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IL.

III.

MUC DiCH/ Purpose:

Nham gitip khing dinh néng luc, kha ning lam viéc cua cdng nhén vién qua dé gitp cho nhiing

ngudi quan ly c6 thé dua ra cac quyét dinh vé dao tao, tra lwong, thuyén chuyén bo phén, thing

tien, ky luat,... Pong thoi, gitip nhan vién nhan biét diém manh va diém yéu, nam dugc muc

tiéu va yéu cau cong viéc.

PHAM VI AP DUNG/ Scope:

Ap dung dbi voi tit ca CB-CNV lam viéc tai cOng ty
NOI DUNG/ Content:

1. Tiéu chuin danh gia thwc hién cong viéc

Thiét 1ap tiéu chuan danh gié trén co s¢ phén tich cong viéc va ban mo ta cong viéc.
Céc y€u cau cua tiéu chuan danh gié phai rd rang, c6 co s¢ va phi hgp thuc té

Céc tiéu chi danh gid thyc hién cong viéc s& theo cac nguyén tic SMART:

Cu thé, chi tiét (S): Céc tiéu chi phai phan anh dugc sy khac biét gitta nguoi thuc hién
cong viée tot va khong tét.

Do ludng dugc (M): Cac tiéu chi phai do luong duge va khong qua kho khin trong
viéc thu thap dir liéu danh gia.

Phi hop thuec tién (A): Céc tiéu chi thuc hién cong viée gén véi két qua thuc tién, kha
thi, hop ly.

C6 thé tin cdy duoc (R): Céc tiéu chi do ludng thuc hién cong viée phai nhét quan,
dang tin cdy. Nhitng ngudi danh gia khac nhau cling xem xét két qua thuc hién cia
mdt nhén vién, thi phai c6 cc két luan khong qua khac nhau vé két qué thyc hién
cong viéc ctia nhan vién dé.

Thoi gian thuc hién/ hoan thanh cong viéc (T): Tiéu chi danh gia can xem xét két qua

hoan thanh cdng viéc trong ung véi thoi gian quy dinh.

2. Thoi gian va hinh thirc dinh gia

Thoi gian danh gia

Danh gia thir viée
Danh gia dinh ky
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e Danh gia ky lai hop ddng

e Danh gia tang luong

- Hinh thtrc danh gia: Viéc danh gia sé& thuc hién theo hinh thitc chAm diém

3. Quy trinh danh gia thuc hién cong viée
3.1 Xé4c dinh muc tiéu cu thé cua viéc danh gia nhén vién
3.2 Thiét 1ap tiéu chuan danh gia
3.3 Xac dinh muic d6 hoan thanh cong viéc
3.4 Tién hanh d4nh gia nhan vién
3.5 Théo luan viéc danh gia v6i nhan vién
IV. TAI LIEU LIEN QUAN/ Reference
Na
V. BIEU MAU SU DUNG/ Documents
1. Phiéu d4anh gia nhan vién
VI. PHU LUC/ Appendix
Na




PHIEU PANH GIA NHAN VIEN

EMPLOYEE PERFORMANCE REVIEW

Ho tén nhén vién :
Employee name :

MSNV :

Employee ID :

Vi tri, chirc vu :

Job title :

B0 phén :

Department :

Ngay danh gia :
Review Date :

MUC PICH PANH GIA / THE PURPOSE OF REVIEW :

i

Danh gia dinh ky
Period review

Panh gi4 ky lai hop ddng
Review to re-sign the contract

Danh gia thir viéc
Reviews of trial

Danh gia tang luong dot xuat
Review for salary increase

Ghichi (1)Yéu (2)Kém (3) Patyéu cau (4) Tot (5) Rat tét
Note (1)Poor  (2) Fair (3) Satisfactory (4) Good (5)Excellent
‘ Thang diém
Tiéu chuan déanh gia Trong soO Ratings Tong diém
Criteria for evaluation Coefficient 2 3 |4 Total score
I. NANG LUC —- NGHIEP VU CHUYEN MON
CAPACITY - PROFESSIONAL
1 Chuyén moén
Professional knowledge 1
2 Mtrc do hiéu 1o cong viéc
Job knowledge 1
3 K¥ nang thuc hién cong viéc
Work skills 1
4 Ky ning giao tiép /nghe
Communication / Listening skills 1
5 Kha ning ty gidi quyet cac tinh huéng phét sinh
The ability to resolve the derivative situation 1
II. NANG SUAT - CHAT LUQNG CONG VIEC
PRODUCTIVITY AND WORK QUALITY
6 Nang suft
Productivity 1
7 Chit luong cong viée
Work quality 1
III. TINH THAN TRACH NHIEM — KY LUAT
RESPONSIBLE - DISCIPLINE
8 Trung thuc
Dependability 1
9 bi lam dung gio
Attendence / Punctuallity 1
10 Y thire trach nhiém ddi véi cong viéc
Sense of responsibility for the job 1
11 Theo sat tién d¢ thyc hién cong viée ( thoi gian)
Progress of work 1




12 Chii dong giai quyét kho khan phat sinh va dong gop cai tién
cong viéc 1
Proactively solve difficulties araising and improved
contribution of work

13 Chép nhén sy phan cong cua lanh dao

Accept the assignment of leadership 1
14 Sang tao trong cOng viéc
Initiative : 1

15 Hiéu biét va tuan thi cac chinh sach, ndi quy , quy dinh cua
cOng ty 1
Compliance with company rules

IV. TINH THAN TAP THE
TEAMWORK

16 Kha nang lam viéc chung véi cong su
Teamwork skill 1

17 Quan h¢ véi dong nghiép
Relationship with colleagues 1

V. NANG LUC LANH PAO-QUAN LY
LEADERSHIP CAPACITY

18 Kha néng quan ly, lanh dao

Leadership capacity 1

Tdng cong / Total C=18 B=
Két qua : Piém trung binh/ Results : Average score : A=B/C= ....... /5
1. Dénh gid két qua / Overall RAtIDG: ..............oooiiiiiiiiiie e s iy s
UT GIEM / AQVAREAZES ...ttt e,
Nhuoe diém / DASAAVANTAGES © ... i

Head of Department’s signature/ Chir ky cila truong bd phan...............oovvinviiiieiiiieeinen...

(If She/He is not the direct manager/ Trong trudong hop trudng bd phan khong phai 1a quan 1y truc tiép)

Date/Ngay thang: ... e
Please return this completed form to the HR Employment Contract Administration team

(Vui long ndp lai ban danh gid nay vé bg phén tuyén dung cia phong Nhdn su)



