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 QUYẾT ĐỊNH
V/V PHÊ DUYỆT DANH MỤC VỊ TRÍ VIỆC LÀM, BẢN MÔ TẢ CÔNG VIỆC VÀ KHUNG NĂNG LỰC TỪNG VỊ TRÍ VIỆC LÀM CỦA SỞ NỘI VỤ
ỦY BAN NHÂN DÂN TỈNH NAM ĐỊNH
Căn cứ Luật Tổ chức chính quyền địa phương ngày 19/6/2015; Luật sửa đổi, bổ sung một số điều của Luật Tổ chức Chính phủ và Luật Tổ chức chính quyền địa phương ngày 22/11/2019;
Căn cứ Nghị định số 24/2014/NĐ-CP ngày 04/4/2014 của Chính phủ quy định tổ chức các cơ quan chuyên môn thuộc Ủy ban nhân dân tỉnh, thành phố trực thuộc Trung ương; Nghị định số 107/2020/NĐ-CP ngày 14/9/2020 của Chính phủ sửa đổi, bổ sung một số điều của Nghị định số 24/2014/NĐ-CP ngày 04/4/2014 của Chính phủ quy định tổ chức các cơ quan chuyên môn thuộc Ủy ban nhân dân tỉnh, thành phố trực thuộc Trung ương;
Căn cứ Nghị định số 62/2020/NĐ-CP ngày 01/6/2020 của Chính phủ về vị trí việc làm và biên chế công chức;
Căn cứ Nghị định số 138/2020/NĐ-CP ngày 27/11/2020 của Chính phủ quy định về tuyển dụng, sử dụng và quản lý công chức;
Theo đề nghị của Giám đốc Sở Nội vụ tại Báo cáo số 2655/BC-SNV ngày 21/12/2022 về việc thẩm định điều chỉnh khung năng lực từng vị trí việc làm của Sở Nội vụ.
QUYẾT ĐỊNH:
Điều 1. Phê duyệt Danh mục vị trí việc làm, Bản mô tả công việc và Khung năng lực từng vị trí việc làm của Sở Nội vụ, như sau:
1. Tổng số vị trí việc làm: 39 vị trí, trong đó:
- Vị trí việc làm lãnh đạo, quản lý: 12 vị trí;
- Vị trí việc làm chức danh nghề nghiệp chuyên ngành: 12 vị trí;
- Vị trí việc làm chức danh nghề nghiệp chuyên môn dùng chung: 11 vị trí;
- Vị trí việc làm hỗ trợ, phục vụ: 04 vị trí.
2. Danh mục vị trí việc làm, bản mô tả công việc, khung năng lực từng vị trí việc làm của Sở Nội vụ (chi tiết tại Phụ lục kèm theo).
Điều 2. Giám đốc Sở Nội vụ căn cứ danh mục vị trí việc làm đã được phê duyệt và Bản mô tả công việc, khung năng lực vị trí việc làm, biên chế được giao hàng năm để làm cơ sở thực hiện việc tuyển dụng, sử dụng, quản lý công chức và lao động hợp đồng theo đúng quy định hiện hành.
Điều 3. - Quyết định này có hiệu lực kể từ ngày ký và thay thế Quyết định số 1809/QĐ-UBND ngày 23/8/2021 của UBND tỉnh Nam Định phê duyệt Bản mô tả công việc và Khung năng lực từng vị trí việc làm của Sở Nội vụ.
- Chánh Văn phòng UBND tỉnh; Giám đốc Sở Nội vụ; thủ trưởng các cơ quan, đơn vị có liên quan căn cứ Quyết định thi hành./.

	
Nơi nhận:
- Bộ Nội vụ (để báo cáo);
- Như Điều 3;
- Cổng TTĐT tỉnh;
- Lưu: VP1, VP8.
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DANH MUC VI TRi VIEC LAM, MO TA CONG VIEC VA KHUNG NANG LUC TUNG VI TRI VIEC LAM CUA SO NQI VU
112/2022 cuia UBND tinh)

(Kém theo Quyét dinh s6:

/OD-UBND ngay

Ngach

Yéu cau vé ning lwe, trinh d§ - ky ning

cong | Pon vi Ty trong Bién
Mi | Tén don , o Nhiém vu P on TG hoan % |YC Chuyén Kién . }
VTVL | viyvTvL, | Shie |thuc hign Chinh Mo td cong vige thychien |- gap - | P | non nghiep | 50 | thie | V222 | innge | SN | Nng we, k§ ning
ol CV/nam vu T lQunn | MeT chi khac
thiéu :
1 2 3 4 5 6 7 8 9 10 1 12 13 14 15
Sé Noi vu 67
4.1 |Nhém lanh dao, quén ly 30
Chi tri cac budi hop, budi lam viéc, Tot nghiép
- Phu trich | hoinghi so keét, tong két dinh ky ctia dai hoc tr&
chung, cha ti | coquan 15 lén voi:
chi daq, diéu Tharn du cac cudc hop, hoi nghi - Nhém Sir dung
hanh, t0 chic | trién khai quan triét cia Tinh ty, BO nganh hodc duoc Nang luc: Nang Iuc
hoat dong ctia | Noi v, UBND tinh, Ban can si nganh, hoac ngoai ngir tap hop, quy tu, doan
so trong thuc | Bang UBND tinh, Hoi dong nhan chuyén theo yéu két trong co quan;
hign chic nang, | dén tinh, cac ban Pang, so, ban, nganh: oVe cau cua vi Nang lyc chi dao,
nhiém vu ctia s | nganh, t6 chire chinh tri - xa hdi cap Quan  tri- W triviée B dicu hanh, trien khai
theo quy dinh | tinh Quan ly, lam (T6i , - - cac hoat dong duoc
, . N A A tuong 2, C56  ky | dudng A , ]
cia phap luat, q . Luat, Xay duon thicu str wine st | Boh phan cong chi dao;
thye hién nhiém | Chi dao t0 chu trién khai thye hién dung Pang cc | hoie %0 dung dung dao Néng luc giai quyet
4.1. | Giam vu theo chi dao | quy dinh vé chiic ndng, nhiém vy, & Chinh | .~ Ny dugc Hng . ., | nhiing cong viéc phat
2 s cve ; , 1 A .| clr bang . . | cong quan Iy | . b A
1 | doc S¢ ctia UBND tinh. quyén han, co ciu tb chic ctia co quyén Nha ohin | cao ohp | NE0AINGH nghé A o sinh, Nang luc phén
- Trye tiép phy | quan, quy dinh phan cong nhiém vu nude, Quan " lucgﬁ Guinhdo | 2% f tich, tbng hop.
trach cong tac 16 | cho cac phé gidm déc, cic phong ly  Nh ghmh fuong wbagn o
chiic b0 mady, | chuyén moén, b phan thude so, va nudc, Hanh trichanh duong p lrof Ky nang- Ky nang
cong chﬁ;c, vién | xay dung trinh UBND tinh Quy chinh hoc, cfn’nh bac3 € | dicu hanh cac cudc
chic, kiém tra | dinh vé chiic nang, nhiém vy, quyén 15 Hanh chinh khung hop; K¥ nang gop ¥,
cong vu. han va co cAu t6 chitc cia cac don vi cong, Chinh nang huc chinh sira van ban;
- Phy trdch c6ng | trye thude sach cong, ngoai ngit Ky nang giai thich,
tac t0 chiic ndi | Chi dao t6 chirc thuc hién cac van Kinh € lao Viét thuyét phuc.
b0 6, tai chinh, | ban quy pham phép luat, quy hoach, dong Nam)
quéan 1y ti san, | ké hoach, d& 4n, du an, chuong trinh 15 - Nganh,
thi dua, khen | daduocphé duyét. chuyén
thuong co quan nganh ddo








Ma
VTVL

Tén don
Vi/VTVL

Ngach
cong
chire

tdi
thiéu

Pon vi
thue hién

Nhiém vu
chinh

SO NO1 v

- Giit mdi lién
hé cla s Noi
vu véi cac co
quan, t chic
trong hé thong
chinh ti cua
tinh, B6 Noi vu
Va Cc4c co quan,
6 chitc khic co
lién quan.

Mo ta cong viéc thuc hién

Ty trong
TG hoan
thanh
CV/nam

Bién
che

Yéu cau vé nang luc, trinh dd - ky niing

YC Chuyén
mon nghiép
vu

LLC

Kién
thirc
QLNN

Ngoai
ngir

Tin hoc

Chirng
chi khac

Nang lwc, ky ning

Tham muu cho UBND tinh xay
dung cac van ban quy pham phap
lut c6 lién quan dén trich nhiém
quan 1 ciia nganh va td chie thuc
hign

Chi dao 14p d@ cuong, van ban dé
xudt UBND tinh cho chi truong,
trinh UBND tinh phé duyét béo co
kinh t - k¥ thuat xdy dung céc cong
trinh do s& lam chi dau tu, quyét
dinh thanh I3p ban quan Iy dy 4n, ©
chure thye hién dau thau, chon thau,
ky két hop dong thi cong, tw van
giam sat, kiém toan va thanh quyét
todn cong trinh theo diing trinh ty,
thi tuc.

Chi dao xay dung, t0 chiic trién khai
thuc hién phuong hudng, nhiém wy,
ké hoach ké hoach dai han, nim
nam, hang nam, chuong trinh cong
tac hang nam, 6 thang, quy, thang.

10

Chi dao xdy dyng ban hanh thyc
hién ké hoach, d& cuong, thanh lap
doan thanh tra, kiém tra chuyén dé,
thanh tra cong vy, dot xudt vé& cic
linh vuc cong tac thudc pham vi
quan Iy ciia nganh

Chu tri cac cude hop, lam viée voi
cac sd, nganh, dia phuong lien quan
dén Tinh vuc phu tréch; tham du cac
cudc hop trién khai, quan triét cia
Tinh 1y, B6 Néi vy, Uy ban nhén
dan tinh, H6i dong nhan dan tinh,

15

tao phu hop
véi nginh,
inh  wye
cOng tac.
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Mo ta cong viéc thuc hién

Ty trong
TG hoan
thanh
CV/nam

Bién
che

Yéu cau vé nang luc, trinh dd - ky niing

YC Chuyén
mon nghiép
vu

LLC

Kién
thirc
QLNN

Ngoai
ngir

Tin hoc

Chirng
chi khac

Nang lwc, ky ning

cac ban Pang, s¢ , nganh, cac t
chire chinh tri, x4 hdi,

Phu trdch chung va trye tiép phy
trach mot sd finh vue theo thuc &
phan cong nhiém vy

Thyc hién chire trach chu tich Hoi
ddng thi dua khen thuong, Hoi dong
nang béc luong trude thoi han, HOI
dong ky lut. ..

Chi dao 1ép dy todn kinh phi hoat
dong hang nam, chi dao thuc hién
ché d6 cong khai tai chinh, thanh
quyét toan kinh phi, hoat dong ctia
co quan theo dinh ky.

Chi dao 18p du toan kinh phi thuc
hién béau cir, cong tac thi tuyén, xét

tuyén, thi ndng ngach

Thyc hién chirc trach chinh trj vién,
chi dao xdy dyng lyc luong tur vé co
quan

Pho
Gjém
doc So

Gitp Giam dbc
s¢ Thuc hién
nhiém vu cu thé
do Giam ddc so
phén cong.

Chi dao, diéu
hanh cac cong
viéc lién quan
dén céc linh vuc
dugc phan cong

Dé xuit Giam dbc so cac bién phap
ﬂl‘uchjéncﬁngtécquénl}'mhénuéc
v¢ finh vur ¢ phu trach

20

Tham gla xdy dung va giap
Giam ddc S trién khai thuc hién
cac dé 4n, chuong trinh, ké hoach
cong tac ciia nganh Noi vy

25

Gifp Giam dOc s6 huong dén,
kiém tra, d6n doc cac s, nganh, dia
phuong thuc hién cac nhiém vu ci

20

Tot nghiép
dai hoc o
lén voi:

- Nhém
nganh hodc
nganh, hodc

chuyén

tao:  Quan
tri- Quéan 1y,

CC,
cu

CcvC

Néng luc chi dao,
diéu hanh, trién khai
cac hoat dong duoc
phan cdng chi dao;
Nang Iuc gidi quyét
nhiing cong viéc phat








Ngach

Yéu cau vé nang luc, trinh dd - ky niing

cong | Pon vi Ty trong Bién
Mia | Tén don , ‘n Nhiém vu PR - o TG hoan % |YC Chuyén Kién . .
VTVL | vi/'VTVL Ch}‘.’c thyc hien chinh Mo ta cong vige thyc hign thanh ché mon nghiép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
toi « T ngir chi khac
<z CV/nam vu QLNN
thiéu :
phu trach. nganh Noi vu va cdc nhiém vu Ludt, Xay chinh | ngoai ngit sinh, Néng luc phan
duoc Tinh tty, HDND tinh, UBND dung Pang O trinh do tich, tong hop.
tinh, Chu tich UBND tinh giao. &  Chinh tuong Ky ning: Ky ning
Tham gia du thao cac van ban %S quyén Nha duong dieu hanh cac cudc
cong tac Noi vu lién quan dén linh nude, Quan bic 3 hop; K§ nang gop ¥,
vye cdng tac duge phan cong. Ky 0 Iy Nha khung chinh sta van ban;
ban hanh cac van ban vé linh vuc nuoc, Hanh nang luyc Ky ning giai thich,
dugc phan cong phu trach theo sy chinh hoc, ngoai ngl thuyét phuc.
Uiy quyén ctia Giam ddc So. Hanh chinh Viét
cong, Chinh Nam)
sach cong,
Chi dao, diéu hanh cac hoat dong 6 @ lao
, . - ong
cia don vi truc thudc theo su N
A A , ., Z . o - ganh,
phan cdng cia Giam doc So. Gitr n
A tia 1A g X 15 chuyén
moi lién hé voi co quan nganh X X
~ nganh dao
doc Trung uong theo linh vuc \
duge phin cong phy tréch 120 phi hop
wroc phéan cong phu trach. voi ngirh,
inh  wuc
cOng tac.
- Gip giam | - Gidp Gidm doc S6, Pho Gidm ) St dung Nang luc chi dao,
doc So, Pho | doc so duoc phan cong phy trach: Tot nghi¢p duoc . diéu hanh, trién khai
Giam doc sé | Xay dung, trinh UBND tinh ban dai hoc troy ngoai ngit Boi cac hoat dong dugc
duge phén cong | hanh céc van ban quy pham phap 1én voi: theo yéu o dudng | phén cong chi dao;
phu trach quan | luat, quyét dinh, chuong trinh, Kké - Nhém .| cauctavi ne S lanh Néng luc giai quyet
BanThi | 1y nha nudc vé | hoach dai han, hang nam vé cong nganh hoac cC CV va | g Vléc dung dao, nhiing cong viéc phat
41 | Truong | ~, | dwmken | cong tic Thi| theTDKT. 2 1 | menh.hoge | “* wong | Jam - (Toi céng quéan Iy | sinh, Nang lyc phén
3 | Ban thuong | dua, khen | - Hudng dan, t0 chirc thuc hién cac chuyén ohan duong | thidu sir o gh% cap tich, tong hop.
tinh thuéng; quan 1y | van ban quy pham phap luat, nganh: dung phong
: . . thong tin A
cong tic thanh | chuong trinh, ké hoach dai han, Quin  tri- dugc coban va K§ nang dicu hanh
nién tén dia | hang ndm ve cong tac TDKT sau Quan ly, ngoai ngit tuong | cac cudc hop; K¥
ban tinh. khi dugc cap cod tham quyén ban Luat, Xay 0 trinh d duong | ning gop vy, chinh
[ham  muu | hanh, phé duyét. dung Pang tuong sta van ban, K¥y
thyc hién nhiém | - B6 tri sip xép trong Ban theo &  Chinh duong nang ga thich,








Ngach , Yéu ciu vé ning lue, trinh d - ki ning
Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
toi _ T ngir chi khac
thidu CV/nam vu QLNN
vu thuong truc | chiic ndng nhiém vu ctia Ban. quyén Nha béc 2 thuyét phuc.
Hoi dong : : — nude, Quan khung
TOKT tinh. Thgm muu, giup Gidm doc So Iy Nha ning luc
Chi dao, trién | NOi vy trinh UBID tinh ban hinh nude, Hanh ngogi ngi
khai xay dung | €4 ké hoach va to ghuc thuc hién chinh hoc, Viét
ké hoach hogt | ©ONE e tuyén truyén chinh sich, Hanh chinh Narm)
dong ctia Ban. phap lujt cia Nha nude vé TDKT; cong, Chinh
theo quydinh. ké hoach 0 chirc tuyén truyén 15 sich cong,
' nhan rong nhing dién hinh tién Kinh t lao
tién. .., lua chon tap thé, ca nhan dong
c6 thanh tich tiéu biéu trong phong -Ngénh,
trao thi dua dé dé nghi biéu duong, chuyén
ton vinh, khen thuong kip thoi nganh ddo
Tham muu Giam doc S& Noi vu tio  khic
gitip UBND tinh, Chu tich UBND p'hl‘l hop véi
tinh, Hoi dong TDKT tinh t6 chic vi i vide
céc phong trao thi dua; huéng dan, 15 Bm  dam
don doc, kiém tra cac don vi, dia nhan.
phuong thuc hién cac phong trao ’
thi dua va chinh sach khen thuong
trén dia ban tinh.
Tham dinh hod so dé nghi khen
thuong, trinh UBND tinh quyét
dinh khen thuong hodc d& nghi
cip c6 thdm quyén quyét dinh
khen thudng theo quy dinh; tham 2
muu O chic thuc hién viée trao
tang, don nhan céc hinh thirc khen
thuong theo quy dinh ctia phap
ludt
Xay dung ndi dung, chuong trinh
va thuc hién bi dudng, huéng dan
vé chuyén mén, nghiép vu cho 15

cong chire, vién chirc lam cong tac
TDKT. Thuc hién cong tac kiém
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tra vi€c thuc hién cac quy dinh ctia
phap ludt vé thi dua, khen thuong.
T6 chitc nghién ctu va tmg dung
khoa

hoc, cong nghé trong linh vuc
TPKT. Quan Iy, luu trit hd so
khen thuong theo quy dinh

cua phap ludt; xay dung va quan Iy
co s dit liéu vé TDKT: téng hop,
b4o cao dinh ky vé cong tic
TPKT theo quy dinh

Xay dung Ké hoach sir dung
ngudn kinh phi khen thuong theo
quy dinh cia phap luét; quan ly,
cap phat, thu hdi, cap doi hién vat
khen thuéng theo phan cap. Giai
quyét céc khiéu nai, t6 cdo, kién
nghi, phan anh vé linh vuc thi dua,
khen thuong theo quy dinh

cuia phap luat.

Lam nhiém vy thuong truc Hoi
dong TDKT tinh.

15

- Gifp gidm
dbc So tham
muu  UBND
tinh quén Iy nha
nuée v & ton
gido tin
nguong, 10
chac hoi, tO
chiicphi chinh
phu trén dia ban
tinh

- Chi dao, trién

- Nghién ctu cac van ban; Gitp
giam ddc S&' tham muu cho Tinh
uy, UBND tinh quén Iy nha nudc vé
t6n gido, tin ngudng ; t6 chic hoi, to
chiic phi chinh pht trén dia ban tinh.
- Lanh dao, chi dao, dinh hudng
toan b cac hoat dong cua don i,
cac hoat dong chuyén moén thude
nganh, linh vue quan ly.

- B4 tri sép xép nhén sy trong Ban
theo chiic ning nhiém vy

20

Tham muu d& xuét cha truong, gidi

10

Tot nghiép
dai hoc tro
lén voi:

- Nhom
nganh hodc
nganh hodc
chuyén

nganh:

Ludt, Toén
gido  hoc,
Triét  ho,
Han N6m,

CC,
cu

CV va

tuong
duong

Co  ky

cong

ngh¢

thong tin

coban

nang St

phong

tuong
duong

Nang lue chi dao,
diéu hanh, trién khai
cac hoat dong duoc
phan cong chi dao;
Nang luc gidi quyét
nhiing cong viéc phat
sinh, Néng luc phan
tich, tong hop.

K§ ning diéu hanh
cac cugc hop; Ky
nang gop ¥, chinh
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ké hoach hoat
dong cua Ban
theo chirc nang
nhiém wu va
theo quy dinh
cua phép luat.
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Tin hoc
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phép cong tac QLNN vé tn gido,
tin ngudng , t chirc hoi, o chiic phi
chinh phi tén dia ban tinh: xay
dyng trinh cdp c6 thim quyén ban
hanh cac van ban quy pham phap
udt, quyét dinh, k& hoach, d& an, dur
an, chuong trinh vé tin ngudng, ton
gido, t chiic hoi, to chirc phi chinh
phit; hudéng dan, t chic thye hién
cac van ban quy pham phap ludt,
chuong trinh, quy hoach, ké hoach
dean,duanvetmngu’ong, ton gido,
6 chirc hoi, o chire hoi, t6 chiic phi
chinh phii sau khi dugc cip c6 tham
quyén phé duyét.

Giai quyet theo thim quyén hodc
tnnhcapcothamquyenglalquyet
nhimg van dé cy thé vé tin ngudng,
t0n giao theo quy dinh ctia phap luat.
Chit tri, phdi hop véi cac o, ban,
nganh trong viéc tham mu, trinh
Uy ban nhan dén tinh giai quyét
nhiig van dé phat sinh trong hoat
dong tin ngudng, ton gido thude
tham quyén quan ly.

20

- Chi dao phong chuyén mén tham
mury, giai quyét kip thoi cac nhu cu
sinh hoat ton gio, tin ngudng, Phdi
hop véi cac S&, ban, nganh, dia
phuong c6 lién quan hudng dan,
gitip dd cc t chire, ¢4 nhan ton gjdo
hoat dong tuan thu phap lut. Thyc
hién 5t chii trvong, chinh séch ddi
voi tOn giao theo quy dinh clia Pang

20

Van héa

hoc.
-Nganh,
chuyén
nganh  dao
tao khac phu
hop véi vi tri
viec  lam
damnhan.

fuong
duong
bic 2
khung
nang luc
ngoai nglr
Viét
Nam)

sita van ban; K¥y
nang gai thich,
thuyet phuc.
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va Nha nuéc.

- Bao co két qua cong téc theo dinh
ky, baocaodotxuét,baocaochuyen
deﬂleoyeucaucualanhdaocap
trén.. Tham dinh céc van ban do
cong chiic tham mu trinh.

- G3p g0, tlepxuc lamtotcongtac
tuyén truyén, van dong, chic sic,
chirc viéc, nha tu hanh, tin do céc ton
gido, nguoi dai dién, ban quan 1y co
s& tin nguong trong pham vi quan
Iy thuc hién t6t chu truong, chinh
sach phap ludt cia Pang va Nha
nudc.

- Ném chic tinh hinh ton gi4o, tin
ngudng kip thoi tham muu de Xuat
gidi quyét nhimg vuong mic, phét
sinh ¢6 lién quan dén ton gido, tin
ngudng gop phan on dinh tinh hinh
an ninh chinh tri trén dia ban tinh.

- T6 chic tip huan, bdi dudng
nghiép vu cho can bd cong chire lam
cOng tic ton gido, tin ngudng.

10

Hudng dan, chi dao, kiém tra va to
chie thuc hién cac chii truong, chinh
sach cua Pang, phap luat cia Nha
nude vé tin ngudng ton gido, o chitc
héi va t6 chiic phi chinh pht trén dia
ban tinh; Chi dao thuc hién cong tac
klemtra, gidi quyét khiéu nai, tocao
VethvuctonglaounngLrong,
chtrc héi, 16 chire phi chinh phii theo
quy dinh ctia phap luat.

10








Ngach

Yéu cau vé nang luc, trinh dd - ky niing

TDKT.

phit hop véi

Mi | Téndon | SOM& | Pomvi | G va ?étﬁﬁﬁﬁ Bién |\ - Chuyén Kién
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
tol CV/nim vu T |Qunn | M chi khac
thiéu :
Tham muu thue hlén chie nﬁng
quan Iy nha nudc ve 6 chirc hdi, to
chiic phi chinh phti trén diabantinh | 10
dam bao ding quy dinh.
Thyc hién cac nhiém vy khac
Giip Truéng Ban tham muu
Gism dbc S6, Pho Gidm doc so Tét nghiép
duoc phan cong phu trach quan ly dai hoc oy
nha nudc ve cong tac Thi dua, khen lén voi:
thudng; quan 1y cong tac thanh nién 35 - Nhom St dun
trén dia ban tinh. Theo ddi cong tac nginh hoic e E
., , TDKT ctia cac nganh, don vi, dia nganh, hodc L < ,
Gitp Truong phuong theo su phan cdng cla chuyén ngoal ngur Najng ‘h‘IC C}P dao?
Ban tham muu Truéng Ban, i T theo yéu diéu hanh, trién khai
Giamdoe S0, [~ poo e “gafﬂ" " cau ctia vi ‘ cac hoat dong dugc
Phé Gigmdoc s& nhg;g céng%iécvam(”)}t/’s?aﬁlrﬂ(lll\l/yuc Quan 1};/ - vigo Bai phan cong chi dao,
dugcphancong |~ < PSS ) lam (Téi . | dudng | Nang luc giai quyet
pi i qnly| <0128 A i cng ulih | 25 L, Xay bt st 07| G | g cong o
oA Y| gidl quyet cong viee khi duge dung Pang CV va nang st inh, Nang 1 - ohin
. nha nuéc vé cong X - quvén hodic di vé . dung dao, sinh, Nang lyc p.
Phé N Truong Ban uy quyén hodc di vang, & Chinh | CC, fong dung 10 | tich. tneh
“1 | Tryong | oy | BT | teThiduakhen = o Gy dung ndi dung con 1 | quyén Nha | cir due | g | Qnly | tieh tonghop
4 g dwKT | thuong quinly LTI ey Qe ot g Poe quyen Na [ Qr | quong | peogingir | %8 | cAp
ban oo t;c tharh tac cua Hoi dong TPKT tinh; Chuan 15 nudc, Quan | nhan & tinh do nghé hon K niine o6p <. chinh
ongac AN | i 161 dung cac cude hop ctia Hoi ly  Nh > | thong tin | PIOE | DY TENS £0P Y, G
nién tendiaban | 450 THKT finh, nudc, Hanh wong | pan |V |sw@ van bin Ky
tinh. Tham muu [ BT N L duong tuong | nang thuyét trinh,
.. | Tiépnhanho so dénghi khen thudng, chinh hoc, A S X
thuchiénnhiém | .7~ o A a X \ , bic 2 duong | giai thich, thuyet
vu thuone e | 9120 & phong chuyén mén tham Hanh chinh Khun huc
MEMONSIVE | dinh hé so khen thuong; chi dao viee cong, Chinh nung phuc.
Hidong TOKT| * .. ) O 15 , N nang luc
finh. thuc hién theo quy trinh ISO. sach cong, nooai e
Phu trach odng téc quan 1Y, luu trit Kinh t lao \/%éf e
ho6 so TPKT ctia Ban dong Nam)
- Phu trach cong tac théng tin tuyén -Nganh,
truyen chinh sach phap ludt vé cong chuyén
tac thi dua, khen thudng; tmg dung 5 nganh dao
cong nghé thdng tin trong cong tac tao  khic
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Pon vi . 'S | Bién \ y
thue hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép T thire ngit Tin hoc chi khac Nang luc, ky nang
CV/nam vu QLNN
Thuc hién cac nhiém vu khac theo Vl u Vlec
surphéan cong ctia Truong ban. 15 lam - dam
; nhan.
- Tham mu, d¢ xuat chi trrong giéi
phép cong tac QLNN vé tin ngudng,
ton gido, t0 chic hoi,to chic phi
chinh pht trén dia ban tinh.
- Tham muy, giai quyét kip thoi cac
nhu cAu sinh hoat, hoat dong tin Tét nghiép St dun
ngudng, 1on gido thude finh vye dai hoc trd o &
quan Iy. Phoi hop véi cac sd, ban, 1én voi: T
nganh, dia phuong c6 lién quan - Nhém Eg;al ngéi Nang lyc chi dao,
hudng dan, giup d& céc 6 chirc, ca nganh hodc céucuZw dlréUhéIﬁl,Péﬂkhal
Gitip Trurong nhan ton gido hoat dong tuan thu nganh hodc o vide Bai cac ho’{f dongw duoc
Ban tham mu | PR 1AL chuyén lam (Téi dupmg | PP cOng chi dac;
UBNDfinh, |~ Tiép nhan hd 50, nghién cu tham nganh: wide sil 8 amn Nazlg h{c gal quyet
GiamdéeSe | U giai quyét cac nhu cau sinh Luat, Ton dung nang st dao r{hungc?ngwec phAat
BanTon | quan [ nha e hoat, hoat dong cua tb chirc, ca nhén gido  hoc, o dung qua;1 Iy smh, }\Iang lyc phan
Gio | vétinneudne. ©n ton gido thude thim quyén gidi 40 1 | Trét hoc, . o not cong y tich, tong hop.
N NGNS, quyét cia Ban, chi dao thuc hién Han Nom, | CC, | CV va ngoal ngUr nghé ap
giagychic | 40 quy trinh ISO Vin  hoéa | cir twong | O winh dO thong tin phong K§ ning gop v, chinh
hdi, t chie phi o, N duron: tuong > va , N AR
. s~ 4 | - Tham muu giai quyét cac don thur hoc. nhan g coban sta van ban, K¥
chinhphaténdia| ,. .. . 7 ° £, R duong tuong < ,
ban tinh khieu nai, to €40 €0 lién quan dén tin -Nganh, bac 2 durong nang gal thich,
ngudng,, ton gido. chuyén kﬁung thuyet phuc.
- Nam chac tinh hinh t6n gido, tin nganh dao sno |
nguong,klpﬂlmthamnnrudexuat tao khac phu hang e
giai quyét nhimg vudng mdc, phat hop véi vi tri anlgtal neu
smhcohenquandentmnguong, ton viic  lam Ném)
giéo , gop phan 6n dinh tinh hinh an damnhan,
ninh chinh tri trén dia ban tinh.

- Thudng xuyén van dong chic sic,
tin do sdng tt doi dep dao, thuc
hién tdt chi trong, chinh sach phap
Juat ctia Nha nu.
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Tin hoc

Chirng
chi khac

Nang lwc, ky ning

Gitp Truomg ban xir Iy, giai quyét
nhiing cong viée va mot sb finh vuc
cong tc duoc phan cong; diéu hanh,
gidi quyét cong viée khi duoc
Truong Ban uy quyén hodic di ving..

10

Phu trach cong tac thong tin tuyén
truyén, phd bién chii trwong, chinh
sach, phap luat vé tin ngudng, ton
gido ddi vai chire séc, chirc viée, nha
tu hanh, tin do cac tn gido, ngudi
dai dién, ban quan Iy co so tin
ngudng trong pham vi quan Iy.

Dao tao, bdi dudng, tap hudn nghiép
vu cong tac tin ngudng, ton giao cho
doi ngii can b, cdng chiic lam cong
thc t6n gido, tin ngudng céc cAp.

Ung dung cong nghé trong cong tc.

20

Xay dyng ké hoach va to chic
kiém tra tinh hinh thuc hién phap
ludt vé ton gido, tin ngudng & dia
phuong; ké hoach phdi hop thuc
hién cong tac ton gido, tin ngudng
v6i cic hoi, doan the...

20

Thyc hién mét s6 nhiém vu khac
theo syrphan cong ctia Trudng ban

10

Trudng
phong
thudc
So

Ccv

Phong
Cccve

- Tham muu,
chi
dao thyc hién
nhiém vy quan
Iy nha nudc vé
tuyén dung, sir
dung, quan ly
can by, cong
chirc, vién chuc.

lanh dao,

- Tham gia xay dung dy thao van
bm1quypmﬂnphm)thkehmmh
du 4n, dé 4n.. v& tuyén dung, sir
dung, quan Iy can bd, cong chi,
vién chuc.

05

- Kiém tra viéc thuc hién cc vin
bmquyphmnlﬂmplum;kehomjy
du 4n, d& 4n... vé tuyén dung, st
dung, quan Iy can b, cong chiic,

10

Tét nghiép
dai hoc trd
lén voi:

- Nhom
nganh hodc
nganh, hodc

chuyén

CC,
cu

CV va
tuong
duong

St dung
duge

ngoai ngir
theo yéu
cau ciia vi
i viée
lam (Ti
thiéu  str
dung

G ky

nang s
cong
ngh¢

thong tin
coban

phong
va

tuong

Nang luc chi dao,
diéu hanh, trién khai
cac hoat dong dugc
phan cong chi dao;
Nang Iuc gidi quyét
nhiing cdng viéc phat
sinh, Nang luc phan
tich, tong hop.
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- Thuc hién cac
nhiém vy khac
theo phan cong
va yéu ciu cong
viée.

Yéu cau vé nang luc, trinh dd - ky niing

%tﬂm"g Bitn Iy ¢ Chuye Kié

A g2 A oA e A oan A uyen en . ,

M@ ta cong vige thye hign thanh ché mon ngh);ép LLC thire Ngo? ! Tin hoc th e Nang luc, k§ nang
CV/nim vu T QLNN ngir chi khac

vién churc. Quan  tr- duoc duong

- Huong dén, gidi dép v& chuyén Quin I, ngoai ngir K§/ ndng g6p ¥, chinh

mon, nghiép vu trong tuyén dung, | Ludt, Xay ¢ trinh d§ sia van ban; Ky

st dung, quan ly can bg, cong chir, dung Dang tuong ning giai  thich,

vién chuc. &  Chinh duong thuyét phuc, phan

- Thyc hién cac hoat dong chuyén quyén Nha baic 2 tich, tong hop.

mon, nghiép vu vé tuyén dung, st nude, Quan khung

dung, quan Iy can bd, cong chirc, ly Nha nang luc

vién chuc: nude, Hanh ngoai ngir

+Ché d, chinh sach ddi voi can bo, chinh hoc, Vigt

cong chue, vién chiic. Hanh chinh Nam)

+Pénh gig, xép loai ddi véi can bo, cong, Chinh

cong chic, vién chure. sach cong,

+ B6 nhiém, bd nhiém lai, luAn | 50 Kinh t lao

chuyén, didu dong cin b, cong dong

chuc, vién chirc gitt chiic vu lanh -Nganh,

dao, quan 1y. chuyén

+ Tuyén dung cong chirc, vién chirc. nganh dao

+ Tiép nhan, diéu dong can bg, cong a0 khac

chirc, vién chirc. phtthop véi

+ Théng k&, bao cio vé can bd cong vi ti viée

chure, vién chure . .. lam dam

- Tham gia cac cudc hdi hop lién nhan.

quan dén cong tac hodc theo phan 15

cong

- Xy dung va thuc hién k& hoach 5

cong tac nam, quy, thang ctia Phong

Tham gia cac 16p dao tao boi dudng,

nghién ctu tai liéu va thue hién mot 05

s0 nhi¢m vu khéc theo phan cong va

yéu cau cong viee.
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Pon vi o R Bién " .
thye hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép thire < Tin hoc -1 2. | Nang luc, ky nang
CV/nim vu T loLnn | mew chi khac
- Phy trach chung, quan 1y toan bd
cong tac, nhiém vu, hoat dong ctia £ n
Quin 1§, chi | phong trong finh vuc duoc phin g’; hngmtfg
dao, dinh | cong, ichiu trach nhiém trudc lanh . 0‘1”
huong  chung | daotoan bd hoat ddng clia phong; 40 o
. N A oA A , - Nhém
cac hoat dong | - Phan cdng nhiém vu cho phd sh hodc
cua phong ph9ng va cac chuyén vién trong & I oﬁc Sir dung
phong; N
chuyén duoc
nginh: ngoai ngit Nang lye chi dao,
Quéan 1y, chi | Chu tr xdy dung ke hoach cong tic Quan tr- theo yéu di€u hanh, trién khai
dao, dinh | hang nam, quy, thang ctia phong; xtr 5 Quan 1y, cau ctia vi ‘ cac hoat dong duoc
hudng céc hoat | 1 van bén dén ctia phong Luat, Xay i viée Boi phin cong chi dao;
dong vé dyng Pang lam (Toi | . Ky dudng | Nang lyc gidi quyet
vue tO chic bd &  Chinh | thiea s | 0| Tnh nhiing cong viéc phét
méy  hanh quyén Nba | o | OV VA dung | T8 ST gao, | sinh, Nang Iy phan
Phong | chinh, s nude, Quan | 7 | MONE | diroe W€ | quan 1y | tich, tong hop.
N o 1 , .| e duron: . .| cong %
TCBM | nghiép  cong y o Iy  Nha ohan 2 | ngoai ngit nghé cip
lip; bién ché | Tham muu lanh dao s& Quan 1y, chi nuoe, Hanh Guinhdo | 2~ o | phong | Ky ning  gop ¥,
cong chitc, s6 | dao, dinh hudng céc hoat dong v chinh hoc, wong | P8 T va chinh sira vin bén;
luong  nguoi | finh vire to chie bo may hanh chinh, Hanh chinh duong twong | Ky ning giai thich,
lam vide trong | S¥ nghi¢p cong lap; bicn che cong cdng, Chinh baic 2 duong | thuyét phyc, phin
cac don visy C},MC:SOI‘FQng nguot lélm vIee trqng sich  cong, khung tich, tong hop.
nghigp  cong | cdc don visy nghicp cong lap; vitd | o Kinh t lao ning lyc
lap; vi tf viee | Viée lam, co' cau chiic danh cong dong ngoai ngt
lam, co cau | chic, ViAé'n Chlrc, chinh Aséch tlén Nganh, Viét
chitc danh cong | wong doi véi can b9, cong chie, chuyén Nam)
chic, vién | vién chic; Tham muu Ianh dao, chi nganh ddo
chiic;  chinh | d2o, trién khai cong tac CCHC cua tao  khac
séch tién luong | tinh phit hop voi
doi voi can bo, vi ti viée
cong chirc, vién lam  dam
chirc;  Tham nhan.

muu lanh dao,
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Pon vi Ty trong | piay ;
thue hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép T thire < Tin hoc hi kha Nang luc, ky nang
CV/nim vu QLNN | "&¥ ci hac
chi dao, trién
khai cong tac
CCHC ctiatinh
Tham g@a soan thao cac van ban, dé
an, quyét dinh. ... clia cac co quan,
don vi va clia cac s, nganh dja 10
phuong xay dung lién quan dén
Thyc hién nhiém| nhiém vy ctia phong,
vu khac Cac nhiém vu khac: Tham gia cic
cude hop, hoi nghi, giao ban ctia co
quan, céc cude hop, hdi thao cua cac 10
cap, nganh, cac 16p dao tao, boi
dudng, cac doan thanh tra.
Quan ly, chi | Phy trach chung, chiu trach nhiém St dun
dao, dinh | trude linh dao toan bo hoat dong ciia Tét nghiép | dung
huong  chung | phon 10 dai hoc oy dugo
wog chng | phovg - i o e ngi Nang Iwe chi da,
cac hoat dong | Phan cdng nhiém vu cho pho phong 1én voi: = didu ha .2 ;
) \ \ PR N , theo yéu €u hanh, trién khai
cia phong Vacacchuyer}wenmngphong, - Nhém Al ciavi céc hoat dong dugc
Quin 1§, chi | XAy g K hoach, churong trinfy ngnh boge 6 vito B | phin oong chi daoy
dao, dinh | béo cao, cong van, thong béo, quyet nganh, hoac Am (ﬁﬁ dudng | Nang Iyc gidi quyét
hudng cac hoat | dinh, thdm dinh dy thao cac vén ban chuyén hidy st Co6  ky Finh nhﬁngéﬁngvﬁcphﬁ
dong ctia phong | cta nhén vién trong phong; tham gia nganh: nang s . < N
Phong grecuaphong | Caie : R X . dung dao, sinh, Néng luc phan
Xaydimg v cac finh wye: | cac cude hop giao ban clia nganh, 30 Quan  tri- Ao dung q@&ll' tich, g hop.
imh x4y dung chinh | ctia So, cac don vi c6 lién quan khi 1 | Quin Iy, CV va T .| cong an Y )
e én, quan 1y | ¢6 sur phn cong cta lanh dao SG; Luit, Xay| S |twong | TECUPEN| o | P
quén | duyén, quan 1y | 6 su phan cong cua a0 So; at, Xay| 2 | & winh do | NE€ phong | K5 ming  gop
dia gi6i hanh | xdy dung ké hoach cong tic nim dung Pan, duron, ? | thong tin e | By nans. 8P %
la gl y dung : 2 Ung 2 A 2 ong ) R .
A A A . nhan tuong : va chinh sira van ban;
chinh; phén loai | ctiaphong _ & Chinh durong coban wong | K§ ning gidi thich,
don vi hanh | Tham muu t0 chiic va hudng dan quyén Nha N £ N
, N T R f X bic 2 duong | thuyét phuc, phén
chinh; quan ly thur; hién cOng tac bau cu dai bicu nude, Quan Khung fich, @neh
cin bd cong | Qubc hoi va bau cir dai biu HDND ly  Nha M S NOp-
chitc cap X va | céc cép; tham muu giap UBND tinh| 30 nude, Hanh nofin'~
nhimg  nguoi | rish HDND béu ctr, mién nhiém, béi chinh hoc, Vf'-’;ét- e
hoat dong | nhiém thanh vién UBND cap tinh; Hanh chinh Na}n)
khong chuyén | tham muu, trinh UBND tinh phé cong, Chinh
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Pon vi n . Bién " <X
thue hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép T thire ngit Tin hoc chi khac Nang luc, ky nang
CV/nam vu QLNN
trach & cip xa | chuan két qua bau ctr, mién nhiém, sach cong,
va ¢ thon, xém, | bai nhiém Chu tich, Phé Chu tich Kinh # lao
5 dan phd; | UBND cip huyén; cing cb, kién dong
cong tic dao tao | toan thanh vién UBND cip huyén va Nganh,
bdi dudng can | cApxa. chuyén
b0, cong chic, | Tham muu tham dinh h6 so trinh nginh dao
vién chirc clp co tham quyén thanh lap, sap @0 khac
nhép, chia tach, diéu chinh dia gii phtthop voéi
hanh chinh céc cAp; thanh 14p don vi vi ti viée
hanh chinh d6 thi; doi tén don vi lam  ddm
hanh chinh; diéu chinh, thanh ipva | 10 nhan.
doi tén thon, xom, t6 dan phd. Tham
muu trinh cip o thim quyén phan
loai don vi hanh chinh cac cdp ctia
tinh.
Tham gia soan thao cac van ban, dé
an, quyét dinh. . .. ctia cic co' quan,
don vi va clia cic s0, nganh dia 10
phuong xdy dung lién quan dén
Thuc hién | nhiém vy clia phong,
nhiémwvu khac | Cac nhiém vu khac: Tham gia cac
cude hop, hoi nghi, giao ban ctia co
quan, cac cude hop, hoi thao clia cac 10
cp, nganh, cic 16p ddo tao, bdi
dudng, cic doan thanh tra.
- Phu trach chung, chiu trach nhiém Tot nghiép S dung Wk Boi Nang lyc chi dao,
A . | trude lanh dao toan bd hoat dong clia dai hoc trd duoc < > | dudng | diéu hanh, trién khai
Quan 1y, chi he — iy | AN ST ‘c hoat done d
Phong dao, dinh phong, ~ ' Cn VO ce, ngoai nglt dung cdc hogt dong uo'c?
Van thu| husng chung | - 1an ¢ong mhiem wu cho pho | o, g | Newho ot loviva| teo vy o0 | dao, ] phan cong chi dao;
~Lunu 1 e hoat ding | PHENE ¥ e chuen vin vong cuvén | ohin | tong | SRyt |y qn 1y | Nang b gl quds
cﬁaph(‘)ﬁg : phong; tham dinh dy thao cac van nganh dao duong | M viéc thér{g in | €30 nhiing cong viéc phat
ban cua nhan vién trong phong; tao Van thu lam (T6i bén phong | sinh, Nang lyc phan
tham gia cac cudc hop giao ban cla — Luu i, thicu st | < va tich, tong hop.
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, Yéu ciu vé ning lue, trinh d - ki ning
Don vi en Ty tr(.)l‘lg Bién " £
thye hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
Chinh thanh mon nghiép T thire ngit Tin hoc chi khac Nang lwe, ky nang
CV/nam vu QLNN
nganh, ctia S&, cac don vi co lién Luutrirhoe dung tuong
quan khi ¢6 sy phan cong cta lanh Nganh, duge duong | Ky ning gop ¥,
dao So; xdy dung ke hoach cong tic chuyén ngoai ngir chinh sia van ban;
nam ctia phong nganh khac 0 trinh do Ky ning gidi thich,
. o phai o tuong thuyét phuc, phan
odng tc quan ly nha nude vé van boi  dudng bic 2
thur Tuu tri; nghiép wu khung
- Tham muu lanh dao Sé xay dung Van thu, nang luc
Quin 1§, didu | ché 9, quy dinh, tiéu chuin vé lvu it do ngogi nglr
hz‘lnhcéc,véndé cOng tac van thur, luu trir trén dia ban 30 co so dao Viét
A A .| tinh tao ¢ tham Nam)
A IE; - XAy dung va t chic trién khai quyén cip
quan Y 002 | e hién cac ké hoach, churong trinh
nudc vé van thur | L Ay
i hang nam, nﬁyﬂllunn,ve cong tac
’ van thu, luu triy ctia tinh
- Tham muu lanh dao S& 6 chire,
chuén bi ni dung céc cude hop, hoi
VRSO SNS 10
nghi cac cap ve cong tic van thu, luu
trir
- Tham muu dy thao thdng bao
kiém tra cong tac van thu, fuu trit di
V6i cac co quan S& theo ké hoach;
kiém tra cong tac van thur, fuu trit tai
cac co quan sau khi thong béo; 0
hudng dan cong tac van thu, luu triy
Thue hién | cho cic co quan, don vi theo dé
nhiém vy khac | nghi; tong hop céc béo cdo chuyén

dé theo yéu cau ctia Cuc Van thu va
Luu trir Nha nudc.

Thye hién mét so nhiém vu khac do
lanh dao phén cong

10
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Ngach , Yéu ciu vé ning lue, trinh d - ki ning
Mi | Téndon | SOM& | Pomvi | G va ?étﬁﬁﬁﬁ Bién |\ - Chuyén Kién
VTVL | vi/'VTVL ci‘}‘.’c thyc hien chinh Mo ta cong vige thyc hign thanh ché mon nghiép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
0i _ T ngir chi khac
thidu CV/nam vu QLNN
- Tham gia xay dung du thdo van
ban quy pham phap ludt, ké hoach,
du 4n, dé an.. v& tuyén dung, sir 05 Tot nghiép
dung, quan Iy can b, cong chiic, dai hoc oy
vién chuc. 1én v
- Kiém tra viéc thuc hién cac van - Nhom
ban quy pham phap luét, ké hoach, nganh hodc
dy 4n dé 4n.. vé tuyén dung, sur 10 nganh, hoac St dung
dung, quan ly can bd, cong churc, chuyén duoc
Tl m vién chirc. nganh: ngoai ngit Nang Iyc chi dao,
b oo, b | - Hong n, gid dép V€ chupén Quin - theo yéu diéu hanh, trién Khai
dao va t'mfc i mon, nghiép vu trong tuyén dung, 10 Quéan Iy, ciu ctia vi cac hoat dong dugc
20 V8 TC P | st dung, quan 1Y cén b, cong chirc, Ludt, Xay i vide Bi | phén cong, Nang lyc
thuchiénnhiém | ~., ° 5 . e N % ~
vu quén 19 oha |V chirc. dung Pang lam (Toi G &y dudng | gidi  quyet nhg’ng
Phé e 1 | - Thue hién cée hoat dong chuyén & Chinh [ thidw sw| 2 | nh | cong vido pht sinh,
Trud dune. i duzl mon, nghiép vu v tuyen dung, st quyen Nha CV va | dyng dung dao, Nang lyc phan tich,
41. | Mone Pho e ST S | dung, quan 1Y can bo, cong chi S, Qua twong | g ne in 1y | tonghop.
. \ ng ST ung, quan Iy can bo, cong chc, nudc, Quan roc N quan ly g hop
phong CcVv quinly can bg, | 2., 2 , | TC | Guon: .| cong X
8 thude ceve cong chire, vién vién chirc: ; o Nha S| ngoai nglr nghé “p
. , ’ + Che do, chinh sach doi voi can bo, nudc, Hanh ¢ trinh do phong | Ky ning gop ¥,
So chirc. R R . thong tin | 4 A
- Thue hien cic cong chire, vién chue. chinh hoc, tuong cobin va chinh stra van ban;
nhiem vu kha + Danh gia, x&p loai doi voi can bo, Hanh chinh duong tuong | Ky nang giai thich,
ém vy khac | - =Tl R . . X "
theo phan cong | N8 chic, vién chre. cong, Chinh bac 2 duong | thuyet phuc, phan
0 PREN CONS | B3 higm, b6 nhiém lai, uin | 60 sich cong, khung tich, tong hop.
va yéu cau cong P S , I S <
o chuyén, di€u dong can bg, cong Kinh &€ lao nang luc
viéc. AR ~ o
i chiic, vién chirc gilt chiic vu lanh dong ngoai ngit
dao, quin 1. Ngirh, Vit
+Tuyén dyng cong chure, vién chitc. chuyén Nam)
+ Tiép nhén, diéu dong can bo, cong nganh dao
chl'rc,rvién chue. . tao  khac
+ Thong ké, bao cao vé can bd cong phu hop voi
chie, viénchire . ... vi ti viée
- Tham gia céc cudc hoi hop lién lam  dam
quan dén cong tac hodc theo phian 10 nhan.

cong
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Yéu cau vé nang luc, trinh dd - ky niing

Pon vi o Ty tr(‘)l‘lg Bién " .
thye hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép T thire ngit Tin hoc chi khac Nang luc, ky nang
CV/nam vu QLNN
Tham gia cc 10p ddo tao boi dudng,
nghién clu ti liéu va thye hién mot 5
s0 nhi€m vy khac theo phan cong va
yéu ciu cong viéc.
Gip  Trudng
phong thuc hién | Tham muu Trudng phong, trién Tot nghiép
chinh sach tién | khai cong viéc nang luong thuong dai hoc trd
luong,  néng | xuyén, nang luong trude thoi han, 0 1én voi:
ngach, thang | phu cap tham nién vuot khung, ning - Nhém
hang chitc danh | mirc huong phu cAp tham nién nghé nganh hoic Sir dung
nghé nghiép ddi | cho cin b cong chire theo quy dinh nganh, hodc duoc
Vi can bo, chuyén ngoai ngit Nang luc chi dao,
cong chirc, Vi€n | Tham muu cong tic thi hodc xét nganh: theo yéu diéu hanh, trién khai
chic theo quy | thiing hang chirc danh nghé nghiép Quan - cau clia vi ‘ cdc hogt dong dugc
dinh.  nang | v3 bo nhiém vao chirc danh nghé Quin 1, tl vige Boi | phan cong Nang Iy
ngach, chuyén | nehigp cho vién chirc tring tuyén Ludt, Xay lam (Toi | y | dudng | g quydt “nhiing
ngach v thue | rone ky thi hodc xét thing hang dung Péng | thiéu sir wing it linh | cong viéc phat sinh,
hién chinh sach | chic danh nghé nghiép; Thay doi &  Chinh CV va | qng i dzo, | Nang lyc phan tich,
Phong | tinh gian bién | chye danh nghé nghiép dbi voi vien 1 quyén Nha TC wong | duoc b & quan ly | tonghop.
TCBM | ché, Co ché chire; Tham muu chon ctr vién chiic nude, Quan duong | ngogi ngr ngh% cap
nﬁkcﬁa,athe dyr thi hodc xét thang hang chirc Iy Nha ¢ trinh do lhéng in phong | Ky ning gbp ¥,
ng; cua h?n danhn@henghkq)VabOIﬂnennhang nupc,}knﬂl tuong b | chfﬂavsua van bmx
thong; Cong tc | chie danh nghé nghiép xép luong chinh - hoc duong twong | Ky ndng giai thich
thanh kiém t2; | co vien chite triing tuyén frong ky | 2 Hanh chinh baic 2 duong | thuyét phye, phan
Cac cude di€u | thi hogc xét thing hang chic danh cong, Chinh khung tich, tong hop.
tra | nghénghiép theo quy dinh, sich  cong, ndng lye
Huong  dan, | - Tham muu Giam déc S6 trinh chit Kinh € lao ngoai ngir
don doc kiém | tich UBND tinh chon cir cong chirc dong Viét
tra cong tAC | gy thi nAng ngach lén chuyén vién -Nganh, Nam)
CS:HC-’ chinh va twong duong, chuyén vién chl‘lyen
To chic thuc | a0 cip va bd nhiém vao ngach, xép nganh  dao
hién, T6 chic | 1yong cho can bd cong chirc tring tao  khac
tp huan, dao | tyyén trong ky thi néng ngach theo phtthop voi
ta0, boi dudng | quy dinh vi td viée
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Pon vi
thue hién

Nhiém vu
chinh

cho doi ngl
thuc hién cong
tac CCHC cua
tinh

Mo ta cong viéc thuc hién

Ty trong
TG hoan
thanh
CV/nam

Bién
che

Yéu cau vé nang luc, trinh dd - ky niing

YC Chuyén
mon nghiép
vu

LLC

Kién
thirc
QLNN

Ngoai
ngir

Tin hoc

Chirng
chi khac

Nang lwc, ky ning

Tham dinh va tham muu cong tac
nang ngach khéng qua thi va xét
ning béc luong trude thoi han ddi
Vi cong chure vién chire da c6 thong
bao nghi huu

Chuyén nganh cong chic khi thay
ddi i tri viée lam;

- Tham muu cdng tac to chic thi
nang ngach va b nhiém xép luong
cho cdng chifc tring tuyén trong ky
thi nang ngach,

Tham dinh xét bo nhiém Thanh tra
vién, Kiém sodt vién thi trnong

Tham gia xéy dyng cac quy dinh,
van ban huéng dan vé CCHC trinh
cAp c6 thAm quyén, tham muu thanh
14p doan Kiém tra cong tic CCHC,
t chic kiém tra, thAm dinh béo céo
va két luén thanh tra, kiém tra.

T chure thyc hién va tham gia thuc
hién: M6t ctra, Diéu tra hai long, Chi
s CCHC

20

- Thye hién chinh sach tinh gian bién
ché theo nghi dinh 108 ctia Chinh
pht

15

Tham muu xﬁydmlgkéhoachbéo
cao cong tac hang nam, quy, thang
thude linh vuc phu trach clia phong;

10

- Thye hién nhiém vy chuyén mén,
nghi€ép vu khic cia ngach cong
chiic dugc giao.

lam dam
nhan.

Phong
Xay dyng

Giip Trudng
phong xay

Xay dung béo céo, cong van, quyet
dinh theo cac cong viéc duge phan

20

Tét_nghiép

TC

CV va
tuong

St dung

Co  ky

nang st

Bdi
dudng

Nang luc chi dao,
diéu hanh, trién khai
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Ty trong

Yéu cau vé nang luc, trinh dd - ky niing

Pon vi o X Bién " A
thue hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép T thire ngit Tin hoc chi khac Nang luc, ky nang
CV/nam vu QLNN
chinh dung van ban, | cong VéthVL_rc dai hoc o duong | ngoainglt | dung lanh cac hoat dong dugc
quyen | trién khai thyc | Thim dinh hiép y két qua tuyén lén voi: theo yéu | cong dao, phan cong; Néng luc
hién, giai quyét | dung; tham dinh, higp y ho so - Nhém cAuctiavi | nghé quan 1y | gidi quyét nhimg
cac cong viec chuyen xep luong, nganh hoac i viée | théng tin | cép cong viéc phat sinh,
thuoc finh wuc | Thi tuyén cong chic capxa. nganh, hoac lam (Téi | coban phong | Nang Iyc phén tich,
phan cong phy | Tham muu ban hanh ké hoach, 5 chuyén thiéu st va tong hop.
trach chuong trinh, dé an dao tao, boi nganh: dung tuong
dudng can bo, cong chiic, vién chic. Quéan tri- duoc duong | K§ ning gdp ¥,
Trién khai thuc hién, theo ddi cong Quin 1y, ngoai ngit chinh sim van ban;
tc ddo tao, bdi dudng sau khi dugc Ludt, Xay & trinh d6 Ky ning giai thich,
pheé duyét dyng Dang fuong thuyét phuc, phan
Tham muu ban hanh van ban, &  Chinh duong tich, tong hop.
hudng dan, theo ddi, tong hop cong quyén Nha baic 2
tac dan van chinh quyén va thyc | 10 nude, Quan khung
hién Quy ché dan chi ¢ co 6 trong ly  Nha ning luc
todn tinh. nude, Hanh ngoai ngit
Theo ddi, kiém tra va lam thi tuc vé chinh  hoc, Viét
didu chinh phan loai don vi hanh 5 Hinh chinh Nam)
chinh cac cap. cong, Chinh
Tong hop, theo ddi, kiém tra viée sach cong,
thye hién Quy ché t6 chic va hoat Kinh ¢ lao
dong cta thon, xom, td dan phd va dong
huéng dan cac thi tuc vé phan loai -Nganh,
thon, xom, 6 dan phd trén dia ban 10 chuyén
tinh theo quy dinh. nganh ddo
Tong hop bao cao vé sb luong, chét tao  khac
luong nhimg ngudi hoat dong phuhop voi
khong chuyén trach xa, phuong, thi Vil viée
trdn; ¢ thdn (xom), tédanphé lam  dam
Quén 1y ho so, ban do, méc dia gi6i nhan.
hanh chinh cAp tinh, c4p huyén, cap
xa,laphosothumcmnhcapco 20
tham quyén dicu chinh dia gi6i cic

cép; tham muu gidi quyét tranh chép
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vu
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Tin hoc

Chirng
chi khac

Nang lwc, ky ning

dat dai c6 lién quan dén dia gidi hanh
clnnhmnhcépcéﬂqémquyénxem
xét, quyét dinh.

Tham dinh hd so' phéan loai don vi
hanh chinh cAp tinh, cap huyén, cap
x8; diéu chinh, thanh 13p, d6i tn
thon (x6m), td dan pho;

Hudng dan, kiém tra UBND cap
huyén, cip xa trong viée xdy dung,
thuc hién cic van ban, dé an lién
quan dén cong tic xdy dung nong
thoén moi.

10

Lap ho so, dy thao o trinh UBND
tinh trinh Th tuéng Chinh phi phé
chuan két qua bau ctr, mién nhiém
Chu tich, Ph6 Chu tich UBND tinh;

Thém dinh hd so, du thao Quyét
dinh cta Chu tich UBND tinh phé
chuan két qua bau cit, mién nhiém
doi véi Chir tich, Pho Chii tich
UBND cép huyén; tong hop tinh
hinh hoat dong, chat luong, s luong
dai biéu HDND; thanh vién UBND

cap xa.

10

Tham gia, gbp y céc van ban,
chuong trinh, d€ an, ké hoach. . .. cia
cac co quan, don vi va cua cac so,
nganh dia phuong xdy dung lién
quandén nhiém vu ctia phong Thuyc
hién mét sd nhiém vu khac.

10

Phong
Vanthu—
Loutrly

Giip Trudng
phong  trong
viéc tham muu
cho lanh dao So

- Gitip Trudng phong tham muu t0
chirc céc 16p tap hudn, bdi dudng
nghiép vu cong tac van thu, hru trir
trén dia ban tinh va phdi hop voi cac

25

St dung

ky

dudng

Nang luc chi dao,
diéu hanh, trién khai
cac hoat dong dugc
phéan cong; Nang luc
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | vi/VTVL cil(;:li,c thye hign chinh ) M@ ta cong vige thye hi¢n thanh ché mon nghiép L.II__C thire Nfog ! Tin hoc c(lfihll:llll;gc Nang luc, k§ nang
thidy CV/nim vu QLNN g
congtac quanly | co quan, don vi, UBND cac huyén, Tot nghiép duoc nang st | lanh gldi  quyct nhiing
nhd nuéc vé | thanh phd dé 6 chiic 16p tap hudn, dai hoc 6 | TC | CV va | ngoaingit | dung dao, cong viée phat sinh,
Vin thur uu trit | bdi dudng nghiép vu cong tac vin lén voi: tuong | theo yéu | cong quan ly | Nang lyc phan tich,
trén  dia ban | thu, luu trit theo yéu ciu clia céc co Nginh, duong | cAuctavi | nghé cap tong hop.
tinh. quan, don vi chuyén ti  viéc | thong tin | phong
nginh ddo lm (Téi | cobin | va Ky ning gop ¥,
- Thyc hién tong hop sO lidu bdo c40 tao:  Van thiéu  sir tuong | chinh sia vin ban;
thong ké co s cong tac van thu, luu 15 they — Luu dung duong | K§ ning gidi thich,
trit cla tinh, va cac don vi tryre thude trit, Lo trik duoc thuyét phuc, phan
hoc ngoai ngit tich, tong hop.
- Gitip Trudng phong tham muu -Nganh, ¢ trinh do
phoi hop véi Thanh tra s Noi vu | chuyén fuong
giai quyet khicu nai, t0 cao va xtr ly nganh khéc duong
vi pham phép luit v& VTLT phii 6 bac 2
- Thuc hién cong tic thi dua khen chimg  chi khung
thuong vé cong tac van thu, luu trit 5 boi  dudng nang luc
ddi v6i céc t6 chitc, ¢4 nhén trén dia nghiép  vu ngoai ngir
ban tinh Vin  thu, Viét
- Tham gia soan thao, gop ¥ cc van lwu tr do Nam)
ban, dé an, chuong trinh, ké hoach, co s& dao
quyét dinh, béo cho... clia SO, - 8o ¢6 tham
nganh, dia phuong va cap trén xay quyen cap
dung lién quan dén nhiém wu ctia
nganh
- Thuc hién mdt s6 nhiém vu khac
do lanh dao phan cong 20
Quan 1y, chi "[halnmuu Giam dbc s vé cong tic Sir dung | C6 k¥ | Boi Nang lue chi dao,
dao, dinh | 6 chirc, can bd thude va trye thuée | 30 Tot nghiép CV va | duoc ning s | dudng | didu hanh, trién khai
41 Chanh Van huc}ng, diéu | s6'Noi vu quanly dai hoc o | CC, tuong ngoai ngit | dung lanh cac hoat dong duoc
é " | van CV | phong phdi cong viée | Tham muu quan 1y tai chinh, tai san 0 1 | lenvéi cu duong theo yéu | cong dao, phén cong; Nang lue
phong So thude chirc | coquan - Nhom | nhan caucuavi | nghé quan Iy | gidi quyét nhimg
nang, nhiém vu | Tham gia giam sat, kiém tra ndi by 10 nganh hodc i viéc | théng tin | cip cong viéc phat sinh,
ctia Véan phong | Phdi hop véi cac phong, ban, don vi 10 nganh, hodc lam (Téi | coban phong | Nang lyc phan tich,
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Ngach , Yéu ciu vé ning lue, trinh d - ki ning
cong | Pon vi Ty trong Bién <
Mia | Tén don , ‘n Nhiém vu PR - o TG hoan % |YC Chuyén Kién . .
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
toi _ T ngir chi khac
thiéu CV/nam vu QLNN
SO trong viée thye hién cong viée chung chuyén thieu s va tong hop.
nganh: dung twong | Ky nang  gop ¥,
Quan  tr- duoc duong | chinh sira van ban;
Quan 1y, ngoai ngir Ky nang giai thich,
Luat, Xay ¢ trinh d thuyét phuc, phan
dung Pang tuong tich, tong hop.
&  Chinh duong
quyén Nha baic 2
nude, Qua khung
ly Nha nang luyc
nudc, Hanh ngoai ngilt
’ chinh hec, Viét
Thuyc hién mdt s6 nhi€m vu cong tac 0 Hanh chinh Nam)
khac do 1anh dao phan cong cong, Chinh
sach cong,
Kinh %€ lao
dong
Nginh,
chuyén
nganh  dao
tao  khac
phu hop voi
Vit viée
lam  dam
nhan.
Thue hién cdng tac t chuc, can bd Sir dung Bai i} )
Gitp  Chinh | thude va true thude sy NGi vy 2 Tét nehicp dwe | Co k| duomg | Nang luc chi dao,
< \ , A X . > e > |~ diéu hanh, trién khai
, van phong chi | Thuc hién cong tac tong hop, tham dai hoc tro CV va | ngoainglt | ndng su | lanh , .
Pho - £ R S S T 10 N > cac hoat dong dugc
. Vin dao, giai quyét | muu o chiic cic hdi nghi cianganh lén voi: ton: theo yéu | dung dao, A oA
4.1. | Chanh N DS " ~ . - 7 . 2 AN I ... | phan cong; Nang luc
10 . CV | phong cac cong viec | Xay duyng cac chuong trinh, ke 0 1 |- Nhom | TC duong | cauctavi | cong quan ly | ... % hi
vin \ . P Lo . < PN A % gar  quyct nhung
hong S& thuoc linh wuc hoachcongtgchangnamcuasc nganh hodc tri vige nghé I cong viée phdt sinh,
p phan cong phy | Tham muu vé cong téc cai cich hanh nganh, hoac lam (Toi | thong tin | phong Nang Iuc phan tich,
tréch chinh, kiém sodt thi tye hanh chinh va| 20 chuyén thidu st | coban | va téngh {C P
hé thong iso clia s& nganh: dung tuong e h0p.
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Ngach T§ trong Yéu ciu vé ning lue, trinh d - ki ning
Mi | Tendon |08 | PONVI | e va T . |TG hoan | B |vC Chuyen Kién . ,
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
toi _ T ngir chi khac
thiéu CV/nam vu QLNN
Quan  tr- duoc duong
Tham muu chi dao thye hién cong Quan ly, ngoai ngit Ky ning gop ¥,
the mdtclr, vin el tircoquan | 20 Ludt, Xy & trinh do chinh st vin ban;
dung Pang tuong Ky ning giai thich,
& . Chinh duong ﬂluyét phuc, phan
quyen Nha bac 2 tich, tong hop.
nudc, Quan khung
ly Nha nang luc
nude, Hanh ngoai ngl
chinh hoc, Viét
Hanh chinh Nam)
cong, Chinh
Thyc hién mdt s6 nhiém vu khac sach cong,
theo yéu cAu cong viée. 10 Kinh % lao
dong
-Nganh,
chuyén
nganh dao
tao  khac
phtthop véi
Vit viée
lam dam
nhan.
Linh dao, chi | - Nghién ctu xir Iy vin ban, ho so, Tot nghiép St dung - BOi | Nang luc chi dao,
dao, kiém tra | tailiéu dai hoc tro duoc ngoai dudng | diéu hanh, trién khai
cong tac thanh | - Phan cong nhi€ém vu cho cac Pho lén voi: ngt theo lanh cac hoat dong dugc
tra trong pham | chénh thanh tra, cic Thanh tra vién - Nhém oV W yéu cdu ot Theo ~ tiéul dao, | phén cong chi dao;
41 Chanh TV Trerhia vi quan Iy cva | vacongchic ThanhtraS6. nganh hodc | CC, furong vi ti viée chuan quan ly | Nang lyc gidi quyet
1'1' Thanh hoac 5 S6; lanh dao | - Bao cdo Gidm doc S quyét dinh 40 1 | nganh, hodc | cir durong lam  (T6i ngach cong cap nhiing cong viéc phat
tra S& Ccv Thanh tra sO | hodc quyét dinh viée thanh tra khi chuyén nhan thieu  sijchic dang) phong | sinh, Nang luc phan
thuc hién nhiém | phat hiéncédéuhiéuvipham phap nganh: dung duoc| gitr va tich, téng hop, kha
wy, quyén han | luat, chiu trach nhiém trude Giam Quan  tr- ngoai ngit o tuong | ning du bao, phan
theo quy dinh | doc S vé quyét dinh ctia minh Quin Iy, tinh  d9 duong | dodn tinh hudng,
ctia Ludt Thanh | -Kiém tra, d6n ddc, chinh stra hodn Ludt, Xay tuong - C6 ban linh, diing
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thudng xuyén, dot xuét, phan cong,

Ngach T§ trong Yéu ciu vé ning lue, trinh d - ki ning
Mi | Tendon |08 | PONVI | e va T . |TG hoan | B |vC Chuyen Kién . ,
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
toi _ T ngir chi khac
thiéu CV/nam vu QLNN
tra va cac quy | thién van ban, bdo cio dé ky duyét dung Péng duong bic -TTV | cam, kién cuong,
dinh khic cta | hodc trinh Giam dbc So ky duyét. &  Chinh 2 khung trung thue
phép ludt co lién | - Quyét dinh xir Iy nhimg vin d& quyén Nha ning  luc - C6 kha ning lam
quar; X Iy | thudenhiém vy, quyén han. nude, Quan ngoai ng truong  cic  doan
viée chdng chéo | - Giam sét cac doan thanh tra theo ly  Nha Viét Nam) thanh tra.
vé pham vi, d6i | quy dinh. nude, Hanh - Ky nang  gbp ¥,
tuong, noi chinh hoc, chinh stra van ban;
dung, thoi gian Hanh chinh Ky nang giai thich,
thanh tra, kiém cong, Chinh thuyét phuc, phan
tra trong pham sach cong, tich, tong hop.
vi duoc phin Kinh t lao
cip quan Iy nha dong
nudc cua So. -Nganh,
chuyén nganh
- Chi dao Xay dung KH thanh tra, dao tao khac
kiém tra ndm , thanh tra dot xuat phu hop véi
- T chirc thuc hién cac cude thanh Vi trf viée lam|
tra va don ddc cac phong, Ban thyc dam nhén.
hién kiém tra theo ké hoach. - Yéu cau
- Tryc tiép tham gia cac doan thanh khéc theo quy|
tra dinh ctia phap
- Tryc tiép tham gia céc cude thanh Tuat
‘ tra, kiem tra lién nginh (do UBND | ¢
biéu hanh cong | tinh yéu cau).
tac chuyénmén | - Chi dao theo ddi, don dbc, kiém tra
viée thue hién két ludn, kién nghi,
quyét dinh xtr Iy vé thanh tra ctia
Giam ddc S&, Thanh tra So.
- Chc cong viée khac vé thanh tra
(theo nhiém vu quy dinh trong Luét
Thanhtra)
Chi dao xay dung lich tiép cong dan 5
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Ngach
cong
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thiéu

Pon vi
thue hién

Nhiém vu
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Mo ta cong viéc thuc hién

Ty trong
TG hoan
thanh
CV/nam

Bién
che

Yéu cau vé nang luc, trinh dd - ky niing

YC Chuyén
mon nghiép
vu

LLC

Kién
thirc
QLNN

Ngoai
ngir

Tin hoc

Chirng
chi khac

Nang lwc, ky ning

tiép cong dan, giai quyét KNTC.
Phy trach hogc tham gia doan (t6)
xac minh gidi quyet KNTC.

Chi dao xay dung k& hoach PCTN,
trién khai c4c nhiém vu vé cong tic
PCTN, phu trach hodc tham gia cac
doan kiém tra, thanh tra v& PCTN.

Chi dao thyc hién cac nhiém vu vé
cong tac phap ché, phu trach hoic
tham gia cc doan kiém tra vé cong
tic phap ché trong finh vuc ndi wu.
Tham gia soan thao van ban QPPL,
déng gop ¥ kién vao dur thao van
ban QPPL, tuyén truyén, phd bién
giao duc phap ludt. ..

Thuyc hién cac cong viéc khac theo
yéu cau cong viée:

- Chi dao viéc giam sét cac ky tuyén
dung cong chirc cip x4, vién chirc
cuia cac sd, ban, nganh cac don vi su
nghigp ,

- Tham muu xay dung ké hoach, ndi
dung kiém tra cong vu theo chi dao
ctia Chu tich UBND tinh va Giam
dbe so.

- Tham muu thue hién cac Quy dinh
lién quan dén cong tac tur phap, cai
cach tur phap, thude trach nhiém S&
Noi vu.

- Tham muu thue hién cac quy dinh
vé xir Iy ky ludt can bo, cong chr,
vién chic thudc thim quyén cta

20
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

cong | Pon vi Ty trong Bién
Mia | Tén don , ‘n Nhiém vu PR - o TG hoan % |YC Chuyén Kién . .
VTVL | vi/VTVL C:I;ui,c thye hign chinh M@ ta cong vige thye hi¢n thanh ché mon nghiép L.II__C thire Ngo? ! Tin hoc (l:h ll:llll £ Nang luc, k§ nang
% CV/nim vu QLNN | "&¥ cin Khac
thiéu
- Phoi hop thuc hién céc nhiém vu
khac do Giam doc S
Gip Chénh thanh tra 55 Quyét dinh Tét nghiép
X Iy nhimg van d€ vé nhimg linh 0 dai hoc 6
wue, cong viée duge phan cong. lén voi:
- Nhom
= < z . - - Nang luc chi dao,
Xay dung KH thanh tra nam. T6 nganh hoac didu hinh, wién kha1
chite thye hicn cac cuge thanh tra, nganh, hode céc hoat dong duge
Gitp  Chnh | LV tep tham gia cic cude thanh | - 20 chuyén hin cong: Neing e
Th‘:fm g | . kiém tra lién nginh (do UBND nganh: Sir  dung e gét nﬁ&ﬁ
chi dao, kiém ﬁnl}yéu ca) X KNT uan - ri- dugo (%léng \?12:, phat sinh%
tra c@r;g tac Ticp cong dan, giai quydt ¢ Qué 1, ngoai. ngit - Bbi | Nang Tue phan tich,
Phu trach hodc tham gia doan (t0) Ludt, Xay theo yéu N 2 : .
thanh tra trong | _,~ .0 .00 T« 10 , AL T dudng | tong hop, kha ning
ham vi quan [y xac minh gidi quyet KNTC dung Pang cau cua vi finh dwr bdo, phén dodn
cin S6r due : &, Chinh il Vieo 1am dao, | tinhhudn
, L " | Phu trach viéc xay dung k& hoach quyen Nha . |(Toi thiéu | Theo tién| °. ., HIOng, ~
Pho Chanh  Thanh A A PR f X CV va |, 2 quén ly | C6 ban linh, diing
. TTV \ ~ | tuyén truyén, pho bién, gido duc nude, Quan st dung | chuan X , . \
4.1. | Chéanh Tharhtra | ra SO phén x 4 tuong cap cam, kién cuong,
e hodc ) A .« | phap ludt va ké hoach kiém tra, ra 1 | Iy Nha | TC duoc ngach .
12 | Thanh So cOng truc tigp : duong ! phong | trung thuc
tra S& cVv hu trach con sodt, héthong vanban nudc, Hanh ngoai ngit | cong chirc W - C5 Kha néing lm
P ach €O 1 Tham gja doan kiém tra vé cdng téc chinh hoc, & trinh d¢ |dang git , T 2
tac giai quyét . o n 10 X . tuong | ttudng cac doan
hide nai 1 phép che trong linh vuc ndi vu Hanh chinh tuong duong | thanhira
o hzii)’ché "[har’ngiaso‘anthéocécvénbé’n, cong, Chinh duong bac - K§ nin o <
o (’;6111’ o va | quyét dinh, dé én .. lién quan dén sich cong, 2 Khung v Chjn?{l sfragvéﬁ ll'gaIyL
. e & | mhiém vu cia Tharh tra s Kinh # lao ning  luc ks vive. g thich
b dong ngoai ngit st phuc. phéin
- Theo ddi quan 1y cong tac van thu - -Nganh, Viét Nam) fich, tbn h(;p,
' It ciia Thanh tra S, chuyén nginh SHop:
Phy trach cong téc tong hop, hoan 5 dao tao khac
thién béo céo ve cong tic thanh tra, phu hop véi
gidi quyet KNTC hang thang, quy, vi trf viée 1am|
nam. dam  nhén-
- Chi dgo theo ddi, don doc, kiem tra | Yéu  ciu
viée thyc hién két luan, kién nghi, khac theo quy
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | vi/'VTVL Ch}‘.’c thyc hien chinh Mo ta cong vige thyc hign thanh ché mon nghiép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
to1 CV/nim vu T loLnn | me® chikhac
thiéu :
quyét dinh xtr Iy vé thanh tra ctia dinh ciia phép
Giam dc S, Thanh tra So. Tuat
Phu trach viée xay dung ké hoach,
d& cuong béo cio, quyét dinh thanh
tra v& PCTN theo ké hoach; Theo
doi, don dbe, tong hop ndi dung
phong, chdng tham nhiing
Phu tréch viée hudng dan, trién khai,
tong hop béo cao két qua ké khai
minh bach t3i sén, thu nhdp cta cic
6 chirc xa hoi, to chirc xa hoi nghé
nghiép
Phu trach cong tac xtr Iy ky luat, cai
céch tur phép, giam sat céc ky tuyén
dung cong chirc, vién chirc ctia cac
s0, ban, nganh cac don vi sy nghiép
Thyc hién mot so nhiém vu phdi
hop khéc do lanh dao phan cong 10
Chi dao, diéu hanh cac hoat dong Tot nghiép Str dung Nang huc chi dao,
cong tac clia phong theo chiic ning, dai hoc tro duoc diéu hanh, trién khai
nhiém vu dugc giao. Tham muu 1én voi: ngoai ngit BAi cac hoat dong duoc
gitip 1anh dao Ban xay dung cac van - Nhém ‘d}eo yéu o i dudng | phan céng Nang luc
ban quy pham phap ludt; chuong nganh hodc cauciavi | 2| lanh giai  quyét nhing
Truéng .. .| trinh, k& hoach cong tAc va cic vin nginh, hodc CV V| vige | "8 U gag | cong viée phit sinh,
41. | phong BanThi | D0u twch dicu |\ e quan dén nghiép vu cong | o chuyén wong | am (16 | Y€ | quan Iy | Nang luc phan tich,
cV hanh  phon 1 TC 2 con; . :
13 | thuoc dwaKT 1 PIONS | i TPKT, quan ly odng tac thanh neanh: duong | thidy sir | | p | tnghop.
Ban nghiép vy nién trén dia ban tinh; Phy tréich theo Quin - dung Ql%hﬁ | phong
dosi cong tic TDKT clia ngnh, don Qun I, duoe og;gnuﬂ va Ky ming  gop ¥,
vi, dia phuong theo su phan cong Ludt, Xay ngoai ngit @ tuong | chinh sira van ban;
cuia lanh dao Ban dung Pang ¢ trinh d duong | Ky nang giai thich,
Tong hop danh séch, tham dinh 5 &  Chinh tuong thuyét phuc, phén
ho so cua cac tap thé, ca nhan dé quyen Nha duong tich, tong hop.
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thue hién

Ty trong

Yéu cau vé nang luc, trinh dd - ky niing

Nhiém vu PR - o TG hoan Bié? YC Chuyén Kién . .
chinh Mo ta cong vige thyc hign thanh ché mon ngh);ép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
CV/nim vu T QLNN ngir chi khac
nghi khen thuong; chuan bi noi nude, Quan bic 2
dung, tai liéu phuc vu Hop Hoi Iy Nha khung
dong TOKT tinh; Céc hoi nghi nude, Hanh ning lyc
so, tong két vé cong tac thi dua chinh  hoc, ngoai nglt
khen thudng. Hanh chinh Viét
Tham muu thye hién cong tac cong, Chinh Nam)
thanh tra, kiém tra; tiép dan, quan sach cong,
1y don thu, khiéu nai, t céo trong Kinh t lao
linh vuc TDKT theo sy phan dong
cong cua Trudng Ban. -Nganh,
Hoan chinh tha tuc, hd so tham chuyén
muu cho lanh dao Ban dé nghi nganh dao
cac cAp khen thuong, tao  khac
Tham muu, trinh lanh dao ni dung 5 phtt hop voi
tap huan nghiép vu TDKT. vi ti viée
Thue hién cac nhiém vu khac theo 10 lam dam
sur phan cong ctia 1anh dao Ban. nhan.
Chi dao, diéu hanh cac hoat dong Tot nghiép Str dung
cong tac ctia phong theo chiic nang, 15 dai hoc & duoc N ,
nhiém vu duoc giao. én vi: ngoai ngit ggﬁghéfﬁ tf]l:n ﬁgl
Xay dung chuong trinh ké hoach 10 - Nhém theo yéu As . A
AT T g \ < AoLT Boi cac hoat dong dugc
cong tac hang nam, quy, thang cua nginh hodc clu clia vi duone | phan cone: Nane |
Co quan; K& hoach tuyén truyén pho nganh, hoic w o ovise | Co  ky | Lone | Prencong Rang e
NS A N X 7|« > | lanh gidi quyét nhimg
Phu trach didu blren phap luatA Ve cong :rac '{DKT: chl‘lyen CV va 1arB (1“()“1 nang st dao, cong viée phat sinh,
hinh  phong | 3¢ guong dien hinh tién tién; Ke nganh: - wong | thiCusirfdung ) e | Nng e phan tich,
Nehigp W hoach tap huan, boi dudng nghiép 1 | Quan - | TC | qyong | dung cong cip énghop
T (A)nglhop | vucong tac TDKT cho doi ngii can Quan ly, duoc nghé phong s
¥ b0, cong chirc lam cong tac TDKT Luat, Xay ngoai ngit | thong tin | *, KY i .
{rén dia ban tinh. dung Péng & trinh do | coban tvuaon h—‘fnh S ngpbéI}llf
Xay dung Du thdo Bao céo thang, &  Chinh tuong p u‘ong IC(N nénsm V:ln thich:
quy, 6 thang, hang nam ding quy quyen Nha duong e thy & ghgl Han
dinh ciia S6 Noi vy, Ban TDKT | 15 nude, Quén bic 2 ﬁC“}Ztén s P
TW, Cum thi dua c4c tinh Ddng ly  Nha khung S h0p-
bang Song Hong. nuoc, Hanh nang lyc
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Pon vi o Ty tr(‘)l‘lg Bién " .
thye hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép T thire ngit Tin hoc chi khac Nang luc, ky nang
CV/nam vu QLNN
Theo doi viéc thyue hién cac tha tuc chinh hoc, ngoai nglt
hanh chinh va hé théng QLCL theo Hanh chinh Viét
tiéu chuan ISO trong finh wyc | 15 cong, Chinh Nam)
TDKT.. sach cong,
Tham muu thue hién tng dung Kinh t lao
cong nghé thong tin trong thue hién dong
cong thc TDKT. -Nganh,
Phu trach theo ddi cong tac TDKT chuyén
cua nganh, don vi, dia phuong theo nganh dao
sy phan cong ctia 1anh dao Ban. 20 tao  khac
- Chuan bi cac van ban phuc vu hop phtt hop voi
Hoi dong TPKT tinh va cac hoi vi i vige
nghi so, tong két céc tic TDKT hang lam  dam
nam. Gitip Truong Ban xay dung ké nhan.
hoach sir dung ngudn kinh phi khen
thudng cua tinh; ) ) 15
- Tham muu cong tac o chire, sap
xép bd tri nhan sy, nhan xét, danh
gia xép loai cong chirc, quan 1y hd so
cong churc, cong tac thi dua khen
thuong, ky luat.
Thyc hién cac cong viée khac do 10
1anh dao Ban phan cong.
Tot nghiép Str dung Boi Nang luc chi dao,
Quan 1y, didu phdi cic hoat dong dai hoc trd duogc G iy dudng | diéu hanh, trién khai
cua phong; phan cong nhiém vu cho 20 lén voi: ngoai ngit | > | lanh cac hoat dong dugc
, x| Pho Truéng phong, cong chiic - Nhém CV va| theo yéu hang - s dao, phéan cong; Nang luc
R Phy trach diéu A A 2 1, N - y L7 | dung ST I £ ~
B@Tm hanh  phong thude quyen quan ly. 1 nga‘mh hOE;IC TC tuong cnaiav cong quan y g quet 'nhllrng
gao Nehiép vu - Tham muu xdy dung du thao nganh hodc duong | i wviée nghé cap cong viéc phat sinh,
o chuong trinh, quy hoach, k& hoach chuyén lam (Toi hone tin phong | Nang luc phan tich,
vé finh vuc t0n gio tin ngudng; cic | 20 nganh; thidu  sir Ogagn v tng hop, du béo.
van ban quy pham phap ludt vé ton Ludt, Ton dung @ tuong | Hiéu biét vé gido 1y,
gi4o tin ngudng, trinh cip co thim gido  hoc, duogc duong | gido ludt clia cac ton
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YC Chuyén
mon nghiép
vu

LLC

Kién
thirc
QLNN

Ngoai
ngir

Tin hoc

Chirng

chi khac

Nang lwc, ky ning

quyén phé duyét. Hudng dan, t0
chirc thue hién cac van ban quy
pham phép luét, chuong trinh, quy
howjykehowjldean,duanveuxl
gido tin ngudng, sau khi duoc cip cd
thAm quyén phé duyét.

- Tham muy, giai quyét kip thoi cac
nhu cAu sinh hoat, hoat dong ton
gido tin ngudng thude finh vue quan
Iy.. Phi hop voi céc s6, ban, nganh,
dia phuong ¢ lién quan hudng dan,
gitip dd céc t6 chirc, ¢4 nhan ton gjdo
hoat dong tudn thu phép luét.
ThmnrnuugMJquyﬁcmcdonﬂnr
Khiéu nai, t c4o ¢ lién quan dén ton

glao tin nguong

-Tkptﬁmnlx)xfngh@ncuuﬂxnn
muu gidi quyét ax:nhu.cau sinh
hoat, hoat dong cha td chirc , cAnhan
tn gido thuoc thAm quyén gidi
quyétciia Ban

- Nam chéc tinh hinh ton gido, tin
mgnng;kn)ﬂnnﬂxnnlnuudexum
gmlquﬁtﬂmmgvuongnmw phat
sinh ¢ lién quan dén ton gido tin
ngudng, gdp phan 6n dinh tinh hinh
an ninh chinh tri trén dia ban tinh.
-1lqenUuyﬁLph6bﬁnchuuu0ng
dnnhsmigphmohuuveunlgmod01
v6i chirc sic, tin db cac ton gido.
Thudng xuyén vin dong chire sic,
tin do sdng tt doi dep dao, thuc
hién tdt chil trrong, chinh sach phap
lut ctia Nha nude

Trét  hoc,
Hin NOm,
Van  hba
hoc.
-Nganh,
chuyén
nganh dao
tao khac phu
hop voi vi tri
viic  lam
damnhan,

ngoai ngir
& trinh d6
tuong
duong
bac 2
khung
nang luc
ngoai ngr
Viét
Nam)

gido trén dia ban
quan ly; co ning
khmuvecongum\mn
dong quan chung, ¢6
uy tin d6i v6i chic
sac, chirc viéc céc ton
gido.

Ky nang gop ¥,
chinh stra van ban;
Ky nang giai thich,
thuyét phuc, phan
tich, tong hop.
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Yéu cau vé nang luc, trinh dd - ky niing

Nhiém vu PR o on TG hoan Bié? YC Chuyén Kién . .
chinh Mo ta cong vige thyc hign thanh ché mon ngh);ép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
CV/nim vu T QLNN ngir chi khac
Phoi hop xéy dung k& hoach tuyén
truyén, pho bién Ve ton gido, tin
ngudng cho chirc sic, nha tu hanh,
tin do cac tn gido; Dao tao, bdi
dudng, tip huan nghiép vu cong tic 10
ton gido tin ngudng cho doi ngfi can
b, cng chitc lam cong téc ton gido,
tin ngudng cac cap; TO chirc trién
khai thuc hién sau khi dugc phé
duyét
Phdi hop xay dung ké hoach va t0
chirc kiém tra tinh hinh thuc hién
phap luat vé ton gido, tin ngudng & 10
dia phuong; ké hoach phdi hop thuc
hién cong tac ton gido, tin ngudng
V6i céc hoi, doan the. .
Thue hién cac nhiém vu khac theo
sur phan cong clia 1anh dao ban. 10
Quan 1y, diéu phdi cic hoat dong Tot nghiép Stir dung Nang lyc chi dao,
ctia phong; phan cong nhiém vu cho 0 dai hoc troy duoc diéu hanh, trién khai
Ph6 Trudng phong, cong chic 1én voi: ngoai ngit cac hoat dong dugc
thudc quyén quéan 1. - Nhom theo yéu Bdi phéan cong; Nang luc
Xay dyng dy thao chuong trinh, quy nganh hodc cAu clia vi Wk dudng | gidi quyét nhimg
hoach, ké hoach vé linh vuc 6 chirc nganh hodc i viee | > | lanh cong viéc phat sinh,
hi, t6 chirc phi chinh phu; céc van chuyén CV va | lam (Téi gi?lg su dao, Nang luc phan tich,
Phu x| ban quy pham phap luat vé 0 chire nganh: twong | thiéu st | & quéan 1y | tong hop, durbéo.

u trach diéu N .~ | TC cong ’ I Ny v N
hanh  phong hoi, 16 chiic phi chinh pht trinh cap Luat, Ton duong | dung nghé cap leeu biet Ve gido lAy,
Nehicp wu - cothamquyen phé duyét. 10 1 gido hoc, duoc. thong tin phong gido luat ctia cac ton
Téng.hop : Hudng dan, t6 chie thue hién cic Triet  hoc, ngoaing | o5 va gido ten dia ban

' van ban quy pham phdp luat, Han Nom, ¢ trinh d§ tuong | quan ly; o6 nang
chuong trinh, quy hoach, k& hoach, Van  héa tuong duong | khiéu vé cOngtéc van
d& an, du an vé td chirc hoi, o chic hoc. duong dong quan ching, co
phi chinh phii sau khi duogc cdp ¢o bac 2 uy tin ddi véi chic
tham quyén phé duyét. Nginh, khung sdc, chire viée céc ton
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Pon vi
thue hién

Nhiém vu
chinh

Mo ta cong viéc thuc hién

Ty trong
TG hoan
thanh
CV/nam

Bién
che

Yéu cau vé nang luc, trinh dd - ky niing

YC Chuyén
mon nghiép
vu

LLC

Kién
thirc
QLNN

Ngoai
ngir

Tin hoc

Chirng
chi khac

Nang lwc, ky ning

Xay dung chuong trinh ké hoach
cong tac hang ndm, quy, thang ; bao
cao dinh ky clia Ban va bao cao
chuyén dé; dur thao cac van ban theo
chiic nang, nhiém vu dugc phan
cong;.

Lap chuong trinh ké hoach cong tac
ctia co quan; theo doi kiém tra dén
ddc viéc thuc hién chuong trinh
nhi€m vy cong tac clia co quan.

25

Theo doi viée thuc hién cac thi tuc
hanh chinh va hé théng QLCL theo
tiéu chuan ISO trong finh wuc tin
ngudng , ton gido, to chic hoi, td
chiic phi chinh phu.

Tham muu thuc hién {mg dung
cong ngh¢ thong tin trong thuc hién
cong tic QLNN vé TGTN, 6 chirc
hoi, to chiic phi chinh phil

10

- Xay dung ké hoach tuyén truyén,
phd bién vé t6n gido, tin ngudng cho
chitc séc, nha tu hanh, tin do céc ton
gido; Pao tao, boi dudng, tip hudn
nghiép vu cong tac ton giao cho doi
ngli can bd, cong chirc lam cong tac
ton gido, tin ngudng cic cap; TO
chirc trién khai thyc hién sau khi
dugc phé duyét

- Xay dyng ké hoach va to chirc
kiém tra tinh hinh thuc hién phap
ludt vé ton gido, tin ngudng & dia
phuong; ké hoach phdi hop thuc
hién cong tac ton gido, tin ngudng
v6i céc hoi, doan thé. ..

10

chuyén
nganh  dao
tao khac phu
hop véi vi tri
viic  lam
damnhan.

nang luc
ngoai ngr
Viét
Nam)

gido.

Ky nang  gop v,
chinh stra van ban;
Ky nang giai thich,
thuyét phuc, phan
tich, tong hop.
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

dong

Mia | Tén don cf)lr}g tl? ofnhV: Nhiém vu Mo ti 6 i6c thue hié ig(]}tll;ﬁgi Bihé? YC Chuyén LLC Kién Neoai Chii
VTVL | vi/'VTVL ¢ t:li’c e fien chinh 0 ta cong viee twe fuen thanh M€ Imén nghiép T thire soa Tin hoc hi ll:llll £ Nang lwc, ky ning
e CV/nam vu QLNN | "8 il xhac
- Tham muu thye hién viée quan 1y
nha nude vé t6 chire hoi, t6 chirc phi
chinh pht dam béo ding quy dinh.
- Tham muu cong téc t chic, sap
x€p bo trf nhén sy, nhén xét, danh
gia xeép loai cong chtic, quan Iy ho so 25
cong chic, cong tac thi dua khen
thuong, ky luat.
- Thyc hién cac nhiém vy khac do
Lanh dao Ban phén cong,.
Gitp Truong phong quan 1y, chi dao Tot nghiép
cac hoat d@qg cua phong,; tham dai hoc tr& St dun
Muu gidi quyet ho so de nghi khen 1én voi: duoe &
muongcuatapthecanhantheo - Nhém o noii
thAm quyén. Phu trach theo di cong 50 nganh hoac nthgeo %ci
tac TPKT, clia nganh, don vi, dia nganh, hodc céucuZw Nang luc cl]i dao,
Gito  Truon phuong theo sy phan cong cuia lanh chuyén 0 viee Bdi diéu hanh, trién khai
P € | dao Ban, quan I cong tac thanh nién nginh: noviee ! | cic hoat dong duoc
phong  trong . X . lam (Toi - | dudng A oA °
on trén dia ban tinh. Quan - X | GO kY| o~ phéan cong; Nang luc
, viéc tham muu . thiu sir > | lanh i .
Pho cho Bnh dao Tham muu giai quyet don thu, khiéu Quan Iy, CV va dung nang s | oo gidi quyét nhimg
Trudng . o naltocaovecon tacT}nduakhen Luat, Xay ’ dung © ., | cong viéc phat sinh,
4.1 BanThi | Ban trong cong S 30 wong | dge quén 1y
14 phong Ccv daKT | the qudn I nha thuong; thuc hién viéc tiép dan theo 1 | dung Pang | TC duong | i nei cong X Nang lyc phan tich,
thuoc Jen ¥ srphan cong ctia Trudng phong, &  Chinh O TET | nohe b tong hop.
nudc vé THKT, N \ O trinh d6 phong O .
Ban e A quyen Nha thong tin | Ky nang  gop ¥,
quan Iy cong tac nude, Quan tuong coban va chinh sira van ban;
thanh nién trén K ’ N duong tuong . e s
L \% Nha A K¥ nang giai thich,
dia ban tinh. A bic 2 duong £ N
nudc, Hanh Khun thuyét phuc, phén
Thye hién cic nhiém vu khic theo | chinh  hoc, M tich, tbng hop.
surphén cong ctia IAnh dao Ban. Hanh chinh g Oii e
cong, Chinh Viet
sach cong, Nam)
Kinh t& lao








35

Ma
VTVL

Tén don
Vi/VTVL

Ngach
cong
chire

tdi
thiéu

Pon vi
thue hién
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Nhié A - Kié
1€m vu A4z A A oA oan A uyen ien . ,
chinh Mo ta cong vige thyc hign thanh ché mon ngh);ép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
CV/nim vu T QLNN ngir chi khac
-Nganh,
chuyén
nganh dao
tao  khac
phthop voi
vi i viée
lam  dam
nhan.
Tot nghiép
Gitp Trudng phong quan ly, chi dai hoc 9
dao, dinh hudng hoat dong cua 1én voi:
phong. - Nhém St dung
Tham muu xay dung chuong trinh nganh hoac duoc
ké hoach cong tic hang ndm, quy, nganh, hoéc ngoai ngir
thang ; bao cdo dinh ky cuia Ban va chuyén theo yéu Nang luc chi dao,
béo cio chuyén dé; dyr thao cac vin | 30 nganh: cau ctia vi diéu hanh, trién khai
béan theo chire ning, nhiém vy duge Quin trj- i viée Bdi cic hoat dong duoc
phan cong;. ) Quan ly, lam (T bi ok dudng | phén cong, Nang lyc
Gitp  truong Tham rAnuulﬁp chuong trinh k~é Ludt, Xay CV va | thitu sk wing st lanh giai quyét nthmg
phong  trong hf);ach cong‘fac clia co quan; theo (101 dung Pang tuong | dung dung dao, cong viéc phat sinh,
vide didu hanh kiém tra don c-ioc viéc thuc hién 1 &  Chinh TC duong duqc. b g quan ly | Nang lyc phin tich,
pﬁ(‘)ng Nhicp chuong trinh nhiém vu cong tac ctia quyén Nha ngoai ngit nghé cap tong hop.
wu-Tnehop LS duan. nude, Quan 0 trinh d thone tin phong
47O "Dy thao thao cac van ban, quydt ly  Nha fuong wogégn va Ky ning gop ¥,
dinh, dé an, chuongtrhnhbéocéo... 0 nudc, Hanh duong tuong | chinh sira van ban;
Lap du toan nguon kinh phi khen chinh hoc, bic 2 duong | Ky ning gidi thich,
thudng ctia tinh. Hanh chinh khung thuyét phuc, phin
Tham muu thuc hién cai cach hanh cong, Chinh nang luc tich, tong hop.
chinh; thuc hién cac thu tuc hanh sach cong, ngoai ngit
chinh trong finh vire TDKT. Tham Kinh % lao Viét
muu thue hén cong tac van thu, huu 10 dong Nam)
trit, quan Iy hd so khen thuong, Nganh,
Gitp Truong phong chudn bi cic chuyén
van ban phuc vu hop Hdi déng nganh dao
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Don vi Ty trong | pion :
thue hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép T thire < Tin hoc hi kha Nang luc, ky nang
CV/nim vu QLNN | "&¥ ci hac
TDKT va cac hdi nghi vé cong tac tao  khac
TDKT hang nam. phthop voi
Phuy trach theo doi cong tac TDKT vi ti viéc
cua nganh, don vi, dia phuong theo 20 lam dam
sy phan cong ctia lanh dao Ban. nhan.
Thue hién cac cong viée khac do
lanh dao Ban phan cong. 10
Gitp Truong phong quan 1y, chi
dao, dinh hudng hoat dong cia | 30
phong i Tot nghiép
- Tham muu, giai quyeét kip thoi cac dai hoc trd St dung
nhu cau sinh hoat, hoat ddng ton lén voi: duoc
gido tin ngudng thude finh vue quan - Nhém ngoai ngit
Iy Phoi hop véi cac s, ban, nganh, nganh hodc theo yéu Nang luc chi dao,
dia phuong ¢4 lién quan hudng dan, 30 nganh hogc cau ctia vi . diéu hanh, trien khai
Gito  Trud gitip do cac t6 chire, ca nhan ton gido chuyén i viée Boi cac hoat dong dugc
b s hoat dong tuan thi phap luat. nganh: lam (Toi ~ | dudng | phan cong; Nang luc
phong  trong IS T N A 2 .1 GO kY| < s ~
o - Tham muu giai quyet cac don thu Luat, Ton thitu sir| > | lanh gidi quyét nhimg
viéc tham muu A S F ., nang st A
N khieu nai, t6 cao ¢6 lién quan dén tin gido  hoc, dung dao, cong viéc phat sinh,
.| Lanh dao Ban A 1 X dung D . .
BanTon ~ .| ngudng, ton gido Triet hoc, dugc N quan ly | Nang lyc phan tich,
. trong cong tac X X A , A . .| cong X 2
8o . , + | - Tiép nhan ho so, nghién ctru tham Han NOm, ngoai ngir 2 cap tong hop.
quan Iy nha . il quvét o P 9 , CV VA | Ao n | DEHE .
. A gidi quyet cac nhu cau sinh Van  héa Otinh d6 | 5 phong
nuéc  ve tin N SR fuong thong tin | < .
- @n hoat, hoat dong cia td chirc, ganha11 hoc. TC tuong cobin va Ky nang gop ¥,
Erong, ton gido thuoc tham quyen giai duong | duong tuong | chinh sta van bén;
gao quyétcia Ban Nginh, baic 2 duong | Ky ning gidi thich,
- Nam chéc tinh hinh tn gido, tin chuyén khung thuyet phyc, phan
ngudng, kip thoi tham muu de xuat 30 nganh  dao nang luc tich, tong hop.
giai quyet nhiing vudng méc, phat tao khac phu ngoai ngit
sinh ¢6 lién quan dén t6n gido tin hop véi vi trd Viét
ngudng, gop phan on dinh tinh hinh visic  lam Nam)
an ninh chinh tri trén dia ban tinh. damnhan.

- Tuyén truyén, phd biép chu truong,
chinh sach, phap luét vé ton gido doi
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Ngach ., Yéu cdu vé ning lwc, trinh dd - ky ning
cong | Pon vi Ty trong Bién <
Ma | Tén don , o Nhiém vu N s A o on TG hoan %~ |YC Chuyén Kién . .
VTVL | vivTVL | She [thwehien |y Mo ti cong viée thyehien |-y | P on nghiep | "5C | thiee | N | Tinnee | SMM2 | Ning lwe, ki ning
ol CV/nim ve | ' |QLnn | ne¥ © |chikhac '
thiéu :
véi chire sic, tin d0 céc tn gido.
ThuQng gcuyér} van dong chuc sac,
tin dﬁr song tot doi dep dao, thuc
hién t6t chii trwong, chinh sach phap
luat cia Nha nudc.
Thyc hién cac nhiém vy khac theo 10
sy phan cong clia truong phong
Giup Truong phong quan 1y,
chi dao, dinh huéng hoat dong 30 p R
cua phong Tot nglnq?
Gityp Truong phong thye hign cong dai hoc 6 St dun
thc tong hop, thue hién cong tac lén voi: ) du {ng
cdi cach hanh chinh, thyc hién " Nllllofn n‘gg;ngﬁ
Lo hanh chinh: \ s nganh hodc :
cacthutl_{g X ChlPh’ c}uy m ap 20 nganh hoic theo yéu Néng luc chi dao,
dunga, cai tién hé thong quan e N did hanh, i khal
1y chat lwgng ISO tai co quan; chl‘lyen caucuayl e 1,eu N n
tham muu 6 chie cic hoi nghi ctia nganh: ut - viee Boi céc hogt dgng dioo
; : Luat Ton lam (TGi | -, . | dudn, han cong; Nang Iyc
O quan. al, g Co ky g | P g, INang
. \ T ~ ; i4 thicu sir| > | lanh gidi quyet nhimg
Gi Truong | Tong hop xay dung Chuong trinh, gido  hoc, nang st A e o
phgflg trong | ké hiacﬁpcéngy fhc ClioorquargL Trict hoc, dung dunz dzo, cng vige phit sinh,
NP U L el X 1 | Hin No duoc N quan ly | Nang lyc phan tich,
viéc dicu hanh | Dy thao bao cdo dinh ky ctia Ban va m, . cong : 2
e on o cho chuven dé A A 2 Vin hda ngoai ngit 2 cap tong hop.
phong  Nghiép | bao cdo chuyén d€ duge phan cong; hoe CV V2 | & trinh d6 nghé | phong
vu-Tonghop | duthdo cac van ban theo chiic nang, A e " | thong tin | *, ~ s .
i . A TC ong | tuong - va Ky ning gbp ¥,
nhiém vu duge phan cong; . duong | g coban fron: hinh sim van ban.
Tham mun chi go thue hin oong o bie 2 duomg, | K ning g thich,
thc QLNN vé t6 chitc hdi , t6 chirc chuyén e i P
phi chinh ph. Tham muu giai quyét nganh dao o g e ticuh},]?f)n Ph‘-lc’ p
céc don thu khiéu ngi, t cio co lien | tao  khac e o hep
quan dén 6 chic hgi, t che phi phi  hop v e
chinh pht. . voi vi td Nam)
Tham muu chi dao thue hién cong viec lam
técvénﬂ?uluutl.‘ﬁ’coquan. d4m nhan.
Thuc hién nhiém vu khac theo 10
sy phan cong cua lanh dao
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Ngach TV ¢ Yéu ciu vé ning lue, trinh d - ki ning
Mi | Téndon | SOM& | Pomvi | G va TG hoan | PN [y c Chuyén Kién
VTVL | vi/'VTVL Ch}‘.’c thyc hien chinh Mo ta cong vige thyc hign thanh ché mon nghiép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
toi _ T ngir chi khac
thidu CV/nam vu QLNN
Ban va Truong phong
4.2 | Nhom chuyén mon nghiép vu 29
Theo ddi, quan 1y, str dung bién ché )
cong chiic va sO luong nguoi lam 20 Tot nghiép
viée trong don vi sy nghi€p cong 1ap dai hoc tro Kha nang tham muu
4 | Theo doi, quan Iy vi tri viéc lam va lén voi: xdy dung cic van
}‘E‘; 1P Y oy chungach cong chie, vienchire | - Nhom ban, huong dan, ké
d{nh, theo dGi x4y dung, thAm dinh, tham muu cho nganh hodc hoach thudc pham vi
i éng dﬁri lanh dao phong va lanh dao S& mot nganh, hodc Sir dung chirc nang nhiém vu
tham muu cho s0 ndi dung ve chinh sich tinh gidn chuyén duoc duoc phan cong 5
finh dao phéng bién ché, dicu kién, thi tuc thug hién nganh: ngoai ngir Kha niang huéng dan
\ 1x - | chinh sach tinh gian bién ché cho Quéan tri- theo yéu thuc hién cac van
va lanh dao S¢ | 7, , ‘n , 30 ) K X o . an. do 4n. k& hoach
& hoach tinh can bo cong chire, vién chie. True Qufln 1y, can.cua v ban: an, ke hoge
giénbién ché 1 tiep tham dinh h6 so ctia cac doi Ludt, Xay i viée thudc pham vi chire
hite b mé ’ tuong thudc dién tinh gian bién che, dung Pang lam (Toi - trach nhiém vu duoc
CUOBOTRY | trinh chp 6 thim quyd : & Chinh thidu si| 0 W P
_— Theo déi, quan cap €0 tham quyen xem xct, , oV i ning st phancong
Quan 1y 1Y, sit dun,g bien | Phéduyét quyén Nha Va | dung dung Kha nang thAm dinh
42. | t0 gh&c cvV Phong cl;é céﬁg chite Tryc tiép xay dung, thAm dinh, tham 2 nude, Quan fuong duqc. oéng cécvénbén,déén,ke”_:
b e TOBM | & & lugng | muu cho nh dzo phong va lanh Iy Nha Quomg. | ngoaingir | - hoach thudc pham vi
ché i I "% | Gao S& mit s ndi dung vé t chirc nude, Hanh & trinh do | (5% chitc néing, nhiém vy
guol lam viee | L N T . ong tn A A
trone don vi bd may nhur: thanh 13p mai, 6 chirc chinh hoc, tuong bén duoc phan cong
g don v1 su [ S , N v 1 A, \ ’ (Vo) ., o .
I ghlép céng lai, doi tén, sap nhap, giai thé cac co 0 HAanh Chlrl’lh dlAIO’[lg Kha [laI. Alg phVOI h(v)p
lap; ' quan hanh chinh va don vi sy nghiép cong, Chinh bac 2 thye hién cac van
A ,Theo doi, cong lap cua tinh; quy dinh chic sich  cong, khung ban, dé an, ké hoach
quin 1§ i nang nhiém vu quyen han va co cau Kinh &€ lao néng. luc thude pham vi chire
vide Jim va ao | 10 chic ciia co quan, t6 chire, don vi dong ngoai nglt néng, nhiém vu dugc
céu ngach cong | Tongoan tinh -Nganh, Viét phén cong
chiic, vién chitc chuyén Nam)
’ ’ nganh ddo K¥ ning soan théo
Thyc hién mét sO cong viée khac do tao  khic van ban; Ky ning
lanh dao phong phéan cong 5 phthop véi phoi hop. k¥ ning
vi ti viée giao tiép tot
lam  dam

nhan.
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Ngach TV tron Yéu ciu vé ning lue, trinh d - ki ning
Mi | Tén don cf’l',‘g ﬂ? ““hﬁn Nhiém vu M6 (4 cone vide thure hidn Té h6;‘1§ Bilf’? YC Chuyén | | o | Kién | . . Chi
VTVL | vi/'VTVL care e e chinh 0 ta cong viee thwe e thanh M€ I mén nghiép thire goal Tin hoc g Nang lwc, ky ning
toi _ T ngir chi khac
thiéu CV/nam vu QLNN
True t‘iép thue hién cong tac chinh )
sach tién lwong cong chuic trong toan 45 Tot nghiép
tinh; dai hoc &  nine
- Tham muu lnh dao phong thuc lén voi: XaK?ha Iirnng chc n\lléuz
hién viéc chuyén ngach, néng ngach - Nhém baly]’ o éﬁ i 16
doi véi can bd cong chie, vién chire 30 nganh hodc hoach th uﬁ% pham i
trong toan tinh theo quy dinh phap nganh, hoac Str dung chiic ning nhiém vy
luat. chuyén duoc duoeohAncone
- Thye hién chinh séch tinh gian bién nganh: ngoai ngit Kﬁér?éng o éﬁg &
Thye hién quan | ché theo nghi dinh 108 cila Chinh | 20 Quan - theo yeu thuc hién cic vin
1y nha nudc ve | phu Quan Iy, cau ctia vi Ny
P . ban, dé an, ké hoach
[inh wye chinh Ludt, Xay tri wép thude pharm vi cfn’rc
sach tién luong dung Péng lam (Téi . -0C Phe
N, , 2 .| Co k¥ trach nhiém vu duoc
doi vai can bo, &  Chinh CV v thicu sir| f hAn o
. | cOng chirc, vién quyen Nha V4| dung nang st phancong
Quan Iy Phong™® | e, ng nuoe, Quin wong | e | dung Kha néng tham dinh
42 | ohan chicbd N }’]’ chuvén 1 K ’ Nha duong o noi cong céc van ban, d€ an, ké
S| MAnSE oy | omay | D8RO W Yoo MO NS | he hoach thude pham vi
2 | vadoi ngach va chinh nudc, Hanh Otinhdo | 5.7 . S ]
N 1 . ) . thong tin chiic nang, nhiém vu
ngil sach tinh gian chinh  hoc, tuong cobin durge phan cong
bién che doi voi . £ Hanh chinh duong A 2z
. A A - Tham muu xay dung ke hoach, A . A Kha nang phdi hop
can by cong |, ", o Y e . cong, Chinh baic 2 Lo
. 1. | bdo cao cong tac hang nim, quy, . A thuc hién cac van
chic vién chic | °, thude B o trach i 5 sach cong, khung bén, d 4n, ké hoach
trongtoantinh | 1R thuoe finh vue phy trich clia Kinh & lao nng o , @€ dn, & hoac
phong; o LT thudc pham vi chiic
dong ngoarngd nang, nhiém vu dugc
-Nganh, Viét W cone
huyé Nam) p &
chuyen K§ ning soan thio
‘;m%a“h kﬁi‘; vin ban; Ky ning
s . phoi hop. k¥ ning
phuhQ‘pVO’l glaOtlépté)t
vi ti viée
lam  dam
nhan.
Phong | - Thyc hién | - Tham gia xdy dung dy thao van 05 5 Tot nghiép Si dung | C6 ky
CC&VC | nhiém vu quan | ban quy pham phap luat, ké hoach, dai hoc trd duoc ning s
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Ma
VTVL

Tén don
Vi/VTVL

Ngach
cong
chire

tdi
thiéu

Ty trong

Yéu cau vé nang luc, trinh dd - ky niing

Pon vi o R Bién " A
thue hién Nhu_a,m o M0 ta cong viéc thwe hién TG h oA | ohé Y? Ch“y.?“ LLC Kle’:n Ngoai . Chirng . o«
chinh thanh mon nghiép T thire ngit Tin hoc chi khac Nang luc, ky nang
CV/nam vu QLNN
Iy nha nude vé | dir 4n, d& an.. v& tuyén dung, sir 1én véi: ngoai ngt | dung Kha ning tham muu
tuyén dung, sir | dung, quan Iy can bd, cong chirc, - Nhom theo yéu | cdng xdy dung cic van
dung, quan Iy | viénchirc. nganh hoic CV va | ciuctavi | nghé ban, huéng dan, ké
can bg, cong nganh, hoic twong | ti  viéc | thong tin hoach thudc pham vi
churc, vienchure. | - Kiém tra viéc thuc hién cic van chuyén duong | lam (T6i | coban chirc nang nhiém vu
- Thye hign céc | ban quy pham phép luat, ké hoach, nganh: thiéu  sir duoc phan cong
nhiém vu khic | dy 4n, dé 4n.. vé tuyén dung, sir 10 Quan  tr- dung Kha ning huéng dan
theo phin cong | dung, quan ly can b, cong chiic, Quan ly, duoc thuc hién cac van
Vi yéu ciu cong | vién chire. Luat, Xay ngoai ngit ban, dé 4n, ké hoach
viée. - Hudng dan, giai d4p vé chuyén dung Péng & trinh do thuoc pham vi chiic
mon, nghiép vu trong tuyén dung, 10 & Chinh tuong trach nhiém vu duoc
st dung, quan ly can b, cong chiic, quyén Nha duong phéncong
vién chire. nudc, Quan bac 2 Kha nang thdm dinh
- Thuc hién cc hoat dong chuyén Iy Nha khung cac van ban, d€ an, ke
modn, nghiép vu vé tuyén dung, s nudc, Hanh nang lyc hoach thugc pham vi
dung, quan ly can bd, cong chirc, chinh hoc, ngoai ngl chirc nang, nhiém vu
vién churc: Hanh chinh Vigt dugc phan cong
+ Ché do, chinh sach dbi vi can b, cong, Chinh Nam) Kha nang phdi hop
cong che, vién chiic. sach cong, thyc hién cdc van
+Pénh gig, xép loai ddi véi can bo, Kinh ¢ lao ban, @ 4n, ké hoach
cong chire, vién chirc. dong thudc pham vi chirc
+ B6 nhiém, bd nhiém lai, luAn | 60 Nganh, nang, nhiém vy duge
chuyén, diéu dong can bo, cong chuyén phéan cong
chire, vién chic gitt chirc vu lanh nganh dao K§ nang soan thao
dao, quan . a0 khic vin bin; Ky ning
+Tuyén dung cong chirc, vién chirc., phtthop véi phdi hop. k§ ning
+ Tiép nhan, diéu dong can bo, cong vi i vige giao tiep tot
chtre, vién chir. lam  dam
+ Thong k&, bao céo vé cin b cong nhan.
chiic, vién chue . . .
- Tham gia céc cude hop lién quan 05
dén cong tac hodc theo phan cong
Tham gia cac 16p ddo tao bdi dudng, 10

nghién cliu tai li¢u va thyc hién mot
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

Mia | Tén don c61’1g bon V} Nhiém vu PR - o iétll;ﬁgi Bié? YC Chuyén Kién . .
VTVL | vi/VTVL cil(;:li,c thye hign chinh M@ ta cong vige thye hi¢n thanh ché mon nghiép L.II__C thire Nfog ! Tin hoc c(lfihll:llll;gc Nang luc, k§ nang
thidy CV/nim vu QLNN g
s0 nhiém vu khac theo phan cong va
yéu cau cong viée.
Tot nghiép
dai hoc o
lén voi:
- Nhom
nganh hoac
nginh, hoge Sir dung
chuyén duoe
gg'jan?h‘ " ngogi ngit
X theo yéu
Quan 19, cAu clia vi
Ic;luxitg, D);al}g/ tri Vléc Nang h.J'.’C. chuyén
) & Chirh lam (Toi Wk mon giai  quyét
Theo di o3 Tham muu ban hanh k€ hoach, A \ CV va | thitu si| . d nhimg cdng viée
. eo dbi cong . A ¥ quyen Nha nang s . >
Quan ly e dio 10, b chuong trinh, d¢ an dao .tao, boi nude, Quén twong | dung dung dugc giao, Nang luc
4.2. | dao tao, Phong ~ 7~ | dudng can bd, cong chuc, vién chuc. . \ duong | duoc N phan tich, tong hop.
3 | boi CV' | xpog | duomg cin B0, | pian i thye hign, theo ddi cong | 0 | 1| ¥ Nha oai ngt | 18
~ cong chire, vién | |, .. g e, L cong nudc, Hanh hgoat g nghé o .
dudng chitc tac dao tao, boi dudng sau khi dugc chinh hoc O trinh do ﬁlﬁﬁg in K¥ nang soan thao
phe duyet Hanh chinh wong | bén van ban; Ky nang
cong, Chinh duong phoi hop, ky ning
. A bac 2 giao tiép tot
sach - cong, khung
Kinh t€ lao nng o
g?égnh, ngoai ngir
A Viét
chuyén Nar)
nganh dao
tao  khac
phthop voi
vi ot viée
lam  dam
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | vi/'VTVL cil(;:li,c thyc hien chinh Mo ta cong vige thyc hign thanh che mon nghiép L.II__C thire Nfog ! Tin hoc c(liihll:llll;gc Nang lwc, ky ning
thidy CV/nim vu QLNN g
Theo ddi doi ngfi thuc hién cong tac Tot nghiép
CCHCticacdonv, 0 dai hoc o
Theo déi thuc hién co ché mdt cia, lén voi: Kha néng tham muu
co ché mét cira lién thong - Nhom xdy dung cac van
Theo ddi cac nganh, dia phuong 0 nganh hogdc ban, huéng dan, ké
trien khai cong tac CCHC. nganh, hodc S dun hoach thudc pham vi
Tham gia huéng dan, kiém tra, va chuyén duoe & chiic ning nhiém vy
don déc thuc hién nganh: o noii dugephancong
Tham gia tong hop xdy dung béo Quan - Egeo %ﬁ Kha nang hudng dan
cio CCHC dinh ky, ddt xuét theo Quin Iy, Ao thye hién cic vin
quydinh. ) 40 Ludt, Xay o vide ban, dé an, k& hoach
Theo d&i doi Tham gia t© chic thye hién: Kiem dung Pang Am (Téi thude pham vi chiic
N .« | tra, Piéu tra hai long, Chi so6 CCHC, &  Chinh | e .| CO ky trach nhiém vu dugc
ngl thuc hién | 27 S0 A \ CV va | thitu si| . A
N Tap huan boi dudng quyén Nha nang st phén cong
Cai cich cong tac CCHC nude, Quén wong | dung | 4 Kha ning thém dinh
4.2. . Phong tai cac don vi; , . duong | duoc N e o,
4 hanh cv TCBM | Theo d&i thuc 1 |y Nha neoai nett | O0E cac van ban, dé an, ke
. U 1o goai ngit 2 n :
chinh N PO nuoc, Hanh o 2. | nghé hoach thudc pham vi
hién co ché mét , Otinhdo | 5 ° . s on
ci, corché mot o chinh e, N A chi néing, nhiém vy
ol lien théng. Tham dy cac cugc hop, hoi nghi, Hanh chinh durong coban duoc phan cong
giao ban ctia co quan, cac cude hop, cong, Chinh bic 2 Kha ning phoi hop
hoi nghi, hoi thao ctia cac cap, cac sach cong, khung thyc hién cac van
nganh t chire (khi dugc phén cong); Kinh € lao ning e ban, d¢ an, ké hoach
tham dur cac 16p dao tao boi dudng, 0 dong neogi n gfI thudc pham vi chiic
tham gia doan thanh tra. Tham gia -Nganh, Viéf nang, nhiém vu duge
Cong tac doan co quan. chuyén Ném) phéan cong
Nghién ciu tai liéu phuc vu cho nganh dao K¥ nang soan thao
nhiém vu duoc giao tao  khac van bén; K§ nang
phit hop v6i phdi hop. ky ning
vi ti viée giao tiép tot
lam  dam
nhan.
42 Quan ly Phon Tham muu [anh Quanlyhoso ban do, mdc dia giol Tot nghi¢p CV va| S dung | CO k¥ Kha nang tham muu
'5 " | biagidi | CV XDC% dao phong cong hanhchmhcap tinh, caphuyen, cap 60 1 | dai hoc tro tuong | duoc ning s xdy dyng cic van
hanh tic quan 1y dia | x& Iap ho so, tha tuc trinh cip cd 1én voi: duong | ngoai nglt | dung ban, huong dan, k&
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

Mia | Tén don c61’1g bon V} Nhiém vu PR - o iétll;ﬁgi Bié? YC Chuyén Kién . .
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
to1 CV/nim vu T loLnn | me® chikhac
thiéu :
chinh gi6ihanh chinh | tham quyén diéu chinh dia gidi cac - Nhom theo yéu | cong hoach thudc pham vi
cap; tham muru gidi quyét tranh chap nganh hodc cauctavi | nghé chirc ndng nhiém vu
dét dai ¢ lién quan dén dia gidi hanh nganh, hoic i viéc | théng tin duoc phan cong
chinh trinh cAp c6 thdm quyén xem chuyén lam (Téi | cobén Kha ning hudng dan
xét, quyét dinh. nganh: thidu  str thyc hién cac vin
- Tham dinh h6 so phan loai don vi quén Iy dt dung ban, dé an, ké hoach
hanh chinh c4p tinh, cAp huyén, cp 0 dai, ban do duoc thudc pham vi chic
x8; diéu chinh, thanh 13p, d6i tn hoc, ky ngoai ngit trach nhiém vu duoc
thon (xom), tO dan phd; thudt  tric & trinh d6 phén cong
dia—ban do. tuong Kha ning thAm dinh
duong céc van ban, dé an, ké
-Nganh, baic 2 hoach thuge pham vi
chuyén khung chiic nang, nhiém vu
nganh dao nang luc duoc phan cong
talo  khic ngoai ngit Kha ning phdi hop
Ty phu hop véi Viét thyc hién cic vin
ﬁcd;‘er;cac o khdc do |4, vi i vie Narm) bén, d& 4n, ké hoach
40 phong phian cong lim  ddm thudc pham vi chic
nhan. nang, nhiém vy dugc
phéan cong
K¥ ndng soan thao
vin ban; Ky ning
phdi hop. ky ning
gjao tiép ot
Truc tiép Tot nghiép Str dung Kha nang tham muu
- Lip hd so, dur théo & trinh UBND | 1% 901 dai hoc 6 jdwe e gy xay dung cic van
. y finh trinh Th tudng Chinh phit phé | P8 &€ envei: CV va | ngoainglr| o oy ban, huong din, ke
Xay Truc tiep theo A A a1 o x| XAy - Nhém tuong | theo yéu hoach thugc pham vi
. o o= | chuan két qua bau ctr, mién nhiém \ < x| dung . on
4.2. | dung cV Phong | ddicong tac xay Chitich, Phé Chil tich UBNID tink: dung 1 nganh hodc duong | caucuavi oon chiic nang nhiém vu
6 | chinh XDOQ | dung  chinh | T - chinh nganh, hodc W vige | gh% dugephancong
quyén quyén i i quyén chuyén lam (Toi hone tin Kha nang hudéng dan
Thim dinh hd so, du thao Quydt nginh: thidu  sir wogégn thye hign cic vin
dinh cia Chu tich UBND tinh phé | 40 Quan  tri- dung ban, d& 4n, k& hoach
chuan két qua bau cir, mién nhiém Quan Iy, duoc thudc pham vi chic
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Ngach , Yéu ciu vé ning lue, trinh d - ki ning
Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | vi/VTVL cil(;:li,c thye hign chinh ) M@ ta cong vige thye hi¢n thanh ché mon nghiép L.II__C thire Nfog ! Tin hoc c(liihll:llll;gc Nang luc, k§ nang
thidy CV/nim vu QLNN g
di voi Chu tich, Pho Chi tich Ludt, Xay ngoai ngir trach nhiém vy dugc
UBND cép huyén; tong hop tinh dung Péang 6 trinh do phan cong
hinh hoat dong, chat luong, s luong & Chinh tuong Kha ning tham dinh
dai biéu HDND;, thanh vién UBND quyén Nha duong céc van ban, dé an, ké
cp xa. nude, Quan bic 2 hoach thudc pham vi
Iy Nha khung chiic nang, nhiém vu
nude, Hanh nang luc duoc phan cong
chinh hoc, ngoai ngit Kha ning phdi hop
Hanh chinh Viét thuc hién cac van
cong, Chinh Nam) bén, d& 4n, ké hoach
- Tham gia, gbp vy cac van ban, sach cong, thudc pham vi chiic
chuong trinh, d& 4n, ké hoach. . .. ciia Kinh % lao nang, nhiém vy duge
cac co quan, don vi va cla cac so, 0 dong phan cong
nganh dia phuong xdy dung lién Ngénh, K§ nang soan thao
quan dén nhiém vu cila phong. chuyén van ban; Ky ning
- Thuc hién mot sd nhiém vu khéc nginh dao phdi hop. k¥ ning
talo  khic giao tiép tot
phtthop véi
vi i viée
lam  dam
nhan.
Tham muu trinh cap ¢6 tham quyén Tot nghiép St dung Kha nang tham muu
ban hanh cac van ban va quan 1y can dai hoc 6 duoc xdy dung cac van
b6, cong chic cip xd vé ché do, 1én voi: ngoai ngit ban, huéng dan, ké
chinh sich, tuyén dung, st dung, - Nhém oV v | theo yeu | Co ky hoach thudc pham vi
Quan ly ) quan 1y, danh gid, khen thudng, ky 80 nganh hoac fon cauctiavi | nang su chirc nang nhiém vu
42 can bo Phong Tryc tiep quan | luét, ludn chuyén, diéu dong can bo, nganh, hodc p u’ongg i viéc | dung dugephancong
7 | cong cv XDOO Iy can b0 cong | cong chic xa, phuong, thi trn; 2 | chuyén lam (Toi | cong Kha ning hudng dan
churc chiic cap xa Thong ké so luong, chat lugng can nganh: thicu st | ngh¢ thuc hién cac van
cap xa bo, cdng chite cAp xA. Quin ti- dung thong tin ban, dé an, ké hoach
Tham gia, gop y cac van ban, Quén 1y, duoc coban thudc pham vi chiic
chuong trinh, dé 4n, k& hoach. . .. ctia 20 Ludt, Xay ngoai ngit trach nhiém vu dugc
cac co quan, don vi va cia cac so, dung Pang ¢ trinh do phan cong
nganh dia phuong xdy dung lién &  Chinh tuong Kha ning thAm dinh
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Ngach , Yéu ciu vé ning lue, trinh d - ki ning
Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | vi/VTVL cil(;:li,c thye hign chinh ) M@ ta cong vige thye hi¢n thanh ché mon nghiép L.II__C thire Nfgog ! Tin hoc c(lfihll:llll;gc Nang luc, k§ nang
thiéu CV/nam vu QLNN
quan dén nhiém vu ctia phong. quyén Nha duong céc van ban, d€ an, ké
Thuc hién mdt s nhiém vu khéc. nudc, Quan bac 2 hoach thudc pham vi
ly Nha khung chiic nang, nhiém vu
nude, Hanh nang luc duoc phan cong
chinh  hoc, ngoai nglt Kha ning phdi hop
Hanh chinh Viét thuc hién cac van
cong, Chinh Nam) bén, d& 4n, ké hoach
sach cong, thuéc pham vi chure
Kinh t lao ning, nhiém vy duge
dong phan cong
Nganh, K§ nang soan thao
chuyén van ban; Ky nang
nganh dao phdi hop. ky ning
tao  khac giao tiep tot
phtthop véi
vi i viée
lam dam
nhan.
Thyc hién chinh sich d6i véi cuu Tot nghiép Stir dung Kha ning tham muu
thanh nién xung phong; tiép nhan va dai hoc trd dugc xdy dung cic van
kiém tra hd so; phéi hop v6i So Lao 1én véi: ngoai ngit ban, huéng dan, ké
dong TB&XH, Hoi cuu TNXP tinh -Nganh, theo yéu hoach thugc pham vi
kiém tra, d6i chiéu, xac dinh phién chuyén cu clia vi ok chirc nang nhiém vu
hiéu cho céc ddi tuong dé nghi giai 60 nganh: CV va|td wviéc| , duoc phan cong
Quén ly BenThi Truc tiép tham | quyét ché do trinh UBND tinh quyét Cong  tac twong | Bm (TGi I&lanrig su Kha ning huéng dan
4.2. | cOng tac diakhen | U quan ly | dinh; tham gia gop y vao cac van 1 thanh thiéu duong | thitu su cf;ng thye hién cac van
8 | thanh Ccv fhuong cong thc thanh | ban vé& giai quyét ché do cho cyu nién, dung & ban, dé an, ké hoach
nién nién TNXP. Neirh, dme | B thuge pham i chitc
A . 0ng tin . o
] i chuyén ngoai ngl b trach nhiém vu duoc
- Theo doi finh hinh bién dong vé nganh do stinh do | © phén cong
thanh nién. tao  khac tuong Kha ning thim dinh
- Xay dyng tai lidu tip hudn cho di | 30 pht hop voi duong céc vin ban, dé an, ké
ngli can bd, cong chic duge phan vi ti viée bac 2 hoach thudc pham vi
cong tham muru thuc hién nhiém vu lam dam khung chiic nang, nhiém vu
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

Mia | Tén don c61’1g bon V} Nhiém vu PR - o iétll;ﬁgi Bié? YC Chuyén Kién . .
VTVL | vi/VTVL cil(;:li,c thye hign chinh M@ ta cong vige thye hi¢n thanh ché mon nghiép L.II__C thire Ngo? ! Tin hoc th e Nang luc, k§ nang
el CV/nim vu QLNN | "e¥ chi khac
quan ly nha nude vé thanh nién. nhan. nang luc duoc phan cong
ngoai nglt Kha nang phdi hop
Viét thyc hién cic vin
Tham gia, gop ¥ cic van ban, Nam) béan, d& 4n, ké hoach
chuong trinh, dé 4n, ké hoach. . .. ctia thudc pham vi chiic
cac co quan, don vi va cua cac s, 10 nang, nhiém vu dugc
nganh dia phuong xdy dung lién phéan cong
quan dén nhiém vu ctia phong, K§ ning soan thio
- Thuc hién mot sd nhiém vu khéc. van ban; Ky ning
phdi hop. ky ning
giao ticp tot
Theo ddi, quan 1y viéc thanh lap to Tot nghiép Kha ning tham muu
chirc héi va t6 chire phi chinh phi, dai hoc tro , xdy dung cic van
adm: thim dinh, cho phép thanh ip: Ién Vi 2“ dyng ban, hudng din, ké
Tham  muu | chia tich sap nhap; hop nhit; gidi thé 0 - Nhom oo hoach thudc pham vi
Truong phong | va ddi tn hoi; Thim dinh diéu l¢ nganh hoic ngoainsy chire nang nhiém vu
nehiép wu - | hoi. Lap hd so, t trinh dé trinh cAp nginh, hodc theo yeu duoc phan cdng
Hanh  chinh | c6 thm quyén cho phép thanh 13p chuyén ;‘;“ aav Kha ning huéng dn
fhye hién viéc | va phé duyétdidu 1€ theo quy dinh. nganh; . (V;‘g thye hién cic van
Quin ' aun 1§ G | Thood il i b6 a5 Qun v oy s O] kbt
P nuoc doi véi | tir thién: Tham di muu : \A nang st udc pham vi chiic
s g’t}‘l’fm e | 40 1 chite i | Gidm déc S tinh Chiitich UBND Luit, Xay gfroof% g‘;”o?: dung tréich nhiém vy duoc
9 ohi Cv oo va quy trén dia | tinh cap phép thanh 1p va cong 1 | dung Déang ng(;aing& cong phancong
Chink ban tinh, dam | nhdn diéu &, cho phép hop nhé, sip & _ Chinh & rinh o | "Ehé Khi niing thim dinh
phii bao ding quy | nhdp, chia, tich, gidi thé, doi én, tam quyén Nha wong thong tin che van ban, dé an, ké
dinh gom thanh | dinh chi hoat dong, cho phép quy nudc, Quan p coban hoach thudc pham vi
lap, phé duyét | hoat dong o lai sau khi bi tamdinh | 20 ly  Nha b‘gc‘mg ) chire nng, nhiém vu
dicu 1& sat | chi,congnhin quy dudicu kién hoat nudce, Hanh Khun duge phan cong
nhdp, hop nhat, | dong, cong nhan thanh vién Hoi chinh hoc, < gl Kha ning phdi hop
gidi thé, ... héi | dong quan Iy quy, cho phép thay ddi Hanh chinh hang e thue hién céc vin
qus. hodic cp lai gidy phép thanh Iap, thu cong, Chinh %%gtm e ban, d& 4n, ké hoach
hoi gidy phép thanh lap, giai quyét sach cong, Nam) thudc pham vi chuc
khiéu nai, 10 cdo dbi voi quy co Kinh t lao ndng, nhiém vu dugc
pham vi hoat dong trong tinh va quy dong phén cong
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Ngach T§ trong Yéu ciu vé ning lue, trinh d - ki ning
Mi | Tendon |08 | PONVI | e va T . |TG hoan | B |vC Chuyen Kién . ,
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
toi _ T ngir chi khac
thiéu CV/nam vu QLNN
€0 0 chiic, ca nhan nudc ngodi gop -Nganh, K¥ nang soan thao
tai san dé thanh Iap, hoat dong trong chuyén van ban, Ky nang
pham vi huyén xa. nganh dao phdi hop. ky ning
Theo ddi tinh hinh t6 chitc, hoat dong tao  khac giao tiép tot
cia hoi, quy; phdi hop vai cac So, phuhop véi
ban, nganh, UBND céc huyén, thanh| 15 vi ti viée
pho gidi quyét nhiing van dé phat sinh lam dam
trong qué trinh t chirc, hoat dong cia nhan.
céchoi, qu.
Bio céo dinh ky, béo cdo dot xuat vé
cong tac quan 1y hoi, 6 chic phi 10
chinh phti va quy xa hoi, quy tir
thién trén dia ban tinh theo quy dinh.
Tham gia gop y cac chuong trinh, k&
hoach, dé an ... ctia céc hdi, t6 chic
phi chinh phi va quy xa hoi, quy tir | 10
thién xdy dung lién quan dén nhiém
vu duge phan cong,
Nghién ctu tai liu phuc vu nhiém
vy duge giao.
Thue hién mdt so nhigm vu khéc | 15
dugc phan cong
Gitp lanh dao phong tham muu xay Tot nghiép St dung Kha ning tham muu
dumg ké hoach, chuong trinh, dé 4n dai hoc tro duoc G iy xdy dung cic vin
ngan han, dai han, cac van ban chi 1én voi: . | ngoaingir | g bén;
Quin g Ilﬁimhlen g‘;‘; dao, huong déin, bdo cio vé cdng tic - Nhém t(frgnga theo yau | 08 s Khi ning kiém tra
. 2| thi dua, khen thudng, trinh cap ¢o 45 nganh hodc cauciavi | thuc hién; thim dinh
4.2. | thidua Ban tdc quan 1y nha thAm auven phé duvet 5 ‘nh. hod duong o .~ | cong ‘e van ban
10 | khen Vo 1BKT | nude vé thi dua Thmquyenpf e ) nginh, hodc 1V | nghé cacvanban
thudng khen thudng, am [ xay dumg noi dung teq3 Chl‘lyen lar.rxl (qu thong tin I?ha nang ph({ hQP’
huan nghiép vu TPKT cho can bo nganh: thitu s bén 10 chire, thuc hién cac
lam oong tac TDKT Quin tri- dung coban. viin ban, hudng dén
Theo ddi, don déc, kiém tra viée 0 | Quan Iy, duoc K§ ning soan thio
chirc thuc hién cong tac thi dua khen Ludt, Xay ngoai nglt van ban; Ky nang
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Ngach , Yéu ciu vé ning lue, trinh d - ki ning
cong | Pon vi Nh iét;()ng Bién YC Ch Kié
Ma | Tén don , o iém vu P o o oan % uyén ien . .
VTVL | vi/'VTVL Ch}‘.’c thyc hien chinh Mo ta cong vige thyc hign thanh ché mon nghiép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
toi _ T ngir chi khac
<z CV/nam vu QLNN
thiéu :
thuong dung Pang O trinh do phoi hop. ky nang
Tham dinh h6 so khen thuong , & Chinh tuong giao tiep tot
hoan chinh thi tuc, ho so tham muu quyén Nha duong
trinh khen thuong thudng xuyen, dot 40 nuoc, Quan bac 2
xuat chuyén dé cla cac don vi, dia ly Nha khung
phuong duoc phan cong phu trach nude, Hanh nang luc
chinh  hoc, ngoai ngtr
Hanh chinh Viét
cong, Chinh Nam)
sach cong,
Kinh t& lao
dong
Thuc hién cac nhiém vu khac theo -Nganh,
AoA ) \ 5 A
surphan cong ctia Truong phong chuyén
nganh  dao
tao  khac
phthop véi
vi i viée
lam  dam
nhan.
Tiép nhan ho o, nghién cltu tham Tot nghicp Sir dung Kha ning tham muu
muu gidi quyet cac nhu cau sinh dai hoc: duge A dume cic VA
hoat, hoat d@ngcﬁatq:échﬁc,génhén 30 - Nhém ngoai ngit E:i; g cac van
Tham  muu | ., T N o .~ | nang sur thuc hién; tham dinh
cV oo e |20 i chuyén CV va |t wige dun che viin bin
42. | Quin Iy BanTon | o 5 ["Theo d6i, ndm tinh hinh hoat dong nganh: twong | lam (T6i | S8 jaon
N . QLNN wve ton | . ., ., - . x 5 . . 2 , | cong Kha nang phoi hop,
11 | tongido giéo ° .| ton gido tin ngudng. Hudng dan, Luat, Ton duong | thiéu sk > 2 o o
gido, tn| ., S T, 2 ., nghé 10 chire, thuc hién cac
ngudn gilp do cictd chirc, cinhan tongio | gido - hoc, dng | g tin vin bén, huong din
guong hoat dong tuén thu phap luat. Kip Triét  hoc, duge & T oA, Auong dat
N £ , R . .| coban K¥ ning soan thao
thoi tham muu giai quyét nhiing Han Nom, ngoai ngit S .
. L T N , A van ban; Ky ning
vudng mac phét sinh cd lién quan. Van  héa o trinh do héi hop, Ky nin
Phéi hop V6i cic so, nginh, dia| 39 hoc. fuong phot op. g
y 1on e AR, glao tie tot
phuong ¢6 lién quan giai quyét tot cac duong








49

Ngach , Yéu ciu vé ning lue, trinh d - ki ning
Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
toi _ T ngir chi khac
thiéu CV/nam vu QLNN
van dé co lién quan dén ton gido tin - Nginh, bac 2
ngudng thude finh vire phu trédch, nhét chuyén khung
14 d6i v6i van dé lién quan dén dat dai, nganh ning lue
cosothotu. khac  co ngoai ngt
lién quan Vit
phtt  hop Nam)
Nehién ctu tai liéu phuc vu cong Eg;lnganh’
tac. Thuc hign mot s nhiém wu | 20 otng tacvgz
khac do Truong Ban phan cong, Vit vide
lam  dam
nhiém
Gip  truong | Xay dung danh muyc thude nguon Tot nghiép Kha nang tham muu
phong  tham | ndp luu tai liéu vao LTLS tinh; To dai hoc trd St dung xdy dung cic vian
muuxdy dyng: | trinh ctia S& Noi vu Quyet dinhphé | 30 1én v6i: duoc ban, huéng dan, ké
Danh muc cic | duyét Danh muc cua Chu tich ngoai ngit hoach thudc pham vi
co quan, tO | UBNDtinh -Nganh, theo yéu chirc nang nhiém vu
chirc thudc | Tham muu trudng phong, tong hop chuyén cu cta vi duge phan cong
ngudn ndp luu | s6 liéu béo cao thong ké cong tac 15 nganh: Van ti viée Kha ning huéng dan
Quan ly 4 lidu vao Luu | van thu, luu trit theo quy dinh the — Luu lam  (T6i G I thye hién cic vin
van thu triirlichstrtinh | Tham muu Truong phong, tham trtr, Luu trir thieu sir| . ban, dé an, ké hoach
Iuu trit oy | DA muc | dinh * Danh muc ti liéu hét gid of” hoc dung ﬁg su thude pham vi chiic
4.2, "2 | thanh phin tai | béo quan tai co quan, tb chitc thude Neinh, duoc Hng rach nhiém vy duoc
12 CV | Vantu= | e thuée dién | ngudn nép huu vo hnu it lich s | 15 uy i ngit | 008 héin o
Lt cu thude dién | ngudn ndp luu vao luu ch sir chuyén ngoai nglr nghé phancong
ndp vao Luutrt | tinh. Xay dung danh muc ngudn nganh khac CV Wi o trinh d9 thone 6 Kha nang thAm dinh
5 A . , va ong tm Lo 1a aAg 1k
LStinh nop luu. phai co fon tuong cobin cac van ban, dé an, ké
Danh myc co , 3 | ching chi p uof duong hoach thudc pham vi
quan t0 chic | Tham muu Trudng phong, phoi hop boi  dudng € lbac 2 chirc ndng, nhiém vu
thuoc  ngudn | v6i cac co quan, td chic va cic nghigp vy khung duoc phan cong
ndp luu ti lidu | huyén cta tinh dé t6 chic tip hudn, | 20 Vin  thu, nang luc Kha ning phdi hop
vao LTLS tinh | boi dudng nghiép vu cong tic vin lou it do ngoai ngir thuc hién cic van
dén lién han | thu, luu trix co so dao Viét bén, d& 4n, ké hoach
n0p luu tai liéu | Thyc hign mot s6 nhiém vukhéc do | tgo ¢ thim Nam) thude pham vi chic
hang ndm lanh dao phén cong quyén cap nang, nhiém vu duge








50

Ma
VTVL

Tén don
Vi/VTVL

Ngach
cong
chire

tdi
thiéu

Pon vi
thue hién

Nhiém vu
chinh

danh muc tai
liéu hét gia tri
ctia LTLS tinh
danh muc hét
gia tri bao quan
tai co quan, O
chic  thude
nguon ndp Iuu
vao LTLS tinh
Téng hop, xdy
dung bao cdo
chuyén d&; béo
cdo tham gia
gop v doi voi
céc dur thao lién
quan linh wvgc
VTLT

Kiém tra, thanh
tra viéc thuc
hién ché do,
quy dinh vé
VILT; thuc
hién cic du an
ve VILT.

Mo ta cong viéc thuc hién

Ty trong
TG hoan
thanh
CV/nam

Bién
che

Yéu cau vé nang luc, trinh dd - ky niing

YC Chuyén
mon nghiép
vu

LLC

Kién
thirc
QLNN

Ngoai
ngir

Chirng

Tin hoe | i khac

Nang lwc, ky ning

phéan cong
K¥ nang soan thdo
van ban; Ky ning
phdi hop. k¥ ning
giao tiép tit

Nhém chuyén mon dung chung

07

4.2.
13

Thanh
tra

TTV
hoac
cv

Thanhtra

Phy trach cong
tac thanh tra,
tiép cong dén,
xu 1y don thu
giai quyét khiéu
nai t6 cao, 1Am
cong tac phap

Tham gja xay dung ké hoach thanh
tra ndm, xAy dung van ban trién khai
thanh tra, d& cuong yéu cAu don vi
béo cho thanh tra, K& hoach thanh
tra, Quyét dinh thanh tra. Tham gia
doan thanh tra

Xay dung dy thao Két luan thanh

20

Tot nghiép
dai hoc tr&
1én voi:

- Nhém
nganh hodc
nganh, hoac

chuyén

CV va
tuong
duong

Theo tiéyl
chuén

ngach cong
chirc dang

Theo tiéul
chuin

ngach cong
chiic dang

Kha nang tham muu
xdy dyng cic van
ban, huéng dan, ké
hoach thugc pham vi
chirc nang nhi€ém vu
duge phan cong

Kha ning huéng dan
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Ngach T§ trong Yéu ciu vé ning lue, trinh d - ki ning
Mi | Tendon |08 | PONVI | e va T . |TG hoan | B |vC Chuyen Kién . ,
VTVL | vi/VTVL cil(;:li,c thye hign chinh M@ ta cong vige thye hi¢n thanh ché mon nghiép L.II__C thire Nfog ! Tin hoc c(lfihll:llll;gc Nang luc, k§ nang
thidy CV/nim vu QLNN g
ché, phong | tra, bao cao két qua kiém tra. nganh: thuc hién cac van
chéng  tham | Theo ddi, don ddc viée thyc hién két Quin tri- ban, dé 4n, ké hoach
nhiing, xr Iy ky | luan, kién nghi, quyét dinh xir Iy vé Quin Iy, thudc pham vi chiic
luat, cai cach tur | thanh tra ctia Giam ddc So, Thanh Ludt, Xay trach nhiém vy dugc
phdp, giam sat | tra SO. dung Pang phan cong
cic ky tuyén & Chinh Kha ning thim dinh
dung  cong | Tiép cong dan va gidi quyét khiéu 15 quyén Nha céc van ban, dé an, ké
chirc, vién chirc, | nai t cdo nude, Quan hoach thudc pham vi
kifm tra oong | Xay dung k& hoach tuyén truyén ly  Nha chirc ning, nhiém vy
vy, cong tic van | phd bién gido duc phap lut va ké nu6e, Hanh duoc phan cong
phong,  tong | hoach kiém tra ra sodt hé thong vén chinh hoc, Kha nang phdi hop
hop va mét sO | ban, 15 Hanh chinh thuc hlén cac van
oongtackhic | Tham gia soan thao van ban QPPL, cong, Chinh ban, d¢ an, ke hoach
dong gop v kién vao dy thio vin sich cong, thuéc pham vi chic
ban QPPL Kinh t¢ lao nang, nhiém vu duge
dong phén cong
Xay dung ké hoach, dé cuong bao Nginh, K§ ning soan théo
céo, quyét dinh thanh tra vé PCTN, chuyén vin ban; Ky nang
tong hop béo co ndi dung phong, nganh dao phdi hop. k§ ning
chéng tham nhiing, tao  khédc giao tiep tot
Hudng dan, trién khai, tong hop bdo 15 phu hop voi
cho két qua ké khai minh bach tai Vit viée
san, thu nhap ciia cc t6 chire xd hoi, lam  dam
6 chire x4 hoi nghé nghiép nhan.
Lam cong tac van thu — luu trlr clia
thanh tra s6, tong hop, xdy dumg bao
cho vé cong tac thanh tra, gidi quyét | 25
KNTC hang thang, quy, nam

Lam céc cong viée phoi hop khéc
theo yéu cau cong viéc.

10
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL| viVTVL | Sl [t hien Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
ol CV/nim vu T loLnn | me® " |chikhac '
thiéu :
Kha nang tham muu
- Phéi hop véi cic don vi thude va xay ﬁ-“?g cac van
true thude S& dur kién chuong trinh Ef)n’ach ;(1)1110% dahan;nke.
- Xay dyng van | xdy dyng van ban QPPL hang ndm hie i I]EIA v
béin quy pham | va lap dé nghi xiy dung vin bén Sir dung CUC Nang NHEm Vi
phap ludt QPPL thudc finh vyre ndi v, duoe i“h‘-;“‘?hang"?g &
théng hoa vin | QPPL theo su phan cdng cia Gidm i hoe oo theo yéu b, c 2, 1 hoach
ban QPPL, phéi | dbc So Al cAu clia vi > 10
hop Vi SO Tur | - Tham gia ¥ kién cac dy théo vin lnvei: o vie thube pham vi chic
phép kiém tra | ban quy pham phap ludt c6 lién quan L Nho‘rn . | lam (Téi ~ tmfh n}nem v duge
vi xit Iy van | t6inginh Niwu. ng‘?“L‘l dao Vvl i si| W phancong
bén QPPL theo | - Ra sodt hé théng héa vin bén tal\?gal?h’at gmg dung | 5TE Kha “anbimﬂ];md“f(h
42. | Phap oy | Trerhta | quy dinh cia | QPPL, phéi hop voi S Tu phip P O duoe uns }Cla”;nm ! Z:; ©
14 | ché So | Phap luat kiém tra va xr 1y vin ban QPPL chuyen o ngogi ngit | € 0achl Tuoe pham Vi
- Phd bién gifo | theo quy dinh cia Phép ludt. g%““h o & trinh do Eglf i ghmnféf?mmw
ducphpludt | - Phéi hop voi SO Tur phép kiém tra O b v twong | 08 St e N
- Theo dbi inh | va xir Iy viin ban QPPL vé finh vc Iv’i mopviéc duong o “}fe‘ﬁ p cé,(():l V‘gﬁ
hinh thi hanh | n6ivu N . bac 2 s A 1A
php ludt va | - Tham muu cong tic phd bién gido lr?r? dam khung Elan’ de };“:’mke .hog‘,’h
kim tm viéc | ducphép lut theo quy dinh . ning lue 1HOC PR VI CAue
thuc hién - Theo ddi tinh hinh thi hanh phap ngoai ngit “gfrihmwdm’c
- Cong tac bdi | luat va kiém tra viéc thuc hién; xdy Vit puancong 7
thuong  nha | dung bdo cdo két qua theo doi thi Narm) Ky nang soan thio
e hanh phép lujt theo quy dinh. van ban; Ky nang
- Tiham muu cong tc bdi throng phoi hop, ky ning
aha nuce glao tiep tot .
Kginé}gtuyénﬂuyén
phd bién phap luat
i i tng | D020 G vin i i | oy S dne G5 k| [N ke cun
43. | Té chic Vin | the  chirc, can | S08 € ¢én bO; nhan x&, dénh gi3 dai hoc o twong | duoc | ndng i mon gl - quyet
1 | nhan su phongS5 | b thude Va’ e | XP loai cong chu’s; v1@c;tuye.rA1 dlmg:, 100 1 | lenvéi duong | NgOAl ngii | dung nhiing cong viéc
; thude s& N&i vu Uep nhan, dicu dong, bd nhiém, bd - Nhom theo yéu | cong dugc giao, Nang luc
; © 7 | nhiém lai; quan 1y ho so can b cong nganh hodc caucuavi | nghé phan tich, tong hop.
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Ngach , Yéu ciu vé ning lue, trinh d - ki ning
Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
to1 CV/nim vu T loLnn | me® chikhac
thiéu
chire, cong tac thi dua khen thuong, nganh, hogc ti  viéc | thong tin
ky luat; thuc hién ché do chinh sich chuyén lam (Téi | coban K§ ning soan thao
ddi v6i cong chitc va ngudi lao dong nganh; thiéu  sir van ban; Ky ning
ov clia 00 quan Quin  tri- dung phdi hop. k§ ning
Quan Iy, duoe giao tiep tot
Luat, Xay ngoai nglr
dung Pang ¢ trinh d
&  Chinh tuong
quyén Nha duong
nudc, Quan bic 2
ly Nha khung
nude, Hanh nang luc
chinh hoc, ngoai ngit
Hanh chinh Viét
cong, Chinh Nam)
sach cong,
Kinh t lao
dong
-Nganh,
chuyén
nganh dao
tao  khac
phtthop véi
vi i viée
lam  dam
nhan.
Gitp truong phong xay dung bdo Tot nghiép Str dung o Nang luc chuyén
Téng hop, xay 2o thimg, quy, ndm, chuyén Qe va 60 df'u hoc o CV va duoc. . | ndng s ron g q“.y?t
Hanh dung e bio dot xuat ciia co quan theo quy dinh lén voi: ’ tuong ngoai nglt dung nhung. cong - vice
4.3. chinh oV Vin cho v& finh vue ’ 1 |- Nhém duong | theo yéu on o dugc giao, Nang luc
2 | Gnoh PSS | e e i | Y dung céc chuong tinh, ke nganh hodc cauctavi | oho phéan tich, tong hop.
nehop cong e A ach, du thio che béo cho 6 chiic 20 nginh, hodc m o viee thﬁ i
ngnhnGiVL | 115 nehi ciianginh chuyén lam (Téi C(fg;b’n K§ ning soan thio
nganh: thicu st van ban; Ky nang
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Ngach T§ trong Yéu ciu vé ning lue, trinh d - ki ning
Mi | Tendon |08 | PONVI | e va T . |TG hoan | B |vC Chuyen Kién . ,
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
to1 CV/nim vu T loLnn | me® chikhac
thiéu :
Quan - dung phoi hop. ky nang
Quin Iy, duoc giao tiép it
Ludt, Xay ngoai nglr
dung Péng & trinh do
&  Chinh tuong
quyén Nha duong
nude, Quan bac 2
Iy Nha khung
nude, Hanh nang luc
2 A . chinh hoc, ngoai ngit
Tong hop xay dung du thdo cac X . "
churong trinh k& hoach cong thc cia Hanh chinh Vit
coquan : 20 cong, Chinh Nam)
sach cong,
Kinh t lao
dong
Nganh,
chuyén
nganh dao
tao  khac
phtthop véi
vi il vige
lam  dam
nhan.
Tham  muu | Xy dung ké hoach, tham muu trién Sir dung
cong thc cai | khai thuc hién ké hoach cai cich Tot nghiép duge
cach hanh | hanh chinh. dai  hoc ngoainglt | C6 k¥
chinh, kiém sodt | Tng hop béo cdo cai cich hanh nganh, theo yéu | ning sir
45 | Hanh g |t tue hanh | chinhhangthéng quy. nim 7 chuyén cuctavi | dung
é " | chinhmét | CV phong S& chinh va b | Xaydungke hoach, tham muu trién nganh phu CV va |t wvige | cong Nang lyc chuyén
cira phan tiép nhan | khai thuc hién ké hoach kiém soét KN | hop véi vi tuong | lam (T6i | nghé moén  gidi  quyét
va tra két qua | thotuchanh chinh tri viée lam duong | thiéu st | thong tin nhimg cong  viéc
theo co' ché mdt | Tdng hop bédo cdo kiém soat th tuc tai bo phan dung cobin duoc giao, Nang huc
cira tai s, Van | hanh chinh va bd phan tiép nhan va mét clia dugc phén tich, tng hop.
hanh hé thong | trd két qua theo co ché mot cira tai ngoai ngit
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Ngach TV tron Yéu ciu vé ning lue, trinh d - ki ning
Mi | Tén don cf’l',‘g ﬂ? ““hﬁn Nhiém vu M6 (4 cone vide thure hidn Té héaﬁ Bilf’? YC Chuyén | | o | Kién | . . Chi
VTVL | vi/'VTVL care e e chinh 0 ta cong viee thwe e thanh M€ I mén nghiép thire goal Tin hoc g Nang lwc, ky ning
toi , T ngir chi khac
thiéu CV/nam vu QLNN
Quin Iy chét | so. 6 trinh do K§ ning soan thao
lugl}g theo ti€u Xé}y dung, trien kha1 thuc hién hé tuong Vén ban; K¥ nang
chuan ISO thong quan ly chét luong theo tiéu duong phoi hop. ky nang
chuan ISO clia s& bac 2 giao tiép tot
Tryc tiép lam cong téc ti€p nhan va khung
giai quyet thi tyc hanh chinh theo co nang luc
ché mft cira clia s& ngogi ngir
Thyc hién mét sO nhiém vu khac Viét
theo sy phan cong ctia phong Nam)
[ham muu, béo cdo cdng téc hanh Str dung
chinh, quan tri, cong tdc mua sam, duoc
dau thau, thuc hién bao tri, bao ngoai ngix
dudng trang thict bi van phong theo yéu
Quan tr kho cau cua vi
Tham  muu P%luc w cac cudc hop, hoi nghi cla Em (Vll“%(i Ez;rrllg lqgi ChHYééri
e hién cong |-S0:ngAnh I R I n o gan o quye
s , Tot nghiép thicu sir| ; nhimg cong viec
tac hanh chinh . , \ nang st . >
4.3. . oo dai hoc, co CV va | dung dun duoc giao, Nang Iuc
4 | Quantri van | dun I, OoNS chuyén tuong | duoc Hng phan tich, tong hop.
A cv \ x| tAc mua sdm, KN X \ . .| cong
cong s phongS6, | L, nganh phu duong | ngoai ngir >
dau thau; bao L oo . | nghé _— ,
N N hop voi vi Otinhdo | 57 . K¥ ndng soan thao
o, bio dutng tri vide 1am i thong tin vin bar; Ky nin
tai san, phuc vu | Thyc hién nhiém vy khic theo sy - dong coban iy y ndng
hoinghi phéan cong ctia phong Jong ol 2op, ky ning
; : bic 2 glao tiép tot.
khung
ning lyc
ngoai ngir
Viét
Nam)
Tham  muu | Vén hanh, quan i h¢ thong quan Iy C6 bang tot cV val|Su dmng| Co ky Nam vimg céc kien
43 Cong Vs thuc hién cac | van ban dién t, hé thong mdt ctia nghiép dai fuong duoc nang st thic co ban ¢
5 nghé cv horESor cong viée lién dléntu:cuaso KN | hoc tro 1én duong ngoai nglt | dung chuyén moén, nghiép
thong tin P quan dén cong | Quan tri hé thong mang ndi bd phtthop voi theo yéu | cong vy, k¥ thuat ctia linh
nghé¢ thong tin | Quan tri va duy tri hoat dong trang vi ti viée caucuavi | nghé vuc quan ly.








56

Ngach , Yéu ciu vé ning lue, trinh d - ki ning
Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
to1 CV/nim vu T loLnn | me® chikhac
thiéu
clia s tin dién tir ctia s& lam va Co i viée | thong tin Niang lyc  chuyén
Xay dung, tham muu cic chuong chimg  chi lam (Téi | coban moén hiéu biét giai
trinh, k& hoach lién quan dén cong Quian thidu  str quyét nhimg cong
ngh¢ thong tin mang dung viée dugre giao
dugc
ngoai ngit K§ ning phdi hop.
& trinh d6 k§ niing giao tiép ot
tuong
Thye hién mot sb nhiém vy khéc ggc"“gz
theo syr phan cong ctia phong Khun g
nang luc
ngoai nglr
Viét
Nam)
Tham muu x4y dung du toan ngin Str dung
sach hang nam, quy ché chi tiéu noi duoc
bd, quan Iy sir dung tai khoan cong ngoai nglr
Xﬁy(hmgkéhoachmmséxntéisérg 0 theo yéu
sita chia tai san. TO chic quan Iy tai C6 bang tbt cau ctia vi Ning Iuc chuyén
sén, trang thiét bi lam viéc cta co nghiép dai i viée mon  gai  quyét
quan; kiém ké, thanh 1y tai san. hoc tro lén m (T6i| Co Ky nhing cong  viée
A A thude . | thifu s | ndng s duoc giao, Nang huc
| - ;hcu’t;h;mlni Thanh todin ché d chinh séch, tn chuyén Ervonga dng | dung phén tich, tng hop.
.6 " | Kétoan | KTV phongS5 | todn, quén 1y i luong doi voi cong chiic, nguoi lao 1 | nganh Jké durong duoc. cOng
i cdng dong . 0 toan, kiem ngoai ngr | nghé Ky nang soan thao
Thanh toan tién khen thudng theo toan,  tai O trinh @6 | thong tin van ban; Ky nang
cic Quyét dinh ctia Chu tich UBND chinh; tuong coban phdi hop. ky ning
tinh duong giao tiép it
Theo ddi hach toan ting, giam tai bic 2
san, xdy dung ké hoach mua sim i | 20 khung
san, stra chira tai san nang luc
Béo cao tai chinh, tai san theo dinh 10 ngoai ngit
ky quy dinh, du thio cc vin ban Viét
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Ngach , Yéu ciu vé ning lue, trinh d - ki ning
cong | Pon vi Nh iét;()ng Bién YC Ch Kié
Ma | Tén don , o iém vu P o o oan % uyén ien . .
VTVL | vi/'VTVL Ch}‘.’c thyc hien chinh Mo ta cong vige thyc hign thanh ché mon nghiép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
toi _ T ngir chi khac
<z CV/nam vu QLNN
thiéu i :
thuoc inh vuc tai chinhkétoan Nam)
Béo quan, Iuu trit ho so, tai liu ké
toan theo ding quy dinh hién hanh.
Thyc hign mét sd nhigm vu khac 10
Rt tién tir kho bac nha nude, thuc Nang lyc chuyén
hién nhiém wvu thd quy, va chi cac Tét nohic mon g quyét
Khodn thanh todn kip thoi, chinh xéc o nghip nhing cong  viée
43 Vi Chi tién chinh sach cho cac doi chuvén e dugc giao,
7 Thuquy | CS phonagnSo tuong duge hudng chinh sach theo KN ‘y] pht K¥ ning soan thao
quy dinh q hop Vi vi van ban; Ky nang
Nhép, xuat van phong pham i videlm phén tich, tong hop,
Thuyc hién cac cong viéc khac theo i Ky ning phoi hop.
sy phan cong ctia phong k¥ néng giao tiép tot
Tiép nhén van ban dén, chuyén lanh Tot nghiép
L, 30 Z
dao co quan, don vi xt Iy Trung  cap
Tiep nhdn van ban di, nhan ban, nganh hodc
dong dau, phét hanh va Tuu van ban 30 chuyén Nang lyc chuyén
di nganh van mon gl quyet
Van the  hanh nhimg cong viéc
43. | . viv | PSS e di xir chinh, - van dugegio,
Vin thu C o X 1 |t - o K¥ ning soan thao
8 TC van ban di, dén N - S
n N trlr, uu tred, van ban; Ky ning
Thuc hién Pho 0 tai liéu, van ban S £ .
e AN luu trir va phoi hop. ky ning
gl cée co quan, don vi, tai liéu phuc 40 . K 10 tidn 1t
ic cude hop, hi nghi quan -y gaotep
vu cac cude hop, hi nghi thong tin.
Truong hop
cO bang tot
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Ngach

Yéu cau vé nang luc, trinh dd - ky niing

Mi | Téndon | 0P8 | POnVi | G va ?étﬁﬁﬁﬁ Bién |\ Chuyén Kién
VTVL | vi/'VTVL Ch}‘.’c thyc hien chinh Mo ta cong vige thyc hign thanh ché mon nghiép LLC thire Ngo? ! Tin hoc th e Nang lwc, ky ning
toi < T ngir chi khac
thiéu CV/nam vu QLNN
tung  cap
chuyén
nganh khac
phai co
chimg chi
boi  dudng
nghiép  vu
van thr do
co so dao
tao ¢ tham
quyén cap.
, o Tét nghicp
Tiép nhan van ban dén, chuyén 1a 3
iép nhan van banden,c uyen lanh T}ung cap Nang Iye chuyén
dao co quan, don vi xtr 1y van thu, luu N Z
. 5 hod mén g quyét
Ban Thi o, hoac - A "
VIV T T s v chuvén nhilmg cong viéc
TC | it | Theodoi,xirly | LoP, ihén vn bin di, nhin b, ngagynhldléc e o,
hoge | K 10 COL XU 1Y | dong dau, phét hanh va huu van ban KN v K§ ning soan thio
thudng; vinbandi,dén | dugc  boi SRS
M | Ban Ton dudng  vé var;'ban, Ky ning
duong gibo . phoi hop. k§ ning
Thu hién Pho 6 i ligu, van ban nghiép " giao tiép ot
gl cc co quan, don vi, tai liéu phyc van thu
vu céic cude hop, hoinghi 'm
VTV Vin Thue hien ¢ Luutrfrhésocc‘mg/viéc, Tuu trit van Tot nghlép Nang luc chuyép
4.3. - TC | phongSo; | ., ~, 7 . s ban di, van ban dén clia co quan, Trung cap mén ga  quyet
9 Luu trix hoic | BanThi | tC luu ol co . KN - - N "
: I Lan donvi van thu, luu nhiing cong viéc
wong | dwn— | tli;  hodc duoc giao,
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N%ach ‘ T§ trong B Yéu ciu vé ning lue, trinh d - ki ning
Ma | Téndon | €08 | PonVI I G va e . |TG hoan | B |yC Chuyén Kién . ,
VTVL | virvevL | hie |thue hign Chinh Mo ti cong vige thychién |- gs o | b8 e nghiep | "5C | thie | VB | Tinhge | SN | Nng e, k§ ning
to1 CV/nim vu T loLnn | me® chikhac
thiéu :
duong | Khen chuyén K¥ ning soan thao
thuong, Hudng dan, tiép nhan hd so cong nganh khéc vin ban; Ky ning
BanTon viée, chinh I tai licu duge b phén tich, téng hop,
geo. Sap xép hd so i liu, luu trit, bao dudng  vé K§ ning phi hop.
quan va giao ndp tai liéu uu trix nghiép wu ky nang giao tiép tot
Khai thac str dung tai liéu hiéu qua van thu luu
Tong hop béo céo tii lidu hét gia tri trit
strdung
Nhém hd trg, phuc vu 01
Nang luc chuyén
Nhan Theo doi, Sta | , mén g quyét
4.3. A1~ Van chita dién, | Kiém tra, Stra chiia h¢ thong dién, HPL nhing cong viéc
10 | Ven ky phongS& | nude, co s ha | nude, co'sd ha ting co quan 100 b duge giao,
thuat A ~ 3 £
tang co quan K¥ nang phoi hop.
k¥ nng giao tiép ot
43 . Vin Lai xe phuc vu | Lai xe phuc vu cdng tac co quan, Biéng lai xe
11 Lai xe NV phongSo odng tic co | quan Iy xe, bdo tri, bdo dudng, ding | 100 01 |theo quy
quan ky xe, kiém dinh xe ding han dinh Nang Iyc chuyén
Stra chita dién, nuéc, Pam bao vé mén g quyét
sinh cong sd, phong lam viéc lanh nhilmg cong vice
43| Phyc vy SoNoivy | TME VU 0O | 4o cong th 8 tin cdccudc hop, | 100 | - duge gico,
quan hoi . X . 1y ~ b ~ - -
01 nghi. Truc tiep quan ly kho vat K¥ nang phdi hop.
dung ctia co quan ky néing giao tiép tot
4.3. A Vin A Trong coi tai san co Quén Iy HBL
13 | Baove pongsy | BOVECoqun | 4 ldqéchlavéocczlgz?l,an R











