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L&i néi dau
TCVN 12288:2018 hoan toan tvong dwong voi ISO 30400:2016.

TCVN 12288:2018 do Ban ky thuat Tiéu chudn quéc gia TCVN/TC 260
Quan tri ngudn nhan Iy bién soan, Téng cuc Tiéu chudn Do lwdng Chat
ltong dé nghi, Bé Khoa hoc va Céng nghé cong bé.
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L&i gioi thigu

Tiéu chudn ndy dugc xay deng nham hd tro viéc

thong hiéu chung va duy tri tinh nhat quan vé céc

tir ving co' ban trong cac tiéu chuan vé quan ly

ngudn nhan lyc.

Tiéu chuén nay st dung cho:

ngudi hanh nghé nhan sy;
chuyén gia va sinh vién hgc thuat;
nguwdi bién soan cac tiéu chuén lién quan;

cac bén lién quan trong t& chirc, bat k& quy mé
va loai hinh t6 chic;

td chirc céng doan, ban dai dién céng nhan
vién, dai dién cho ngwdi lao ddng va nguoi st
dung laoc ddng khac;

nhitng déi twgng khac quan tam dén nganh
quan trj ngudn nhan lyc.

Introduction

This document has been developed to help
facilitate a common understanding of and
maintain consistency in fundamental vocabulary
in human resource management standards.

This document is intended to be used by:

human resource practitioners;

academic professionals and students;

developers of related standards;

stakeholders in organizations, regardless of

organizational size and type;

— labour unions, work councils, other employee

and employer representatives;

— others interested in the human resource

management profession,
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Quan ly nguén nhan lwc - Tt vieng

Human resource management — Vocabulary

1 Pham vi ap dung

Tiéu chuan nay dinh nghfa cac thuat ng® dwoc
st» dung trong cac tiéu chudn vé quan Iy ngudn
nhan lyc.

2 Tai liéu vién dan

Trong tiéu chuén nay khong c6 tai liéu nao dwoc
vién dan.

3 Thuat ngi¥ lién quan dén té chirc

Trong tiéu chudn nay s dung cac thuat ngl va
dinh nghta dwéi day.

3.1
Quan tri

Céch thirc ma toan bd t chire dwoc dan dit, dinh
hudng, kiém sodt va thue thi trdch nhiém gidi trinh.

3.2

Vin hoa td chirc

Céc gia tri, niém tin va thwe tién c6 anh hwong
dén cach (ng x va hanh vi clia cac ca nhan va
t6 chiec.

3.3

Co céu td chire

Hé thdng dwoc sip xép theo phan cip quyén
han, trach nhiém va trach nhiém giai trinh trong

1 Scope

This document defines terms used in human
resource management standards.

2 Normative references

There are no normative references in this

document.

3 Terms related to the organization

For the purposes of this document, the following
terms and definitions apply.

31

governance

way a whole organization is led, directed,
controlled and held accountable

3.2
organizational culture
values, beliefs and practices that influence the

conduct and behaviour of people and
organizations

33

organization structure

hierarchical arrangement of authority,
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mét td chirc.

3.4

Mé hinh kinh doanh

Cach thiee tiép can cla td chirc dé van hanh
trong mai trwémg cda 4 chie.

3.5

Chién lwoc

Cach thirc tiép can clia tb chirc dé dat dwoc cac
muc fiéu.

3.6

Hoach dinh tinh lién tuc trong kinh doanh
BCP

Qua trinh t& chic va cac bén lién quan (5.1)
khac clng nhau hoach dinh (3.7).

CHU THICH: Vi du vé& cach thirc hoach dinh tinh lién
tuc trong kinh doanh dwgc sir dung cé thé bao gém
cac myc tiéu nhdm hoach dinh, thiét Iap, thuc hign, van
hanh, theo ddi, xem xét, duy trl va cai tién lién tuc hé
thdng quan Iy bang van ban d& phong chéng va giam
thiéu nhivng anh huéng clia cac su ¢ gay gian doan
cding viée, chudin bj va san sang (ng pho voi s cb.

3.7

Hoach dinh

Qua trinh tw duy va t& chirc cac hoat dong cén
thiét nhdm dat dugc két qua nhw mong mudn.

3.8

Hoach dinh chién lwgc

Viéc hoach dinh (3.7) bao gém sw hinh thanh,
phét trién, thyc hién vi danh gia nhitng yéu 16
lién quan dén lgi ich dai han hodc téng thé cla td
chirc, va cach thirc nhdm dat dwoc cac muyc tiéu
cla to chirc.

39

Trach nhiém xa hoi

responsibility and accountability in an organization

34

business model

organization's approach to operating in its
environment

3.5
strategy
achieving its

organization's approach to

objectives

3.6

business continuity planning

BCP

process of mutual planning (3.7) by organizations
and other stakeholders (5.1)

Note: Examples of how business continuity planning is
used can include objectives to plan, establish,
implement, operate, monitor, review, maintain and
continually improve a documented management
system to protect against and mitigate the effects of
disruptive incidents, prepare for and respond to the

same.

37

planning

process of thinking about and organizing
activities required to achieve a desired outcome

38
strategic planning
planning (3.7) involving the formulation,

development, implementation and evaluation of
factors that are relevant to an organization's long-
term or overall interests, and the means of

achieving its objectives

3.9

social responsibility



Trach nhiém cla td chirc ddi véi nhitng hé qua
clia cac quyét dinh va hoat dong cla td chivc tac
déng dén xa hoi va méi tredng thong qua nhizng
hanh vi ¢o6 tinh minh bach va dao dirc ma:

- dbng gop cho sy phat trién bén virng, bao gom

¢a s\ lanh manh va thinh vwong clia xa hoi;

- xem xét dén mong mudn clia cac bén lién

quan (5.1);

- phu hop véi luat phap ap dung va nhat quan

véi chudn myc (ng x& qudc té; va

- théng nhét trong toan b & chirc va duoc
thwe thi trong cac méi quan hé cda td churc.

[NGUON: TCVN ISO 26000:2013, 2.18, co sla
ddi: tir “tac dong” dwoc thay bang "hé qua” va bd
cac chi thich].

3.10

Quan ly

Qua trinh hoach dinh (3.7), td chirc, chi dao va
kiém soat két qud cla cac thanh vién, nhom

hoac td chiec.

31

Quan ly két qua thyc hién cong viéc

Qudn Iy (3.10) két qua thue hién cong viée (4.12)
clia cac thanh vién, nhom va tb chirc.

3.12

Phong cach quan ly

Céch thirc tiép can hodc phuwong phap dé quan
Iy (3.10).

VI DUY: Pheng cach quan Iy hop tac khuyén khich va
cho phép moi ngwodi dong gop mot cach cé trach
nhiém vao qué trinh ra quyét dinh; phong cach quan
ly doc tai khéng khuyén khich moi ngudi tham gia vao

TCVN 12288:2018

responsibility of an organization for the
consequences of its decisions and activities .on
society and the environment, through transparent

and ethical behaviour that

contributes to

sustainable development,

including health and the welfare of society;

— takes into account the expectations of

stakeholders (5.1);

- is in compliance with applicable law and

consistent with intermational norms  of

behaviour; and

- is integrated throughout the organization and

practised in its relationships

[SOURCE: ISO 26000:2010, 2.18, modified —
The word ‘“impacts" has been replaced by
"consequences”’, and the Notes to entry have

been removed]

3.10

management

process of planning (3.7), organizing, directing
and controlling the outcomes of people, groups or
organizations

311

performance management

management (3.10) of the performance (4.12) of
people, groups and organizations

312
management style
approach or method to management (3.10)

EXAMPLE
management style that encourages and enables

Participative = management is a

people to contribute to decision-making with

accountability; authoritarian management is a

management style that discourages people to
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cac quyét dinh ¢ anh hwdng t6i nha quan Iy; phong
cach quan Iy kidu cau lac bd & dién hinh cla viéc
thiéu dinh hwéng va trach nhiém giai trinh can thiét.

[NGUON: Mang lwéi quan Iy Blake & Mouton)

313

Rii ro

Tac d6ng cla sy khong chéc chén.

CHU THICH 1: Tac dong la sy sai léch so v&i dy kién
— tich cire hoac tiéu cire.

CHU THICH 2: Sy khéng chéc chan Ia tinh trang,
tham chi la mét phén, thiéu hyt thdng tin lién quan toi
viéc hiéu hodc nhan thirc vé mét sw kién, hé qua cla
s kién do, hodc kha nang xay ra clia nb.

CHU THICH 3: RUii ro thuding déc trung bdi st dan
chiéu dén cac “sy kién" [nhw dinh nghta trong 3.5.1.3,
TCVN 9788:2013 va "hé qua” (nhw dinh nghta trong
3.6.1.3, TCVN 9788:2013) tiém an, hodc sw két hop
gitra chang.

CHU THICH 4: RUi ro thudng thé hién theo cach két
hop céc hé qué clia mét si kién (bao gbm ca nhirng
thay dai vé hoan canh) va *kha nang xdy ra” (nhw dinh
nghta trong 3.6.1.1, TCVN 9788:2013) kém theo.

3.14

Chinh sach

Muc dich va dinh hwéng cla td chirc dwoc thé
hién mdt cach chinh thire béi 1anh dao cao nhét
cla td chire.

3.15

Tinh trong yéu

Thuéc do mirc 46 quan trong cda mat yéu té ddi
véi két qua clia té chirc. :

3.16

Phan héi

Théng tin cung cdp cho cac thanh vién, nhém
hozc & chirc v& két qua thyc hién cong viéc

participate in decisions that affect them; country club
management is a management style typified by lack of
required direction and accountability.

[SOURCE: Blake & Mouton Managerial Grid]

3.13
risk

effect of uncertainty

Note 1: An effect is a deviation from the expected -
positive or negative.

Note 2: Uncertainty is the state, even partial, of
deficiency of information related to, understanding or
knowledge of, an event, its consequence, or likelihood.

Note 3: Risk is often characterized by reference to
potential "events” (as defined in 1SO Guide 73:2009,
3.5.1.3) and "consequences” (as defined in ISO Guide
73:2009, 3.6.1.3), or a combination of these.

Note 4: Risk is often expressed in terms of a
combination of the consequences of an event
(including changes in circumstances) and the
associated 'likelihood" (as defined in ISO Guide
73:2009, 3.6.1.1) of occurrence.

3.14
policy
intentions and direction of an organization, as

formally expressed by its top management

3.15
materiality
measure of the significance of a2n element to

organizational results

3.16

feedback

information provided to people, groups or
organizations regarding performance (4.12) or



(4.12) hoéc hoat dong.
CHU THICH: Phan héi thu duoc trong mot qua trinh

c6 thé duoc siv dung @& xac nhan hojc diéu chinh

cac hanh dang tiép theo.

3147

Pbi sanh chuan

So sanh cac thude tinh, qua trinh hodc két qua
thure hién cong viéc (4.12) gitta cac td chirc.

4 Thuét ngi® lién quan dén ngudn nhan
lwe va hoach dinh

4.1

Vén nhan lyc

Gia trj cla tri tué tap thé, ki nang va kha nang
clia thanh vién trong td chizc.

4.2

Ngudn nhén lyc

HR

Nhi*ng nguei lam viéc trong td chirc hodc cb sy
dong gop cho td chirc.

4.3

Quan ly ndng Iwc

Qua trinh duoc sir dung dé quan ly vén nhan luc
(4.1) can thiét cho viéc thipc hién cac cam két
ctia t& chirc va dat dén su tuyét hao.

CHU THICH: Muc tiéu chinh [a d& dam bao réng ning
lirc Gap (ing mot cach higu qua vé chi phi cac yéu cau
hién tai va trong trong lai gan ctia td chirc. Qua trinh
quén ly nang lyc gén két dia diém, chién lugc (3.5),
cam két cia td chirc, dy bao nhu cau lao déng, trd
ngai vé tai chinh va toan bd luc luvong lac dong (10.1)
(gian tiép va truc tiép) véi nhau. Day la co ché cén
thiét cho vide quan Iy hiéu qua ngudn lgc.

4.4
Hoach dinh nang lwc

TCVN 12288:2018
activities

Note: Feedback obtained during a process can' be
used to confirm or modify subsequent actions.

3.17

benchmarking

comparing attributes, processes or performance
(4.12) between organizations

4 Terms related to human resources and

planning

41

human capital

value of the collective knowledge, skills and
abilities of an organization's people

4.2

human resources

HR

people working within or contributing to the
organization

43
capacity management
process used to manage the human capital (4.1)

necessary to execute organizational

commitments and delivery excellence

Note: The primary goal is to ensure that capacity
meets current and near term future organizational
requirements in a cost-effective manner. It ties
location, organizational

together strategy  (3.5),

commitments, labour demand signal, financial
constraints and total workforce (10.1) (contingent and
direct labour). It is the mechanism necessary for

effective resource management.

4.4

capacity plan

11
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Viéc xem xét cac yéu cau vé& ngudn lyc trong mdt
giai doan xac dinh, tir d6 phan anh so lvong
ngudn lyc cn hoach dinh dua trén céc vai tro va
ky nang.

CHU THICH: Viéc hoach dinh nang lyc nay cb thé
bao gdm viéc xem xét phat trién cac ky nang, dao tao
lai, b tri lai, tuyén dung (11.1) va viéc sl dung cac
déi tac clia 1 chirc va cac nha thiu phy bén thi ba.

4.5

Chién Iwgrc ngudn nhan lwe

Cach thirc tiép can dé& thwe thi cac chinh séch
(3.14) va cac thyc tién c6 anh hudng dén con
ngudi, cach thire nay thdng nhat véi chién luoc
(3.5) clia t& churc.

VI DU: Chién luge hdi nhap toan cau va kha nang dap
(ng & dia phwong, chién lwoc tigu chudn hoa toan
céu va kha nang dap trng & dia phwrong, vi du nhw
trong sy dich chuyén cla fuc luong lao dong (12.1),
thué mwon nhan céng tai dia phwong so véi cac qué
trinh wu tién chuyén dbi, wu dai.

4.6

Quan Iy nguén nhan Iwe

HRM

Quan Iy (3.10) con ngudi trong b chirc.

CHU THICH 1: Quan Iy ngudn nhan Iuc co thé bao
gdm quén ly nhan tai (13.2), quan hé lao dong va
quan hé nhan sy, phan tach, dao tao va phat trién,
khen thwéng, dai ngd (6.5) va nhirng loi ich khéc,
quan ly két qua thuc hién cong viéc (3.11), quan Iy
khiéu nai, chién luoe (3.5), thwoc do, nguyén tic,
chinh sach (3.14), cac quyét dinh, qua trinh van hanh,
thue hién va phuong phap.

CHU THICH 2: Quan Iy ngudn nhén luc t6i wu nhitng
déng gop clia con ngudi nhim hé tro s thanh cong
clia td chirc va bén lién quan (5.1).

4.7

Gia tri caa td chire

12

view of resource requiremenis over a defined
period that reflects planned numbers of resources

by roles and skills

Note: This capacity plan can indlude consideration of

skills  development, retraining, redeployment,
recruitment (11.1) and use of organizational partners

and third-party subcontractors.

4.5

human resource strategy

approach to implementing policies (3.14) and
practices that affect people, which are aligned
with organizational strategy (3.5)

EXAMPLE:  Global
responsiveness, global standardization and local

integraton and  local

response, such as in workforce mobility (12.1), local
hiring versus ftransferring preference, incentive

processes.

4.6

human resource management

HRM

management (3.10) of people in organizations

Note 1: Human resource management can include
talent management (13.2), employee relations and
industrial  relations, separation, training and
development, reward, compensation (6.5) and other
benefits, performance management (3.11), grievance
management, sfrategies (3.5), metrics, principles,
policies (3.14), decisions, operations, practices and

methods.

Note 2: Human resource management optimizes the
contribution of people to support organizational and
stakeholder {5.1) success.

4.7

organizational values



Cac tiéu chun c6 tinh ky vong hodc ré rang,
nhitng hanh vi, nguyén tic hodc quan niém ma

t6 chtrc coi | quan trong.

48

Hoach dinh nguén nhan lyc

HRP

Qua trinh dy doan, danh giad (11.11), dy bao,
gan két va dap (ng nhu cdu clia td chirc vé con
ngudi.

CHU THICH: Hoach dinh nguén nhan lwc c6 thé dam
baoc du sb lwong ngudi s& hiru nang fuc (5.3) can
thiét nhim dap (ng cho nhu cau cua td chirc.

4.9

Hé théng théng tin nguén nhan lwe

HRIS

Céng nghé théng tin hd tro viéc quan Iy nguon
nhan lwc (4.6).

CHU THICH: Hé théng théng tin ngudn nhan lyc cé
thé tich hgp dai ngé (6.5) va phuc lgi, bang luong,
tuyén dung, hoc tap va phat trién, hoach dinh luc
lwong lao déng (10.2), phén tich, quan ly két qua thuc
hién cng viéc (3.11) va nhiing van d& khac.

4.10

Rui ro con ngwéi

Rui ro (3.13) lién quan dén cac két qua tiéu cyc
phat sinh t& hé qua cla nhirng hanh vi va hoat
dong clia con nguoi.

4.1

Ké hoach ké nhigm

Qua trinh xac dinh va phat trién nhan sy co tiém
nang hién tai d& dam nhiém nhieng vi tri chi chot

clia té chirc trong trong lai.

412
Két qua thiyc hién cong vigc

TCVN 12288:2018

aspirational or articulated standards, behaviour,
principles or concepts that an organization
considers important

4.8
human resource planning
HRP
process of anticipating, assessing (11.11).

forecasting, articulating and meeting the

organization's need for people

Note: Human resource planning can ensure that a
sufficient number of people possessing the required

competence (5.3) will be available to meet

organizational needs.

4.9

human resource information system

HRIS

information technology that supports human
resource management (4.6)

Note: The human resource information system can
integrate compensation (6.5) and benefits, payroll,

recruiting, learning and development, workforce

planning (10.2), analytics, performance management
(3.11) and others.

4.10

people risk

risk (3.13) related to negative outcomes that arise
as a consequence of the behaviour and activities

of people

4.11

succession plan

process for identifying and developing current
employees with the potential to fill key positions
in the organization

412
Performance

13
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Két qua co thé do luvéng dugc.

CHU THICH 1: Két qua thuc hién cong viéc co thé
lién quan ca t&i nhitng phat hién mang tinh dinh
lwgng hodc dinh tinh.

CHU THICH 2: Két qua thuc hién cong viéc co thé
lién quan toi viéc quan ly (3.10) cac hoat ddng, qua
trinh, san pham (bac gém ca dich vy), hé thong hodc
t6 chirc,

CHU THICH 3; Trong ngi canh ngudn nhan lyc, két
qué thipc hign cdng vigc lién quan dén viéc thie hién
hoéc hoan thanh cong viéc cla cac thanh vién, nhom
hodc t& chirc.

413

Chi s6 chinh két qua thiec hién céng viéc

KPI

Nhikng chi s a thuréc do dinh lwgng va dinh tinh
biéu dat cac yéu td thanh cdng chl chdt cla cac
thanh vién trong té chirc.

VI DU: Doanh thu, loi nhuan.

CHU THICH: Céc chi sb chinh két qua thuc hién cong
viéc s& khac nhau tiy thuge vao muc tiéu clia td chire
va thuong duoc siv dung nhw nhimng yéu td quyét
dinh dé& danh gia két qua thue hién cdng viéc (4.12).

4.14

Lao dgng tam thoi

Nhirng ngwdi tham gia nhw lac ddng thoi vy, lao
dong linh hoat, nha thau dac lap, chuyén gia va
nha tw van doc lap.

5 Thuit ngi® lién quan dén con ngwoi va

td chirc

5.1

Bén quan tam

Bén lién quan

Ca nhan hoac té chirc c6 thé gay anh hwéng, bi
anh huong, hodc tw nhan thdy phai chiu &nh

14

measurable result

Note 1: Performance can relate either to quantitative
or qualitative findings.

Note 2: Performance can relate to the management
(3.10) of activities, processes, products (including
services), systems or organizafions.

Note 3
performance

In the context of human resources,

relates to the execution or

accomplishment of work by people, groups or
organizations,

4.13

key perfomance indicator

KPI

indicators that are qualitative and quantitative
measures that demonstrate critical success

factors of the people in an organization
EXAMPLE Revenue, profitability.

Note: Key performance indicators differ depending on

organizational goals and are often used as

determinants for evaluating performance (4.12).
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contingent worker

people who are engaged as casual labour,
labour,
independent professional and consultant

flexible independent  contractor,

5 Terms related to and

people
organization

5.1

interested party

stakeholder

person or organization that can affect, be affected
by, or perceive itseif to be affected by a decision



hwéng béi mdt quyét dinh hodc mot hoat dong.
Vi DU: Khach hang, chl s& hitu, con ngwdi trong mét
td chirc, nha cung cép, ngan hang, nghiép doan, ban
dai dién cong nhan vién, cac déi tac hodc doan thé cé
thé bao gdm cac nhém canh tranh hodc gay st ép.

5.2
Cong tac nhan sw
Qua trinh tap hop, khai thac va duy tri nhan sy.

CHU THICH: Hoat dang nay co thé dién ra béan trong
ndi bé va bén ngoai td chire.

5.3

Néng lwc

Kha ndng ap dung kién thirc va ky nang dé dat
dwoc két qua dy kién.

5.4
Nang lwc cét 16i
Nhng ndng Irc (5.3) thiét yéu déi véi sy thanh

cong cla td chire.

5.5

M6 hinh nang lwc

Qua trinh phan tich va mé ta nhirng kién thirc, ky
nang va kha nang clia con ngudi.

5.6

Khung nang Iwc

C4u tric xac dinh ndng e (5.3) clia con ngwdi
trong mot té chlre.

5.7

Ning lwc lanh dao

Tap hop nhitng ndng e {5.3) can thiét cia
nguwei lanh dao trong béi canh noi lam viéc (5.8).

CHU THICH: Nang lwc nay c6 thé bao gdm cac ky
nang, kha nang, dac diém va hanh vi lanh dzo.

TCVN 12288:2018

or activity

EXAMPLE Customers,

organization,

owners, people in an

suppliers, bankers, unions, work

councils, partners, or society that may include
competitive or pressure groups.

5.2

staffing

process of acquiring, deploying and retaining
people

MNote: This can be both internal and external.

53
competence
ability to apply knowledge and skills to achieve

intended resuilts

5.4
core competences
competences (5.3) that are essential for an

organization's success

55

competence model

process of analysing and describing knowledge,
skill and ability of people

5.6
competence framework
structure that defines the competence (5.3) of

people within an organization

5.7

leadership competences

required set of competences (5.3) for leaders in
workplace (5.8) contexts

Note: This can include leadership skills, abilities,
characteristics and behaviour.

15
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5.8

Noi lam viéc

Khu virc ma trong do dién ra cac hoat dong cla
ngwdi lao dong.

[NGUON: ISO/TR 25901-1:2016, 2.1.8.35]

59

Nghé nghiép

Dang thiec kinh nghiém lién quan dén cong viéc
kéo dai subt cudc doi cla mdt con ngudi.

510

Giai doan nghé nghiép

Giai doan khac nhau trong nghé nghiép (5.9) cla
mét con ngwoi.

CHU THICH: C&c giai doan nghé nghiép cb thé bao
gém sw gia nhap, hinh thanh, phat trién, duy tri,
chuyén @i va mirc d6 truéng thanh,

5.11

Gi&i thiéu nhan vién

Nguéi lao ddng tiém ndng dugce (nhing) ngudi
lao ddng hién tai clia td chirc gi¢i thiéu.

CHU THICH: Sw gi6i thidgu nay c6 thé duoc tang
thwdng.

6 Thuat ngiv lién quan dén do lwéng
nguoén nhan lyc

6.1

Chi phi tuyén dung noi bd

CPHI

Nheng chi phi cu thé clia td chikc lién quan dén
viée tuyén dung (11.1).

6.2
Chi phi tuyén dung so sanh
CPHC
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5.8

workplace

area(s) in which the worker's activities are carried
out

[SOURCE: ISO/TR 25901-1:2016, 2.1.8.35]

5.9
career
pattern of work-related experiences that span a

person's life

5.10
career stage
distinct phase of a person's career (5.9)

Note: Career stages can include enfry, establishment,
advancement, maintenance, transition and maturity.

5.11
employee referral
potential employee recommended by current

employee(s) of the organization

Note: These recommendations can be compensated

6 Terms related to human resource
metrics

5.1

Cost-Per-Hire Internal

CPHI

organization-specific costs associated with
recruitment (11.1)

6.2

Cost-Per-Hire Comparable

CPHC



Thuwéc do dé xac dinh chi phi lién quan dén viéc
tuyén dung (11.1) trong céc tb chiee.

6.3

Chi phi tuyén dung

CPH

Thuwéc do dé xac dinh chi phi lién quan dén viéc
tuyén dung (11.1).

CHU THICH 1: Chi phi nay dwoc xac dinh bang cach
l&y binh quan tdng chi phi tuyén dung chia cho s
lwong nhan st tuyén dung.

CHU THICH 2: Chi phi tuyén dung néi bé (6.1) va chi
phi tuyén dung so sanh (6.2) |a tap hop con cla chi
phi tuyén dung.

6.4
Ty Ié chi phi tuyén dung
HCR

Cong thirc va phwong phap luan so sanh chi phi
tuyén dung (6.3) dwa trén tong dai ngd (6.6) cla
nhan sw méi dwoe tuyén dung.

CHU THICH: Céng thirc nay chi khac & phin méu sb
s0 voi cdng thirc tinh chi phi tuyén dung néi bé (6.1)
hodc chi phi tuyén dung so sénh (6.2); trong khi chi
phi tuyén dung ndi bd hodc chi phi tuyén dung so
sanh Ia ty sb gita chi phi vai sd lwong nhan sy tuyén
dung thi ty sé chi phi tuyén dung 1a ty sb gitva chi phi
voi tng dai ngd (6.5) hang nam trong ndm dau tién

clia nhan sy m&i dwgc tuyén dung.

6.5

Pai ngd

Gia tri dworc chi tra cho cac dich vu da duwgc thiee
hién.

CHU THICH: Pai ngd ¢6 thé dudi dang tién te hodc
phi tién té.

6.6

Téng dii ngd

TCVN 12288:2018

measure to identify costs associated with

recruitment (11.1) among organizations

6.3
Cost-Per-Hire
CPH
measure to identify costs associated with

recruitment (11.1)

Note 1: It is calculated by taking the average of {otal
recruitment costs divided by the number of hires.

Note 2: Cost-Per-Hire Internal (6.1) and Cost-Per-
Hire Comparable (6.2) are subsets of Cost-Per-Hire.

6.4
Hire-Cost-Ratio
HCR

formula and methodology comparing the Cost-
Per-Hire (6.3) against the total compensation
(6.6) of the newly hired people

Note: This formula varies from Cost-Per-Hire Internal
(6.1) or Cost-Per-Hire Comparable (6.2) only in the
denominator; whereas Cost-Per-Hire Internal or Cost-
Per-Hire Comparable are ratios of costs to the number

of hires, the Hire-Cost-Ratio is a ratio of costs to total

first-year annual compensation (6.5) of the new hires.

6.5
compensation

value given for services rendered -

Note: This can be monetary or non-monetary.

6.6

total compensation

17
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Tét ca dai ngé (6.5) truc tiép hoac gian tiép nhan
duoc trong mat khoang thoi gian cu thé.

CHU THICH 1: Pai ngd co thé la tién luong, tién
thudng, tién thii lao, phuc loi, quyén lwya chon cb
phiéu, bao hiém va nhing dang thirc khac.

CHU THICH 2: Nguai st dung lao dong cé thé ding
dai ngd dé thu hat va gir chan nhan tai (13.1).

6.7

Ning suat

Chét lwong, trang thai hodc viéc cé kha nang tao
ra, tao lap, tdng cwdng hodc mang lai hang hoa,
dich vu va kién thirc.

6.8

Ning suét lwc lwong lao dong

Thuwéc do néng suét (6.7) cla lue lvong lao dong
(10.1).

CHU THICH: Thuéc do c6 thé bao gbm chét lugng va
s6 lwgng.

6.9

Chét lwong tuyén dung

Thuéc do két qua thuc hién cong viée (4.12) cla
nguoi lao dong sau khi duoc tuyén dung so voi
ky vong treéc khi tuyén dung trong mét khoang
thei gian nhét dinh,

6.10

Strc anh hwéng ciia tuyén dung

Thuéc do dong gop cla nhan sy méi dugc
tuyén dung vao s thanh cong clia td chirc trong

mét khoang thoi gian nhat dinh.

6.11

Ty Ié duy tri nhan sw

Ty 18 tong s6 luc lugng lao déng (10.1) duoc duy
tri trong mot khoang théi gian nhét dinh.

18

all direct or indirect compensation (6.5) received
within a specific time period

Note 1: This can be salary, bonuses, perquisites,
benefits, stock options, insurance and others.

Note 2: It can be used by employers to attract and
retain talent (13.1).

6.7

productivity

quality, state or fact of being able to generate,
create, enhance or bring forth goods, services—
and knowledge

6.8

workforce productivity

measurement of the productivity (6.7) of the
workforce (10.1)

Note: Measurement should include quality and

quantity.

6.9

quality of hire

measurement of the performance (4.12) of the
employee after hire compared fo pre-hire

expectations during a defined period

6.10

impact of hire

measurement of tie new hire's contribution to the
success of the organization during a defined

period

6.11
retention rate
ratio of the total workforce (10.1) that is retained

over a defined period



6.12

Ty lé nghi viéc

Ty lé nghi viéc trén tong sb luc long lao dong
(10.1) trong mdt khoang thei gian nhat dinh.

CHU THICH: Nghi vigc c6 thé Ia ty nguyén hodc
khong tw nguyén.

6.13

Panh gia/kiém toan

Qua trinh hé théng, déc lap va bang van ban dé
thu dwoc bing chirng danh gia/kiém toan va dinh
gia mot cach khach quan nhdm xac dinh mic do
dap (g cac chuan myc danh gia/kiém toan.
CHU THICH 1: Banh gia c6 thé 14 danh gia ndi bd
(bén thir nhat) hodc danh gia bén ngoai (bén thir hai
hoac bén thir ba), va co thé la danh gia két hop (két
hep hai hodc nhigu nguyén tic).

CHU THICH 2: Banh gia ndi bd duoc thyc hién boi
chinh td chirc hodc mdt bén ngodi thay mét cho td
chirc.

CHU THICH 3: “Béng chirng danh gia" va “chuan myc
danh gia" dwoc dinh nghfa trong TCYN I1SO 19011.

6.14

Danh gia dir liéu

Viéc kiém tra d@ liéu v& chét luvong va dd chinh
xac trong qua trinh xdy dwng thuée do chi phi
tuyén dung (6.3).

6.15

Yéu t6 chi phi bén ngoai

Chi phi bén ngoai

Chi phi phat sinh cho nha cung cdp hodc ca
nhan bén ngoai trong qua trinh tuyén dung.

6.16
Yéu té chi phi ndi bd
Chi phi ngi b
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6.12
turnover rate
ratio of separations against total workforce (10.1)

during a defined period

Note: Separations can be voluntary or involuntary

6.13
audit
systematic, independent and documented
process for obtaining audit evidence and

evaluating it objectively to determine the extent to
which the audit criteria are fulfilled

Note 1: An audit can be an internal audit (first party) or
an external audit (second party or third party), and it
can be a combined audit (combining two or more
disciplines).

Note 2: An internal audit is conducted by the
organization itself, or by an external party on its behalf.

Note 3: "Audit evidence™ and "audit criteria” are
defined in 1ISO 19011.

6.14

data audit

examination of data for quality and accuracy
during the development of a Cost-Per-Hire {6.3)

metric

6.15

external cost factor
external cost
incurred to external

expense vendors or

individuals during the course of recruiting

6.16
internal cost factor

internal cost

19
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Chi phi lién quan d@én nhan vién, vén va chi phi t
chive ndi bé clia viée tuyén dung (11.1)lcdng téc
nhan sy (5.2).

6.17

Hé théng lwu triv

Hé théng théng tin dwoc xem nhu 1a ngudn gbc
cho nhitng théng tin cu thé can st dung trong
thwéc do chi phi tuyén dung (6.3)

6.18

Ngwéi soan thao

Ca nhan chju trach nhiém tao lap thwée do chi
phi tuyén dung (6.3).

7 Thuét ngi¥ lién quan dén quan tri nhan

sw

7.1

Quan tri nhan sy

Hé théng ma nhe do & chire dwoc dinh hwéng
va kiém soat, ¢4 tinh dén cac bén lién quan (5.1)
clia t§ chire cling nhu nhitng yéu té con ngudi
va xa hoi & cip dd cao nhét va ting cép do ra
quyét dinh.

8 Thuét ngi lién quan dén viéc lam bén
virng

8.1

Viéc lam bén virng

Kha néng cd dwege hoac tao lap va duy tri cong
viéc 1au dai.

CHU THICH: Viéc lam bén vitng co thé 1a trach
nhiém clia moi ngudi, t& chirc hodc chinh phu,

8.2
Viéc lam bén virng déi véi ca nhan

Kha.nang cé dwoc hodc tao Iap va duy tri cong

20

expense related 1o the internal staff, capital and
organizational costs of the recruitment

(11.1)/staffing (5.2) function

6.17

system of record

information system considered to be the source
for a specific piece of information to be used in a
Cost- Per-Hire (6.3) metric

6.18

compiler

individual responsible for the creation of a Cost-
Per-Hire (6.3) metric

7 Terms related to human governance

71

human governance

system by which an organization is directed and
controlled, taking into account the organization's
stakeholders (5.1) as well as human and social
factors, at the highest and every level of decision
making

sustainable

8 Terms related to

employability

8.1

sustainable employability

long-term capability to acquire or create and
maintain work

Note: Sustainable
responsibility of people, organizations or governments.

employability can be the

8.2
sustainable employability for the individual

long-term capability to acquire, create and



viéc lau dai, thdng qua viéc thich ting voi sy thay
ddi viéc lam, diéu kién kinh té va diéu kién ca
nhén trong subt cac giai doan khac nhau cla

cugc doi.

8.3

Viéc lam bén virng déi voi t& chirc tuyén
dung

Cach tiép can 1au dai va nhanh chéng dé thu
lwom, tao lap, phat trién va dao tao, duy tri, sap
xép lai va hb tro lirc Jong jao déng (10.1) nham
dap (ng cac yéu cau va didu kién thay ddi vé
kinh té, luat phap va thi trwong.

CHU THICH: Binh nghfa nay ap dung cha cac té chirc
thudc moi nganh nghé, cong va tw.

8.4

Viéc lam bén virng déi véi khu vwe cong

Cach thirc tiép can va sang kién lau dai nham
khuyén khich, thac ddy va hé trg cac td chirc thu
loi tir viéc lam mang lai cac gia tri, cac td chire
viéc lam, phat trién kinh té va tit ca cac bén lién
quan (5.1) thich hop.

CHU THICH: Cach thirc tiép can co thé bao gdm,
nhung khéng gioi han & cac dang thive: khubn khé,
tai trg va phap Iy nhim hé tro viéc chéng phan biét
déi xt va chéng béc I6t & noi lam vige (5.8); viéc lam
linh hoat, 1§ trinh quay tr& lai lam viéc (cha me cd con
nhd, ém 1au ngay hay that nghiép); cac chuwong trinh
tw vén nghé nghiép; phét trién va dao tao kién thirc va
ki nang; khuyén khich dAu tw nwéc ngoai truc tiép;
wu dai kinh doanh va thué cho cac t6 chirc dau tw dai
han vao lwe Itgng lac-déng (10.1) cla t6 churc.

9 Thuit ngir lién quan dén tinh da dang

va hoa nhép

9.1
Tinh da dang

TCVN 12288:2018

maintain employment, through adaptation to
changing employment, economic and personal
conditions throughout different life stages

8.3

sustainable employability for employing
organizations

long-term and agile approach to acquiring,
creating, developing and training, retaining,
redeploying and supporting workforce (10.1)
members to meet changing economic, legislative

and market requirements and conditions

Note: This definition applies to organizations in all
sectors, both private and public.

8.4

sustainable employability for public sectors
long-term approaches and initiatives to
encourage, promote and support value-driven
employment benefitting constituents, employing
organizations, economic development and all

relevant stakeholders (5.1)

Note: Approaches could include, but are not limited to:
frameworks, funding and legislation to support anti-
discrimination and anti-exploitation in the workplace
(5.8); flexible working; pathways to retum to work
(parents with children, careers, long-term sick or
unemployed); career-advisory programmes;
knowledge and skills development and training;
incentives for foreign direct investment; business and
tax incentives for organizations that invest long-term in

their workforce (10.1).

9 Terms related to diversity and inclusion

9.1
diversity
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Nhirng dic trung khac biét va twong déng gitia
moi nguei.

CHU THICH 1: Tinh da dang bao gém cac yéu t6 anh
hwéng dén ca tinh va quan diém riéng clia moi ngudi
khi terong tac trong cdng viéc.

CHU THICH 2: Tinh da dang c6 thé thuc day viéc hoc
héi ti» chinh sy khac biét, v& phdm cach, sy tén trong
va tinh héa nhép (9.5) cho moi ngudi va vé viéc tao
lap méi trvdrng va thue tién noi lam viéc (5.8) khuyén
khich viéc hoc tap I&n nhau nhdm gianh dugc wu thé

tlr cac quan diém da dang.

9.2

Thanh kién

Khuynh huéng, xu thé, cdm xtc hodc quan diém
cu thé dwgc 4n dinh tir trwéc hodc dwoc hinh
thanh khéng rd nguyén do.

CHU THICH: Thanh kién cé thé biéu hién r rang hay

2z -
any.

9.3

Quan ly tinh da dang

Qua trinh chinh thirc hodc khang chinh thirc, bao
gdm cac chinh séch (3.14) va thuc tién duoc td
chirc trién khai va thwe hién, nhdm quan ly higu
qua tinh da dang (9.1) va thac day sw héa nhap
(9.5) gitra t&t ca cac bén lién quan (5.1) clia t&
chirc,

9.4

Khao sat xu hwéng-da dang va hoa nhap
Danh gig (11.12) thai dd, quy tic, chinh sach
(3.14) va céc qua trinh lién quan dén viéc chap
nhan tinh da dang (9.1) va hoa nhép (9.5) trong
mét tb chirc.

CHU THICH: Khéo sat c6 thé bao gdm danh gia/kiém
todn (6.13) ndi bd hodc bén ngoai td chirc.
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characteristics of differences and similarities

between people

Note 1: Diversity includes factors that influence the
identities and perspectives that people bring when
interacting at work.

Note 2: Diversity can foster leamning from others whao
are not the same, about dignity, respect and
inclusiveness (9.5) for everyone, and about creating
workplace (5.8) environments and practices that foster
learning from others to gain advantages of diverse

perspectives.

9.2
Bias
particular tendency, trend, inclination, feeling or
opinion especially that is preconceived or

unreasoned

Note: Bias can be both explicit and implicit.

9.3

diversity management

formal or informal processes, including policies
(3.14) and practices developed and implemented
by organizations, to effectively manage diversity
(9.1) and to foster inclusion (9.5) among all

organizational stakeholders (5.1)

9.4

diversity aind inclusion climate survey
assessment (11.12) of the attitudes, norms,
policies (3.14) and processes associated with
acceptance of diversity (9.1) and inclusion (9.5) in

an organization

Note: The survey could include an internal or external
audit (6.13).



9.5

Hoa nhap

Tinh hoa nhap

Viéc bao gdm tat ca cac bén lién quan (5.1) vao
bbi canh cla tb chirc.

CHU THICH: Can chép nhan va hoan nghénh céc bén
lién quan tir cac nhém khac nhau (vi du nhv tao co
héi trén co s& kha nang, tai ndng (13.1) va ky nang).

9.6

Sw thich nghi

Qua trinh ma tir d6 mét ca nhan hoac td chirc
diéu chinh theo hoan canh méi.

9.7

Thich nghi van hoéa

Thich nghi (9.6) bang cach tao |4p mdt vin hoa
mai dé thay thé van hoa cll va két hop céc khia
canh ctia nhitng nén van hoa khac nhw mét hinh
thirc thich nghi v&i méi tredng méi.

10 Thuat ngiv lién quan dén hoach dinh
lwe lweng lao dong

10.1

Lwe lwgng lao dong

Nhitng ngudi cung cap mét dich vy hodc cong
viéc dé dong gop vao két qua kinh doanh hodc
thanh qua clia td chirc.

10.2

Hoach djnh Iwe Iwrgng lao déng

Viéc xac dinh, phan tich va hoach dinh (3.7) mdt
cach hé thdng nhu cdu clia td chirc vé mat nhan
fuee.

CHU THICH: Pay 1a mdt qua trinh duoc sir dung dé
tao ra tri tué doanh nghiép nham théng bao cho
doanh nghiép biét vé& cac tac déng hién tai va twong
lai clia mdi trwong bén ngoai va bén trong dbi véi
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9.5

inclusion

inclusiveness

practice of including all stakeholders (5.1} in

organizational contexts

Note: Stakeholders from different groups should be
accepted and welcomed (e.g. offered opportunities on
the basis of abilities, talents (13.1) and skills).

9.6

accommodation

process by which a person or organization
adjusts to new circumstances

9.7

cultural accommodation

accommodation (9.6) by creating a new culture to
substitute the old and incorporating aspects of
other cultures as a form of adapting to a new

environment

10 Terms related to workforce planning

10.1
workforce
people who provide a service or labour to

contribute to business or organizational outcomes

10.2

workforce planning

systematic identification, analysis and planning
(3.7) of organizational needs in terms of people

Note: It is a process used to generate business
intelligence to inform business of the current and
future impact of the external and internal environment
on the business, enabling the business to be resilient

to structural and cultural changes to better position
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hoat dong kinh doanh, cho phép doanh nghiép tru
virng voi nhikng thay ddi vé co ciu va van hoa 6é co
thé khdng dinh vi thé tét hon trong turong lai.

10.3

Hoach dinh Iwec lwong lao dong chién lwec
Viéc hoach dinh flwc lwong lao dong (10.2)
thudng dién ra trong mot khoang thoi gian xac
dinh, théng nhét véi chién lueoc (3.5) clia td chire.
CHU THICH: Pham vi clia viéc hoach dinh (3.7) ¢6 thé
bao gom viéc xac dinh cac dénh gia (11.12) vé luc
long lao déng (10.1) va déi sanh chudn (3.17), khung
chinh séch (3.14) nhan sy va cac qua trinh lien quan
vé& muyc tiéu chién lwoc té chire hién tai va trong twong
lai.

10.4

Hoach djnh lwe Iwgng lao dong van hanh

Viéc hoach dinh lue lwgng lao dong (10.2) trong
mot khoang thoi gian xac dinh, théng nhét véi
chu ky hoach dinh (3.7) cla tb chirc va tap trung
vao viéc thu thap, phan tich va bao céo vé chién
Iwge (3.5) hoach dinh lyc lwong fao dong.

CHU THICH: C6 thé loai trir cac hoat déng hoach
dinh ¢ong tac nhan sy (5.2) hodc viéc lap danh muc
chuwong trinh ngén han hon,

11 Thuét ngi¥ lién quan dén tuyén dung

11.1

Tuyén dung

Qué4 trinh tao nguén (11.5), thu hat (11.8), danh
gid (11.11) va sir dung (11.16) nhan tai (13.1)
cho mét vi tri hign c6 hodc vi tri méi trong &

chirc.

11.2
Yéu cau tuyén dung

Nhing yéu cdu dé tuyén dung nhan su-.
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itself for the future.

103

strategic workforce planning

workforce planning (10.2) which usually covers a
defined period of time, aligned to organizational
Strategy (3.5)

Note: The scope of planning (3.7) can include
identifying the workforce {10.1) assessments (11.12)
and benchmarking (3.17), human resource policy
(3.14) frameworks and associated processes on

current and future organizational strategic objectives.

10.4

operational workforce planning

workforce planning (10.2) which covers a defined
period of time, aligned with the organization's
planning (3.7) cycle, and which focuses on
gathering, analysing and reporting on workforce
planning strategy (3.5)

Note: The shorter-term planning activities of staffing
(5.2) or scheduling can be excluded.

11 Terms related to recruitment

11.1

recruitment

process of sourcing (11.5), aftracting (11.6),
assessing (11.11) and employing (11.16) talent
(13.1) for an existing or new position within the

organization

11.2
requisition

request to recruit people



1.3

D6i ngii nhan tai tiém nang

Nhirng ca nhan co sdn hodc co thé phat trién
kién thirc, k§ nang, kha ndng hodc céc dac trung
khac dé thwc hién mét chirc nang nhiém vy cu
thé cho td chirc, bat ké ho cé dang lam viéc cho
t6 chirc hay khong.

CHU THICH: Thanh vién trong ddi ngi nhan tai tiém .

nang cé thé chuyén sang dgi ngiz nhan tai (11.4) néu
ho phat trién duoc cac kién thie, ky nang, kha nang
hoac cac dac trwng khac ma ho hién khéng s& hivu.

11.4

Doi ngill nhan tai

Nhém nguoi duoc xac dinh co kién thire, ky
nang, kha nang hodc cac dic treng khac ddi voi
mét cong viéc cy thé.

CHU THICH: Thanh vién trong ddi ngd nhan tai tiém
nang (11.3) cb thé chuyén sang ddi ngd nhan tai néu
ho phat trién duoc cac kién thire, kj nang, kha nang
hoac cac dac trwng khac ma ho hién khéng s& hiu.

115

Tao ngudn (dong ti¥)

Viéc nhén dién déi ngd (5.3) cac tng vién (11.8)
tiém nang.

11.6

Thu hit (dong t)

Tao lap va 16i kéo mdi quan tdm cla cédc ing
vién (11.8) myc tiéu tiém nang.

11.7 7

Bdi ngil irng vién

Nhirng nguwdi (ng tuyén mot cach chinh thirc
cho mét vj tri cdng viéc cu thé.

11.8
(ng vién

TCVN 12288:2018

11.3

potential talent pool

people who have, or who can develop, the
knowledge, skills, abilities or other characteristics
to perform a specific function for the organization,
regardless of whether they would ever apply to
work for the organization

Note: Members of the potential talent pool can move
to the talent pool (11.4) if they develop the knowledge,
skills, abilities or other characleristics that they do not
currently possess.

11.4

talent pool

identified group of people who possess the
skills,
characteristics for a specific job

knowledge, abilties and  other

Note: Members of the potential talent poof (11.3) can
move to the talent pool if they develop the knowledge,
skills, abilities or other characteristics that they do not
currently possess.

11.5
source (verb)
identify a pool (5.3) of potential applicants (11.8)

11.6

attract (verb)

generate and induce interest of the potential
targeted applicants (11.8)

11.7

applicant pool

people who have formally applied for a specific
job

11.8
applicant
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Nguéi co quan tam va (ng tuyén cho mét vi tri
¢dng viéc cy thé.

11.9

(Png ct¥ vién

Ung vién (11.8) ¢6 quan tam va ¢é trinh dd cho
mét v tri cdng viéc, dong thei 13 nguai dwoc to
chirc quan tam.

11.10

Yéu cau vé con ngwoi

Yéu céu vé vi tri céng viéc

C4c kién thirc, ky nang, khd ndng va nhiing dac
trung can thiét khac d& mdt c& nhan thuc hién
mét céng viée cu thé.

11.11

Danh gia (ddng tir)

Xéac dinh cac kién thirc, k§ ning, kha nang va
nhiing dac treng khac lién quan dén cong viéc
cta mdt cd nhan hodc nhém cac'ca nhan.

11.12

Sw danh gia

Phwong phéap va quy trinh c6 tinh hé thdng dé
xac dinh cac kién thire, k¥ ndng, khd nang va
nhrng d&c treng khac lién quan dén cong viéc
clia c& nhan hodc nhom ngudi, hodc két qua
thie hién cdng viéc clia ca nhan hodc nhém
ngudi.

VI DY: Céac bai kiém tra, cac trung tam, trang thiét bj
hogc cong cu duge sk dung d& dénh gid (11.11) ca

nhan trong bdi canh nof 13m viéc (5.8).

[NGUON: TCVN 12292-1:2018, c6 stva dbi]
11.13

Ban mo ta céng viéc

Danh sach ligt ké c4c nhiém vy hodc chire nang
cy thé hodc chung, myc tiéu hodc trach nhiém
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person who is interested in and who has applied

for a job

11.9

candidate

applicant (11.8) who is interested in and qualified
for a job, and who is of interest to the

organization

11.10
person specification

job specification

knowledge,  skills, abilites and other
characteristics needed by a person to perform the
job

1.1

assess (verb)
ascertain work-related knowledge, skills, abilities
or other characteristics of an individual or group
of individuals

11.12

assessment

systematic method and procedure for
ascertaining work-related knowledge,

abilities or other characteristics of people or a

skills,

group of people, or the performance of people or
a group of people

EXAMPLE Tests, assessment centres, instruments or

- tools used to assess (11.11) people in workplace (5.8)

contexts.

[SOURCE: ISO 10667-1:2011, 2.2, modified]

11.13
job description
list of specific or general tasks, or functions, and

goals or responsibilities of a position, as well as



cla mdt vj tri, cling nhw cac diéu kién td chirc
trong dé nh@rng nhiém vy va chitc nang nay
duoc thwe hién.

CHU THICH: Ban mé ta cong viéc c6 thé bao gbém ¢
co céu td chire.

11.14

Tién hdi nhap

Nhing hoat ddng can thiét chun bj cho mét tng
ctr vién (11.9) tr IGc chdp nhan |1 moi 1am viéc

t&1 khi vao lam viéc ngay dau tién.

11.15

Hoi nhap té chirc

Nhitng hoat déng dién ra sau tién héi nhap
(11.14), thuwdng dién ra trong ngay lam viéc dau
tién.

CHU THICH: Qua trinh tuyén dung (11.1) két thac khi
g ctr vién (11.9) dén nhan cdng tac va céc yéu cu
tuyén dung (11.2) dé viéc tuyén dung nhan sy khép
lai. (ng ctr vién tré thanh nhan vién vao ngay dau
tién ho t¢i nhan cdng tac. Hoi nhap td chirc bét ddu
ngay sau khi (ng clr vién tiép nhan cbng viéc va

duwoc coi la mot qua trinh riéng ré.

11.16
Str dung lao ddng (dong tir)
Thué mét ca nhan hodc sép xép mét ca nhan

vao mét vi tri cong viéc.

1117

Thwong higéu nha tuyén dung

Uy tin, danh tiéng clia t& chirc va cac dic trwng
phan biét nha tuy&n dung bén trong va bén ngoai
td chirc.

11.18

Binh vi nhan tai

Viéc so d6 hoa nhirng k§ nang, kién thire, kha
ndng cla cac ca nhan hodc déi nhém dang lam

TCVN 12288:2018

organizational conditions under which those tasks
and functions are to be performed

Note: A job description can include the organizational

structure.

11.14

pre-boarding

activities necessary to move a candidate (11.9)
from accepting an offer to the first day of

employment

11.15
boarding
activities following pre-boarding (11.14), which

typically occur on the first day of work

Note: The recruitment {11.1) process ends when the
candidate (11.9) reports for work and the requisition
(11.2) is closed. The candidate becomes an employee
on the first day hefshe reports for work. On-boarding
commences after the candidate reports to work, and is
considered a separate process.

11.16

employ (verb)

engage the services of a person, or put a person
to work

11.17

employer brand

organization's reputation and differentiating
characteristics as an employer within and outside

the organization

11.18
talent mapping
diagramming the skills, knowledge, abilities of

individuals or teams in relevant positions in other
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viéc tai cac vj tri lién quan trong cac td chirc
khac.

12 Thuét ngi¥ lién quan dén chuyén dich

lwe lweng lao déng

12.1
Chuyén dich lwc lwgng lao dong

Sy luan chuyén con ngudi va/hodc cong viéc.

12.2

Chién lwoc dai ngd noi dia hoa

Phwong thire dai ngd (6.5) cho mét nhan sy
quéc té duoc didu dong dén gidng voi miec dai
ngd cho lao dong dja phwong cé cung nang lyc,
doi khi c6 nhirng didu chinh nhét dinh.

12.3

Thué ngoai (déng tir)

Viéc s8p xép dé mat td chire bén ngoai thurc hign
mét phan chirc ndng hodc qua trinh clia td chirc.

CHU THICH: T4 chirc bén ngoai la don vi ndm ngoai
pham vi hé théng quan ly clia td chic cho du chic
nang hodc qué trinh thué ngoai ném trong pham vi hé
théng quan Iy clia t& chirc.

12.4
Déanh gia vi tri cong viéc
Qu4 trinh dung dé xac dinh gia tri bén ngoai va

bén trang clia mét vj tri trong t& chirc.

CHU THICH: Cac yéu t6 cin xem xét khi danh gia
mét vi tri cong viéc bao gém: pham vi trach nhiém;
tinh phirc tap ctia vj tri; mlrc d6 anh hwdng; lwong
giam séat hogc kiém soat quan ly, va kha nang lanh
dao; kién thirc can thiét (trinh do, kinh nghiém, ky
néng, nang lec (5.3)); va sy tw quyét (khi x& ly tinh
hubng va dwa ra quyét dinh).
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organizations

12 Terms related to workforce mobility

121
workforce mobility
relocation of people and/or work

12.2

localization compensation strategies
compensation (6.5) approach that provides an
international assignee with the same level of
compensation provided to local nationals working
in a similar capacity, sometimes with certain
adjustments

12.3

outsource (verb)

make an arrangement where an external
organization performs part of an organization's

function or process

Note: An external organization is outside the scope of
the management system, although the outsourced
function or process is within the scope.

124
job evaluation
process used to determine the external and

internal value of a position within an organization

Note: Factors considered when evaluating a job
position include: scope of responsibility; complexity of
position; degree of impact; amount of supervision or
control, and required

managerial leadership;

knowledge (education, experience, skills,

competences (5.3)), and autonomy (freedom to act

and make decisions)



12.5

Sw hai long trong cong viéc

Mirc d6 hoan thanh valhodc sy hai 1dng hinh
thanh tl cac tac dong qua lai gira cdm nhén tich
cue va tiéu cuc clia ngudi lao ddng dbi véi cong
viéc clia minh.

CHU THICH: Su hai long trong cong viéc 1a mot dang
cam nhén. Biéu hién hanh vi cla sy hai long trong
cong viéc co thé duge quan sat va duge do gian tiép
trong cac khao sat.

13 Thuét ng» lién quan dén quan Iy nhan
tai

1341

Nhan tai

Nguoi co hodc co thé phat trién kién thire, ky
nang, kha nang hoac cac dic trung khac dé thuc
hién mét chirc nang, cong viéc hay vai tro, theo
yéu clu.

13.2

Quan ly nhan tai

Viéc thye hién cac chién Irgc théng nhéat nham
tang nang suét (6.7) tai noi lam viéc (5.8) bang
cach phat trién cac qua trinh cai tién phuc vu cho
viéc thu hat (11.6), phat trién, duy tri va st dung
nhirng ngudi cé ki nang va kha nang dac biét dé
dap (ng nhu céu hién tai va twong lai cla tb
chirc.

13.3

Tiém ning cao

Tiém ning

Nhrng ngudi duoc xac dinh 1a co thign huwdng
dat dwoc két qua thuc hién cong viéc (412) &
mure vwot troi.

TCVN 12288:2018

12.5

job satisfaction

degree of fulfilment and/or contentment arising
out of interplay of an employee's positive and
negative feelings towards his/her work

Note: Job satisfaction is a perception. Its behavioural
expression can be observed and indirectty measured
in surveys.

13 Terms related to talent management

13.1

Talent

person who has or can develop the knowledge,
skills, abilities or other characteristics to perform

a function, job or role, as required

13.2

talent management
implementation of integrated strategies to
increase workplace (5.8) productivity (6.7), by
developing improved processes for attracting
(11.8), developing, retaining and utilizing people
with special skills and aptitudes to meet current

and future organizational needs

13.3

high potentials

potentials

people identified as having a propensity for
exceptional performance (4.12)
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14 Thuat ngi lién quan dén quan ly tri
thire

14.1

Quan ly tri thic

Sy két hop cac qua trinh, hanh ddng, phwong
phap luan va giai phap cho phép tao 1ap, duy tri,
phan phéi va tiép can ngudn tri thirc t& chire.

14.2

Hé théng quan 1y tri thivc

Tap hop cac yéu t6 lién quan hodc ¢6 tinh tvong
tac voi nhau clia mét td chirc nham thiét 1ap, gén
két va cho phép thire hién cac chinh séch (3.14)
quén fy tri thire (14.1), cac muc tiéu va qua trinh
nham dat dwoc cac muyc tiéu do.

CHU THICH: Céc yéu té hé théng bao gdm van hoa
quan ly tr thiee, cdu tric, quan tri (3.1) va khd nang
lanh dao; vai trd va trach nhiém; hoach djnh (3.7),
cong nghé, qua trinh va sip vén hanh, ... clia t& chic.
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14 Terms related to knowledge
management

141 -

knowledge management

combination of processes, actions,

methodologies and solutions that enable the
creation, maintenance, distribution and access to
organizational knowledge

14.2

knowledge management system
set of interrelated or interacting elements of an
organization to establish, embed and enable
knowledge management (14.1) policies (3.14)
and objectives, and processes to achieve those
objectives

Note: The system elements include the organization's
knowledge = management  culture,

governance (3.1) and leadership,
responsibiliies; planning (3.7), technology, processes

structure,
roles and

and operation, etc.
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