NEWTEL - CA M3 hiéu: NCA/NS/QT-01
3 : X Ngay c6 hiéu luc:24/01/2019
N=W: QUY TRINH TIEP NHAN NHAN SU | Ngay hét hiéu luc:
— X
Lan ban hanh: 01
Trang: 1/5
NOI NHAN:
S6TT Phong/ Bo phan SO TT Phong/ Bo phan

1 Phong Support

Phong Hanh chinh — nhan su

2 Phong Nghiép vu Phong K¥ thuat
3 | Phong Kinh doanh Phong Phan mém
4 Phong Ké toan
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NEWTEL - CA M3 hiéu: NCA/NS/QT-01
: A Ngay c6 hiéu luc: 24/04 /2019
N;_ QUY TRINH TIEP NHAN NHAN SU | Ngay hét hiéu luc:
Lan ban hanh: 01
Trang: 2/5
Muc luc
TT NOI DUNG TRANG
I | Muc dich
II | Pham vi 4p dung
IIT | Tai liéu tham khao
IV | Pinh nghia, tir viét tit
V | Noi dung
VI | Biéu miu
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NEWTEL - CA Ma hi¢u: NCA/NS/QT-01

Ngay c6 hiéu luc:29/04) 2049

QUY TRINH TIEP NHAN NHAN SU" | Ngay hét hiéu lyc:

Lan ban hanh: 01

Trang: 3/5

I. MUC PICH

- Lam ro céc thu tuc, cac budce can thuc hién trong viéc ti€ép nhan nhan su
- bam bao quyén lgi cua nhan vién mai

II. PHAM VI AP DUNG

Ap dung cho nhén vién méi vao Cong ty

III. TAILIEU THAM KHAO

Luét lao dong s6 10/2012/QH13 do Qudc hdi ban hanh ngay 18/12/2012
Quyét dinh M6 hinh t& chirc Cong ty C6 phan Chit ky s6 NewCA
Chire nang, nhiém vy, quyén han ctia cac Phong/B6 phén Cong ty C6 phan

Chir ky s6 NewCA

IV. PINH NGHIA, TU VIET TAT

BGD: Ban gidam déc

TP/TBP: Truéng phong/Trudng B phan
Phong HC - NS: Phong Hanh chinh - phan sy
CBNV: Céan b0 nhan vién



NEWTEL - CA Ma hiéu: NCA/NS/QT-01
I Ngay c6 hi€u luc:24/04/2049
N~W: QUY TRINH TIEP NHAN NHAN SU | Ngay hét hidu luc:
m < 2
Lan ban hanh: 01
Trang: 4/5
V.NOI DUNG
1. Lwu do
QUY TRINH TIEP NHAN NHAN SU
Cic budc Trach nhiém Quy trinh Biéu miu
Bl B phan Nhan su Thong béo Tiép nhan nhan su NCA/NS/BM - 01.01
NCA/NS/BM - 01.02
N v
B2 B phan Tiép nhan Chuén bi Tiép nhan NCA/NS/BM - 01.03
NCA/NS/BM - 01.04
Y
B3 B0 phan Nhan su Dao tao dan nhép
Y
B4 B¢ phan Nhan su Gi6i thiéu va Tiép nhan nhan sy NCA/NS/BM - 01.05
Y
B5 P e ; Dao tao va tha viéc
B0 phén Tiép nhan

2. Dién giai lru do.

STT

Trach nhiém

Noi dung thuc hién

Biéu mau

B phan Nhan su

+

Can ctr vao két qua phong vén, Bo
phéan Nhan su:

Gui email thong bao tring tuyén
kem Thu moi lam viéc cho Ung
vién

Gui email toi TP/TBP va cac Bo
phéan ¢6 lién quan (ké toan, hanh
chinh, hd trg k¥ thuat) nham phuc
vu cho viéc tiép nhan nhan su madi

NCA/NS/BM 01.01
NCA/NS/BM 01.02

Bo phan Tiép nhan

e

TP/TBP xem xét, bd tri ban lam
viéc va d& xuét véi cac Phong/Bo
phan lién quan bao gom:

B phan Hanh chinh: Van phong
phém (sé, but), chén, géi, Ve X€. ..

+ B0 phéan Ké toan: May tinh, dién

thoai...

+ B0 phan Ho tro k§ thuat:

NCA/NS/BM 01.03
NCA/NS/BM 01.04
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NEWTEL - CA Ma hiéu: NCA/NS/QT-01

Ngay c6 hiéu luc: 24/0/) 2049

N;- W e QUY TRINH TIEP NHAN NHAN SU | Ngay hét hiéu luc:
X \
fusna Léan ban hanh: 01
Trang: 5/5

» Tao tai khoan trén
SupportCenter, ServiceDesk;

> Tao tai khoan Tong dai,

> Tao tai khoan trén cac phéan
mém ban hang, nghiép wvu,
website ....(néu c6);

> Tao tai khoan email (sau khi ky
Hop dong chinh thirc)

Céc dau mbi ban giao tai san cho

nhan vién mé&i theo mau bang ké

ban giao tai san.

3 B6 phan Nhan su

B phan Nhan su dio tao dan nhap
cho nhén vién mdi bao gom:

+ Gi6i thiéu M6 hinh t6 chirc Cong ty
+ Noi quy lao dong

+ B0 quy tic ing xur

+ Quy ché lvong, thuéng, phuc loi

4 B0 phan Nhan su

B0 phan Nhan su thong bao nhan su
mdi téi cac Phong/Bo phan

L4y vén tay dé theo doi chdm cong
Ky hop dong thu viéc

NCA/NS/BM 01.05

5 | Bo phan Tiép nhan

B6 phan Nhan su chuyén nhan su
moi cho TP/TBP tiép nhan dé thuc
hién cac cong viéc chuyén mon

IV. BIEU MAU KEM THEO

Mau Email thong bdo

Mau Thu moi lam viéc

Phiéu dé xuat cung cap thiét bi va tai san

Bién ban giao nhan tai san

Mau Hop dong thir viée

: NCA/NS/BM - 01.01
: NCA/NS/BM - 01.02

: NCA/NS/BM - 01.03

: NCA/NS/BM - 01.04
: NCA/NS/BM - 01.05

e
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NAWC /A

CONG TY CP CHU KY SO NEWCA
S4 8 Lang Ha, Thanh Céng, Ba Dinh, Ha Noi, Viét Nam

Ot ky 8 chng obng Tel: (04) ............... Bax:(04) e s e

| 2707 | A Web:..

DANH MUC BIEU MAU PI KEM

STT

Biéu mau

Ma3a biéu mau

Mau email thong bao

NCA/NS/BM - 01.01

Mau Thu moi 1am viée

NCA/NS/BM - 01.02

Phiéu dé xuat cung cap thiét bi va tai san

NCA/NS/BM - 01.03

Bién ban giao nhan tai san

NCA/NS/BM - 01.04

Mau Hop dong lao dong

NCA/NS/BM - 01.05 M
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CONG TY CP CHU KY SO NEWCA

SH 8 Léang Ha, Thanh Céng, Ba Binh, Ha Noi, Viét Nam
Tel: (04) coeevennnn.. Faxs (04) i et
EMatle . foss s omaans s WEB: st sanm e e o

i MAU EMAIL THONG BAO TRUNG TUYEN ( Miu 1)

Kinh giri: Anh(chi).........c........

Dia chi:

Cong ty Co phan Chir ky s6 NewCA xin cam on ban da quan tim va tham dy budi phong

van tuyén dung ngay ................ Chung t8i vui ming thong béo ban d tring tuyén vi
HEABETICH ... s s cua Cong ty.

Thoi gian bat dau cong vide du kién tir .............ocoooovveinnn.

Khi dén lam viéc, ban mang theo 01 b hd so gdm: 3
- 01 Ban sao cong chung CMND

: 01 So yéu ly lich

- 01 Gidy kham stic khoe

- 01 Ban sao ho khau

- 01 Bing dai hoc - ban sao cong chiing

- Céc loai vin bang chimg chi khéc - ban sao
NewCA giri kém email ban Thu moi lam viée va gi6i thidu v& Cong ty dé ban hidu rd -
va som hoa nhdp véi moi truong lam viéce. -
Tran trong cam on.

19

1. MAUEMAIL THONG BAO TIEP NHAN NHAN SU MOI TOI CAC
PHONG/BQ PHAN LIEN QUAN (Miu 2)
Dear: Cac anh(chi),

Can ctr vao két qua phong van trong dot Tuyén dung ngdy ..../..../....... , BO phan
Nhan su xin thong bao: K& tir ngay..../.../......... Cong ty sé& tiép nhan .....nhan vién
moi.

Cu thé:

- Hovatén:

- Sinh ngay:

- Phong/Bo phan:

Céac Phong/B0 phan c6 lién quan vui long cap nhat thong tin dé phuc vu cho viéc tiép
nhan nhan su méi dugce chu dao.

Thanks
Best Regards

NCA/NS/BM-01.01



CONG TY CO PHAN CHU KY SO

NEWCA

Ha Noi, ngay....thang....nam

THU MOI LAM VIEC

Kmh giri: ANB/ChY coevvrrnrenencooronciiocnssscossssasaionnnse
Cong ty C6 phan Chir ky s6 NewCA (sau dy goi tit a “Cong ty”) xin cam on Anh/chi da quan tam
va tham du budi phong van tuyén dung ngay .........coeeeeennnn Can ctr vao két qua phong vén ching
toi tran trong moi Anh/chi dén lam viéc tai Cong ty theo cac didu kién va diéu khoan dudi day:

1. Churc danh

2. CBQL truc tiép

Ngay bat dau lam viéc

(U]

NOAY. . .vnmgns i thang. ... s asatn nam

- Thoi gian thir viée 2 thang (tir ................ BB L oan it )

- Trong thoi gian tht viée Nguoi lao dong dugc huong it nhét 85%
luong vi tri cong viéc.

- HDLD thoi han 1 nam s& dugce xem xét ky két sau thoi gian thir
viée dua trén két qua danh gid cong viéc cia Nguoi lao dong
trong thoi gian thur viée.

4. Noi lam viéc

Téng 4B,Toa nha T6-08, KDT Nam Cuong, sO 643A Pham Van
DPong, Bac Tur Liém, Ha Noi.

5. Thoi gian lam viéc

08 gid/ngay,48 gio/tuan (Tir thi Hai dén thir Bay)

- Budi sang: 8h00 — 12h00, nghi gita gid 15 phut tinh vao gio lam viée.

- Budi chiéu: 13h30 — 17h30, nghi gitra gio 15 phut tinh vao gio
lam viéc.

6. Miuc thu nhap

Thu nhap = Luong co ban + Luong KPI + Thudéng + Phu cap — Céc
khoan trich nop BHXH, BHYT, BHTN, KPCD, tién lwong da tam
ung (néu co).

Trong do:

=0 Erong 60 DA cueweets i higbass ddng/thang. Py 1a muc luong
lam can et trich ndp cdc khoan theo quy dinh ctia Phap luat lao
dong hién hanh bao gom Bao hiém x& hoi (BHXH), Bao hiém
y t& (BHYT), Bdo hiém that nghiép (BHTN), chi phi Cong doan

- Luong KPI: La khoan luong dugc xéc dinh theo muce do chat
lugng, thoi gian va hiéu qua cong viéc hoan thanh.

- Thuoéng: Duge xem xét thudng theo két qua hoan thanh cong
viéc hang thang/quy va céc loai thuong khac dya trén két qua
cong viéc cua ca nhan, két qua hoat dong kinh doanh cua Cong
ty. Mirc thuomg duge tinh dya trén so thang lam viée thuc té
trong ndm theo quy dinh cua Cong ty.

Anh/chi s& huong day dt muc thu nhap nay néu dam bao dugc du

ngay/gir cong, dinh mue lao dong dugc giao va tudn thu ding, day

da céac diéu khoan quy dinh tai Noi quy lao dong va céc quy dinh
ndi bd cb lién quan khac ciia Cong ty.

NCA/NS/BM-01.02
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7. Bao hiém xa hdi, bao Sau thoi gian thu viée Nguoi lao dong va Cong ty dong Bao hiém
hiém y t€, bao hiém that xa hoi, bao hiém y té, bao hiém thét nghiép va cac khoan déng gop
nghi¢p hic (néu co) tir tién luong theo quy dinh cua phap luét.

8. Thué Thu nhdp cd nhan | Nguoi lao dong ¢6 trach nhiém ndp thué TNCN theo quy dinh cua

phép luat.
9. Céc ché do khac - Thang luong thir 13: BPugc hudng theo chinh sich va quy dinh

cua Cong ty.

- Kham stc khoe dinh ky: Cong ty s& t6 chuc kiém tra ste khoe
dinh ky hang nim cho tat ca nhan vién. Cong ty s€ chi dinh mot
co s¢'y t& dé thuc hién viée kiém tra strc khoe dinh ky va chi phi
do Cdng ty chi tra hoan toan.

- Phu cflp an trua: Muc phu cép ap dung dbi véi toan by CBNV
GIERG 0 -4 8 - AR dong/ngay cong thuc té.

- Phu cap trach nhiém: Theo chinh sach cua Cong ty

- Phu cap di lai: Theo chinh sach cta Cong ty

- Phu cap dién thoai: Theo chinh sach cua Cong ty

- Nghi phép: 12 ngay/nam. Cr 5 ndm lam vige tai Cong ty CBNV
dugc quyén nghi thém 1 ngay phép moi nam.

- Dao tao: Cong ty s& cung cép cac khoda dao tao tiy theo nhu cau
cong vigc.

- Céc ché do phuc loi khac: Theo chinh séch cua Cong ty

10. Bao mat thong tin Toan bg thong tin cua Cong ty khong duoc phép tiét 16 cho bén thi
ba nao khéc trong va sau thoi gian lam viéc cho Cong ty, trir trudong
hop dugce Ban giam doc Cong ty cho phép bang van ban.

V6i muc tiéu tro thanh Nha cung cap dich vu Chir ky sb t6t nhat Viét Nam, Cong ty Co phan
Chit ky s6 NewCA ludn hudng dén xdy dung vin hoa doanh nghiép chuyén nghié¢p, an toan, thuc thi
nhanh va huéng t6i khéch hang. Ching t6i tu hao vé moi truong lam viée chuyén nghi¢p, nang dong
va ludn tao co hoi khing dinh tai ning cho timg ¢4 nhan khi gia nhap Cong ty. Chung toi hy vong Thu
moi nay dap ing duoc su mong doi cua Anh/chi.

Thu moi nay dugc lap thanh 02 ban, 01 ban do Cong ty gilt, 01 ban do Ngudi lao dong gifr.
Khi hai bén tién hanh ky két Hop dong lao dong chinh thie thi céc thoa thusn trong ban Thu moi nay
van giir nguyén hiéu lue va 1a mot phan ctia Hop dong lao dong.

R4t mong nhan duogc su xac nhan dong y nhan viée theo Thu moi nay ctia Anh/chi bang cach
xac nhan bang Email trude 15110 R,
Tran trong cam on.

Toi dong y véi tat ca cac didu kién va CONG TY CO PHAN CHU KY SO NEWCA

diéu khoan dugc ghi trong Thu moi nay
(Ky tén)

NCA/NS/BM-01.02




N Jom W A\ CONG HOA XA HQI CHU NGHIA VIET NAM
m

Poc lap - Tu do - Hanh phuc

MAU PE XUAT

(V/v: Cung cdp trang thiét bi va tai khoan lam viéc)

Cin ¢t vao tinh hinh thuc té khi ¢6 nhan vién méi, Phong/Bo phan................. dé xuét
Phong/ Bo phan ............ cung cap cic trang thiét bi va tai khoan lam viéc nhu sau:
STT | Tén tai san/tai khoan S6 lwong Hién trang Ghi chu
1
2
>
N
3
<
&
NGUOI PE XUAT TRUONG PHONG/BQ PHAN =

(ky va ghi ré ho tén)

(ky va ghi ro ho tén)

NCA/NS/BM-01.03
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

BANG KE BAN GIAO TAI SAN

Ho va tén CBNV:

Sinh ngay

S6 CMND: Cép ngay: Tai:
Ngay vao NEWCA:

Cdc bén ciing tién hanh Igp Bdng ké ban giao tai san theo néi dung cu thé nhir sau:

Tén tai san/tai NHAN TRA
khoan Ngay | S6 lwong | Hién trang| Nguwoi giao |Ngwdi nhin Ngay S6 lrong | Hién trang | Ngwdi giao | Ngwoi nhin

Bang ké ban giao tai san dugc 1ap thanh 3 ban c6 gia tri nhu nhau, mi bén gitt mot ban va Phong HC-NS gitt 1 ban./

NCA/NS/BM-01.04



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

KY SO NEWCA Poc lap — Ty do — Hanh Phic

HOQP PONG LAO DONG
S6: ...../20... . HPTV-NEWCA

Chuing t6i, mot bén la:

Ba: PO THI THU HUONG Chire vu: Gidam ddc

Dai dién cho Cong ty cd pliﬁﬂ chir ky s6 NEWCA (Sau ddy goi tit la NEWCA)

Dia chi: sb 8, Lang Ha, Ba Dinh, Ha Noi.

(Sau ddy goi la Nguoi si dung lao dong)

Va mot bén la:

Ol]g/Bé: Qudc tich: Viét Nam

Sinh ngay:

S6 CMND: Cép ngay: Tai:

Ho khau thuong tri tai:

(Sau dady goi la Nguoi lao dong)

Thoa thuan ky ké hop dong lao dong va cam ket lam dung nhitng di¢u khoan sau day:

Piéu 1: Thoi han va cong viée theo hop dong

Loai hop dong: Hop dong thir viéc

Thici han: v thang, ké tir ngdy: ..../.../...... dénngay .../../......

Dia diém lam viéc: Vin phong Cong ty cb phan chir ky s6 NEWCA, Toa nha T6-08, Khu d6
thi Nam Cuong, sb 643A Pham Vin Déng, Bic T Liém, Ha Noi

Phong/Bo phan:

Chtrc danh chuyén mon:

Chtrc vu (néu cd):

Cong viéc phai lam: Theo quy dinh tai m6 hinh, td chuc hoat dong cua Cong ty va theo su
phan c¢dng cong viéc cua ngudi quan ly truc tiép hodc ngudi duge phén cong hudng dan.

Diéu 2: Che do lam viée

Thoi gio lam viéc: 8h/ngay, ngay/tuan. Ché do nghi theo quy dinh cua phap luat lao dong
hién hanh.

Thoi gian lam viée: Theo Noi quy lao dong cua Cong ty.

Nguoi lao dong duoc cap phap nhiing dung cu, phuong tién cAn thiét dé phuc vu cong viée
theo quy dinh cia NEWCA.

Diéu kién an toan va vé sinh lao dong tai noi lam viéc: Theo quy dinh hién hanh phap luat va
NEWCA.

/@f

NCA/NS/BM - 01.05
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Diéu 3: Nghia vu va quyén lgi ctia Nguoi lao dong

1. Quyén loi:

- Phuong tién di lai lam viéc: Nguoi lao dong tu tiic phuong tién di lai dé dam bao thuc hién
cong viée theo Hop dong nay. Trong trudng hop di cong tac, Nguoi lao dong sé dugc Cong
ty bd tri phuong tién di lai hodc thanh toan tién di lai theo quy dinh cia NEWCA dé thuc
hién cong viéc dugc phan cong.

- Muc luong thir viée: ... dong/thang.

- Hinh thic tra luong: Tinh trén ngay cong thuc té, tra vao ngay 05 hang thang.

- Phu cip: Theo quy dinh hién hanh ciia NEWCA.

- Ché do dao tao: Theo quy dinh cua Cong ty va yéu cau ctia cong viéc.

- Thoa thuan khéc: Trong vong 15 ngay (lam viée) ké tir ngay ky két hop ddng thir viée nay,
vi bat cir Iy do gi ma ngudi lao dong khong tiép tuc cong tac véi cong ty (ké ca trong truong
hop cong ty thong béo chdm dut hop ddng thir viée trude thoi han) thi ngudi lao dong cam
két s& khong yéu cau cong ty phai thanh toan bt ctr ché do va quyén loi ndo ctia nguoi lao
ddng trong thoi gian néu trén.

2. Nghia vu

- Hoan thanh nhiing cong viéc, nhiém vu duoc giao ca vé s6 luong, chét lugng va thoi han
theo dung céc ndi dung cam két trong hop ddng nay.

- Chip hanh nghiém chinh phap luat lao dong, ndi quy, quy ché va cac quy dinh ndi bd khéc
ciia NEWCA. Néu vi pham thi tiy theo mtc do s& bi xir Iy theo quy dinh ctia Cong ty.

- S dung tiét kiém va co trach nhiém bao quan, gin giir trang thiét bi, van phong pham duoc
Cong ty trang bi, cip phét trong qué trinh lam viéc.

- Trudng hop gdy thiét hai (bao gdm nhung khong giGi han boi cic thiét hai vé: tai san, loi
ich, uy tin, hinh anh...) cho NEWCA thi phai boi thuong mot phén hodc toan bo thiét hai
da gdy ra va NEWCA c6 quyén don phuong chim dit hop dong nay.

- Trudng hop Ngudi lao dong don phuong chim dit hop ddng nay trudce han hodc cac truong
hop cham dut hop déng trude han khic do 16i ctia ngudi lao dong thi ngudi lao dong phai
bdi thuong céc chi phi dao tao, dong phuc, va cac chi phi khac (néu co) theo quy dinh cta
phap luat ma NEWCA da tai tro.

- Trude khi chim dat hop dong, Nguoi lao dong ¢ trach nhiém thanh toan tat ca cac khoan
no con ton dong (néu ¢0), ban giao trang thiét bi, cdng cuy, dung cuy, cdng viée dugc giao
cho ngudi tiép nhén.

Diéu 4: Nghia vu va quyén han cia Nguoi sit dung lao dong

1. Nghia vu

- Bao dam viéc lam va thyc hién ddy du nhiing diéu da cam két trong hop ddng lao dong dé
ngudi lao dong ¢6 di diéu kién hoan thanh cong viée duoc giao.

- Thanh toan ddy du, ding han cac ché do va quyén loi cho ngudi lao dong theo hop dong
lao dong.

2. Quyén han

- Piéu hanh nguoi lao dong nham hoan thanh muc tiéu ké hoach, nhiém vu cia NEWCA va
phti hop véi cac quy dinh ctia phép luat (b6 tri, didu chuyén, tam ngiing viéc...) theo quy
dinh cta phap luat va quy dinh ctia Cong ty.

- Tam hodn, chim dat hop ddng lao dong, ky luat ngudi lao ddong theo quy dinh cua phap
luat, ndi quy lao dong cua Cong ty.

Piéu 5: Piéu khoin thi hanh

NCA/NS/BM - 01.05




Nhiing van dé vé lao dong khong ghi trong Hop dong lao dong nay thi ap dung theo quy
dinh hién hanh ctia phap luét lao dong.
Hop dong nay dugc 1ap thanh 02 ban c6 gia tri ngang nhau, moi bén gili mdt ban va co

hiéu luc ké tir ngay ky.

NGUOI LAO PONG PAI DIEN NGUOI SU DUNG LAO PONG




