Ma tai lidu/

CONG TY CO PHANKY THUAT | .\ oHSE.P0.03

T NANG LUQNG TITAN Ln ban hanh/

TITANTECH ENERGY JOINT Rev.: 02

I
TT Ngay hiéu lyc/
rnmmr\nswuﬂ'.Gﬁcvw”‘5 STOCK C OMPANY Date: 06/09/2024

VAN HOA DOANH NGHIEP

Soan thao/ Kiém Tra/ Phé Duyét/

Prepared by Verified by Approved by

Ho va Tén/ x \ x x < .

Nguyén Thu Ha Nguyén Quang Ba Nguyeén Van Dire
Full Name
Chir Ky/
Signature
Ngay/
Date 06/09/2024 06/09/2024 06/09/2024




Vin hoa Doanh nghiép QHSE.PO.03
BANG THEO DOI SUA POI
S6 | Lan ban n 2. C
TT = hanh Muc Noi dung thay doi Ghi chu
1 01 Ban hanh méi
2 02 Cap nhét logo & thay ddi tén Cong ty
Lan ban hanh: 02 Ngay hiéu lyc: 06/09/2024 Trang 2/19




Vin hoa Doanh nghiép QHSE.PO.03

MUC LUC
I. SUMENH, TAM NHIN, KHAU HIEU VA GIA TRI COT LOI..........ceereerene.. 5
LN 00153 o |« PR 5
20 TAM TR ot 5
3. KhAU DEEU (SIOZAN) .ottt e e 5
A, GHA T OOt 181 cvvvvevevnier ettt bttt 5
5. Ngay thanh [AD CONE tY ..eecuviiiiiieeiieeie ettt ettt sbe e e e e aneesaseeeree s 5
II. NGUYEN TAC VANG couueurenneenneenseesssessssessssesssssssssssasessssssssssssssesssssssssessssssssssses 5
ILQUY DINH CHUNG ...ucovurruisinnerssessanssssssssssssssssssssssssssssssssssssssssssssssssssssssssssasssssssssss 6
L. Pham VIAD AUNG....c.ooiiiiiiiieeciee ettt ettt et esaa e e eaaae s eeesaee e 6
2. Thult NGH VA CHTE VIEE T ....ovoveeeeeeeeeeeeee et 6
3. Nguyén tic thuc hién van hod doanh NEHIEP .......co.cveeeveeeeeeeeeeeeeeee e, 6
4. Muc ti€u cua thyc hién van hod doanh nghi€p .........cceveiiiiiiiiiiiie e 6
5. CAC MANK Vi DI CAML..veooiiet st 6
IV.CAC QUY DINH CU THE ...ovureereererrereenesresessessesessessessssessesessessssessesssssssessssessessess 7
1. Dbi voi CBCNV 1am viéce tai vAN phONg CONG LY «...eeveeeeeeeeeeeeeeeeeeeeeeesee e 7
2. P6i voi CBCNV 1AM VIEC tai CONG tIUONE ... e 7
1. Vin hoa giao tiép, tng xtr giita Titantech v6i can bo cong nhan vién .............c......... 7
2. Vin hoa giao tiép, ung xir gitta Can bo cong nhan vién véi Titantech ...................... 8
3. Vin hoa giao tiép, ing xir gitra cap trén vOi Ap dUGL......o.veeveeeeeeeeeeeeeeeeeeeeeean. 9
4. Vin hoa giao tiép, ing Xt cAp duwdi VOI CAP treN......ceveeeeeeeeeeeeeeeeee e 9
5. Vin hoa giao tip, irng Xt vOi AONE NENIEP.....v.eeeeeeeeeeee oot 10
6. Vin hoa giao tiép, ing Xt voi KhACh DANE ........ovveveeeeeeeeeeeeeeee e 10
7. VAN hod QUNGZ IO ......coiiieiiieiiiieeeieeet ettt ettt e eta e s e e taeeesbeeeasaessaeessseeensaans 11
8. VAN hod ChA0 N1 ...ooviiiiiiii e 12
9. VAN NOA DAL LAY ...ttt e e ee e 12
10. VAN 104 danh thi8D .......oeeoeeeeeeeeeee et 13
11. Van hod gidi thi€u va tu @iOT thi€U ....eeeeeviiiiiieciieee e e 14
12. VAN hOA NOT ROP ..ot et e 14
13. VAN DA JTAM VIEC ..ottt e e e e et e e e e e e eenns 15
14, VAN NOA GOP F e nvviieiieeiiee ettt ettt ettt e eatae e eataeeataeessbeeessaeesssaesnsaeesseenns 16
15. VAN DOA TANEG TGNE ..ot seeeeae 16

Lan ban hanh: 02 Ngay hiéu lyc: 06/09/2024 Trang 3/19



Vin hoa Doanh nghiép QHSE.PO.03

16. Vin hod n6i chuy@n va trao 01 ..........o.eveeveeeeeeeeeeeeeeeeeeeeeeeeeeee oo 17
17. Van hod giao tip Gi80 thOAT ..........oveveeeeeeeeeeeeeeeeeee oo 17
18. Vin hoa giao tiép qua thu dién tir (€mail) ........c.ovveveeveeeeeeeeeeeeeeeeeeeee e 17
19. Van hod str dung khong gian noi 1am VIEC ......cccueeviiiiiiiiiiiiieeeiccee e 18
20. Van hod xay dung hinh &nh ..o 18
21. VAN hOA trEN X€ O 10 ..eveiiuiiiieiiiie ettt sttt ettt 18

Lan ban hanh: 02 Ngay hiéu lyc: 06/09/2024 Trang 4/19



Vin hoa Doanh nghiép QHSE.PO.03

I. SUMENH, TAM NHIN, KHAU HIEU VA GIA TRI COT LOI
1. S&*r ménh
Tao ra mdt mdi trudng lam viée cong bang va chuyén nghiép, khuyén khich nhan
vién phat huy t6i da ning luc. Titantech cam két cai tién lién tuc va Gmg dung cong
nghé tién tién trong thiét ké, gia cong, lip dit va chay thtr trong linh vic dau khi va
nang luong, ling nghe nhu cau khach hang dé cung cip giai phap téi wu va dong gop

vao su phat trién bén viing cia Cong dong.

2. TAm nhin
Tré thanh nha thdu EPC hang dau Viét Nam, ndi bat voi su d6i moi va chét luong
vuot troi. Titantech phén ddu mo rong ra thi trudong quéc té, tao gia tri 1au dai cho
cong dong va cac bén lién quan, déng thoi khang dinh vi thé ctia nganh cong nghiép

Vi¢t Nam trén thi truong Quéc té.
3. Khéu hiéu (Slogan)
X4y dung 1ong tin — Cuing nhau phat trién.
4. Gia tri cot 15i
- Chét lwgng: Titantech cam két cung cép san pham va dich vu dat chét luong théng

qua quy trinh kiém soat hiéu qua. Pau tu vao cong nghé va dao tao giup tbi uu hoa
chat lugng va chi phi, nang cao su hai long ctia khach hang.

- Po6i méi va sang tao: Titantech khuyén khich sang tao va ing dung cong nghé tién
tién trong moi hoat dong. Quy trinh quan 1y d6i méi, rd rang gitip phan bd ngudn
lyc hop 1y va xay dung méi trudng lam viéc coi md dé nhan vién thoai mai chia sé
y tudng.

- Chuyén nghiép va trach nhiém: Titantech duy tri tinh than chuyén nghiép va trach
nhiém, cam két hoan thanh cong viéc voi chét luong da cam két va thuc hién nghia
vu v6i khach hang, cong dong va méi trudng.

5. Ngay thanh 1ap Cong ty
Ngay 25 thang 07 nam 2018
II. NGUYEN TAC VANG
— Sin sang gitip d& va nho gitp dd. Khong bao gio bo roi dong nghiép lac kho khan.

— Luo6n than thi¢én va khich 1¢ moi nguoi.
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— Ludn dang gid ding cam két, thoa thuin va ngin chin moi kha ning pha v& cang

som cang tot.

Thang than giai quyét cac van dé ma ban chua hiéu, kho khan véi ngudi doi dién.

Chiu trach nhiém, khéng d6 13i cho nguoi khac, khong bao chita cho ban than.

Khong dé nhitng van d€ ca nhan anh hudng dén cai chung.

Kién tri — Poan két — Trung thuc - Ky luat — Thanh cong.

III. QUY PINH CHUNG
1. Pham vi ap dung

Ap dung cho toan thé Can bo cong nhan vién dang lam viéc tai Titantech.

2. Thut ngit va chir viét tit

Cong ty/Titantech: Cong ty C6 phan K§ thuat Nang luong Titan.

3. Nguyén tic thwe hién vin hoa doanh nghiép
Viéc thuc hién van hoa doanh nghiép tuan thu cac nguyén tic sau day:
— Phu hop véi truyén thdng van hod, thuan phong m¥ tuc, ban sic vin hoa dan toc
va diéu kién thuc tién kinh té - x3 hoi cua Qubc gia.
— Phu hop véi cac quy dinh cua phap luat va cac quy ché, quy dinh quan ly, diéu
hanh cua Cong ty.
— Phui hop voi chién luoc phat trién va dinh hudéng xdy dung, dio tao, bdi dudng
d61 ngii can bd cong nhan vién cong ty trede mét va 1au dai.
4. Muc tiéu cta thyc hién van hoa doanh nghiép
— DPam bdo tinh hiéu qua cta cac hoat ddng SXKD.
— X4y dung phong cach tng xir chudn muc cia toan thé CBCNV véi khach hang,
dbi tac va tmg CBCNV vdi nhau, tao ra mot doi ngii ngudi lao dong mang tinh

chuyén nghiép cao, c6 pham chat dao durc tot, dat hiéu qua cao trong san xuat.
5. Cac hanh vi bi cAm
— St dung chét ma tuy duéi bat ky hinh thirc nao.
— St dung d6 udng c6 con tai co quan Cong ty, noi 1am viéc cac cong trudng,

ngoai trir trudng hop duoc sy ddng ¥ cua Lanh dao Céng ty vao cac dip lién
hoan, 18, tét, tiép khach hoac céac truong hop dac biét khac.
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— Khong truyén ba, lan truyén cac thong tin 1am anh huéng xdu dén Cong ty.

Tu tap dong nguoi dé noi chuyén, gay rdi lam mat an ninh, trat tw noi lam viéc.

Thai d6 hdng hach, quat nat, gy phién ha nhiing nhiéu trong giao tiép va tmg xr.

Noéi tuc, churi bay tai noi lam viéc

Hut thude 14 khong dung noi quy dinh.

— Khong danh bac, choi dién tir trong pham vi Cong ty vao bat clr thoi gian nao.
— Xa rac bura bai.
IV. CAC QUY PINH CU THE
A.TRANG PHUC

1. Poi v6i CBCNYV lam vige tai vin phong Cong ty
— Quy dinh chung: Thir 2 va thir 6 s& mic dong phuc c6 dy du logo Cong ty. Thir
7 mac tu do dam bao dep, lich sy va phu hop.
— D6bi voi nhan vién Nam: Céac ngdy con lai trong tudn phai mic quan dai, 4o co cb
va so vin dong thung, di giay (hoac sdan).
— P6i voi nhan vién Nir: Cac ngay con lai trong tuan mic 40 c6 ¢d , quan tay (hodc
vay dng) nhung khong duoc ngin qua dau goi.
— Ngoai thoi gian mic dong phuc theo quy dinh thi trang phuc khi lam viéc phai
dam bao dep, lich sy va phu hop.
2. Péi v6i CBCNV lam viéc tai cong truong
— Toan thé CBCNV khi di vao cac khu san xuét, nha may cong truong phai mic
quan 40 bao ho theo quy dinh.
— Trén trang phuc BHLD c6 diy du logo va tén Cong ty.
B. GIAO TIEP, UNG XU CUA CAN BO CONG NHAN VIEN

1. Vin hoa giao tiép, ing xir gitra Titantech v6i can b cong nhan vién
— Titantech coi ddi ngii can bd cong nhan vién 1 tai san quy gia nhat, mdi can bd
cong nhan vién déu tao nén gia tri, dong gop cho sy Thanh cong va phat trién bén
vitng cua Titantech. Ghi nhan va tran trong nhitng dong gop cua cac thé hé can bo

cong nhan vién vao su nghiép xay dung va phat trién cia Titantech.
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Titantech ludn ton trong, khuyén khich va tao diéu kién dé mdi can bd cong nhan
vién phat huy nang lyc, s& truong cia minh céng hién cho sy phat trién cia

Titantech.

Xay dung moi truong l1am viéc lanh manh, tich cuc, chuyén nghiép; trang bi co so
vat chat, cong cuy, phuong tién lam vi¢c tot cho cdn b cong nhan vién.
Khong ngirng cai thién moi truong va diéu kién lam viéc, 6n dinh viéc lam va tién

lwong cho can bg cong nhan vién

2. Vin hoa giao tiép, ing xir giira C4n b cong nhén vién véi Titantech

Tuan tha cac quy dinh, quy trinh, quy ché ciia Titantech.

Khong c6 van hoa do 161, khong noi xau sau lung, boi den, té6 hong, néi ding, ndi da

trén tinh than xay dung

Giao tiép, Gmg xir phai pht hop véi thuan phong my tuc, phai ¢ thai do ton trong,
lich su, ngdn ngir giao tiép phai rd rang, mach lac, dién dat bang nhiing ciu ngin

gon, dé hiéu.

Dé giao tiép hiéu qua, khong nhitng can dién dat rd rang ma con cin biét ling nghe
ngudi dbi thoai. Can giir thai d6 coi mé khi giao tiép, thé hién sy sin sang ling
nghe nguoi khac noi.

N6i chuyén, phat ngdn, biét noi nhitng gi can néi, hoéi nhitng diéu can héi, tranh
luan nhirng diéu dang tranh luan.

Thanh thyc, khong gian dbi, cam két thuc hién nhitng gi da htra va dam bao thyc
hién dang 161 htra.

Trong moi trudng hop, can giit thai do binh tinh trudc hanh vi thiéu binh tinh cua
ngudi dbi thoai, sdn sang hop tac véi ngudi ddi thoai.

Moi nguodi can lam viéc voi tin than hop tac 1an nhau, lu6n luén quan tim dén viéc
xay dung khdi dai doan két trong ndi bd.

Néu cao tinh than trach nhiém, tin tim vé&i cong viéc. Chu dong, sang tao, dam
nghi, ddm lam, ddm chiu trach nhiém, san sang vuot qua moi kho khin dé hoan

thanh tét nhiém vu duoc giao.
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Ludn giit gin, bao vé loi ich, uy tin va hinh anh cua Titantech. Kién quyét phan dbi

va dau tranh véi cac hanh vi sai trai, gay ton hai dén Titantech.

Luon tin tudng vao Titantech va tuong lai cia Titantech.

3. Vin hoa giao tiép, rng xir gitra cap trén véi cap dwéi

Guong mau, rén luyén pham chat, nang cao nang luc dé cap dudi ton trong va tin
tudng. Tao dung ni€m tin, cing c¢6 cac moi quan hé¢, gan két moi nguoi, xay dung

cam két hop tac.

Tao ra su ung hd, quy tu dan dat cép dudi di theo cac muc tiéu d3 dé ra. Coi cép
dudi la cong su dic luc giip minh hoan thanh tdt nhiém vu. Tmyén cam hung, tao
cho cép duéi niém tin va dong luc lam viéc.

Kip thoi khen ngoi, khich 18 cap dudi lam viéc tot hon, 1am cho cip dudi cam thay
vinh du, ty tin vao ban than, thiy minh quan trong va ¢ y nghia. Gay anh hudng dé
cép dudi tuan tha mét cach tu nguyén trong thuc hién nhiém vu duoc giao.

Lam chu cam xuc, suy nghi tich cuc, nhin vao diém manh cta cép dudi, nang tam
cap dudi. Biét mang lai loi ich va gié tri cho cAp dudi, quan tdm phat trién cap dudi.
San sang ddi dién v6i khoé khan, thach thie, ddm thay ddi va tao ra su thay ddi trong
nhan thirc ctia cip dudi. Khuyén khich cdp dudi hoc tap, nghién ctru va sang tao.
Tao diéu kién dé cip dudi trinh by ¥ tudng cia minh, tao méi trudng thoai mai,
thuén loi dé tranh luén, ton trong cac y kién cua cép dudi.

Can c6 quy dinh nghiém khic dé cip dudi hoan thanh céng viéc dung han va dam

bao chét luong.

4. Van hoa giao tiep, rng xir cap dwdi voi cap trén

Tén trong va tin tudng cap trén, ¢ tinh cam két va tinh than hop tac cao. Tuan thu
su phan cong va cac ¥ kién chi dao cua cip trén.

Tranh luén, thao luin dua ra cac ¥ tuéng dé thuc hién tot cong viéc nhung khi quyét
dinh di duoc cép trén dua ra thi phai tuan thu.

Binh tinh, ty tin khi trinh bay quan diém, y kién cia minh. Gop ¥ truc tiép, thang

than, ro rang va thién chi. Khi xdy ra bat dong quan di€ém, c6 y kién hay cach lam
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khac voi cap trén can tmg xir khéo 1éo va gop ¥ té nhi, tranh gay bat hoa va khong

tranh cai vai cap trén.

5. Vin hoa giao tiép, wng xir véi dong nghi¢p

Nhiét tinh gitip d& dong nghiép trong cong viée. San sang tiép nhan cac y kién gop
¥ ctia d6ng nghiép dé hoan thién ban than.

Ludn hop tac, chia sé kién thtc, thong tin; chan thanh, lich su véi déng nghiép dé
giai quyét cong viéc dat chit lwong va hiéu qua chung. Dé cao trach nhiém c4 nhén,
khéng né tranh d6i pho hay dun day trach nhiém cho dong nghiép.

Ludn chao hoi, quan tdm va gitt méi quan hé than thién véi dong nghiép. Than
trong trong phat ngdn, gitr 161 hira v6i dong nghiép.

Tén trong, lang nghe, cing nhau chia sé kho khin va tan hudng thanh cong véi
dong nghiép.

Tham gia nhiét tinh vao cac hoat dong, phong trao do cac doan thé, cong ty to chirc;
qua d6 ting cudng hiéu biét va cing cd mdi quan hé than thiét véi ddng nghiép.
Quan tAm, tim hiéu, chia sé va gitip d& can bd cong nhan vién Titantech gip kho

khan, bat tric.

6. Vin hoa giao tiép, ing xir véi khach hang

Khi tiép xtc v6i cac t chirc va ca nhan ngoai Titantech, mdi can bd cong nhan vién
déu la dai di¢n cho nhiing gia tri van hoa cua Titantech va con nguoi Titantech.

Khi lam viéc v6i khach hang can ton trong, lich sy lam hai 1ong khach hang.

Cach chao hdi mang tinh than thién, tur ton, gﬁn gli, .... thé hién tinh cam, gay 4n
tuong tot ngay tai lan gip dau tién.

Lu6n dang gio va co6 tac phong chuyén nghiép, trong moi truong hop phai c6 mat
trude gio hen it nhat 10 pht.

Thyc hién dang nhig 1oi cam két voi khach hang dé dam bao long tin ciia khach

hang vdoi Cong ty.
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C6 ¥ thirc bao vé loi ich, uy tin va hinh anh cua Titantech. Kién quyét phan ddi va
d4u tranh véi cac hanh vi gay t6n hai dén Titantech.

Khi gap khéach hang & moi luc, moi noi déu phai té thai do tuoi cudi, chao hoi va
san sang giup dd, chi dan.

Tat ca cac thu cua Khach hang giri dén déu phai c6 xac nhan ngay vé viéc nhan
thong tin va thong bao ké hoach dap tmg yéu cau tdi Khach hang trong thoi gian

ngan nhét.

Can luu y phan biét cac thu ndi by va thu giri khach hang khi sir dung hop thu dién
tw, tranh guri cho khach hang cac thu tir giao dich ndi bo.

Thuc hién tit ca cac bién phap c6 thé dé dap ung yéu cau vé thoi han ciia Khach
hang tién t&i muc tiéu “Khéng bao gio chdm” dbi voi khach hang.

Xtr Iy khéo 1éo khi khach hang than phién bang cach lang nghe tich cuc, dua ra 1oi
xin 16i ngay khi c6 thé, hoidc dua ra cic giai phap thay thé phuc vu khach hang.

7. Van hoa ding gio

Pung gio 1a dac tinh can thiét cua xa hoi van minh, khong chi 1a quy dinh, 1a ky
luat, ma con 1a van hod, thé hién sy ton trong moi ngudi va thdi gian cia nguoi

khac.

Cén bd cong nhan vién Titantech coi ding gio 1a nét dep van hod, thé hién tinh than
trach nhiém, 16i sdng khoa hoc va su chuyén nghiép trong cong viéc cia con nguoi

Titantech.

Cén bd cong nhan vién Titantech luén nghiém khic véi ban than trong viéc chap
hanh gio gidc. Dén trude gid it nhat 5 phut khi di 1am hang ngay, tham du cac cudc
hop, hdi nghi, hdi thao, du tiéc, tham gia cude gap go, giao luu, tiép xuc.

DPén mudn 1am cho ngudi khac phai cho doi, 1ang phi thoi gian, gdy tdm 1y kho chiu
cho ngudi chd doi, dong thoi 1am giam uy tin cua ngudi dén mudn. Can bd cong
nhan vién Titantech khong dén mudn, néu vi 1y do nao d6 khong dén ding gio duoc

thi phai théng béo trude qua dién thoai, tuyét doi khong dé khach phai cho.

Chao hdi moi ngudi khi dén va roi cong sé.
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8. Van hoa chao hoi

Chao hoi 1a nghi thire x3 giao dau tién, 13 phép lich sy tdi thiéu ciia mdi c4 nhan khi
bit ddu mot cude giao tiép. Chao hoi dé bay t6 thién chi, ton trong, lich sy véi

ngudi minh gap.

Thr tu chao:

v’ Cép dudi chao cép trén trudce, néu cung cip thi nguoi it tudi hon chao trude.
v' Khi gap dbi tac thi chu dong chao dbi tac trudc.

v" Nguoi dugce chao hoi phai dap lai.

Tu thé khi chao phai trang trong, lich su.

Khi ngudi duoc chao dang ban viée, giao tiép véi nguoi khac hoic ¢ nhimg chd can
gilr im lang thi khong chao bang 101 n61 ma thé hién thong qua 4nh mat, cur chi nhu

gat dau, gio tay, mim cuoi.

9. Vin hoa bat tay

Bit tay la nét dep van hoa can chu trong, thé hién su than thién, tinh cam quy mén
nhau. Bit tay khong chi 13 k¥ ning giao tiép, ma con 13 mot cir chi vin hod, mot
nghé thuat, mot k§ ning song. Bit tay dung s& lam d6i bén xich lai gin nhau, ting
thém su than thién. Bit tay khong ding cach s& lam mat di ¥ nghia cua cir chi than
thién nay, néu so suét trong viéc bat tay co thé lam d6i tac tu 4i, thAm chi dan dén

hoéng viée.
Thr tu bét tay:
v Vé cép bac, dia vi: C?ip trén dua tay ra bat trudc, cép dudi dua tay ra dép lai.

v’ V& tudi tac: Nguoi nhiéu tudi hon dua tay ra bit trude, ngudi it tudi hon dua tay
ra dap lai.

v' V& gi6i tinh: Chi khi ndo phy nit dua tay ra bat trudc thi nam giéi méi dua tay
ra dap lai. Trong trudng hop nam gi6i 1a cip trén hodc ngudi cao tudi thi chu

dong dua tay ra bat trude.
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v’ Véi ddi tac: Trong trudng hop cdp béc, dia vi ngang nhau, bén chi nha chu
dong bat tay trudc. Khi ddi tac co cép bac, dia vi cao hon thi cho ddi tac dua tay

ra bét trudc.
— Céach bit tay:
v/ Dung mdt tay, bat bang tay phai.
v' Dung thang nguoi thé hién sy hiru nghi.

v' Siét ban tay vira phai, khong 16ng qua, ciing khong chit qué, thé hién sy than

thiét va nong 4m.
v' Léc nhe tay thé hién sy ton trong va than thién.

10. Vin ho4 danh thiép
— Danh thiép khong don gian 13 viéc cung cip thong tin c4 nhan ma con 1a hanh vi
van hoa, cach dua va nhan danh thiép 4n tuong cho ca doi bén. Do do, can trao va

nhén danh thiép dung cach, phu hop.
— Chi sir dung danh thiép theo mau quy dinh théng nhét cua Titantech.

— Thtr tu trao danh thiép: Chu dong tu gioi thi€u va trao danh thiép theo thur tu tir
ngudi co chire vu cao dén thap hon, nguoi cao tudi dén it tudi, nit truéc nam. Trong
truong hop khong thuan tién cho vi¢c xac dinh tha tu thi trao theo tha ty tir nguoi

gan nhat.

— Trao va nhan danh thiép bang tay phai. Truong hop ngudi trao danh thiép bang hai
tay, hodc 13 ngudi co chirc vu cao hon hay cao tudi hon thi phai trao va nhan danh

thiép bang hai tay.

— Khi trao danh thiép: G161 thiéu té€n, chuc danh, bd phan cong tic cua minh, trong
truong hop théy can thiét co thé gioi thiéu thém vé tén, chuc nang, nhiém vu bd
phan cong tic va cac ndi dung khac ghi trén danh thiép. San sang tra 1i cac cau hoi
clia ngudi nhan danh thiép.

— Khi nhan danh thiép: Cam on, xem cac noi dung ghi trén danh thiép va cha y nghe
ndi dung trao ddi ciia ngudi trao danh thiép. Co6 thé xac nhan mot sb thong tin hodc

hoi thém vé nhitng ndi dung chua rd trén danh thiép.
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— Khi trao va nhan danh thiép phai ¢ tu thé dung, trang trong, lich su, hoi cui dau vé
trude dé tao su ton trong ddi tac.

11. Van hoa gi6i thiéu va ty gioi thiéu

— Tai cac cudc hop, giao luu, tiép xtic véi dbi tac viee gi6i thiéu thanh phﬁn tham gia
va tu gidi thidu vé ban than véi ddi tic c¢6 vai tro rat quan trong. Néu khong c6 su
gidi1 thi¢u thi cudc giao tiép tré nén khach sao, thiéu su than thién. Vi¢c gidi thi¢u
va ty gidi thidu gay an tuong 1a yéu td gop phan tao ra thanh cong cho cudc giao
luu, tiép xuc.

— Thr ty gidi thi¢u:

v Gibi thidu ngudi trong co quan véi ddi tac trude.
v Gi6i thibu tir ngudi c6 chire vu cao dén ngudi c6 chirc vu thap.
V' Gi6i thibu tir ngudi cao tudi dén nguoi it tudi.

— NOoi dung gidi thi€u va ty gidi thi¢u: Danh xung, ho va tén, chuc vy, bd phan lam
viéc ciia ngudi duoc gidi thiéu. Trong mot sb trudng hop co thé gidi thicu vai tro
cua nguoi dugc gidi thiéu ddi véi cude hop, giao luu, tiép xuc.

— Thai @6 khi gidi thi€u va tu gidi thiéu: Chan Thanh, c61 mo, than thién, nghiém tic,
lich sy va khiém nhuong.

12. Van hoa hgi hop

— Cac cudc hop, hoi nghi, hoi thdo cé tac dung quan trong trong cong tac quan ly,
diéu hanh va giai quyét cong viéc cua Titantech. Tuan tha cic nguyén tic trong vin
ho4 hoi hop s& tiét kiém thoi gian, nang cao hiéu qua cong viée, dong thoi xay dung
hinh anh chuyén nghiép trong cong viéc cua Titantech va con ngudi Titantech.

— Pon vi cha tri chuin bj nodi dung, chuong trinh cudc hop, thong qua chu toa cudc
hop.

— Nhirng nguoi du hop dén sém it nhat 5 phut. Trong truong hop khong thé tham du
hodc dén mudn gi0 phai thong bao cho nguodi ¢d trach nhiém sém nhat co thé va

trude khi cudc hop bat dau.
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— Nam ro muc dich, yéu cau, chu d¢ va ndi dung cudc hop, chuan bi day du tai li¢u

can thiét va y kién dy kién phat biéu tai cudc hop.
— Ngdi dung theo bién tén hoic hudng din cua don vi chu tri.
— Tuén tht sy diéu hanh cua chu toa

— Gitr trét tu, cht y ling nghe y kién ctia ngudi khac, tap trung theo ddi, ghi chép cac

ndi dung can thiét.

— Chi phat biéu khi c6 sy déng ¥ ciia chi toa, khong noi chen ngang, khong cat 1oi
nguoi khac. Khong néi xdu nguoi khac, khong tranh cii, khong c6 nhimg hanh
dong va 1i n6i khiém nha, khong thé hién thai do tiéu cuc, thiéu tinh than xay
dung.

— Noi dung phét biéu phai ngin gon, ding trong tdm, dang chu dé. Tuan thi thoi

lugng phat biéu theo quy dinh hodc yéu cau cua chu toa.

— Pit dién thoai ¢ ché do im lang hoac ché do rung, han ché st dung di¢n thoai trong
thoi gian hop. Trong truong hop budc phai sir dung dién thoai thi khong dugc dé

anh huong dén nguoi khac.

— Khong noi chuyén, lam viéc riéng, di lai tuy tién hay c6 nhitng hanh dong 1am phién
nguoi khac. Khong tu ¥ ra ngoai hodc bo dé cude hop, néu ¢ 1y do chinh dang phai
xin phép va dugc su dé)ng y cua chu toa. Khi két thac cudc hop khong dé lai tai liéu

va vat dung ca nhan.

13. Van hoa lam viéc

— Cac gia tri 6t 161, chuan muc dao dure, quy tic ung XU va van hoé giao tiép tao nén
céc gia tri van hoa mang ban sac Titantech. Cac gia tri nhan vin nay thdm siu vao
céc hoat dong cta Titantech, chi phdi tinh cam, suy nghi, hanh vi ctia con ngudi
Titantech trong qué trinh gidi quyét cong viéc, tao nén vian hoa lam viéc cua
Titantech.

— Luon nhiét tinh, tim huyét v6oi cong vige, néu cao tinh than tu giac, san sang chiu
trach nhiém, 1am hét kha nang dé dat dugc két qua tdt nhat. Coi trong cong viéc,

khong d€ nhitng viéc ca nhan anh hudéng dén hi€u qua cong viéc.
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— Tao bau khong khi c61 mo, vui vé, than thién lam tang sy hing khoi lam viéce, tir o6

nang cao chat lugng va hi€u qua cong viéc.

— Xay dyng moi truong lam viéc lanh manh, tich cuc, chuyén nghiép; ing xt van
minh, lich sy, quan hé tot voi déng nghié¢p; biét gitr 101 htra, biét léng nghe, biét xin
16i va ludn noéi 101 cam on.

— Sang tao trong cong viéc, doi méi tu duy, tao ra su khéc bi¢t dé di dén thanh cong.
Ludn tim hiéu, nghién ctru va ung dung tién bod khoa hoc ky thuat, cong ngh¢ hién
dai, cac Gmg dung méi, cong nghé thong tin dé nang cao hiéu qua va ting ning suit
lao dong. Bam bao chét luong va tién do cong viéce, trong dé chét lugng 1a uvu tién

hang dau.

14. Van hoa gop y
— Chu dong gop ¥ va nghiém tac tiép thu cac ¥ kién gop ¥ s& lam ting tinh doan két,

thong nhat, nang cao chat lugng hiéu qua cong viéc.

— Hinh thtc gbép ¥ c6 thé bang vin ban, qua thu dién tu, trao dbi truc tiép, phat biéu

tai cudc hop, hoi nghi, hoi thao.

— Ngudi gop v can co thai do than thién, ton trong, chan thanh, thang than va sir dung

ngodn tr rd rang, dé hiéu, lich sy.

— Nguoi duoe gop ¥ can nghiém tic tiép thu va ling nghe véi thai d6 cau thi, khong
nén c6 phan tng ma phai nghién ctru ky ¥ kién gop y, néu thiy noi dung gop y diing
thi tiép thu, néu thiy noi dung gop ¥ chua dung thi can c6 sy chia s, phan hdi tich

cuc va phu hop.

15. Viin ho4 ling nghe
— Léng nghe ngudi khac ciing 12 mot cach dé nang cao gia tri cia minh. Ling nghe va
biét cach ling nghe s& gitip ching ta c¢6 thém lgi thé va gianh thém thién cam cua
ddng nghiép, cip trén va ddi tac. Do d6, mdi nguoi phai rén luyén cho minh cach

ling nghe ngudi khac.

— Chu tam vao cau chuyén, c6 thai d6 mudn nghe du 14 ndi dung khong quan trong, vé

mat thé hién sy hao hing, giao ti€p bang mat, c6 cac cu chi, 161 n6i khuyén khich
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nguoi noi. Lap lai thong tin va dat nhimg cau hoi thé hién sy quan tdm khi nguoi

noi da trinh bay xong.

— Khong cit ngang hodc ngat 10i nguoi noi. Khi thoi gian khong cho phép tiép tuc

cudc trao doi thi nguoi nghe can tir ch6i mot cach t€ nhi, lich su.

— C6 thai d6 binh tinh truéc nhirg hanh vi mat binh tinh cta ngudi khac dé lam diu

di khong khi cing thing, ddng thoi biéu hién thai do cau thi, sin sang hop tac.

16. Viin ho4 néi chuyén va trao doi
— Dién dat ngin gon, d& hiéu; sir dung tir ngir théng dung, rd rang va phu hop. Khong
st dung tir ngit triru twong, kho hiéu, khong lam dung ngoai ngit khi giao tiép voi

nguoi Viét Nam.

— Noi du nghe, 0 rang, truc tiép vao nhirng ndi dung can néi. Khong nén noi lap lai
nhiéu lan vé cung mot ndi dung, su viéc; khong nén no6i khi nguoi giao tiép dang

noi1 hodc ban viéc khac.

— Str dung 161 néi tich cuc, khuyén khich va cuon hat nguoi nghe vao van dé chinh,

két hop véi giao tiép bang mat. Khong sir dung 101 néi tidu cuc, khiém nha.

— Khi né6i chuyén, trao d6i khong dung qua xa hodc qua gan. Néu dang noi chuyén véi

mot nhom nguoi, tuyét ddi khong noéi tham vao tai ngudi khac.

17. Viin hoa giao tiép dién thoai
— Khi goi dién thoai nén chuén bi trude ndi dung can trao doi. Khi c¢6 cudc dién thoai
goi dén nén cd gang tra 151 som nhét co thé.
— Giir thai do lich su, ling nghe, khong cat ngang 151 nguoi dbi thoai. N6i ngan gon,
16 rang, am luong vira phai dé khong anh huong dén nhing ngudi xung quanh.
— Két thuc cudc dién thoai bang 10i chao, chiic hodc cam on lich su va tit dién thoai
nhe¢ nhang.
18. Viin hoa giao tiép qua thw dién tir (email)
— Viéc trao d6i qua email khong chi 1a viéc truyén tai thong tin, ma con la cach giai

quyét cong viéc hang ngay thay cho gip mit, hoi hop hodc giao viée bang vin ban.
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Day 1a cong cu giao tiép van minh, gop phan giai quyét cong viéc nhanh va higu

qua hon.

— Can b cong nhan vién Titantech dugc cap dia chi email dé phuc vu cho vi¢c trao
doi1 va gidi quyét cong vigc. Moi can b cong nhan vién can tao cho minh nhiing

thoi quen giao ti€p qua email lich sy, van minh, hi¢u qua.

19. Van hoa sir dung khong gian noi lam viéc
— Xay dung va gitt gin khong gian co quan, noi lam viéc sach, dep, than thién véi moi
truong, tao tim 1y thoai mai, tinh than 1am viéc t6t, gop phan ning cao chit luong

cong viéc.

— Luodn c6 thai do vui vé, hoa nha ton trong moi ngudi. Khong c6 nhirng hanh dong,
ctr chi, 161 noi 1am phién, gay anh huong dén ngudi khéc.

— Chi hut thudc & noi danh riéng cho ngudi hut thuée. Khong vit rac bira bai, khi phat
hién céac hién tugng mét vé sinh thi cha dong khic phuc, néu ban viéc hodc khong
c6 kha ning giai quyét thi phai bao cho ngudi co trach nhiém giai quyét va theo doi

cho dén khi giai quyét xong.

20. Van hoa xay dung hinh anh
— Can bd cong nhan vién Titantech luon quan tdm xay dung, gitt gin hinh anh

Titantech va con ngudi Titantech thong qua cac hanh vi, viéc lam cu thé.

— Luodn tuan thu cac chuan myc dao dac, quy tic ing xir va van hoa giao ti€p cua

Titantech; bao v¢ 1gi ich, uy tin va hinh anh cua Titantech.

— Xay dyng hinh anh con ngudi Titantech c6 ban linh virng vang, tinh than trach
nhiém cao, luén coi trong tinh nhan van, giau long nhan ai va cé khat vong vuon

1én.

21. Van héa trén xe 0 to
— Ngudi co chirc vu cao nhat trong xe cha dong chon chd ngdi bat ky ma minh mudn.
— Nhitng ngudi ngdi trong xe c6 trach nhiém giit gin vé sinh chung, khong gy anh

huong dén nhitng ngudi ngdi cung trong xe va su tap trung cua lai xe.
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— Lai xe khong st dung dién thoai khi dang 14i xe, khong tham gia trao doi va st dung

thong tin 1anh dao trao dbi trong xe & bit ctr dau, vao bat ky muc dich gi.
— Bb tri chd ngdi dbi voi xe 5 dén 7 chd:

+ Néu nguoi co chirc vu cao nhat chon chd hang ghé trudc, bén phai lai xe thi
ngudi quan trong tiép theo ngdi vi tri bén phai hang ghé thtr hai. Truong hop ¢
hai bén di cung xe thi ngudi c¢6 chirc vu cao nhat trong xe ngdi vi tri bén phai

hang ghé thu hai.

+ Néu nguoi ¢6 chirc vu cao nhat chon chd bén phai hang ghé thu hai thi nguoi
quan trong tiép theo ngdi vi tri bén trai hang ghé tht hai. Truong hop c6 hai bén
di cung xe thi ngudi co chirc vu cao nhét bén chii nha hodc dbi tic ma khong phai

1a ngudi ¢6 chirc vu cao nhat trong xe ngoi vi tri bén trai hang ghé thir hai.

+ Lanh dao c6 vo hoac chéng di cung thi vg hoac chéng ngéi 0 vi tri do lanh dao

yéu cau.
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