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1. Mr.rc dich:

- euy dinh th6ng nhAt trinh tp viQc tuy6n dUng vi6n chuc bing hinh thfc xdt tuy6n

tai Trucrng Trung cAp ngh6 Co khi xAy dgng'

- D6m bAo c6ng khai, dAn chir, dung quy dinh trong c6ng t6c tuy6n dOlt.vlon chuc

,il ;;;; "i" prrut tri6n cua tru'dng, giup cho c6c irng vion ddng Ly du tuy6,

cfrng nhu vi6n .lr,i., ngud'i lao dQng trong trub'ng nim 16 n6i dung, c6ch thfc tha,]

gia sao cho dat hiQu qu6 cao nhAt'

2. Ph4m vi vi tl6i tu'gng 6P dgng

2.1 pltqnr vi tip clqtng: Quy trinh niry quy dinh.c6ng t6c tuy6n dUng vi6n chuc ldn-r

vi6c tai c6c don vf trgc thuQc Truo"ng Trung cAp nghc Co khi xAy dqng th6ng qua

hinh thu'c xdt tuY6n.

2.2 DOi twg.rtg tip tlq.utgz Quy trinh ndy duo. c 6p dpng cho toirn th5 c6c don vi truc

thu6c Trudng.

3. Cin cf'ph6p lf vn tni liQu tham chi6u

- Lu?t Vion chirc s6 5B/2010/QH12 ngily 15 thSng 11 nam 2010;

- LuQt sira d6i, b6 sung mQt s6 didu cua Luat c6n b6, c6ng chirc vd Luat vi6n chuc

ta SZtZOlglQH14 nglry 25 thdng 11 n6m 2019;

_ Lu4t Lao dQng s6 qslzolg/QH14 ngdy 20 th6ng 11 n6m 2019;

- Lupt GiSo duc nghd nghiQp ,O lqlZOt4lQHl3 ngdy 27 thdng 11 n6m 2014;

_ v[n b6n hqp ntrat so 13,,/'BHN-BLETB*H ngay o5r4rzorg hqp nhat Thong

,";;;irh;5 D,a; tQ trud'ng trung cAp do BQ Lao dqne - Thuo'ng binh vd xa h6i

ban hirnh;

- Nghi dinh s6 ltslZ)2OND-CP ngaly 25l9l2O2O cua Chinh phu quv dfnh v0 tuyQl

dpng, su'dr,rng vd qu6n ili vi6n chric;

- Th6ng tu s6 O6:2O2OITT-BNV ngdy o2ll2l2o20 cta Bo Noi vu ban hnnh Quy

cht5 t6 chi'c tf-,i 1"ya", x6t tuy6n .6ng chirc, vi6n chuc, thi ndng ng?"1 
.t6ng^ 

chu'c'

thi hoac x6t thAng hang chu'c danh ngfrO nghiQp vi6n chuc; Ngi quy thi tuyon' x6t

i,ryo,", c6ng "r,r"f 
vi6n chri'c, thi nAn! ngpch c6ng chfc, thi ho6c x6t thdng h4r-rg

chuc danh nghA nghiQP vi6n chu'c'

4. Dinh nghia vh ttr vi6t tilt

4.1 Dlnlt nghia

- Via, ch*c ld c6ng ddn ViOt Nam dugc tuy6n dung, ldm viQc trong don vi su

nghiQp c6ng l;p;h;" cne aO hq'p d6ng , gdn v61 v! tri viQc ldm vh chuv6n m6n'

nghiep vp huong luong tu NgAn s6ch nhd nu6c vd c6c ngu6n thu sq nghiQp ldr6c

theo quy dinh cua Ph6P luAt.
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- Tuy€n d.ung viAn chac ld viQc lpa chqn ngud'i co phAm chdt, trinh d0 vd ndng luc

,,oie* viec chfc trong don vi sg nghiQp c6ng l4p'

- Ho:p ding ldnt viQc 1? ,sU-,t1oq thuqn bing vdn_ b6n gita vien chirc ho{c lg"ol
o"q:J,"yan'ao,rg tan, (iec chirg)v6i nguo'i dul* ddu don vi su nghi6p c6ng lAp ve

vi tri viQc tdm, ,idi"'H;irfd. dai1g., diA; kiQn idm viQc, quyon vd nghla vp

cua m5i bon.

- Vi tr{ vi€c ldnt 1}r c6ng viQc hoflc nhiom uU gi, v6i chirc danh ngho nPli9p hofc

chuc vp qu6n l1i tuong:irng, ld.can cir x6c dinh so luong nguoi lirm vi6c, co' cau

,iJ.frir.'aO tnUc hiQn vi6c tuy$n dpng, su dpng vd quin lii viOn chirc trong don vi

sq nghiOp c6ng lAP.

- Chu.c danh nghi nghiQp ld t6n gqi th6 hiQn trinh dQ vd ndng lr,rc chuy6n m6n'

nghiQp vu ctta vi6n 
"hrlc 

trong tirng linh vpc ngh0 nghiQp'

4.2 Tir vtOt tAt

)h
ip
Kf

'0u

t

Y nghiarir vi6t t6t

Ban Gi6m hi6u

Vi6n chirc quan l1i

Ddng ky dU tuY6n

Ho. p d6ng ldm vi6c

HQi d6ng tuY6n dung

Nguo'i trfng tuY6n

Phdng T6ng ho.P

Quy6t dinh

Thdnh lap



rir vi6t tit

Vi6n chitc

5. Luu dd (Xent trang 6 diin n"ang 8)

6. Dgc th (Xent trang 9 dAn ffang l0)

7. Circbi6u miu/ hu6'ng din
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TGn bi6u m6u/ hu6'ng d6n

BM/QT32/P.Tlvo1

BN/VQT32 IP .TTT]02
I(6 hoach tuy6n dung vi6n chri'c ndrn ' " "

BM/QT32/P.Trv03Tb trinh xin ph6 duyQt k6 hoach tuy6n dpng vi0n

chucndm...'..
BM/QT32lP.Two4

Th6ng b6o tuy6n dUng vi6n chuc doj " "' n6m " "

BM/QT32/P.Twos
Phi6u ddng kY dU tuY6n

BM/QT32/P.TH/o6
So ytiu li lfch tY thuQt

BlwQT32lP.TwoTDanh s6ch trich ngang cdc ungvi0n nQp hd so du

tuy6n vi6n chu'c n6m " " ':'

BM/QT32/P.TFvoBDanh s6ch trich ngang c6c ilng vi6n du di6u kien

du tuv6n ndm .. '.. '.

BM/QT32/P.Trv09Quy0t dfnh thdnh 10p HQi d6ng tuy6n dr;ng vi6n

chric n6m .

BM/QT32/P.Tw10Quy5t dinh thdnh lQp cdcBan giup viQc HQi d6ng

tuy6n dUng viOn chilc n6m '

BM/QT32/P.TrV1 1
,*rr* b6o ktit qu6 ki6m tra didu kiQn' ti6u chuAn

cira ngudi dp tuy6n ddng ky tai Phi6u d6ng Ly dU

tuyanlheo ydu cAu vi tri vi6c ldm

BM/QT32lP.THl12Th6ng b6o TriQu tap thi sinh tham dU ky thi tuy6n

dung vi6n cht'c nim .. " (vdng 2)

BM/QT32/P.TFv13
Bi6n bAn hqp HQi d6ng tuy6n dUng viOn chirc

Ddng Ly tth, cAu tuy6n dung n6m " "'
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TOn bi6u m6u/ hu6'ng d6n 
I

Th6ng b6o ktlt qu6 thi tuySn vi6n chirc ("d'g 2) 

|

86o c5o K6t qui xdt tuy6n vi6n chric n[m '

n[m...........

Th6ng b6o c6ng nhfln ktlt qui trung tuy6n vi6n

chric n6m .

I

I COng vdn b6o c5o K6t qu6 tuy6n dung vi6n chirc

I nam
I

I

I QuyCt dinh tuydn dPng vi6n chitc

Mi h6aSTT

BM/QT32lP.TLV14t4

15 BM/QT32/P.TFV1s

BM/QT32lP.TH/t6l6

BM/QT32lP.Tw17t7

18 BM/QT32/P.TFv18

BM/QT32/P.Tw19t9

BM/QT32lP.Tw2o20

BM/QT32lP.TLuZr2l

22

Hgp d6ng ldrn viQc x6c dinh thoi han

Ho.p d6ng lirm vi0c kh6ng x6c dinh tho"i han

Quy0t dinh phAn c6ng vi6n chtrc hucrng d6n tap

su

Bin ki6m ditim trong thcvi gian tOp sU

BAn nhpn x6t, d6nh gi6 k6t qui tPP sP

Ouv5t dinh b6 nhiQm vd xtlp lucrng chirc
\J

nghO nghiQp vi6n chri'c

BM/QT32lP.Tw22

BM/QT32lP.Tw23L)

BM/QT32lP.Tw2424

BM/QT32lP.TLazs25

BM/QT32lP.THl2626
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lu'u B0

TT Cflc bu'6'c c6ng viQc I frncn nhiQm Thi liQu, bi6u m6u YOu cAu Thd'i gian

1

C6c don vi

truc thudc
BM/QT32/P.TH/O1

X6c dinh 16 s6

lr"rgng nhAn sy
. '.,(con thleu

Th6ng 2

hing n[m

Edng ky nhu cAu
t,

tuyen oung

Z
Phong Tdng

hqp
BM/QT32/P.TH/02

BAng kO chi ti6t,
^ ). l, -yen cau ve Ky

ndng ctta nhAn

su can ttlyen,

KH chi tiOt

fh6ng 2

':llalrg nall')

T6ng hqp vd laP KH
tuy6n dpng

PhO duyQt

03 ngdy

sau khi

trinh ki
J
.LN\7 Ban Gi6m

hi6u

4

+

Hi0u truong BM/QT32/P.TH/03 PhC duyQt

03 ngiy
sau khi

trinh l<y

TTr xin p

chir tr
h6 duyQt

uong

<o.

L-.1

5

HiQu trucrng;

Phdng T6ng

hqp

BM/QT32/P.TH/04;

BM/QT32/P.TH/05;

BM/QT32/P.TH/06.

Cdng khai 30 ngdy
Th6ng b6o vd ti6P

nh4n Phi0u ddng k;i

du tuy6n, So yilu LL

6
Phdng T6ng

hqp

BM/Qr32/P.rTtol; I 
- rt nQP h6 so;

BM/er32/p rH/08; 
I ;l_rfflll-ru:

BM/Qr32/P.rH/0e; I uen;

BM/QT32/P.TH/10. I - aD thdnh lap'

0i th6ng

-? 
. ..:. ]

- TOng ltgp lto so'va

ChuAn bi KH chi tiOt

tuy6n dung;

- DO xuAt TL HDTD

vir c6c ti6u ban giirP

viQc HDTD.

\



TT C6c bud,'c cdng viQc Trdch nhiQm Thi liQu, bi6u m6u YOu cAu Thd'i gian

7
HQi d6ng

;l.
tuyell dung

BM/QT32/P.TH/11

Th6ng b6o bing
vdn bdn t6i thi

sinh; D[ng trang

website

Sau 05

ngdy k6t
,.:.

thuc Krent

tra

TB cho nguoi dg

tuy6n kh6ng d6p irng

di6u kien, tiOu chuAn

8
HOi ddng

:.,
I uyell Oul1g

BM/QT32/P.THl12

BMlQT321P.TH/13;

BM/QT32/P.THlI4.

BM/QT32/P.TH/15.

Theo cluy dlnh

tai Nghi dinh s6

11s/202On\{D-

CP

Trong

vdng 2

th6ng

9

+

HQi d6ng
,l
tuyerl oung

BM/QT32iP.TH/16

86o c6o dAy du,

du thdo QE
c6ng nh4n k6t

l,
qua tuyen oung

Ch4m nliAt

05 ngdy

ldm vi6c
,;.

sau chant

thi vor-rg 2

86o c6o

trirng

nhdn sp
,Auyen

10 HiQu truong BM/QT32/P.THl17
Phd duyQt k6t

i,
qua tuyen oung

03 ngA1,

sau khi

trinh liy

11
rffir
t ,T*,.r."__J

Hqi d6ng
A.

tuyer dung
BM/QT32/P.TH/18 C6ng khai

Trong thoi

han I0
ngdry sau

khi du'o'c

ph6 duyQt

k6t qui

T2 Hi6u truong BM/QT32/P.TH/19

B6o c6o danh

s6ch ngudi trirng

tuy6n vi0r'r chirc

Ngay sau

khi ph6

duyQt kCt

qua thi

86o c6o kOt qu6 vdi
B0 Xdy dung

13

Vi6n chitc

trung tuyen;

Phong T6ng

ho. p

H0 so tuy6n

dung theo Di6u

17 Nght dlnh s6

115/202041D-

CP

Trong thoi

han 30 tiL

ngiry nhAn

duo-c

th6ng b6o

f ,*, r*r,s r"

t ruv6ndl

.1

TR

ull(
c

XA
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TT Cfc bu6'c c6ng viQc Trfch nhiQm Thi liQu, bi6u m6u YOu ciu Thli gian

t4
So4n QD tuy6n dPng

VC
Phdng T6ng

hqp
BM/QT32/P.TI{/20 Quy6t dinh

tuy6n dr;ng VC

10 ngdy kd

tir ngdy

NTT hodn

thiQn FIS

15 PhO duyQt HiQu tru6'ng PhO duyQt

05 ngdy k6

tu ngiLy

tlinh l<jr

16

HiQu truong;

Vi6n chitc

tuy6n dgng;

Nguoi dugc

phin c6ng

huong d5n

BM/QT32/P.THl21;

BM/QT32/P.THl22;

BM/QT32iP.THl23.

- HDLV;

- QE phAn c6ng

nguoi huong

d5n tfp sg

Trong

vdng 30

ngdy k6 tu'

ngdry ra

QD tuy6n

dpng VC

Klf HDLV, phAn

c6ng ngudi huo'ng

d6n tQp sg

17

Thyc hiQn quAn l5?

vd su'dung vi6n

chilc dI kli HDLV

C6c don vi
truc thu6c;

Phong T6ng

hsp

BM/QT32/P.THl24;

BM/QT32/P .THl25;

BM/QT32/P.THl26.

Thuc hi6n theo

quy dinh

Tir khi

vi6n chirc

d0n kli

HDLV

EAy du h0 so

vi6n chirc, h6 so
;.

tllr tuyen

Theo quy

dinhi8
Phong T6ng

hgpLuu hd so

0

JK
0l

i
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D4.C TA

Bu6'c 1: C6n cu Ed 6n vi tri viQc lArn, nhu cAu bd sung nhAn sg, c6c do"n vi truc

thuQc x6c dfnh so luo'ng nhan su cdn thi6u cira minh vd d0 ,r6t.

Budc 2: Phdng T6ng ho.p xem x6t, cdn cil chi ti0u biOn ch6 dugc BQ XAy .dUnS

giao hdng n[m, pe a" vi iri viQc ldm duo. c ph6 duyQt (n6u co), t6ng ho. p nhu cAu b6

,ung nhAn sir vd lAp kC hopch tuytin dpng: sO luo.'ng, c6ng vi6c, yOu cAu k! ning

chuyen m6n, ti6u chuAn chric danh ngh6 nghiCp .. '

Bu6'c 3: Phdng T6ng ho.p b5o c5o Ban Gi6m hiQu d6 ph6 duyQt k6 hopch tuy6n

dUng vi6n chirc cira ndm.

Bu6'c 4: Sau khi lap K6 hoach tuy6n dpng vi6n chuc, phong Tdng ho.p so?n thAo

du th6o Td' trinh ph6 duyQt tuy6n dung vien chirc n[m .. ... trinh HiQu truong ky.

Bu6'c 5: Sau l&i B9 XAy dr;ng d6ng y chu truo'ng tuy6n dUng vi6n chuc, p.h:lg

T6ng hop ti6n henh soqn thAo th6ng b6o tuy6n dpng trinh Hiqu trudng ky vd ti6p

nhpn Phi0u ddng Ly dU tuy6n, So ytiu ly lich tU thuflt.

Bu6'c 6: Phdng T6ng ho.p t6ng h-op danh sSch c6c rmg vi6n 
"Op 

hi so tuy6n dpng,

t6ng ho. p danlis6ch trich ngang c6c irrrg vi6n du di6u kiqn x6t tuy6n vi6n chf'c va

aa lrai trrdnh lQp Hqi d6nglrycn dung ao uiqu tru6'ng quy6t dinh. DOng thoi, xAy

dUng bAn kO hoach chi ti6t t6- ch['c tuy61 dUng vn dO xuAt thdnh lap c6c ti6u ban

giirp vi6c cho HQi d6ng tuy6n dUng f<fri tO.chirc thi vi5t tpi vdng 2: Ban dd thi, Ban

fna.n, Ban coi tt i, g* .t 6,, thi,-Ban.ch6m thi phuc kh6o (n5u co), Ban ki6m tra

s6t hpch l&i tO chric thUc hiQn phong vAn hoic thr,rc hlrnh tpi vong 2.

Bu6,c 7t BanKiQm tra Phi6u dSng ky dp tuy6n do Chir tich H6i d6ng tuy6n dung

qry6lt dinh cham nhat OS ngey ru, kni thdnh lap HDTD, co tr6ch nhiQrn ki6m.tra

ra. pfriO" dp tuyon (vdng f). Su" khi kiOm tra cdc Phi6u dp tuy6n xong, HQi d6ng

tuy6n dung tO tra.n nhipm gui th6ng b6o bSng v[n bin d6n c6c tru]ng hcr,p nguoi

JU try6n tfiOng d6p ung di-6u kiQn,li6u chuAn dq tuy6n, c6c trubng ho.p du di6u
' nhAt re ninn thu'c vd n6i dung s6tkiQn dir tuy6n vdng 2;b6o c6o HiQu tru6ng th6ng :

h4ch tru6'c khi thgc hiqn.

Bu'6'c 8: HQi d6ng tuy6n dUng t6 chilc x6t tuy6n.

- Ch4m ntr6t OS ngdy ldm viQc sau ngdy k6t thuc viQc ki6m tra diAu kiQn, ti6u chuAn

cua nguo'i dp tuydn tpi vong 1, HOi $6^g tuy6n dUng vi6n chuc phAi lAp danh s6ch

,e tndng b5o triiu tpp thi ,irt dr'dieu kiQn dr,r x6t tuy6n 6 vong 2, d6ng thdi dang

tAi tr6n website cira trudng;

- Ch6m nhAt 15 ngdy te tt ngdy th6ng b5o triQu tAp thi sinh duoc tham dg vdng 2

thi phAi ti6n hdnh t6 chilc thi vdng 2.

Bu6'c 9: Sau khi hodn thdnh viQc ch6m thi vdng 2, chdm nh6t 05 nge.y ldm vi6c,

HOi Oa"g-t.,VOn dung ph6i b6o c6o HiQu tru&ng xem x6t, c6ng nhQn ktit quA tuycrr

dung.
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Bu6'c 10: HiQu tru6'ng xem x6t, ky quy@t dinh c6ng nhfln k6t qui tuy6n dUng'

Btr6,c 11: 'Irong thoi h4n 10 lgdy i<C ttr ngey co quy6t dinh c6ng nhAn kdt qudr

tuy6n dpng, Ugi dOng tuy6n dUng phai th6ng b6o c6ng khai tr6n trang website cua

trud,ng vd gui rh6ng [6o-c6ng nhan kOt qu6 trung tuy6n b[,g vdn ban toi nguo'i dr,r

tr,Cn"tn.o"Aiu chi ma nguoi dp tuy6n dd dang ki. Nni dung th6ng b6o phii ghi r5

thoi hpn ngud'i trirng tuyZn pfrai AOn trudng d0 hohn thiQn hd scv tuy6n dUng'

Bu6,c 12: phong T6ng ho. p dp th6o b5o c6o k5t qu6 tuy6n dUng vi6n chrlc voi BQ XAy

dUng trinh Hi6u truo'ng kY.

Bu,6c 13: Trong thd'i han 30 ngdy, k6 ttr ngd.Y nhAn duoc th6ng b6o k5t quir trung

;;a., ;s"oi ,ire;;5; prrai?6, trubng 
"aa 

noa" thien h6 so tuy6n duns. r-16 so'

,rvo,.'au""g quy oinn tai piou 17 Nghi dinh s6115/20204IE-CP.

Bu6'c 14: Phdng T6ng hqp dp th6o Quyct ainn tuy6n dung vi6n chfrc trinh Hi0u

truong ph6 duY6t.

Bu6,c 15: ChQrn nhAt t5 ngdy k6 tt ngay nguoi trung tuy6n hodn tliiqn h6 so- tuy6n

dpng, Hi6u truong Ly qryZt-dfnh tuy6n dpng. Phong T6ng ho. p c6 tr6ch nhiQrn gui

quyet dinh t6i nguoi trung tuy6n theo dia chi dd ddng ky'

Bu6,c 16: Trong thoi h4n 30 ngdy ko tt ngey nh^an duo. c alvot dinh tuy6n dung,

nguo'i duoc try3" dUng uiel cti'. ph^6i tru'dng dO Ly hqp d6ng lirm viQc vh nh4n

vi6c, tril trud'ng ho. p q"Vet dinh tuyQn dpng quy dfnh thoi h4n kh6c hodc I-Ii6u

trudng d6ng 1f gia h4n.

Phdng T6ng ho. p d6 ,r6t ve soan th6o qry6t dfnh phdn c6ng ngud'i giup d6

viOn chilc tflp sU trinh Hiqu trudng cfing ky'

Bu6'c l7z Circdon vi co vi6n chirc t6p sU d6n ldm viQc vd phdng TOng ho' p thuc hi6n

qu6n l;i vd ,u'aung Obi uoi c6c vi6n chuc tap su d6lci kot ho,p d6ng ldm vi6c'

Bu,6,c 1g: Todrn bo h6 so tuy6n dung vi6n chirc vd h6 so vi6n chirc dugc phong T6.9

hqp luu trt theo quy dinh cua ph6p luat hiQn hdnh'

)lr/: l

/


