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Tom tit
Trong quan tri doanh nghiép hién nay, tinh chuyén nghiép trong cong viéc ngay cang duwoc dae
cao. Nhung hiéu thé ndo vé tinh chuyén nghiép trong cong viéc khong phai dé, nhiéu nguoi cho
mng chuyén nghi¢p nghia la phai chuyén tam trong cong viéc. Theo cach hiéu nay quadn tri
muon chuyén nghiép can phai tao sy hoan chinh, hiéu qua va tin cdy. Nhw v@y mot nha quan Iy
muon dat dén do chuyén nghiép can phadi cé cac quy trinh dong bé, nhdt qudan va hop 1y. SIPOC
la mét ieng dung rdt tot cho cdc nha qudn Iy trong viéc xdy dung quy trinh qudn Iy trong doanh
nghiép. Trong bai bdo nay dé cdp 101 vigc huong dan sir dung SIPOC va ung dung SIPOC trong
viée xdy dwng quy trinh qudn Iy tuyén dung nhan sw cho céng ty van tdi bién.
Abstract
In today’s business environment, professionalism is becoming increasingly important. What
does professionalism mean? Many people believe professionalism means dedication to work. In
this sense, a business executive needs to create completion, efficiency and reliability. Such an
executive wants to reach a professional level, needs synchronized, consistent and appropriate
procedures. SIPOC is a very good application in developing management procedure in
enterprises. This paper refers to the guideline of SIPOC’s use and SIPOC’s application in
developing management procedure of recruitment for shipping companies.
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1. Bén chit ciia SIPOC

V& ban chéat SIPOC dugc viét tit boi 5 chit cai dau tiéng Anh cia cac tir: Suppilers - Input - Process
- Output - Customers. Cu thé:

- Suppliers duoc hleu 1a Nha cung cap: Trong bat ky cong viéc nao dau c6 cac yéu to dau vao,
ching han hoat dong san xuét thi dau vao 1a viéc cung cap cac nguyén vat liéu, nhién liéu, hoat dong ban
hang dau vao 1a qua trinh cung cip hang hoa, van chuyén. Do d6 nha quan tri phai xac dinh nha cung cap
dau vao trong quy trinh quan ly minh dinh xay dung la nhu’ng b phan nao. Nhitng nha cung cap nay sé&
cung cip thong tin, nguyén vat liéu, thanh phim,... cho viéc thuc hién quy trinh.

- Input dwoc hiéu 14 nhitng yéu t6 nguyén liéu dau vao gitp ngudi quan 1y thuc hién duge quy
trinh.

- Process duoc hiéu 1a Qua trinh, nghia la tuan tu cac bude duge thuc hién nham dat muc tiéu quan
1y, n6 bao gébm cé viéc mo ta cong viéc thuc hién, va cac nguon lyc can thiet cho vi¢c thuc hién quy trinh.

- Output dugc hiéu 1a nhiing két qua thu dugc sau khi trién khai quy trinh.

- Customers - nghia la Khach hang ctia qua trinh, day la nhirng nguoi dugc hudng thanh qua cua
toan bd quy trinh trén. Do d6 cén coi cac bd phan thu huéng nhu nhiing khach hang cia quy trinh dé nang
cao trach nhiém trong viéc cung cap.

Tén quy trinh

ha Dau vao - Muc ti‘é_u , ’ Daura
cung > | - Nguodi quan Iy | ———">
cap quy trinh

- C4c ngudn lyc
- Cac buwéce va ndi
dung tirng buwéc

Hinh 1. Xdy dung quy trinh qudn Iy bang SIPOC [2]



2. Ung dung SIPOC trong viéc xiy dung quy trinh tuyén dung nhén sy tai VOSCO
2.1. Cdc xdy dung md hinh SIPOC

Pé trién khai SIPOC trong doanh nghiép, ngudi ta co thé tién hanh theo cac budc sau:

1. Thanh lap nhom doc 1ap dé viét quy trinh.

2. Pt tén cho quy trinh va dua ra cac yéu cau dau vao.

3. Nguoi thyc hién dya vao cac yéu cau dél’,l vao s¢ xdy dung cac ngudn luc vao, cac quy trinh dé
thuc hién, cac két qua dau ra. Bau vao 1a nhiing yéu t6 gitp cho quy trinh c6 thé thup hién duoc, dau vao
la nhitng gi ma quy trinh tao ra cho khach hang. Quy trinh 1a trinh tu cac cong viéc can thuc hién.

4. Khach hang 14 nhimng nguoi nhan két qua dau ra.

5. Ca nhom s& cung théng nhat muc tiéu, giéi han cia qua trinh, diém bat dau, diém két thic,
nhiing trudng hop nao thi 4p dung qua trinh, trudng hgp nao khong &p dung qua trinh.

6. Sir dung mau SIPOC d¢é viét quy trinh.

7. Trién khai thuc hién va cai tién lién tuc.

2.2. Ung dung SIPOC cho mgt quy trinh tuyén dung nhin sw

Tuyén dung nhan sy la mot hoat dong phd bién cua nhiéu doanh nghiép, do phong Nhén su phu
trach. Nhiém vy chinh 14 tong hop nhu cau sir dung lao dong trong cac bo phan tir d6 xay dung ké hoach
tuyén dung nhan sy tir bén trong hodc bén ngoai doanh nghiép. Hau hét cac doanh nghiép hién nay déu co
nhimg quy ché hay quy dinh v€ tuyén dung nhan su trong doanh nghiép. Vi vay doanh nghiép c6 thé dua
ngay trén cac quy dinh ndy d€ luong hoa thanh quy trinh. Trén co s& goi ¥ cua md hinh SIPOC s& tach
cac ni dung ra thanh nhi€u phan khac nhau gan v6i timg thanh phan trong mé hinh. Di€u nay s& gitp cac
nha quan 1y c6 thé hinh dung viéc trién khai quy trinh mot cach don gian hon, tir d6 c6 thé dé dang ap
dung céac quy trinh quan 1y mét cach nhanh chéng, hiéu qua. Sau ddy la mét minh hoa cho viéc ing dung
SIPOC cho viéc xay dung quy trinh tuyén dung cia mot cong ty van tai bién.

Quy ché tuyén dung ciia Cong ty Van tai bién Viét Nam

Ngi dung quy ché [3]:

Cac phong ban trong Cong ty xac dinh nhu cau lao dong cua phong minh va dé nghi nhu cau lao
dong cho tung chirc danh hodc cong viéc cu thé 1én phong T6 chirc - Tién luong. Can cir vao Quy ché
tuyén dung lao dong cua Cong ty, Phong To chirc - Tién luong chiu trach nhiém:

- Tap hop céc bao cao nhu cau bd sung lao dong, ddi chiéu véi cac tidu chuan cip bac cua céc
phong ban va quy dinh ctia Cong ty.

- Lap ké hoach tuyén dung m¢i da dugc Tong giam déc Cong ty phé duyét va thong bao cong khai
trén phuong tién thong tin dai chung.

- Tiép nhan hé SO kiém tra, xem xét déy du, tinh xac thuc cua cac yéu cé‘u} vé ho so nhitng nguoi du
tuyén theo Quy ché tuyén dung lao dong cuia Cong ty va cac tiéu chuan can tuyén dung.

- Lap danh sach va théng bao nhitng ngudi du tiéu chuan du tuyén dugc tham gia thi tuyén

- Truéng Phong T6 chire - Tién lwong co trach nhiém thanh 1ap ban giam khao.

- Chuén bj d& thi dé Hoi dong tuyén dung xem xét va trinh Tong giam ddc xét duyét.

- Quyét dinh phuong thirc tuyén dung.

‘Qua trinh thi tuyén 6 thé tién hanh thi viét va/ hodc van dép tuy theo tinh hinh cy thé va ndi dung
bao gdom cac van d¢€ sau day: Kha nang chuyén mon; Kha nang Ngoai ngit; Kha nang sir dung phuong tién
lam viéc (may vi tinh, 14i xe,...).

Can ctr vao ké hoach tuyén dung thuyén vién di dugc Tong giam dbc chuan y, Hoi dong tuyén
dung tién hanh:

- Téng hop két qua thi tuyén, trinh Tong giam ddc xét duyét két qua.
- Thong béo két qua thi tuyén va nhimng ngudi trang tuyén cong khai.



- Hoan chinh thi tuc tuyén dung dé trinh Tong giam dbc ky hop dong lao dong.
Mo ti bing md hinh SIPOC:

Quy trinh: Tuyén dung nhan sy cho doanh nghiép

Muc tiéu:

e Tiéu chudn hoa can bd, nhan vién trong Cong ty.

e Dap tng cac yéu cau quan 1y san xut kinh doanh ciia Cong ty.

Chuan hoa quy trinh tuyén dung va tiéu chuan trong Cong ty.

Nguoi quan ly: Truéng phong T6 chirc - Tién luong

Nhacung | Dau Quy trinh Piu ra Khach
cap VAo (Process) (Output) hang

(Suppliers) | (Input) (Customers)
Cac tng Ké * Tiép nhan hd so Tuyén | Céc phong
viéntrong | hoach | * So tuyén dung ban c6 nhu
va ngoai tuyén | Can ctr vao Quy ché tuyén dung Phong T6 chirc | duoc ciu tuyén
doanh dung | - Tién luong s&: cacung | dung.
nghiép cla - Tap hop céc nhu ciu bo sung lao dong, dbi | vién

cac chiéu v6i cac tidu chudn cap bac ciia cac phong | theo

phong | ban va quy dinh cta Cong ty tiéu

ban - K& hoach tuyén dung lao dong s€ dugc giam chuén

dugc dbc Cong ty phé duyét va thong bao cong khai | da dat
Tong | trén cac phuong tién thong tin dai chung vé so ra.
giam luong, cac tiéu chuan tuyén dung, cong viéc can

dbe tuyén dung i ) . 5}’ ket
duyét | - Phong T6 chuc - Tien luong tiep nhén ho so dgﬁ
ki‘ém tra, xem xét sy day du, tinh xac thyc cua lao &
ho so. o
dong

Lap danh sach va thong bao nhimg nguoi du
tiéu chuan du tuyén dugc tham gia thi tuyén

* Thi tuyén

Truéng Phong T chirc - Tién lwong c6 trach
nhiém thanh 1ap Hoi dong thi tuyén theo Quy
ché tuyén dung lao dong ctia Cong ty

- Chuan bi dé thi dé Hoi dong xem xét va trinh
giam doc xét duyét.

- Quyét dinh phuong thire tuyén dung.

- Qua trinh thi tuyén c6 thé tién hanh thi viét va/
hodc van dap tlly theo tinh hinh cu thé.

Noi dung bao gom: Kha ning chuyén mén; Kha
nang Ngoai ngir; Kha nang st dung phuong tién
lam viéc (may vi tinh, lai xe...)

* Lam thi tuc tuyén dung

3. Két luan

Dua trén mé hinh SIPOC nha quan 1y c6 thé d& dang hinh dung toan bd qua trinh quan 1y trong linh
vuc ma minh phu trach, dong thoi nang cao duge trach nhiém cua cac bo phén trong viéc thyc hién cac
cong viée cua qua trinh chung. M6 hinh nay 1a co s6 thuén loi cho viée cai tién d6i méi quy trinh mot
cach linh hoat, phi hop véi sy thay ddi cua thuc té
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