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iéu dao tao A N
Muc t ' Gi¢i thiéu chwong trinh

- Nhan ré tam quan trong cla
Vléc phéng Vén L’fng Vlén trong THE BEST PRACTICE GUIDE

phéng Vén, tuy’én dung trong trong quy trinh tuyén dung astor’ SOFT SKILLS FOR

MANAGERS & LEADERS

Phdéng van la mdt khau quan

- Hiéu va c6 thé van dung cac nhan sy cla cac doanh nghiép
phuong phap phdéng van hiéu hi R R "

ién nay. Théng qua phdéng van,
qua va chuyén nghiép ' Y g qua phong
A nha tuyén dung c6 thé danh gia
- Biét cach danh gia trng vién ) o . -
mot cach khoa hoc va khach duoc nhitng ky nang, kinh KY NANG

TUYEN DUNG MNHAN VIEM

quan. nghiém cting nhu trinh do chuyén

mén cla cac wng vién. Tuy ot

e
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nhién, khdong phéi cudc phoéng
van nao ciing c6 thé chon Iwa dwgc nhirng trng vién pha hop.
Qua khdéa dao tao “Ky nang phéng van tuyén dung”, Vién

Phuong phap dao tao MasterSkills mong muén cung cép nhitng tw duy, nhéan thirc va

cach thirc dé qud trinh tuyén dung cla doanh nghiép dwoc thuc
- Chuyén gia st dung cac phuong | pian thanh cong va mang lai hiéu qua.
phap dao tao sau day dé chuyén
tai ndi dung khoa hoc:

- Théo luan mé (Open discussion)
- Nghién ctru tinh huéng (Case
study)

- Bai tap tv danh gia (Self-
assessment)

- Thuyét giang ngén dé i thyc té

(Mini-lecture)

Tai liéu

- Tai liéu lwvu hanh no6i bd
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NOi dung chwong trinh

Phan I. Khai quat chung vé phéng van tuyén dung
- Vai trd va tam quan trong clia phdng van tuyén dung

- C4c loai hinh phdéng van tuyén dung

- Vai tro clia phong nhan su va cac phong ban khac trong
phéng van tuyén dung

Poi twrong hoc vién

Phan Il. Chuan bi cho cudc phéng van tuyén dung

- CAc cap lanh dao va quan ly . . . . . .
- L&p muc tiéu va ké hoach ctia cuéc phong van

doanh nghiep - Xac dinh cac yéu td thanh cdng trong phong van tuyén

- Céc Giam dbc chtrc nang, dung

trudng / pho cac phong / ban / - C4u trdc clia mot cudc phéng van

b6 phan trong doanh nghiép,

cac nhan vién / chuyén vién Phan Ill. Phong van tuyén dung
nhan sw phu trach tuyén dung - M& dau cudc phéng van va thuc hanh

- Nhirng nguoi da co kinh - Thuwc hién cudc phéng van va thuc hanh
nghiém lam viéc tai cac doanh - CAch dat cau hoi dan dat “Lead Questions “
nghiép va cé mong muén phat - Cach dat cau hai chi ti€t “Follow-up Questions”
trién va hoan thién ky nang - Cach chuyén ti€p sang van dé ti€ép theo
phdng van tuyén dung - Ngon nglr ctr chi

- Két thac cudc phéng van
- Banh gia sau khi phéng van.

Chirng nhan
Phan IV. Cac k¥ nang quan trong trong phong van

- S€ do Vién MasterSkills cép, c6 gia - K§ nang giao tiép trong phdng van
tri trén toan qudc

- K§ nang lang nghe

- K¥ nang ghi chép

- K¥ nang danh gia rng vién

- X ly nhirng tinh hudng khé khan trong phéng van

Phan V: Nhirng diéu nén tranh trong qua trinh phéng van
va danh gia rng vién

Xem thém chi ti€t tai Website Masterskills.org:

http://masterskills.org/Recruitment-interview-skills-training.htm
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