TRUONG BAI HQC CONG HOA XA HQI CHU NGHIA VIET NAM
TAI CHINH - MARKETING Doc lip - Tw do - Hanh phiie
KHOA DU LICH

Théanh phé Ho Chi Minh, ngay V€ thang 5 nam 2024

QUY TRINH
HUONG DAN TO CHUC VA PANH GIA BAI BAO CAO
HQC PHAN THU'C HANH NGHE NGHIEP

1. Muc dich:

Thuc hanh nghé nghiép 1a yéu cau bit budc trong chwong trinh dao tao dai hoc cac
chuyén nganh thudc khoa Du lich. Muc dich cta viéc thuc hanh nhim giup cho sinh
vién: trai nghiém thuc té, mo rong nhitng kién thitc nghi€p vuy; dinh huéng tac phong va
thai do chuyén nghiép; hinh thanh y thirc lya chon nghé nghiép hay linh vire cong tac
phu hop véi dam mé, s@ thich, tinh céach...

Quy trinh nay dugc thiét 1ap dé chuin hoa céc hoat dong t6 chirc va danh gia hoc
phin thuc hanh nghé nghiép ding trinh tw, dang véi céc quy dinh nhim dénh gid mot
cach chinh xé4c va toan dién két qué hoc tdp cla sinh vién tai khoa Du lich, truong Dai
hoc Tai chinh — Marketing.

Quy trinh ndy con lam co s& cho giang vién, sinh vién biét dugc tdng quat, quy
trinh t6 chirc cac hoat dong t6 chitc va danh gid hoc phan thuc hanh nghé nghiép, c6 thé
theo doi va phéi hop thuc hién ding trinh tu.

2. Pham vi ap dung:

Céc hoat dong huéng din td chirc sinh vién thuc hanh va danh gia hoc phé“m thuc
hanh nghé nghiép thudc tit ca cac bac, chuong trinh dao tao ciia khoa Du lich.

Quy trinh nay c¢6 hiéu luc ké tir ngay ky va béi b cac quy trinh trude day trai voi
quy trinh nay va Iuu hanh ndi bd trong khoa Du lich.

3. Can cw phap ly:

Can ctr Quyét dinh vé& viéc ban hanh chuong trinh dao tao trinh d§ Pai hoc ap
dung co ché dic thi.

K& hoach thuc hanh nghé“: nghiép bac Dai hoc hé chinh quy chuong trinh dic thu,
chit lwvong cao, cic chuyén nganh ciia khoa Du lich dugc ky ban hanh theo timg hoc ky
ndm hoc.

4. Giai thich tir ngir viét tit:

- LHP: Lép hoc phin

- GVHD: Giang vién huéng dan viét bao céo

- GVPB: Giang vién chim phan bién bai bao céo

- GVTH: Giang vién huéng dén tai diém thuc hanh (do Nha trudng té chirc tour)



- SV: Sinh vién
- LDPK: Lanh dao khoa
- LBBM: Lanh dao by mon
- TKK: Thu ky khoa
- CTDT: Chuong trinh dao tao
- QTKS: Chuyén nganh Quén tri khach san
- QTNH: Chuyén nganh Quén tri nha hang
- QTLH: Chuyén nganh Quan tri 1t hanh
- QTTCSK: Chuyén nganh Quan tri td chirc sy kién
- QLDT: Phong Quan ly dao tao
- KTQLCL: Phong Khao thi — Quan 1y chét lwong
- THNN: Thyc hanh nghé nghiép
- TMLTB: Thu muc luu trir bai bao cao
- BDQT: Bang diém qua trinh
- BDKTHP: Bang diém két thic hoc phin
5. Quy trinh:
a. Lwu d6 quy trinh:

Qc ky ¢6 hoc phan THD

A

LDPBM xay dung ké hoach THNN, lich trinh THNN

Y

SV tham gia thuc hanh

Y

SV gip GVHD dé dugc hudng dan viét béo co

LDBM tiép nhan lién két TMLTB tir Khoa phan quyén trén OneDrive

A

LDBM tao thu muc va chia s¢ TMLTB cho GVHD

l



GVHD tao thu myc LHP, thu va ngp bai bao céo
cung danh sach ghi diém trén thu myc da tao

Y

GVHD phén quyén truy xuit TMLTB ciia LHP cho GVPB dugc phin cong

Y

GVHD, GVPB thyc hién chdm thi

A 4

TKX tiép nhan BBQT, BDKTHP

h 4

TKK luu trit bang diém va chuyén ¢én KTQLCL
Bai thi s& luu trit trén OneDrive do Khoa quén ly

A

C(ét thtc va luu hd SD

b. M ta chi tiét quy trinh:

Buwéc

Trinh tu thuwe hién

Trach
nhiém

Phéi hop
thuc hién

Vin ban
hwéng din

- Cin ctit CTDT céc chuyén nganh cia
khoa Du lich, QLDT phan bd hoc
phin THNN trong hoc ky cia nim
hoc. '

- SV ding ky hoc phén va hoan thanh
hoc phi hoc phén THNN theo thong
bao cuia Nha truong.

- QLDT théng bao vé Khoa danh sach
SV ding ky hoc phan THNN sau khi
da hoan thanh hoc phi.

-QLDT
- SV

TCKT

-CTbT
- Thong bao
Nha truong

- LDBM x4y dung ké hoach, lich trinh
THNN.

- TKK trinh ky ké hoach, lich trinh
THNN thong qua QLDT.

- TKK théng tin dén GV, SV ké
hoach, lich trinh THNN da dugc Ban
Giam hiéu ky duyét.

-LbK
-LbBM
- TKK

QLDPT

- SV dang ky linh vuc d& tai, gidy gi6i
thiéu (néu cdn, danh cho SV thuc

SV

- LbBM
- CVHT

K& hoach, lich
trinh THNN




Bwoc

Trinh tw thwe hién

Trach
nhiém

Phéi hop
thwe hién

Vin ban
hwéng din

hanh tai doanh nghiép yéu ciu) cho
16p trudng, sau d6 16p trudng chuyén
danh s4ch vé vin phong khoa.

- SV tham gia thyc hanh theo thoi
gian trong ké hoach va lich trinh da
dugc duyét.

**% SV khong tham gia thuc hanh do
Nha truong/Khoa té chire tour, SV
phai tw tim don vi thuc tdp va duoc
goi la “thuc hanh cd nhdn”. SV tham
gia thuc hanh do Nha truong/Khoa té
chirc tour dwgc goi la “thwc hanh
tour”; SV tham gia thuc hanh tai cdc
don vi thuc tdp do Khoa gioi thiéu
duwgc goi la “thuc hanh doanh
nghiép”.

***% SV thuc hanh cd nhdn va thuc
hanh doanh nghiép, sau khi thuc hanh
xong phai co ban Nhan xét cua don
vi thuc tdp ndp cho GVHD. SV thuc
hanh tour nép phiéu nhat kj THNN
cho GVTH vao buéi cudi dot THNN.

- TKK

cua Khoa

- LDBM l4ap danh sach GVHD va
GVPB giri vé Khoa va cong bd cho
GV.

- GVHD ding ky vé& Khoa thoi gian,
dia diém gip SV dé hudéng din viét
bao céo.

- Sau khi SV dugc tham gia thuc
hanh, SV s€ gdp GVHD dé duoc
huéng din viét bio cdo theo lich
thong bdo trén tai khoadn cd nhan
(uis.ufm.edu.vn).

- GVHD gip SV huéng din cich
thire, thoi gian 1am bai va ndp bai theo
ké hoach; can chi dinh danh myc va sb
luong céc tai liéu tham khao bit bude
sinh vién cin phai tham khao; phai bd
tri gdp SV it nhit 1 tudn 1 1in dé
huéng din sinh vién.

**% Cdc dang dé tai lua chon viét bdo
cdo, SV xem trong ké hoach.

- LbBM
- GVHD
-SV

- TKK
- QLDT

K& hoach
THNN cua
Khoa




Buoe

Trinh ty thyc hién

Trach
nhiém

Phéi hop
thue hién

Vin ban
hwéng din

*** Thoi gian thwc hién, nhiém vu
xem trong ké hoach.

LDBM tiép nhan lién két TMLTB
THNN tr Khoa phin quyén trén
OneDirive.

*** Ddng nhdp tai khodan cd nhdn
..@ufm.eduvn trén OneDrive dé
nhdn TMLTB.

-LbK
- LbBM

TKK

Huéng dan tao
thu muc va
chia sé trén
OneDrive

LDBM tao TMLTB theo hoc phan,
chia s¢ TMLTB cho GVHD va phan
cong cho GVHD quyén tuong tic phu
hop trén OneDrive.

- LbBM
- GVHD

TKK

Hudng dan tao
thu muc va
chia sé trén
OneDrive

- GVHD thu bai bao céo ciia SV theo
thdi gian quy dinh. GVHD tao thu
muc theo LHP va GVHD n{p bai bdo
céo, cing danh sich ghi diém tai t
trang c4 nhan (uis.ufm.edu.vn) lén
TMLTB da tao trén OneDrive.

- SV ndp bai béo cdo cho GVHD theo
thoi gian quy dinh trong ké hoach
THNN.

%% SV nép bai bdo cdo, bao gom: ndi
dung bai bdo cdo, ban Nhat ky gdp
GVHD, bin Rubric chim diém, bén
scan/chup Ddnh gia tai doanh
nghiép dd c6 diu dé ciia doanh
nghiép (danh cho SV khéng thuc hanh
tour).

- GVHD
-SV

Huéng dan
thao tac trén
OneDrive

- GVHD phén quyén truy xut va
chinh stta cho GVPB theo danh sach
LDBM phan cong va thong bdo cho
LDBM.

**% GVHD ndp bai bdo cdo va danh
sdch ghi diém lén TMLTB va théng
bdo dén LDBM chim nhit 01 ngay
lam vige, tinh tir thoi diém hét han
nép bai bdo cdo dd cong bo.

- GVPB kidm tra cic quyén dugc
GVHD cip va phan hdi ngay cho
GVHD, LDBM khi khong thé truy
cap dugc TMLTB.

- GVHD
-GVPB
- LbBM

Huéng dan
thao tac trén
OneDrive

- GVHD truy cdp vao TMLTB thuc

- GVHD

LbBM

- Tai ligu




Buwoc

Trinh tu thuc hién

Trach
nhiém

Phoi hop

thue hién

Vin ban
hwéng din

hién chidm bai vao ban Rubric va vao
diém tai danh sach ghi diém bing di
liéu excel trong TMLTB.

**% GVHD thwec hién chdam bai, danh
sdch ghi d@iém ch@m nhit 03 ngay
tinh tiv thoi diém thong bdo han nép
bai.

- GVPB truy cép vao TMLTB d thyc
hién chdm bai vao ban Rubric va vao
diém trén file danh sach ghi diém, dbi
chiéu diém cia GVHD tai file danh
sich ghi diém, néu khong c¢6 chénh
1éch diém sb thi GVPB tién hanh nhap
diém truc tuyén tai trang cd nhédn
(uis.ufm.edu.vn) va khoa diém, in
bang diém KTHP ndp vé Khoa.

***% GVPB nhdn bai, thuec hién cham
bai, danh sdch ghi diém, nhdp diém
chiim nhit 07 ngay tinh tiv thoi diém
théng bdo han ndp bai.

*%% Néy c6 sw chénh léch diém sé cia
2 GV thi thuc hién quy trinh chdm
diém khi cé sw chénh léch, thuc hién
theo muc 8, diéu 37, quyét dinh s6
3447/0P-PHTCM ngay 30/12/2022.

- GVPB
- TKK

huéng dan
SharePoint

- Huéng din
thao tac trén
OneDrive

- Quyét dinh
sb 3447/Qb-
DPHTCM ngay
30/12/2022
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- TKK tiép nhin BDPQT tir GVTH,
GVHD.

***% GVTH la trudng doan tham gia
huéng dan tour sau khi hoan thanh
tour, chdm diém cho SV va nop
BDQT, phiéu nhdét ky THNN vé Khoa.
*** Nhitng SV khong tham gia tour
do Nha truong t6 chirc, diém qud trinh
sé do GVHD chim diém dwa trén
bin Nhin xét ciia don vi thuc tap.

- TKK tiép nhan BDKTHP tir GVPB.
*** GVPB giao BPKTHP chim nhiit
07 ngay lam viéc tinh tir thoi diém
théng bdo han ngp bai.

-GVTH
- GVHD
-GVPB
- TKK

LbBM
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- TKK trinh BDQT, BDKTHP cho
LDBM kiém soat va ky xac nhan.
- TKK ban giao BPQT, BDKTHP vé

- TKK
- LbBM

-KTQLCL




Buoc Trinh ty thye hién

Trach | Phéihop Viin ban
nhiém thuce hién hwéng din

KTQLCL.
- KTQLCL luu trit bang diém chinh.

Khoa Iwu trir bai bao céo trén
12 | OneDrive va bang diém photo/scan. | TKK
K¢ét thac.

**k  Huéng dén  sit  dung  MsTeams, OneDrive.. tgi trang
https://phongcntt.ufim.edu.vn/vi/tu-van-ky-thuat
6. Yéu ciu chung:

a. P6i twong 4p dung: Tét ca SV ding ky hoc phin thuc hanh nghé nghiép; tit ca
c4c 16p hoc phan thyc hanh nghé nghiép thude khoa Du lich.

b. V& thoi gian, ndi dung va trinh bay bio cio

- Sinh vién viét béo céo thuc hanh nghé nghiép c4 nhan theo linh vuc dé tai da
diang ky véi Khoa va thyc hién theo quy dinh cta Trudng/Khoa v& thoi gian va yéu cau
vé chuyén mon (xem tai K& hoach thuc hanh nghé nghiép).

- Béo cédo s€ duogc trinh bay mot mat trén khd gidy A4, soan thao bang MS.Word,
stt dung bang ma Unicode, font chit Times New Roman, ¢& chit 13, khong dén chir, dan
dong 1,5 lines, 1& trén: 2 cm, 18 dudi : 2 cm, 12 trai: 3 cm, 1& phai: 2 cm. S6 trang tdi
thidu: 25 trang (khong bao gbm trang: phdn mé dau, muc luc, phu luc va tai liéu tham
khao).

c. Panh gia két qua

Két qua thuc hanh nghé nghiép 1a diém danh gi4 truc tiép k¥ ning thuc hanh
nghiép vu hodc quan tri trong céc linh vyc li€n quan dén khach san, nha hang, du lich,
su kién va viét d& cuong, doc tai lidu, thu thap s6 liéu, chinh stta ban thao theo dang tién
d6 va hoan tit, ndp bdo cdo thuc hanh nghé nghiép ding thoi han va phi hop véi yéu
cau ciia Nha truong vé hinh thirc va ndi dung.

Diém bao céo thuc hanh nghé nghiép chim theo thang diém: 10, diém dat 13 diém
tir 5 trd 1én va duge chdm diém qua 2 vong doc 1ap, trong do:

- Piém bai bio cdo thwe hanh nghé nghiép: 12 diém két thiic hoc phin do

GVHD chém: 5 diém
Trong d6:
e Diém trinh bay: 20%

Trinh bay rd rang, hinh thirc dep, vin phong mach lac, khong 16i k¥ thuat danh
may, it 18i chinh ta (binh quén dué6i 01 15i/trang).
e Piém bd cuc: 20%
B4 cuc dé tai dugc trinh bay theo thit tu sau:
+ Trang bia chinh (theo miu ctia khoa).



+ Trang Cam doan.
+ Trang Loi cam on: C6 thé ghi 1di cam on dbi véi co quan do ddu cong
trinh hodic c4 nhan (GVHD, c4 nhan nao d6 tai doanh nghiép... Phin nay
khong bt budc).
+ Trang Nhén xét, danh gia cia don vi thyc tap (vé sb liéu, noi dung thuc
tap, tic phong, dao dirc, ky luat...): SV ldy nhan xét c¢6 ky tén va déng diu
clia don vi thuc tap — gidy ndy scan/chup va dan vao tap tin bdo cdo (danh
cho SV khong tham gia thyc hanh tour).
+ Trang Muc luc.
+ Trang Danh muc:

Danh muc chit viét tit: Liét ké theo th ty A, B, C.

Danh muc bang.
Danh muc biéu dd.
Danh muc hinh.

+ Noi dung bai lam:

+ Tai li€éu tham khao.

+ Phu luc: Tai liéu, sb liéu lién quan

+ Ban Rubric chim diém ciia CBChT (ndp file word ciing bai bao cdo).
e Noi dung chinh bai bao cao: 55%

+ Tong quan vé d8 tai nghién ctru (M& diu)

+ Co s& ly thuyét (thuong goi 13 Iy lun) cia dé tai nghién ciu

+ Co s thuc tién cta dé tai nghién ciu

+ Céc giai phap (chién lugc), kién nghj

+ Két lugn
e Diém tai liéu tham khao: 5%
Tai liéu tham khao c6 it nhit 5 cubn sach va céc tap chi chuyén nganh. Trich
dan ngudn tai liéu tham khao va danh muc tai liéu tham khao dung thé tu nhu
sau: Tén tic gia (xép theo thir tw ABC, Viét Nam sép theo tén, nudc ngoai sip
theo ho), (ndm xuét ban), tén tic phim (in nghiéng), tén nha xuét ban, noi xudt
ban. (VD: Ha Nam Khanh Giao (Chu bién), Nguyén Cong Hoan, Truong Quéc
Diing, Nguyén Lé Vinh, Lé Thi Lan Anh, (2013), Gido trinh quan tri kinh
doanh li¥ hanh, Nha xuit ban Théng K&, Ha Noi. Sép theo thir tu tai liéu cua
Viét Nam dén tai liéu nuée ngoai, dén dudng link Website.

e Phu lyc: tai liéu, sb liéu lién quan (néu c6).
- Piém thwe hanh nghiép vu: 13 diém qua trinh 5 diém
e Sinh vién tham gia thyc hanh c4 nhéan, thuc hanh doanh nghi€p do chuyén
gia gidng day tai don vi thuc tdp dénh gia va s&€ do GVHD chdm diém dya
trén phiéu nhéan xét cua don vi thyuc téap.
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e Sinh vién thyc hanh tour (do Nha truong to chirc tour) s& do GVTH theo
doan chidm diém trén phiéu nhat ky THNN (mAu phiéu xem tai quy trinh
td chirc THNN cho SV khoa Du lich).

- Sinh vién s& bi diém 0 néu vi pham céc trudng hop sau:

o Sinh vién khong ndp bai dung thoi gian quy dinh.

o Sinh vién khong tuan thi ding quy trinh thuc hanh nghé nghiép va sy huéng
dan cua giang vién huéng din. Khoa lap hoi dong quyét dinh dva trén yéu
cdu ciia giang vién huéng dan.

o Sinh vién khong dén gip giang vién huéng din sau khi trién khai ké hoach 2
tuén.

o Sinh vién vi pham ky ludt khi tham gia thyc hanh dén méc phai dinh chi,
GVHD lap danh sach giri vé Khoa @ Hoi dong Khoa xit 1y; phan énh tinh
hinh thyue hanh va viét bao cdo cuia sinh vién cho Khoa.

- Khoa s& l4p hoi ddng danh gia trude khi cong bd diém chinh thirc céc trudng
hop sau:

o Nhitng béo cdo thuc hanh nghé nghiép c6 ndi dung gidng nhau (ting phin
hodc toan bg).

o Céc béo céo thuc hanh nghé nghiép sao chép (timg phan hoic toan bg) tir
sinh vién cua Nha truong hogc Truong khéc.

*** Cdch thirc dat tén:

- Thuw muc lwu bai thi “TenHocPhan_XXXX HoTenGVday”
- File danh sdch diém “DSGhiDiem_XXXX HoTenCBChT”
- Bai thi ciia SV “TenHocPhan_XXXX HoTenSV”
Trong dé: - XXXX: ghi day di M@ 16p hoc phan
- Ho tén ctia CBChT, GV day, SV, viét lién, khong dau. VD: Nguyend

d. Nhiém vu cia GVHD

- GVHD phai dang ky lich trinh huéng dan THNN v6i Khoa dé quan 1y sinh vién
trong thoi gian thyc hanh va viét bio cao. GVHD phai bé tri gip sinh vién it nhét 1 tudn
1 14n dé huéng dn sinh vién.

- GVHD c6 trach nhiém quan 1y vé chuyén mén ciing nhu tinh than trach nhiém, y
thirc chép hanh ky cuong, ky ludt ciia sinh vién trong qué trinh THNN. Huéng dan sinh
vién viét bao céo theo ké hoach, phiéu Nhat ky THNN.

-Dbi v6i cac sinh vién vi pham dén mirc phai dinh chi, GVHD lap danh sach gii
v& Khoa dé Hoi ddng Khoa xt 1y. Phan 4nh tinh hinh thyc hanh va viét bdo céo clia sinh
vién cho Khoa.

- Panh gia va chdm diém bao cdo cho sinh vién theo quy trinh nay.

e. Nhiém vu ciia sinh vién:

™
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- Sinh vién tu chon, ding ky linh vic d2 tai viét bao cdo THNN theo sy hudng dén
cua gidng vién dugc Khoa phéin cong.

- Sinh vién chiu sy quan ly cta giang vién huéng din tir khi dwgce phén cong.

- Thuc hién duing quy dinh v& cong tic sinh vién ctia Trudng va quy trinh THNN.

- Sinh vién khoéng dugc tu y vang mit tai don vi thuc tip hodc cic budi gip
GVHD ma khong ¢6 ly do chinh déang.

- Sinh vién phai thyuc hién va ndp bao cdo THNN dang thoi han quy dinh theo Kké
hoach THNN.

- Pén han nop bai SV tao thu muc luu bai bdo cdo va dit tén “Ten hoc phan_Ma
lop hoc phan_Ho ten SV, trong thu muc luu bai bdo cdo SV phéi ndp cho GVHD: tip
tin bai bdo cao THNN dang PDF kém theo ban nhin xét ciia don vi thwe tip cia
doanh nghiép (gidy ndy scan/chup va din vao tip tin bdo cdo); ban Nhit ky gip
GVHD (theo miu — dang Word); ban Rubric d4anh gia chAim diém ciia GV (theo
mau — dang Word).

7. Biéu miu kém theo Quy trinh

- Phu luc 1: Trang bia, SV thyc hién theo miu nay.

- Phu luc 2: Nhén xét, danh gia ciia don vi thyec tap.

- Phu luc 3: Nhét ky gap GVHD viét béo cdo.

- Phu luc 4: Rubric danh gié bai bdo cdo, GV guri cho SV dé ndp cung bai béo cio.

Ngudi soat xét Ngudi soan thio Truwdong khoa

| . j h}b /
Nguyén Vin Binh Hoang Bich Ngoc TS. Lé Trung Pao

K

Wl

—
-

Nguyén Thi Diém Kiéu
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PHU LUC 1: TRANG BIA

TRUONG PAI HQC TAI CHINH - MARKETING
KHOA DU LICH

~ BAOCAO
THU'C HANH NGHE NGHIEP ...

-----------

-----------------------------------------------
------------------------------------

------------------------------

—-__---——_-————--————————---————-__n---—_—--_——--———--——---————-————-———---——

GIANG VIEN HUONG DAN: ..cvuvvrrernrerereneeresesssrssesssannnn
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PHU LUC 2: NHAN XET, PANH GIA CUA PON VI THUC TAP: SV ldy nhan xét
va dau do tai don vi thuc tdp, sau do scan ban nay ndp cung bai bio cdo (danh cho SV
khong tham gia tour).

UNIVERSITY OF FINANCE - MARKETING
TOURISM

INTERNSHIP/WORKING PERFORMANCE RATING
PANH GIA KET QUA THUC TAP/LAM VIEC TAI DOANH NGHIEP

Name of trainee instructor (Ho t&n can b hrdNg dan TT) ... .cooverieeeeeeceeee e eeeee e e e e eeeeeeeeeenes
Naine o nicrnship unit {Tén don Vi hEcTD): coieismmmsmsmmms s s

Evaluation Period (Thoi gian danh gia): From (tte).....................

Excellent:

Xuat sac

Exceeds farther job standards.

Kha ning vugt xa yéu cdu co ban clia cong viée

Good: Consistently exceeds job standards in both quality and quantity. Work is
Tot .
consistently accurate; errors are few and less repeated.
C6 kha niing hoan thanh tdt cong viée duge giao ca vé sb lugng 1in chit lugng, it xay ra va tai
pham 13i trong c6ng viéc.
Average: Meets all job standards, quality and quantity are consistent with
Trung binh : .
standards on most of assignments; errors are infrequent.
C6 thé hoan thanh cong viéc dugc giao, it x4y ra 18i trong céng viéc.
Marginal: Overall works barely meets minimum job standards or it is frequently
T binh
:ung n below standards.
yéu 5 G o E B
Chua hodc chi dap ung dugce yéu ciu cong viéc t6i thi€u, cdn phai dao tao thém
Fail: Very poor in work demonstration.
Kém Kha nang 1am viéc kém.
AR Elo| 8| 2|2
No DESCRIPTIONS/MO TA KHA NANG = s 5 En =
=1 & > 5 =
= < | =
English (Tiéng Anh)
1 . , 0o O (0| O
Guest communication (Giao tiép véi khdch hang)
Microsoft office softwears (Tin hoc vin phong)
2 . o 0|0 0|10 |0
Ability of master in Microsoft office (Mirc d sir dung tin hoc vin phéng)
Knowledge (Kién thirc)
3 i olo |o| oo
Information related to work (Kién thire lién quan dén cong viéc)
Technical skills (Ky ning)
4 _ ) 0|0 |1 o (0
Demonstration on work (Kha néng thé hi¢n céng viéc)
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Job interest (Su yéu thich déi véi cong viéc)
Enthusiasm, initiative and resourcefulness without detailed 0l 0 ololo

supervision (Nhiét tinh, ¢ sdng kién va khd ndng hodn thanh céng viéc ma
khéng c6 su gidm sdt chi tiét)

Team work and Team spirit (Tinh than déng d6i va kha ning lam
viéc nhom)

6 | Ability to work with co-workers, willingness for special efforts (C oa ojpo|g
kha néing két hop céng vige 1t véi dong nghiép, sdn sang lam nhiing céng viée khi
c6 yéu cdu ddc biét)

Punctuality (Pung giv)

In and on time working hours (Di lam va vé ding gio)

Personal hygiene and care (Chim soc va vé sinh cd nhan)

8 Professional manner in dealing with guests and co-workers (Ddng vé 0o Oo|o|d
chuyén nghiép khi giao tiép véi ddng nghiép va khdach hang)

Responsibility (Trach nhiém dbi véi cong viéc)
9 Attitude: Guests, management levels, co-workers and work (Thdi do Ol 0 0 M M
trong céng viéc ddi véi khdch hang, cdn by quan Iy, déng nghiép va cong viéc)

Quality (Chét lugng cong viéc dugc giao)

{0 Acceptance  of output:  Accuracy, thoroughness up o 0olno ololo

hotel/vestaurant standards (Tinh chinh xdc va mikc @ hoan hao ciia két qua

céng viée dugc giao)

Total/Tong

. In which appears (s) of the job does employee “needs improvement?”
Sinh vién cin cai thién thém diéu gi trong cong vigc?

. General comments:

Péanh gia chung
Employee’s signature Date:............ Appraiser’s signature  Date:............
HOD’s signature Dgtessevess HRM’s signature DMtte, . .on siosna
General Manager  Datei..................

¢6 t6i thidu mét chir k¥ x4c nhén clia mot trong céc nhin sy phy trich nhén sinh vién thyc tap)
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PHU LUC 3: NHAT KY GAP GVHD
PHIEU NHAT KY GAP GIANG VIEN HUONG DAN
VIET BAO CAO THU'C HANH NGHE NGHIEP ...

HOC KY ............ NAM ..........
Sl VIR TG DI mnamunmannemsssaessomsss | %] O
MSSV..veiiriennne M 16p hoc phan:..........

Ngay,

GVHD danh gia,
thing, nim

Noi dung cong viéc o
nhan xét

GVHD XAC NHAN
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