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CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM

PUONG SAT PHU KHANH Péc lap - Tu do - Hanh phic
Sb: 192 /Qb-DSPK Khdnh Hoa, ngay-J5 thang 4Ondm 2016
QUYET PINH

Vé viéc: Ban hanh Quy ché tuyén dung va dao tao

A HQI DONG QUANTRI ’
CONG TY CO PHAN PUONG SAT PHU KHANH

Can ctr Luat Doanh nghiép s 68/2014/QH 13 ngay 26/11/2014;
Can ctr B6 Luét lao dong s6 10/2012/QH 13 ngay 18/6/2012;

Can ct Piéu 1& T6 chuc va hoat dong Cong ty co phﬁn Puong sit Phu
Khénh dugc thong qua tai Dai hdi dong c6 dong lan thir nhat ngay 30/12/2015;

Can cr Bién ban cudc hop Hoi dong quan tri ngay 20/10/2016,

QUYET PINH:

Piéu 1. Ban hanh kem theo Quyét dinh nay Quy ché tuyén dung va dao
tao trong Cong ty c6 phan Duodng siat Phi Khanh.

Diéu 2. Quyét dinh nay c6 hiéu lyc ké tir ngay ky ban hanh.
Hoi dong quan tri, Ban Giam doc cong ty, Trudng cac phong/ban chuyén
mon nghiép vy, Thu trudng cac don vi truc thudc cén ctr Quyét dinh thi hanh./.

Noi nhn: TM. HQI PONG QUAN TRI
- Nhu didu 2; CHU

- bU, Ban KS Cty;
- CD, Boan TN Cty;
- Luu: VT.
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- QUYCHE
TUYEN DUNG VA PAO TAO

(Ban hanh kem theo Quyet dinh s6: 4€9.2 / OD-DSPK, ngayl jthing{Undm 2016
cua Hoi dong quan tri Cong ty co  phan Puong sit Phii Khdnh)

3 Chuong I
NHUNG QUY PINH CHUNG

Piéu 1. Pham vi ap dung

Quy ché ‘nay quy dinh viéc tuyén dung va dao tao lao dong dé b sung,
thay thé, chuyen doi chic danh, cong vi€e tai cdc phong/ban va don vi trong
Cong ty co phan Puong sit Phu Khénh.

Piéu 2. Pdi tugng ap dung

L. Tuyén dung lao dong vao lam viéc trong Cong ty la cong dén Viet
Nam tbt nghiép tai cac truong Pai hoc, cao dang, trung hoc chuyén nghiép va
c4c truong day nghé... phit hop véi nhu cau cua Cong ty.

2. Nguoi lao dong dang lam viéc trong cong ty duge Cong ty cur di dao
tao, boi dudng nghiép vu chuyén mon. Khong ép dung lao dong hop dong co
xac dinh thoi han.

_ ChuwongII
TUYEN DUNG LAO DONG

Diéu 3. Nguyén tic tuyén dung

‘1. Tuyén dung lao dong phai can clr ké hoach sir dung héng nam duoc
Hoi dong quan tri cong ty phé duyét.

2. Ngudi du tuyén phai dam bao cac diéu kién va tidu chuin quy dinh tai
Diéu 4 quy ché nay.
3. Thuc hién dan chu, cong khai, khach quan trong qué trinh tuyén dung.
Piéu 4. Piéu kién va tiéu chuin
Ngudi dang ky du tuyén vao lam viéc trong cong ty phai:
1. La cong dan Viét Nam, co ho khau thuong tru trén 1anh tho Viét Nam;

2. Co suc khoe }ét va thoi gian 1am viéc tai Cong ty it nhat 20 nim (néu
tham gia BHXH lan dau);

3. Co trinh d6 van héa va chuyén mon pht hop véi vi tri can tuyén;

4. Co ly lich ban than va gia dinh r6 rang; khong vi pham phap ludt;

5. C6 hd so diy du theo quy dinh tai khoan 2 Didu 5 quy ché nay.

Piéu 5. T6 chirc tuyén dung

1. Thong béo nhu cau tuyén dung

Cong ty thong bao trudce khi nhan ho so du tuyen dong thoi niém yét tai
tru s&, noi thuén tién cho nguoi lao dong biét vé nhu cau tuyén dung lao dong.

2. Ho so va tiép nhan ho so du tuyén

2.1. Hb so du tuyén bao gom:

a) Pon xin lam viéc (mdu 01);

b) So yéu ly lich (mau 02) duge chinh quyén dia phuong xac nhan (air
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ngay xdc nhan dén ngay nop hé so khéng qud 6 thang);

¢) Gidy kham strc khée do co quan y té cép huyén hogc twong duong tré
1én kham, chimg nhan (ti ngay khdm siic khée dén ngay nép ho so khong qua 6
thang);

d) Ban sao van béng, chimg chi chuyén mén theo yéu ciu (cé chimg
thuc); -

d) Nhiing giéy to khac c6 lién quan, gdm: ban sao gidy khai sinh, chimg
minh nhan dan, s6 BHXH (néu co6) va 03 anh 3x4.

e) Gidy xac nhan nhan sy dugc cong an x4, phuong xac nhan.

2.2. Nhan va tra hd so du tuyén:

a) Ngudi lao dong ndp hd so du tuyén tai phong T6 chirc hanh chinh
cong ty;

b) Trong thoi han 30 ngay, ké tlr ngay thong béo ket qua tuyen dung,
nguoi lao dong khong tring tuyen hodc khong dén du tuyen co yéu cau lay lai
ho so du tuyén, thi phong T chirc hanh chinh tra lai hé so du tuyen Néu qua
thoi gian trén nguoi lao dong khoéng tring tuyén hoic khong dén du tuyén
khong c¢6 yéu ciu nhan lai ho so du tuyén thi Cong ty hily bo.

3. Xet tuyen (thi tuyén):

3.1. Béi voi lao dong gian tiép (chuyén mén nghiép vu): Giam ddc cong

ty t6 chirc xét hodc thi tuyén dé lya chon tmg vién theo yéu ciu, muc dich, tidu
chudn, vi trf can tuyén dung.

3.2. Bdi véi lao dong truc tiép san XuAt: Phong T4 chirc hanh chinh xem
x€t lya chon Umg vién pht hop vi tri cAn tuyén, tong hop bao cdo Giam ddc
cong ty quyét dinh.

4. Thi tu vu tién tuyén dung:

4.1. Két qua tbt nghiép bac dao tao chuyén moén phi hop véi nhu cau ctia
Cong ty;

4.2. Pi ¢6 thoi gian 1am viée dung chuyén nganh can tuyén tir 02 nam
tro 1én.

4.3. Con ctia cong nhan vién lao dong da va dang lam viéc trong cong ty;

Piéu 6. Thir viée, tp nghé

Sau khi ¢6 két qua tring tuyén, Giam dbc cong ty ky hop dong thir viéc
vO1 nguoi lao dong:

L. Th,ﬁri gian thir viéc: Thuc hién theo quy dinh tai Diéu 27 cua Bo Luét
Lao dong so 10/2012/QHI13 ngay 18/6/2012.

2. Mirc luong thu viée: Trong thoi glan thur viéc ngudi lao dong dugce
huéng it nhat 85% mirc luong cap bac cong viée can tuyén.

Piéu 7. Két thic thoi gian thir viée

1. Nguoi lao dong bao cdo ty danh gia két qua thur viée. Bon vi dugc
giao quin ly huéng dan nhén xét ddnh gid pham chat dao dirc, y thie 6 chire
ky luét va két qua cong viéc clia ngudi thir viée.

2. Khi viéc lam thtr dat yéu cau, Giam dbc cong ty ky két hop dong lao
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dong v6i nguoi lao dong, theo quy dinh tai Didu 22 Bo Luét lao dong.

Piéu 8. Sir dung, quin Iy lao ddng sau tuyén dung

Nguoi lao dong dugc str dung dung theo muc dich tuyén dung. Trong
qué trinh lam viéc, nguoi lao dong 6 thé dwoc luan chuyén, diéu chuyén phu
hop nhu cau san xuét kinh doanh ctia Céng ty nham muc dich bd tri sip xép
hop Iy phtt hop véi su phat trién ctia Cong ty.

Chuwong II1
PAO TAO, BOI DUONG NGHIEP VU

Piéu 9. Muc tiéu dao tao, bdi dudng

1. Cap nhét kién thirc, ning cao ky nang va phuong phéap thuc hién
nhiém vu dugc giao.

2. Xay dung d6i ngii lao déng thanh thao vé chuyén mon, nghiép vu, co
nang lyc quan ly, didu hanh va thuc thi nhiém vu dép ng yéu cau néng cao
chat lugng hiéu qua san xuét kinh doanh cta Cong ty.

Piéu 10. Nguyén tic dao tao, boi dudng
1. Bao tao, boi dudng phai can cu ké hoach hing nam; tiéu chuan chirc
danh, nghé nghiép va nhu cau phat trién ngudn nhén luc cua cong ty.
2. Chuyén nganh dao tao phai phu hop véi vi tri viée lam, nganh nghé
kinh doanh ctia Cong ty.
. A Khuyén khich ngudi lao dong hoc tip, nang cao trinh do dap tng yéu
cau nhiém vu.
4, Bao dam cong khai, minh bach, hiéu qua.
biéu 11. Piéu kién, tiéu chuan
1. La nguoi lao dong lam viéc theo hop d(‘")ng khong xac dinh thoi han;
thuong xuyén hoan thanh nhiém vu dugce giao.
2. C6 nang luc thuc tién; phém chét chinh tri, dao duc, 16i séng tot;
khong trong thoi gian thi hanh ky luat lao dong;
3. Cé du stic khoe va dap tmg day du yéu ciu ctia co s dio tao.
Diéu 12. Trach nhiém, quyén lgi ctia ngudi dwge cir di diao tao, boi
dudng
1. Trach nhiém:
1.1. Tich cuc hoc tap, tham gia day du thoi gian theo quy dinh cua khoéa
hoc. Khi nghi hoc phai xin phép va duge sy dong y ctia co s& dao tao;
1.2. Chép hanh dung ndi quy, quy dinh cua khoa hoc; bdo cédo tinh hinh
hoc tép trong thoi gian hoc cho phong T6 chirc hanh chinh;
‘ 1.3. Sau khi két thic khoa hoc, phai bdo céo két qua hoc tap va ngp van
bang, chiing chi dé luu ho so;
1.4. Tu thc kinh phi néu phai hoc lai, thi lai do khong dat yéu cau;
1.5, Bé‘n bu chi phi dao tao, bdi dudng néu vi pham mot trong cac diém
tai khoan 1 Diéu 13 quy ché nay.
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2. Quyén loi:
2.1. Pugc thanh toan tién hoc phi, tai liéu, tau xe, luu tra va tién luong.
2.2. Puogc tinh thoi gian dao tao, boi dudng vao thoi gian cong tac lién
tuc (tham gia BHXH).
2.3. Pugc tao diéu kién trong thoi gian hoc tap;
Piéu 13. Dén bu chi phi dao tao, bdi dudng
1. Ngudi dugce cir di dio tao, bdi dudng phai dén bu chi phi dio tao trong
cac truong hop sau:
1.1.Trong thoi gian duogc cir di dao tao, bdi dudng tu ¥ bd hoc, bi dudi
hoc hodc bd viéc, xin théi viéc.
1.2. Hoan thanh khéa hoc nhung khéng duoc co s& dao tao cAp vin bing
chuing chi, ching nhan hoan thanh khoa hoc.
‘1.3. Bo viéc, xin thdi viéc ngay sau khi hoan thanh khéa hoc duoc cip
van bang, chung chi, chimg nhén.
1.4. Hoan thanh khoa hoc d\u‘(_rc cép van bang, c’:hl'mg chi, chirng nhéan
nhung khong thue hién theo Hop dong lao dong da ky két.
2. Céc trudng hop khéng phai dén bu chi phi dao tao, bdi dudng:
dil 'Kl’léng hoan thanh khéa hoc do ém dau phai diéu tri, c6 xac nhan
cua co sO'y té.
2.2. Nghi viéc hudéng ché d6 BHXH ( huu trf).
3. Chi phi va céach tinh dén bu chi phi déo tao, bdi dudng:
~3.1. Chi phi dén b bao gom cac khoan chi tai diém 2.1; 2.2 khoan 2
biéu 12 quy ché nay.
3.2. Céch tinh chi phi dén bu:
a) Pbi véi truong hop quy dinh tai Diém 1.1; 1.2 va 1.3 Khoan 1 Piéu
nay, phai dén bu 100% chi phi ma Céng ty da chi tra.
\ b) Péi véi céc truong hop quy dinh tai Diém 1.4 Khoan 1 Diéu nay chi
phi dén bu dugc tinh nhusau: S=F-T
Trong do:
- S: La chi phi dn bu;
- F: La tdng chi phi cua khoéa hoc (hodc cac khoa hoc) duge Cong ty
thanh toan;
- T: La chi phi giam trir tuong rng véi thoi gian lam viéc cho cong ty (cur
01 nam lam viéc dugc tinh 12% tong chi phi dao tao)
Vi du: Ong A dugc cong ty cir di dao tao, tong chi phi hét 15 triéu dong.
Sag khi hoan thanh khoa hoc 6ng A lam viéc f:ho cong ty dugc 5 nam, ong A
cham diat HDPLD. Chi phi dao tao dng A phai dén bu la:
S = 15.000.000 — (15.000.000 * 60%) = 6.000.000 dong
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*Truong hop 6ng A sau khi hoan thanh khéa hoc lam viéc cho cong ty
dugc 60 thang, 6ng A nghi viéc hudng ché d¢o BHXH (huu tri ) thi khong dén
bu.

Piéu 14. Ty di dao tao, bdi dudng theo nguyén vong

Nguoi lao dong lam viéc theo hop dong lao dong khéng xac dinh thoi
han, c6 nguyén vong di dao tao, boi dudng lam don va kém theo thong bdo
chiéu sinh thi Cong ty xem xét quyét dinh. Trong truong hop nay ca nhan tu
tuc toan b kinh phi dao tao.

Chwong IV
PIEU KHOAN THI HANH

Diéu 15. T6 chirc thuc hi¢n

1. Hang ndm phong T6 chirc hanh chinh xay dung ké hoach st dung,
tuyén dung va dao tao bao cao Giam dbc cong ty, trinh Hoi dong quan tri phé
duyét. TS chuc tu}fen dung; tuyén chon, quan ly ngudi duoc di dao tao, bdi
dudng theo ding ké hoach da dugc phé duyét.

2. Trach nhiém cuta cac don vi, phong/ban:

2.1 Tiép nhan, quan ly, bd tri va hudng dan nghiép vu cho lao dong mdi
tuyén dung;

2.2. Pé xuét nhu cau dao tao, bdi dudng nghi€p vu thude linh vuc lién
quan dén chuc nang, nhiém vu cua don vi, phc‘)ng/ban minh.

3. Phong Tai chinh — Ké toan luu giit, cung cip ching tir lién quan dén

chi phi dao tao, bdi dudng phai dén bu duoc quy dinh tai Quy ché nay theo yéu
cau ctia Giam ddc cong ty.

Diéu 17. Hi¢u lyc thi hanh

1. Quy che ndy c6 hiéu lyc thi hanh ké tir ngay ky ban hanh. Trong qua
trinh thuc hién néu c6 vudng méc, phong Té chirc hanh chinh tong hop bao céo
Giam ddc cong ty, trinh Hoi dong quan tri diéu chinh, sira d6i, bo sung cho phu
hop.

2. Nhing van d& lién quan ‘dén cong tac tuyén dung va dao tao khong
dugce néu tai Quy ché nay, dugc diéu chinh theo quy dinh phéap luat hién hanh./.

TM., HOI DONG QUAN TRI
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

(Méu:01)
PON XIN VIEC LAM

K R T2 o 1 P E

................................................................................................

Hién nay chua c6 viéc lam, nguyén vong xin dugc bo tri cong viéc lam.

Néu dugc chap thuan, t6i xin cam doan thuc hién tot cac cong viéc dugc
giao va chip hanh cac chu truong chinh sach ctia Nha nuéce va ché do ndi quy,
ky luét cua cong ty.

Kinh mong Lanh dao c6ng ty chap nhan.

.............. , Ngay ..... thdng.... nam....
XAC NHAN Ngudi lam don
Cua UBND Phuong, Xa ( ky va ghi rd ho tén)
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

(Mau:02)
' YEU LY LICH

| (oI 1 1< VOO PO RURUTPPRRRRI Nam, Nir.........
31010154 o DO OSSO PP URT SR
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Ky hi¢u

Wani:. wissinms
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HO VA TEN ANH CHI EM RUQT
(Ghi 6 ho tén, tudi, chd & va nghé nghiép, noi cong tac,
thai do chinh tri ctia ting nguoi)

...............................................................................................................................

Ho va tén vo hodc chOng:.....ccevvvvveieeeiiieeececieceee Nam sinh......cooveeeeeieeenns
NEZHE NEHIEP....eeeeeeeee et
Noi cOng tac (ghi rd tén va dia chi don vi dang cong tac):......cccovvvvverveeceerereennnes
CHOO DIBIL 108V chvsmessmnsmssnsmstsiss susuusmmnsssmnsss s sums sy sysss sEmes s oS S5 R SRR AT S5 TS

Dia Chi I8N N ..ueiiiieiee e

...............................................................................................................................

HOQ VA TEN CAC CON
(Ghi 16 ho tén, tudi, chd & va nghe nghiép, noi cong tac,
thai do chinh tri cua timg nguoi)

................................................................................................
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QUA TRINH CONG TAC CUA BAN THAN

Tu thang nam dén thang nam

Lam cong tac gi

O dau

Gitr chuc vu gi
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..................

................................................................................................

------------------------------------------------------------------------------------------------

LOI CAM POAN

T61 xin cam doan nhiing 161 khai trén 1a ding su that, néu cé diéu gi khai
man to1 xin chiu trach nhiém hoan toan./.

Xac nhan cua Thu truong don vi, e , ngay.... thang... nam....

Chu tich Uy ban nhan dén x3, phudng, thi tran . o
cevenenne, NEAY... thang.... ndm.. Newa Knathy ten

(ky va ghi 5 tén, déng diu)
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