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Ma hiéu : CTSV.10

Quy trinh ; ‘
Tlep doanh nghlep trre tiép Lanbanhanh  : 02
dén lién hé tuyén dyng Ngay hiéulye : 01/01/2022

1. Co sé phap ly:

Quyet dinh sb 79/Qb-DHM ngay 20 thang 02 nam 2014 cia Trudong Dai hoc M¢
Thanh phb Hd Chi Minh v& viéc ban hanh Quy ché tb chirc va hoat dong cua céc don vi
ctia Trudng Dai hoc Mé Thanh phé HS Chi Minh.

- 2. Pham vi 4p dung:

- Quy trinh 4p dung ndi bd phong Coéng tac sinh vién.

3. Luwu d0 trinh twr cong viéc:

’ - Tiép, hoi nhu cAu cé phr hop
CTV véi ddo tao cia Trudng:
truc - Huéng dn dang tuyen online.
- Tr4 o1 mot s6 thic méc.
D(E?h Download va dién vao form, ) Me~1u 2 )
netuep gtii form vé email trung tam. -Mau 3
[
Vién Khéng | | - M&u 2 15 phut
chire, Kiém tra thong tin &t 1| Mu 3
CTvV
truc ¢ Duyét
Vién e o . Mau 4 15 phut
Soan tin vao webadmin
. chue, D
CTV ¢ Khéng
truc duyét
Lénh dao — | -Mau?2 30 phut
Trung Duyét dang public - Mau 3
- e - Mau 4
AL Duyét
Vien - Gii link phan hdi doanh nghiép -Mau2 45 phut
chire, - Chia sé mang x& hoi - Mau 3
CTV - Gui email sinh vién theo nganh -M3u 5
truc - Dén thong bao 506
- Luu dit liéu, luu ho so goc - Mau
v




S b S IR ety »Vanbanva - Thoi
o Trach e e .
Fmraieie s ; Trlnh t].rcong vl?(: SEme e e R e bleu mau I glall glal
- nhiém o e e Sl . -
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Vién o - M&u 7 Phu
chirc, Nha;n phén hoi z&et qlila thude
CTV tuyé€n dung, thong ké. thoi han
truc tuyén
' ' dung

4. Dién gidi quy trinh:
4.1. Hwéng din thwe hién:
Buéc 1: Pén tiép
- Doanh nghlep c6 thé lién hé tai cac dia chi:
+ Phong 003 008 97 V& Vin Tan - Q3 (Van phong lam viéc ctia PCTSV);
-+ Phong 011 - 97 V5 Vin Tén - Q3 (vin phong lam viéc cua TT. HN&TVVL);

- Chuyén vién, cdng tac vién truc tlep nhén nhu ciu cin c6 klen thire, sy hiéu blet
vé chc quy dinh, thi tuc déng tin tuyén dung sinh vién Trudng va dugc huéng dan ky vé
quy trinh nay.

+ Tiép, hoi nhu clu c6 pht hop v6i dao tao ciia Trudng.

+ Huéng din ding tuyén online tai Website: http://cvonline.ou.edu.vh.
+ Pua cho DN mAu huéng dén DN dang tin tuyén dung.

+ Tra 101 mot sb thic méc.

Bwéc 2: Doanh nghiép twong tac véi http://vieclam.ou.edu.vn

- O trang chti, download va didn vao form. (form ddng tuyén tiéng viét; tiéng
Anh) ’

- Gtri form vé email Trung tdm: huongnghiepvieclam@ou.edu.vn

- Luu y: St dung font Time New Roman ban ma unicode, khong dung
Numbering va bullets

Bwéc 3: Chuyén vién kiém tra email nhén tin va phic ddp doanh nghiép

- Néu thong tin doanh nghiép cung cép khép véi biéu mau va phu hop véi céc
nganh dao tao ciing nhu bc hoc dang dao tao thi chuyén buéc 4.

- Néu théng tin khong du hodc sai/khac nhiéu hoic khong phu hop v6i nganh
hoc, bc hoc thi giri mail phan hdi lai cho doanh nghiép dugc 16 dé diéu chinh hoic tir
chdi ding tuyén.

- Luu y: Noi dung email phai viét trin trong, ngin gon, lich sy hodc chép mau
email cil.

Bwée 4: Chuyén vién soan tin va webadmin

- Truy cép http://vieclam.ou.edu.vn/vi/admin.



- Bang nhép véi tai khoan d& dugec mé (riéng tu) va mat khau cia taj khoan.

- Chép céc ndi dung va khai bao cac ndi dung bat budc va khong bat budc.

Chu y: Doc ky timg nodi dung, phai check lai théng tin doanh nghlep cung cép,
KHONG ding tin tuyén dung cho cac don vi dich vu viéc 1am cung cip cho doanh

nghiép dé thu phi. _
Buwdée 5: Lanh dao Trung tAim Duyét diing & ché dé public

- Ki€m tra k§j cac thong tin ma chuyén vién da soan tin, néu c6 sai s6t chuyén vé budc

- Khai bao thoi gian két thic tuyén, mirc do vu tién trén hé thong va facebook.

- Ky phé duyét hé so luu.

Luu y: Lanh dao trung tAm dé ché dd uu tién cho cic doanh nghlep ky két hop
tac, cac tin tuyén dung hep (danh cho c4c nganh it c6 doanh nghiép két n01)

Bwéc 6: Chia sé cong dong, phan héi doanh nghiép, lru hé so
- Giri link phan hdi doanh nghiép.

- Chia sé mang x4 hoi.

- Gui email SV theo nganh;

- Dén théng béo;

- Luu dir liéu, luu ho so goc.

Luu y: email phai giri theo m&u va sém cho doanh nghiép, luu thong tin ngay sau

khi tin dugc duyét vao chuyén vao google Drive khi két thic ca 1am viéc.
Budc 7: Nhin phan hi két qua tuyén dung, thong ké
- Tiép nhén thong tin.
- Tra 161 email cdm on doanh nghiép.
4.2. Don vi phu trach: Phong Cong tac sinh vién

5. Biéu mau di kém:

TT - - - . TénbiCumin = v :'f,\::;K}" hléu
1 Ban huéng din DN dang tuyén dung trén cbng théng tin viéc | CTSV.10.01
lam http://vieclam.ou.edu.vn
2 form déng tuyén (tiéng viét) CTSV.10.02
3 form dang tuyén (tiéng Anh) CTSV.10.03
4 Huéng din thao tac online tai webadmin CTSV.10.04
5 Mau email phan hdi doanh nghiép CTSV.10.05
6 Mau email giri sinh vién CTSV.10.06
7 Mau théng Théng ké dinh k¥ CTSV.10.07

6. Phu luc: Céc biéu miu di kém./.



M3&u CTSV.10.01

PHONG CONG TAC SINH VIEN

TRUNG TAM HUONG NGHIEP TU VAN VIEC LAM

HUONG DAN DOANH NGHIEP PANG TINTU¥]§JN DUNG

N Truy clp cong thong tin viéc 1am: http://Vieclam.()'li.m;(il‘l:Vl;’

O Trang chu = download form tuyén dung theo huéng dan |

Dién m6 ta cong viéc; yéu cau tuyen dung va mét sé thong tin khac vao form.

Gui form vé email: huongnghiepvieclam@ou.edu.vn

| K W N =

Admin s& ding tuyén tin tuyén dung (phu hop) va gii link lai cho doanh nghiép.

Ding tin tuyén dung trén http://vieclam.ou.eduvn

Ty dong dang trén Fanpage FB.com/CongthongtinvieclamTruongdaihocMoTpHCM/

Tin tuyén dung s& dugc giri email dén tng vién 13 sinh vién cia Truong.

Tich hop tin tu dong trén cong théng tin CVonline: http://evonline.ou.edu.vn

ANl Ui K| W] N =

Ban gidy dugc dan & cAc ban tin tuyén dung cua Truong.

Ung vién ing tuyén théng qua théng tin ma doanh nghiép cung cap.

Luuy:

Ding tin tuyén dyung;: toan thoi gian, ban thoi gian, thuc tap sinh, nhan vién thoi vu.
Nhitng tin khéng phu hop chiing t6i s& phan hdi cho doanh nghiép.

Ding tuyén hoan toan mién phi (vi ddy la hoat déng phuc vu céng dong cia T riong)
Hotline: 028.39300952 - email: huongnghiepvieclam@ou.edu.vn

Nguoi phu trach:

+ Nguyén Lé Minh Long (Di dong: 0903.113143 - email: long.nlm@ou.edu.vn)
+ Vii Thi Anh Linh (Di dong: 0918927046 - email: linh.vta@ou.edu.vn)
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Mau CTSV.10.02

form diang tuyén (tiéng viét)
cong thong tin viéc lam http://vieclam.ou.edu.vn
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M3u CTSV.10.03

form diing tuyén (tiéng Anh)
cong thong tin viéc lam http://vieclam.ou.edu.vn

B oa itk B CAREER CONSULTING CENTER

Website: hitp://vieclam.ou.edivn — Phone: 028.36300952 — Email: huongnghiepvisclam@ou.edu.vn
RECRUITMENT INFORMATION

| Full time- E] Part time D Internship

A. COMPANY PROFILE

1. .Company: ’

2. Address:

3. Phone:

4. Website:

B. POSITION ~ REQUIREMENT
5. Position

6. Quantity:

Job Description:

5 N
7. Address:
8. Benefit: )
- Salary: Competitive.

9. Job Reguirements
Education

College -Graduate/University Degree in Computer Science/Iinformation Technology or
equivalent:

Technical skills
« Working knowledge of the following would be advantageous

C. CONTACT -

Full name:
Address:
Emajl address:

Mobile phone:
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d§n thao tac online tai webadmin
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Mau CTSV.10.06 -

Mau email giti tin tuyén dung den sinh vién
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Mau CTSV.10.07

MAiu théng ké thong tin tuyén dung
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