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‘ CHINH SACH & QUY TRINH TUYEN DUNG

RECRUITMENT POLICY & PROCEDURES

PHAM VI PIEU CHINH
SCOPE OF REGULATION
Chinh sach va quy trinh tuyén dung (sau day goi la “Chinh sdch ) quy dinh vé chinh sach tuyén dung va céc budc tuyén
chon ng vién phi hop trong cong tac tuyén dung cua Masan High-Tech Materials. Trong Chinh sach nay, Masan High-
Tech Materials duge hiéu la Cong ty C6 phdn Masan High-Tech Materials va cac Cong ty Thanh vién la Céng ty TNHH
Khai thac Ché bién Khoang san Nui Phao (NPMC), Cong ty TNHH Vonfram Masan (MTC).
Recruitment Policy and Procedures (hereinafier referred to as “Policy”) setting out recruitment policy and selecting the
right candidate in recruitment and selection process of Masan High-Tech Materials. In this Policy, Masan High-Tech
Materials is understood as Masan High-Tech Materials Corporation and operating Companies including Nui Phao Mmmg
Company Limited (NPMC), Masan Tungsten Liability Limited Company (MTC).s
NGUYEN TAC CHUNG VA POI TUQNG AP DUNG
GENERAL PRINCIPLES AND SCOPE OF APPLICATION
1. Nguyén tic chung
General Principles
e Pam bio
To ensure
- Tuyén dung trén nhu cau thyc tién cia cic by phan, phong ban trong Cong ty.
Recruitment is based on the practical needs of the units/departments in the Company.
- Minh bach, cong bang, binh dang, kip thoi dé lua chon nhimg tmg vién t5t nhit vao vi tri phii hop dua trén pham
chét, néang luc, kinh nghiém cua mg vién.
Transparency, fairness, equality and timeliness to choose the best candidates for suitable positions based on the
candidate’s qualities, abilities and experiences.
e Bio mat
Confidentiality
- Tat ca nhan vién tham gia vao qua trinh tuyén dung c6 nghia vu bao vé quyén riéng tu va bi mat cia mdi ing vién
dbi voi bat ky théng tin nao c6 rii ro bi tiét 16 bai tai ligu, cac cude phong van, hodc thao lun.
All employees involved in the recruitment process have an obligation to protect the privacy and confidentiality of
each candidate with respect to any information at risk of being disclosed by documents, interviews, or discussions.
e Nghiém cim
Prohibition
- Cac hanh vi gian déi, dung tién, cac lgi ich vat chat hogc lgi ich khac, chire vu, quyén han tac dong vao qué trinh
tuyén dung dan dén sai léch, khéng minh bach vé két qua tuyén dung trong qua trinh tuyén dung.
Fraudulent acts, using money, material interests or other interests, position, power affecting the recruitment
process, leading to false or questionable recruitment results during the recruitment process.
2. Dbitwong dp dung
Scope of application
- Nhan vién lam viéc toan thoi gian tai MHT va céc Cong ty thanh vién tryc thugc MHT tai timg thoi diém, bao
gbm nhén vién thyc tap, nhan vién thir viéc, tp nghé va nhan vién da ky hop déng lao déng, khong phén biét thoi
han hop dong lao déng.
Employees working full-time at MHT and operation Company from time to time, including probationers,
apprentices and employees who have signed labor contracts, irrespective of the length of the labor contract.
- Toan bd nha thiu, nhén vién, quan Iy cac cdp clia nha thiu khi tham gia vao cong tac tuyén dung lao déng truc tiép
cho nha thiu dé thyc hién cong viée, dy an tai MHT.
All contractors, employees and managers at all levels of the contractor when participating in recruiting labor
directly for the contractor to perform work and projects at MHT.
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DINH NGHIA
DEFINITION

1. Tuyén dung: 1a mét qué trinh tim kiém va lya chon nhén luc dé théa man nhu cau sir dung ciia t6 chirc va bd sung luc
lugng lao déng ¢én thiét dé thue hién cac muc tiéu cia tb chirc.

Recruitment: is the process of finding and selecting human resources to satisfy the needs of an organization and adding
the necessary workforce to realize the goals of the organization.

2. Cong ty thanh vién: 1a Cong ty ma MHT nam truc tiép hodic gian tiép tir 50% von diéu 1¢ tro 1én.

Operating Company: is a company in which MHT directly or indirectly holds 50% or more of the charter capital.

Poi tac: co thé 1a mot td chie duge thanh 1ap boi hai hodc nhidu ngudi hodic nhom ciing lam viée dé hudng toi mot

muc dich chung nao dé va ky két hop tac véi Cong ty.

Partner: is an organization established by two or more people or groups working together towards a common goal

who signed Partnership Agreement with the Company. ) -

4. Pon vi chire ning: dugc hiéu 1a Khdi/Phong Ban dam nhiém linh vuc chuyén mén nhét dinh; ¢6 co cu to chL'rc, quyén
han va trach nhiém cu thé nham dam bao chtrc nang quan tri va huéng muc tidu dé ra.

Functional Units: are Divisions/Departments who oversee in charge of particular business function; have
organizational chart, rights and responsibilities in order to pursuit management function and achieving targets.

5. Nha cung cAp: Nha cung cip duoc dinh nghia don gian Ia mét bén (c6 thé 1a mot té chire hogc cé nhan) cung cip hang
hoéa hay dich vu cho Cong ty.

Supplier: is a party (which can be an organization or individual) providing goods or services to the Company.

6. Ngudi than: 1a vo, chéng; cha me de, cha me nuéi, cha duong, me ké, cha me vo, cha me chdng, con dé, con nudi, con
riéng cua vg hodc chéng, con d4u, con ré, anh chj em cung cha me; anh, chi, em cung cha khidc me; anh chi em ciing
me khac cha.

Relative: is husband and wife,; biological parents, adoptive parents, stepfather, stepmother, mother-in-law, father-in-
law, biological children, adopted children, stepchildren of husband or wife, daughter-in-law, son-in-law; full siblings;
half siblings with the same father; half siblings with the same mother.

(V5

MUC PiCH
PURPOSES

e Théng nhét chinh sach tuyén dung cho tt ca cac Cong ty truc thude Cong ty Co phan Masan High-Tech Materials
(MHT) (goi chung “Céng ty”) bao gbm:
To release a unified recruitment policy for all operating companies of Masan High-Tech Materials (MHT) (collectively
referred to as the “Company”) including:
- Céc Cong ty truc thudc cia MHT.
Operating Companies of MHT.
- Céc Cong ty dugc thanh 1dp méi hay mua ban, sap nhép truc thuge MHT va cdc Cong ty trén trong twong lai.
Companies that are newly established or merged or acquired under MHT and the above companies in the future.

e Dam bao viéc thu hut va tuyén chon dugc nhitng img vién phit hop (vé cong viée va viin hoa) dé dong gop vao su thanh
cong cia MHT va cac Cong ty thanh vién.
To ensure attracting and selecting the right candidates (in terms of job and culture) will contribute to the success of
MHT and operating Company

e Dam bao cong tac tuyén dung duge thue hién mét cach minh bach, hi€u qua, tudn thu Ludt Lao dong hién hanh va quy
dinh cua Cong ty.
To ensure recruitment and selection process is executed in a transparent, efficient manner, in compliance with the
Labor Law and the Company’s regulation.

YEU CAU CHUNG VOI CONG TAC TUYEN DUNG
GENERAL REQUIREMENTS WITH RECRUITMENT

- Chi ddng y tuyén dung khi dam béo tuén thu theo diing quy trinh nay.
All recruitment must comply with this Policy
- Moi sy phé duyét phai phi hop véi tai liéu va huéng dan ty quyén.
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All approvals must be in accordance with the authorization documentation and guidelines.

- Dé dam bao su cong bang va binh ding ndi by, mire lvong dé nghi cho tat ca cac vi tri dugc tuyén dung phai phu hop
v6i thang llro-ng cua Cong ty, dugc xac dinh bai Phong Nhén sy va chap thuan bai Téng Giam dbc. Bat ky su thay doi
nao dbi véi quy trinh nay phai cé sur chap thuan cua Tong Giam dbc. Phong Nhan sy phai lvu mét ban gbe hop dong
lao dong dé truy hdi thong tin khi can thiét,
To ensure internal fairness and equality, the recommended salary for all vacant positions must match the company's
salary scale, determined by the Human Resources Department, and approved by the CEO. Any change to this process
must be approved by the CEO. The Human Resources Department must keep an original labor contract to retrieve
information as necessary.

VI. YEUCAUTUYEN DUNG
RECRUITMENT REQUIREMENTS
1. Tiéu chuén tuyén dung t6i thiéu
Minimum recruitment standard

v

v

Tudi

Age

Gigi tinh

Gender

Nang lyc hanh vi dan su
Legal capacity

Stre khoe

Health

Hoc van
Education
calculating.

2. Ul tién tuyén dung
Hiring priorr’ty

- Céc vi tri can tuyén nhén su trong Cong ty s& duge xem xét tuyen dung tir cac ngudn dudi day theo thir ty uu

tién, voi diéu kién pham chat cua (ing vién phai dap tmg duoc diy du cac yéu cdu doi hoi dé ra déi véi cong viee

tuyén dung.

The positions to be recruited in the Company will be considered for recruitment from the following sources in

order of priority, provided that the candidate's qualities must fully meet the requirements set forth for

recruitment job:

v" Ung vién hién dang la nhan vién ctia Cong ty tir dii 01 nam tré 1én hodc 1a tmg vién timg 12 nhan vién cua

Du 18 twoi tré len

18 and above

Khéng phan biét gidi tinh

No gender discrimination.

C6 ddy du nang luc hanh vi dan sy.

Having fully legal capacity.

Khéng co bat ky ng xau nao ddi véi cac t6 chie tin dung tai
thoi diém diém tuyén dung.

Not having any bad debt at any credit institution at the time
of recruitment.

Phu hop vm cong viée theo xac nhan cia co quan y té co
tham quyén cdp. Cac truomg hop dac biét s& phai dugc sy
chép thuan cua Téng Giam dbc.

Suitable for the job requirement as certified by a competent
Health Authority. Special cases will have to be approved by
the CEO.

C6 kha nang doc, viét, tinh toan co ban.

Equipped with basic skill of reading, writing and

Cong ty. Cac trudng hop tmg vién 1a nhan vién hién dang lam viéc chua du 01 nam cin c6 su déng ¥ clia
Truéng Bé phan va phé duyét chinh thie tir Téng Giam ddc.

The candidate is currently an employee of the Company for a full 01 year or more or has been employed
by the Company. Those who have worked for less than 1 year need the approval of the Department

Manager and official approval from the CEO.

v" Ung vién ndm trong viing bi anh huéng truc tiép hodc gian tiép béi du 4n ciia Cong ty.
The candidates are in the area directly or indirectly affected by the projects of the Company.
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Ung vién tai huyén Dai Tir va khu vuc 1an cén.

The candidates are in Dai Tu District and surrounding areas.

Ung vién tinh Thai Nguyén va khu vuc lan can.

The candidates are in Thai Nguyen Province and surrounding areas.
Ung vién & cac tinh thanh khac trong lanh thd Viét Nam.

The candidates are in other Provinces in the territory of Vietnam.
Ung vién tir nuGe ngoai.

The candidates from countries other than Vietnam
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VIL NQI DUNG
CONTENT

1. Quy trinh tuyén dung/ Recruitment process

(Budc 1) (Step 1)
Xac dinh nhu cau tuvén dung’ Deiermine
vacancy

A 4

Phin hdi ting vien  (Bude ) (Step 2 L

Feedback to candidate Tim nguon Bng vién ' Sowrcing candidates

T

I

i (Budc 3) (Step 3)
Kiem tra nang luc

Dat/ Pass

Khéng dat/ Fail Budc ) Step 4

Pat/ Pass

Competency test

Nhin s phong van' HR |«
Tnterview

l Dat/ Pass

(Budc 5)' (Step 3)
Quan 17 phong van
Management interview

Khong dat’ Fai!

. Dat/ Pass

Khéng dav Fail ~ (Budc 6) (Step 6)
Cap trén quan IV phéng van |

Direct manager s superior’s |
interview

, Dat/ Pass

Khéng dat’ Fail (Budc 8) (Step 8)
Quyét dinh tuven dung |

(Buoc 7) (Step 7)
Thuyvét trinh (néu co)
Presentation (If any)

(Kham sic khoe dat) e

Recruitment decision

l Dat/ Pass

(Budc 8) (Step 9)
Nhan viéc/ Accepting offer of
employment

I

Rhong i el Budc 10) (Step 10)
Thiy viée tap nghé
Probation’ Apprenticeship

Khong dat’ Fail

Dat/ Pass

(Budc 11) (Step 11)
Chinh thire tuvén dung’

Official recruitment
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2. Thue hién cc buée trong quy trinh tuyén dung
Execution steps in the recruitment process

2.1

22

Xéc dinh vi tri tuyén dung (B.1)
Determine vacancy (B.1)

Viéc tuyén dung bao goém thay thé hozc tuyén méi duge tién hanh dua trén ké hoach nhan luc va co ciu to
chttc ma Phong Nhén su va Truéng Bo phéan phdi hop dua ra da duoc phé duyét theo ké hoach hang nam tiy
theo tinh hinh kinh doanh cia Cong ty.

Recruitment including replacement or new hiring is conducted based on the workforce plan and
organizational structure that the Human Resources ("HR") Department and the Department Manager
coordinate together and is approved in the Annual Planning process and depending on the business
conditions of the Company.

Trudng hop co phat sinh nhu cau tuyén dung nam ngoai ké hoach nhan luc da dugc duyét trong nam, Bo
phan phai 1ap phiéu yéu cdu tuyén dung (BM1-MHT-HR-Nhu cu nhan sy).

If there is a need to recruit additional headcount, apart from the approved Annual Planning during the year,
the relevant Department must prepare a recruitment request form (BMI1-MHT-HR-Recruitment Request
Form).

2.1.1 Bj phén yéu ciu ngubi

Functional Unit

v Trudng Bo phan chirc ning 1ap phiéu yéu cdu Tuyén dung (BM1-MHT-HR-Nhu ciu nhén sy) trinh 1én
Giéam ddc chirc nang sau d6 dé trinh phiéu da duoc phé duyét cho Phong Nhén sur.

Department Manager prepares a request for Recruitment (BMI-MHT-HR-Recruitment Request Form) to
submit to the Head of Function and then submits the approved form to Human Resources Department.

v Thuc hién x4y dung ra soat, hiéu chinh mé ta cong viéc cho vi tri cin tuyén.

Preparing, reviewing, and adjusting job descriptions for the vacancy.

2.1.2 Phong Nhéan sy

Human Resources Department

v Tu van cho Téng Gidm déc vé d& nghi clia Truéng Bo phan chire nang trong truong hop vi tri yéu cu
tuyén dung nam ngoai ké hoach nhan sy va ngéan sach da dugc duyét.

Advise the CEO on the proposal of Department Manager in case the requested position is outside the
approved personnel plan and budget.

v Xac dinh dai lvong, phuc lgi lién quan dén vi tri can tuyén.

Determine the range of salaries and benefits related to the vacancy.

v Théng béo cho Truéng Bd phan yéu cau ngudi vé quyét dinh ciia Tong giam déc.

Inform the requiring Department Manager of the decision of the CEQ.

v Thuc hién tuyén dung néu dugc phé duyét hodc vi tri yéu ciu tuyén dung nim trong ké hoach da duoc
phé duyét.

Perform recruitment if approved or the required vacancy is in the approved plan.

2.1.3 Téng Giam dbc

CEO

v Xem xét phé duyét hozc tir chéi.

Decide on approval or rejection of the request.

Tim ngudn @ng vién (B.2): Viéc tim ngudn tmg vién sé& dya trén cac kénh théng béo tuyén dung cong khai,
da dang hiéu qua va chia thanh cac ngudn tmg vién cy thé:

Sourcing candidates (B.2): The sourcing of candidates will be based on transparent, diversified and effective
recruitment channels and divided into specific sources of candidates:
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2.2.1 Nguon ing vién bén ngoai: Sir dung cac ngudn tmg vién phu hop va hiéu qua nhat tir co s¢ dir liu Ung
vién, dang tuyén trén cac phuong tién thong tin dai ching, thong qua dich vu tuyén dung, vv.
Sourcing external candidates: Using the most suitable and effective sources of candidates from the
candidate database, posting jobs on mass media, through recruitment services, elc.

a) Ung vién 13 ngudi thin
The candidates are relatives

Ung vién co ngudi than dang lam viée tai Cong ty duge xem xét tham gia quy trinh tuyén dyng khi
thoa mén tit ca cac diéu kién sau:
Candidates whose relatives are working with the Company will be considered to join the
Recruitment process upon meeting all following criteria:

v Puge khai bao tir ddu quy trinh (dugc hiéu 1a tai B2. Tim ngudn tng vién),

Disclosure of the relationship must be made at the beginning of the process (understood as
at B2. Sourcing stage).

Ung vién khong quan 1y/bédo cao tryc tiép vi tri 1a ngudi than clia Gmg vién.

The applied candidate must not be involved in a supervisory/reporting relationship with
his/her relatives.

Vi tri ting tuyén khéng thude cling don vi chire niing clia ngudi than hodic khong anh hudng
dén cong viéc. Viée xac dinh mirc do anh huong s& do Giam dde chirc nang danh gia.

The applied position of the candidate does not belong to the same functional unit as his/her
relatives and does not affect their work. The determination of the level of impact will be
assessed by the Head of Function.

b) Ung vién 12 nhan vién ciia nha cung cip/ ddi tac
The candidates are employees of the supphers@artners

v Trude khi quyet dinh tuyén dung nhén vién cuia nha cung cap/déi tac, Phong Nhan sy phéi

hop voi cap Quan ly truc tiép dé kiém tra hop dong voi nha cung cép va chi tién hanh cac
bude tuyén dung néu khéng co quy dinh han ché tuyén dung hay xung dot loi ich.

Before deciding to hire a supplier/partner’s staff, the Human Resources Department will
work with Direct Managers to check supplier contracts and only proceed with the
recruitment steps if there are no restrictions or conflict of interest.

Giam dbc Nhan sy MHT Viét Nam c6 trach nhiém théng bao cho Giam déc Nhan su cac
Céng ty Thanh vién vé cac truong hop c6 thoa thuan khéng tuyén dung nhén vién ctia nhau
dbi voi cac doi tac.

The Head of Human Resources of MHT Vietnam is responsible for informing the Head of
Human Resources of each subsidiary of the partners’ agreements on the non-employment
clause of employees.

¢) Ung vién 12 nhén vién cii
The candidates are former employees
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For cases with disciplinary violations, breaches of confidentiality and transparency
policies, and other agreements, elc., these cases will not be considered for rehire.

v Phong Nhén sy s& kiém tra théng tin nhu déi véi cac tmg vién tuyén méi khac, bao gdbm
viéc kiém tra théng tin tai Cong ty thanh vién ma Gng vién di lam viéc trude do.
The Human Resources Department will follow the same process of checking information
(reference check) for new recruits, including checking information at the subsidiary where
the candidates had prior employment.

v" Viéc kiém tra thong tin tai Cong ty thanh vién thudc Tap doan Masan ma tng vién da lam
viéc trudc do dugc thuc hién theo céac budce:
The process of conducting reference checks at the previous Masan group’s operating
Companies where the candidates had prior employment is carried out in the following steps:

% Phong Nhan sy giri thong tin cho Gidm ddc Nhan sy ctia Cong ty thanh vién thude Tép
doan Masan ma g vién da lam viéc trude do qua email dé thuc hién kiém tra cac thong
tin lién quan (g vién tai thoi diém con lam viéc cu thé:

The Human Resources Department sends the information to the Head of Human
Resources of the Masan Group’s previous subsidiary where the candidates had prior
employment via email to conduct reference checks on the candidate's relevant information
during their specific employment period.
- Quad trinh lam viéc
Employment period
- Truong hop xur ly vi pham ky ludt, vi pham chinh sach bao méat va minh bach,
thoa thuén khac.
Discipline violations, violations of confidentiality and transparency policies, or
other agreements
- Xép loai thanh tich cong téc, nang luc c4 nhan.
Evaluation of performance and personal capabilities
- Hoic cac ghi chi khéc lién quan dén qué trinh lam viéc ctia (rng vién tai Cong ty
thanh vién thugc Tap doan Masan néu cé.
- Or other notes related to the candidate's employment period at the Masan
Group'’s subsidiary, if any.

% Giam déc Nhén su ciia Céng ty thanh vién thuc Tap doan Masan ma iung vién da lam
viéc truée do khi nhan duoc yéu cau kiém tra thong tin s& dua trén dir liéu nhan su va trao
d6i v6i Quan 1y truc tiép ctia tmg vién tai thoi diém con lam viéc dé phan hdi vé vide kiém
tra thong tin (reference check) trong vong 3-5 ngay lam viéc qua email.

The Head of Human Resources of the previous Masan Group's operating Company where
the candidates had prior employment, upon receiving the request for reference checks,
will rely on human resource data and coordinate with the candidate's line manager
during their employment to provide feedback on the reference check within 3-5 working

days.

Thoi gian téi tuyén dung: khoang thoi gian gita thoi diém nghi viéc va thoi diém tmg tuyén lai,
it nhat 1a 12 thang ddi voi tit ca cac g vién. Céc trudng hop téi tuyén dung dudi 12 thang thyc
hién phé duyét theo Bang phan dinh thim quyén ndi bo ban hanh kém quyét dinh Téng Giam doc
s6 524/2023/QD-TGD ngay 27 thang 9 nam 2023.

Rehiring period: the duration between the resignation date and the reapplication date should be
at least 12 months for all candidates. Cases of rehiring less than 12 months should follow the
Internal Delegation of Authority issued with CEQ Decision No. 524/2023/0D-TGD date
September 27, 2023 (“DOA").

d) Ung vién 1 nhén sy hién tai ciia cac Cong ty thanh vién: truong hop tuyén dung nhan sy hién tai
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&

Giam dbc Nhan sy Tap doan. (BM3-MHT-HR-Thoa thudn ba bén; BM19-MHT-HRD-Phiéu d& xuét
diéu dong nhan su).

The candidates are current emplovees of Masan Group operating Companies. in case of recruiting
current employees of Masan Group operating Companies, the consent of the Managers and Human
Resources Department of Masan Group operating Companies is required before initiating discussions
with the candidate at that operating Company, with the approval of the Chief Human Resources
Officer of Masan Group. (BM3-MHT-HR-Tripartite Agreement;, BMI19-MHT-HRD-Personnel
movement request form).

e) Nguon {rng vién 12 nhan vién dén tudi nghi hwu: Tt ca truong hop nhan vién dén tubi nghi huu c6

nhu ciu tuyén dung duge xem nhu iing vién méi va tuan theo quy trinh tuyén dung Tép doan. Ung
vién rank 3 tro 1én cin co sy dong phé duyét tir Giam dbc Nhén su Cong ty Thanh vién, Tong Giam
dbec Cong ty Thanh vién va Giam dbe Nhéan su Tap doan. Ung vién rank 4 tré xubng s& do Giam dée
Nhin su Cong ty Thanh vién va Tong Giam déc Cong ty thanh vién quyét dinh.
Candidates are employees reaching retirement age: when the Company and its want to hire the
employees reaching retirement age, all these employees will be treated as new candidates and strictly
Jollow the recruitment process of the Company. For the position ranked 3 above approval is required
Jfrom the Head of Human resources, Chief Executive Officer of the subsidiary together with the Chief
Human Resources Olfficer of Masan Group. For position ranked 4 and below approval is required
from Head of HR and Chief Executive Officer of the subsidiary

h Nguon tng vién 1a ngudi nuée ngoai: Tét ca truomg hop tuyen dung bao gdm tuyen mdi, ky lai hop
dong, hodc chuyen qua hop dong tu van doi véi tmg vién ¢6 qudc tich nude ngoai cin ¢ su phé duyét
tir Tong Giam dbc Téap doan va Giam dbc Nhan sy Tap doan.

Candidates who are foreigners: All hiring decisions including new hire, renewal contract or change
to consulting contract for candidates with foreign nationality are required to obtain approval from
Masan Group’s Chief Executive Officer and Chief Human Resource Officer.

Ngudn wng vién ndi bd

Internal Sourcing

Nhén vién c6 thé tu tmg cir hodc duge dé xuat vao vi tri tuyén dung phu hop v6i néng lyc va mong mudn
clia ca nhan sau khi trao dbi va dugc sy dong y tir Quan ly tryc tiép va Phong Nhan su tai Cong ty dang
lam vige (BM4-MHT-HR-Nhén vién ung tuyén ndi b ddi véi nhan vién ty (ng ci, va mau dé nghj thang
tién dbi voi nhan vién dugc dé xuit (BM19-MHT-HRD-Phiéu dé xuét diéu dong nhan su).

Employees can self~nominate or be nominated for vacancies in accordance with their abilities and desires
after discussing and obtaining approval from their Department Manager and Human Resource
Department at the company they are working (BM4-MHT-HR-Internal Candidate Application for self-
nominated employees (BM19-MHT-HRD-Personnel movement request form) for nominated employees).

Ngudn ng vién gidi thi¢u tir nhan vién ndi bd
Sourcing internal referrals
- Nhén vién c6 thé gioi thiéu nhimg mg vién c6 chuyén mén phu hop tham gia vao doi ngii nhan
su clia Cong ty khi nhan dugc thong béo tir Phong Nhan su hoic khi thay c6 tmg vién tiém
nang/phi hop bang cach giri email cho Phong Nhan sy Céng ty vi/hodic cac Cong ty thanh vién
Employees can recommend suitable professionals to join the Company when they are notified
by the Human Resources Department or upon discovering a potential/ suitable candidate by
sending emails to HR Department of the Company and/ or operating Companies
- Ung vién hop I¢ Ia tmg vién khong c6 trong hd so huru ciia Phong Nhan sy hoic chua ting lam
viéc cho Cong ty.
Eligible candidates are those who are not on the Human Resources Department’s candidate
database or have never worked for the Company.
- Sau khi mg vién hop 1€ duoc gi6i thiéu hoan thanh thoi gian thir viée hodc tap nghé va ky két
hop ddng lao déng véi Cong ty, tuy theo tinh hinh kinh doanh thuc té va ngan sich tuyén dung
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timg thoi ky, Cong ty gu: nhan vién mot phin qua ting cam on tir Cong ty khéng qua
200. OOOVNB/phan cho vi tri tuyén dung thanh cong tir rank 6 dén rank 4, khéng qua 500.000
VNB/phan cho vi tri tuyen dung thanh cong tir rank 3 trg 1én. Chinh sach nay khong ap dung déi
v6i Phong Nhan sy, cap Quan ly truc tiép va ngudi than ciia nhén vién. Chinh sach nay ap dung
dong thoi chuong trinh "Gigi thiéu ndi bd" dugc ban hanh timg thoi ky

After the eligible candidates complete their probationary or apprenticeship period and sign a
labor contract with the Company, based on the business result and recruitment budget, the
Company sends the employees each a thank you gift up to VND200,000/gifi for positions ranked
6 to 4 and up to VND500,000/gifi for positions ranked 3 and above. This policy does not apply
to the Human Resources Department, Department Managers and relatives of the rcf'erring
employees. This policy is applied simultaneously with the “Internal referral program’ whzch is
issued and applied accordingly. )

Kiém tra niing luc (B.3)
Competency Test (B.3)

Tuy vao tinh chit/ yéu céu ctia mdi cong viée/ vi tri, sau khi sang loc cac hd so ting vién, Phong Nhan su sé&
tién hanh kiém tra ning luc tong quat cia cc tmg vién.

Depending on the nature of each job/ position, after screening the candidates’ files, the Human Resources
Department will conduct competency tests for the candidates.

DPbi voi cong viée yéu cau thyc hién kiém tra ning luc chuyén mon, Phong Nhan su s& phdi hop véi Phong
ban yéu ciu tuyén dung thong bao dén g vién va tién hanh bai kiém tra chuyén mén cho tmg vién truéc
hoac sau khi phong van.

For jobs that require professional qualification tests, the Human Resources Department will coordinate with
the related Department to notify and conduct professional tests for the candidates before or afier the
interview.

Két qua kiém tra nang luc chuyén mén s& thong bao cu thé dén ing vién va luu cing hé so (mg vién.

The results of the professional qualification tests will be specifically notified to the candidate and saved with
the candidate’s profile.

Phong Nhin su phéng vén (B.4)
HR Department Interview (B.4)

Phong Nhan sy tién hanh phong van céc (mg vién da thanh cong trong phén kiém tra ning luc.

The Human Resources Department inlerviews the successful candidates from the competency tests.

Giam ddc Nhan su tién hanh phong véAn tmg vién cho céc vi tri tir rank 2 tré 1én.

The Head of Human Resources interviews candidates for positions from rank 2 and above.

B.4 va B.5 trong quy trinh phong vén c6 thé duoc gop lai thanh 1 budc néu ca hai bé phan cing théng nhét
dugc thoi gian. (BM6-MHT-HR-Phiéu dénh gi4 tmg vién).

Steps B.4 and B.5 in the recruitment process can be grouped into 1 step if both departments agree on the
timing. (BM6-MHT-HR-Candidate Assessment Form).

Ung vién s& dugc Phong Nhén su thong bdo thoi gian phong van trude ngay phong véan it nhat 01 ngay dé
siip xép tham gia.

The candidates will be notified by the Human Resources Department about the interview schedule at least
01 day before the interview date to arrange participation of the parties involved.

CAp Quin Iy phéng vin (B.5 & B.6)
Management Interview (B.5 & B.6)
Déi voi moi vi tri tuyén dung, Phong Nhan su s& gioi thiéu tng vién tiém ning cho Cép Quan ly Bo phan
phong van.
For each vacancy, the Human Resources Department will introduce potential candidates to the Manager of
the respective department.

Cép trén cia quan ly truc tlep phai phong vén (mg vién hogic nhan duoc giai trinh vé két quéa phéng vin.
(BM7-MHT-HR-Béo c4o két qua phong van).
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The direct manager’s superior must interview the candidate or receive an explanation about the interview
results. (BM7-MHT-HR-Interview Assessment Report).

- Dbi véi cac vi tri rank 6 tuyén quy méd 16n néu can co thé sir dung bang tong hop két qua phong vén theo
nhém dé dam bao tién do tuyén dung va luu trit thong tin.
For rank 6 mass recruitment, a summary of group interview results can be used if needed to ensure efficient
recruitment progress and record keeping.

- Tbng Giam déc hoac Chu Tich Hoi Pong Quan Tri s& phong vén tmg vién cho cac vi tri tir rank 2 tré 1én.
The Chief Executive Officer or Chairman of the Board of Directors will interview candidates for positions
from rank 2 and above.

2.6 Thuyét trinh (B.7)
Presentation (B.7) s d
- Mot sb Gng vién cho cdc vi tri tir rank 3 trd 1én, néu can thiét s& thi thuyét trinh theo dé xuét ciia Phong nhén
su va Giam dbc Bo phan trong trudng hop can thiét. Giam dbc Bo phéan, Phong Nhan sy s& tham du va danh
gia phén thi nay.
Some of the candidates for the positions of rank 3 and above, if necessary, will participate in the interview
presentation proposed by the Human Resources Department and the Director of the relevant department.
The Director of the relevant department and Human Resources Department will participate and evaluate this
test.
- Ung vién s& dugc Phong Nhén su thong bao lich trude ngay thuyét trinh it nhit 01 ngay dé sap xép tham gia.
The candidates will be notified by the Human Resources Department about the presentation schedule at least
I day in advance to arrange participation of the parties involved,
- Két qua bai Thuyét trinh s& dugc théng bio cy thé dén tmg vién va duoc luu ciing hd so g vién trén co s
dir liéu Céng ty (néu tmg vién khong dat) hogc luu trong hd so nhan vién (néu tng vién dat).
The results of the presentation will be specifically notified to the candidate and saved with the candidate’s
profile on the Company’s database (if the candidate does not pass) or recorded in the staff profile (if the
candidate passes).

2.7 Quyét dinh tuyén dung (B.8)
Recruitment decision (B.8)

- Trude khi ra quyét dinh tuyén dung déi véi tmg vién tir rank 3A tr 1én hodic dbi véi ing vién duge tuyén

dung vao cac vi tri: Quan Iy chudi Cung tmg, Tai chinh ké toan, An ninh & Tuén thi, Céng nghé théng tin,
Quan hé déi ngoai, Ban hang & tiép thi, Kiém toan ndi bo, Phap ché, PMO, Dy an, Nhan su, va cac vi tri dac
biét khac durgc yéu cu boi Cap Quan 1y va Phong Nhan su:
Before making the hiring decisions for candidates from rank 34 and above or for candidates recruited into
the following positions of departments: SCM, Finance & Accounting, Security and Compliance, IT, ERD,
Sale & Marketing, Internal Audit, Legal, PMO, Projects, Human Resources and other special positions
required by the Manager and HR Depariment:

v Phong Nhan sy tién hanh kiém tra thong tin tham khao tmg vién (reference check) (BM8-MHT-

HR-Phiéu théng tin tham khao tmg vién). Viéc kiém tra thong tin tham khao v6i cong ty hién
tai noi tmg vién dang lam viéc c6 thé thuc hién sau va bé sung khong cham hon ngay ing vién
nhén viéc tai Cong ty.
The Human Resources Department proceeds to conduct reference checks (BM8-MHT-HR-
Reference Check Form). The reference check which is conducted at the company where the
candidate still be working could be finished after the recruitment decision and submitted no
later than the onboarding date.

v" Bd phin An ninh kiém tra thong tin an ninh trong vong 3-5 ngay ké tir ngay nhan dugc yéu ciu
kiém tra. (BM9-MHT-HR-Béo céo kiém tra thong tin an ninh).

The Security Department checks the security information within 3-5 days of receiving the
request. (BM9-MHT-HR-Security Inspection Report).

- Trudc khi ra quyét dinh tuyén dung doi véi img vién 12 ngudi nuée ngoai: Trong truomg hop mudn tuyen
dung (mg vién cé qudc tich tai quoc gia khac ngoai Viét Nam, Phong Nhén su s& phdi hop voi cac déi tac
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bén ngoai de kiém tra thong tin 1y lich cuia ung vién tai nude so tai. Noi dung kiém tra thong tin 1y lich téi
thiéu bao gbm viée thu thap thong tin vé: qué trinh 1am viéc, qué trinh hoc tap va nhing khia canh khac lién
quan dén g vién tai quoc gia noi ho co dia chi thuong tr. Riéng 1y lich tu phap s& duoe yéu ciu trong qua
trinh trao ddi vé thu moi lam viée.
For candidates who are foreign nationals: In the case of recruiting candidates with foreign nationality
outside of Vietnam, the Human Resources Department will collaborate with external partners to conduct a
background check on the candidate in their home country. The minimum required content of the background
check includes collecting information about the candidate's work history, educational background, legal
history, and other relevant aspects related to the candidate in the country where they have a permanent
address. Particularly, police clearance check will be required during the discussion of the job offer letter.

- Quyét dinh tuyén dung céc (g vién thanh cong dugc phé duyét theo phan quyén.
Decisions to recruit successful candidates are approved according to the delegated authority.

- Phong Nhién sy s& dé nghi mirc luong theo chinh séch lwong thudng cua Cong ty, thoa thuan va soan thao
thu moi nhan viée cho céc tng vién thanh céng.
The Human Resources Department will propose a salary offer according to the Company’s salary and bonus
policy, negotiate and drafi job offers for successful candidates.

2.8 Nhén viéc (B.9)
Accepting offer of employment (B.9)

= Nhén vién m6i c6 trach nhigm cung cép ddy dir va trung thyc cée gidy tor can thiét theo yéu ciu ciia Cong ty

truge khi nhan viée. Cac truomg hop cung cép thong tin khong day du, khong chinh xac, khéng cap nhat trong
qué trinh tuyén dung s& bi xit ly theo Néi quy Lao dong va Luét lao dong.
New employees are responsible for providing fully and truthfully the necessary documents as required by the
Company before accepting the job. Those who provide incomplete, inaccurate, not up-to-date information
during the recruitment process will be dealt with strictly in accordance with the Internal Labor Regulations
and Labor Law.

- Cép Quan ly, Phong Nhén sy va céc phong ban lién quan (Hanh Chinh, Cong Nghé Thong Tin, Quan Ly
Chudi Cung Ung, Ké Toan, ...) s& phbi hop dé chuén bj cac cong cu lam viée can thiét cho nhan vién méi.
Managers, Human Resources Department and related departments (Administration, Information
Technology, Supply chain, Accounting, ...) will coordinate to prepare necessary working tools for new
employees. ,

- Lamot phén ciia quy trinh tuyén dung hoan chinh, tity theo vao vi tri va ban chét cong viéc, ngay déu tién
lam viéc nguoi lao dong s& duoc dao tao hdi nhép vao maéi truong lam viée chung ciia Céng ty theo mét phan
hay toan b quy trinh chuén duéi day.

As part of the complete recruitment process, depending on the position and nature of the job, on the first day
of employment, employee will be trained to integrate into the general working environment of the company
in part or in whole/ the following set of standard procedures are as follows.
% Phong Nhin sy
Human Resources Department

- Thong bdo gia nhap nhdm giéi thiéu va chao mimg nhan vién méi trude ngay gia nhap déi vai cac vi tri tir
cap béc 3 trg Ién.

Joining announcement & welcome new employees before joining date are applied for rank 3 up.

- Thong béo danh sach gia nhép theo dinh ky hang théng gii téi toan thé Cong ty.

Announce an onboard list to all employees monthly.

= To chirc phdi hop véi cac Bo phan chao doén va dao tao hdi nhédp cho nguoi lao dong gbm gidi thiéu vé co
cu t6 chire, dao tao ndi quy lao dong, chinh sach, thai 210 1am viée, chinh sach méi trudmg, quy dinh an toan.
Organized coordination with the Division of welcoming and integration training for employees including
introduction of organizational structure, training of labor regulations, policies, working hours,
environmental policies, safety regulations.

- BO tri ngudi lao dong di tham mot phan hoc toan bd khu vuc vin phong va mé, nha may.

Assign employees to visit office areas, mine site and plant

- Huéng dan ngudi lao dong hoan thanh cac hé so thi tuc ¢4 nhan ciing nhu nhén céc trang thiét bi can thiét

phuc vu cho cong viéc.
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Guide employees complete personal profiles and procedures as well get the individual stuff for the job.
Ban giao ngudi lao dong cho Giam sat tryc tiép va Truong B phan chire nang.

Handing over the employees to the direct supervisor and Department Manager.

Theo ddi két qua thuc hién cong viéc ctia nhan vién méi trong thoi gian thi viée dé c6 phan hdi kip thoi.
Track the new employee's performance of the job duri. ing the probation period to get timely feedback.
Chuan bi hop déng méi hoic thuc hién chdm dut thoi gian thir viée voi nguoi lao dong.

Prepare a new contract or terminate the probationary period with the employee.

< Truéng B phin yéu ciu ngudi hode ngudi duge iy quyén
Department Manager or authorized person
Chao don, phan cong cong viée, gidm sat va hd trg cong viée, cung cip dd bao hd cho nhan vién méi.
Welcome, assign work, supervise, and support the work, provide personal protective equipment for new
employees.
Thyc hién dénh gia két qua thir viéc cia nhéan vién méi, giri vé Phong Nhan sy trude 7 ngay hét han the viéc.
Evaluate the probationary results of new employees, send them to the Human Resources Department 7 days
before the probation deadline.

2.9 Thir viée/Tap nghé (B.10)
Probation / Apprenticeship (B.10)
- Thoi gian thu viée thong thuong theo quy dinh cia ludt hién hanh, trir nhiing truong hgp duge phé duyét
khac.
Normal probationary period in accordance with applicable law, unless otherwise approved.
- Khi hét thoi gian thir viéc hodic tap nghé, Quan ly truc tiép tién hanh danh gia két qua thyc hién cong viéc
viéc va két qua thr viée dugc phé duyét theo phan quyén.
At the end of the probationary or apprenticeship period, the Direct Manager will evaluate the probationary
result, and the probationary result is approved by the delegated authority.
2.10  Chinh thiic tuyén dung (B.11)
Official recruitment (B.11)
Péi voi lao dong 1a ngudi Viét Nam/For Vietnamese employee
- Nhan vién thanh cdng sau thoi gian thir viée hodc tap nghé s& duge Cong ty chinh thic tuyén dung.
Employees who pass probation or apprenticeship will be officially recruited by the Company.
- Loai hop ddng dugc ky két theo chinh sach ciia Cong ty nhur sau:
Type of contract signed according to Company'’s policy is as follows:
Rank Hop dong Lén 1 Hop ddng Lén 2 Hop dong Léan 3
Cip bic I* Contract 2" Contract 3" Contract
. R 2 HPLD khong xéc dinh thoi han
ank 1 -2 2-year Labor ket .
Labor Contract with indefinite term
Contract c
Rank 3 - 4 HDLD 1 nam et t e S HPLD khong xéc dinh thoi han
[-year Labor Labor Contract with indefinite
Rank 5 -6 Contract HDLD 2 ndm term

2-year Labor Contract

Trén déy la thoi gian ky t6i da, tuy nhién c6 nhiing truong hop s€ duge xem xét dic biét tuy thudc vao yéu
cau, tinh chat cong viéc duoc dam bao tuan thu phap luat.

The above is the maximum term; however, there are cases that will be specially considered depending on the
requirements, the nature of the work which is guaranteed to comply with the law.
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MASAN

HIGH-TECH MATERIALS . )

Péi voi lao dng 1a ngudi nwée ngoai /For expatriate employee
- Loai hgp dng duoc ky két theo chinh sach cia Cong ty cho lao dong ngudi nudce ngoai la hop dong xac dinh
thoi han c6 thoi han t6i da 1a 02 nam va phu thude vao thoi han cia Gidy phép lao dong
The type of contract signed under the company's policy for expatriate labor is definite term contract with a
maximum term of 2 years and depends on the term of the Work permit

3. THAM QUYEN QUYET PINH
AUTHORIZED PERSONNEL
- Chu thich/ Legends:
o INT APR: Yéu cau phé duyét néi bd/ Internal approval required,
o Co-Agree: Cin c6 su thdng nhit/ Co-Agree.

Cic ndi dung Cip bic Ciac Cong ty vanhanh Tép doan
Contents Rank Subsidiaries Group
Phé duyét ké hoach nhan Iyc
hang nam va yéu cau tuyén dung
phat sinh. T4t ca Rank
Approval of annual workforce All Ranks T AT
plan and additional recruitment
requests.
Phé duyét tuyen dung theo ke Rank 2B> INT APR Co-Agree
hoach da dugc duyét
Approval' fO?' recruitment Rank 20C.3.4.5.6 INT APR
according to the approved plan T
i pe B Rank 3C> INT APR Co-Agree
Phé duyét tai tuyén dung
Approval for re-hiring Rank 4.5.6 INT APR
Phé duyét tuyén dyng ngudi Rank 3C> INT APR Co-Agree
than/ Approval for recruitment
QAR Rank 4.5.6 INT APR
Phé duyét tuyén dung nhan vién
clia nha cung cp/ dbi tac Tét ca Rank
Approval  for recruitment of All Ranks INT APE
employees  from  suppliers/
partners
Phé duyét tuyén nhan vién hién
tai gifta cdc nha may/ Coéng ty Rank 3 > INT APR Co-Agree
van hanh
Approval  for recruitment of
Jactory  employees  among Rank 4,5,6 INT APR
subsidiaries
Phong vén (mg vién Rank 2B> INT APR Co-Agree
Interviewing candidates
Rank 2C,3,4,5.6 INT APR
Rank 2B> INT APR Co-Agree
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Cac ngi dung Cip bac Céc Cong ty van hanh Tép doan
Contents Rank Subsidiaries Group

Phé duyét phiéu dé xut luong
Approval of salary proposal Rank 2C.3.4.5.6 INT APR
Phé duyét ket qua thir viée Rank 2B> INT APR Co-Agree
Approval — of  probationary

results

Rank 2C,3,4,5,6 INT APR

VII.  HIEU LUC
EFFECTIVE DATE

Chinh sach nay c6 hiéu luc tir ngay 01 thang 07 nam 2024, dng thoi thay thé cho tat ca cac vin ban trude déy lién
quan dén dén Quy trinh tuyén dung.

This Policy takes effect from 01 July 2024 and supersedes all previous regulations relating to the Recruitment Process.
Trong trudng hop quy dinh tai Chinh sdch nay ¢6 mau thudn véi Bang phéan dinh thdm quyén ndi bd ban hanh kém
Quyét dinh Tong Giam ddc sd 524/2023/QD-TGD ngay 27 thang 09 nam 2023 (“DOA”) thi quy dinh tai DOA c¢6 ap
dung.

In case of conflict between this Policy and Internal Delegation of Authority Table issued with CEO Decision No.
524/2023/0D-TGD dated September 27, 2023 (“DOA"), the DOA shall prevail.

Tuy tinh hinh thuc té ma Ban Giam déc Cong ty c6 quyén sira doi, bd sung cac diéu khoan tai quy dinh nay bat ky thoi
diém nao.

Depending on certain circumstances, the Board of Management has the right to amend and supplement the terms of
this Policy at any time.
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IX. PHU LUC - BIEU MAU
APPENDIX - FORMS
B{ phén
Stt Tén biéu mau/Hd so Mi s6 Nk G Thoi gian luu triv
No Form/ File Name Code Respgnsib[g area Timeframe
Jor recordkeeping
Chinh Sach & Quy Trinh Tuyén Dung Phong Nhén su
| _ Quy Trinh Tuyén Dung MHT - HRD- CPO-001 . '
Recruitment Policy & Procedures HR Department
Phuy lyc 01: Nhu ciu Nhan Sy Phong Nhan su
P PR ST RS B8 BMI-MHT-HR . '
Appendix 01: Recruitment Request Form HR Department
Phu luc 02: Ban Mo Ta Cong Vié Phong Nha
3 u uc. an Mo Ta Cong Viéc BNE-MET-HR ong Nhan su
Appendix 02: Job Description HR Department
i Phu luc 03: Thoa Thuén 3 bén BM3-MHT-HR Phong Nhan sy
Appendix 03: Tripartite Agreement HR Department
: Phu luc 94: Nhén vién ing u.lyen ngi bo BM4-MHT-HR Phéng Nhin sy
Appe:'?dtx.‘ 04: Internal Candidate HH Deparmeent
Application Form
6 Phy luc 05: Gid¢i thiu g vién BM5-MHT-HR Phong Nhén su
Appendix 05: Candidate introduction form HR Department
7 Phu luc 06: Phiéu Danh gia tng vién BM6-MHT-HR Phong Nhén su
' Appendix 06: Candidate Assessment Form HR Department
g Phu luc 07: Bao cdo két qua phong vén BM7-MHT-HR Phong Nhan sy
Appendix 07: Interview Assessment Report HR Department
. \F!':'g:] luc 08: Phiéu thong tin tham khao {mg BMS8-MHT-HR Phong Nhén sy
Appendix 08: Reference Check Form ok Deptrioient
P!-;u luc 09: Bao céo kiém tra thong tin an BM9-MHT-HR Phong Nhén Sy
10 ninh
Appendix 09: Security Inspection Report R Departnient
T Phu luc 10: Phiéu Bé xuit lwong BM10-MHT-HR Phong Nhan su
Appendix 10: Salary Proposal Form HR Department
Phu luc 11: Thu moi nhdn viéc Rank 2 up BMI11-MHT-HR ’ "
12 F S T B Offﬁ 5 Phong Nhan su
ppendix 11: Employment Offer Lelter —
Rank 2 and above HE Beparenety
Phu lyc 12: Thu moi nhén viéc Rank 3-6 BMI12-MHT-HR . :
13 ) i T el Offer L Phong Nhén su
ppendix 12: Employment Offer Letter —
Rank 3-6 HR Department
14 | Phu luc 13: Hop ddng tap nghé BM13-MHT-HR Phong Nhan su
Appendix 13: Apprenticeship Contract HR Department
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B§ phan
Stt Tén biéu mau/Hb so M3 sb i 7 Thoi gian luu triv
No Forny/ File Name Code Responsible area Timeframe
for recordkeeping
g Phu luc -15: _Sor yeu‘ly lich | BM15-MHT-HR Phong Nhén sy
Appendix 15: Curriculum Vitae/ HR Deparimeni
Background
Phu luc 16: Thong tin nhan vién BM16-MHT-HR Phong Nhan su

Appendix 16: Personal Information Form

HR Department

Phu luc 17: Thoa Thuin Bao Mét Théng
17 Tin, Minh Bach va Khong canh tranh

Appendix 17: Non-Disclosure,
Transparency and Non-Compete Agreement

BM17-MHT-HR
Phong Nhén su

HR Department

18 Phu luc 18: Danh sach hd so nhan vién

BM18-MHT-HR Phong Nhan sur

Appendix 18: Employee Profile HR Department
Phu lyc 19: Phiéu dé xudt diéu dong Nhan BM19-MHT-HR
19 Su Phong Nhén su
Appendix 19: Personnel Movement Request HR Department
Form
Bién soan Kiém tra
Prepared by Reviewed by

D5 Ba Tuin
Giam sat truong thu hat nhén tai
Superintendent - Talent Acquisition
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