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*CBNV kiém nhiém nhiéu vi tri s& hudng ché dd clia cap bac cao nhéat

“Xin chao BOOers,

Trén tay ban a quén trén man hinh cua ban dang
la cubn BOOer’s handbook - nai tdp hgp toan
b6 céc bi kip dé cac ban trd thanh mot nhan vién
hang “bést” tai BOO. Chung t6i hy vong rang
moi thadc mac clia céc ban sé dugc giai dap ngay
tai day.

Chuc ban sé& cung BOO phat trién mdi ngay!”
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1. TAM NHIN

“A Lifestyle Brand inspiring
people with young spirit ”

2. SU MENH

“Create Inspiring lifestyle
products that are experimental,
sustainable and young at heart.”

3. GIA TRI COT LOI THUONG HIEU

Young spirit
Creativity
Vietham’s pride
Sustainability

4. SLOGAN THUGNG HIEU
Everyday life on the streets




5. GIA TRI COT LOI VAN HOA 6. TUYEN NGON VAN HOA

Customer Centricity

Khach hang trong tam

N

R

GIA TRI THUC DAY CONG TY

Khéng cé khach hang, khéng cé BOO. Chung ta hiu dugc tAm quan
trong cua viéc dat khach hang vao trong tam, giai quy&t moi van dé
dudi géc nhin clia khach hang, cho khach hang, vi khach hang

Excellent

Xuat sac

BOO ludn dé cao vé chat lugng, tU san phdm, dich vu dén con
ngudi. Chung ta luén thuc ddy ban than dé vugt qua gidi han, pha
v3 moi tiéu chuan. Chung ta tap trung vao nhiing thd mang lai gia
tri va uu tién chat lugng hon sé lugng.

Experimental
Th nghiém

BOO tin ring v&i mét tinh than tré, khéng gi 1a khéng thé. Béng viéc
dam lam - dam thi, dam mé sang tao, khéng ngling cai tién, khéong
ngai duong dau va vugt qua moi thlr thach. Chung ta ma vé nhiing
diéu tudng nhu khéng thé va bién ching thanh hién thuc.

CULTURE

2

GIA TRINOI TAI CA NHAN/TAP THE

VALUES

N

Rightness
Pung dan

BOO khong thoa hiép véi nhiing viéc trai dao duc, khéng thanh that
va khéng ngay thdng. Chang ta tuan tha moi quy dinh va lam
diéu dung dan ngay ca khi khéng c6 ai theo dbi.

N

BOOer ludn tu duy tich cuc, c8i ma trong viéc dén nhan y kién trai
chiéu nhdm hudng dén giai phap. Cho du chi la trao d8i théng tin hay
bao vé quan diém, ching ta déu dung su chan thanh va léng tén
trong dé tuong tac véi nhau.

Ownership

Lam chu

N

BOO trao quyén va dat niém tin vao nhan vién clia minh - nhiing ngudi
lam chd cudce séng, 1am chl thai gian, lam chd céng viéc, dam chiu
trach nhiém véi cam két ctia chinh minh.

Sustainable

Bén viing

GIA TRI CHUNG

V@i BOO, kinh doanh khéng chi la tao ra Igi nhuan ma la duge
truyén cam hiing va déng gép cho xa hdi. Thdng qua céch chung ta
kién dinh v&i muc tiéu xanh héa; cach chung ta téi uu chi phi; cach
chung ta uu tién cac giai phap mang tinh dai han; cach chung ta
tran trong maéi trudng séng va cé trach nhiém véi cac van dé xa hoi.
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L . CO CAU THU NHAP

THU NHAP

CON NHUNG CAI
'KHAC CO HAY KO CO,
O QUAN TRONG”

CAC KHOAN
4 PHUCAP,
HO TRO KHAC

THU NHAP

Wl TANG THEM

(Néu co)

(Néu coé)

1. LUONG THOA THUAN

Lucng thoéa thuan dugc xac dinh can cu vao
chuc danh cbéng viéc, chuyén mén, kinh
nghiém va mat bang chung cla thj trusng lao
déng, da dugc hai bén dong y thda thuéan.

LUONG THOA THUAN BAO GOM:

biéu chinh luong dinh ky

BOOer dugc danh gia hiéu qua céng viéc
2 lan / nam vao thang 3 va thang 9

Pudgc can nhéac diéu chinh luang dinh ky
11an / ndm cén cU theo céc yéu té:

- K&t qua danh gia hiéu qua cong viéc hang

thang/quy/nam
* Hiéu qua hoat déng cua Cong ty

+ Khéng vi pham ky luat Cong ty

THUONG

HIEU QUA
HOAT BONG
60%

* tinh theo ngay cong lam viéc thuc té.

2. CAC KHOAN PHUY CAP,
HO TRO KHAC

Céac khoan phu cép, hd trg khac bao gém:
Phu cép kiém nhiém, phu cap may tinh, phu
cap dién thoai, phu cap mua... theo dac thu
cdng viéc cla ting ca nhan.




3. THU NHAP TANG THEM (néu c6)

Bonus, com

Thu nhdp tang thém nay phu thudc vao
doanh thu ctia céng ty va ty 1é hoan thanh chi
tiéu cua tlng cé nhan/ bé phan.Bonus dugc
kich hoat khi ty 1&é dat chi tiéu cla cé nhan/
b6 phan > 100%.

Thudng dinh ky

THUGNG THANG LUCONG 13

Can cu trén hiéu qua kinh doanh trong nam
xét thudng, Cong ty sé xem xét thudng
thang luang thu 13 chi vao trudc ky nghi Tét
am lich cho toan bd CBNV.

THUGNG THEO HIEU QUA CONG VIEC

Céng ty trién khai danh gia va xét thudng sau
khi két thic nam BOO va trao thudng vao
chuang trinh It's BOO Time hang nam. Muc
thudng dugc quy dinh cu thé theo két qua
kinh doanh tling thai diém.

Thudng thanh tich
dot xuat

THUGNG THANH TiCH CHIEN DICH, DU AN

BOOer tham gia céc chién dich, dy én va dat
thanh tich t6t sé dugc xem xét khen thudng
theo hiéu qua dem lai. Tdng ngan sach
thudng khong vugt qua 1 thang luong thda
thuén clia nhan vién dugc khen thudng.

THUGNG “DAM LAM DAM THU”

BOOer dugc xem xét khen thudng khi cé cac
sang kién, cai tién cho céng viéc.

Muc thudng tuy theo hiéu qua clia cac séng
kién ti 500.000d dén 2% gia tri kinh t&€ mang
lai. KEt qua dugc xem xét bdi Hoi ddng cham
thudng theo 2 tiéu chi:

- Hiéu qua tai chinh do dai dién Finance cham
- Gi4 tri sang tao do dai dién khoi Creative
cham.

THUGNG “NGUSI TOT VIEC TOT”

BOOer |am viéc t6t nhu: nhat duge dé rai tra
lai cho khach hang, dugc khach hang gui
thu/ tin nhan cadm an, gitp d8 ngudi gap nan,
hudng dan nhan vién mdi... dugc xem xét
khen thudng Nhan vién cla thang vdi giai
thudng lén dén 2,000,0004/ thang tuy vao
muc dé.

THUGNG GISI THIEU UNG VIEN

BOOer gidi thiéu dugc Ung vién qua thi viéc
va dugc ky HBLD chinh thic sé dugc
thudng.

Bam vao day dé xem chi tiét:
CS-BOO-06-Chinh sach thudng dinh ky
CS-BOO-05-Chinh sach gigi thiéu ung vién ndi bd

Thudng tham nién

MUC THAM NIEN CONG TAC* THUONG

1 TU 0 2 ndm 1.800.0004
dén dudi 3 nam

2 TU dU 3 ndm 3.600.0004
dén dudi 4 ndm

3 TU dd 4 néam 5.400.0004a
dén dudi 5 nam

4 TU AU 5 ndm 7.200.000a
dén dudi 7 ndm

5 TU dU 7 ndm 8.500.000a
dén dudi 10 nam

6 TU Al 10 ndm trd 1én 10.000.0004a

* thyc té tinh tU ngay bat dau lam viéc
dén ngay 15 thang 1nadm (n)
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Il. PHUC LOI

1. CHE DO CHAM sOC sUC
KHOE THE CHAT & TINH THAN

Kham stc khée dinh ky

BOOer dugc kham suc khoe dinh ky O1
lan/nam. Ap dung cho khéi van phong ky
HBLD chinh thic va khéi clfa hang cé tham
nién lam viéc du tu 06 thang trd 1én.

2 v ” 2
Bao hiém suc khoe

Ngoai bdo hiém y t&€ theo quy dinh cla Luéat
lao déng, Céng ty cd chinh sdch mua thém
bao hiém stic khée cho BOOer

BOOer CONG TY TRA

CipF,C,H  100% chiphi
(dp dung v8i CBNV chinh thtic)

x 100% chi phi
Cap M (dp dung v8i CBNV tU 6 thang tr3 1&n)

CapUL,TL,S Tutra

(néu cé nhu cau)

Tham héi khi 8m dau
BOOer 6m dau tl 03 ngay trd Ién nghi tai nha

cd xac nhan tU Quan ly dugc hudng chinh
sach tham hoi.

* muc hudng chi ép dung cho khéi Van phong va SM, ASM

BOOer MUC HUGNG GHICHU

CépF,C,H 2,000,0008 083 lan/nam
CépM 1,000,000d 03 lan/n&m
Cap UL, TL 600,000d 03 lan/n&m

Cap S 300,0004 03 lan/ndm

Team building, nghi mat

TEAM BUILDING

M&i mét mua, nhan vién lam viéc tai van
phong sé& cé 01 ngay hudng lusng dé tham
gia team building (bat budc phai di chung ca
phong).

Hang nam, BOOer dugc hudng Y2 ngay nghi
hudng luang vao chiéu ngay dién ra sy kién
va dugc di lam mudn 2h vao ngay hém sau dé
tham gia It’s BOO time - su kién két néi Idn
nhéat trong ndm.

NGHi MAT

M&i nam, Nhan vién toan bd céng ty sé co
ngay nghi hudng lusng dé tham gia nghi mat.
Chi ti€t s6 ngay theo théng béo tir P. HCNS.
Ché& dd dai ngd nay ap dung vdi tat ca nhan
vién dang lam viéc tai Céng ty tai thai diém té
chuc véi chi ti€t muc dé dai ngd nhu sau:

BOOer CONG TY TRA

Nhan vién chinh thiic 100%
lam viéc tu 12 thang tra 1én

Nhan vién chinh thic Muc hudng =

lam viéc dudi 12 thang Chiphix Ty lé

tinh dén ngay di nghi mat. s6 théng lam
viéc trong nam

Nhan vién thi viéc Tu chitra
Outsource, CTV, TTS.

An trua

Hb trg 50% chi phi an trua cho BOOer tai Van
phong chinh cong ty theo gid da giam cua
Ban quan ly van phong UP.

An “chua”

Nhan vién khéi Van phong hd trg céng viéc
clia nhan vién khéi Clta hang ngay cao diém
va ngugc lai dugc hudng hé trg 1d6 udng + 1
suat &n/ ngay hd trg. Muc chi phi tucng
ducng sé theo dé xuat clia Phong dugec hd
trg va thong qua bdi Phong HCNS tai tung
thai diém.

(U

)




2. CHE PO UU PAl

Céng doan

BOOer tham gia cong doan (goi chung la
Cbng doan vién) sé dudc hudng céac chinh
sach tU Quy céng doan, bao gébm céc hoat
déng sau:

* Quy tham hoi: danh cho céng doan vién va
than nhan clia cong doan vién;

- Quy chi thudng & tét va cac dip dac biét;
* Quy tham quan, du lich, team building;

- Quy t6 chiic hoat déng ndi bé;

- QuY hd trg kho khan;

- Quy khuyén hoc;

* Quy chi cho hoat déng quan ly clia Ban
chép hanh céng doan co sd;

* Quy chi cho cac hoat ddng khac;

Bam vao day dé xem chi tiét:
230315_HR_OPD 3_ Quy dinh vé thu chi quy céng doan

Sinh nhat

CAP MUC HUGNG  DIEUKIEN
F,C 2.000.000a
Ap dung
chinh thuc
M 1.000.0004 GUi code qua
tin nhan dién thoai
UL, TL 500.0004a
S 300.0004

Ngay |1é 30/4 & 1/5, 2/9

CAP MUC HUGNG  DIEU KIEN
F,C 2.000.0004a Khéng
H 1.000.0004d
M 1.000.000d ,
Ap dung
TL, UL 700.0004 v6i CBNV
chinh thuc
GUi code qua
S 500.000a tin nh&n dién thoai
CTV/ 200.000d
Intern

Dadi ngoai

CAP MUC HUGNG  DIEU KIEN
F 2.000.000d  Khéng
C 2.000.000d )
Ap dung
- 10000004 VoI CBNV
chinh thic
GUi code qua
M 500.000a tin nh&n dién thoai
Mua hang BOO
CAP  MUCHUGNG HANMUC
F,C 30% 40.000.000 / mua
H 30% 30.000.000 / mua
M 30% 24.000.000 / mua
TL,UL  30% 12.000.000 / mua
S 20% 9.000.000 / mua

Bam vao day dé xem chi tiét:
CS-BO0O-09-Chinh sach mua hang uu dai néi bé

Ché do uu dai luu tru U LESA

MUC CHIET KHAU

PHONG AN UONG

Phong bantham gia  100% 10%
Team builiding
Ca nhan, ngugithan, 20% 10%

ban bé cua CBNV.

Ca nhan, ngugithan, 10% 10%
ban bé cuia CBNV.

HAN MUC

Méi phong ban dugc
st dung 11an/ nam va
gidi han 1dém.

sap xép theo sé lugng
phong tréng cé sén.

12 dém/ nam
Gidi han 1 phong/ dém

Khéng gidi han.

Bam vao day dé xem chi tiét: CS-BOO-08- Chinh sach uu dai cho CBNV tai U Lesa

§ -

v

, REEREAFN 777
e NHA BEN RUNe® .

THOI DIEM

Ap dung tU Ch Nhat
dén hét thu 5.
Khéng bao gém ngay €.

Khéng ap dung T7,
ngay |&.

Khéng gidi han.
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3. CHE PO NGHi PHEP

- BOOer c6 s6 ngay nghi phép theo quy dinh clia phap luat
12 ngay phép/nam néu di lam du 12 thang.
Mbi 5 ndm lam viéc sé dudgc tdng thém 1 ngay phép.

» Khéng st dung lién tuc 04 ngay phép
tri khi dugc phé duyét bdi Trudng phong HCNS.

* Nhan vién trong thdi gian thu viéc khéng duge st dung phép,
trudng hop ky HPLD chinh thic, s6 ngay phép nay sé dugc su
dung bu lai.

- Phép ndm chua s dung hét trong ndm duacng lich
(tUr 01/01-31/12) dugc bao luu toi da 3 ngay dén hét thang 3 cla
nam ké tiép.

- Khi théi viéc tai Cong ty, néu nhéan vién hoan thanh ban giao du
thdi gian béo trudc theo Luéat lao ddng quy dinh sé& dugc tat toan
nhiing ngay phép ton (néu cd) tinh dén thdi diém duyét don thoi
viéc. Lucng tinh phép ton la muc lusng thoa thuén.

- Nhan vién khéi van phong dugc vé s8m 2h van hudng nguyén
lusng vao mot sé ngay 1€ dac biét (08/03, 20/10, 19/11...)

va di lam muédn 2h déi véi ngay 15/2.

Phong HCNS thdong béo theo tiing thai diém cu thé.




Nghi ngay Ié tét

- Nhan vién dugc nghi lam ngay 18, tét hudng
nguyén luang theo quy dinh chung ctia Nha
nudc nhu sau:

NGAY LE NGHi

TET DUONG LICH 1ngay
TET AM LICH 5 ngay
GIO TOHUNG VUGNG  1ngay
30/4 1ngay
QUOC TE LAO BPONG 1ngay

QUOC KHANH 2 ngay

NE&u ngay nghi trén trung vadi ngay nghi hang
tuan thi nhan vién dugc nghi bu vao ngay tiép
theo clia ngay nghi hang tuan dé. Nhan vién
dudc yéu cau lam viéc, truc trong ngay nghi
|& s& dugc hudng ché dd nghi bu hodc tinh
luong lam thém theo quy dinh.

Nghi viéc riéng hudng
nguyén luong
BOOer dugc nghi viéc rieng ma van hudng

nguyén luang va phai thong bdo véi Quan ly
tryc ti€p trong trudng hgp sau day:

VIEC RIENG NGHI
KET HON 3 ngay
CON DE, NUOI 1ngay
KET HON

TANG SU 3 ngay

(Cha/me dé, cha/me nudi;
Cha/me dé, cha/me nudi
clia vg hodc chéng;

vg hodc chéng;

con dé, con nudi)

4.CHE DO HO TRQ THU NHAP
DO CAT GIAM

Chiéu theo luat lao déng 2019 quy dinh tai
diéu 42 va diéu 47: Nghia vu cla ngudi su
dung lao déng trong trudng hgp thay déi co
cau, cong nghé hoac vily do kinh t& Ia: tra trg
cap mat viéc cho NLD, thdi gian lam viéc dé
tinh trg cdp mat viéc 1a thdi gian lam viéc tri
di thai gian da tham gia B3do hiém that
nghiép

BOOer theo HDLD, cong ty da dong bao
hiém that nghiép day dd, vi vay trg cap nay sé
do cd quan BHXH chi tra theo dang hudng
trg cap that nghiép.

Ngoai trg cép clia BHXH, BOO muén hé trg
CBNV trong thgi gian tim viéc lam mdi va ghi
nhan su déng gop clia CBNV trong sudt thdi
gian lam viéc & Cong ty.

Chinh sach hé trg thu nhap cho CBNV thudc
dién cat giam, cu thé dudi day:

THAMNIEN  MUC HUGNG

<1nam 1théang luong
1-5 nam 2 thang luong
>5 nam 3 thang luang

Thang luang hé trg 1a muc luong théa thuan
(hay con goi la luang ciing va khéng bao gébm
céc loai phu cap, bonus, thudng khéac).

Thdi gian chi tra:

Cung ky luong thang cudi cung cta CBNV,
sau khi CBNV hoan thanh day da thi tuc ban
giao nghi viéc.

5.CHE PO CONG TAC

BOOer khi di cong tac sé dugc hd trg cac chi
phi phat sinh, bao gém:

+ Chi phi phudng tién di lai

- Trg cép sinh hoat

- Phi thué ché &/khach san/nha nght

+ Cudc hanh ly/tai liéu mang theo lam viéc.

Bam vao day dé xem chi tiét:

QDQC-BOO-07-Quy dinh vé Bi céng tac

SuU dung thé taxi

SU dung theo dinh muc, néu vugt tri vao
luong thang. Lay thé cung tai phong HCNS

A

CAP  MUC HUGNG
F,C  2.000.000 / thang

H 1.000.000 / thang

M 500.000 / thang

6. CHE DO PAO TAO

Nham muc tiéu khéng ngling ndng cao néng
lyc ctia CBNV théng qua nang luc chuyén
mén, kj ndng mém ciing nhu ndm bét cac
tiéu chuén, quy trinh, quy dinh cla céng ty,
BOOer dudc yéu ciu bat budc tham gia cac
khda dao tao do Céng ty t6 chuc.

Ngoai ra, Cong ty khuyén khich CBNV tu
tham gia céac I8p dao tao, workshop, webi-
nar... va cac hoat déng dao tao dé hoc tap,
chia sé kién thuc, kinh nghiém vdi dong
nghiép, cong dong.

Trudng hgp nhéan vién coé nhu cau tham gia
cac khoa hoc méat phi dé nang cao nang luc
phuc vu cho céng viéc, hoan toan cé thé dé
xuét sy hé trg ti Cong ty.

Bam vao day dé xem chi tiét:
QDPOC-BOO-08-Quy dinh vé Do tao
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l. THOI GIAN LAM VIEC

CAILATE

DANH CHET BOOer cé mét tai nai lam viéc
dung gid va chdm coéng theo
quy dinh cua Céng ty.

Khung thdi gian lam viéc chuan cla
Codng ty dé théng tin vdéi doi tac,
t6 chuic cude hop, su kién tap thé:

SANG
08H30 - 12H00

NGHi TRUA
12H0O - 13H15

CHIEU
13H15 - 17H30

(RIENG THU 7 LAM VIEC DEN 16H00)




CAPBAC THOI GIAN / HINH THUC LAM VIEC

F,C,H,M - TU thu 2 dén thu 6
* Thui 7 khi dugc Céng ty yéu cau.

CBNV CAC CAP CON LAl

KHOI BACK - OFFICE:

Human Resource, Finance, Accounting, IT &

Data, BOOvironment, Real Estate, Production - Thir 2 dén thu 6: lam viéc tai Van phong
: * Thu 7: Luén phién 1 ngay nghi va

KHOI FRONT - OFFICE: 1ngay lam viéc tu xa (khi c6 viéc phat sinh)

Marketing, Brands, Creative Hub, Wholesale

KHOI BACK-STORE:
SALE, VM, AM, SOE

Linh hoat ti 8h dén 21h mién dadm bao:

- Cham cbng dau ca va cudi ca du 9h.

- Gi& céng dinh muc t6i thiéu:

cap C,H,M: 200h/ thang; cap con lai 212h/
thang (P& bao gém 1h nghi trua/ngay)

Ngay nghi:

- Cép M: 1 ngay thudng & 1 ngay cudi tuan
khong cé dinh.

- Cap con lai: 172 ngay thudng & 1 ngay cudi
tuan khéng cé dinh.

KHOI FRONT-STORE:
Ominsale (Offline store + Ecom)

* Theo phan ca cla quan ly clta hang/ Trudng
phong/ Trudng khai.

- SM di lam té6i thiéu 3 ca chiéu/ tuan bao
gbm thu 7, Chu nhat (trd trudng hgp cé phé
duyét ctia HRM)

CAC TRUONG HOP PAC BIET: - Thi 2 dén thu 6: 1am viéc tai Van phong.
+Production (QC) * Thu 7: Luan phién mét ngay lam viéc
+Logistics c6 chdm cong va 1ngay lam viéc tu xa.
+Accounting (Inventory)

*Ngoai thdi gian lam viéc ké trén, CBNV céan tuan thl cac yéu cau diéu ddong dot xuat ti phia Céng ty
trong céc trudng hgp céan thiét.

1. QUY DINH VE VIEC LAM THEM GIS

Cbng ty khong khuyén khich CBNV [am thém gid, ngoai trif trudng hap can thiét dé phuc vu hoat
déng kinh doanh hodc céc chién dich, su kién clia céng ty.

CHUC vU LAM THEM VAO NGAY LE/ NGAY NGHiI LAM THEM VAO NGAY THUGONG

F,C,H,M Pugc nghi bu Khoéng tinh gis lam thém (tru
trudng hgp cé phé duyét ctia CEO)
UL, TL, S V2 dugc tinh thém gid va 2 dugc tinh nghi bu

(trd trudng hgp coé phé duyét khac cua quan ly).

2. QUY PINH VE VIEC CHAM CONG

BOOer can tuan thi viéc chdm céng 2 1an/ ngay (bat dau va két thic ngay lam viéc)
théng qua hé théng cham céng Happy time* tai Van phong/ Clia hang/ Kho

Bam vao day dé xem chi tiét: TK-HCNS-01-C4m nang st dung Happytime

Chuc vu

Van phong F Khéng cham cong.
C Cham céng linh hoat dén 9am.
H Cham céng linh hoat dén 9am, dugc di mudn vé sém
khéng quéa 8h/thang.
M Cham céng dung gid, dugc di mudn vé sém
khéng qua 6h/thang.
UL, TL, S Cham céng dung gid, dugc di mudn vé sém
2 1an/thang (méi lan khéng qué 2 tiéng)
Culra hang UL, TL, S Cham coéng dung gid theo lich lam viéc.
Tat ca Tat cé céc céap - Pugc stta céng 5 lan/ thang

Thai gian di mudn/vé s8m qué sb gid trén sé bj tru
thdng vao gid cong lam viéc thuc té.

*Khéng thu tién di mudn ma chi trd gid thi€u ty 1& 1-1.

3. QUY DINH LAM VIEC WORK FROM HOME (WFH)
work from home hudng 50% lucgng thoa thuan

CBNV/ Cong ty cé thé ap dung ché dé lam viéc work from home trong céc trusdng hgp sau:

« Do téc déng khach quan/ su kién bat kha
khang khién CBNV khéng thé cé mat tai
van phong va/ hodc Céng ty khéong thé bé
tri van phong lam viéc tap trung cho CBNV
nhu: gian cach xa hoi, phong tda, mat dién,
mat nudc... (khdng bao gébm céac trudng
hgp di codng tac cé dang ky trudc hoac lam
viéc ngoai van phong theo dac thu cdng
viéc)

« CBNV c6 vudng mac riéng khéng thé cé
mét tai vén phong nhung van dap Ung dugc
yéu cau céng viéc. Pé dugc tinh céng lam
viec WFH céan dang ky trén hé théng cham
cdng va dugc Quan ly truc ti€p phé duyét.


https://drive.google.com/drive/u/2/folders/10r54uaYZJ-dxUtbvUl5AQWTIE1iJJ979

Customer
centricity

1. VAN HOA LAM VIEC

KHONG CO KHACH HANG - KHONG cO BOO

Chung ta biét on va tran trong ting mét khach
hang. DU 1a nhan vién ti€p xuc truc tiép tai
diém ban hay trén online cho dén céac bd phan
gian ti€p trén van phong. Bang mét cach nao
doé moi két qua cong viéc chung ta lam déu
hudng dén su hai long cla khach hang, dudi
géc nhin cta khach hang, cho khach hang va vi
khach hang.

TRAINGHIEM DONG NHAT

Chung ta dat trai nghiém ctia khach hang trén
da kénh moét cach déng nhéat va khéng co
khoang céch. Nhanh choéng, tién Igi trong viéc
mua sadm, tim kiém va dat Igi ich cla khach
hang lén trudc du & clia hang, website hay cac
kénh ban hang online.

CHAT HON LUCONG

Chung ta can tap trung vao trong tam, danh
th&i gian dé dao sau vao nhiing viéc thuc sy
mang lai Igi ich cho céng ty. V&i BOO - “lam
dugc mot viéce rat tot con hon tao ra nhiéu viée
tam thusng”.

XUAT_PHAI_SUCK ! (PHAI XUAT SAC)

BOOer ludn thuc ddy ban than dé vugt qua
moi gidi han va phé va tiéu chuén san co.
Chung ta khéng ngiing hoc hai, tiép thu va
phét triénva nhiing kién thdc mdi cho du la
lién quantruc ti€p hay gian ti€p dén chuyén
mon.

Chuing ta dat tiéu chudn cao va hudng t&i su
xuat sdc khi theo dudi cadc muc tiéu céng
viéc.

BAN LE KHONG BAN RE (RETAIL IS DETAIL)

Chung ta khong thoa hiép vai chat lugng san
pham, st dung chat liéu bén bi, can trong lua
chon mau sac, phom déng phu hgp, ti mi &
cobng doan phuy, trau chudt dén tiing dudng
kim mdi chi.

Chung ta ciing hiéu ré su quan trong cla
chét lugng dich vu théng qua viéc déng
nhét, quy chuén hoé dén tuing chi tiét, tir viéc
trung bay san pham, hé théng hinh anh cho
dén thai d6 va ngén ngi giao ti€p vdi khach
hang.

SANG TAO LA CHUYEN NHO

Sang tao nam trong DNA clia m&i BOOer,
trong tung cbng viéc, trong tlng chuyén
mon. TU nhiing y tudng nho giup tinh gian
quy trinh van hanh, tiét kiém dugc chi phi
cho dén sy tdo bao trong thiét ké san phdm
hay hinh anh.

DAM LAM DAM THU

BOOer dam dén nhan khé khan nhu ca hoi.
Vi gdce nhin tich cuc, lac quan chung ta lay
that bai lam budc dém cho thanh céng, bién
nhing thi nham chan thanh thu vi, phuc tap
thanh dan gian.

BOOer déam doét pha, dam la phién ban cla

Excellent

Experime-
ntal

chinh minh, khao khat tao ra su khac biét,
dé lai d&u &n riéng trong moi coéng viéc.-
BOOer khong noéi “Khéng” trudce khi thir vi
“never try, never know”

LIEN TUC CAITIEN

Chung ta luén cap nhat cac xu hudng mdi, tan
dung stic manh clia cdng nghé. Bang viéc
khéng ngling céi thién chat lugng, ndng cao
hiéu suét, gidm chi phi, dya vao nhiing céng
thuic da thanh céng dé tao ra san pham, dich
vu VUGt qua ky vong clia khach hang.



Ownership

LAM CHU CONG VIEC

BOOer c6 trach nhiém vai cam két cua
ban than. Khi c6 van dé xay ra, chung ta
lubn nhin lai ban than trudc khi dua ra
danh gia.

K&t qua cudi cung cua tap thé ludn cé 1
phan trach nhiém cla cé nhan, du la to
hay nho.

“D6 16i” khdng hién hiiu trong tU dién clia
BOO va lam dén 99% cling chi la 0%.

LAM DIEU BUNG DAN MOT CACH
DUNG PAN

BOO khong thod hiép véi nhiing viéc lam
trai dao duc, khéng thanh that va khéng
ngay thdng. Chung ta tuan tht moi quy
dinh va lam diéu dung dan ngay ca khi
khéng c6 ai theo doi.

TON TRONG VA CHAN THANH

Chung ta cdi md& trong viéc ti€p nhan y
kién du chi 1a trao ddi théng tin hay
tranh luan bang ca sy ton trong va long
chan thanh.

Chung ta cling ton trong cép bac, gidi
tinh, su khac biét thé hé cling nhu
chuyén mon clia nhau.

Chung ta luén néi vé ngudi khac nhu
ngudi d6 dang dung trudc mat minh.

NHIN XA TRONG RONG
(LGOI iCH BEN VUNG)

V&i tam thé tréng cay chd ngay hai qua,
chung ta khéng danh déi Igi ich trudc
mat dé anh hudng dén két qua trong
tuang lai. Bang viéc uu tién cac giai
phap cé tdm nhin dai han.

MOT VON LAM LOI
(TAI CHINH BEN VUNG)

Chung ta luén cd y thuc vé viéc tiét kiem
chi phi, t6i uu nguén luc. B4 1a lam duge
nhiéu nhat bang nguén luc nhd nhat,
khéng phéng tung chi tiéu du luc du da
hay g&p khé khan, cam két quan ly
budget theo dung ké hoach, can déi
dya trén Igi ich clia tiing déng bd ra.
“Khéo An Thi No, Khéo Co Thi Am”.

XANH, XANH NUA, XANH MAI
(XANH BEN VUNG)

Chung ta khéng ngung nghi trong viéc
tim céc giai phap dé gidm thiéu tac
ddng Ién mbi trudng. TU xanh hoa quy
trinh san xuét, kho van, st dung chat
liéu than thién hon cho san pham, dén
van hoéa séng xanh dugc ngdm sau
trong tung BOOer.

BOO <3 VN
(XA HOI BEN VUNG)

V&i BOO kinh doanh khéng chila tao ra
Igi nhuan ma y nghia han la dugc dong
gop cho xa héi, cho cong déng. Bang
viéc t8 chuc céc su kién dé truyén cam
hing, nang cao nhan thuc cho gidi tré
vé méi trudng, gay quy tréng riing, bao
vé déng vat hoang da,.. BOOer luén sén
sang chung tay, gop suc vi nhiing diéu
tot dep véi mét tam niém “cho di khéng
phai dé nhan lai”

Sustainable




2. VAN HOA THAM GIA HOP

- Chuén bj tét
- Ngan gon

- Dung qgid
* Tap trung vao giai phap

CHUAN B| TOT BE RUT NGAN THOI GIAN

- Ngugi diéu hanh/ T chiic hop glii Agenda trudc 24 tiéng (ngoai tri nhiing cudc hop khan cép)

- N&i dung gui invitation can phai co:

* Muc tiéu, két qua mong muén

* Cac n6i dung va lich trinh

- Pia diém

* Thanh phan tham du

* Phan céng céng viéc, tai liéu can chuén bij (néu can)
+ Cudc hop nhiéu néi dung can cé Agenda, thdi lugng phan bé, PIC (person in charge)
« C4c thanh vién tham gia hop can chuén bj s8n phan céng viéc clia minh trudce khi vao hop

HOP TAP TRUNG DE HOP HIEU QUA

+ Khéng st dung laptop/dién thoai ngoai muc dich danh cho cuéc hop

- Trong nhiing trudng hap khan cép, hay ra ngoai phong hop dé giai quyét cong viéc, sau dé quay lai
- Bay td quan diém trén tinh than thién chi, xay dung, hgp tac

* Ludn hudng téi muc tiéu tim giai phap cu thé dé giai quyét van dé

- Kiém soéat dung gid. Nén bam gid theo agenda da du tinh

KET THUC CHUA PHAI LA HET

- Téng két muc tiéu cudc hop. Xac nhan lai Cac dau viéc tiép theo — Deadline - PIC
- GUi recap trong vong 12h va follow up céc dau viéc da giao

3. TIEU CHUAN LAM VIEC
DAT TEN FILE

* Luu hanh néi bé:
YYMMDD - B6 phén - N&i dung - version
(VD: 180124 - Sale — Bao céo target — V1)

- GUi d&i tac/ khach hang:
YYMMDD - BOO - Néi dung - version
(VD: 180124 - BOO - Dy kién doanh thu - V1)

GUI EMAIL
- Tieu dé: email n6i bo:
[CAP BO] - [BO PHANI [Néi dung chinh/ ngén gon]

(VD: [URGENT] - [SALES] V/v vugt target sao gi& van chua ting ting?)
*Khéng nhat thiét dung ngoac kép [

- Tieu dé email gUii d&i tac/ khach hang:

[C&p d6] - [BOO] - [B6 phan] Noi dung chinh/ ngén gon

(VD: [URGENTI- [BOOI - Hgp téac chién dich Ngon lanh canh dao)

- GUi email:

Chi cc cho nhiing ngudi lién quan va cap trén néu can.

Khéng dung smiley khi giao ti€p bén ngoai

- Cap dé: Urgent > Important. Dung 2 cap dé nay khi thuc su can thiét

TRA LOI EMAIL:

Da&i tugng uu tién theo cap dé:

- Khéch hang, déi tac : Nén tra I8 trong 12 - 24h |am viéc hoac deadline da théng nhat
- Lién khéi/phong : Nén tra 18i trong 24h lam viéc hodc deadline da théng nhéat

- N6i khéi/ phong: tra I3i trong 24 — 48h lam viéc hodc deadline da théng nhéat

DPIEN THOAI

- Pién thoai ludn dé ché dod rung (hodc &m lugng nhod)
+ Khéng ndi to danh hudng ngudi xung quanh



4. VAN PHONG XANH

Khéng st dung tui nilon va nhya moét lan tai
van phong! Hinh thic thudng - phat: Doi vdi
cé nhéan: Lao dong cong ich thd 6 céach tuan
Da&i vai phong ban: Top 3 phong kém xanh sé
phadi mua cay tang Top 3 phong ban xanh
nhat.

BOO gom quén do c, pin cd, rac thai dién
tU, va vo hop slta tai van phong

Muc dich: Tai sinh vdng d&i san phdm va giam
thiéu rac thai ra méi trusng

Noi BOOers thoai mai chia sé, k&t hop vui
chai hang say - nhan thudng lién tay.
Thai gian: Thi 4 cudi cuing méi thang.

BOOers méc 4o trang khong hinh in nham
nang cao nhan thuc vé tac hai clia qué trinh
in &n, nhudém vai dén méi trusng.

Thai gian: Thi 6 hang tuan

5. CUA HANG XANH

BOO thu gom quéan &o ci, pin, rac thai dién
tl, vo hop sla tai clfa hang Cu 10 items d6
cl, BOO tang khach hang voucher séng
xanh 15%

Ban tin xanh v&i bdo cdo toan bd hoat déng
trong tuan. Cap nhéat nhiing tin hot vé mai
trudng Thai gian coéng chiéu: Thd 2 hang
tuén

Chuyén muc order du céc loai tra hoa
qua/tra slta/cafe... Muc dich: Giam thiéu céc
nhua thai ra méi trudng Thdi gian: Thu 2 va
Thu 6 hang tuan

T8 chuc event quy mo tdm c¢d trai dat nhu
Thd 4 vui vé, BOOlympic, BOO hién Mau,...
Muc dich: BOOers work hard nhung van play
hard!

V&i méi chiéc tui gidy mua hang tai clfa hang,
khach hang sé dong gép 2,000d vao quy bao
tén déng vat hoang da

Né&u khach hang ti chéi st dung tui, BOO sé
thay mat khach hang dong 2,0004 vao quy
bao vé déng vat hoang da tuong tu
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CAC HINH THUC VA MUC XU LY VI PHAM:

CAP PO

VANG
Phé duyét xu ly:
Quan ly truc tiép

CAM
Phé duyét xu ly:
HR + Quan ly Khéi

150
Phé duyét xu ly:
HR + CEO

DINH NGHIA

Céc 16i hanh chinh/tng
xU/ ky thuat/ nghiép vu/
chuyén mén nhd khéng
hoac chua gay hau qua

Céc 16i 18n do y thuc/
khong tuan thu quy trinh/
quy dinh cua Cobng ty
chua gay hau qua

Céc 16i nghiém trong do
khoéng tuan thu quy trinh,
quy dinh hoac co thai do,
nang luc yéu kém cua
CBNV cé khad nang/da
gady hau quad Vi pham
phap luat

CBNV phai dén bu vdi cac thiét hai do sai
sot, vi pham clia minh géy ra. MUic dén bu
sé& dudc quyét dinh trong tling trudng hgp
cu thé bdi BLD céng ty.

B&m vao day dé xem chi tiét quy dinh:
QDQC-BOO-13-Quy dinh vé Khung xU ly vi pham

HINH THUC XU LY

- D&i v&i CBNV vi pham:
Trd  thudng hiéu qud hoat dobng
100.000VND/Ian vi pham.

- D&i v&i quan ly truc ti€p va quan ly cap trén:

Trd  thudng hiéu qud hoat dobng
100.000VND/Ian vi pham vdi 16i lien ddi.

- Ap dung chung:

Trd thudng hiéu qua hoat dong muc tang
gép doi véi vi pham tU 1an thu 2 trd di trong
1thang.

- D&i v&i CBNV vi pham:

Trd thudng hiéu qua hoat déng 200.000
dén 500.000VND/Ian vi pham + dén bu
thiét hai (néu co)

- D&i v&i quan ly truc ti€p va quan ly cap trén:

Trd  thudng hiéu quad hoat dobng
200.000VND/I4n vi pham vdi 16i lien ddi.

» Ap dung chung:

Trd thudng hiéu qua hoat dong muc tang
gép doi véi vi pham tU 1an thu 2 trd di trong
1thang.

M6t hodc két hgp céc hinh thic xUr Iy dudi day:

- D&i v&i CBNV vi pham:

Khoéng chi trd commission, thudng, trg cép,
ky quy

Pén bu 100% thiét hai (néu cd)

Giang chuc/ ha béac luong/ sa thai hoac
cham dut HPLD (hodc phuong thuc xU ly
khéac theo quyét dinh clia BGD)

- D6i v3i quan Iy truc ti€p va quan Iy cap trén:
Trd  thudng hiéu qud hoat dobng
200.000VND/I4n vi pham vdi 16i lien ddi.

Ha 1béc luong ké ti thang phat sinh 16i. Néu
trong trudng hgp ko ha bac thi sé phat 50%
lusng cung vdi 18i lien ddi.

» Ap dung chung:

Sa thai hodc cham dut HDLD vdi vi pham tU
lan thu 2 trd di trong 1théng.

BOOer cd trach nhiém bao cao
MOI VI PhamM e awamsen KNI phat hién
dugc cho B6 phan HCNS/Quan ly
cap trén truc tiép. Trudng hgp da
bao cao cac vi pham, kho khan
trong céng viéc, dé xuat cai tién 3
lan 1én can bd quan ly truc tiép
nhung khéng dugc xu ly, nhan
vién bat budc phai bdo céo lén
quan ly trén 1 cap va/ hoac phong
HCNS.


https://drive.google.com/drive/u/2/folders/10r54uaYZJ-dxUtbvUl5AQWTIE1iJJ979
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