ng d~n Mii bi~u

1 I Phieu yeu diu tuyen d\-mg BM/QTIllTCHCQT/O 1

2 T6ng-hqp nhu cau tuyen d\mg BMlQTIllTCHCQT/02

3 Ke ho~ch tuyen dVng nhan sg BMlQTlllTCHCQT/03

4 Bao cao ket qua thir vi~c BMlQTll/TCHCQT/04
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Quy trinli tuyin dung. quem Iv can bOo giang vien

D~C TA. QUY TRiNH TUYEN Dl,JNG NHA GIAo, CAN B<) QUA.N LV

BQ
BQ ph~n/

ST Ten
ph~n/ NgtrOi

K~t qua d~t
Han

NQi dung cong vi~c NgU'Oi ph3i hoan Bi~u m~u/H5so'
T bmrc dU'Q'c

thuc hop thanh
hi~n thuc

hi~n I:

1 C6ng Theo ke hoach hang nam, nha tnrong gui cong van BGH P.TC- Theo
van yeu d~n cac dan vi yeu c~u l~p k~ hoach b6 sung nhan HCQT k~
c~u b6 SlJv6 phong TCHCQT hOl;l.ch
sung k~
hoach
nhan SlJ

2 Ke Cac dan vi theo yeu cau l~p ke hoach bo sung nhan Truong P.TC- Ke hoach b6 1 tuan BMlQTlllTCHCQT/Ol
hoach SlJdua tren co sa s6 IUQTlgnhan SlJhien c6 va kh6i cac dan HCQT sung nhan SlJ
b6 sung hrong cong viec thuc t~ cua dan vi. VI cua cac dan
nhan SlJ v!

3 D6i Tren co sa ke hoach b6 sung nhan SlJ cua cac dan P.TC- Cac dan Kehoach bo 3 ngay BMlQT11/TCHCQT/02
I chieu vi, phong TCHCQT se d~i chi~u, ki~m tra, phan h6i HCQ'F v! sung nhan SI,f sau khi

thlJc t~ yeu c~u nhan SlJeua cac dan vi cua cac dan nh~n
vi (daki~m k~
tra, phan h6i) hOl;l.ch

BSNS
tir cac

- - .. dan vi ._
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Qtry trinh tuyin dl,mg nha giao, can br quem ly

4 Tang
hqpk€

Tren co sa k€ hoach b6 sung nhan S1] da kiem ira
phan hoi ill cac dan vi, phong TC-HCQT tbug hop

: hoach l?-pk&hoach nhan su cua toan tnrong trinh BOH
nhan su

P.TC­
HCQT

I T6ng hop k€

I hoach nhan

t su toan
I tnrong
I

P.TC- K&hoach
HCQT nhan su ducc

I phe duyet va
I ban hanh

P.CNTT Thong baa
I

tuyen dungI
I

I cong khai

I
I
I

5 BGH phe BGH phe duyet Ke hoach nhan sir toan truong, neu
duyet chua d6ng y, BGH yeu d.u P.TCHCQT him 1(:11,neu

d6ng y BGH phe duyet va ban hanh.

BGH

6 Thong
baa
tuyen
d\mg

Tren co sa ke hoach nhan S\I duoc BOH phe duyet P.TC­
va ban hanh, phong TC-HCQT tien hanh thong baa' HCQT
tuyen dung. (Viec thong baa tuyen dung diroc tiSn
hanh cong khai, r9ng rai b~g cae hinh thirc: Clf can
b9 d~n cac cO'sa dao t<;1a d~ thong baa tuy~n d\lng
ha~c thong baa len Website cua truang.)

3 ngay
I sau khi BMlQTI1/TCHCQT/03
I trinh

1 thang

Ho sO'(rug tuy~n gom:
1. Ban xin dlJ tuy~n.
2. SO'ySu ly lieh (c6 dtm imh, e6
xae nh~n eua ea quan ha~e
chinh quy§n dia phuang, thoi
gian xae nh~n khong duge qua
01 thang).
3. Gi§.y khai sinh (ban saa).
4. Oi~y kham sue khoe (da ca
quan y t~ c6 thfim quy6n c§.p,
thai gian kEam khong dugc

7 T~p hgp Ph6ng TC-HCQT ti~n hanh tiep nh~n, t~p hgp cae
h6 sa h6 sa eua nhfrng nguai c6 nguy~n v9ng vaa lam
ung I vi~c t<;tiTruang. Phong TC-HCQT se ngung vi~e
tuy~n tiSp nh~n h6 sa khi da h~t h:;tntiSp nh?-n thea thong

baa tuy~n d\lng.
Nhung h6 sa chua du, chua dUng yeu du dugc tra
v6 eha cac ung vien ha~c thong baa cha cae (rng
vien d~ b6 sung

t,
I

P.TC­
HCQT

Ho sa tuyen
d\lng tir cae
uno-vienb

1 thang
k~tu
ngay
thong
baa

c,
tuyen
d\lng
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Quy trinh tuyd,l dl,mg nha giao, can b(Jquan ly

qua 01 thang).
5. Ban sao cac van bang clnrng
chi (co cong clnrng).
6. Ban kiem di€m qua trinh
cong tac va '1 ki~n nhan xet cua
co quan dang quan 1'1(neu la
CB, GV dang cong taco

,'I

8 Xet H9i dong chuyen man to chirc xet tuyen, kiem tra H9i P.TC- Ket qua xet 2 thang,
chuyen man va chuyen k~t qua v~ phong t6 chirc d6ng tuyen, kiemtuyen, HCQT

kiem tra hanh chinh. chuyen tra chuyen
I chuyen "- manmon

rnon
9 Bao cao Sau khi co ket qua xet tuyen va kiem tra chuyen BGHva Baa cao ket 3 ngay

k~t qua, mon, P.TC-HCQT trinh BGH phe duyet va thong P.TC- qua
d~ nghi baa k~t qua tuyen dung. HCQT,
tuyen
dung ,I

10 QDkY Nhtrng irng vien dat ket qua tuyen dung se duoc ky BGH P.TCHC Ket qua thir 3 thang BMlQ1:11lTCHCQT/04
I hqp hop d6ng lam viec l~n d~u vai TruOng thea Nghi QT, vi~c

d6ng I dinh 2912012/ND-CP ngay 12/4/2012 cua Chinh Nguai
I

lam vi~c phil. lao d9ng
l~n d~u H~t thai gian thir vi~c thea quy d!nh, nguai dugc vacac
(thir thir vi~e phai vi~t bim tt.r kiSm di€m qua trinh thir dan vi
vi~o) vi~c va c6 rih~ xet eua tru6ng dan vi. sir d\lng

lao d(f>ng
,..
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Quy trinh. tuydn dl,mg nha giaQ, can b9 quem ly

11 QDIcy
hqp
d6ng

lam viec

Nhtrng ngiroi dff dat yeu diu qua qua trinh thir viec BGH
va duoc Hieu tnrong duyet se diroc ky hop d6ng
lam viec voi tnrong.
Phong TC-HCQT lam hQ'Pd6ng lam viec thea Nghi
dinh 29/20121NB-CP ngay 12/4/2012 cua Chinh
phu quy dinh ve tuyen dung, su dung quan ly vien
chtrc, trinh Hieu tnrong ky.
HQ'Pd6ng lam viec co thai h1;111 ill 12 thang dSn 36
thang. D6i voi tnrong hop aff co hai Ifrn lien tiSp tro
len ky hop d6ng lam viec 36 thang thi lfin kY hQ'P
d6ng ti€p thea se Iii hQ'P d6ng lam viec khong co
thai han.
Phong TC-HCQT co trach nhiem hoan t~t cac thu
tuc cfrnthiSt cho ngmJi lao doug.

P.TCHC
QT,

I Ngiroi
lao dong

HQ'Pd6ng
lam viec

Sau I
khi ket '
qua
thir
viec
duQ'c
Hi¢u
tnrong
phe
duyet

12 Theo
doi va
quanly
h6 So'

P.TC­
HCQT

Ph6ng TC-HCQT co tnich nhi¢m luu, theo doi h6
So' cua nguai lao oQng, cae gi~y to' lien quan, hQ'P
d6ng lao dong lfut dAu,hqp d6ng lao dong, bao cao
thu vi~c, s5 bao hi~m ... I

NOi dung v€ quan Iy can be)g6rn cac cong vi~c sau:
- Tuy~n dl,lng,b6 tri, phan cong cong taco
- Cong tac qui ho<;tch,b6i du5ng din bo.
- Qufm ly v€ s6 lUQ1lg,b5 nhi~m, rni~n nhi~rn, nang
b~icluang.
- Xay d\fng tieu chuan chuc danh can bo, giao vien
nh~ xet danb gia can bo.
~T5 chuc vi~c thi tuy~n, dao t~o can b<).

Du li~u quan
ly h6 So'

nguo·i lao
doug

Luu
tm my
thea
rung

lo~i h6
sO',tai
li~u

* Ho So' nhan SlJ:

- PhiSu yeu cfrutuy~n dl,lng

- T6ng hQ'pnhu cfiu tuy~n dvng

- K€ ho~ch tily~n dl,lng

- K€t qua lti~m tra chuyen man

- HQ'pd6ng co thai hijl.n 12

thang

- KSt qua thir vi~c

- HQ'Pd6ng co thai h1;111tu 12
" -
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-- -----------------------_

Quy trinh tuyin d1jngnha giaD, can bp quemIy

- Quy dinh v€ ch&d9 trach nhiern va boi thuong v~t
II

den 36 thang
chAt. - S6 bao hiem
- Quy dinh v~ ch~.d9 ti~n luang, ti~n thirong,

I

- Cac quy dinh v~ ch~ d91am viec, nghi phep, cham
dirt h9P dang lao dong, sa thai.
- Giai quyet v~ khieu nai, 16 cao d6i voi can b9 thea
qui dinh cua phap luat.

I'
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Quy trinh tuydn dl,mg nha giao, can hi) quem if;
Luu y:

1.Yeu c~u tuy~n dung

Vi~c tuyen chon nha giao, can be)quan Iy cho eac don vi trong tnrong phai dam bao cac

nguyen t~c va cac yeu c~u sau:

a. Xuit phat illyeu du nhiem vu cua don vi.

b. C6 trinh de)chuyen man, nghiep vu, phu hQ'Pvoi cong viec, nhiem vu diroc giao.

c. C6 pham chit dao dire t6t.

d. C6 dli sire khoe dS dam nhan nhiem vu,

d. C6 nguyen vong phuc vu Iau dai tai Truong.

e. NSu la can bo, giang vien dffc6 thai gian cong tic tai cac don vi khac thi phai c6

y kien nhan xet cua dan vi dff cong tac vS tinh thk trach nhiern, y thirc t6 chtrc ky lu~t,

trinh de)chuyen man nghiep vu,

f. Qua trinh tuyen chon can be), giang vien duqc th1)'chi~n thea cac quy dinh phap

lu~tvS thi (ho~c xet) tuy&n,sir dl)ng va quan ly can bQ, cong chuc.

2. NQidung ciia thong bao tuy~n dt}ng gbi ro:

- Chuyen nganh tuySn dl)ng.

- S6 luqng c~n tuySn.

- 'fieu chu§.ntuy~n ch9n:

* UBi v6'i cae d5i tugng Ia nha giao:

(1) C6 phfrm chAtdl;lOduc t6t, ly Iich r5 rang.

(2) T6t nghi~p d~i h9C chinh quy h~ t?P trung (uu tien nhfrng nguai c6 bfutg xSp

h~ng kha, gi6i h9C vi th~c SI, tiSn s1) dung chuyen nganh, phu hqp vai nhu du tuySn

d\ll1g.

(3) C6 trinh de)ngo~i ngfr A2 tra len.

(4) C6 suc khoe lOl;liA; ngol;lihinh can d6i.

(5) Chfr viSt r5 rang; khong noi ng9ng, n6i l~p.

* UBi v6'i cac dBi tU'gog khong pbiti lit Dba giao:

(1) C6 phfrm chAtdl;lod(rc t6t, 1)'lidl r5 rang.

(2) C6 trinh de)chnyen man dlmg chuyen nganh~phil hqp vai nhu du tuy~n dl,lllg.

(3) C6 trinh dQngol;lingu A2 tra len.
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Quy trinb tuyin d1;lngnha giao, can b(Jquem If
(4) Co sire khoe loai A; ngoai hinh din d6i.

- Dia diem, thai gian nhan h6 SCI, n9i dung h6 so va mot s6 yeu c~u khac ... (miu c6).

3. H& soluu trii' quan Iy nhan S\l'

STT Ten hB so Noi Hinh thuc Tbiti Hin.h thu'c
IU'u tFfr hru gian hru huy

1 Phieu yeu cau tuyen dung P.TC-HCQT File 2nam xs se

2
T6ng hQ'Pnhu cau tuyen

File 2nam XeIDoP.TC-HCQT
d\lng

,

3 K~ hoach tUY~l1dung P.TC-HCQT File 2nam xs se
4 Ket qua kiem tra chuyen mon P.TC-HCQT

,

Hqp d6ng co thai han 12
5 P.TC-HCQT

thang
H6 SO' nhan Su6t thai

6 Ket qua thir viec P.TC-HCQT Khdng huy
S\l' gian

7
Hop dong co thai han tir 12

thang d~n 36 thang
P.TC-HCQT

8 S6 bao hiem P.TC-HCQT
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TRVONG CAO DANG Y TE HAl PHONG
PRONG TO eHtre -HAND cHiNH QuAN TRJ

BM/QTll/TCHCQT/02

e(>NG HOA xA HQI CHi;NGHiA VI$T NAM
DQcl~p - Tl,l'do - H:;tnh phuc

TONG HQP NHU cAu TUYEN D1)NG

(Thea yeu cdu bb sung nhdn luc trang ndm h9C 20... - 20... cua cac don vi)

STT Don vi
Clnrc danh,
nganh ngh~

GiOi
tinh
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UBND THANH PHO HAr PRONG
TRUONG CAO DANG Y Tit HAl PHONG

BM/QTll/TCHCQT/03

CQNG HOA xA H(U CHiT NGHiA VQ1T NAM
DQc I~p - Tv do - H~nb phuc

KEHO~CH TUYEN DVNG NHAN SV
NAM HQC 20 -20 .

STT Don vi
Chirc daub,
nganh ngh~

GiOi
tiuh

Trinb do ;1 s6 Hinb tlnrc
huve .,.. I} tAdc uyen mon m;mg uyen ung

Loai hinb
HI) san tuy~n

d\lug

Gbi
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UEND THANH PHO HAlPHONG
TRUONG CAO IlANG Y TE HAl PHONG

BMlQTlllTCHCQT/04

CONG HOA xA HOI CHU NGIDA VI¥T NAM
DQc l~p - TV do - H~nb phuc

BAo cAo KET QuA THU VI¥C

STT Cbrrc danh Boon vi
Thiri gian thtr vi~c

Til' ngay D~n ngay D~~yeu
cfiu

K~t qua
Ghi chuKbong,d~t

yeu diu
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