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CHUONG TRINH PAO TAO C&B CHUYEN SAU

Khoéa hoc ""Pao tao C&B CHUYEN SAU" s& gilip c4c ban co co hoi tring tuyén vao cac doanh
nghiép va lam thanh thao, chuyén nghiép nghé Hanh chinh Nhan sy - Mot nghé cao quy, 1a canh tay dic
lyc gilp Ban Lanh dao Coéng ty trong viéc quan Iy va diéu hanh, 1a tm hon va Ia trai tim caa Doanh
nghigép.

Chdng 161 khowg VINATRAIN

“
paé( w twduq da( EDUCATION SYSTEM
Roc,cﬂﬂuq toi la Hotline
VINATRAIN 0964.237.168

http://vinatrain.edu.vn

1. TEN KHOA HOQC: Khéa Hoc Tién Lwong va Phiic Loi
2. THOI LUQNG GIANG DAY: 14 Buéi ca téi/ 12 Budi cudi tuan
3. HQC VIEN THAM GIA KHOA HQC

- Nhiing ai da hoan thién chuong trinh dao tao C&B co ban tai VinaTrain

- Chuyén vién C&B, nhan vién ké toan da c6 kinh nghiém lam vé C&B mudn ning cao chuyén mon

- Truong phong/Giam dc nhan sy mudn nang cao ning luc chinh sach nhan sy mang C&B dé tham
van tot hon cho Ban giam déc

- Giam déc/Quan Iy doanh nghiép mudn co cai nhin bao quat vé tién lwong trong doanh nghiép.

Muc tiéu:

- Lam duoc céc nghiép vu lién quan t6i tién luong va phuc lgi (C&B)
- Hiéu biét vé luat lao dong, phwong phap tinh lwong bao hiém, nghiép vu lién quan
- Tu in thiét ké hé thong tinh lwong thuong trong doanh nghiép

4. MAU FORM CHUNG NHAN TOT NGHIEP CUOI KHOA

CONG HOA XA HOI CHU NGHIA VIET NAM
Dic 1ip - Ty do - Hanh phie

GLAM DOC
CONG TY TNHI VINARAIN VIET NAM

has conferred cip
CERTIFICATE CHUNG CHI PAO TAO

Upon Ngwyen Thi Trinh Cho: Nguyén Thj Trinh Gioi tinh:N&
Date of birth Qns/199%8 Ngly sinh: 02051998
Completed training program: DA hodn thioh chuong trinh dio o
General accounting Ké toan tng hop
Course duration: 24 days, from: 10/12. 8024025 /a3 /2022 Théi gian hoc 24 ngay, tir ngiye 12 sexkén ngiy i sax -
At VinaTrain Vict Nam Co., Ltd Toic......... CO0g Yy TNHH VinaTrain Vige Nam -

SOnG 1Y w "_ 5 e f
G ekl

Mdu chizng nhdn tot nghiép cap cusi khoa tgi VinaTrain téi hoc vién da hoan thién khoa hoc
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Luew y: Chwrong trinh c6 sw diéu chinh phi hop véi cac khoa va tdp qudn thwong mai cua ting ving mién
nham muc dich giiip hoc vién hiéu va thich nghi tét véi hoar déng nghiép vu thiec té!

\ 4 NA'I'RAIN

HIC 1t VINATRAN

HE THONG BROTAC'

5. NOIDUNG PAO TAO

Thoi lweng Noi Dung Pao Tao

Phén 01: QUAN TRI HOP PONG LAO PONG
Chuyén dé ve luat lao dong

1Budi - BO6 Luat lao dong 2019 va van dung Phap luat lao dong vao cong tac C&B

- Nhimg 15i sai “mat tién” trong viéc tra luong cho Ngudi lao dong.

- Nhimg diém méi ctia luat Lao dong nam 2019 so v&i nam 2012

- Thyc hién nghia vu giao két HDLD theo Luét lao dong 2019.

- Cham dit hgp dong lao dong va xtr 1y cac truong hop cham dat hop dong lao
dong diung theo quy dinh phép luat

- Chuén bj dir liéu dé thyc hanh cong tic C&B cho doanh nghiép minh dang lam
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viéc.
- Tu duy phap lut lao dong, khai niém vé dinh murc lao dong
- Huéng dan ké khai nhanh khi phét sinh lao dong

Chuyén dé: Quan hé lao dong

3 Bubi - Ky luat lao dong - Can ctr phap ly, cach xay dung ndi quy lao dong

- Gi6i thiéu cac chuong va dé muc cua luat LD 2019, Nghi dinh 45/CP;

- Dac bi¢t 1a Noi quy lao dong ctia doanh nghi€p da dugc dang ky voi co quan NN
¢6 tham quyén"

- Noi quy lao dong: Noi dung cia NQLD; thu tuc dang ky nhu thé nao; Hd so gém
nhimng gi?"

- Ky luat lao dong, trach nhi¢m vat chét - trinh tu xir 1y, nguyén tac. Trinh tu th tuc
xu ly ky ludt lao dong

Céc hinh thtrc ky luat lao dong (Khlen trach, Keo dai thoi gian nang luong, cach chic,
sa thai)Trinh ty tha tuc xtr 1y boi thuong thiét hai. Khiéu nai vé ky luat lao dong, trach
nhiém vat chat Ky luat lao dong Phuong hudng giai quyét ap dung hinh thuc ky luat
lao dong sa thai: dling quy dinh va trai quy dinh.

Céc tinh hubng ngoai 18: d6i véi hanh vi khong quy dinh trong Noi quy lao dong, ma
NLD vi pham hanh vi d6, thi c6 bi xur Iy ky luat lao dong hay khong? Vi sao

Phin 02: QUAN TRI NGHIEP VU BAO HIEM
Chuyén deé bao hiém xa hoi

2 Buoi

- Nghi¢p vu bao hiém x3 hoi huéng dan thu tyc khai bao: téng hop céc nghié¢p vu
lién quan t6i bao hiém, phén tich cu thé ¢6 tinh huéng thuc té, nhimg luu ¥ trong
thanh bao hiém xa hoi.

- Luat BHXH can luu y

- Téi wu héa cac khoan phai dong BHXH

- Thu tyc dang ky BHXH lan dau

- Nghiép vu thu: Tang/ Giam Nguoi lao dong, diéu chinh mirc dong. ..

- Nghiép vu Chi: thanh todn cac ché do (trg cép dm dau, thai san, lao dong nam
nghi khi v sinh con, dudng sirc phuc hoi stic khoe, tir tuit...)

- Hudng din cac thi tuc va hd so BHXH va th¢ BHYT (Chét s6 BHXH, cép lai the
BHYT, diéu chinh noi KCB, diéu chinh s s6 BHXH do sai thong tin...)

»  Hudng dan xir Iy cac vi pham thudng gap trong nghiép vu bao hiém xa hoi: SO gop,
sO trung, cham bao ting giam, quén béo ting giam, sai thong tin nguoi lao dong, mat so,
thoai thu, truy tru... Céc thu tuc hang thang, hudng dan ké khai chi tiét trén excel
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Phin 03: TIEN LUONG - QUY CHE VE TIEN LUONG
- Tong quan vé tién lwong, Quy trinh thanh toan luong.
- Gioi thiéu quy ché luong, hé thong thang bang lwong.
- Nguyén tic tra luong, hinh thirc tra luong, cac quy dinh ctia Luat lién quan dén tién
. luong
2 Buoi - Thuc hanh cach tinh tién luong trong cac truong hop cu thé (thir viéc, lam thém gio,
1am viéc vao ban dém, ngimg viéc, hoc nghé, nghi L& Tét, nghi phép ...)
- Tro cép thoi viéc, tro cép mat viée 1am
- Tién luong & cac ché do phuc loi khac ghi trong hop dong lao dong
- Phuong phap 4p dung lwong theo san phim
- Gi6i thidu cac quy wéc chim cong, cac ndi dung co ban cua 1 bang tinh luong

»  Thyc hanh xdy dung hé thong bang chim cong, ciu truc bang tinh lwong, thiét ké
bang tinh luong

Chuyén Pé Excel

- Hudng dan thyc hanh cac cong thirc excel thuong dung dé trong nghiép vu tinh
luong (VLOOKUP, IFERROR, SUM, SUMIF, COUNT, ...)

- Hué6ng dan thuc hanh cac cong thirc excel thuong dung dé trong nghiép vu tinh
luong (COUNTIEF, IF, IF (OR), IF (AND), DATE, MID ...)

- Huéng dan thyc hanh céc thi thuat excel trong cong tic C&B (Tron lwong, giri
email hang loat, mau, dat pass, in, view,...)

2 Bubi

- Thuc hanh Iap tinh lvong bang cong cu excel (tir xir 1i dau vao, tinh luong dén 1ap
1énh chuyén khoan, giri phiéu lvong. K§ thuat kiém tra lwong nhanh chong

PHAN 04: THUE THU NHAP CA NHAN

. - Tim hiéu quy dinh phéap lua vé thué TNCN.Thu tyc trinh tu cong viéc lién quan

2 Buoi dén Thué TNCN. Hu6ng dan Xay dung bang luong thué TNCN va cac chung tir
hop I€.

- Kién thirc vé Excel: Cac ham cong thirc thudng xuyén sir dung trong bang luong,
cac ham cong thirc lién Nghiép vu lién quan t6i quyét toan thué TNCN

- Cac giai dap lién quan v6i van dé thué TNCN

PHAN 05: TIEN LUONG 3P-KPI

- Tim hiéu vé KPI cach xay dung bang luong theo chi tiéu KPI: thoi gian, luong san
pham, luvong khoan....theo timg m6 hinh cong ty. Xay dung h¢ thong lvong
thuong phu hop véi timg loai hinh cong ty: thuong mai, dich vy, ban 1€, san xuat

3 Buoi - Cach thirc xay dung hiéu qua lvong 3P. Cach xay dung chi s KPI phu hop timg
vi tri. Huéng dan cach xay dung bang cong, chim cong va kiém soat cong, luong
Céch xay dung luong thoi gian, lwong san pham, lwong khoan. .

- Phan tich han ché khi 4p dung luong 3P; KPI doanh nghiép van hénh
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Két thiic khoa hoc, Review tirng bai thu

Phuong phap va thoi luong hoc tap.tuong tac truc tiép voi gido vién qua cac tinh huéng
thirc té, giai dép thic mac ctia hoc vién.

NOI DUNG PAO TAO MO RONG

KY NANG MEM TRONG QUAN LY NHAN SU, CHIA SE VAO CUOI THANG

e Dung nhan nhu dung mdc, ding ngudi ding viéc hiéu qua gip 100 lan thué ngudi dung sai viée

e  Trong nhan sy biét ding ngudi s& gitip ban hiéu rd ban 1a ai, kha ning ctia ban 1a gi, lan truyén kha ning
tich cuc t6i nhitng ngudi xung quanh.

e  K§ ning danh gi nhan sy qua cac yéu t vé kha ning ciia mdi nguoi.

Thai gian:
- Pao Tao Truc Tuyén: 19h30-21h30
- Pao Tao Tryc Tiép Ca T6i:18h30-21h
- Pao Tao Online Gid Hanh Chinh: 8h30-11h30; Chiéu 1h30-16h30

- Pao Tao Cubi Tuan:8h30-11h30; Chiéu 1h30-16h30
6. LE PHI AP DUNG

e L& phi khoa hoc ap dung: Online: 3.700.000 VNB/ Truc tiép: 4.000.000 VND /Khoéa hoc khong phat
sinh chi phi

Chuyén khoan truée ngay khai giang 1& phi giam 200.000 VND

Piang ky nhém 2 nguoi trd 1€n dugce giam thém 100.000VND/ nguoi

Quyén loi: Hoc thir 02 Budi néu khong hai 1ong chiing t6i s& gitr lai 200.000 vnd

Luu y: Bao gia trén chua bao gdm 10% VAT

7. HE THONG CHI NHANH

- Ha N@i: S6 185 Nguyén Ngoc Vii, Cau Gidy, Ha Noi
- H6 Chi Minh: 45 Thach Thi Thanh, Tan Dinh, Quan 1, H5 Chi Minh
- Pao tao truc tuyén: Trung tdm day tuong tac trén phan mém day truc tuyén

Tran treng kinh g !



