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TITLE THE IMPROVEMENT OF WORK INSTRUCTION FOR
RECRUITMENT PROCESS

A CASE STUDY OF THAI TORAY SYNTHETICS_CO., LTD
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Abstract
This report is a case study about the improvement of work instruction for recruitment process.
Since the existing version of the company’s work instruction has not been updated for 8 years. So
it didn’t have a standard for work instruction. Therefore, when I found this problem I decided to
solve this problem by learning the actual recruitment process the company is performing at the
moment, and comparing the process with written documents in work instruction in order to be in
line with the actual recruitment process. As a result, the updated version of work instruction would

improve efficiency and reduce mistake in recruitment.

Keyword : Recruitment / Work instruction / Standard
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FORM NO.PER&GA 1-2014

(APPLICATION FORM)

AunUINanas
Position applied for

a A v
WULABUNNBINIT

Expected starting salary

Fo-ananmwilne

Name in English

YoLau

Nickname

L O ¥ O AN

Sex Male Female

Ju Wwau U 1hn
Date of Birth

dqyunf LYo

Nationality Race

AEUN

Religion

91 duga

Height

Age

YIUIA Al

Weight Scar

n$uideon

Blood group

WasNSANRAnAD

Telephone address

AU

Home

PNYU
Office

Meglatunandeliazain

Present address

Megmuinsuszyvy
Address from ID Card

UnsUSTITUAVN
ID Card No.

28N . JusanUng

Issued at

Issued date

nUADY
Expired date

UnsUseiudinuLaud
Social Security Card No.

anMA .

[ssued

Unsusgddgideniiani
Tax ID Card No.

anuzue UL

O

Living Status Own home

IRk

O O

Rent house

T1UTAINITAN
Live with Parents

O RRGERIEG)Y

Live with other

ANULATOUAT Tam

O

Marital status Single

LAY
Married

O O

9181579

Divorced

wuniueg
Separated

nstlannziloy  Yogausa

Registered Spouse’ s Name

217N

Occupation

anuvnNuYeIgasa

Spouse’ s office

IIUIUYAT
No of children

UASANY

Children in school

Fatan

Father’ s name

91
Age

217N 1733 O DaLANTY

Occupation Alive Died

ANTUENNNKT

O

Military service

O

YoaU5AN

O

Mother’ s name

918
Age

DTN O 17799 O ANTRREEH

Occupation Alive Died

lasunisenyiu
Exempted

ANwIV NS

NAUNISNUN

Military studied Discharged

SEAUNISANEN

Education

YoanuANY

Name of Institutes

Ynsfnwn Year ANENN

911 From o4 To Major

Useaudnw
Primary

AsguAnw

Secondary

T ANY

Vocational

ayUsyan

Diploma

USeyey e

Bachelor degree




UsELANNTY NsuA  Speaking n1517la Understanding N1587U Reading NSWWEY Writing
Type of language | GyanEx| & Good weld F{ AunEx & Good neld F{ AunEx @ Good weld F{ AunEx @ Good weld F
vy Thai
Jangy English
aUu Japanese
due) Other

UszInnI1svinenu
EMPLOYMENT HISTORY
YasnuUsznaung 5282178191197 Worked period AU Ruifiauasagading
List of employed = Position Last salar
proy 310 From 09 To 4
yaranlildgyrAtmsulseiivevinuuasuseniasnsagauniula
Other person not to be your relative can be contracted and asked
%o - ana ANNFURUS anumihanu / Neg RN Insénnt
Name Relationship Firm address Position Telephone
mmiﬁmw AeviILADS - lusunsa O GEDNVIEGAE O Huifin O gus] BT B
Special ability Computer — Program Facsimile Typing Other ident.
Tusumisnunaesdinisauseiu O liidndos O XN
Can you provide a guarantor? Yes No
Tunsufimanudunzmyuisuiuld O Laidndaq O Tntos
Can you work shift by shift Yes No

TumsuuRnuaunsaldsuwlasuiminnliniunnumungeay O Laidntaq O InUo
Yes No

Can you rotate your work position?

yaraluusEnviuiinAuaede ANFINUS

Relatives or Friend working in this company Relationship

yinunfeuiagufuRnuiuusenalaluiug

Date available to start work

Fmd1vesusesindeninu 41eiu visueiidunnuesmnussmemndernuneunilmeulalinsaiuanuiuais

TRV UIINITINAAnnasTuL D uluaisiun

Certify that all of the statement in this application are true and correct to the best of my knowledge and

false information with fully given shall be sufficient reason to terminate me from the service

AUDHATATIM v

Applicant’ s Signature



New Employee Requisition Form

To: General Manager of Administration Dept.

From:

Section

Dept.

Purpose of Request
No of person

Gender / Range of Age

Education Level/Major

Specific Qualification/
Skills/Knowledge/Job experience

(J Replacement O male
3 Increment Age between yIs
3 New function
[ Other (please specify) | J Female
Age between yIs

No. of person requested

person(s)

(3 Male or Female
Age between yrs

[ High School/Vocational Certificate
(M6, C3)
Major
(3 Higher Vocational Certificate (C5)

Major
[J Bachelor Degree (BA)

Major
(3 Master or Ph. D.

Major

Estimated Starting Date

Scope of Job or Job Responsibility

Requested by

Acknowledged by

GM

Responded by

GM of HR. Dept.

Approved by

Factory Mgr/ Managing Director

( )
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usEn natnmsdumding Indn

APPLICANT INTERVIEW EVALUATION FORM
wuulszifiunanisduniuaininsvu

Fuil 1 dusuukunsudodn

Applicant' s Name........ccceeieereeiree e ST <0/ 0] o U RRPRPTRRR
fayaias Usganumun

Position Applied........c.ovevieiieee e e DepartmMent.......cccuviiiiiniiiiin e
siuniaasias Usyanehe

Instructic: 1. Return Evaluation Sheet To HR. Dept Upon Finish The Interview session.
: 2. Indicate Poor, Average, Good or Excellent in The Result Block.
: 3. The Superior Position is Required to Evaluate all Item Whilst Other Positions are Required Only Item 1-10

FACTORS OF EVALUATION EXCELLENC GOOD AVERAGE IUNSATISFACTION
wiralunsiansann funn o} walad NEURYEUR B Y

10 9 8 7 6 5 4 3 2 1

1.Education (murunsauuadInIs@nE)

2.Personality (umdnaw)

3.Appearance & manner (A15uEINIELAEATE1I1AT)

4.Self Confidence (mmtﬁaﬁu‘lumutao)

5.Ability to Communication (m‘ma'm'rm‘lun'lsﬁam"am'm)

6.Initiative & Intelligence (ANuAnTENLALIMINTY)

7.Job Knowledge (aa1usauslueiu)

8.Working Experience (isgiginnsvinenu)

9.Enthusiasm (aunsgiiazasulunisvineiu)

10.General Attitude (Wauaga'll)

11.Leadership (fnsaizautilusiin)

12.Ability To work under pressure

(anuahusalunisvinnunalaninganunaau)

N =g Te o T (2 Tt 3 22T K L S
Short commings (ARSI AETTIIARTANR).......... oot et ee e ee e ee e eeeee e eseee e s sseeeeeeeeneeneene oo
€ g e e . . YR T Wm0 Y
RECOMMENDATION (auniunianisdadula)

1. Suitable for hiring (&uA35319)

2. Recommend for further interview (1iuastifinsduniwaiinaso)

3. Suitable for other position (tuNzaNFIMFUGIWMLIAY)

4. Not suitable for present, but should keep for further consideration (laitnsnzaulunaeiudmsiiuiayalinaisaisa’tl)

Ooodgg

5. Unsuitable (laitvungau)

ROUTITHITEEEIRRIRRIINY . . ASRRSRRR Y HRUAEal/AnLNUAGURIAR
( )
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FINRALLNUAN

NUILIU

2. 918N1960599
dun1wnall

Mai1ikn InaIUg

nstdaeAu 35 Tauld A155Un1961579
LAULRN

MAnAuaU1ake TNAg

| ﬂ’]’iﬁl‘i’)&]ﬁ'\ﬂ’]ﬂ‘lu@ﬂﬂ

Mas3muduysaiuavilinidan (CBC)

M ladulutduidan (Cho/TG/HDL/LDL)

Mas23n15vi9uaavey (SGOT,
SGPT,ALK Phosphatase)

M®573n15vivuaayle (BUN /CRE/Uric

acid)

Mng23ilad1z(UA)

[] 157999915¢

[] 819 (321)

3. 578N1IAFTAFUNINAIN
MRRHG

M anasilan ( Wanlual)

M 152980550 INNTUAIAY (FU 8172
Uang)

M nadaudussanindan

O n529d151a8luLdan (s21)

Ml wa12dussanInnis tedw

(1 8uq (521)
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