3.PVOIL

PVOIL Puwdng xa thém gan

SO TAY
VAN HOA DOANH NGHIEP







S PVOIL

PVOIL DPwong xa thém gan

NOI DUNG CHiNH
1. Gidi thiéu

2. Ban sac van héa PVOIL

- Sir ménh va Tam nhin.
- (id tri cot 16i.
- Hinh anh,thuong hiéu va slogan.

3. Dao dirc va trach nhiém cua
nguwoi PVOIL

- Pham chét dao dtic clia ngudi PVOIL.

- Trach nhiém ddi vdi khach hang va doi tac.
- Trach nhiém doi vdi dong nghiép.

- Trach nhiém cta ngudi |&nh dao.

- Trach nhiém d6i vdi cong dong.

4. Gac chuan muwc van hoa wng xuw
cua nguoi PVOIL

- Van hoa khi giao tiép, lam viéc.

- Van hda khi tham gia cudc hop, hdi nghi.

- Vén hoa khi tham gia cac su kién, hoat dong phong trao.



INGIGINTHIEY

Tong cong ty Dau Viét Nam - CTCP (PVOIL) 13 don vi thanh
vién ctia Tap doan Dau khi Viét Nam (PVN), dugc thanh
lap theo Quyét dinh s6 1250/QD-DKVN ngay 06/06/2008 cua
.’ Hoi dong Quan tri Tap doan DAu khi Viét Nam trén ca s@ hgp
PETROVIETNAM nhat Tﬁngﬂcﬁqg t.y Thuong m?i déLL khi EPete(Ehim) va Cong
PvoiL v Ché bién va Kinh doanh san pham dau mo (PDC). PVOIL
chuyén sang hoat dong theo mé hinh cong ty c6 phén tlf ngay

01/08/2018

Trong qud trinh phat trién, mdi thanh céng cia doanh

nghiép déu dugc xdy dung dya trén nén tang Vén hoa

doanh nghiép. PVOIL vdi hoat dong san xuét kinh doanh ngay

) cang da dang, quy mo ngay cang phat trién thi cang doi hoi

l phai c6 mot chudn muc vé Van hoa doanh nghiép. Van héa

doanh nghiép PVOIL hinh thanh nén ban sac con nguoi

PVOIL, 14 nhén td quyét dinh dé tao dung mot thuong hiéu
PVOIL phat trién manh mé va bén viing.

Ban hanh s6 tay “Van hoa doanh nghiép PVOIL” dé méi can

b6 cong nhan vién cung nhau mang nhifng nét dep van

héa cong s@, phong cach ing xit chuyén nghiép clng

I - hanh vi van minh, lich su vao cac hoat ddng thuc tién cua

_EI Tong cong ty. Vi su phat trién cta Tong cong ty va vi ban than

g mdi chuing ta, Ban Lanh dao Tong cdng ty tin tudng va ky vong

toan thé can bé cong nhan vién PVOIL luén tu gidc, dong

long, guong mau thuc hién, xay dung Van héa PVOIL, gop
phan thuc hién Van héa Petrovietnam.

So tay van hoa doanh nghiép PVOIL
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7. YA S VAN E6A PYOIL

So tay van hoa doanh nghiép PVOIL



SuU ménh va Tam nhin

Trg thanh doanh nghiép hang dau ¢
Viét Nam va khu vuc trong linh vuc
cung cap cac ngudn nang lugng
cho ddi song va phat trién kinh té.
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Thuaong hiéu - Slogan

J.PVOIL

PVOIL Pwéng xa thém gan

U.PVOIL

PVOIL Let miles be smile

So tay vin hoa doanh nghiép PVOIL




Gia trij cot 10i

Gia tri cot 16i 1a “kim chi nam” dinh hudng Ve

thai do hanh xir clia ngudi lao dong la nhiing gia
tri mang tinh pho quat, bén viing va dugc ap

dung tai PVOIL.

CHUYEN
NGHIEP

GIA TRI
COT LOI
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SRDAQ DUCA/ANTRACHINRIEN
CUANGUGIRV@]I!

O1 ) probuc ciaNGUG1 PVOIL

TRACH NHIEM VOl KHACH HANG
VA B0I TAC

(O3 ) TRACH NHIEM VGl DONG NGHIEP

TRACH NHIEM CUA LANH DAO

TRACH NHIEM VO CONG DONG

So tay vin hoa doanh nghiép PVOIL



PAO BUC CUA NGU'O' PVOIL

- Ton trong phap luét va céc qui dinh cua PVOIL.

- Trung thanh vdi lgi ich cta PVOIL.

- Bao vé, gilr gin uy tin thudng hiéu PVOIL ¢ moi lic, moi nai.

- Trung thuc trong moi 16i noi va hanh dong.

- Cong bang, khach quan trong nhin nhéan, danh gid con ngudi va su viéc.
- Tan tam trong thuc thi cong viéc.

- Liém khiét, khong lam dung chtic quyén, vi tri cong tac dé muu céu Igi ich ca
nhan.

- Khiém t6n, cu thi, hoc héi € khdng ngimg tién bd, hoan thién ban than.

- Khdng ngtg doi mdi, sang tao dé nang cao hiéu qué cong viéc.

- Tiét kiém, khong lang phi, phd truong hinh thc.

- C6 trach nhiém bao vé tai san cong. Khdng s dung tai san cong vao muc dich
ca nhan.

- Ung ho, bdo vé cai tot. Lén 4n, tdy chay cai x4u.

- Nhén &i, thdng cam va sdn sang chia sé vdi nhitng hoan canh kho khan cla
cdng dong, clia xa hoi.

3. PVOIL

PVOIL Pwéng xa thém gan
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TRACH NHIEM VO'1 KHACH HANG

VA BOI TAC

- Ton trong khéch hang va doi tac, lubn dat minh vao vi tri ctia khach hang va doi tac.
- Ludn dé cao su hai long ctia khach hang.

- Ludn 1ang nghe, thdu hiéu mong mudn ctia khach hang

- Dam bdo lgi ich hgp Iy cho khach hang va d6i tac, trén co sd tuan thi nguyén tac
“@6i bén cung co lgi”.

- Ch{1 dong cling d6i tac, khach hang tim gidi phap khéc phuc khd khan.

- Gilf gin tin nhiém ¢ moi lic va moi nai.

- Tuyét d6i khong lam ton hai quyén Igi hop phap clia doi tac va khach hang.

TRACH NHIEM V01 DONG NGHIEP

- Hét long tuang trg dong nghiép trong cong viéc.

- Chll Gong hudng dan, ho trg dong nghiép mdi vao nghé, chua cd kinh nghiém.

- Tuyét d6i khong gay kho dé, can trg dong nghiép thuc thi nhiém vu.

- Ch ddng tuén tha céc qui dinh vé phdi hgp cong viéc gitfa cac ca nhan, gita cac
bd phan.

- Tuyét d6i khdng dun day cong viéc, dun day trach nhiém 1an nhau.

- Chl dong g6p y, phé binh co tinh xay dung. Tuyét doi tranh “ndi xau sau lung”.

- Giif gin su doan két cla tap thé. Tuyét doi khdng chia ré, bé phai gdy mét doan keét.
- Cam thong va chia sé nhiing kho khan cua dong nghiép trong ¢ong viéc cling nhu
cudc song riéng.

So tay van hoa doanh nghiép PVOIL




TRACH NHIEM CUA LANH DAO

- Lubn guong mau trong moi I6i ndi ciing nhu viéc lam, dac biét 1a tuén tha cac
pham chat vé Pao dic va Trach nhiém ctia Nguoi PVOIL.

- Ludn hét long va dat Igi ich hgp phap va chinh dang ctia PVOIL Ién cao nhat.
- Tuyét d6i khong Igi dung chic vu, quyén han dé tham nhiing, muu cu Igi ich
ca nhan.

- Dam nghi, dam lam vi Igi ich cta PVOIL.

- S&n sang chiu trach nhiém ca nhan vé nhiing van dé xay ra trong linh vuc
minh phu trach.

- San sang bao vé quyén Igi va Igi ich hgp phap cia nhan vién.

- Tao 1ap mdi truting 1am viéc minh bach, cong bang va cd to chic, ky luat.

- Tuyét doi khong tru dap cap dudi.

- Pong vién, truyén cam hiing lam viéc cho moi ngudi.

TRACH NHIEM VO'1 CONG DONG

- Chi dong, tich cuc tham gia cac hoat dong an sinh xa hdi, thién nguyén.

- Chu dong, tich cuc bao vé mdi trudng.

- Khong vi lgi ich clia don vi hay ban than ma ton hai dén xa hi, cong dong.

- Dé cao tinh nhan van ciing nhu hiéu qua trong tat cd cac hoat dong cong dong.
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4. CAC CHUAN MUC VAN HOA
UNG XU CUA NGUOI PVOIL

Van héa khi giao tiép, lam viéc

e VaN h0a khi tham gia cuéc hop,
hoi nghi

— /AN h0a khi tham gia cac su kién,
hoat dong phong trao

So tay van hoa doanh nghiép PVOIL



g} Van hoa khi giao tiép, lam viéc

fo\p\ Doi vai dong nghiép

- Thé hién tac phong lich su, ton trong, dang muc, chi dong chao hoi khi gap
dong nghiép.

- Di lai, trao doi cong viéc nhe nhang, gil trat tu; khong tu tp néi chuyén, an
udng trong phong lam viéc.

- Khi bat tay ding thang ngudi, bat tay bing mot tay (ch yéu la tay phai), ndm
chat vira phai. Lanh dao, déng nghiép I6n tudi hon, dong nghiép & vi thé chl nha
chd dong bt tay trudc. Trong trudng hop phai han ché tiép xuc thi chao héi bang
cach gat dau.

g\ Van hoa khi giao tiép, lam viéc

yi Lanh dao, nguwéi co chirc vu
cao hon

- Cha dong chao khi gdp Lanh dao.

- Thé hién thai d§ nghiém ttic, diing muc khi lam viéc vdi Ban Lanh dao.

- Cép dudi tuan thd, chdp hanh yéu cdu cla cap trén; trudng hdp cd ndi dung chua
th6ng nhat vé quan diém, vé cach thc lam viéc thi co thé xin phép trinh bay lai. Khi
nguii ¢ chuic vu cao han dé két ludn thi cdp dudi nghiém ttc chép hanh.

3. PVOIL

PVOIL Pwong xa thém gan
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T\ Van hoa khi giao tiép, lam viéc

vi Lanh dao, nguéi co chirc vu
thap hon

Léanh dao khi lam viéc vdi cép dudi:

- Ludn t6n trong

- C6 thdi do hoa nha

- Khi cdp dudi chao, lanh dao dap lai bing cf chi chao hoi than thién
- Chi dao, hudng dan tan tinh

- Khong hach séch, quat nat

- Nghiém khdc nhung d6 lugng

)\ Van hoa khi giao tiép, lam viéc

/' 'Y| '\ Dd6i vai khach hang, doi tac

- Ch dong chao hdi, gidi thiéu tén, chic danh va bo phan cong tac.

- Gidi quyét cong viéc mot cach nhanh gon, hiéu qua; ddm bao théi do ton trong,
khong phén biét doi xtr, khong gay kho khan, phién ha cho khach hang, doi tac.
- Khi két thic budi 1am viéc, cdn ndi I6i cam on va tién khach.

So tay vin hoa doanh nghiép PVOIL




I} Van hoa khi giao tiép, lam viéc

- Khong chen I4n, xd day, khong ndi chuyén, gay 0n ao mat trét tu ndi cong cong,
trong thang may, trén 6 10. ..
- Ton trong va thuc hanh van hda xép hang...

T\ Van hoa khi giao tiép, lam viéc

- Sé&p xép tai liéu, 46 dung lam viéc ciia ban than mot cach ngay ngdn, gon gang
va khoa hoc.

- Bai tri ch lam viéc co thé theo s thich ca nhan nhung phéi hai hoa, phi hgp
v@i moi trudng cong sd. Khdng qué khac biét véi khdng gian chung.

- Gilt gin nai lam viéc gon gang, sach sé.

- Nghiém c8m vt rac va hat thude 14 (ké ca thudc 14 dién tt) noi lam viéc, khong
gian chung 6 cong sa.

- Kndng tu tap, tan gau tro chuyén gay on ao, anh hudng dén ngudi xung quanh.

- Han ché t6i da an udng trong gid lam viéc, trong phong lam viéc.

www.pvoil.com.vn




T, Van hoa khi giao tiép, lam viéc

- Tuén thd theo quy dinh cta PVOIL: nam méc do so mi ¢6 ¢d, quan tay, mang giay;
nit méc 4o dai, 40 ST mi ¢ cd va tay do, méac quan tay hodc vdy dai qua gdi. Khong
mac quan jean, o thun trong gid lam viéc (trif cac su kién dugc thdng bao mdc do
thun dong phuc PVOIL).

- Khi di giao dich, cong tac ngoai van phong phai &n méc gon gang, lich sui, phu hdp;
thé hién diing muc vi thé ctia PVOIL vdi d6i tac.

- Sif dung thé nhan vién PVOIL trong trudng hgp cén thiét.

ffa)\ Van hoa khi giao tiép, lam viéc

i, ther dién tir

- Khi trao G6i vé cong viéc, can ngdn gon, tap trung vao ndi dung chinh, két thac cudc
goi bang I6i cam on; uu tién [dng nghe y kién, thdng tin ctia ngudi goi dén.

- Trudng hop cudc goi dén khdng phai clia minh (dién thoai ban) thi chi dong nghe
ho va truyén dat lai 16i nhdn ngay khi cd thé.

- C4 thoi quen thutng xuyén kiém tra dién thoai (k€ ca khi 6 cong ty va & nha). Néu
thdy cudc goi nhd/ tin nhén clia Lanh dao, déng nghiép goi/ nhdn dén dién thoai di
@ong thi can nhanh chong goi lai/ tra I6i ngay.

- Ngoai gi¢ lam viéc, néu khong phédi viéc gap thi han ché goi dién thoai cho Lanh
dao, dong nghiép; uu tién viéc giao tiép qua tin nhén.

- Thudng xuyén giit lién lac qua thu dién tir (email) dé giai quyét/ x( ly cong viéc kip
thai theo yéu cu ctia Lanh dao, dong nghiép, doi tac, khach hang. ..

So tay van hoa doanh nghiép PVOIL




fa)\ Van hoa khi giao tiép, lam viéc

iéu, str dung danh thiép

- Chi dong trao doi danh thiép trudc mdi budi gdp mét, 1am viéc vdi ddi tac, khach
hang mdi. Khi dua danh thiép, phai dua béng 2 tay.

- Ngudi tu gidi thiéu chi dong dua danh thiép trudc va ti€p nhan danh thi€p cua
d0i tac, khach hang vdi thai do lich su; khdng bo lai danh thi€p sau budi gap gé.
- Khong dung danh thiép d4 cd, nhau nat, gdy gdc, ban. Mau danh thiép phai dugc
thong nhat chung theo quy dinh nhan dang thugng hiéu PVOIL.

www.pvoil.com.vn




@ Van hoa khi tham gia cuéc hop,

hdi nghi

- Khi nhén dugc thu moi/ thong bao tham gia cudc hop, hoi nghi, nguai dugc mai/
thdng bao can ghi chu vao lich 1am viéc ctia Ban/ Van phong/ Don vi/ ca nhan va
tham gia theo yéu c4u. Néu dén gid hop ma vang mat ngudi dugc mdi/ thong bao
thi Ban/ bd phan cha tri tong hgp thong tin va bao cdo Lanh dao chi tri cudc hop.

- N&m rd ndi dung cudc hop va chudn bi céc tai liéu lién quan; chuan bi cac ndi
dung trinh chi€u theo mau slide cua PVOIL.

- C6 mat va on dinh cho ngdi it nhat 1a 5 pht trudc khi bat d4u. D6i véi Ban/ bd
phan cha tri tham muu ndi dung cudc hop ¢ mét it nhat 15 phut trudc khi bat d4u
nham dam b&o céc di€u kién ky thuat, tai liéu. .. Trong trudng hop khong thé tham
du, phai xin phép ngudi cha tri.

- Khdng lam viéc riéng, chuyén dién thoai sang ché dd rung. Han ché t6i da viéc
nghe dién thoai, trong trudng hop cén thiét thi nhe nhang di chuyén ra khdi phong
hop va nghe trong thdi gian tdi thiéu.

- Tap trung lang nghe, khdng ngat I6i nguoi khac. Khi mudn phat bi€u cin dang
ky/ xin phép va chi dugc phéat biéu theo diéu hanh cla ngudi cha tri.

- Thu don tai liéu, dé ghé& ngdi ngay ngdn, dang vi tri, tat cac thiét bi dién trudc khi
rdi phong hop.

So tay van hoa doanh nghiép PVOIL




% Vin hoa khi tham gia cuéc hop,

hoi nghi

Khi tham gia cac cudc hop, hi nghi truc tuyén, ngudi tham gia hop can thuc
hién cac viéc sau:

- Ch( dong dang nhép, két ndi va sdn sang cho cudc hop truc tuyén trudc gid hop
5 - 10 phut.

- Thay doi hinh nén (background) theo mau quy dinh ctia PVOIL trén ting dung hop
truc tuyén hodc background do ban t0 chic thong bao ddi vdi cac cudc hop
chuyén biét.

- Duy tri ch€ dd md camera trong su6t thdi gian dién ra cudc hop, hdi nghi; tat
micro khi khdng phat biéu; khdng dugc dé cac 4m thanh, hinh anh sinh hoat cé

nhén/ gia dinh vao khung hinh hop truc tuyén.

- Méc trang phuc lich su, pht hap.

AR

Q.G
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Van hoa khi tham gia cac su kién,

hoat ddng phong trao

- Tuan th duang thai gian, thanh phan tham gia, trang phuc theo quy dinh.

- C6 mat va ngdi dung vi tri trudc 15 - 30 phat, khdng ra vé sdm khi céc hoat dong
chua két thic.

- Chuyén dién thoai sang ché dg im lang, khong 1am viéc riéng trong sudt thoi
gian dién ra su kién.

- Trong trudng hgp can thiét phai ra ngoai, can nhe nhang di ra, khong lam mat
su tap trung cua ngudi khac.

- Tich cuc tham gia céc su kién, phong trao vdi tinh than trach nhiém cao; thuc
hién nghiém tuc, ddy da cac ndi dung theo yéu cdu clia Ban to chic.

So tay vin hoa doanh nghiép PVOIL
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