Contact: Career@macusaone.com

Phone/SDT: 0938125576

The purpose of this recruitment process is to ensure strict compliance, foster unity, and promote
close coordination among all parties involved. This approach optimizes time and effort, minimizes
resource waste, and contributes to the efficiency and success of recruitment activities.

Muc dich cta quy trinh nay la ddm bdo sw tuan thd nghiém ngét, déng thoi tao ra sw théng nhat
va phéi hop chét ché gida cac bén lién quan trong qua trinh tuyén dung. Diéu nay gitp téi wu héa
thoi gian, céng strc, gidm thiéu lang phi nguén luc, gép phéan vao sw hiéu qud va thanh céng cda
qua trinh tuyén dung.

1. HR Manager / Quan ly Nhan sw

Oversee the entire recruitment process.

Ensure smooth coordination between the HR department and other departments.

Review and approve job offers for successful candidates.

Quan ly Nhan s chju trach nhiém giam sat toan bd quy trinh tuyén dung, ddm bao sw phéi hop
subn sé gida phong Nhan sw va cac phong ban khéac, dong thoi xem xét va phé duyét thu moi
lam viéc cho trng vién dat yéu céu.

2. Hiring Manager / Quan ly bé phan (Manager, Team Leader)

Provide detailed recruitment requirements using the HR department’s request form.

Promptly review feedback and CVs from the HR department.

Notify the HR department of interview results.

Quén ly B6 Phan cung cép théng tin chi tiét theo biéu mau yéu cdu ter phong Nhan s, xét duyét
phdn héi va hé so tir phong Nhan sw kip thoi, déng théi thong bao két qud phéng vén cda umg
vién dén phong Nhan str.

3. Talent Acquisition / Nh&n sw Thu hut Nhéan tai
e Follow the recruitment process to ensure timely hiring for departments.
e Screen CVs, conduct preliminary interviews, and coordinate with the Hiring Manager.

Nhan s Thu hat Nhan tai tuan thd céc buéc trong quy trinh dé dam bao tuyén dung kip thoi,
sang loc hé so, thuc hién phéng van so bé va phéi hop véi Quan ly Bé Phan.
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The recruitment process consists of 9 clear steps to ensure efficiency and transparency. Below
is a detailed breakdown of each step:

Quy trinh tuyén dung bao gém 9 buéc nhdm dam bao tinh hiéu qué va ré rang. Duéi day la phan

mé t4 chi tiét cho timg budc:

Step / Bwoérc

Description (English)

M6 ta (Tiéng Viét)

Step 1: Xac
dinh nhu cau
tuyén dung /

Recruitment Manager identifies the
department’s hiring needs:

The Department Head
sends an approval request email to the
Board of Directors (BOD), clearly
stating the reason for recruitment and
the number of hires. Once approved,
the information should be forwarded to
the HR Department to proceed with
the recruitment process.

The
Department Head sends a recruitment

Quan ly bd phan xac dinh nhu cau tuyén
dung cta b phan:

Trwdng bo phan gri email xin
phé duyét tr BOD, néu ré ly do tuyén
dung va sé lwong nhan sw. Sau khi duoc
phé duyét, chuyén tiép thong tin dén
phong Nhan sy dé tién hanh quy trinh
tuyén dung.

Trwdng bd phan gwi
email yéu cau tuyén dung tryc tiép dén
phong Nhan sw, néu rd vi tri can thay thé
va ly do (vi du: nghi viéc, chuyén bo

to define hiring requirements, finalize
the job description (JD), and propose

Identifyin S R
. ying request email directly to the HR|phan...).
Hiring Needs L
Department, clearly indicating the
position to be replaced and the reason||Théng tin Lién hé:
(e.g., resignation, internal transfer,|Anna Vo — Quan ly Nhan sy
etc.). Sophie Truong — Chuyén vién thu hat
nhan tai
Contact Information: Email: anna.vo@macusaone.com
Anna Vo — HR Manager sophie.truong@macusaone.com
Sophie Truong — TA cum HRBP career@macusaone.com
Email: anna.vo@macusaone.com
sophie.truong@macusaone.com
career@macusaone.com
The HR Department collaborates with |Phong Nhan sw phdi hop cung Quan ly
Step 2: the Hiring Manager to clearly identify (b phan dé& xac dinh rd nhu cau tuyén
RecF;ui.tment recruitment needs and finalize job dung va hoan thién yéu ciu tuyén phu
requirements that align with actual hop véi thue té cong viéc.
Request
. . work demands.
Confirmation . a x
R o HR lam viéc trwc tiép
/ Hoan thién . R S A
théna tin HR works v&i Quan ly bé phan dé xay dwng yéu
2 g directly with the Department Manager |cau tuyén dung, hoan thién bang mo ta
tuyén dung

cong viéc (JD) va dé xuét mirc lwong
phu hop véi thi trwdng va ndi bo.
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Step / Bwéc Description (English) M6 ta (Tiéng Viét)
a salary range that aligns with both
market standards and internal Dwa trén mo ta
structures. cong viéc hién co, HR ra soat va cap
nhat lai cac tiéu chi, yéu cau bd sung
Based |[|(néu c6) nham dam bao phu hop véi
on the existing job description, HR nhu cau hién tai cta bod phan.
reviews and updates relevant criteria
or adds any additional requirements | Th&i gian thwc hién:
(if needed) to ensure alignment with , HR chju trach nhiém
the department’s current needs. hoan thién mo ta cong viéc va ndi dung
tin dang tuyén dung, s&n sang cho buwdc
Timeline: trién khai tiép theo.
HR is responsible for finalizing the job
description and preparing the job
posting content, ready for the next
recruitment step.
HR posts job openings on relevant . . 2 N Lo
Step 3: Job P : P g : . |[HR dang tin tuyén dung trén cac nén
. platforms (company website, job|, . N . .
Posting & tdng phu hop (Website cong ty, Job
boards, etc.), screens resumes, and N X . N £
Resume o . : Boards,..), sang loc hé so va phdng van
. conducts initial phone interviews. . a S N <
Screening / . . so b6 qua dién thoai. Cac CV tiém nang
= 2 Potential CVs are continuously sent \ r 1 DA LA
Dang tuyén . dwoc gui lién tuc cho Quan ly Bb Phan
. X to the Hiring Manager throughout the P , A 2 aa
valoc ho so : trong suot thang tuyén dung de dam
gng vien |l ccruitment month to ensure noy .. a0 ng i tng vien phu ho
g suitable candidates are missed. g g P >P-
Step 4: CV
Submission |The  Hirin Manager  reviews s A ML e A . A
. . g g ) Quan ly B6 Phan xem xét ho so (Png vién
to Hiring candidate resumes and provides| =, 5 A . A
va phan hoi cho Phong Nhan sy trong
Manager / feedback to the HR Department . x A am
.. , dam bao tién do
Gwri CV cho to ensure the||, x R
2 . tuyen dung dugc duy tri.
Quan ly recruitment process stays on track.
Tuyén dung
Step 5: . . s N A .. s s £
Interview HR sends interview invitations to|Phong Nhén sy gwi thw m&i phong van
S candidates and schedules interviews|dén tng vién va sap xép lich phéng van
Invitation / . . . .. R . oA A A
L .. |with the Hiring Manager via Google|véi Quan ly BO Phan trén Google
Guwi thw moi
5 £ Calendar. Calendar.
phoéng van
Step 6: Candidates participate in interviews|| . . 5 T X
P : . P iy P Ung vién tham gia phong van véi Quan
Interview with the Hiring Manager, HR I/ B& Phan. nhond nhan s Vi cac ban
Process / Department and other relevant y B AN, phong i

Phéng van

stakeholders (if applicable).

lién quan (néu co).




Step / Bwéc Description (English) M6 ta (Tiéng Viét)

Th Hirin Manager luat 2 DA AL .
Step 7: © . nng . anager — eva ufa ©s Quan ly B6 Phan danh gia trng vién qua

: candidates using the provided| = % . L 5 £
Interview . bieu mau danh gia phéong van
. Interview Assessment Form R o 5 £
Evaluation / : . lam viéc sau phong van.
. . after the interview.

Danh gia
phéng van Link: Interview Feedback Link: Interview Feedback
Step 8: After receiving the evaluation results||Sau khi nhan két qué danh gia t» Quan
Interview from the Department Manager, HR will||ly bd phan, phong
Feedback & |contact and send offer letters to||Nhan Sy sé lién hé va gii thw moi lam
Offer / Phan |[successful candidates viéc cho cac rng vién dat yéu cau, déng
hoi két qua , while sending thank-|thdi gt thw cdm on dén nhirng &ng vién
phéng van you letters to those not selected khoéng dwoc chon.

The HR department will send an email

to the selected candidates, providing||Phong Nhan sy sé gri email cho cac
Step 9: instructions  for  preparing their|{(rng vién dat yéu cau, hwdng dan céac tha
Onboarding |jpersonnel files, company email(tuc chuan bi hd so nhan sw, cung céap dia
Guide / details, and arranging the onboarding|/chi email cong ty va sap xép bubi dao tao
Hwéng dan  |[training session. The Hiring Manager||dau vao. Quan ly bd phan sé hwéng dan
héi nhap will guide the new employee injnhan vién méi hdoa nhap v&i moi trudng

integrating with the team and|jva cong viéc cta bd phan.

department.

e All parties involved must strictly follow the specified timelines at each stage to ensure
recruitment efficiency and avoid losing potential candidates.

¢ In urgent hiring cases, the Department Manager should promptly notify the HR Manager
to prioritize the process.

e The recruitment procedure may be adjusted based on specific requirements, subject to
prior approval from the HR Manager.

e For any position that remains unfilled for more than 75 days, the recruitment process will
be automatically closed and no further hiring efforts will be made for that position.

T4t c cac bén lién quan can tuan tha thoi gian quy dinh trong timg budc dé dadm bao hiéu qua
tuyén dung va tranh mat ¢ng vién tiém néng.

Trong truromg hop cén tuyén gép, Quan ly B6 phan cén cha dong thdng béo truc tiép cho Quén
ly Nhan sw dé duoc wu tién xcv ly.

Quy trinh tuyén dung c6 thé duoc diéu chinh linh hoat theo yéu céu thuc té, nhung cén cé sy phé
duyét truoc tir Quan ly Nhan sy

Déi v6i cac vj tri 6 thoi gian tuyén dung vurot qua 75 ngay, quy trinh sé tw déng két thic va vi tri
do sé khong tiép tuc duoc tuyén dung nira.



https://docs.google.com/forms/d/e/1FAIpQLSeSA8Rk3A_2i-QqnhPiN2Ja10UXuICpqE3INW5XD3gh3Y_3JQ/formResponse
https://docs.google.com/forms/d/e/1FAIpQLSeSA8Rk3A_2i-QqnhPiN2Ja10UXuICpqE3INW5XD3gh3Y_3JQ/formResponse

For any inquiries, please contact:

Contact Information / Théng tin lién hé

e Anna Vo — HR Manager - anna.vo@macusaone.com

e Sophie Truong — TA cum HRBP - sophie.truong@macusaone.com

o Email: Career@macusaone.com
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