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HG tro tw vin, giéi thiéu viéc 1am

QUY TRINH

Mai hiéu: QT.BHTN.01

Lan ban hanh: 04

Ngay ban hanh: 02/01/2026

SUA POI TAI LIEU

Yéu cau sira
doi/ bo sung

Trang /
Phan lién
quan viée

sira doi

M@ td ndi dung sira doi, dieu
chinh

Lan ban
hanh /
LAn sira
doi

Ngay ban
hanh

Nghi dinh sb
352/2025/ND-
CP

Nghi dinh nay quy dinh chi tiét
mot s6 ndi dung vé dich vu viéc
lam tai khoan 5 Diéu 27, khoan
5 Diéu 28 ctia Luat Viéc 1am sb
74/2025/QH]15.

Lan 4

30/12/2025

Nghi dinh s
374/2025/ND-
CP

Nghi dinh nay quy dinh chi
tiét mot sb diéu, khoan cua
Luat Viéc 1am vé bao hiém
that nghiép, bao gdm: khoan
9 Piéu 33, khoan 5 Diéu 34,
khoan 4 Piéu 35, khoan 2
Piéu 36, khoan 5 Didu 37,
khoan 2 Diéu 38, khoan 5
Piéu 39, khoan 2 Didu 40,
khoan 6 Piéu 41, khoan 4
Piéu 42, khoan 5 Didu 46,
khoan 3 Piéu 47, khoan 4
Diéu 48 ctia Luat Viéc lam sé
74/2025/QH15.

Lan 4

31/12/2025

1.MUC PICH:

- Céch thtc thye hién tu van chinh sich phap luat vé Bao hiém that nghiép, lao

dong viéc lam, dao tao nghé cho nguoi lao dong va cac chinh sach lién quan.

- Gilip nguoi lao dong hiéu biét thong tin vé viée lam trong, dao tao nghé, céc chinh
sach li€n quan, thuc hién dung cac bude theo quy dinh.

2.PHAM VTI.:

- Ap dung d6i véi cc cd nhan, td chirc.

- Ap dung d6i véi cac can bo, vién chirc va n

vu Viéc lam Ha Tinh .
- Trach nhiém thudc phong bao hiém that nghiép — Trung tim DVVL Ha Tinh.

3. TAI LIEU VIEN DAN:

- Tiéu chuan quéc gia TCVN ISO 9001:2015 ‘
- Céc viin ban quy pham phap luat lién quan dé cdp tai muc 5.8

4. PINH NGHIA/VIET TAT:

guoi lao dong thude Trung tdm Dich
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QUY TRINH M3 hiéu: QT.BHTN.01

LAan ban hanh: 04

H& tro tw vén, giéi thiéu viéc lam
Ngay ban hanh: 02/01/2026

- BHTN: B4o hiém thét nghiép
- DVVL: Dich vu Viéc lam.

5. NQI DUNG QUY TRINH

5.1

Piéu kién thwe hién thi tuc hanh chinh

Nguoi lao dong dang dong bao hiém that nghiép bi cham dut hop déng
lao dong, hop dong lam viéc hodc cham dut lam viée ma c6 nhu cau tim
kiém viéc 1am duogc tu van, gidi thiéu viéc lam, bao gom:

- Nguoi lam viéc theo hop déng lao dong khong xéc dinh thoi han, hop
dong lao dong xac dinh thoi han tir & 01 thang tré 1én, ke ca truong hop
nguoi lao dong va nguoi su dung lao dong thoa thuan bang tén goi khac
nhung c6 ndi dung thé hién vé viéc lam cé tr cong, tién luong va su
quan ly, diéu hanh, giam sat ctia mot bén;

- Ngu'orl lao dong quy dinh tai diém a khoan nay lam viéc khong tron
thoi gian, 6 tién luong trong thang bang hoc cao hon tién lwong 1am
can cur dong bao hiém xa hoi bit budc thap nhat theo quy dinh ctia Luat
Béo hiém x4 hoi;

- Ngudi lam viée theo hop dong lam viéc;

- Nguoi quan ly doanh nghiép, kiém soat vién, nguoi dai dién phan von
cua doanh nghlep theo quy dinh cua phép luét; thanh vién Hoi dong quan
tri, Tong giam ddc, Gidm déc, thanh vién Ban kiém soét hogc kiém sodt
vién va cac chuc danh quan Iy khac dwoc bau ciia hop tac xa, lién hiép
hop tac x4 theo quy dinh cua Luat Hop tac xa c6 huong tién luong.
Trong truong hop nguoi lao dong ddng thoi thude nhidu ddi tugng tham
gia bao hiém that nghiép khac nhau quy dinh tai khoan nay thi nguoi lao
dong va nguoi s dung lao déng ¢ trach nhiém tham gia bao hiém thét
nghiép ciing vé6i viée tham gia bao hiém x3 hoi bat bude.

3.2

Ban Ban

Thanh phan ho so chinh $a0

Phiéu dang ky dich vu viéc lam, Phiéu dang ky tim viéc lam X

Phiéu gidi thiéu viéc lam X

5.3

S6 lwong hd so

01 bd hd so

5.4

Thoi gian xir ly

Trong thoi han 03 ngay lam viéc ghi trong phiéu hen, ngudi lao dong s& duoc tu
van, gioi thiéu viéc lam.
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QUY TRINH

HG tro tw vén, gi¢i thidu viée lam

Ma hi¢u: QT.BHTN.01

Lan ban hanh: 04

Ngay ban hanh: 02/01/2026

5.5 | Noi tiép nhin va tra két qua
B§ phan tu van ban diu
5.6 | Lé phi
Khong
5.7 | Quy trinh xit Iy céng viéc
, Trich Thoi Biéu miuw/
L Trinh. ty nhiém gian Két qua
Dén tiép nguoi lao dong dén giao B0 phén tu ;
n dich tai Trung tam. van ban dau Pt
Nim bit kha ning, nhu cz;iu’ cua
B2 nguoi lao dong thong qua phiéu tu B0 phén tu 105k BM.BHTN.01.01
van, giéi thjéu viéc lam. Hoi thong |van ban dau P BM.BHTN.01.01a
tin tlr nhu cau cua lao dong.
Tu vin viéc lam, dao tao nghé, cic B phén Gl v it vk T
B3 | chinh sach lién quan dén lao dong | tu van ban | 10 phut Sty
ET A trong.
viéc lam dau
Gidi thiéu Vié(‘: lérr} cho ngudi lao Bé_‘)'ph'an
B4 | dong c6 nhu cau dén doanh nghiép | tu vanban | 10 phit | BM.BHTN.01.02
theo mau s6 BM.BHTN.01.02 dau '
A A .- A A B(:j phén
B5 Ppan AIuonAg cho' nguoi lao dong dén frvAnban | 5 phut
cac bd phén khac. A
dau
5.8 | Cosé phap ly
- Luét viéc 1am sb 74/2025/QH15 ngay 16/6/2025
- Nghi dinh s’c") 352/2025/ND-CP ngay 30/12/2025 cta Chinh phu quy dinh
chi tiet mot s6 diéu ctia Luat Vigc lam ve dich vu viéc 1am.
- Nghi dinh s’c“’) 374/2025/ND-CP ngay 3V 12/20?5 cia Chinh pht quy dinh
chi ti€t mot so diéu cia Luat Viéc lam vé Bao hiém that nghiép.
6. BIEU MAU:
TT M3 hiéu Tén Biéu miu
L | BM.BHTN.01.01 Phiéu dang ky dich vy viéc lam
) BM.BHTN.01.01a Phiéu dang ky tim viéc lam
2. | BM.BHTN.02 Phiéu Gi6i thiéu viéc lam.
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QUY TRINH

Ho tr¢ tw van, gioi thiéu viéc lam

Ma hi¢u: QT.BHTN.01

L4n ban hanh: 04

Ngay ban hanh: 02/01/2026

7.HO SO LUU:

TT

Ho so luu

Thai gian

1.

Ho so dau vao:

11

Thanh phan hé so theo 5.2

Vinh vién

Két qua thyce hién

2.1

- Phiéu dang ky dich vu viéc lam

S o s Vinh vién
- Phiéu dang ky tim viéc lam _
2.2 | - Phiu giéi thiéu viéc lam Vinh vién -
3. | Tailiéu tham chiéu

3.4

- Phdn mém béo hiém thit nghiép;
- Luu trir trong File Excel.

Ho so dugc Iuu trit, bio quan tai Phong bao hiém that nghiép.
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SONQIVUHATINH Méu biéu: BU.BHTN.01.01
TRUNG TAM DICH VU VIEC LAM HA TINH

PHIEU PANG KY DICH VU VIEC LAM
(Danh cho nguoi lao déng)

MasoW: oo,
1. Thong tin c4 nhan
Ho vaten®: i ...coumsmsmumsmsssmssesoibnil S6 dinh danh cAnhan: ......oovveeneennnn...
Ngay sinh™: ......coooovviiiiinninnns Gidi tinh* [ [Nam [ N
(B 24+ oo g L ——— EON BA0T evsivvminssnsisiior vs siavsiaaaii
Noi thuong tra*: Tinh ...o.ooviiviiiiiiieee XA/phudng .......ooevvvveninnns
DA T CU T ™. L.ttt et
Noi & hiénnay*: Tinh ......ooooviiiiiiiiiiiiiiens XEA/DRUIOIY ..oivsisinnssammis ssmnnmnmanasiin
DIACHTGHIBETE ... covecs cermnsnonsmvrsetiolis thod s o b s ds e samamnibn il
R T L T —— O

Thong tin lién -

IR s wsomuces s soromas o R s vt A RS o N poeere s s s 3beo A
lac TN F .

e bE Ehae (BB S0 o crs ot veaid svsiis h e e PN T SR SRR St

Doi tuong uu tién (néu cd)
[ ] Nguoi khuyét tat [ ] Nguoi dan tdc thiéu sé [ ] Ngudi thude hd nghéo, cin nghéo
[ 1 B6 dbi xuét ngil BT et O | TR . < LT

2. Trinh d§ hoc van, chuyén mén ky thuit

Trinh d6 hoc van*: [ ] Chua tot nghiép Tiéu hoc [ ] T6t nghiép Tiéu hoc
[ ] T6t nghiép Trung hoc co s& [ ] Tt nghiép Trung hoc phd thong
Trinh d¢ |[ ] Chua qua dao tao [ ] CNKT khéng bang Chuyén nganh dao
CMKT |[[]So cép [ ] Trung cp tao:
cao [ ] Cao ding [1Pdiheel @ =z o iicissdmeasmsmessdmens
nhit*: |[ ] Thac si [TTnsE| 00000 feeecormmemennees
Trinh d6 |[ ] Chua qua dao tao [ ] CNKT khéng bing Chuyén nganh dao
CMKT |[]So cép [ ] Trung cép tao: ‘ _
khac:  |[ ] Cao ding [¥Baihgel @ @ = 0z o Koo
[ ] Thac si []Tiénst |

T GO (L0 5 . cscer e mmammsromn i TR b s asmrs som s scmasn s s g i s e
khac e s T SR e e S R B S R R s e
Trinh dd k§ nang ngh& (NEU CO): ..v.vvvvvveeeieeiiiieeeeeii e eeeaneeaeaens Bae o s
Trinh doNgoai nglt 1: ..o.vvveniniiiiiiiiiiiiieenene, Chingiehis vomvisvansimimmns
ngoai  [Kha ning str dung: [ ] Tot [ ] Kha [ ] Trung binh
T INgOAI NI 2 covvneiiiineieeeneneieneeeenennnes , GRIIBEBREL ..omo it e i e i 8

Kha nang sir dung: [ ] Tt [ ] Kha [ ] Trung binh
Tt G 1 T18 IO VI PIOTIE .coxcvron vims sonsinsinalh s wponamesatosmis s ons on oot i i 0 45 S S S A p p R
tin hoc [Kha nang sir dung: [ ] Tét [ 1Kha [ ] Trung binh




[ ST O SOV < S
Kha nang sir dung: [ ] Tét l[ ] Kha |[ ] Trung binh
Ky ning[[ ] Giao tiép [ ] Thuyét trinh [ 1 Quan Iy nhan su
mém [ ] Quan ly thoi gian [ 1 Téng hop, béo céo [ ] Thich tmg
[ ] Lam viéc nhom [ ] Lam viée doc lap [ ] Chiu duoc ap luc cong viée
[ ] Theo doi giam sat [ ] Tu duy phan bién
TR 0RO B KRG ..ol e brticosin o emmmonsomemsomave s o
3. Kinh nghiém lam viéc (néu c6)
Tén don vi Chire vu Coéng viéc chinh Thoi gian
il -
........................................................................................... = s
i ) (e
.......................................................................................... - p.
sl D mind =
.......................................................................................... e

[ 1Da timg lam viée & nude ngoai tai

................................................

4. Diing ky dich vy (tich dau “X” vao cac dich vy dang ky)

[ 1 T vén chinh séch, phap ludt lao dong

[ 1 Tue van viéc lam

[ 1 Tu vén vé dao tao, ky ndng nghé

[ 1Dang ky fim vigc lim — bé sung théng tin tai méu sé 01a - Phu luc I
[ 1 Khdc

..........................................................................................

T6i da doc lai va dong y dé Trung tdm dich vu viéc 1am Ha Tinh sir dung céc thong tin
noi trén phuc vu cho cong tac tu van, gidi thiéu viéc lam, két ndi cung - cdu lao dong./.

; A ’ Ha Tinh, ngay ... thang ... nim ...
CAN BUTU VAN XAC NHAN CUA NGUOI LAO PONG
(KY, ghi ré ho va tén)




SONOQI VU HA TINH : Mbu biéu: BM.BHTN.01.01a
TRUNG TAM DICH VU VIEC LAM HA TINH

PHIEU PANG KY TIM VIEC LAM

| TaiHogiadinh | | TaiTrungtam | | Taicicphién GDVL | | Qua Website, mang

1. Thong tin ca nhan

[EIG VA TBEYE . oopatiism onsmmmmamormamasm s o i s Sb dinh danh cA nhan: .........cccvvvueeeennnn...

MNedysinh® o ) ) D s .1 Gidi tinh*: [ ] Nam [ INix

I A O T T . < s concemen oo oo i i M 0T A A S A A AR S A A S S e S S s WA M e A
e Chi CHIEIEIREE ... o ocroens smssummmemnsasFonab inb dstrnb ot sns e4se s RS ST AT R SRS TR SR S B 3

NOi BB DAYE: o.vivvuraracrrarsrncasencasssnrssessssbsrorsnrsarasssassssssssssssionsnsnsnassrenssrssissasasessss

Thong tin

lién lac

Ve JAIM MONE MIUOM: .. tuureurnninientinrserrereeresestestaittistirasnattiiasetestotaestattrstisstrsttessssns

Loai hinh doanh nghiép: [ ] Nha nuéc [ ] Ngoai nha nuée [ ] Cé von dau tu nude ngoai

TEN CONE VIECH . vveueisenssesasonsrsasvisnioss ivnesssssdrbaasinsssssesiosesssmtnaisessasistosaesnnnnssessnnss o
MO 18 CONG VIECE 1vuvvnvnernrenrvnsrnirsmnresierianeissetarsisnsrisssassastsseississsssnermenaraierioreimaasesons
MBIEHED, e o mevnsmensn e s TR R SRS B S S RSO R s
OO T coscasnsanonih s sassnsssusns e s evsree 21, 1. JRURIURUINL, . ST TS SRR
CRDTEE i R o e RS S 11 GO - 5 S SO, 3 9
Chuc vu*: [ 1 Nhén vién [ ] Quan ly [ ] Lanh dao

RS T TR €= V8 (o) A TR TPRRRE

Kinh nghiém lam viéc trong linh vuc cén tim:
[IKhongcé []Dudilnim []Tel1dén2nam []Tir2dénS5ndm []Trén S nam

Noilam viée [Uutién 1: Tinh .o.ooeeiiiniiiinnns XA/ phidiiis/ KON el e

ru tién ati8n 2: Tinhi ... ocscamasansnesssmamgsss Xa/phudng/KUN ...iiiivims corninmsmernsssman




Loai hop dong LD: [ ] Khong xéc dinh thoi han [ ] Xac dinh thoi han duéi 12
thang

[ ] X4c dinh thoi han tir 12 dén 36 théng

Kha nang dap ung: [ ] Lam ca [ ] Pi cong tac [ ] Pi biét phai

Hinh thic lam viée: [ ] Toan thoi gian [ ] Ban thoi gian

Muc dich lam viéc: [ ] Lam viéc lau dai [ ] Lam viéc tam thoi [ ]Lam thém

Muc luong*: - Luong thang: .......................... (VN déng):

[]Du6i5 triéu; []5-10 triéu; [] 10-20 tridu; []20-50 tri¢u; [ ]>50 triéu

- [ ] Luong ngay ................. vnd/ngay

- [ ] Luong gio .................... vnd/giy
- [ ] Théa thuan khi phong van
- [ 1 Hoa hdng theo doanh thu/san phdm

Ché Hotrgan:[]1bita []2bita []3bira []Bang tien

d6 |1 Pong BHXH, BHYT, BHIN; [1BH nhén tho; [] Tro cap thdi viee [ ] Nha tré

phic |[ ] Xe dua dén [ ] H3 tro di lai [ 1Ky tic xa [JHO trgnha & [ ] Pao tao

101 |[1L8i di/thiét bj hd tro cho nguoi khuyét tat [ 1 Co hdi thing tién
MRS g e SEE————— . S S

Diéu [Noi lam viéc [ ] Trong nha [ ] Ngoai troi [ 1 Hon hop

kién [Trong luong nang [ ] Dudi S kg [15-20kg [ ] Trén 20 kg

lam  [Bimg hogc di lai [1Haunhwkhéngcé [ ] Mic trung binh [ ] Can dtmg/di lai nhiéu

viée N ghe noi [1Khong can thiét  [] Nghe néi coban [ ] Quan trong

Thi luc [ ] Mtc binh thudng [ ] Nhin dwoc vat/chi tiét nho

[1Laprép ddvatlon [ ] Lap rap do vat nho [ ] Lap rap d6 vat rat
Thao téc bang tay nho

[1Can2tay []Déikhican 2 tay [IChican1tay []Trdi []
Dung 2 tay Phai

Sin sang lam viéc* [ ] Lam viéc ngay []Lam viécsau(........... ) thang

lHinh thirc tuyén dung* []1Tructiép [ ] Qua dién thoai [ ] Phong van online [1Nop CV

Toi da doc lai va déng y dé Trung tam dich vu viéc 1am Ha Tinh st dung céc thong tin néi
trén phuc vu cho céng tdc tu van, giGi thiéu vi€e lam, két n6i cung - cau lao dong./.

Ha Tinh, ngay .....thang........ nam 2026

CAN BQ THU THAP XAC NHAN CUANGUOI LAO PONG
( Ky, ghi 16 ho va tén) (Ky, ghi rd ho va tén)
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