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1. MUyC PiCH/ PURPOSE:
Quy trinh nay dwoc 1ap ra nhdm dép &g ding nhu cau vé nhan sy, yéu ciu cong viéc
ctia Cong ty, dwdi hinh thirc tuyén dung nhdm cung cip nhitng nhin sy c6 trinh dj va
tay nghé diing yéu cdu ctia cac B phén trong Cong ty. Pong thoi phdn cong sy hop tac
va phén chia trdch nhiém cta tirng bo phén, phong ban dé hd tro cho viéc tuyén dung

" nhan s phu hop. |

This procedure is made,to match HMR demand, job require recruitment to supp{y = ._,j

personel match with education, profesional of each department. As well as Separai
resposibility for each department to support for recruitment to get suitable result.

2. PHAM VI AP DUNG/ SCOPE:
2.1 Ap dung cho tt ca cac by phén, don vi trong cong ty.
Apply for whole company.

3. DINH NGHIA/ DEFINITION:
CB-CNV :Can b6 cong nhan vién. / Staff.
cQ : Chtt Quan / Manager.
NLD : Ngwoi lao dong / Emlpoyee.
NS-TV  :Nhansw - téng vu. / HMR office

4. TAILIEU THAM KHAO / REFERENCE DOCUMENTS:

- Bang md ta cong viéc. / Job description. Y
- Bang noi quy va hwéng dan nhan vién méi. / Regulation and guideline docunent

- Pinh bién nhan sw. / Headcount.
Tiéu chudn ISO 9001, GMP va [SO 13485/ ISO 9001, GMP and SO 13485 standards.
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5. TRACH NHIEM / RESPONSIBILITY:
5.1 Toan th& CN-CNV cac bd phan c6 trach nhiém thwc thi theo tha tuc nay.

Whole company has to comply as this procedure

6. NOIDUNG/ CONTENT:
6.1 Xac dinh nhu ciu tuyén dung ngudn nhéan lwc / Difine recruiment demand:

Céc bd phén, phong ban trong todn cdng ty c6 nhiém vu dw bdo ké hoach tuyén dung
Nhan sw cho nim/ quy, gii bang k& hoach nhan sy vé phong NS-TV. Dua theo ké
hoach nhan lwc ma céc bd phin cung cap, by phin NS-TV co trach nhiém xem Xét, tw
van, danh gia lai nhu cdu tuyén dung va téng hop thanh bang k& hoach hoa nguon
nhan lwe clia ndm bang biu miu “ Headcount Plan” (008-01/TSF/HMR/BM).

All department has to forcast quaterly/yearly recruiment plan and send it to HMR
office. Based on that plan, HMR office has to re-check, consultant, re-evaluate

recruiment plan and summary into recruiment plan of year as form “Headcount Plan”

(008-01/TSF/HMR/BM).

Cha Quan cac phong ban phai cung cdp diy du cic tidu chi tuyén dung bing biéu mau
“d& nghi tuyén dung” (009-01/TSF/HMR/BM) va md ta cdng viéc rd rang.

All managers have to supply fulfill recruitment criteria by “Recruited requistion” (009-
01/TSF/HMR/BM) and descrip clearly job.

I\ ¥
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6.1.1 Tuyén dung lao ddng trwc tiép / Direct labor recruitment:
6.1.1.1 Lwu trinh thwc hién / Process:
Perfomed by Process From Reference

Headcount plan
Q08-01/TSF/HMR/BM

Recruited requisition
009-01/TSF/HMR/BM

Dept. head
—> Make headcount planning
HR Dept.
A
Recruiter Confirm recruitment demand of
relation dept,
No \|/
Dept. head (\_
= ~Yes

e,

Kecraiter Official notificaron recruitment

)

Resume received &
prequalification

Rec. Registering from
010-02/TSF/HMR/BM

Recruiter
No ,f—-’\l(\Yi
-.::/
i —‘——-H-“*--h_ -_'____ﬁ.-—“-'m

Dept, head

L i
Recruiter Passinterview

\!,
Checkthe results after
robation
Recruiter P ay
No Yes
\\_‘\‘¢-’

C&B LaborContract

6.1

6.1.1.2

6.1.13

6.1.1.4

6.1.1.5
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Nguwod thue hign Lwu d% thyc hién Biéu miu Tham chiéu
CQ BG phin Xem xét, 1én ké hoach 1im bing Dinhbién nhin sy
Phong NS - TV (™| kéhoach héa ngudn nhin lyc 008-01/TSF/HMR/BM 6.1
v
NV tuyén dung Xic nhin nhu ciu tuyén dung B Pénghi tuyén dung 6.1
chiquin 009-01/TSF/HMR/BM '
Khong dat ‘L
CQ B phin e
\‘l///-) Pat
NV tuyén dung Théng bio tuyén dung chinh "
thicve 6.1.1.2
|
Nhin hé so & so tuyén, phéng Phiéu dy tuyén
vin 010-02/TSF/HMR/BM 6.1.1.3
NV tuyén dung
3 Khéng dat /,JL\
CQ B3 phin ;
. \.[/ Pat
NV tuyén dung Thér:g bdo nhan viéce 6.1.1.4
2
NV tuyén dung Kiém Tra kétqua thw viée 6.1.1.5
Khéng dat ,,A/‘LR
Pat
NV C&B Ky hop déng chinh thirc
6.1.1.2 Thongbdo tuyén dung/ Recruitment announcement:

Duwa theo Dinh bién nhéan sw, ng vaéi tirng thoi diém, phong NS-TV ¢6 trach
nhiém x4ac nhan lai nhu ciu tuyén dung ctia cdc phong ban va dwoc xdc nhén
b&i CQ bd phan. Sau khi xdc nhédn lai nhu ciu tuyén dung ctia cac phong ban,
phong NS-TV bat dau thong bdo tuyén dung cong khai.

Based on headcount, depend on each tinie, HMR oﬁ’lce has responsibility to re-
check recruitment demand of each department and confirmed by deap't head,

after that HR will notify in public. X
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6.1.1.3 Nhan ho so va so tuyén/ Collect profile and short-listed:
Moi (rng vién thi tuyén vao cong ty phai hoan thanh toan bd ho so theo yéu
ciu/ All candidate has to complete all required document: '
o Gify CMND & H¢ kh&u sao y chirng thye; [D card & family record book
(notarized)
o Pon xin viéc / Application;
So yéu ly lich c6 chivng thuc / Curriculum vitae (notarized);
Gidy x4c nhan hanh kiém dia phwong / Character reference;
Gidy kham stec khoe / Medical certificate; '
Bing cdp sao y c6 chirng thwe (néu cé)/ Diploma - notarized (if any);
Hinh thé 3*4 / Portrait picture (3%4);
S tai khodn ngan hang ACB (néu ¢é) ACB bank’s account (ifany);
Gidy quyét dinh thdi viéc cha cdng ty cii (néu c)/Resignation decision
of old company (if any);
o S8 s6 Bao hiém cong ty cil (néu cd) / Insurance book (if any).

0 O 0 O 0 Q0 ©

Khi dén phong vén, tng vién ghi théng tin vao biéu mau “phiéu dy tuyén”
(010-02/TSE/HMR/BM). Nhan vién tuyén dung c6 trach nhiém so tuyén va
phé bién ki ndi quy cong ty, lwong, ché dd, phic loi clia cong ty cho nguoi lao
déng ndm ro va ky tén xac nhan vao Ban tém tat quy dinh va ché do cda cong
ty.

Before interview, candidate will fill in recruitment form “Recruitment
Registering form” (010-02/TSF/HMR/BM). Recruitment staff will short-listed
and notify company regulation, salary, regime, welfare to employee with their
confirmation in “Company regulation summary"”.

Sau khi NLD nim o v& cac quy dinh tai cong ty, Nhan vién tuyén dung lién hé
va ban giao cho T8 trudng bd phin dé tién hanh cho thi viéc.

When employee has clearly information about company regulation, recruitment
staff will contact and transfer them to dep’t head to join in probation time.

Sau khi thir vidc, T trwdng sé gi hd so lai cho CQ phéng vén lai (Néu cdn
thiét). .
After probation time, team leader will send profile to manager to re-

interviewing (If any).
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6.1,1.4 Két qua phéng vin/ Interview result: -
Sau khi phéng vdn, nhitng ho so dat yéu ciu CQ ghi vao phan danh gi4, ky tén
xdc nhédn va glvi vé phong NS-TV dé thong bdo cho NLD nhan viéc.
After interview, head of department write down on comment part, sign to
confirm on passed profile. After that, send to HMR office to notify to candidate.
Nhitng ho so khdng dat yéu cau, Phong NS -TV théng bao va g lai h6 so vao
thr Bdy hing tuin,
If it’s failed, HMR office will notify to candidate and return their profile every
Saturday. :

6.1.1.5 Kiém tra két qua sau thiv viéc / Checking result after probation time:

Trwéce khi két thic thir viéc hai ngay nhan vién tuyén dung kiém tra két qua
thir viéc tir nhan vién C&B phu trach mang ky hop doéng dé biét nhén vién nao
dat va khéng dat. Néu nhén vién khong dat thi nhin vién tuyé&n dung phai xac
nhan lai v&i truedng bo phdn-1a ¢6 tuyén dung lai hay khéng néu c¢é tién hanh
lai cac bwdc ban dau.

02 days before ending of probation time of candidate, recruitment staff has to
check probation result with C&B staff (who is handled labor contract) to know
pass or fail status. If candidate is not passed, recruitment staff has to confirm
with head of dep’t to know continuous to recruit another or not, if continuous, it
start from beginning step.
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6.2.2 Tuyén dunglao dong gian tiép / Indirect labor recruitment:
6.2.2.1 Lwu trinh thwc hién / Process:

Perfomed by Process From Reference
=il
Dept. head _ s Phaken hioad o Headcount
1aKe headcoun p:anping = . N 5
HR Dept, g 003-01/TSF/HMR/BM 6.1
v
Recruiter Confirm recruitment demand of Recruited requisition 6.1
relation dept. 009-01/TSF/HMR/BM ‘
No \!/
Dept. head ///'“'““--\.\“
Bpcufier P Official netification recruitment 6.2.2.1
)
Resume received &
prequalification 6.2.2.2
Recruiter J
o_—
Dept. head 'ﬂovi‘i—”‘")
\Lﬂ Yes
) Arrange interview shedules & 4
Recruiter interview invitation 9.2.23
Iiksitas Rec. Registering from 6224
Recruiter 011-03/TSF/HMR/BM
No
——-'\ﬁ)froved
1:' Yes
; Offer letter
Recruiter 2.2
Send offer letter 012-01/TSF/HMR/BM 6.2.2.4
SEEE Additional resumerequest 6.2.2.5
. Checkthe results after 6.2.2.6
Recruiter probationary
No -f“'}J{- Y
—'\‘Iv>
c&s Labor contract )
i —
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Ngwdi thyc hign Luu d8 thyc hién Biéu mau Tham chigu

CQ Bd phan
Phong NS - TV

NV tuyén dung

€Q B6 phan

NV tuyén dung

NV tuyén dung

€Q BS phan

NV tuyén dung

NV tuyén dung

NV tuyén dung

NV tuyén dung

NV tuyén dung

NV C&B

—_—

< Bit diu >
\l_ﬂTH_/

Xem xét, 1én k& hoach lam bang

ké hoach hda ngudn nhan luc

v

Xédcnban nhu ciu tuyén dung
tlrchi quan

Kht‘)ngdat/kx>

Thong bio tuyén dung chinh
thitc

\

Nhanhoso & so tuyén

Khongdat F,,.—‘k__

Sépljch phong van dngvién

Phéng vdn

Dat

Gri thi m&inhan viéc

v

Nhan & kiémtraho so bo sung

A

Kiém Tra két qua thirviéc

Khong dat
Pat

Ky hop dbng chinh thirc

Dinhbién nhan sy
008-01/TSF/HMR/BM

6.1

P& nghj tuyén dung
009-01/TSF/HMR/BM

6.2.2.1

6.2.2.2

Phiéu dv tuyén (bpvp)
011-03/TSF/HMR/BM

Thur méi nhan viée
012-01/TSF/HMR/BM

6.2.2.4

6.2.2.6
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6.2.2.2 Thong bao tuyén dung / Recruitment announcement:

Tham khao muc 6.1.1.2 / Refer section 6.1.1.2

6.2.2.3 Nhan ho so va so tuyén / Collect profile and shortlisted:
Moi tng vién thi tuyén vao céng ty phai hoan thanh toan bd hd so theo yéu
cau.
All candidate has to complete all required document.

o So yéu ly lich viét bdng ngoai ngit theo yéu ciu ctia Nhan vién tuyén
dung/ Curriculum vitae resume in foreign language as recruitment staff’s
require;

Bang cip cd lién quan photo dinh kém / Photo coppy of diploma;

Can c vao tiéu chudn dd dwgc dé ra d6i véi mai vi tri, cdng viéc trong
Bang mé ta cong viéc, ho so clia c4c (ng vién dwoc Nhan vién tuyén dung
so tuyén trwdec khi glvi ho so (ng vién chinh thic cho CQ bd phén.

Based on criteria for each position as job description, recruitment staff will
short-listed before send profile to managers.

6.2.2.4 Xép lich phdng van ng vién/ Interview arrangement:
Sau khi dworc X4c nhdn tir phia CQ bd phan vé thoi gian phéng védn (ing vién,
Nhan vién tuyén dung cé trach nhiém lién lac v&i (ng vién thong bao thoi
gian, dia diém phong van.
Recruitment staff has responsibility to notify to candidate time and place of
interview after get confirmation from head of department. ‘

6.2.2.5 Phéng vin va théng bao két qua / Interview and notify result:

U'ng vién c6 trach nhiém ghi day d0 théng tin vao biéu miu “phiéu dw tuyén
(b6 phdn vin phong)”(011-03/TSF/HMR/BM). CQ bd phan phdng vin vé
chuyén mon chia (rng vién trwée khi quyét dinh tuyén dung.

Candidate has responsibility fill in information on recruitment form (officer)
“Recruitment registering form” (011-03/TSF/HMR/BM). Head of department
will iterview about professional knowledge before recruited them.

Céc trng vién dat yéu ciu sé dwoc thong bdo va trao ddi thém vé lwong, ché db
(néu cdn thiét) va nhan Thw mdi nhan viéc theo mau “offer letter” (012-
01/TSF/HMR/BM). '

All passed candidate will received more information about salary, regime (if
necessary) and received offer letter as form “offer letter” "(012-
01/TSE/HMR/BM). g
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Nhitng trng vién khong dat yéu ciu sé dwec thdng bao va lwu trit hd so cho cic
vi tri khéc khi c6 nhu cau.
All fail profile, they will received result, their profile will kept for other position
(if suitable).
6.2.2.6 Nhéan va kiém tra ho so trng vién / Receiving and checking profile:

Khi dwoc tuyén dung, Ung vién cé trach nhiém bé sung diy di hd so truée
ngay nhén viéc:
When candidates are recruited, they have to supply all require document before
starting date: .

o Gidy CMND & H¢ kh&u sao y chitng thwe/ID card & family record book

(notarized);

o Don xin viéc / Application;

o Sor yéu ly lich c6 chirng thwce / Curriculum vitae (notarized);

o Gidy xdc nhan hanh kiém dia phwong / Character reference;

o Gidy kham strc khoe / Medical certificate;

o Béang cdp sao y ¢ ching thwce (néu ¢d)/ Diploma - notarized (if any);

o Hinh thé 3*4 / Portrait picture (3*4);

o S6 tai khodn.ngén hang ACB (néu ¢d) /ACB bank’s account (if any);

o Gidy quyét dinh thdi viéc ctia cong ty cit (néu cd) / Resignation decision of
old company (ifany);

0 S0 s6 Bao hiém cdng ty cii (néu cd) / Insurance book (if any).

6.2.2.6 Kiém tra két qua sau nhén viéc/ Checking result after probation
time:

Trudc khi két thiic thi viéc bdy ngay nhin vién tuyén dung kiém tra két qua
thir viéc tlr nhan vién C&B phu trach mang ky hop déng dé biét nhan vién nao
dat va khong dat néu nhén vién khdng dat thi nhan vién tuyén dung phai xac
nhan lai v&i tredng bo phan la cé tuyén dung lai hay khéng néu cé tién hanh
lai cac bwée ban dau.

07 days before ending of probation time of candidate, recruitment staff has to
check probation result with C&B staff (who is handled labor contratt) to know
pass or fail status. If candidate is not passed, recruitment staff has to confirm
with head of dep’t to know continuous to recruit another or not, if contiriuous, it
start from beginning step. ’ '

o

‘uJ
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7 CACHO SO’ / RECORDS:
STT ” : THOTGIANLUU | |RACHNHIEM
N HO SO’ / RECORD SAVING TIME LUu/
x RESPONSIBILITY
1 | Pinh bién nhan sy /Headcount plan 3 nam/3 years Nhan sw/ HMR
2 | bé nghi tuyén dung / Recruitment demand 3 nam/3 years Nhan sw/ HMR
3 | Bang mo ta cong viéc / Jod description Nhéan sw/ HMR

Theo ho so nhin vién/

4 | Phiéu dw tuyén / Recruitment Registering form Braployee prafile Nhan sw/ HMR
' Phiéu dw tuyén (bd phdn viin phong) Theo h6 so nhan vién/ .

. Recruitment Registering form (officer) Employee profile Wiy AR
6 Toém tat quy dinh va ché dd cong ty Theo ho so nhédn vién/ Nhan s/ HMR

Summary of company regulation & regime

Employee profile

Theo ho so nhan vién/

7 | Thw m&i nhan viéc / Offer letter Bireplejiae praie Nhéan sw/ HMR
8 BIEU MAU AP DUNG / FORMS:
STT o o e ,
No MA SO / CODE TEN BIEU MAU / FORM’S NAME
1 008-01/TSF/HMR/BM Dinh bién nhén sy /Headcount plan
2 009-01/TSF/HMR/BM bé nghi tuyén dung / Recruitment requisition
3 010-02/TSF/HMR/BM Phiéu dw tuyén / Recruitment Registering form
Phiéu dw tuyén (b6 phdn vin phong)
% 01l O3/TSF/_HMR/BM Recruitment Registering form (officer) .
5 |012-01/TSF/HMR/BM Thw mdi nhin viéc / Offer letter
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9  CAC PHIEN BAN / VERSION:
S0 phién | Ngay hiéu . Thiét lap Thaim tra Phé duyét
ban luc 2 .
Version Effective Thay doi / Change Prepared by Reviewed by Approved by
no. date
Ban hanh m()’i/Fjrst P6 T. Minh | D6 Thi Minh | Tai, Chao Rong
00 30/05/200
‘ /M5/2005 time issuance Thanh Thanh
Thay d6i noi dung phut | Truong T. | Tran Hoang Hai | Tai, Chao Rong
hop véi thwe té/ Change | Huyén Linh
o U1/ 0pa084 content to conform with
real situation
Thay d6i ndi dung phtt | L& Thi Bich Lién | Tran Hoang Hai | Tai, Chao Rong
hop véi thwe té/ Change
de 1o/10/2015 content to conform with
real situation
Thay d6i ndi dung phtt | L& Thj Bich Lién | Tran Hoang Hai | Tai, Chao Rong
hop voi thwe té/ Change
. QLI content to conform with
real situation
Thay d8i ndi dung phtt | L& ThiBich Lién | Tran Hodng Hai | Tai, Chao Rong
hop véi thuce t€/ Change
04 O/ ML gL content to conform with
real situation
Thay d6i ndi dung phtt | L& Thi Bich Lién | Tr&n Hoang Hai | Tai, Chao Rong
hop véi thwe t&/ Change -
s Gt/ el content to conform with
real situation
Thay d&i ndi dung phit | Lé Thi Bich Lién | Trin Hodng Hai | Tai, Chao Rong
hop véi thie té/ Change
Uo 01./01/2019 content to conform with
real situation
Thay d6i n6i dung phit | L& Thi Bich Lién | Dodn Thj Van | Tai, Chao Rong
hop véi thwe té€/ Change Trang ~
7 v v
) U1/0972020 content to conform with
real situation A !
| Thay d6i ndi dung phtt | Lé Thi Bich Lién | Poan Thj Van | Trin Hiru Vinh
08 16/01/2021 hop véi thuc té€/ Change Trang

content to conform with
real situation
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+ .. HEADCOUNT PLAN 008 -01/TSF/HMR/BM
' Department/ Q1-20... Q2-20.. g ‘Q3-20. . Q4-20.. ( Nots
Division/Team Jan " Feb Mar Apr May Jun- " Jul 'Aug Sep'”. Oct "1 Nov Dec
PDD
PPC ¢
MFG
WHS
PTC 3
o) QA
= R&D/QA
2 R&D
2 Sub Total 0 0 0 0 0 0 0 0 0 0 0 0
v ith Dec- I
T W e st yeaT e DIV/01 | #DIv,/0! | #DIV/0I | #DIV/07 #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0!
Versus with mn“.“qﬂ NWNMM. 0 0 0 0 0 0 0 0 0 0 0 0
; #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0T | #DIV/0! | #DIv/or
N IEP
. PCD N
e ACC
FIN
FIN
HMR
PSO
m Internal Audit
m General |Sales Audit
& Audit |DMs
= Dept. Legal
=
IcT
Sub Total 0 0 0 0 0 0 0 0 0 0 0 0
Versus with Dec- last
. Yedr| #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0T | #DIV/0! | #DIV/0!
‘ersus with s 1 -
versswith ﬂ”ﬁﬂﬂm 0 0 0 0 0 0 0 0 0 0 0 0
#DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIv/0! | #DIv/0! | #DIv/0r | #DIv/0! | #DIv/or | #DIV/o! | #DIv/o!




TSN Office

BOT

LOG

MKT

Audit 5

Training

DMS team

HCM1

HCM (HCM1+HCM2)

MK1 |

MKz

SE1

SE2

SE3

CEN1

| CEN 2

NORZ (HA NOI)

DOMESTIC SALES & MARKETING

NOR1

NORZ

MT

CBD& PMH 0 0 0 0 0 0 0 0 0

Sub Total 0 0 0 0 0 0 0 0 0 0 0 0

Versus with Dec-last year

#DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIv/0! | #DIv/0! | #DIV/0! | #DIv/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIvV/0!

Versus with same period in

last year 0 0 0 0 0 0 0 (1] 0 0 0 (1]

#DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #Div/or | #piv/or | #Divsor | #p1vsor | #piv/or | #piv/or
TOTAL 0 0 0 0 0 1] 0 0 0 0 0 0

Versus with Dec - last year

#DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #D1v/01 | #DIV/0! | #DIV/0!

Versus with same

period in last year | #DIV/0! | #DIV/0! #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV/0! | #DIV /0! | #DIV/0! #DIV/0!

Summarizes by



[ 009 -01/TsF/HMR/BM _|

L) A AT
(I&.lﬁﬂf‘l PE NGHI TUYEN DUNG / RECRUITMENT REQUISITION
teoneing) orether
B phdn: | Biénch€higntai: " Bién ché khi ting:
Department; At current headcount i New headcount
vitrf tuyén | SLNVthwcté: | Ngay dién form:
Position Actual qtt. Of employee: Form filling date:
O Thay thé/ Replacement Lwong di kién Fr: Théigiancdn
O Tuyénméi / Newly recruit |Salary To: Expected workdate
Ly do yéu ciu tuyén dung
Reason of recruited demand:
Trinh dj & ky ndng yéu ciu / Qualification and skill:
Trinhdd [ University (or+) [Chuyén nganh Ngoai ngiv [0 Advance
Education |O College Major Language O intermediate
O intermediate O English O Basic
[ H.school O ) Chinese ] Noneed
Tudi T Kinh nghiém ] 5years+ Giei tinh / Gender |0 Male
Age | oo™ Experience O 25 years Select only F/M might [] Female
] 1-2 years reduce sharly ~50%
Might +/+t e [ Fresh graduation |number of candidates 3 Both
Mbi trworng va diéu kién lam viéc / Working condition & Working environment:
Thevi gian lam vigce DI A A VI |
Working time: Workplace:
(] 5.5 days/week [0 Shift rotary TSN office
Factory ...............................................................
1 6 days/week Both

'|Cédc cdng viéc cin phai lam / Job description:

Tiéu chudn cong viéc (ghi rd yéu ciu phai dat dugc trong céng vigc):
Job requirement (define clearly what is the objective in the job)

Submitted by:

HMR

Approved“by:

TAI CHAO RONG



| 010-02/TSF/HMR/BM |

Tﬂfﬁlﬂrg‘ﬂ PHIEU DU TUYEN / RECRUITMENT REGISTERING FORM
B¢ phén tuyén Chirc danh/ Biénché |Lwong thir viéc/ K&t qua sau phong vin
Dept. Title Headcount |Probation salary: Interviewes result
............................ Nhin/ Accept.: [ ]
Hién tai la};?c;';;?:‘:;nh-thwc/ Khong nhan/ [}
Actual eé Unacept:
TG thir viéc/

Probation time:

Ngdy vao lam/ On board day:

I. THONG TIN NGU'O' XIN VIEC:

Ho & tén/ Name: Trinh dd/ Education

............... i ——— e LT T :
Ngay sinh/ DOB Gi& tinh/ Sex: iéu cao/ Heig bién thoai nha /Homephone
Noi sinh/ Place of birth % S:Jm Can ndng/ Weight:  [S6 CMND/ [P Card:

Dén téc/ Nationality:

Tinh trang hon nhan:

..|Married status:..

Ton giao/ Religional

Ban biét théng tm tuyen dung qua flau
..|Recruited information from................

bia chi thwérng tri/ Permanent Residence:

S8 S6 BHXH/ Insurance book
number:

II THONG TIN GIA PINH/ FAMILY INFORMATION:

Quan hé/
Relation

Ho & tén/ Name .

I‘Eu] Jlll’ll,

Date of Birth

Nghé nghiép/
Occupation

DT uraoTig 1107

Permanent Residence

[1I. QUA TRINH LAM VIEC/ WORKING EXPERIENCE

Tén cong ty/ Company Name

Theod gian/ Time

Chirc vu/ Title

Ngwi tham chiéu/
Reference

Tén/ Name:

Chirc vu/ Titile:.......coooovvenerirccrn.

bién thoai/ Cell phone:...

Ly do nghi viéc/
Resignation Reason:

IV. PHAN PANH GIA CUA CHU QUAN/ MANAGER' s ]DEAS

Phin danh gid/ nhan xét ctia chit quan/ Manager's Comment:

NGUO' XIN VIEC PHONG NHAN SU’ - TONG VU TRUONG PHONG/ GIAM BOC
APPLICANT HMR OFFICE . MANAGER/ DIRECTOR
Ngay .... Thang ... Nim




TAISUN

it d Vgl e s e

Civoneing Together

PHIEU DU TUYEN
RECRUITMENT REGISTERING FORM
BO PHAN VAN PHONG
(Employee)
Vi Trf tuyén Dung:
Recruitment position:

011-03/TSF/HMR/BM
Trang/Page

I .CANDIDATE INFORMATION

/THONG TIN (’'NG VIEN:

¥ Ho va tén/ Full name :

% Ngay Sinh /Date of Birth:

# Sex: Nam /Male O

Nt/ Female O

% Noi sinh /Place of Birth:

# Thong tin lién lac/Contacted Information:

B Dién thoai nha /Homephone:

¥ S8 chirng minh nhan dan/ ID Card:

S8 S6 BHXH/ Insurance book number: __ _

Ngay cé’p IDateof isswe: _ _ _ _ _ _ _ _ _ _ _ _________ Noicdp/ Placeofissu: ___ _ __________
# Tinh trang hdn nhan/ Married Status: - # Chiéu cao /Height:____ __ _cm. # Cannang/ Weight:_ __ __ kg
vDcthan O v Cégiadinh O v LydjOl
Single Married Divorce % Dantoc /People: _ _ . _ _ __ #* Ton gido /Religion: _ _ __ _ __ _ _
I. THONG TIN GIA PINH/ FAMILY INFORMATION
Méi quan hé: (cha, me,
ver chdng, con, anh, chi,
em)/ Relationship: " % .
(Father, Mother, Wife or Pull e Drvrmtn | Bapobe Permansnt Restiends
Husbhand, Children,
brother, sister,
younger).
I1I. TRINH PO VAN HOA /EDUCATION LEVEL ) ]
Tén trudrng Nganh Bédng Cép - Nam tét nghiép
School Name Major Diploma Graduated Year




= PHIEU DY TUYEN 011-03/TSF/HMR/BM
T A iSUN RECRUITMENT REGISTERING FORM Trang/Page 2
AL BO PHAN VAN PHONG i -
(ire fN'I(Hir .lri.r:}uf/u'l' (Employee) —m
Vi Tri tuyén Dung:
Recruitment position:
IV. NHO'NG KHOA PAO TAO VA NHU'NG KHOA HQC KHAC/ TRAINING COURSES AND OTHER COURSES
Noi td chirc Tén khéa hoc Béang cip Thei han
Organization Place . Course Name Diploma Duration
Nghe, néi (v') Viét (v') _"Dochiéu (V)
KH{\ NANG NGOAI Speaking, Listening Writing Comprehension
NGO/ Toét | Khd | Trung | Yéu | TGt | Kha | Trung | Yéu | T6t | Kha [ Trung | Yéu
ABILITY OF USING binh binh binh
FOREIGN LANGUAGE | Good | Fair | Average | Bad | Good | Fair | Average | Bad | Good | Fair | Average | Bad
¥ Anh vdn/English
% Hoa vdn/Chinese -
#Ng. ngit khiac/Other
V.KY NANG VI TINH/ COMPUTER SKILLS
U'ng dung phin mém Tét Kha Trung binh Bing cdp
Applying Softwares Good Fair Average Diploma
% Word il - 7 L
% Excel "
¥ Access
#* Powerpoint N
# Autocad r B
¥ Other
V1. QUA TRINH LAM VIEC/ EMPLOYMENT BACKGROUND
Théi gian Té&n cong ty Bd Phén Vi tri Mirc lwong
Period Company name Department Position Last Salary




011-03/TSF/HMR/BM

PHIEU DY’ TUYEN
Trang/Page :3

RECRUITMENT REGISTERING FORM
BO PHAN VAN PHONG
(Employee)
Vi Tri tuyén Dung:
Recruitment position:

TAISUN

Crventivtang fw.,n'/l’n'l

VII. PHAN PANH GIA CUA CHU QUAN BO PHAN/MANAGER'S IDEAS:

Lwong thir viéc/Probation salary:

Két qua sau phéng van:

Vi tri:
Result after interviewing

Position

B9 phén tuyén
Recruitment dept.

TG Thir Viéc: 0O 30 Ngay 0 60 Ngay
1.Nhén: O | Probation time: 30 Days 60 Days
Accept
2.Khong nhan: O | Ngay bit dau lam viéc/ On board date:
Unaccept

Lwong CB PC trach nhiém PC dién thoai PC xiing diu PC khéc Téng lwong
Responsibility Telephone Transport Other Allowance
Basic salary Allowance Allowance Allowance Total Salary
NGU'OTXIN VIEC | TRUONG PHONG/ GIAM POC PHONG NS-TV PHO.TGDP/ TGP
APPLICANT MANAGER/ DIRECTOR HMR OFFICE V.GD/ GENERAL DIRECTOR




012-01/TSF/HMR/BM
Taisun Vietnam Co., Ltd. mm - dd, 20...

Lot A1-6, N5 str., North West Cu Chi Industrial Zone, HCMC, Job ref.:no/yy/TSF/HMR/OL

Tel:(+848) 37908681~5 Fax:(+848) 37908687

Website: www.taisunholding.com .
Dear Mr/Ms.
We are pleased to offer you a position based on the basic terms and conditions as details:
1. Position:
2. Department:
3. Commencement date to work:
4. Place of work: Taisun Vietham Co., Ltd.

Address:

5. Time of work:
6. Remuneration:

Probation salary (.....days): VND
I Official salary: VND
Incentive: a.  Basicsalary: 70% salary
I b.  Responsibility:  20% salary
' C. Other subsidies: 10% salary
Payday ... monthly.

7. Medical Insurance: After signing the Labor contract (Based on your total salary).

Employee Employer
Social Insurance 8% 17.5%
Medical Insurance 1.5% 3%
Un-employment Insurance 1% 1%

8. Annual leave: You would have 12 days of annual leave per year.
9. Bonus: As the company regulations.

If you are in agreement with the foregoing offer please signify your acceptance by signing and
returning to Taisun Vietnam Co., Ltd.

Agreed and accepted by. On behalf of the Taisun VN Co., Ltd

o

Al information of this offer letter is for candidates himself! herself only, coping in any forms and by any means is not
allowed expect where any permission is granted by HR department of Taisun Viet Nam Co.,Ltd




