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TOM TAT

Chuyén d& thuc tap: “PHAN TICH QUY TRINH BAN HANG DPE XUAT
NANG CAO HIEU QUA BAN HANG”

Noi dung cudn béo cdo thuc tap tot nghiép ndy gom cé nhitng phan chinh nhu
sau.

e Thong tin don vi thyc tip: Trinh bay nhiing théng tin co ban vé cong ty CH
phan tu van va dich vu TAm nhin su nghiép nhu thong tin khai quat vé cong ty, gia
tri-sit ménh-nguyén 1y lam viéc cta cong ty, thong tin phong ban va so d t6 chrc.

o Thuyc trang hoat dong cua don vi thyc tap: gém nhiing ndi dung vé dich vu
ctia cong ty, khach hang va ddi thu canh tranh cta cong ty, thong tin hoat dong kinh
doanh cua cong ty trong ndm 2011.

e (Cong viéc thuc hién tai don vi thuc tap: Trinh bay nhiing cong viéc chuyén
mon va cong viéc hd trg trong thoi gian thuc tap tai cong ty.

e Cos0 1y luan: 1y thuyét lién quan dén quy trinh ban hang.

e Phan tich quy trinh ban hang cua cong ty c6 phan tu van va dich vu TAm nhin
su nghiép.

e Nhimg van dé phat hién duoc trong quy trinh ban hang cua cong ty: dua ra 4
van dé chinh.

o Céc giai phap dé xuat: gdbm co 4 giai phap cho 4 van dé twong ng

e Nhimg danh gia cua giai phap dé xuat: danh gia lai 4 giai phap da dua ra, co
hay khong dugc cong ty ap dung.

e Nhiing dinh hudng tiép theo dé giai quyét van dé trong tuwong lai.
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LOI CAM ON

To1 xin tran trong cdm on
e (Cong ty cd phan tu van va dich vu Tam nhin sy nghiép
e Tong giam dbc Cong ty c6 phan tu van va dich vu TAm nhin su nghiép, Ba
Huynh Ngoc Anh d3 tao co hdoi cho toi duoc thuc tap tai quy cong ty. Bén canh do,
t6i ciing xin chan thanh cam on Ba Nguyén Thi Tuyét Mai va Ba Nguyén Thj Thanh
Nhan, dd huéng dan, hd tro khi t6i gip khé khin trong cong viée, gitp toi hoan
thanh cong viéc dugc giao.

Pbi véi phia truong Pai hoc Hoa Sen, toi xin cAm on ban giam hiéu truong Pai
hoc Hoa Sen di tao diéu kién cho t6i tiép xtic v6i méi truong doanh nghiép thuc té,
ap dung kién thirc nha trudng vao thyc tién, bd sung cac k¥ ning thuc té cho ban
than.

DPong thoi toi ciing xin chan thanh giri 101 cdm on dén

e Giang vién hudng dan, Thay Duong Kim Thanh

e Giang vién diéu phdi, Thay Lé Ngoc Dt

e Cac ban cung thuc tap chung tai cong ty, va cac ban chung nganh quan tri
kinh doanh khoé 09 da hd tro, tu van gitp t6i hoan thanh tét dot thuc tap tot nghiép

va hudng din t6i cach thirc, quy trinh dé hoan thanh tét cudn béo céo.
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DANH MUC CHU VIET TAT
1. JSC: Joint Stock Company
2. VNbD: Viét Nam Dong
3. Tp.HCM: Thanh phé H6 Chi Minh
4. HR: Human Resourse
5 IT: Information Technology
6. PR: Public Relation
7. CV: Curiculum Vitae
8. C&B: Compensation & Benefits
9. HRM&HRD: Human resourse manager & Human resourse director
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1. Tong quan vé cong ty

1.1 Théng tin khai quat vé cong ty

Tén cong ty: Cong ty c¢b phan tu van va dich vu Tam nhin sy nghiép

Tén tiéng anh: Career Vison Consulting and Services Corporation

Tén viét tat: Career Vision.JSC

Loai hinh cong ty: Cong ty cO phan

Ngay thanh lap: 27/8/2009

Voén diéu 1¢: 1,000,000,000 VND

Dia chi: Lau 3, toa nha VET, s6 1/1 Hoang Viét, phuong 4, quin
Téan Binh, TPHCM

Dién thoai +848 39 333 568

Fax: +848 39 333 569

Email: info@careervision.vn

Website: WWW.careervision.vn

Slogan: Don’t dream it. Created it

Logo cbng ty:

Hinh 1: Logo cong ty
1.2 Gia tri-sir ménh-nguyén ly lam viéc cua cong ty
1.2.1 Gid tri ciia cong ty
e “Good to great” Tot dén t6t hon
e “Human touch” Giao tiép vdi con ngudi

e “Balance” Can bang

Cong ty CareerVison 1
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1.2.2 Str ménh ciia cong ty

Pé tao duoc su tin cady va ddi tac chién luge dén cac td chirc va cac ca nhan thi
phai cam két thue hién mot cach tot nhat. Cong ty cung cap nhitng dich vu tim kiém
nhan su cho khach hang theo quy tic dao duc dé thuc day két qua kinh doanh mot
cach bén vimg va moé rong ngudn nhan luc.

La mot ngudi ban tdt nhat trong nghé nghiép va 1am ho hai long véi cude sbng,
bang cach hd tro ho xac dinh va phat trién sy nghiép phu hop véi nhitng kha ning va
s& thich cua ho.

Truyén cam hing va trao quyén cho cac cong su ciing nhu khach hang. Cong ty
mudn nhirng nhan vién ctia minh tan dung tdi da tai nang va loi thé cua ho, va viéc
khuyén khich ho lam nhu vay la dé nang cao stc khoe, thuc hién va can bﬁng cudc
song cua ho.

1.2.3 Nguyén ly lam viéc ciia cong ty

e Séang tao

e DPam mé

e Toan ven

e Hi¢uqua

e Chuyén nghiép

o Cam két lau dai

e Vi loi ich chung

e Ton trong con ngudi

e (Can bang cudc song va cong viéc.

Cong ty CareerVison 2
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1.3So d6 té chire-thong tin phong ban

1.3.1 So do té chirc cong ty

GM

Front Office Back Office

PR&MK Sale Manager HR Manager
Manager
|

MK Offline IT Admin Finance &
Teamleader Teamleader Executive Accountant
MK Online HR
Teamleader Teamleader

Finance &

Account

Teamleader

Hinh 2: So dé té chirc cong ty
(Nguon: Céng ty c6 phan tw van va dich vu Tam Nhin Sw Nghiép)

Cong ty CareerVison 3
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1.3.2 Thong tin phong ban

e GM (General Manager) Tong giam ddc

Chiu trach nhi€ém quan ly diéu hanh moi hoat dong cong ty, dua ra chién luoc
kinh doanh, xtc tién, quang cdo, phat tién quan hé khach hang va tu van khach hang.
Ngoai ra con chiu quan 1y tai chinh va dao tao nhan vién moi.

e HR Manager Truong phong nhan sy

Chiu trach nhiém quan ly nhan su, chét luong dich vy, nghién ctru va phat trién
dich vu coéng ty. Ngoai ra con c6 trach nhiém quan ly ban hang va cac hoat dong-
dich vu khach hang.

e Admin Executive_Chuyén vién hd tro

Hb tro tim kiém Gng vién tiém ning, nhap dit liéu va quan 1y hé théng RSP, HS
trg thong tin lién lac voi khach hang va ing vién.Ngoai ra con chiu trach nhiém quan
1y tai san, van phong pham cta cong ty.

e Taichinh ké toan

Chiu trach nhiém ghi chu, xay dung va danh gia hoat dong tai chinh cta cong ty.
Xay dung biéu dd hoat dong kinh doanh, 14p bao cdo tai chinh cho cong ty. Chiu
trach nhiém tinh luong cho nhan vién.

e HR-IT-Finance Team Leader

M&i nhom s& duoc quan 1y boi mot nhom trudng phuy trach tim kiém khach hang-
mg vién thudc vé linh vuc ciia minh (Nhan su, cong nghé thong tin va tai chinh).
V&1 muc dich chung 1a phat trién quan hé khach hang; tim kiém, lya chon ung vién;
tu van khach hang va g vién; phat trién tai san tri tué cta cong ty.

e PR & Marketing_ Quang céo va tiép thi

Chiu trach nhiém quéan 1y va dua ra chién luoc tiép thi vé hinh anh, thuong hiéu,
dich vu cua cong ty (Thiét 1ap chién luogc tiép thi truc tuyén, thuc hién va tham gia
hoi thao vé& nhan su, quang cdo dich vu cong ty thong qua phuong tién truyén
thong,...)

e To61 duoc thyc tap tai nhom HR-Finance Team, v&i nhi€ém vu chinh la tim
kiém va tiép cin khach hang, tim kiém CV tng vién va hd trg phong van qua dién

thoai ung vién thude linh vuc nhan sy va tai chinh.
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2. Thye trang hoat dong cua cong ty CareerVision
2.1 Dich vu ctia cong ty

e HR consulting_Tu van nhan su

Cau hoi quan trong nhat ciia bay ky nha lanh dao ngay nay 1a lam thé nao dé ting
hi€u qua lam viéc cua cac td chtrc kinh doanh dé dan dén viéc kinh doanh thanh
cong. Tu van nhén sy ciia CareerVision s& danh gia to chirc ctia ban va xac dinh nhu
cau dbi v6i cac muc tiéu kinh doanh cua t6 chirc d6. Ching tdi c6 thé phat trién chi
tiét vé ké hoach hoat dong nhan su dé 1ip day nhimmg 15 hong va dwa ra cac dé xut

ma doanh nghiép ciia ban c6 kha niang phat trién manh.

e Career Counseling_Tu van hudng nghiép

Chuong trinh cua Career Vision dugc dya trén nhiéu nim nghién ctru (ly thuyét)
phat trién nghé nghié¢p, tao cho ban chién lugc va lgi thé phat trién tdt nhat. Dau tién,
1a phai biét chinh minh. Ching t6i gitip ban hiéu dugc kha ning, so thich, phong
cach va cac gia tri cua ban. Thi hai, chiing t6i gitip ban hiéu thé ndo vé noi lam viéc
va danh gia cac yéu cau cong viéc cho co hoi nghé nghiép. Thir ba, chiing tdi gitip
ban xac dinh phu hop nhét gilta ban va nghé nghiép ma ban Iya chon.

e Professional CV Writing Service_Dich vu viét CV chuyén nghiép

Pa bao gido ban tu hoi tai sao mot ) nguoi thuong c6 dugce cong viéc ma ho
mong mu6n? Cau tra 10i don gian 1a “CV ciia ho thuyét phuc ngudi phong van”

Tai sao phai st dung dich vu viét CV?

Poi mit véi mot lugng 16n (diéu lo léng, tai trong) cua hang tram CV tng vién
dang ngay mot giam trong danh sach tring tuyén, diéu d6 chic chin rang 13 nha
tuyén dung s& khong mat hon 30 gidy dé luét nhin CV cia cac Gng vién dau tién. Loi
thé tir dich vu ctia chung t6i mang dén cho ban 1a chung toi biét chinh xac nhiing gi
nén dua vao, nhiing gi khong nén dua vao, va nhiing gi can dé it trong CV cia ban.
biéu nay dam bdo ré“lng nhiing CV cua ban s€ canh tranh dugc véi ddi thu cua ban,
cung cip cho ban cho hoi tét nhat c6 thé nhan dugc tir cong viéc ma ban thich, mong

muodn hodc ban xing dang nhan dugc.
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Professional Writing Service Fee

Graduates (From 0- 3 year experiences) From $25
Mid Career (From 4- 7 year experiences) From $100
Executive/ Manager (From 7- 14 year experiences) From $200
Covering Letter From $15
Thank you letter From $10

All prices are fully inclusive of VAT

(Our CV writing charge depends upon the level of service appropriate to you)

Hinh 3: Bdng phi dich vu viét CV chuyén nghiép
(Nguon: Céng ty CP tw van va dich vu Tam nhin sw nghiép)

e Professional Interview Coaching Service Dich vu huin luyén phong van
chuyén nghiép

Nhitng ngudi di diéu kién (kha nang) nhat khong phai ludn luén cé duoc vi tri
t6t nhat, phai 13 nhitng nguoi phong van tét nhat. Va lam nhirng gi cho nguoi di kha
ning d6 phai ngac nhién ban. Piéu d6 nhiéu hon so véi cac k§ nang va kinh nghiém
ma ban co.

Tai sao phai st dung dich vu huan luyén phong van chuyén nghiép?

Tinh trung binh, c6 it nhit khoang 5 tng vién khac duoc phong van cing mot vi
tri nhu nhau. Vi thé, moi thr dudng nhu c¢6 thé cung cap cho ban khoang 20% co hoi
nhan duogc viée. Tuy nhién, c6 rat nhiéu ban c6 lam duoc dé cai thién sy thanh cong
ctia ho. Dich vu huan luyén phong van chuyén nghiép gitip ban tan dung nhiing diém
manh cta ban dé ban thuc hién tot nhat, bﬁng cac tac dong anh huong dén nhirng
hinh anh c4 nhan ctia ban bao gém ca trang phuc va ngdn ngit co thé, dé dbi pho véi
nhitng cau hoi day thach thirc, dat ra nhitng cau hoi ma ho c6 thé dung dé tao lgi thé

cho ban.
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Professional Interview Coaching Service Fee (120-minute coaching session)

Group Individual
Entry Level
(From 0 - 3 year experiences) From $10/ person From $30
Executive Level
(From 4 - 7 year experiences) From $20/ person From $60
Management Level
(From 7 - 14 year experiences) From $40/ person From $120

All prices are fully inclusive of VAT
(Our Interview Coaching charge depends upon the level of service appropriate to you)
Hinh 4: Bang phi dich vy hudn luyén phong vin chuyén nghiép
(Nguon: Céng ty CP tw van va dich vu Tam nhin sw nghiép)

e CV Distribution Service_Dich vu phan phdi CV

Tai sao phai chon dich vu phan phéi Ccv?

Lam thé nao dé ban c6 thé tim viéc mét cach nhanh chong? Cau tra 101 don gian
1a. Muc tiéu ctia ban 1a 1am cho nhiéu nha tuyén dung xem CV cua ban. Ban c6
mudn sb luong nha tuyén dung xem CV cua ban ting 1én khong? Néu ban mubn,
dich vu phan phéi CV c6 thé 1a cach tot nhat dé CV cia ban toi tay nha tuyén dung
mot cdch nhanh chong.

Dich vu phan phdi CV lam ting nhiéu co hoi phong van va viéc 1am mot cach
dang ké trong khi d6 tiét kiém cho ban rat nhiéu thoi gian, bang cach gt so yéu ly
lich (Resume) cta ban dén cac nha st dung lao dong, ngudi tuyén dung, cic cong ty
tim kiém va phan phdi nhén sy.

Tai sao phai chon dich vu phan phéi CV cua CareerVision?

Dich vu phan phéi CV cua chiing t6i khong phai gui thu hang loat, nhung tap
trung vao tu van, tiép can va giai quyét van dé véi nhimng loi ich sau:

> Chii dong tiép can vé6i cac nha tuyén dung dung tiém nang hon 1a cho doi
ho sang loc danh sach cua ban tir dir li¢u cia chung toi.

> Chi phi hiéu qua - Tiét kiém tién va dang tai CV cia ban 1én Website

> Tinh minh bach — Hoi du diéu kién cho cac vi tri tuyén dung ma khong

can phai quang cdo hay 13 théng qua co quan tim kiém.
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> Trong vong 2-4 ngay ké tir ngay ding ky, CV cia ban s& dugc phan phdi

dén cac nha tuyén dung tiém nang trong mang ludi cua chung téi va phu hop voi linh
vuc, kinh nghiém cta ban va ban c6 thé nhan dugc sy quan tam va goi dén phong

van hoac thong qua email.

CV Distribution Service Fee

CV Distribution o around 50 targeted recruiters From $25

All prices are fully inclusive of VAT

(Our CV writing charge depends upon the level of service appropriate to you)

Hinh 5: Bdng phi dich vu phéan phéi CV
(Nguon: Céng ty CP tw van va dich vu Tam nhin sw nghiép)
e Executive Search and Selection_ tim kiém va lwa chon nhan su cap cao
Chung t6i 14 nguoi Viét Nam chuyén gia tim kiém nhén su cip cao dua trén
nén tang nhan sy virng chic va tap trung chinh vao linh vuc Nhan sy, Tai chinh va
Cong nghé thong tin. Chung t6i tr hao 13 mot doanh nghiép cung cap dich vy nhan
su dac biét trong dich vu tai chinh, tiéu dung va cong ngh¢. V&i mot mang ludi manh
va du co sé dir liéu cho hon 10000 lya chon cua ung vién, ching t6i da thanh cong
v6i mot sb vi tri thach thirc & cac cong ty da qudc gia va cac cong ty ndi tiéng nhu:
Mekong Capital, BIC chau A, Hoi nghi thugng dinh My, Boehringer, TowerWatson,
Infrarisk, ....

Bén canh d6, CareerVision 1 cong ty khong chi tim kiém nhén sy cip cao tai
Viét Nam ma con cung cép, tu van nghé nghiép danh riéng cho cac tmg vién cua
chung t6i. Piéu d6 cho phép chung t6i dam bao rang cic tng vién cia ching toi co
muc tiéu nghé nghiép ro rang, cam két v4i nhimng gi ho 1am. Véi sy hiéu biét sau sic
vé tng vién cua, chung toi c6 thé dap tmg dugc ngudn nhan luc phu hop véi vin hoa
doanh nghiép ciia ban. Chiing t6i c6 thé cam két chi cung cp nhiing mg vién tiém

nang, du diéu kién, thuc su quan tam va phu hop véi ban.

Cong ty CareerVison 8



Truong Pai hoc Hoa Sen Bao cao thuc tap_TV0911

2.2 Khach hang va dbi thii canh tranh ciia cong ty CareerVision

2.2.1 Khach hang cua cong ty

Cung véi sy phat trién cta xa hoi, hing nim c6 rat nhiéu cong ty ra doi, sy canh
tranh trén thuong truong ngdy cang gay git, va yéu td con ngudi 1a vo ciing quan
trong, quyét dinh sy thanh bai cia mdi cong ty. Vi vy, nhu cAu vé nhan sy cao cip
ngay cang dugc chi trong hon vé chit luong. Khach hang chinh cua cong ty chil yéu
1a nhirng truéng phong-giam ddc nhan sy cua nhitng cong ty c¢6 nhu cau tim kiém
nhan su cip cao va thong tin tuyén dung mang tinh bao mat nhu: Mekong Capital,
BIC Asian, US Summit, Chantelle, Boehringer, TowerWatson, Infrarisk, CSC, v.v..

Ngoai ra, trinh do dan tri cta x3 hoi ngay cang duoc ning cao, co rat nhiéu nhan
su gi101, ho khong lam btra mot cong ty nao do dé kiém thu nhap, ho doi hoi mot cong
viéc phu hop véi trinh d6, chuyén moén va dap ung dugc nhu cdu vé méi truong,
lwong-thuong-phiic loi va sy thang tién cua ho cong ty. Vi vay, khach hang cia cong
ty con 1a nhirng ca nhan dang can tu van tim kiém cong viéc phu hop.

2.2.2 Déi thii canh tranh ciia cong ty

Vi 1a mot cong ty nhé mdi thanh 1ap nén Careervison ludn phai ddi mat voi sy
canh tranh gay gat tir cac 6ng 16n trén cung linh vuc hoat dong nhu: Navigos Search,
First Alliances, Net Viet, L&A, HR2B, Hrproviethnam, HR Viet nam,... Hiéu duogc
tiém lyc ctia minh, cong ty Careervison khong cung cép dich vu nhan sy ¢ tit ca cac
linh vyc, ma chi tap trung cha trong phat trién ba linh vuc chinh l1a nhan sy, tai chinh

va dac biét 1a cong nghé thong tin.
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2.3 Thong tin hoat dong kinh doanh

2.3.1 Bdng bdo két qua hoat dpng kinh doanh

Don vi tinh: VND

) ' S6 nim
STT Chi tiéu M& | Thuyét minh | S6 nim nay trudc
6
" @ @ @ ©) ©
1 Doanh thu ban hang va cung cap dich vu 01 V.08 736.583.547 487.448.560
2 Céc khoan giam trir doanh thu 02
Doanh thu thuin vé ban hang va cung 487.448.560
3 chp dich vu_ (10= 01 02) 10 736.583.547
4 Gia von hang ban 11
Loi nhuén gdp vé ban hang va cung cap 487.448.560
c dich vu (20 = 10 - 11) 20 736.583.547
6 Doanh thu hoat dong tai chinh 21 9.776.531
, Chi phi tai chinh 22 178
-Trong d6: chi phi 1ai vay 23
8 Chi phi quan 1y kinh doanh 24 1.352.082.488 | 052859489
Loi nhuén thuin tir hoat dong kinh (35.634.576)
9 doanh (30 = 20 + 21 — 22 — 24) 30 (615.498.941)
10 Thu nhap khac 31 68.412.714
1 Chi phi khac 32 344.863
1 Loi nhuén khac (40 = 31 — 32) 40 68.067.851
Tong loi nhuin ké toan truéc thué
: : (35.634.576)
13 (50 = 30 +40) 50 IV.09 (547.431.090)
1 Chi phi thué thu nhap doanh nghiép 51
Loi nhuén sau thué thu nhap doanh
15 NS 60 (547.431.000) | (3°:634576)
nghiép (60 =50 —51)

Hinh 6: Bdng bdo cdo két qua hoat déng kinh doanh ciia CareerVision ndm 2011

(Nguon: Céng ty c6 phan tie vin va dich vu Tam nhin su nghiép).
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2.3.2 Pdnh gid két qud kinh doanh

Thong qua bang bao céo két qua hoat dong kinh doanh nam 2011, ta c¢6 thé nhan
thdy rang doanh thu tir hoat dong ban hang va cung cap dich vu nim 2011 cao hon
nam 2010 14 249.134.987 VND. Chtng t6 cong ty hoat dong t6t hon va cung cip
duoc nhiéu dich vu hon cho khach hang, s6 lvong khach hang ngdy cang ting.

Tuy nhién, lgi nhudn sau thué cua cong ty nam 2011 lai 1a — 547.431.090 VND,
16 nhiéu hon so véi ndm 2010 13 511.796.514 VND. Vi day 1a mot cong ty méi thanh
1ap khong lau (thanh 1ap thang 8/2009) nén can str dung nhiéu chi phi cho viéc van
hanh hoat dong cong ty nhu chi phi cho vi¢c dao tao va trd lwong-thudéng cho nhan
vién, chi phi quang céo, chi phi mé rong quy mé cong ty, chi phi ¢ dinh (may tinh,
ban ghé, phong dc,...). Ngoai ra, kinh té toan cau hién dang roi vao tinh trang suy
thodi, diéu nay anh huong khong it téi cong ty. Két qua kinh doanh ¢6 16 ciing khong
c6 gi 12 bat ngo.

3. Cong viéc thuc hién tai cong ty

3.1 HOd tr¢ tuyén dung

3.1.1 Goi dién thoai

Goi dién thoai duogc chia thanh hai phén chinh: goi dién thoai gidi thi¢u dich vy
cong ty va goi dién thoai dé lién hé-phong van mg vién. Py 12 mot trong nhing
chudi cong viéc quan trong cia viéc ban hang cia cong ty, 1a cau ndi thé hién mdi
lién két gilta cong ty va phia khach hang hay ung vién.Tir ddy ta c6 thé quang ba
hinh anh, thuong hi¢u cong ty ra bén ngoai.

3.1.1.1 Goi dién thogi cho khach hang

e Yéucau

Giong noi tdt, phat am r0 rang; néi chuyén nhe nhang, lich sy, tao cdm gidc than
thién cho khach hang; tuyét d6i khong dugc thd 16 hay guong ép khach hang. Yéu
ciu quan trong nhét cta cude goi la phai xin dugc email hoac kiém tra, cap nhat lai
email cua khach hang.

e Thuyc hién

C6 hai kiéu khach hang t6i thudong goi d6 1a khach hang theo danh sach
HRM&HRD (minh chua biét 1& hién tai ho c6 nhu cau tuyén dung hay khong) va
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khach hang do nhom trudng dua xudng (minh di biét rd ho dang c6 nhu ciu tuyén
dung).

Pbi vi khach hang theo danh saich HRM&HRD thi t6i chi can chuan bj thong tin
cua khach hang nhu: tén, chirc vy, cong ty hién cong tac, s6 dién thoai va dia chi
email dé thuc hién cudc goi dugc tron tru. Pdi vai khach hang da biét r5 ho dang co
nhu cau tuyén dung thi ngoai nhirng thong tin vé khach hang thi can phai doc hiéu va
ghi chi lai théng tin tir bang mé ta cong viéc cua vi trima khach hang dang tuyén.

Trude tién can chao va hoi xac dinh xem minh goi c6 dung dia chi hay khong,
sau do6 gidi thiéu tén, chirc danh, gio1 thi€u minh goi tir dau va goi véi muc dich gi?
Tiép theo tuy truong hop khach hang tra 15i ra sao thi t6i s& tra 10i lai cho phu hop.
Khong quén cam on khach hang da tin vao dich vu cia cong ty/ xin 16i d lam phién
trong trudng hop khach hang khong c¢é nhu cau st dung dich vy. Cubi cung 1a ghi
chi lai két qua cudc goi va bao cdo lai cho nhém truong béing file excel.

e Kétqua

T6i da hoan thanh tiép can hai danh sach khach hang HRM&HRD, va nhiéu
khach hang riéng 1é¢ do ba Nguyén Thi Tuyét Mai dwa xudng (giri qua mail), hoan
thanh viéc xin va kiém tra lai dia chi email cta khach hang.

¢ Kinh nghi¢m

Nang cao k¥ niang giao tiép qua dién thoai, phai tao cho khach hang cam giac
thoai méi, dugc ton trong khi ndi chuyén, thé hién tinh chuyén nghiép dé khach hang
tin rang cong ty s& mang dén cho ho mét dich vu chit lugng cao.Trau doi k¥ ning
giai quyét tinh hudng khi giao tiép v6i khach hang.

3.1.1.2 Goi dién thogi cho ung vién

e Yéucau

Giong noi tot, phat Am rd rang; noi chuyén nhe nhang, lich su; két thic cudc goi
phai danh gia so b dugc tmg vién thong qua thai do giao tiép, 15i néi va ndi dung tra
161 cau hoi.

e Thuyc hién

Trude tién can doc hiéu va ghi chil lai bong mo ta cong viée cua vi tri dang tuyén
d6, chuan bj thong tin lién hé cia ung vién.Trong trudng hop phong van Gmg vién thi

can phai chuan bi thém nhiing cau hoéi s€é phong van ung vién.Sau d6 goi chao hdi,
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xac dinh thong tin ing vién va gidi thi€u minh 13 ai, goi tor dau va goi véi muc dich
gi.Trong qua trinh n6i chuyén can chu ¥ giong noéi, thai do cia tng vién, ghi chu lai
nhiing cau tra 101 cua ing vién.Khong quén cam on tng vién vi da gianh thoi gian
noi chuyén. Cudi cung 13 bao cdo lai két qua cudc goi cho nhom trudng bang file
excel.

o Kétqua

Trong qua trinh thyc tap, t61 da lién hé véi nhiing ing vién vi tri HR executive,
Marketing manager, Business management director va C&B manager.Va phong van
qua dién thoai ing vién vi tri HR executive.

¢ Kinh nghi¢m

Trau doi k¥ ndng giao tiép qua dién thoai, biét cach danh gia so b ung vién, hiéu
thém vé nhitng cau hoi khi phong van ng vién vi tri HR executive. Khi giao tiép can
lich sy va thé hién tinh chuyén nghiép dé tmg vién tin tudng 1a cong ty dang mang
dén cho ung vién mot co hdi viéc lam dang tin cay.

3.1.2 Tim CV ieng vién tir nguon online

Tim CV tng vién 1a cong viéc va k¥ ning khong thé thiéu ctia mot thuc tp sinh
tai cong ty, cong viéc ndy 1a mat xich quan trong cta qua trinh ban dich vu ciia cong
ty.T6i duoc hudng dan cach tim CV tng vién trong budi thir ba ciia tudn dau tién.

e Yéucau

Phai doc hiéu that rd va biét chon loc, tom tit thong tin tir bang md ta céng Viéc;
tim CV phai chinh xac-pht hop véi yéu cau khach hang; yéu cau sy kién tri, tinh can
than, doc hiéu dugc CV tiéng Anh.

e Thuc hién

Trudc tién can doc hiéu bang mo ta céng viée va ghi chu tom tat lai nhimg yéu
cau thiét yéu cta vi tri tuyén dung d6 (dia diém, kinh nghiém, k¥ nang, tudi).Tiép
theo can sir dung “ ID” va “Password” ctia cong ty dé truy cip vao cac trang mang
tuyén dung nhu: vietnamworks, kiém viéc, va tai khoan linked in cua c4 nhan thuc
tap vién dé tim kiém CV. Tiép theo 13 doc CV tng vién va chon loc nhiing tmg vién
phu hop véi yéu ciu ctia bang mo ta cong viée. Cudi cung 1a nhap thong tin ung vién
vao file excel va giri cho nhém trudong kiém tra, danh gia lai trudc khi lién lac voi

ung vién do.
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o Kétqua

Trong thoi gian thuc tip tai cong ty, téi dd tim CV tng vién cho bdn vi tri: HR
executive, Marketing manager, C&B manager va Senior marketing manager.

e Kinh nghi¢m

Reén luyén tinh kién tri, biét cach chon loc thong tin va tim kiém ung vién dua
trén thong tin chon loc, chu y ghi chil nhitng thong tin nhu: Pia diém, kinh nghiém,
k¥ ning va tudi; nang cao ki ning doc hiéu tiéng anh (hoc duoc nhiéu tir vung théng
qua viéc doc CV). Trau ddi thém kién thirc vé nhén su (hiéu dugc cong viéc cua
nhiing vi tri da tim), nang cao k¥ nang lam viéc ddc lap.

3.1.3 Nhdp CV ieng vién vio hé thong RSP

Nhap CV tng vién vao hé théng RSP gitp cho ngudn database tmg vién cua cong
ty doi dao hon, thong tin Gng vién duoc phan loai rd rang sé& hd tro cong viée tim CV
ung vién dugc nhanh chong, hiéu qua hon.

e Yéucau

Doi hoi nguoi nhap phai ti mi, can than va kién tri dé nhap dir liéu chinh xac.
Ngoai ra con phai c6 kha ning doc hiéu tiéng Anh, va k¥ ning chon loc va phan loai
théng tin.

e Thuc hién

Trudc tién can doc so b thong tin ctia ing vién, sau dé chon loc théng tin can
nhap vao hé thong RSP. Sau d6 ding nhap vao tai khoan ctia minh trén hé thong RSP
va tao thu myc theo tén cia tng vién va tién hanh nhap dir liéu theo bd cuc da duoge
cai dat sin trong hé thdng. Vi yéu cau nhap can d6 chinh xac cao nén nhitng thong
tin ndo co thé sao chép duoc thi nén thyc hién, han ché danh may dé tranh sai sot.

o Kétqua

Trong thoi gian thyc tip tai cong ty, toi di nhap duoc bon thu muc nén cia
nhitng Gng vién thudc linh vuc marketing, ban hang, nha hang-khach san va tu vén,
dau tu.

e Kinh nghi¢m

Trau dbi ky nang doc hiéu tiéng Anh; rén luyén tinh kién tri, ti mi, can than; nang

cao k¥ nang chon loc va phan loai thong tin.
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3.1.4 Chuyén CV irng vién sang template ciia cong ty

Trude khi gii CV cua tmg vién cho khach hang, thi ta cin chuyén sang template
clia cong ty dé thé hién tinh chuyén nghiép, dong nhat.

e Yéucau

Yéu cau sy khéo 1€o, can than, tuyét doi khong dé thong tin lién lac cia Gng vién
trong CV gtri di cho khach hang.

e Thuc hién

Pau tién phai doc lai CV tng vién dé tim 13i chinh ta, 15i dién dat (ling cing, dai
dong) va chinh stra lai cho ding. Sau d6 xoa thong tin lién lac ctia Gmg vién va tién
hanh chén logo cong ty minh va chinh stra font chit, cd chitr va mau chir dung vdi
template mau ctia cong ty.

e Kétqua

T6i thyc hién chuyén thanh céng ba CV ung vién sang template cong ty, cong
viéc nay thuong 1a do nhom trudng thuc hién.

¢ Kinh nghi¢m

Rén luyén k¥ niang sir dung word trong cong viée, biét cach trinh bay CV sao cho
dung va dep mat. Rén luyén tinh can than va ti mi khi tim 13i chinh ta, k¥ ning doc
va viét tiéng Anh khi chinh sira lai 16i dién dat trong CV.

3.2 Hb trg marketing online

3.2.1 Tim va ding cdc bai vé nghé nghiép, bi quyét lam viéc, bi quyét xin vigc

Ién web cbng ty

Viéc nay gitp cho trang web cia cong ty ludn dugc cap nhat nhitng bai viét hay,
lam tang luot truy cap vao website cong ty, giip cho khach hang va ng vién cam
thay tin tudong hon vao dich vu ctia cong ty vi duoc tu van gian tiép thong qua nhiing
bai viét.

e Yéucau

Tim dugc nhitng bai viét pht hop véi linh vuc cta cong ty d6 1a dich vu tu van
hudng nghiép va tu van nhan su.Trinh bay dep, c¢6 hinh anh phu hop voi bai viét.

e Thuc hién

Trude tién can ding nhip vao website admin ciia cong ty va kiém tra lai nhiing

bai dd dang dé tranh bi tring & muc “quan 1y ndi dung chi tiét”. Sau d6 tién hanh tim
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bai viét méi & nhitng trang bao nhu: tudi tré, zing, tu van huéng nghiép, tap chi lam
dep. Va vao muc tao ndi dung méi dé cap nhat bai viét. Tiép theo ta chinh stra font
chir va mau chir, chil y chinh tiéu dé mau xanh hodc cam theo logo cong ty. Cudi
cung 1a kiém tra lai xem bai viét dd dugc diang thanh cong chua.

e Kétqua

Pay 1a cong viéc hang ngay cua t6i mdi khi mé may tinh, trung binh moi ngay toi
dang hai bai, tuy theo sb lwong bai méi co trén cac trang bao.

e Kinh nghi¢m

Biét cach dang bai 1én website cong ty, hoc hdi dugce nhiéu kién thirc vé nhan su
thong qua nhitng bai viét.

3.2.2 Hé tro quing bd hinh anh céng ty trén facebook

Thuong xuyén vao facebook cua cong ty like, comment va chia sé nhitng hinh
anh hodc bai viét hay cua cong ty v6i ban bé dé mé rong hinh anh cong ty.

3.3 Cong viéc khac

e (Cong viéc van phong: sir dung may scan dé scan tai liéu va hinh anh cua cong
ty theo yéu cau cua Tong giam dbc. Ngoai ra con goi dién lién hé v6i nhan vién méi
gidi bat dong san, cong ty thiét ké trong qua trinh coéng ty chuan bi chuyén vin
phong.

e Don dep, giit vé sinh van phong: quét vin phong, d6 rac, rira ly, lau don ban
lam viée trude khi bat dau 1am viéc.

e Kinh nghiém: Rén luyén tic phong cong so, rén luyén tinh than trach nhiém
giit gin vé sinh noi cong so, biét cach str dung thiét bi vin phong pham.

4. Phan tich quy trinh ban hang-dé xuét ning cao hiéu qua ban hang

Ngay nay, nén kinh té thi trudng phat trién nhanh chong, su canh tranh gitta

cac cong ty cung linh vuc din ra ngdy cang gay git. S& hitu mot quy trinh va luc
luong nhan sy ban hang chuyén nghiép chinh 1a loi thé viing chic danh bat duoc dbi
thu cia minh trén thuong truong. Cung véi su hudng dan tan tinh cia cac chj trong
cong ty CareerVision, thiu hiéu mong muébn dugc tré thanh chuyén vién ban hang
chuyén nghiép cua t6i, té1 duoc méy chi giao nhi¢m vu tiép can khach hang. Vi vay,

t6i chon dé tai “ Phan tich quy trinh ban hang-dé xuit ning cao hiéu qua ban
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hang” dé hiéu rd hon vé quy trinh ban hang cua céng ty va mong mudn dong gop ¥
kién ctia minh, gop phan nang cao hiéu qua ban hang cua cong ty.

Trong sudt khoang thoi gian thuc tap tai cong ty, toi giit vai trd nhu mét tro 1y
tuyén dung, nhung cong viéc thuc sy lai 1a mot trg 1y ban hang (dich vu), vi cong
viée chu yéu cua toi 1a tiép can khach hang. D6 1a mot trong nhirng chudi mét xich
quan trong trong quy trinh ban hang cua cong ty, va dé thuc hién dugc cong viée do
thi t6i phai tim hiéu ca quy trinh ban hang, nhd viy ma toi d3 nhan ra mot sé wu va
nhugce diém trong quy trinh ban hang vén ¢6 cua cong ty. Trude khi phan tich quy
trinh ban hang cta cong ty, t6i mudn dua ra mot sd co s& Iy luan ma toi s& sir dung
dé phan tich quy trinh ban hang cua cong ty.

4.1 Co s6 ly luan
Hon ai hét cac nha kinh doanh déu nhan ra rang ban hang la khau quan trong
trong qui trinh kinh doanh. Nhung that sy nd Ia mot bai toan nan giai ma khéng phai
ai cling lam dugc.

Ngay nay, quan ly hoat dong ban hang ddng nghia vai viéc két hop gitta quan ly
quan hé véi khach hang va quan Iy cac hoat dong trude va sau khi ban hang dé chim
s6c cho khach hang, tir viéc tao nhu cau mua hang dén viéc phan tich két qua ban
hang.

Va qui trinh nay dugc tom gon trong 5 tur “START”

e V/6i qui trinh ban hang truyén théng va cac cong ty 16n hay ap dung:

S — Setup: Nhu chiing ta di biét mubn cho mét san pham, dich vy dén duoc tay
ngudi tidu dung trude hét ching ta can Setup mét cudc hen véi khach hang. Setup
dong mot vai tro quan trong dén cudc hen cé thanh céng hay khéng.

T — Test: Kiém tra lai nhitng khau trong Setup di day du va chu dao hay chua
ciing rat quan trong. Bén canh d6 ban khong thé dén gap khach hang trong tinh trang
thiéu nam bat théng tin vé san pham, dich vy ma minh ciing cap. Do d6 kiém tra lai
moi van dé trude khi dén gip khach hang 1a diéu can thiét.

A — Actions: Sau khi da Setup va Test xong ban da ty tin dé mang san pham,

dich vu dén cho khach hang. Vay con chan chir gi nira, ban hiy Actions di thoi.
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R — Relationship: Viéc gip dugc mot khach hang va ban cho ho duoc san pham

dich vu roi khong c6 nghia chung ta s& cham dit mdi quan hé ¢ day, vi vay thiét lap
mot mdi quan hé voi khach hang 1a diéu rat can thiét.

T — Take care: Ching ra mudn “Relationship” thi viéc don gian ai ciing phai
hiéu d6 1a hiy quan tam, chim soc dé khach hang cam thay hai 16ng ma gin bé lau
dai vai chang ta.

¢ Vaqui trinh dwoc cai bién hién dai hon:

S — Search: Tim kiém khéach hang 1a mét khau quan trong trong mét quy trinh
ban hang cia mdi don vi kinh doanh. DAy ciing 13 vin dé dau tién nha cung cip nghi
dén truge khi quyét dinh tung mot san pham, dich vu ra thi truong.

T — Talk: Khi da tim kiém duoc khach hang duong nhién chiing ta phai sang loc
dé tim ra mot luong khach hang tiém nang, vi vay viéc goi dién noi chuyén dé hiéu
hon nhu cau cua khéach hang 1a mot diéu quan trong dé ching ta c6 thé sang loc mot
danh sach khach hang tiém ning.

A — Actions: Ciing nhu diéu thd vi nhat, sau khi chiung ta di tim kiém duoc
khach hang va sang loc duoc mot danh sach khach hang tiém ning thi chung ta tién
hang viéc ban giao san pham, dich vu dén tay khach hang.

R — Relationship: Tuong ty nhu diéu thi vi thir nhat, viéc thiét 1ap mot mdi quan
hé v&i khach hang 1a diéu can thiét trong quy trinh ban hang.

T — Thank you: Biéu nay 1a mét quy tic ti quan trong trong quy trinh ban hang.
Hay noi cam on khach hang khi ho dén va str dung san pham, dich vy cua ching ta.

e M@t s6 nha kinh doanh nhé lai &p dung phuong phap ban hang tiép can truc tiép
nhu:

S — Show: Khéng gi hiéu qua bang khi cung cip san pham, dich vu ching ta
mang san pham, dich vu cho khach hang xem, cam nhan. Quy tic nay tan dung triét
dé cau “traim nghe khong bang mot thay”

T — Talk: Ciing nhu diéu tha vi hai, sau khi Show cho khéch hang thay san pham
cua ching ta chling ta can thuyét trinh vé san pham, dich vu dé khach hang hiéu hon
vé no.

A — Actions: Van ctr 1a Actions, chiing ta hiy hanh dong ngay sau khi thuyét

trinh dé dua san pham dén tay nguoi tiéu dung.
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R — Replay: Hay giai dap nhitng thiac mic cho khach hang mot cach chu dao dé

ho c6 thé yén tam khi sir dung san pham cua ching ta.

T — Target and Transfer: Mot quy trinh ban hang két thac 1a ltc ching ta ghi
nhan lai thanh qua ma chung ta dat duoc va Target ludn ludn 1a mot doi hoi gét gao
nhat cho ngudi trong linh vuc ban hang. Bén canh d6 dé ludn ludn dat duoc Target
thi Transfer cling rat quan trong. Chdng ta hdy nho khach hang sin co “transfer”
nhitng gi ho di cam nhan vé san pham dén véi ban bé, ngudi than cua ho, nhu thé
Target chling ta chang phai s& ting 1én?

Hoat dong Marketing tao nén gia tri ctia san pham-dich vy, nhung su chuyén giao
gia tri dugc thyc hién boi hoat dong ban hang.Vi tao ra sy khac bi¢t cua san phém
ngay cang kho nén can dua vao cac moi quan hé khach hang, nhan vién.

Quy trinh ban hang gdm 8 budc chinh:

Y |* Tim khéch hang

! Chuan bj tiép xtc

Y'|- Tiép xtc khach hang

Y | + Xéc dinh nhu cau khach hang

- Trinh bay ban hang

¥ | * Xir Iy nhimg phan hdi cta khach hang
|- Két thiic ban hang

N Dich vu sau ban hang

Hinh 7: Quy trinh ban hang co bdn
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e Bude 1:Tim khach hang tir cic ngudn nhu: khach hang hién cé, khach hang
do nhan vién tim kiém, khach hang tu dén, khach hang do khach hang gidi thiéu,
khach hang tir di thu, khach hang tir hoi cho, khach hang tu giéi thiéu trén bao, tap
chi.

e Buéc 2: Chuan bj tiép xtic: Tim hiéu thong tin vé khach hang (cong viéc nay
chiém mot khoang thoi gian dang ké, vi du nhu tim hiéu nhu cau, tai chinh, s thich
cua khach hang,...)

e Buéc 3: Tiép xtc khach hang: c¢6 thé gip truc tiép hodc gian tiép ( gui thu,
goi dién thoai)

e Buéc 4: Xac dinh nhu cau khach hang: Can ling nghe tich cuc, dat cau hoi dé
khach hang tra 16i nham x4c dinh nhu ciu, xac dinh nhu cau khach hang, cam két so
bd voi khach hang.

e Budc 5: Trinh bay ban hang: M6 ta san pham va cho khach hang thay ho can
san phdm nay nhu thé ndo (trinh bay dic tinh san pham, loi ich cta san pham, cho
khach hang thay chtng cir, trinh bay van dé ma ta va khach hang cung dong ).

e Buéc 6: X Iy nhitng phan hoi ctia khach hang khach hang c6 thé ché gia cao,
san pham khong tét, hay ho c6 thé tir chdi bang cach néi ho khong co nhu cau, khong
c6 thoi gian,..dé xir Iy nhitng tinh hudng nay thi can phai c6 k¥ nang thuong luong.

e Buéc 7: Két thuc ban hang: dung 10i 18, chimg ctr dé thuyét phuc, cam on
khéch hang,...

e Budc 8: Dich vu sau ban hang: dich vu nay giao cho chinh nhan vién di ban
thuc hién, vi ho biét cuc kho trong quéa trinh ban hang, ho sé quy trong khach hang
hon.

= S6 budc khong quan trong, chi yéu can phai tap trung vao viéc can lam gi

trong tuing budc.
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4.2 Phan tich quy trinh ban hang cia cong ty

Quy trinh ban hang cua cong ty gdbm nhirng buée chinh sau:

Budc 1: Tim kiém khach hang

Budc 2: Chuan bi va tiép xuc khich hang

Budc 3: Xt Iy nhitng phan héi tir khach
hang

Budc 4: Chuyén giao tng vién va két thuc
ban hang

Budc 5: Dich vu sau ban hang

Hinh 8: Quy trinh ban hang cia céng ty CareerVision

Buéc 1: Tim kiém khach hang

T4n dung tit ca cac ngudn khach hang c6 dugce nhu khach hang hién c6, do nhan
vién tim kiém (tr méi quan hé cta nhan vién), tir doi thu, khach hang, trén bao
chi,...dé thu thap dugc email cia nguoi phuy trach tuyén dung, giam ddc nhan sy,
tong giam déc.

Buwéc 2: Chuan bi va tiép xic khach hang

e Giai doan chuin bi: quang c4o dich vu dén doanh nghiép

Nhén vién ¢6 nhiém vu géi email ty gidi thiéu dén doanh nghiép, ngudi phy trach
tuyén dung, email duoc gui s& dinh kém mau thu ngo Tiéng Viét va Tiéng Anh bang
cach vao: \Tinuong\ti nuong\Template - external\Thu ngo; brochure gidi thiéu cty
Tiéng Viét va Tiéng Anh, hop dong tuyén dung tiéng Viét/tiéng Anh; order form

mau dé thu thap yéu cau tuyén dung.
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e Giai doan tiép xtc khéach hang
Tiép theo nhan vién ban hang s¢ chu dong goi dién thoai dén kiém tra, x4c dinh
xem khach hang tiém ning d3 nhan duoc email chua, ¢6 nhu cau tuyén dung khéng.
Ngoai ra can phai thudng xuyén goi dién hoi thim cac khach hang cii xem ho ¢6 nhu
ciu tuyén dung gi méi cAn minh hd tro khong.
> Uu diém: Bu6c dau thim do, khao sat duoc ¥ kién, phan hoi tir khach
hang, tiép can so bd nhu cau khach hang. Khach hang c6 thé nim bt théng tin
dich vu mot cach day du va chi tiét thong qua viéc giri mail quang cao; viéc goi
dién hoi tham s& gitip cong ty ndm bit, cip nhat dugc nhu cau cia khach hang, tir
d6 nhanh chong dap ung.
> Khuyét diém: Nguoi dai dién thuong 12 trudng phong hodc gidm dbc nhan
su cia cong ty khach hang => ho rat ban ron, néu khong c6 nhu cau tuyén dung thi
ho khdng doc mail, va khong co thoi gian dé ndi chuyén dién thoai, néu c6, chi tra
10i qua loa roi tir chdi ndi chuyén (dic biét 1a khach hang theo danh sach
HRM&HRD). Dbi khi khach hang con c6 an tuong khong t6t vé cong ty khi bi goi
dién thoai lam phién.Viéc goi dién thoai lai thuong dugc giao cho nhan vién thuc tap
thuc hién => chua du chuyén nghiép dé phan tng lai nhirng tinh hudng bat ngd tir
khéch hang.
> Giai phap: Muc dich cta cudc goi 1a xin hodc kiém tra lai dia chi emai va
thaim do nhu cau cta khach hang. Vi vaykhi goi dién can khéo 1éo, 1am cho khach
hang cam thay minh nhan duoc mét loi ich gi d6 tir cong ty CareerVision, chir khong
phai 14 13 cong ty goi t6i dé 14y di cua ho bat ky loi ich nao. Pé xuat: Khi nhan vién
thuc tap thuc hién cudc goi voi khach hang, can duéi su giam sat cia nhom truong
(nhan vién c6 kinh nghiém trong cong ty).
Buéc 3: Xir Iy phan hoi tir khach hang
Budc nay chia thanh hai budc nhé 14 tiép nhan phan hoi tir khach hang, va xir ly
yéu cau tir khach hang hay con goi 1a giai doan tim kiém tng vién.
o Tiép nhan phan héi tir khiach hang: Khi khach hang c6 nhu cau lién hé lai
v6i cong ty, thi nhan vién chiu trach nhiém gui email s& gdi thu tra 15i: Mau thu tra
10i khach hang: Tiéng Viét — Tiéng Anh, dinh kém méiu hop dong, miu yéu cau

tuyén dung. Sau do goi dién thoai hoi tham tryuc tiép vé nhu cau cta khach hang va
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thu thap déy da thong tin vé nhu cau tuyén dung, dé tao mdi quan h¢ than thiét. Sau
khi nhan duogc yéu ciu cu thé tir khach hang: goi email hoac goi dién nhéc nhé khach
hang ky két hop dong va xac nhan yéu cau tuyén dung.

> Uu diém: Khéch hang cam thiy duoc quan tdm, giy duoc thién cam, tao
mdi quan hé tot v6i khach hang. Khach hang s& st dung dich vu cia cong ty trong
nhimng 1an tuyén dung tiép theo va gidi thiéu dich vu cong ty téi nhitng cong ty khac.

e Tim kiém rng vién (quy trinh tuyén dung)

Pau tién can tad MAu quang céo tuyén dung

Dua trén thong tin tir order form thu thap duoc tir khach hang, tao mau tin quang
c4o tuyén dung theo mau cia CareerVion (luu trong template internal), sau d6 luu
thong bao tuyén dung ndy vao 0 dia chung, folder: order/tén cty/tén vi tri tuyén
dung/. Tiép theo post quang cdo tuyén dung nay 1én website CareerVision.

Goi email thong bao cho toan thé CareerVision vé yéu cau tuyén dung méi nay.
Pong thoi gdi email thong bao cho nhém cdng tac vién ciia CareerVision vé vi tri
méi ding tuyén; goi email cho cic thanh vién ding ky ban tin viéc lam cua
CareerVision qua website. Post job ads 1én cac cac mang cong dong nhu: Facebook,
Linked, Cyvee...

> Uu diém: LA budc dém dé chuan bi cho cbng viéc tim kiém tng vién, gidp
cho viéc tim trng vién dugc hiéu qua va nhanh chdng hon.

> Khuyét diém: Ung vién c6 thé doan duoc vi tri ing tuyén cua cong ty
khéach hang théng qua bang mo ta cong viéc dugc cdp nhat trén cac trang mang cong
dong, ho co thé lién hé truc tiép t6i cong ty khach hang ma khong théng qua cong ty.

> Giai phap: Khi post job can doc k§ bang mé ta cong viéc, va chinh sira
(néu can) thong tin ma qua dé tmg vién c6 thé doan duoc tén cong ty dang tuyén
dung. Viéc post job can dugc giam sat k§ ludng boi nhom trudng trude khi duoc
nhan vién thyc tap cap nhat lén.

Tiép theo tim kiém Ung vién phu hop tir: Database Kiém viéc, Database
Vietnamwork, 6 dia share, folder Candidates, hoic Candidate Manager cua
CareerVision. Tim trong database email cua cac d6i twong c6 lién quan dén vi tri

dang tuyén. Tim cac website c6 lién quan dén mang cong dong noi doi tugng can tim
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thudng ghé tham, post job ads 1én d6. Chuyén status trén yahoo messenger: hunting
for <job title> - <salary> - <important requirements>.

Sau d6 goi email moi tng vién tiém niang tham gia Gmg tuyén (miu thu luu trong
folder template external/job invitation letter), add link dén quang céo tuyén dung cta
vi tri d6 dang trén website CareerVision.

> Uu diém: Cong ty c6 ngudn Gng vién ddi dao va chon loc & nhitng linh
vuc nhu cong ngh¢ thong tin, nhan sy va tai chinh.

> Khuyét diém: Ung vién c6 thé bi trung lap véi cong ty dbi thi vi ho ciing
tim kiém thong qua Kiém viéc va Vietnamwork.

> Giai phap: Néu duogc thi tot nhat cong ty nén thiét 1ap mot trang web
chuyén mén hoa cho viéc tuyén dung. Uu tién tim kiém tng vién qua cac moi quan
hé v6i nhan vién trude, hodc nhitng tmg vién da c6 CV luu sin trong database cta
cong ty, d ting lién hé véi cong ty trude d6. Thuc hién lién hé moi Gng vién tiém
nang tham gia tng tuyén mot cach nhanh nhat cé thé.

Tiép theo goi dién thoai lién hé vé&i Gng vién c6 phan hdi véi thu moi Gng tuyén
da goi dé 1y thém thong tin bo sung CV va phong véan so lugc xem c6 phi hop véi
vi tri dang tuyén khong.

> Uu diém: Chac chan dugc rang tng Vién c¢O nhan dugc mail moi tng
tuyén hay chua, tir d6 thong ké duoc sd luong Gng vién ung tuyén. Phong van qua
dién thoai, rng vién chua c6 su chuan bi k¥ cang, hoi nhitng cau hoi lién quan to1 vi
tri tng tuyén => s& hiéu qua hon trong viéc lua chon tng vién phu hop véi vi tri.

> Khuyét diém: Phong van qua dién thoai chi &p dung cho vi tri nho, Vi tri
cao-nguoi ta rat ban ron va khong c6 thoi gian néi chuyén dién thoai qua 1au. Panh
gi4 qua dién thoai khong thé danh gia chinh xac thai d6 cua ng vién.

> Giai phap: D6i v6i vi tri cao thi can khéo léo hoi ngian gon nhimng cdu hoi
that su can thiét voi voi yéu cau cong viéc, sau do xin mot cudc hen dé trao d6i truc
tiép. Ho 13 nhitng Gmg vién cao cip, ho gioi, vi vy nhan vién goi dién phai giao tiép
thé hién duogc sy chuyén nghiép. Déi véi vi tri nhé: Chuan bi nhitng cau héi co thé
danh gia chinh xac nhat c6 thé dbi véi vi tri tuyén. Cha ¥ ling nghe 10i ndi dé danh

gia dugc thai do cua tmg vién (lich su hay tho 19, tra 101 luu loat hay ngap ngumng,..).
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Moi ting vién dén phong vén tai vin phong cta CareeVision néu co thé hodc that
su can thiét. Néu tmg vién dong ¥ tham gia phong van, chuan bi ngudi phong vén, in
san to ghi chu phong van. Phong van xong nhap thong tin trong interview note (luu
mau trong folder template internal/ interview note) vao database va luu file vao
folder candidate voi ID cua trng vién do.

> Uu diém: Phong van truc tiép giup danh gia chinh xac hon tmg vién ca vé
trinh d9, k¥ nang, va phong thai, thai d6 ctia ing vién.

> Khuyét diém: Chi &p dung duoc véi nhitng vi tri ma tmg vién trong thanh
phé hodc vung lan cén.

> Giai phép: Phong van tryc tuyén qua video yahoo, hay skype.

Buéc 4: Chuyén giao ing vién va két thiic ban hang

e Néu ng vién dat yéu cau thi chuyén CV cua tung vién d6 dén nha tuyén dung
xét duyét. Luu y: chuyén CV sang file pdf theo mau cua CareerVision va cit bo
thong tin lién lac chi tiét trude khi gai nha tuyén dung.

e Néuhd so ung vién dugc chon, nha tuyén dung mudn hen phong van ung vién
thi nhan vién can:

Kiém tra xem hop dong di duoc ky két chua, néu chua ky yéu cau nha tuyén
dung ky két hop dong trude khi gidi thiéu tng vién dén.

Goi dién thoai/email cho Umg vién (mAu interview invitation letter luu trong 6 dia
share template external/) dé xac nhan budi hen. Néu tmg vién dong ¥ thi goi email
xac nhan lai voi nha tuyén dung.

Néu khong thé 1ién hé bang email thi goi tin nhin qua dién thoai dé thiét 1ap cudc
hen giita Gmg vién va nha tuyén dung: ndi dung tin nhin phai day da va chinh xac
thong tin vé thoi gian, dia chi, tén cong ty, tén ngudi gap, vi tri ing tuyén.

Trudce cudc hen it nht 2 tiéng goi tin nhian nhic Gng vién vé cudc hen, néu cb
thay doi gi phai kip thoi thong bao cho nha tuyén dung biét.

Sau phong van, goi dién thoai cho nha tuyén dung va Gng vién hoi tham két qua.

> Uu diém: Dbi voi nha tuyén dung: Ho s& cam thay cong ty Careervision
van dang tiép tuc theo ddi qua trinh tuyén dung, ho cam thdy dugc quan tim. Vé phia
cong ty Careervision: théng qua budc 4 thi cong ty c6 thé tiép nhan phan anh cua

khach hang va dap ung kip thoi yéu cau khach hang. Déi voi ung vién: Ho cam thay
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dugc quan tam, tir ing vién c6 thé khai thac dugc nhiing cau héi ma nha tuyén dung
hoi ho, dé c6 thé chuén bi cho ung vién sau dugc tdt hon.

Chu y: Khi goi dién cin nhe nhang khéo 1éo héi thaim va dong vién tng vién,
chuc muing tng vién néu phong vén tét, chia sé va dong vién tng vién néu tng vién
tra 161 khong duoc tot.

Néu tng vién khong duoc chon thi goi email thong bao két qua va cam on (mau
thu tir chdi luu trong folder template external/refusal letter)

> Uu diém: Thong bao rd rang két qua dé umg vién khdng c6 cam giac bi
lang quén. Bé khi nao cé vi tri twong ty phu hop c6 thé lién lac lai v6i Gng vién do.
Xin Iuu lai CV cuia ho dé khi nao c6 vi tri thich hop s& moi ho tham gia.

Néu tng vién dugc chon thi: Goi dién hodc géi email chic mimg (mg vién (theo
mau cta CareerVision). Nén tim hiéu xem tng vién c6 chap nhan dé nghi cia nha
tuyén dung khong. Hd tro thong tin dé doi bén co thé tién dén thoa thuin chung va
ky hop dong. Nam bat dugc thdi gian bat dau lam viéc va mirc luong cua ng
Vién.Vao ngay tng vién bat dau lam viéc, goi card va qua chiic ming Gng vién.

Goi thu cam on va phiéu yéu cau thanh toan cho nha tuyén dung, yéu cau khach
hang x4c nhan hoa don. Néu khach hang xac nhan hoa don, tién hanh xuét hoa don
d6 gai cho khach hang. Lién tuc theo sat dé qua trinh thanh todn day du va dung han
trong vong mot tuan.

> Khuyét diém: C6 truong hop nha tuyén dung tir chdi tng vién do cong ty
headhunter chuyén qua, nhung sau d6 lai str dung tng vién d6 cho mot vi tri khac
trong cong ty ma khong tra phi cho cong ty.

» Giai phap: Mo rong mang ludi cong tac vién, thuong xuyén li€n hé hoi
thim dé tao mdi quan hé tt v6i cong tic vién ¢ cong ty hay linh vuc cta nha tuyén
dyung. Xem modi tng vién 13 mot nguodi ban than thiét, 1au lau goi dién hoéi tham tinh
hinh dé nam bat thong tin.

Budc 5: Dich vu sau ban hang

Sau mdt thang lam viéc cua ung vién, goi di¢n/email cho nha tuyén dung héi
tham vé ning lyc 1am viéc ciia tng vién va goi dién cho tng vién hoi thim vé tim tu
nguyén vong cta ng vién. Theo sat tién trinh lam viéc ctia tng vién va nha tuyén

dung dé dam bao viéc Gng vién va nha tuyén dung c6 thé di dén ky két hop dong

Cong ty CareerVison 26



Truong Pai hoc Hoa Sen Bao cao thuc tap_TV0911

chinh thirc va lam viéc 1au dai. Néu nha tuyén dung van khong chon duoc tmg vién
nao thi:

e Goi dién cho nha tuyén dung tim hiéu nguyén nhan

e Tu vin nha tuyén dung diéu chinh yéu cau tuyén dung néu can thiét

° Tiép tuc thuc hién lai bude 3 dé cung cfip thém Iya chon khac cho nha tuyén
dung.

4.3 Cé&c vén dé phat sinh trong quy trinh ban hang ciia cong ty

e Véan d@é 1: Goi dién thoai 13 mot trong nhirng chudi mit xich cuc ky quan
trong trong quy trinh ban hang cta cong ty. Vi goi dién 1a cau ndi giira cong ty va
khach hang cling nhu ing vién, mot phan thé hién tinh chuyén nghiép cua cong ty
d6i v6i khach hang va tng vién, gop phan tao dung hinh anh cta cong ty trong long
mdi khach hang va mg vién khi giao tiép qua dién thoai. Tuy nhién, viéc goi dién
thoai tai cong ty lai duogc giao chu yéu cho nhan vién thuc tap thuc hién, va trong qua
trinh thyc hién cudc goi thi nhan vién thuc tip lai khong dugc kiém soat chat ché vé
giong néi, ndi dung ciing nhu thai d giao tiép qua dién thoai. Khi gip nhiing khach
hang quan trong va c6 nhiing tinh hudng bat ngd thi nhan vién thuc tap chua du
chuyén nghiép dé giai quyét nhitng cudc goi do.

e Vin dé 2: Viéc dua thong tin vé bang mo ta cong viée 1én website cong ty
(post jobs) cung cac trang mang khac, va giri CV tng vién cho bén khach hang co
thé gap rai ro 1a mat ing vién. Vi néu khong can than thi ing vién sé dé dang doan
dugc cong ty tuyén dung thong qua bang mo ta cong viée, ho c6 thé truc tiép lién hé
v6i cong ty tuyén dung ma khong thong qua cong ty cong ty minh. Nguoc lai, viéc
giri CV tmg vién cho khach hang néu khong cin than co thi khach hang co thé co
duogc dia chi lién lac cua ing vién, ho co thé lién hé riéng cho tng vién va cd nhiing
thoa thuan ngam ma khong thong qua dich vu cong ty minh.

e Vin d@é 3: Viéc tim kiém tmg vién cho cong ty khach hang d& bi trung lap véi
nhitng cong ty d6i thi vi ngudn cha yéu dé 1dy CV khach hang 13 tir vietnamwork va
kiém viéc. Viéc nay khién cho viée tiép xtc voi tng vién gip kho khin vi s& 1am cho
mg vién cam thay kho chiu khi bi lam phién boi nhiéu cong ty tuyén dung khéc
nhau véi cing mét vi tri tuyén dung. Vi da sé cac cong ty khi tuyén dung déu yéu

cau gidu thong tin lién lac cia cong ty nén khi goi dién moi Gmg vién tham gia phong

Cong ty CareerVison 27



Truong Pai hoc Hoa Sen Bao cao thuc tap_TV0911

van va chuyén CV sang cho cong ty khach hang s& gip phai sy tring lap (Gng vién
d6 da duoc chuyén qua cong ty khach hang bai dbi thu canh tranh trudce).

e Vin dé 4: Trong hop dong cua cong ty c6 quy dinh 14 trong vong 1 (Mot)
nam ké tir khi bén khach hang nhan dugc hd so ung vién, néu khach hang lga chon
{rmg vién nay cho bat ky loai hinh hop tac ndo (Vi du: Hop ddng toan thdi gian, béan
thoi gian, hay hop tac...) hodc vi tri tuyén dung nao thi bén khach hang phai thanh
toan toan bo phi dich vu cho cong ty. Nhung rt kho dé kiém soat duoc diéu nay, vi
c6 trudng hop cong ty khach hang va tmg vién c6 nhitng thoa thuan riéng, cd ¥ qua
mit cong ty dé khong phai tra phi dich vu cho cong ty.

4.4. Giai phap cho nhirng vin dé trong quy trinh ban hang ciia cong ty

e Giai phap giai quyét vin dé 1: D4i voi van dé thar nhat t6i mudn dua ra dé
xuat 13 khi nhan vién thuc tap thuc hién goi dién tiép can khach hang thi thoi gian
dau can co sy giam sat truc tiép cua nhom trudng trong mot khoang thoi gian nhat
dinh (khoang hai tuan) dé kiém soat duoc nhan vién thyc tap do, trau doi day du
nhirng tic phong, k¥ ning can thiét dé co thé tu tin giai quyét duoc nhiing tinh hudng
kho nhét tir khach hang. C6 thé cho nhan vién thuc tap ngdi ké bén vi tri 1am viéc
ctia nhom truong dé tién hudng dan va theo doi.

e Giai phap giai quyét van dé 2: D6i véi vin dé dua thong tin tuyén dung 1én
website va cac trang mang thi trudc khi cap nhat, nhan vién thuc tap can doc va
chinh sira k¥ ndi dung ctia bang mo ta cong viéc sao cho khong cé bat ky tir ngir nao
lién quan-ma nguoi doc c6 thé doan ra dugc tén cong ty tuyén dung. Pé chic chan
hon thi nhan vién thuc tip can giri bang mo ta cong viéc cho nhom trudng duyét lai
mot 1an nira trude khi dang 16n website va cac trang mang. Doi voi viée giri CV cho
nha tuyén dung, nhan vién chiu trach nhiém thuc hién cling can duyét lai CV da
duoc chuyén sang template cong ty boi nhan vién thuc tap trude khi chuyén CV di.

e Giai phap giai quyét van dé 3: Toi mubn dua ra dé xuat cho budc tim kiém
Ung vién d6 1a cong ty nén thiét 1ap mot trang mang chuyén mon héa cho viée tuyén
dung. Hodc wu tién tim kiém tGng vién qua cac mdi quan hé véi nhan vién trude, va
nhitng Gmg vién dd c6 CV luu san trong database ctia cong ty, di ting lién hé véi
cong ty truée d6. Thyc hién lién hé moi tng vién tiém ning tham gia Gmg tuyén mot

cach nhanh nhét c6 thé (trudc cong ty doi thir).
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> Giai phap giai quyét van dé 4: Di voi tinh hudng khich hang cb ¥ ludn
lach dé vi pham hop dong, thi céng ty cAn xay dung va mé rong mang luéi cong tac
vién ¢ nhitng cong ty khach hang 16n. Tao mdi quan hé than thiét, thuong xuyén lién
hé héi tham véi cong tac vién ¢ nhitng cong ty khach hang hodc nhiing cong tac vién
& cong ty trén cung linh vyc kinh doanh vé6i khach hang dé dé dang hon trong viéc
kiém soat. Ngoai ra, can coi mdi ung vién la mdt nguoi ban than thiét, 1au lau goi
dién hoi tham tinh hinh dé nim bit thong tin.

4.5. Nhirng danh gia ctia cac giai phap dé xuét

e Danh gia giai phap giai quyét van dé 1: Cong ty s& dong v 4p dung. Vi mdi
nhan vién thuc tdp khi vao cong ty déu dugc phan vé 1am viéc trong modt nhom do
mot nhom truéng hudng dan. S& dé dang thuc hién gidi phap nay khi cho nhan vién
thuc tap ngdi bén nhom trudng dé duoc giam sat, theo ddi goi dién trong hai tuan
dau. Giai phap nay khong mat nhiéu thoi gian cia nhom truong, trong khi theo ddi
nhan vién thuc tap goi dién thi nhom trudng c6 thé cung luc thyc hién nhiing cong
viéc khac. Khi ngéi bén canh nhém truéong nhu vay thi nhan vién thyc tip s€ thuc
hién cong viéc cua minh mot cach hiéu qua hon, hoc hoi ky ludng hon nhirng k¥
ning can thiét dé phan ung dwoc véi nhitng tinh hudng khé khi gidi thiéu dich vu
dén khach hang.

e Panh gia giai phap giai quyét vin dé 2: Cong ty s& dong y ap dung giai
phap ndy. Vi néu bang mé ta cong viée duoc duyét lai trude khi ding 1én website va
CV duogc duyét lai trude khi giri cho khéch hang boi nhom truong thi hi¢u qua sé cao
hon so véi khong dugce duyét. Viéc duyét lai bang mo ta cong viéc va CV s€ han ché
t6i thiéu nhiing sai st trong qua trinh diang tai cong viéc 1én website, chuyén giao
mg vién. Viéc duyét lai cling khong 1am ton qua nhiéu thoi gian ctia nhém truong,
va lai con mang lai hi¢u qua cao hon trong cong viéc.

e Dinh gia giai phap gidi quyét van dé 3: Vé viéc xay dung mot trang mang
chuyén mén hod cho viéc tuyén dung thi toi nghi cong ty chua du tiém luc dé thuc
hién. Vi quy mo cong ty con nhé, ngudn tai chinh va nhan lyc cong ty chua dit manh
xay dyng va quan 1y mot trang mang chuyén mon hoa cho tuyén dung. Chinh vi vay,
cong ty tam thoi khong thé dong ¥ v6i dé xuét xay dung trang mang chuyén mén hoa

dé tuyén dung.
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e Dianh gia giai phap giai quyét van dé 4: V& d¢ xuat xay dyng mang ludi
cong tac vién tai mot sd cong ty khach hang, t6i nghi cong ty s& dong ¥ ap dung.
Nhung s& hoi khé khin dé xdy dung dugc mang lu6i rong va chit ché, vi phai ton
thém mot khoan chi phi cho nhiing cong tac vién do. Tuy nhién, hién tai cong ty
dang gip kho khin vé tai chinh nén chi c6 thé xay dung mang luéi cong tac vién tai
mot sd cong ty khach hang trong yéu (tuyén nhiéu vi tri hodc thudng xuyén sir dung
dich vu cong ty). Con viéc xay dung mdi quan hé tét véi Gmg vién thi dé dé thyc hién
hon, ngoai viéc kiém soat khach hang, doi khi nhiing (mg vién d6 c6 thé mang lai
nhirng hop dong tuyén dung méi cho cong ty.

4.6 Nhirng dinh huwéng tiép theo dé giai quyét van dé trong twong lai

Pé han ché trung lip trong viéc tim kiém Gmg vién trong tuong lai, ngoai viéc tim
kiém @ng vién trén Vietnamwork, kiém viéc, va Linkedin thi cong ty nén tim thém tir
nhirng ngudn khac nhu qua cac mdi quan hé (thé manh cua cong ty), ngudn database
g vién sin c6 cua cong ty. Néu sir dung ing vién kiém dugc trén Vietnamwork va
kiém viéc thi can phai nhanh chéng lién hé v6i (mg vién nhanh nhat c6 thé dé tiép
can tng vién trudc dbi thi.

Ngoai ra, dé viéc ban hang cua cong ty dat duoc hi¢u qua cao hon, to1 cling mudn
dua ra mot s6 dinh hudng trong thoi gian sip t6i nhu sau:

e CONg ty nén tiép tuc tap trung phat huy thé manh cta minh d6 1a kinh doanh
dwra trén mdi quan hé bén viing.

e Tap trung phat trién ba mang chinh 13 HR, Finance va IT.

e Luén ludn cha trong dén chat lugng.

e Vila mot cong ty nho va chua duoc nhiéu khach hang biét dén, nén cong ty
can déy manh cong tac marketing, dac biét 1a marketing online.

e (Cong ty can hinh thanh mot dinh hudng phat trién rd rang trong tuong lai
(tm nhin), va truyén dat cu thé, chi tiét cho nhan vién dé cip trén va nhan vién phdi
hop cling nhau phat tién cong ty.

e Cong ty nén cé nhitng chinh sach khen-phat cu thé dé giit chan nhan vién, 1am

cho nhén vién tan tim, nhiét tinh mudn dwa cong ty phat trién Ién manh hon.
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e (Cong ty nén tuyén thém nhan su dé chia sé bot cong viée cua cip trén. Vi hién
tai, mot nhom tredng lam kiém qua nhiéu vi tri, dan t&i viée phan hoi nhitng bao cdo
tur cfip dudi bi tri tré.

5. Két ludn

Cung véi sy hudng dan va hd tro nhiét tinh cia cic chi trong cong ty, mudi boén
tuan tuan thyuc tap thuc sy 1a khoang thoi gian quy bau dé toi c6 nhirng trai nghiém
moi la va tha vi, rén luyén, ap dung nhitng gi da hoc tai truong, dé t6i c6 co hoi trau
doi kién thirc va git hai thém nhiéu kinh nghiém, tao nén tang, gitp toi ty tin hon,
truong thanh hon. Mic du trong qua trinh thuc tap t6i c6 vap phai nhimng thiéu sot vi
thiéu kinh nghiém va kién thtrc trong mang nhan sy nhung t6i ciing di c6 gang hoan
thanh mot sé muc tiéu chinh nhu:

e Muc tiéu 1: Hoan thanh dot Thuc tap tot nghiép.

e Muc tiéu 2: Hiéu duoc cach thirc to chirc va hoat dong ctiia doanh nghiép.

e Muc tiéu 3: Lam quen mdi truong doanh nghiép, nang cao ki nang giao tiép

va xay dung cac mdi quan hé tai doanh nghiép.

e Muc tiéu 4: Quan sat, hoc hoi, ap dung kién thirc nha truong vao thyc tién.

e Muc tiéu 5: Tim hiéu va dua ra dé xuit nang cao hiéu qua ban hang cho doanh

nghiép.
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TAI LIEU THAM KHAO

1. Cong ty cd6 phan tr van va dich vu Tam nhin sy nghiép,

http://www.careervision.vn/.

2. Tai liéu gidi thiéu cong ty c¢d phan tu van va dich vu TAm nhin su nghiép.
3. Tai li¢u mon Quan tri ban hang.

4. Website: http://doanhviet.org
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PHU LUC A: Bio cdo két qua phéng vén irng vién vi tri HR Executive

9

PHU LUC

B C D
Neguyén Thi Cam Linh

A
Ciau hoi

Ké so hroc vé céng viéc chinh dang
lam?

Tuyén dung, hru trit h.se, chim céng, bao
hiém, quan I¥ hanh chinh',_.

Khi nv nghi viéc trai phap luat thi
Ctv phai béi thirong nin?

Khéng cé khoan béi theing cho nv nghi
viéc trail phdp luat.

Hiéu j vé hiat lao déng??

Ché da nghi phép, ngay céng.._.tit ca knh
virc hién quan tdéi hrong, thwong.

Biém manh- diém véu cia anh/chi
dédi voi nganh?

Manh: Giai quyét céng viéc nhanh (cip
trén nhin xét). Yéu : hoi nong tinh

C6 khi ndo anh/chi tinh hrong sai
khéng?Néu co, Gidl quyét ntn??

Chura tinh hrong sai bao gie. Chi xay ra
trrong hop khidu nai vé ngay céng (do
may quet thé tr déng)=> cty cd quy trinh
gidi quyét khidu nai: ngwad khidu nai bdo
qua t6 tnrémg sau do dwoc chuyén lén
nhan si, néu & cap do nhe thi chi tnrc tiép
gidi quvét. con ning thi s& bdo 1én cap trén
xin ¥ kién. Thuang thi chi giai quyét luén 13
tinh bi1 lai qua thiang sau.

Mitc hreng hién tai? Mikc hrong véu
cau tai céng ty mdi?

Hién tai: 6.7 triéu. Yéu cau: iy theo sé
hrong, tinh chat céng viéc va quy mé céng
ty =>sé thirong lweng voi nhan sy phong
van sau.

Cty & khu Vsipl, ko xe dua don,
liéu anh/chi co ddne v ko?

Béng ¥. Cty cach nha khodng 12km. cé xe
may dé di chuvén.

Nhan xét chung

Thai d§ v vé, hich su, tra 161 nhanh va rd
rang, ko ngip ngirng. (Chi con cam on cty
d3 danh thii gian doc Cv va goi dién cho

chi)

Hinh 9: Bdo cdo két qua phong van vmg vién vi tri HR Executive
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PHU LUC B: Email giao viéc tir nhém truéng

[ET]] Contacts Calendar Notepad

Previous | Mext | Back to Messages

Cneccua | tew -

Carsales

S Repy - [

Folders [Add] ' ® FW: Lwong 5tr - 6tr. Vi Tri Nhan vién Hanh Chanh - Nhan Sw Téng Hop
ﬁ Inbox (67) From: @ "Tuyet Mai" <mai.nt@careervision.vn> E,EJ

@3 Drafts To: "'nam ngoc' <le_thi_ngoc_nam@yahoo.com>

q} Sent @ 2 Files (750KB) | Download All

g Spam (1) [Empty]

[ Trash [Empty]

[ My Photos Moi-CUR..  Den xin.

@ My Attachments

Phang van dium chi em nha.

Chat

Tks em.

Have aspare
moment?

]

Yatoo!'y

Nguyen Thi Tuyet Mai (Ms.)
Relationship Manager

CAREER VISION CONSULTING & SERVICES
5th Floor, Thien Son Building

5 Nguyen Gia Thieu, Ward 8, Dist. 3
Hochiminh City - Vietnam

W W CATEEMVISIoN Wi

e +34 803 764 732

+B43 39 333 568 (Ext: 118) ’
K +343 39 333 569 ’..’..
Emall  maint@careeryision.wn . ’
W mim83co
Skype: mtm@3co CareerVision

Don'e degam it Create it

FAQs

Hinh 10: Email giao viéc-phong vdn iing vién

Previgus | Next | Back to Messages

Dace | oy | Favrs | san | -

# FW: [www.vnhr.vn] FW: Looking for a QA engineer - Supplier Quality Control

From: @ "Tuyet Mai" <mai.nt@careervision.vn> [7]

To: "'Nhan NGUYEN" <nhan.ntt@careervision.vn>, "'nam ngac" <le_thi_ngac_nam@yahoo.com=>
@ 6 Files (319KB) | Download All

Je Y 0m

oledata.. imageld. imagelld. imagelld. imagell. QAS-04-.

Hil

Nhan up job ) )

Nam goi dién nha. Em goi dién sell dich vu xong, néu anh dé tir choi thi em hoi frvére déy Cty anh dé co bao gid st dung dich vu
Dé minh dodn xem ho cd phai la khdch hang tiém néng khong.

Tks 2 em.

Hinh 11: Email giao viéc-goi dién thoai tié'p can khach hang
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PHU LUC C: Hinh anh thuyc tip tai cong ty CareerVision

Hinh 13: Gidy chirmg nhdn thuc tdp
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NHAN XET CUA CONG TY LAM VIEC

Tp.HCM, ngay ....thang....nam....
Chit ky ngudi huéng dan
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NHAN XET CUA GIANG VIEN HUONG DAN

Tp.HCM, ngay....thang....ndm....

Chit ky ctia Giang vién huéng dan
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NHAN XET CUA GIANG VIEN CHAM BAO CAO

Tp. HCM, ngay....thadng....ndm....

Chir ky cua Giang vién cham bao céo
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THONG TIN LIEN HE

Nguoi thuc hién bao cao: Lé Thi Ngoc Nam

Nién khoa: 2009-2013

Khoa: Kinh té thuong mai

Nganh hoc: Quan tri kinh doanh

Lop: TV0911

Ma s6 sinh vién: 092493

Email: nam.ltn2493@sinhvien.hoasen.edu.vn

le thi ngoc nam@yahoo.com
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