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BANMO TA CONG VI¥C CUAVI TRI VI¥C LAM (VTVL)
cAc CO QUAN IIANH cHiNH THU<)CUBNDQU~, HUY~N, Till xA

(Ban hemh kern theo Quyit ainh s6: 3163 /QD-UBND ngity2D ;5/2017
cUa VBND thCtnhph6 Hit N9iJ

I. NHOM LANH B~O, QuAN LY, BIEU HANH

Ma VTVL: LBOL OllOHTX-HC

Ten VTVL: cHiJ TICH HflND
Bon vi cong tac: lIDND qt$1 (huy~n, thi xa)

Quan ly tlVc ti~p: lIDND thanh ph5 Ha NQi

Quan ly chtfc nang: lIDND thanh ph5 Ha NQi

Quan h~ con~vi~c Cac Sa ban nganh co lien quan; Cac phong ban, dan vi, lIDND&UBND xa,
phuOng, thi tran va cac dan vi, ca nhan co lien quan.
M\lc,tieu vi tri con~ vi~c: T6 chuc va bao dam vi~c thi 'hanh I¥~n phap ,;,aphap lu~t tren dia ban ;
Quyet dinh nhUng van de Cllaqt$1 trong ph~ vi dugc phan quyen, phan cap theo quy dinh cua Lu~t
T6 chuc chinh quy~n dia phuang va quy dinh khac Cllaphap l~t co lien quan; Th\fc hi~n nhi~m V\l,
quy~n h~ do C(Jquan hanh chinh nha nu6'c cAptren uy quy~n; Ki~m tra, giarn sat t6 chuc va ho~t,
dQngCllacac phong ban, chinh quy~n dia phuang a xa, phuOng, thi tran va cac linh V\fCkhac tren dia
ban;,Chiu trach nhi~m t:ru:6'cchinh qu>,~ndia phl!ang a Thanh ph5 v~ k~t qua th\fc ?i~n cac nhi~m vy,
quyen h~ Cllachinh quyen dia; Quyet dinh va to chuc th\fc hi~n cac bi~n phap nhfun phat huy quyen
lcUnchu cua nhfu1dan, huy dQng cae ngu6n l\fc xa hQid~ xay d\fllg va phat tri~n kinh t~ - xa hQi,bao
dam qu5c phong, an ninh tren dia ban.

Cac nhi~mV\lchinh

LaM d~o, chi d~o xay d\fllg, tri~n khai k~ ho~ch cong mc hang
nfun, quy, thang CllalIDND qt$1 (huy~n, thi xa).;

T6 chuc cac ho~t dQngki~m tra, giarn sat CllalIDND

Chi d~o thfun tra, thfun dinh cac D~ an, Chuang trinh, K~ ho~ch,
van ban QPPL, ill chinh ngan sach ... theo thfun quy~n.

Ti~p xuc CU,triva tra lOicac ki~n nghi Cllacu tri

Chu t9a cac kYh9P, cUQch9P CllalIDND qu~ (huy~n, thi xa)
va tham .a cac cUQch9 , hQin : khac;
Kiem tra, thfun dinh, kYcac van ban CllalIDND qu~ (huy~n,
thi xa theo thfun u ~n han cA .
Cac ho~t dQngphoi hgp, gift moi quan h~ vm cac C(Jquan
Thanh ph5, d~ bi~u Qu5c hQi, d~ bi~u lIDND Thanh ph5 t'rng
cu ~i dia phuang, vm Qu~ uy (Huy~n, Thi uy), UBND, Uy
ban MTTQ, cac C(Jquan nha nu6'c, cac t6 chuc chinh tri - xa
hQi,t6 chuc kinh t~, dan vi l\fc lugn vii trang va nhan dan.
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Tieu chi danh gia ho~mthanh
congvi~c

DUng quy trinh, dam bao ti~n dQ,
chAtlugn con vi~c

Lanh d~o toan di~n cac lInh V\fC,
nhi~m V\l thuQc thfun quy€n, dam
ra nQi dung, ti~n dQth\fC hi~n va
hi~u ua tron th\fc t~.

Dam bao dUngquy tril1h gia.msat

Th\fChi~l1dUngquy djnh

Dam bao dUng trinh tv, quy dinh
Cllaphap lu~t

Th\fc hi~l1dUngquy dinh

Dam bao dUngquy dinh

Dam bao hi~u qua



J

Thim quy~n ra quyit dinh:

- Ky nghi quySt, bien ban kY hQp lIDND; IcY cac van ban CllalIDND q$ (huy~n, thi xa) gill Thanh
uy, lIDND, UBND Thanh ph6; IcY giAychUng nh~ ~ bi~u lIDND q$ (huy~n, thi xa); PM chufuJ
kSt qua bAuct'rcac cht'rcdanh Chu qch, Pho Chu qch lIDND xa, phuOng, thi trAn.
- PM chufuJd\l toan, phuong an phan b6 d\l toan ngan sach hang nam va b6 tri v6n dAutu phat tri~n
ngan sach Cllaq$ thuQcthfun quy€n lIDND qu~ (huy~n, thi xa).
- Quy6t dinh t6 chilc doan gifun sat, doan cOngmc CllalIDND, cua ThuOng t:f1JclIDND q$ (huy~ri,
thi xa) thoo quy dlnh Cllaphap l~t.
- Trinh lIDND be phiSu tin nhi~m d6i vo; nguOi gift chilc V\ldo lIDND bftu theo quy dlnh Cllaphap
l~t.

S6 can bQ,cong chuc thuQc quy~n quan If: theo qui dlnh

Trinh dQ chuyen mon:
- Trinh dQ chuyen mon: B~ hQc tra len, nganh: Xay d1Jllg,KiSn trUc, Giao thong, BAt dai, Lu~t, Su
ph~, Kinh tS, Hanh chinh, Van hoa, Xa hQi,Nong nghi~p, Till chinh ....
- Ly 1$ chinh tri: Cao cApho~c ct'rnhan
- Quan ly nha nuac: ng~ch chuyen vien tra len..
- Co chUng chi ngo~ ngu vo; trinh dQ tuong duong b~c 2 khung nang l\lc ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s6 01/2014/TT-BGDBT ngay 24/01/2014 cua BQ Giao d\lc va Bao
~o ban hllnh khung nang l\lc ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Trinh dQ tin hQc: B~t chufuJ Icy nang st'r d\lllg cOng ngh~ thong tin co ban theo Thong tu s6
03/2014m -BTITI ngay 11/3/2014 CllaBQthong tin va Truy€n thong.

Kinh nghi~m cong tac: 5 nam cOngmc
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Quan If chuc nang:
Quan h~ cong vi~c:

Mil VTVL: LBQL 02/QHTX-HC

Ten VTVL: PH6 cHiJ nCH HBND
Bon vi ding tac: IIDND qt$! (huy~n, thi xa)

Quan If tl1}'Cti~p: Chu tich IIDND qt$! (huy~n, thi xa)

IIDND thanh ph6 Ha NQi

Cac Sa ban nganh c6lien quan; Cac phong ban, dan vi; IIDND, UBND xa,
phuOng, thi trfutva cac dan vi, ca nhan c6 lien quan;

M1}.cfieu vi tri cong vi~c: T6 chuc va bao dam vi~c thi hanh Hi~n phap va phap l~t tren dia ban;
Quy~t dinh nhiing vfut d~ cUaqt$! (huy~n, thi xa) trong ph~ vi duQ'cphan quy~n, phan c~p theo quy
dinh cUaL~t nay va quy dinh khac cUaphap l~t co lien quan; Th\lc hi~n nhi~m "\1, quy~n h~ do co
quan hanh chinh nha nuac d.p tren uy quy~n; Ki8m tra, giarn sat t6 chuc va hol;ttdQngcua cac phong, .
ban, chinh quy~n dja phuang cdp xa, cac linh V\fCkhac tren dia ban; Chiu trach nhi~m tnrac IIDND,
UBND Thanh ph6 v~ k~t qua th\lChi~n cac nhi~m V\l,quy~n h~ cUachinh quy~n dia phuang; Quy~t
dinh va t6 chuc th\lc hi~n cac bi~n phap nhfun phat huy quy~n lam chu cUanhan dan, huy dQng cac
ngu6n l\lc xa hQid8 xay d\ll1gva phat tri8n kinh t~ - xa hQi,bao dam qu6c phong, an ninh tren dia ban.

Cac nhi~m vy. chinh Tieu chi dauh ghi hoim thanh
congvi~c

Di~u hanh, t6 chuc th\lc hi~n cac oong vi~c thuQcchuc nang, DUng quy trinh, dam bao ti~n dQ,nhi~m "\1 cUaHDND qt$! (huy~n, thi xa) theo thfun quySn va ch~t luqng oong vi~cphanoong.

Chi dl;toxay d\ll1gva t6 chuc th\lc hi~n k~ hol;tchoong mc hang Chi dl;to,t6 chuc th\lChi~n nhi~m
"\1 thuQc thfun quy~n, dam ra nQinam, quy, thang cUaIIDND qt$! (huy~n, thi xa) thuQc linh V\fC dung, ti~n dQ th\lC hi~n va hi~uph\! trach; qua trong th\lc t~.

T6 chuc cac hol;ttdQngki8m tra, giarn sat cUaIIDND. Dam bao dUngquy trinh giarn sat

Chi dl;tothfun tra, thfun dinh cac DS an, Chuang trinh, K~ hOl;tch, Th\lChi~n dUngquy dinhvan ban QPPL, illchinh ngan sach ... theo thfun quy~n.

Ti~p xuc cli' tri va tra 1<ricac ki~n ngb! cUacli'tri theo thfun quy~n. Dam bao dUng trinh t\l, quy dinh
cUaphapl~t

Chu tri cac ley hQp,cUQchQpcUaHDND qt$! theo phan cong va Th\lChi~n dUngquy d~tham gia cac cUQchQp,hQingb! khae;

Ki8m tra, thfun dinh, kYcac van ban cUaIIDND qu~ (huy~n, thi Dam bao dUngquy dinhxa) theo thfun quy~n phan oong.

Cac hol;ttdQngph6i hQ'P,gift m6i quan h~ vm cac co quan Thanh
ph6, dl;tibi8u Qu6c hQi, dl;tibi8u IIDND Thanh ph6 t'rngcli' tl;ti
qt$! (huy~n, thi xa), vm Qu~ uy (Huy~n, Thi uy), UBND, Uy Dam bao hi~u qua
ban MTTQ, cac co quan nha nuac, cac t6 chuc chinh tri - xa hQi,

t6 chuc kinh t~, dan vi l\lc luqng vii trang va nhan dan;

Trinh dq chuyen mon:
- Trinh dQchuyen mon nghi~p "\1: Dl;tihQc tra len, nganh: Xay d\ll1g,Ki~n trUc, Giao thong, D~t dai,
L~t, Su ph~, Kinh ~, Hanh chinh, Van hoa, Xa hQi,Nong nghi~p, Till chinh ...
- Ly It$! chinh tri: Cao c~p ho~c cli'nhan
- Quan ly nha nuac: ngl;tchchuyen vien tra len.
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- Co chUng chi ngo?i ngu v6'i trinh d(>tuong duong b~c2 khung nang l\Ic ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s5 01/2014/TT-BGDDT ngay 24/0112014 cua B(>Giao d1,lCva Dao
t?o ban hanh khung nang l\Ic ngo?i ngu 6 b~c dUng cho Vi~t Nam;
- Trinh d(>tin hQc: D?t chuful Icy nang su d1,lllgc6ng ngh~ thong tin ca ban theo Thong tu s5
03/2014/TT-BTITf ngay 11/3/2014 CllaB(>thong tin va Truy~n thong.

Kinh nghifm cong tac: 5 nam cong taco
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Mil VTVL: LDQL 03/QHTX-HC

Ten VTVL: CHiJ TICH UBND

Don vi cong utc: UBND qt$l (huy~n, thi xii)

Quan ly tlVc ti~p UBND Thanh ph6 Ha NQi

Quan ly chuc nang UBND Thanh ph6 Ha NQi

Quan h~ cong vi~c Cac Sa ban nganh co lien quan; Cac phong ban, don vi, lIDND, UBND xa,
phuOng, thi trfulva cac don vi, ca nhan co lien quan; .

Ml}c tieu vi tri cong vi~c:
- Lanh d~o va di~u hanh cong vi~ CllaUy ban nhan dan, cac thanh vien Uy ban nhan dan; 1anhd~o,.
chi d~o cac co quan chuyen mon thuQcUy ban nhan dan qt$l (huy~n, thi xii).
- Lanh d~o, chi d~o vi~c th\lC hi~n cac nhi~m V\lthi hanh Bi€n phap, phap l~t, cac van ban cua co
quan nha nuac cAptren, CllaHQi d6ng nhan dan va Uy ban nhan dan qt$l (huy~n, thi xii); bao dam
qu6c phong, an ninh va tr~t tlJ, an toan xii hQi;bao v~ tai san Cllaco quan, t6 chuc, bao hQtinh m~g,
tlJ do, danh d\l, nhan phfun, tai san, cac quy~n va 1qi fch hgp phap khac Cllacong dan; th\lc hi~n cac
bi~n phap quan 1ydan cu tren dia ban.
- Lanh d~o va chiu trach nhi~m v~ ho~t dQngCllah~ th6ng hanh chinh nha nuac tlr qu~ (huy~n, thi
xii) den co sa, bao dam tinh th6ng nhAt,thong su6t Cllan~n hanh chinh; chi d~o cong mc cm cach hanh.
chinh va cm cach cong V\l,cang chuc trong h~ th6ng hanh chinh nha nuac a dia phuong.
- Quan 1yva t6 chuc su d\ll1gcOhi~u qua cong sa, tai san, phuong ti~n lam vi~c va ngan sach nha
nuac duQ'cgiao tren dia ban theo quy dinh Cllaphap 1~t.
- T6 chuc vi~ thanh tra, ki~m tra, giai quy€t khi€u n~, t6 cao, xu 1yvi ph~ phap 1~t, ti€p cong dan
theo quy dinh Cllaphap 1~t.
- Chi ~o th\lc hi~n cac bi~n phap bao v~ moi truOng, phong, ch6ng chay, n6; chi d~o va ap d\ll1gcac
bi~n phap d~ giai quy€t cac cang vi~c dQtxufit, khAncAptrong phong, ch6ng thien tai, dich b~nh, an.
ninh, tr~t tlJ, an toan xii hQitren dia ban theo quy dinh cua phap 1u~t.
- Chi ~o va t6 chuc th\lc hi~n quy ho~ch phat tri~n h~ tfu1gdo thi, xay dlJllg, giao thong va khong
gian, ki€n trUc,canh quan do thi; quan 1ydan cu tren dia ban theo phan dp, uy quy~n cua co quan nha
nuac cAptren.

Cac nhi~m "y: chinh Tieu chi dauh ghi
hoim thanh cong vi~c

Lanh d~o, di~u hanh va quan 1ytoan di~n cac cong vi~c Clla
UBND, cac thanh vien UBND; 1anhd~o, chi d~o cac co quan

chu en mon thuQcUBND t$l u ~n, thi xii .

DUng quy trinh, dam bao ti€n dQ,
chAt1uQ'llgc6ng vi~c

Dam bao van ban dUng th~ tht'rc,
kha thi trong t6 chilc th\lChi~n, hi~u
ua.

Th\IChi~n dUngquy dinh

Lanh d~o, chi ~o cac ho~t dQngthanh tra, kiSm tra cong mc
quan 1ynha nuac tren dia ban.

Lanh ~o, chi ~o vi~c tri~n khai cac k€ ho~ch cong mc tren cac Dam bao dUng thfun quy~n, ro nQi
1inhVlJChang nam, quy, thang CllaUBND, cang mc cm cach dung, ti€n dQth\lC hi~n va hi~u qua
hanh chinh a dia huon . tron th\lc t€ tren dia ban.

Dam bao dUng quy trinh va co gim
phap xu 1y d6i vm cac ~p thS, ca
nhan th\lc hi~n khong dUng quy
dinh Clla h:i 1~t.
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Chu tri cac phien h<;>p,cUQch<;>pCllaUBND qt$l (huy~n, thi llwc hi~n dUngquy diOO
xa va tham .a cac cUQch<;>, hQin : khac;
Kiem tra, thfun diM, leY cac van ban CllaChu tich UBND va
UBND thee thfun U ~n han d. . Dam bao dUngquy diOO
To chilc phoi h<;>ptot v6i m~t tr~, cac doAnthe qt$l (huy~n,
thi xa) va cac nganh thanh ph5 cOlien quan, chi d~o thvc hi~n
t5t nhi~m Y\lkinh t~ - van hoa - xa hQi,an ninh qu5c phong tren Dam bao hi~u qua
dia ban.

Thim quy~n ra quy~t dinh:

- PM duy~t quy~t diOOdAutu cac dv an theo thfun quy~n va phan c~p;
- Phe duy~t k~t qua <.tAuthAu,chi diM <.tAuthAu;
- PM duy~t quy ho~ch t6ng m~t bfulg cac dv an theo thfun quy~n va phan cAp;
- Ky cac van ban quy ph~ phap l~t thuQc thfun quy~n CllaUBND Q~ va leY cac quy~t diOO,chi thi
d~ chi ~o, di~u hanh OOUngcong vi~c 100,quan tr<;>ngthuQcthfun quyen cua Chu tich UBND;
- Ky pM duy~t nhi~m Y\lva thi~t k~ kYth~t dv toan oong triOOcae d\r an dAutu xay d\l11gco ban theo
thfun quy~riCllaUy ban OOandan qt$l (huy~n, thi xa);
- Ky xac oo~va thea tht$l v~ thue d~t theo thfun quy~n va phan c~p;
- Ky van ban giao nhi~m Y\l,d~ ~t chu wang dAutu;
- Ky cac quy~t diM v~ oong mc can bQtheo thfun quy~n va phan c~p;
- Cac quy~t diM khac theo thfun quy~n va phan c~p.

S6 can b{),cong ch..rc thu{)c quy~n quan ly: Thee s5 lu<;>ngbien ch~ duqc giao.
Thim quy~n Utichinh:

- Ky quy~t dinh giao k~ ho~ch ngan sach hang nam thee thfun quy~n;
- Ky quy~t diM di~u hanh ngan sach OOanuac, quan ly cong san theo thfun quy~n va phan c~p;
Trinh d{)chuyen mon:
- Trinh dQchuyen mon nghi~p Y\l:D~ h<;>ctra len, nganh: Xay d\l11g,Ki~n trUc, Giao thong, D~t dai,
L~t, Su ph~, Kinh t~, Hanh chinh, Van h6a, Xa hQi,Nong nghi~p, Till chinh ...
- Ly l~ chinh tri: Cao cApho~c cu OOan
- Quan ly OOanuac: ng~ch Chuyen vien tra len.
- C6 chUng chi ngo~i ngu vai triOOdQ tuang duang b~c 2 khung nang lvc ngo~i ngu Vi~t Nam
theo quy diOOt~i Thong tu s5 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao
t~o ban hanh khung nang lvc ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Trinh dQ tin h<;>c:D~t chuful kY nang su d\lllg cong ngh~ thong tin 00 ban theo Thong tu s5
03/20 14nT-BTTTT ngay 11/3/2014 CllaBQthong tin va Truy~n thong.

Kinh nghi~m cong tac: 5 nam cong mc
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Ma VTVL: LBQL 04/QHTX-HC

Ten VTVL: PH6 cHiT TICH UBND

UBND qu~ (huy~n, tb.ixii)

Chu tich UBND

UBND thanh ph5 Ha NQi

Bon vi cong tac:

Quan Iy trt}'cti~p:
Quan Iy chll'cnang:
Quan h~cong vi~c: Cac S6' ban nganh cOlien quan; Cac phong ban, don vi, HDND, UBND cac

phuOng va cac don vi, ca nhan c6 lien quan.
M\Jctieu vi tri cong vi~c:
- Ph\! trach, giup Chu tich Uy ban nhan dan q~ (huy~n, tb.ixii), chiu trach nhi~m ca nhan truac Chu
tich Uy ban nhfu1dan va ~p th~ Uy ban nhan dan v~ Ilnh "\ICduQ'cgiao ph\! trach.

- Chi <40 cOngmc phat trien kinh t~, san xuAtnong nghi~p, cong nghi~p, tieu thu cong nghi~p, thuong
m~, dich V\l,quan ly tb.itruOng, thu~ va khoa hQc,cong ngh~ theo thfun quy~n va phan dp; cong mc
ch5ng buon l~u, gian l~ thuong m~, bao v~ quy€n lqi Cllangum tieu dUng; Cong mc phong ch5ng.
thien tai va tim ki~m cUu n~; Cong mc ill phap, hQtich va thi hanh an dan S\l';Chi <40 cOngmc giai
ph6ng m~t bfu1g,b6i thuOng h6 trQ'va ill dinh cu;

- Chi <40 cong mc ti~p dan, thanh tra; giro quy~t don thu khi~u n~, t5 cao Cllat6 chuc va cong dan;
cac khi~u n~, t5 cao CllacOngdan va cac t6 chuc kinh t~ - xii hQi, cac cong ty, cac doanh nghi~p lien
quan d~n co ch~ chinh sach phap l~t va cac Ilnh "\ICduQ'c.phan cong;

- Chi dl;lOcling c5 kh5i kinh t~ hQ'Pmc; chi dl;lOxay d\l'Dg,t6 chuc th\l'c hi~n, kiem tra, kiSm soat va.
giai quy~t cac vAnd€ phat sinh d5i vm cac d\l'an chuy~n dich 00 d.u cay tr6ng tren dia ban ; Theo d5i
hOl;ltdQngCllaHQi doanh nghi~p q~ (huy~n, tb.ixii) va kiem tra vi~c ch~p hanh cac quy dinh phap
l~ CllaNha nuac tren linh "\ICkinh t~;

- Chi <40 cong mc quan ly nha nuac v€ bao v~moi truOng theo thfun quy€n va phan c~p;

- Chi dl;lOcong tac quy hOl;lChphat trien hl;ltAng do thi, xay d\l'l1g, giao thong va khong gian,
ki~n truc, cAnh quan do thi theo phan dp, uy quy€n cua co quan nha nuac dp tren.

- Cong mc nghien CUuxuc ti~n, mm gQi dAuill cac d\l' an chinh trang do thi;

- Chi dl;lOcong tac quan ly do thi, tr~t tv xay d\l'l1g;

- Chi dl;lOcong tac dAu gia quy€n sir d\ll1g dAttheo uy quy8n cua Chu tich UBND;

- Cong tac dam bao v~ sinh moi truOng theo thfun quy8n va phan dp;

- Chi dl;lOcong mc phong chay, chua chay; an toan giao thong.

- Chi dl;lOvi~c d~t ten dUOngph5, bien hi~u, biSn quang cao theo thfun quy8n va phan dp.

- Chi dl;lOtrien khai cac Ung d\ll1g cong ngh~ thong tin lien quan d~n linh V\l'CduQ'cphan cong
ph\! trach;

- Chi <40 t6 chuc th\l'Chi~n cac chuong trinh, d8 an, k~ hOl;lChthuQcIlnh "\ICduQ'cphan cong;

- Tf\l'cti~pgiai quy~tm5i quan h~ chuyen nganh theo linh "\ICduQ'cphan congo
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Cae nhi~m V\l chinh

Lanh d~o, di~u hanh va quan ly cac cOng vi~c CllaUBND qu~
(huy~n, thi xa) linh Y\fCkinh t€, ill nguyen, moi truOng, tu phap,
giro ph6ng m~t bfuIg; lanh ~o, chi ~o cac ca quan chuyen mon
thuQclinh Y\fCduQ'cphan cOngo

Chli tri, t5 chuc xay dlJIlghoan thi~n cac van ban quy ph~ philp
l~t; cac d~ an, dl,lan, chuang trinh, k€ ho~ch cong mc clia UBND
q~ (huy~n, thi xa) thuQc linh Y\fCduQ'cphan congo

Lanh ~o, chi d~o vi~c tri~n khai cac k€ ho~ch cong mc Clla
UBND q~ (huy~n, thi xa) linh Y\fCkinh t€, ill nguyen moi
trlrOng, tu philp, giro ph6ng m~t bfuIg theo giai do~, hang nam,
quy, thang.

Lanh d~o, chi d~o cac ho~t dQngthanh tra, ki~m tra cOngmc quan
ly nha nuac tren dia ban thuQc linh Y\fCph\! trach.

ThI,lChi~n nhi~m Y\lChu tich, ph6 chu tich cac HQidong, Truang
ban, ph6 truang cac Ban chi ~o theo phan congo
Chli tri cac phien hQp, cUQchQp CllaUBND thuQc linh Y\fCph\!
trach va tham gia cac cUQchQp,hQinghi khac;
Kiem tra, tham diM, kYcac van ban CllaUBND theo tham quyen
va linh Y\fCph\! trach.
Phoi hqp ch~t che vm MTIQ va cac doan the nhan dan tren dia
ban; UBND Thanh ph6 va cac Sa, ban nganh, cac t5 chuc doan
th~ Thanh ph6.

Tieu chi danh gia hoim thanh
congvi~c

flUng quy trinh, dam bao ti€n dQ,
ch~t lUQ'llgcOngvi~c

flam bao van ban dUng th~ thuc,
kha thi trong t6 chuc thl,lChi~n,
hi~uqua.

flam bao dUng thfun quy~n, r5
nQi dung, ti€n dQ thl,lc hi~n va
hi~u qua trong th\l'c t€ 4ti dia ban.

Dam bao dUng quy trinh va c6
giro phap xu ly d6i vm cac t?P
th~, ca nhan th\l'C hi~n khong'
dUngquy dinh Cllaphilp lu~t.

Th\l'c hi~n dUngquy dinh

Th\l'Chi~n dUngquy dinh

Dam bao dUngquy dinh

Dam bao hi~u qua

Th~m quy~n ra quy~t djnh: Ky cac van ban thuQc linh Y\fCduQ'cphan cong ph\! trach theo thfun
quyen.
Trinh dq chuyen man:
- Trinh dQchuyen mon nghi~p Y\l:D~ hQc tra len, nganh: Xay dlJIlg, KiSn trUc,Giao thong, fl~t dai, .
L~t, Su ph~, Kinh t€, Hanh chinh, Van h6a, Xa hQi,Nong nghi~p, Till chinh ...
- Ly l~ chinh tri: Cao c~p ho~c cu nhan
- Quan ly nha nuac: ng~ch chuyen vien tra len.
- C6 chUng chi ngo~i ngu vm trinh dQ tuang duang b~c 2 khung nang ll,lc ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s6 01/2014/TT-BGDflT ngay 24/01/2014 clia BQ Giao d\!c va Dao
t~o ban hanh khung nang l\l'c ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Trinh dQ tin hQc: fl~t chuful ley nang su d\lllg cOng ngh~ thong tin 00 ban theo Thong tu s6.
03/2014/TI-BTITI ngay 11/3/2014 cUaBQthong tin va Truy~n thong.
Kinh nghi~m cong tac: 5 nam cOngmc
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Ma VTVL: LDQL 05/QHTX- HC

Ten VTVL: TRUONG BAN HDND

Don vi cong tac: HDND q$ (huy~n, th.ixa)
Quan Iy try'c ti~p: Chll tich HDND
Quan Iy chuc nang: HDND thanh ph6 Ha NQi

Quan h~ cong vi~c: Cac Sa ban nganh c6lien quan; Cac phong ban, dan vi, HDND, UBND xa,
phuOng, th.itrful va cac dan vi, ca nhan c6 lien quan;

M1}ctieu vi tri cong vi~c: Can cu chi d~o clla Thuemg tnJc HDND qu?n (huy~n, thi xa), cac quy
dinh hi~n hanh, cac Chuang trinh, D~ an, K~ ho~ch Clla co quan dp tren dS di~u hanh cong
vi~c clla Ban d~t hi~u qua. T6 chuc th\lc hi~n cac nQi dung, nhi~m V\l clla Ban theo quy ch~ ho~t
dQng clla HDND qu?n (huy~n, thi xa) va quy dinh CllaLu?t T6 chuc chinh quy~n dia phuong.

Cac nhi~m VI} chinh Tieu chi danh gia hoim thanh
congvi~c

Di~u hanh, t6 chuc th\Ic hi~n cac c6ng vi~c thuQc chuc nang, DUng quy trinh, dam bao ti~n dQ,
nhi~mV\lCllaBan; chAtlUQ11c6n vi~c

Neu ro nQidung va ti~n dQth\l'Chi~n

Dam bao ti~n dQ, ch~t lUQ11gdUng
u dinh

Dam bao dUngquy trinh giam sat

Dam bao the thuc, tien dQ, chat
lUQ11nQidun

Dam bao nQidung dUngquy trinh

Phoi h9P dam bao chat lUQ11gcong
vi~c.
Th\lc hi~n dUn u dinh hQihQ
Dam bao dUn u dinh
Dam bao tien dQ, chat IUQ11gcong
vi~c duQ'c iao

Th~m quy~n ra quy~t dinh: Phan c6ng cong vi~c d6i vm can bQ,cong chuc thuQcBan; Ky cac van
ban do Ban ban hanh hanh.

s6 can bQthuQc quy~n quan Iy: Theo quy dinh
Trinh dQ chuyen mon:
- Trinh dQchuyen mon nghi~p V\l:D~ hQc tra len, nganh: Xay dlJ.11g,KiSn trUc, Giao thong, D~t dai,
Lti?t, Su ph~, Kinh W, Hanh chinh, Van h6a, Xa hQi,Nong nghi~p, Till chinh ...
- Ly 1$ chinh tri: Trung cAptr6len
- Quan ly nha nu6'c: ng~h chuyen vien tra len.
- C6 chUng chi ngo~i ngu v6'i trinh dQ tuang duang b?c 2 khung nang l\lc ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu 56 01/2014/TT-BGDDT ngay 24/01/2014 clla BQ Giao d\lC va Dao
~o ban hanh khung nang l\lc ngo~i ngu 6 b?c dUng cho Vi~t Nam;
- Trinh dQ tin hQc: D~t chuful leY nang sir d\l.l1gc6ng ngh~ thong tin co ban theo Thong tu s6
03/2014m-BTITf ngay 11/3/2014 CllaBQthong tin va Truy~n thong.

Kinh nghi~m cong tac: 5 nam c6ng tac

Xay dlJ.11gcac bao cao, to'trinh CllaHDND thuQclinh VlJCBan

L?p k~ ho~ch trien khai c6ng vi~c Clla Ban theo chi d~o Clla
HE>ND $ u ~n, th.ixa ;

T6 chuc thfun tra cac van ban quy ph~ phap lti?t, cac d~ an,
chuan trinh, k~ ho~ch con tac thuQc linh VlJCBan h\l trach;

T6 chuc cac ho~t dQnggifun sat
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Don vi cong tac:

Qmin If tlVC ti~p:

Quan If chuc nang:

Quan h~ cong vi~c:

Ma VTVL: LDQL 06/QHTX-HC

Ten VTVL: PH6 TRU6NG BAN IIDND

lIDND qt$J. (huy~n, thi xii)

Trn6ngban

lIDND thanh ph5 Hi NQi

Cac Sa ban nganh c6 lien quan; Cac phong ban, dan vi, lIDND, UBND xii,
phuOng, thi trfuJ.va cac dan vi, ca nhan c6lien quan;

My.c tieu vi tri cong vi~c: Can cu chi d~o cua Thuemg tn,rc HDND, cac quy dlnh hi~n hanh, cac
Chuang. trinh, D€ an, K~ ho~ch cua ca quan cdp tren de di€u ha.nh cong vi~c cua Ban d~t hi~u
qua. Til chuc th\lc hi~n cac nQi dung, nhi~m V\l cua Ban theo quy ch~ ho~t dQng cua HDND
qu~n (huy~n, thl xii) va quy dlnh cua Lu~t Til chuc chinh quy€n dla phuang.

Cac nhi~m V\l chinh

~p k~ ho~ch trien khai c6ng vi~c Clla Ban theo chi d~o Clla
lIDND t$J. u ~n, thi xii ;

Til chuc thfun tra cac van ban quy ph~ phap l~t, d€ an,
chuan trinh, k~ ho~ch c6n tac thuQc linh V\fCBan h\l trach;

Til chuc cac ho~t dQnggiam sat

Xay d\lllg cac bao cao, to' trinh CllalIDND thuQclinh V\fCBan;

Th\lChi~n cac c6ng vi~c ph\lc V\lhQplIDND

Tieu chi danh gia ho~mthanh
congvi~c

DUng quy trinh, dam bao ti~n dQ,
ch~t luQ'Il con vi~c

Neu ra nQidung va ti~n dQth\lChi~n

Dam bao ti~n dQ, chAt IUQ'IlgdUng
u dlnh

Dam bao dUngquy trinh giam sat

Dam bao the th(rc, tien dQ, chat
luQ'Il nQidun
Dam bao cac nQi dung dUng quy
trinh
Phoi h9P dam bao chat IUQ'Ilgc6ng
vi~c.
Dam bao dUn u dinh
Dam bao tien dQ, chat IUQ'Ilgcong
vi~c duqc iao

Thdm quy~n ra quy~t dinh: Ky cac van ban do Ban ban hanh.

86 can bQthuQc quy~n quan If:Theo phan cong
Trinh dQ chuyen mon:
- Trinh dQchuyen mon nghi~p V\l:D~ hQc tra len, nganh: Xay d\lllg, Ki~n trUc, Giao thong, DAtdai,
L~t, Su ph~, Kinh t~, Hanh chinh, Van h6a, Xii hQi,Nong nghi~p, Till chinh ...
- Ly 1t$J.chinh ttl: Trung cdp tra len
- Quan ly nha nucrc:ng~ch chuyen vien tra len.
- C6 chUng chi ngo~i ngu vcri trinh dQ tuang duang b~c 2 khung nang l\lc ngo~i ngu Vi~t Nam
theo quy dlnh ~i Thong tu s5 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va Dao
~o ban hanh khung nang l\lc ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Trinh dQ tin hQc: D~t chufuJ.ky nang sir d\lllg cong ngh~ thong tin ca ban theo Thong tu s5
03/2014/TT-BTTTT ngay 11/3/2014 cua BQthong tin va Truy€n thong.

Kinh nghi~m cong tac: 3 nam c6ng tac
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Ma VTVL: LDQL 07/QHTX-HC

Ten VTVL: TRUONG PHONG
Don vi cong tac: Phong chuyen mon thuQcUBND qu~ (huy~n, thi xa)

Quan Iy tivc ti~p: Chu tjch UBND

Quan Iy chuc nang:

Quan h~ cong vi~c:

Cong vi~c lien quan:

UBND q~ (huy~n, thi xa)

Cac S6'ban nganh cOlien quan; Cac phong ban, don vi, UBND xii, phuOng,
thi trfuIva cac don vi, ca nhan co lien quan.

Thanh vien UBND q~ (huy~n, thi xa) ...

M1}ctieu vi tri cong vi~c: Can cu chi d'ilo cua Lanh d'ilo ~u~n, cac quy dinh hi~n hanh, cac
Chuang trinh, fl~ an, K~ hO'ilchcua ca quan dp tren dS dieu hanh cong vi~c cua Phong. Chi
d'ilo, phan cong cong vi~c, huang d~n, theo doi, don d5c, kiSm tra, danh gia cong chuc trong
dan vi. T'ilo S\l ph5i hQ'Pcong vi~c t5t v6i cac ca quan, dan vi lien quan nh&m thvc hi~n hi~u
qua cac nhi~m V\l cua cAp tren giao va cac cong vi~c thuQc chuc nang, nhi~m V\l cua phong
NQi V\l.

Cac nhi~m V1}chinh

flieu hanh, to chuc th\lC hi~n cae cong vi~c thUQCchuc nang,
nhi~m V\lCllaphong; Chju traeh nhi~m tru6c UBND, Chu tjch
UBND q~ (huy~n, thi xii) va tru6c phap l~t v~ toan bQhO'ilt
dQngCllaphong;

~p ke hO'ilChtrien khai c6ng vi~c Cllaphong theo man, thang,
quy,nam;

Bao cao, d~ xuAtvm lanh d'ilOq~ (huy~n, thi xa) v~ t6 chuc
th\lChi~n cac nhi~m V\lchuyen mon Cllaphong;

Phan cong c6ng vi~c, kiSm tra, giam sat vi~c thvc hi~n nhi~m
V\lCllacan bQ,c6ng chuc trong phong;

Chu dQngphoi hqp vm cac ca quan, don vi trien khai th\lChi~n
cac cong vi~c Cllaphong;

Chu tri cac cUQchQpCllaPhong;

KiSm tra, thfun djnh, kY cac van ban cua phong theo thfun
quy~n phful cAp.

Tieu chi danh gia hofm thanh
congvi~c

Xay d\lllg quy cM, phful cong cong
vi~c d5i vm cong chuc trong don
VI: ro nguai, ro vi~c, ro trach
nhi~m.

NQi dung ke hO'ilchC\lthe, ro vi~c,
djnh hu6'ng duQ'ccong vi~c

To chuc thVc hi~n cac nhi~m V\l
dam bao ti~n dQ, chAt Iuqng cong
vi~c

Phful cong vi~c cO S\l kiem tra,
giam sat dS chi d'ilokjp thai, danh
gia k~t qua d'iltduQ'c,chi ra nhUng
diSm oon t6n ~ dS co hu6'ng kh~c
ph\lc

S\l phoi hqp dam bAo ch?t cM,
cong vi~ d'iltk~t qua cao.

flieu hanh cUQChQphi~u qua, dUng
trQngmm.

Van ban ban hanh dUng the thuc
quy djnh, chuySn tai nQi dung ro
rang

Tham d\l cac cUQchQp, hQi ngb!, ~p hufuI... do Thanh ph5, flam bao cac quy djnh v~ hQihQp
q~ (huy~n, thi xii) va cae don vi co s6't6 chuc.

Quan Iy cong chuc, tAisan Cllaphong.

11

Thvc hi~n theo guy cM,. guy dinh
cua co quan, don vi.



ThAm quy~n ra quy~t dinh: Phan c6ng cong vi~c d6i v6i cong chuc trong Phong; Ky cac van ban
do Phong ban hanh

ThAm quy~n titi chinh: Thvc hi~n quan ly di€u hanh dv toan ngan sach duqc giao cho phong hfulg
nam.

Trinh dQchuyen mon:

TruOng phong Phong NQi V\l: D~ hQc tr6' len, nganh: Hanh chinh, Quan ly nha nu6'c, Lu~t, Quan tIi
nhanlvc, Cong tac xa hQi,Xa hQihQc,Van thu - Luu W, Su ph~, Ton giao ...

TruOng phong Tu phap: D~ hQctr6' len, cac nganh L~t.

TruOng phong Till chinh - K~ ho?ch: D?i hQctr6' len, nganh: Till chinh, K~ toan, Kinh tS, Quan ly dv
an ...
T11fOngphong Till n~yen - Moi wOng: D~ hQc tr6' len, nganh: Quan ly d~t dai, Dia chinh, L~t, .
Triic dia, M6, Dia chat, Thuy lqi, Till nguyen, Moi wOng .

TruOng phong K.inh tS: D~ hQc tr6' len, nganh: Quan ly kinh tS, Thuang m~, Cong ngM, Nong hQc,
Tr6ng trQt,Chan nuoi, ThtI y, Bao v~ thvc v~t, Cong ngh~ ky th~t, K.inhtS.

TruOng phong Quan ly do !hi: D~ hQctr6' len, nganh: Xay dvng, H? tfuIg kYth~t, Quy ho?ch, KiSn
trUc,Quanly do !hi, Ky th~t h? tfuIg do !hi, Giao thong v~ till;

TruOng phong Lao dQng Thuang binh va Xa hQi: D~ hQc tr6' len, nganh: L~t, Quan tIi nhan Ivc,
Cong tac xa hQi, Xa hQi hQc, Chinh sach cong, Quan ly cac vk d€ xa hQi va chinh sach xa hQi, Bao .
hiem xa hQi;Hanh chinh,Till chinh, K~ toan, Bao hiem ...

TruOng phong Van hoa - Thong tin: D~ hQc tr6' len, nganh: Quan ly Van hoa, Du lich, Cong ngM
thong tin,Truy€n thong, Buu chinh Vi~n thong, Bao chi, Xu~t ban, Thu vi~n, Bao t6n, Bao tang.
Thong tin c6 dQng, Tuyen truy€n, The d\lC,The thao... .

TruOng phong Giao d\lc - Dao t?o: D~ hQctr6' len, nganh: Su ph~, Quan ly Giao d\lc.
TruOng phong Y tS: D~ hQctr6' len, nganh: Y, Duqc.

TruOng phong Dan tQc:D~ hQctr6' len, nhom nganh: L~t, Hanh chinh, Cong tac xa hQi,Xa hQihQc,
Van hoa, Dan tQchQc....

Trinh dQIf Iu~n chinh tri: Trung c~p tr6' len

ChUng chi b6i dUOllg nghi~p Vt} quan If nha nmyc: ng?ch chuyen vien tr6' len;
ChUng chi b6i dUOllg nghi~p Vt} can bQ nganh t6 chuc cua Trung tam DTBD CBCC - BQ
NQi V\l.

ChUng chi ngo~i ngii': Trinh dQ tuang duong b~c 2 khung nang Ivc ngo?i ngu Vi~t Nam theo
quy dinh t?i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va Dao t?O
ban hanh khung nang Ivc ngo?i ngfr 6 b~c dung cho Vi~t Nani;
ChUng chi tin hQc: Trinh dQd?t chufuI kYnang su d\lllg cong ngh~ thong tin ca ban theo quy dinh
~ Thong tu s6 03/2014nT-BTTTT ngay 11/3/2014 cUa BQ Thong tin va Truy~n thong quy dinh
ChufuIkYnang su d\lllg c6ng ngh~ thong tin.
Kinh nghi~m cong mc: Tit 5 nam.
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Mil VTVL: LBQL 08/QHTX-HC

Ten VTVL: clIANH VAN PHONG HBND vA UBND
Bon vi cong tac: Van phong HDND va UBND

Quan Iy tJVc ti~p: Chu tich UBND

Quan Iy chuc nang: UBND qu~ (huy~n, thi xii)

Quan h~ cong vi~c: Cac 86' ban nganh c6lien quan; Cac phong ban, dan vi, UBND xii, phuOng, thi
trfulva cac dan vi, ca nhan co lien quan;

Cong vi~c lien quan: Thanh vien UBND q~ (huy~n, thi xii)...

M\lc tieu vi tri cong vi~c: Can cu chi dl;lOcua Liinh dl;lOqu~n (huy~n, thi xii), cac quy dinh
hi~n hanh, cac Chuang trinh, BS an, K8 hOl;lChcua Co'quan dp tren d~ diSu hanh cong vi~c
cua dan vi. Chi d~o, phan cong cong vi~c, huang dfin, theo doi, don d6c, kiSm tra, danh gia
cong chuc trong dan vi. T~o S\l ph6i hQ'Pcong vi~c t6t vai cac Co' quan, dan vi lien quan
nh&m th\lc hi~n hi~u qua cac nhi~m V\l cua dp tren giao va cac cong vi~c thuQc chuc nang,
nhi~m V\lcua Van phong HBND&UBND.

Cac nhi~m V1} chinh

Bieu hanh, to chuc th\lC hi~n cac cong vi~c thuQc chuc
nang, nhi~m V\l Clla Van phong HDND&UBND; Chiu
trach nhi~m truac UBND, Chu tich UBND q~ (huy~n,
thi xii) va truac phap I~t vS hOl;ltdQngcua Van phong;

~p ke hOl;lChtrien khai cong vi~c Clla dan vi theo tuan,
thang, quy, nam;

Bao cao, de xuat vm lanh ~o q~ (huy~n, thi xii) ve to
chuc th\lc hi~n cac nhi~m V\lVan hon ;

Phful cong cOng vi~c, kiem tra, giam sat vi~c th\lC hi~n
nhi~mV\lCllacan bQ,cong chuc trong dan vi;

Chli dQngphoi hQ'Pvm cac Co'quan, dan vi trien khai th\lC
hi~n cac cOn vi~c CllaVan hon ;

Chu tri cac cUQchQpClladan vi

Kiem tra, tham dinh. kYcac van ban Clladan vi theo tham
u Sn hfulcA .

Tieu chi danh gia hoan thanh
con viec

Xay d\U1g quy ch8, phful cong cong
vi~c d6i vm cong ch(rc trong phong: ro
ngum, ro vi~c, ro trach nhi~m.

NQidung ke ho~ch C\lthe, ro vi~c, dinh
huang duQ'ccong vi~c

To chuc th\l'c hi~n cac nhi~m V\l dam
bao ti8n dQ,chAtluQ'll con vi~c
Phful cong vi~c, kiem tra, giam sat de
chi dl;lOkip thm, danh gia k~t qua dl;lt
duQ'c,chi ra nhUng di~m con t6n t~ d~
co huan khdc h\lc
8\l' phoi hgp dam bao cMt cM, cong
vi~c dl;ltk~t ua cao.
Bieu hanh cUQchQp hi~u qua, dUng
trQn tam.
Van ban ban hanh dUng the thuc quy
djnh, nQidun ro ran .

Tham dg cac cUQchQp,hQi nghi, ~p huful... do thanh ph6, Bam bao cac quy djnh vS hQih9P
q~ (huy~n, thi xii) va cae dan vi CO' s6't6 ch(rc.

Quan Iy cOngchuc, till san CllaCO' quan, dan vi Th\l'c hi~n theo quy che, quy dinh cua
CO' uan, dan vi.

Thim quy~n ra quyit dinh: Phful cOng cOngvi~c d6i vm can bQ, cong chuc thuQcVan phong; Ky
cac van ban do dan vi ban hanh.

86 cong chuc thuQc quy~n quan If: theo bien ch~ duQ'cChli tich UBND qu~ (huy~n, thi xii) giao;

Thim quy~n tai chinh: Th\l'Chi~n quan Iy diSu hanh dg toan ngful sach duQ'cgiao cho Van phong
h&ngnam.
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Trinh dq chuyen mon:

. D~ hQc tro len, nh6m nganh: L~t, Hanh chinh, Quan If dAtdai, £>iachinh, Nong nghi~p, Quan tri
Van phong, Tai chinh, Xay d\Il1g,Quy ho~ch, ki~n trUc,Do tN, Quan tri nhan h,rc,Moi truOng...
- C6 trlnh dQIf I~ chinh tri: Trung cAptr6' len.

. - C6 chUng chi b6i du5ng nghi~p V\lqufm If nha nuac ng~ch chuyen vien tr6' len;
- C6 chUng chi ngo~i ngu vm trinh dQ tuong duong b~c 2 khung nang I\Ic ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va Dao
~o ban hanh khung nang I\Ic ngo~i ngu 6 b~c dimg cho Vi~t Nam;
- C6 chUng chi tin hQc vm trlnh dQd~t chufuI ky nang sir d\lllg cOng ngh~ thong tin CO' ban theo quy
dinh ~ Thong tu s6 03/20 14/TT-BTTTT ngay 11/3/2014 CllaBQThong tin va Truyen thong quy diM
ChufuIky nang sir d\lllg cong ngh~ thong tin. .
Kinh nghifm cong tac: Til 5 nam.

14



Mil VTVL: LDQL 09/QHTX-HC

Ten VTVL: cHANH THANH TRA

Don vi cong tic: Thanh tra

Quan ly tl1}'cti~p: Chu tich UBND

Quan ly chuc nang: UBND qt$1 (huy~n, th! xli)

Quan h~ cong vi~c: Cac S6' ban nganh cOlien quan; Cac phong ban, dan vi, UBND xli, phuOng,
th! trfulva cac dan vi, ca nhful co lien quan;

Cong vi~c lien quan: Thanh vien UBND qu~ (huy~n, th! xli)...
My.c tieu vi tri cong vi~c: Can cu chi ~o CllaLanh d?o qu~ (huy~n, th! xli), cac quy diM hi~n
hanh, cac Chuang trinh, D€ an, K€ ho?ch Cllaco quan dp tren d€ di€u hanh cong vi~c Cllaco quan.
Di€u hanh, phful c6ng c6ng vi~c, hu6ng dful, theo doi, don d6c, ki€m tra, danh gia cong ch(rc cua co
quan. T?o S1Jph6i hQ'Pcong vi~ t6t vm cac co quan, dan vi lien quan.

Cac nhi~m V\l chinh Tieu chi danh gia hoim thanh
congviec

Dieu hanh, t6 ch(rc th1Jchi~n cac c6ng vi~c Cllaco quan; Xay d1Jngquy ch€, phful cong cong vi~cChiu trach nhi~m truac UBND, Chli tich UBND qu~ d6i vm c6ng ch(rc trong co quan: ro(huy~n, th! xli) va truac phap l~t v€ toan b<)ho?t d<)ng
Cllacoquan; ngum, ro vi~c, ro trach nhi~m

L?p ke ho?ch trien khai cong vi~c Cllaco quan theo tuan, N<)idung ke ho?ch C\l the, ro vi~c, diM
thang, quy, nam; hu6ng duqc cong vi~c

Bao cao, de xuAtvm lanh ~o qt$1 (huy~n, th! xli) ve to To ch(rc th\lC hi~n cac nhi~m V\l dam bao.
ch(rc th\lChi~n cac nhi~m V\l chuyen mon Cllaco quan; ti€n d<),chAtluqng cong vi~c

Phful cong vi~c co S\l kiem tra, giam sat
Phan cong c6ng vi~c, ki€m tra, giam sat vi~c th1Jchi~n d€ chi d?o kip thm, danh gia k€t qua d?t
nhi~m V\l Cllacong ch(rc trong co quan; duqc, chi ra nhUng di€m con t6n t?i d€ co

hu6ng kh~c pl1\lc

Chu d<)ngphoi hQ'Pvm cac co quan, dan vi trien khai S\l phoi hQ'Pdam bao ch?t che, cong vi~c
th\lc hi~n cac c6ng vi~ Cllaco quan; ~t k€t qua cao.

Chu tri cac cu<)chQpCllaco quan; Dieu hanh cu<)chQphi~u qua, dUng trQng
tam.

Kiem tra, tham dinh, kY cac van ban Clla co quan theo Van ban ban hanh dUng the th(rc quy
thfun quy€n phful cAp. diM, chuySn till n<)idung ro rang

Tham d1Jcae cu<)chQp, h<)inghi, t?P huan... do thanh Dam bao cac quy diM v€ h<)ihQpph6, qt$1 (huy~n, th! xli) va cac dan vi co s6't6 chuc.

Quan Iy cong ch(rc, till san Cllaco quan. Th1JChi~n theo quy che, quy dinh cua co
quan, dan vi.

ThAm quy~n ra quyit djnh: Phful c6ng cong vi~c d6i vm c6ng chuc trong Phong; Ky cac van ban
do Phong ban hanh.
Sa cong chuc thuQc quy~n quan ly: theo bien ch~ duqc Chu tich UBND qt$1 (huy~n, th! xli) giao;
ThAm quy~n titi chinh: Th1Jchi~n quan Iy di€u hanh d\l toan ngful sach duqc giao cho phong hfulg
nfun.
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- Co chUng chi tin hQcv6i trinh dQ~t chufut ky nang su d\U1gcong ngh~ thong tin co ban theo quy

Trinh dQ chuyen mon: f)~i hQc tr6' len, nganh: Lu~t; Thanh tra.
- Co trinh dQly 1$ chinh tri: Trung cAptr6' len.
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch thanh tra vien tr6' len;
- Co chUng chi ngo~i ngu vai trinh d9 tuang duong b~c 2 khung niing h,rc ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s5 01/2014/TT-BGDDT ngay 24/01/2014 cua B9 Giao d\lC va Dao
t~o ban hanh khurtg nang l\lc ngo~i ngu 6 b~c dUng cho Vi~t Nam;

. diM ~ Thong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 cua BQ Thong tin va Truy~n thong quy .
diM Chufut ky nang su d\U1gcong ngh~ thong tin.
Kinh nghi~m cong tac: 5 niim tr6' len.
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Quan ly chuc nang:

Quan h~ cong vi~c:

Mii VTVL: LDOL lO/OHTX-HC

Ten VTVL: PHO TRUONG PHONG
Don vi ding tac: Phong chuyen mon thuQcUBND qt$l (huy~n, thi xii)

Qmin ly t."c ti~p: Tru6ng phong

UBND qt$l (huy~n, thi xii)

Cac Sa ban nganh cOlien quan; Cac phong ban, don vi, UBND xa, phuOng,
thi trful va cac don vi, ca nhan co lien quan.

Congvi~c lien quan: Thanh vien BCD cong tac ton giao,Thanh vien HQi d6ng thi dua khen
thu6ng, thanh vien T5 ki~m tra cong V\l

M1}.ctieu vi tri cong vi~c: Can cu chi ~o CllaTru6ng phong, cac quy diM hi~n hanh, cac Chuong
trinh, D€ an, K€ hOC;lChCllaCCYquan dp tren d~ t5 chuc th\lc hi~n hi~u qua cac cOngvi~c thuQc linh VlJC
duQ'cgiao ph\l trach. Chi d~o, phan cOngcOngvi~c, hu6ng dfut, ki~m tra nQidung cong vi~c, cong chuc
lam cong vi~c a linh VlJCph\l trach. T~o S\l ph5i hgp cong vi~c t5t v6i cac CCYquan, don vi lien quan.
nhfun th\lChi~n co hi~u qua cac nhi~m V\lcong tac Cllaphong.

Cac nhi~m V1}chinh

Tham mUllv6i Tru6ng phong xay d\lllg cac van ban thuQc
linh VlJCduQ'cTru6ng phong phan cong ph\l trach; giup

Tru6ng phong ph\l trach mQt s5 linh V\fCcong tac, chiu trach
nhi~m truac Tru6ng phong, truac UBND qu~ (huy~n, thi
xii) va truac phap l~t v€ nhi~m V\lduQ'cphan cOng;khi
Tru6ng phong vfulg m~t, mQtPho Tru6ng phong duQ'cuy

nhi~m di€u hanh ho~t dQngCllaphong.

D€ x~t v6i Tru6ng phong t5 chuc th\lChi~n nQidung cOng
vi~c thuQc linh VlJCduQ'cgiao ph\l trach

Chi d'ilo,phan cong cong vi~c, hu6ng dfut cong chuc thuQc
linh VlJCph\l trach th\lChi~n cac nhi~m V\lduQ'cgiao.

Hu6ng dfut, don doc, kiem tra, danh gia doi v6i cac don vi co
lien quan trong t5 chuc th\lc hi~n cac nhi~m V\lthuQc linh

VlJCph\l trach.
Kiem tra, giarn sat chat IUQ'l1g,tien dQcong vi~c, vi~c th\lC
hi~n nhi~m V\lCllacOngchuc thuQc linh VlJCph\l trach.

Tham d\l cac cUQch<;>p,hQinghi, ~p huful... do lanh d'ilo
phancong

Th\lc hi~n ch€ dQbao cao thuOng xuyen, dQtxu~t theo quy
diM.

Tieu chi danh gia hoim thanh
congviec

Xay d\lllg van ban dUng th€ thuc, nQi
dung r5 rang; co tinh thful trach nhi~m .
cao v6i cong vi~c.

NQi dung cong vi~c d€ xu~t dam bao
ch~t lugng, kip thm.

Phan cong cOng vi~c phai r5 ngum, r5.
vi~c, r5 trach nhi~m

Ket qua th\lC hi~n cac nhi~m V\ldo bQ
ph~ tri~n khai dam bao ch~t lugng,
ti€n dQd€ ra.
Kiem tra, giarn sat danh gia khach
quan nhiing k€t qua d'ilt duQ'c, nhung
vful d€ con t6n ~ d€ co hu6ng kh~c
ph\lc kip thm.

Dam bao cac quy diM v€ hQih<;>p

Th\lC hi~n bao cao dam bao dung thai
gian, nQidung cful bao cao.

Thim quy~n ra quy~t djnh: Phan cOng cong vi~ d5i v6i can bQ, cong chuc thuQc linh VlJCplw
trach; Khi duQ'cTru6ng phong uy quy€n ky cac van ban do Phong ban hanh. .

sa cong chuc thuQc linh V1}'Cph1}.trach: S6 IUQ'l1gcOngchuc theo linh V\fCduQ'cphan cong
Thim quy~n tai chinh: Khong
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Trinh d{lchuyen mon:

Ph6 TruOng phong Phong NQi V\l: D(,l.ihQc trcr len, nganh: Hanh chinh, Qllim 1;' nha nucYc,Lu?t,
Qllim tIi nhan h,rc,Cong tac xii hQi,Xii hQihQc,Van thu - LUlltrfr, Su ph~, Ton giao ...

Ph6 TruOng phong Tu phap: D(,l.ihQc trcrlen, cac nganh Lu?t.

Ph6 TruOng phong Tai chinh - K~ ho~ch: D(,l.ihQc trcr len, nganh: Tai chinh, K~ toan, Kinh t~, Quan
ly d\I an...
Ph6 TruOng phong Tai nguyen - Moi truang: D(,l.ihQc trcr len, nganh: Quan 1;' dAt dai, Dia chinh,
Lti?t, Tr~c dia, Mo, Dia chAt,Thuy 19i,Tai nguyen, Mor truang

Ph6 TruOng phong Kinh t~: D(,l.ihQc trcr len, nganh: Qllim ly kinh t~, Thuong m(,l.i,Cong ngh~, Nong
hQc,Trang trQt,Chan nuoi, Tht'1y, Bao v~ thlJCV?t,Cong ngh~ ky thti?t, Kinh t~.

Ph6 TruOng phong Qllim ly do thi: D(,l.ihQc trcr len, nganh: Xay dvng, H~ tfuIg kYthu?t, Quy ho~ch,
Ki~n trUc,Qllim 1;' do thi, Ky thti?t h~ tfuIg do thi, Giao thong v?n ill;

Ph6 TruOng phong Lao dQng Thuong binh va Xii hQi: D(,l.ihQCtrcr len, nganh: Lti?t, Quan tIi nhan .
l\Ic, Cong tac xii hQi, Xii hQi hQc, Chinh sach cong, Qllim ly cac vAn d8 xii hQi va chinh sach xii hQi,
Bao hi~m xii hQi;Hanh chinh,Tai chinh, K~ toan, Bao hi~m ...

Ph6 TruOng phong Van h6a - Thong tin: D(,l.ihQctrcr len, nganh: Quan 1;' Van h6a, Du lich, Cong
ngh~ thong tin,Truy8n thong, Buu chinh Vi~n thong, Bao chi, XuAtban, Thu vi~n, Bao tan, Bao tang.
Thong tin c6 dQng, Tuyen truy8n, Th~ dl,lc,Th~ thao ...

Ph6 TruOng phong Giao dl,lc- Dao ~o: D(,l.ihQc trcrlen, nganh: Su ph~, Qllim ly Giao dl,lc.

Ph6 TruOng phong Y t~: D(,l.ihQctrcr len, nganh: Y, DuQ'C.

Ph6 TruOng phong Dan tQc:D(,l.ihQc trcr len, nh6m nganh: Lu?t, Hanh chinh, Cong tac xii hQi,Xii hQi
hQc,Van h6a, Dan tQchQc....

Trinh d{lIf lu,n chinh tri: Trung cAptrcrlen

. Chung chi b8i dU'011gnghifp vy quan If nha nU'6'c:ng~ch chuyen vien trcr len;

ChUng chi b8i dU'011gnghifp vy can b{l nganh t6 chuc cua Trung tam DTBD CBCC - BQ ..
NQi Vl,l.

ChUng chi ngo~i ngfr: Trinh dQ tuong duong b?c 2 khung nang l\Ic ngo~i ngu Vi~t Nam theo
quy dinh t~i Thong tu sf>01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao dl,lCva Dao t~o
ban hanh khung nang 1\Ic ngo~i ngu 6 b~c dUng cho Vi~t Nam;
ChUng chi tin hQc:Trinh dQd~t chuful kYnang su dl,lllgcong ngh~ thong tin co ban theo quy dinh
. t(,l.iThong tu sf>03/20 14m-BTIlT ngay 11/3/2014 CllaBQThong tin va Truy8n thong quy diM
Chuful kYnang su dl,lllgcong ngh~ thong tin.
Kinh nghi~m cong tac: Tu 3 nam trcrlen.
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Mil VTVL: LDQL l1/QHTX-HC .

Ten VTVL: PHO cHANH VANPHONG

Don vi cong tac: Van phong lIDND va UBND

Quan ly tl1}'Cti~p: Chanh Van phong

Quan ly ch6'c nang: UBND q\$1 (huy~n, thi xa)
Quan h~ cong vi~c: Cac S6' ban nganh c6 lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
trfuJ.va cac don vi, ca nhan c6lien quan;

M1}ctieu vi tri cong vi~c: Tham muu, giup vi~, chiu trach nhi~m tIvc ti~p vm Chanh Van phong v~
nh~g cOng vi~c duQ'cphan cong; Thay m?t Chanh Van phong giro quy~t cOng vi~c khi duQ'cuy
quyen.

Cac nhi~m V1} chinh Tieu chi danh gia hoan thanh
congvi~c

Dam bao ti~n dQva ch~t lugng

Dam bao ti~n dQva ch~t lugng

Dam bao v~ ti~n dQ,ch~t lugng tai li~u p1wc
Vl,lcUQchQp,cac di~u ki~n di€n ra cUQc11Qp,
ti~p nh~d~y dti cac k~t IU?n,Y ki~n chi d?o
Dam bao tien dQva chat lUQ'ng,r5 nguCri,r5
vi~c va r5 trach nhi~m

Dam bao ti~n dQva ch~t lugng

DUng quy trinh, quy dinh va c6 tinh khoa
hQc

Neu r5 nQidung va ti~n dQtl1\l'chi~n

Dieu hanh, phan cong r5 nguCri,r5 vi~c, r5
trach nhi~m. .
Danh gia chinh xac ket qua d?t duQ'c,phat
hi~n nhUng w~m con h?ll ch~ d~ c6 hu6ng
kh~c hl,lc.

Ki~m tra, giam sat ch~t 1ugng, ti~n dQ cong vi~c, vi~c
th\l'chi~n nhi~m Vl,lCllacOngchuc

Tham d\l' cac cUQchQp, lam vi~c do ThuOng tIvc lIDND,
lanh d?o UBND q\$1 (huy~n, thi xa) chti tri; ph6i hQ'P
vm cac phong ban, don vi chufuJ.bi chuong trinh, ill li~u
h\lc Vl,lcUQchQ
Tham muu van ban chi d?o, weu hanh, thong bao ket
1\$1 CllaThuOn tIvc lIDND, lanh d?o UBND.
Kiem tra, don doc vi~c th\l'Chi~n cac ket 1\$1, quyet diM,
, ki~n chi d?o Clla1anhd?o \$1 u ~n, thi xa
Xay d\lI1gdanh m\lc ho sa cong vi~ va to chuc th\l'c hi~n
vi~c thi~t I? h5 sa cOn vi~c

Tham muu Chanh Van phong giro quy~t cong vi~c thuQc DUngquy trinh, dam bao ti~n dQ,ch~t 1ugng
1inhV\lCduQ'c han con hl,ltrach con vi~c

Xay d\lI1gk~ ho?ch cOng mc Clla don vi, bQ ph~ theo
linh V\lCphl,ltrach va k~ ho?ch cOngmc ctia ca nhan; bao
uat, ki~m soat con vi~c theo k~ ho?ch

Tham muu xay d\lI1g 1ich cOng mc hang tuk, chuong
trinh cong mc hang thang va ca nam Clla UBND qu~
u ~n, thi xa va don vi
Tong hQ'P,xay d\lI1gcac bao cao diM kY, dQtxuat phl,lc
Vl,lchi d?o weu hanh CllaThuOng tIvc lIDND, 1anh d?o
UBND \$1 u ~n, thi xa va Chanh Van hon
Chi d?o, phan cOng cOngvi~c, hu6ng dfuJ.cong chuc th\l'c
hi~n cac nhi~m Vl,lduQ'c iao

Th~m quy~n ra quy~t dinh: ThuQc1inhV\lCduQ'cChanh Van phong phan cong ph\l trach

sa cong ch6'c thuQc quy~n quan ly: S6 1ugng cong chuc theo 1inhV\lCduQ'cphan cong .
Th~m quy~n tai chinh: Khong
Trinh dQ chuyen mon:
D?i hQc tr6' len, nh6m nganh: Lu?t, Hanh chinh, Qufm ly d~t dai, Dia chinh, Nong nghi~p,
Quan tri Van phong, Tai chinh, Xay d\lI1g, Quy ho?ch, ki~n truc, Do thi, Quan tri nhan l\l'c,
Moi truOng ...
- C6 trinh dQ1y1\$1 chinh tri: Trung c~p tr6' len.
- C6 chUng chi b5i du5ng nghi~p Vl,lquan 1ynha nuac ng?ch chuyen vien tr6' len;
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- Co chUng chi ngo~i ngii' v6i trinh dQ tuang duO'ng b~c 2 khung nang l\Ic ngo~i ngii' Vi~t Nam
theo guy dinh ~i Thong tu s5 01/20 14/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao
t~o ban hanh khung nang II,ICngo~i ngii' 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQc vm trirlh dQ~t chuful ky nang sir d\lllg cong ngh~ thong tin cO'ban theo guy
dinh ~ Thong tu s5 03/2014/TT-BTITI ngay 11/3/2014 CllaBQ Thong tin va Truy~n thong guy
dinh Chuful ky nang sir d\lllg cong ngh~ thong tin.
Kinh nghi~m cong tac: 3 nam cong tac
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Mii VTVL: LDQL 12/QHTX-HC

Ten VTVL: PH6 clIANH THANH TRA
Don vi cong tac: Thanh tra
Qmin ly tIVc ti~p: Chanh Thanh tra
Quan ly chuc nang: UBND qt$1 (huy~n, thi xii)
Quan h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi, UBND xii, phuOng, thi
trfuIva cac don vi, ca nharr cOlien quan;
Ml}c tieu vi tri cong vi~c: Can c(r chi d!;loClla Chanh Thanh tra, cac quy diM hi~n hanh, cac
Chuong trinh, D6 an, KS hO!;lchClla00 quan dp tren dS t6 ch(rc th\fc hi~n hi~u qua cac cong vi~c
thuQc llnh V\fCdam trach. Dieu hanh, pharr cOngcong vi~c, hu6ng dful, kiSm tra nQidung cong vi~c,
cOngch(rc lam cong vi~c a llnh V\fCph1,1trach. T!;loS\fph6i hqp cOngvi~c t6t vm cac co quan, don vi .
lienquan.

Cac nhi~m Vl}chinh

Giup Chanh Thanh tra xay dvng cac van ban thuQc llnh V\fC
duqc pharr cong ph1,1trach; giup Chanh Thanh tra ph1,1trach mQt
s6 llnh V\fCcong mc, chiu trach nhi~m truac Chanh Thanh tra,
truac UBND qt$1 (huy~n, thi xii) va phap l~t v6 nhi~m Vl,lduqc
pharr cong; khi Chanh Thanh tra vfulg m~t, mQt Pho Chanh
Thanh tra duqc u nhi~m dieu hanh hO!;ltdQn cua co uan.
- De xuat vm Thu truang 00 quan to ch(rc th\fC hi~n nQi dung
cOn vi~ dam nhi~m
- Chi d!;lo,pharr cong cong vi~c, hu6ng dful cong ch(rc th\fChi~n
cac nhi~m Vl,lduqc 'ao.
Hu6ng dful, don doc, kiem tra, danh gUtdoi vm cac don vi co
lien quan trong t6 ch(rc th\fChi~n cac nhi~m Vl,lthuQc llnh V\fC
h1,1trach.
Kiem tra, giam sat chat luqng, tien dQcong vi~c, vi~c th\fc hi~n
nhi~mVl,lCllacong ch(rc thuQc llnh V\fCph1,1trach.

Tham d\f cac cUQchQp, hQi nghi, ~p huarr... do lanh d!;lopharr
cOng

.Tieu chi danh gia hoim thanh
can viec

Xay dvng van ban dUng thS
th(rc, nQi dung r6 dmg; co tinh
thful trach nhi~m cao vm cOng
vi~c.

NQidung cong vi~c de xuat dam
bao ch~t luqn , ki thoi
Pharr cong vi~c phai r6 ngum, r6
vi~c, r6 trach nhi~m
Ket qua th\fc hi~n cac nhi~m Vl,l
do bQ ph?n triSn khai dam bao.
ch~t luqn , ti~n dQd~ ra.
Kiem tra, giam sat danh gia
khach quan nhUng k€t qua d!;lt
duqc, nhung vfuI d~ con t6n t!;li
dS co hu6n khic h1,1cki thm.
Dam bao cac quy dinh ve hQi
hQp

Th\fChi~n chSdQbao cao thuOng xuyen, dQtx~t theo quy diM. Th\fc hi~n bao cao dfun bao dUng
thm ian, nQidun dn bao cao.

Thjm quySn ra quy~t dinh: Pharr cong cong vi~c d6i vm cong ch(rc thuQc llnh V\fCph1,1trach; Ky
cac van ban do Phong ban hanh khi duqc Chanh thanh tra uy quy6n.
sa cong chuc thuQc linh vy'Cphl} trach: s6 luqng cong ch(rc theo llnh V\fCduqc pharr cong
Thjm quySn tai chinh: Khong
Trinh dQ chuyen man: D!;lihQc tra len, nganh: Lu~t, Thanh tra.
- Co trinh dQly 1t$1 chinh tri: Trung c~p tralen.
- Co chUng chi b6i du5ng nghi~p Vl,lquan ly nha nuac ng!;lchthanh tra vien tra len;
- Co chUng chi ngo!;lingfr vai trinh dQ tuong duong b~c 2 khung nang l\fc ngo!;lingfr Vi~t Nam
theo quy dinh t!;liThong tu s6 01/20 14/TT-BGDDT ngay 24/01/2014 cua BQ Giao d1,1Cva Dao
t!;loban hanh khung nang l\fc ngo!;lingfr 6 b~c dung cho Vi~t Nam;
- Co chUngchi tin hQcvm trinh dQd~t chuful kYnang sir d\ll1gcong ngh~ thong tin co bful theo quy
diM t!;liThong tu s6 03/2014m-BTTTT ngay 11/3/2014 cua BQThong tin va Truy~n thong quy
diM Chuful kYnang sir d\ll1gcong ngh~ thong tin.
Kinh nghi~m cong tac: Til 3 nam tra len.
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n. NH6M CHUYEN MON, NGHIJj:P VV
Mil VTVL: CMNV Ol/OHTX-HC

Ten VTVL: QuAN LY TO CHUC - BIEN CHE vA HOI

Don vi cong tac: Phong NQiV\l

Qmln If tl1}'Cti~p: TruOng phong NQiV\l

Quan If chuc nang: UBND qt$l (huy~n, thi xii)

Quan h~ cong vi~c: Cac S6',ban, nganh c6lien quan, cac phong, ban dan vi, UBND xii, phuOng, thi
trfulva cac dan vi, ca nhan c6 lien quan.

M\lc tieu vi tri cong vi~c: Hu6ng dful,theo dei, don d6c, ki~m tra va tham muu dSxuAtcac bi~n phap
d~ th\lc hi~~ cac quy diM ho~c ~uy~t diM quan}y d~t k~t qua; T?p h91' Y k!~n phan anh vS cac vfu1dS
lien quan den liM V\lCquan Iy to chuc - bien cM va hQi,nghien Clm,de xuat Hinhd~o Phong; Th1Jchi~n
c6ng vi~c dUngquy trinh, dUngti~n dQtheo phan congo

Cac nhi~m V1,1 chinh

Tham muu lanh d~o xay d\lllg cac van ban chi ~o, cac
chuang trinh, k~ ho~ch c6ng tac vS quan Iy t6 chuc - bien
chSvahQi

Tham muu t6 chuc thvc hi~n cac nQidung cong vi~c theo
chuang trinh da xay d\lllg

Kiem tra, theo dei tien dQth\lc hi~n cac c6ng vi~c

Xay dvng boo cao ket qua thvc 'hi~n cac nhi~m V\ldugc
giao va bao cao theo yeu cAuCllanganh dQc,Cllatanh d~o

Tham muu ra soat chuc nang, nhi~m V\l cac phong
chuyen mon, dan vi S\l nghi~p thuQcqt$l

Phoi hgp v6i cac dan vi lien quan trong thvc hi~n nhi~m
V\l

Tieu chi danh ghi hoim thanh
congvi~c

The thuc dUng quy dinh, nQi dung sat th\lC
t~, c6 tinh kha thi cao

Dam bao tien dQ,chat lU9TIgcong vi~c

Danh gia dugc ket qua, chi ra cac van de
cOnt6n ~i d~ kip thOikh~c ph\lc .

NQi dung bao cao day du, danh gia dugc ket
qua th\lC hi~n. ThOi gian bao cao dUng tiSn
dQtheo quy dinh .

Dam bao dUngquy dinh, tham quyen

Dam bao tien dQ,chat lU9TIgcong vi~c

Trinh dQ chuyen mon:

- C6 bfulg t6t nghi~p d~i hQc tr6' len, nganh: Lu?t, Su plwm, Hanh chinh, Cong tac xa hQi, Xii hQi
hQc, QuaD.tri nhan Ivc ...
- C6 chUng chi b6i du5ng nghi~p V\lquan ty nha nu6'c ng~ch chuyen vien tr6' len;
- C6 chUng chi ngo~i ngu v6'i trinh dQ tuang duang b?c 2 khung nang IVc ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao
t~o ban hanh khung nang l\lc ngo~i ngu 6 b?c dUng cho Vi~t Nam;
- C6 chUng chi tin hQc v6'i trinh dQ d~t chuck ky nang su d\lng cong ngh~ thong tin CCYban theo
quy dinh t~i Thong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 cua BQThong tin va TruySn thong
quy dinh Chuful ky nang su dl,lllgcong ngh~ thong tin.
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Don vi cong tac:
Quan ly trvc ti~p:
Quan ly chuc nang:
Quan h~ cong vi~c:

Mil VTVL: CMNV 02/0HTX-HC

Ten VTVL: QuAN LY DQI NGU cAN BQ, CONG CHUC, VIEN CHUC

Phong N9i Y\l
TruOng phong

UBND qt$1 (huy~n, thi xa)
Cac S6'ban nganh c6 lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
trfuJ.va cac don vi, ca nban c6 lien quan.

M\lc tieu vi tri cong vi~c: Hu6ng dfuJ.,theo d5i, don d6c, ki~m tra va tham muu dS xtillt cac bi~n phap
d~ th\lChi~n cac quy dinh ho~c quy8t dinh qulin ly d!;ltk8t qua; T~p h9P Y ki8n phan aM vS cac vl1ndS
lien quan d8n linh V\JCqulin ly d9i ngii can b9, cong chuc, vien chuc, nghien cUu, dS xul1t lanh d!;lo
Phong; th\lc.hi~n c6ng vi~ dUngquy trinh, dung ti8n d9 theo phan cong; tham muu cong t,lc Quan 1yd9i
ngii can b9, c6ng chuc, vien chuc theo quy dinh Cllaphap l~t.

Cac nhi~m V\l chinh Tieu chi danh gia
hoim thanh conl! vicc

Tham J31uulanh d!;loxay, d\lllg cac van ban chi d!;lo,cac chuong The thuc dUngquy dinh, n9i dung
trinh, ke hO!;lchc6ng tac ve qulin ly d9i ngii can b9, cong chuc, vien sat th\lc t8, c6 tinh kha thi cao
chuc

Tham muu to chuc th\lC hi~n cac phuong an, ke hO!;lch,cac quyet Dam bao tien d9, chat lUQ'ngcong
dinh Cl)th~ trong linh V\JCqulin ly d9i ngii can b9, cong chuc, vien vi~c
chuc. Tham muu th\lC hi~n ch8 d9 chinh sach cho can b9, cong
chuc, vien chuc, ngu01 lao d9ng thu9c co quan, t6 chuc cac l6p ~p
htilln, dao t!;lob5i ducmg nhfun trang bi ki8n thuc, nang cao nang l\lC
cho d9i ngii CBCC

T6ng h9P danh gia can b9, cong chuc, vien chuc Dam bao tien d9, dUngquy dinh

Kiem ,tra, theo d5i tien d9 th\lc hi~n cac cong vi~c. Xay dl,TIlgbao Danh gia duQ'cket qua, chi ra van
cao ket qua th\lC hi~n cac nhi~m Y\l duQ'cgiao va bao cao theo yeu dS con t5n t!;lid~ kip th01 kh~c
cAuCllanganh dQc,Cllalanh d!;lo ph\lc. Th01 gian bao cao dUng

ti8n d9 theo quy dinh

Phoi h9P vm cac don vi lien quan trong xu ly cong vi~c Dam bao tien d9, chat luqng cong
vi~c

C~p nh~t cac thong tin, so li~u lien quan ve so luqng, chat luqng d9i Thong tin c~p nh~t chinh xac, kip
ngii can b9, c6ng chuc, vien chuc. C~p nh~t kip th01 cac van ban th01
mm quy dinh vS ch8 d9, chinh sach d6i vm can b9, c6ng chuc, vien
chuc, ngu01 lao d9ng

Trinh dQ chuyen man:
- C6 bing t6t nghi~p d!;lihQc tr6' len, ngfmh: Lu~t, Su ph!;lffi,Hfmh chinh, Cong tac xa h9i, Xa h9i
hQc, Quan tri nhan l\lc, K8 toan ...
- C6 chUng chi b5i ducmg nghi~p V\lquan ly nha nu6c ng!;lchchuyen vien tr6' len.
- C6 chUng chi ngo!;li ngii' v6i trinh d9 tuong duong b~c 2 kimng nang l\fc ngo!;li ngii' Vi~t Nam
theo quy dinh t!;liThong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua B9 Giao d\lc va Bao
t!;lOban hfmh khung nang l\lc ngo!;lingii' 6 b~c dUng cho Vi~t Nam;
- C6 chUng chi tin hQc v6i trinh d9 d!;ltchuAHky nang su d\lng cong ngh~ thong tin co ban theo
quy dinh t!;liThong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 cua B9 Thong tin va TruySn thong
quy dinh ChuAHky nang su d\ll1gcong ngh~ thong tin.!. .
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Don vi eong me:
Quan If tn,re ti~p:
Quan If eht'fc nang:
Quan h~ eong vi~e:

Mii VTVL: CMNV 03/0HTX-HC

Ten VTVL: QUAN LV CHiNH QUYEN DJA PHUONG VA CONG TAc THANH NIEN

Phong NQiY\l
Tru6ng phong NQiY\l
UBND qt$l (huy~n, thi xli)
Cac So'ban nganh co lien quan; Cac phong ban, don vi, UBND xli, phuOng, thi
trfut va cac.don vi, ca nhan co lien quan.

My.e tieu vi tri eong vi~c: Hu6ng dfuI,theo dei, don d5c, ki~m tra va tham mUll d€ xu~t cac bi~n phap
d~ th\lc hi~n cac quy diM ho?c quy~t dinh quan Iy d(l.tk~t qua; T?p hqp Y kiSn phan aM v€ cac vfut d€
lien quan dSn linh V\fCquan Iy chinh quy€n dia phuong va cong mc thanh nien, t6ng hqp, bao cao, d€
~t lanh d(l.OPhong; Th\lC hi~n cong vi~c dUng quy trinh, dUng tiSn dQ theo phan cong; Th\lC hi~n
c6ng mc quan Iy OOanu6c d5i vm chinh quy€n dia phuong va cong mc thanh nien theo quy diOOClla
phap lu?t.

Cae nhi~m vy. ehinh Tieu chi danh gia hoan
thanheong vi~c

Tham mUll lanh d(l.oxay d\lllg cac van ban chi d(l.o,cac chuong The th(rc dung quy diM, nQi dung
trinh, kS hO(l.chcong mc v€ quan Iy chinh quySn dia phuong va sat th\lCtS, co tinh kha thi cao
c6ng mc thanh nien.
Tham mUll to chuc cae quy trinh bau cu, mi6n nhi~m, bai nhi~m, Dam bao tien dQ, chat luqng cong
b5 nhi~m, b5 nhi~m l(l.i... cac chuc danh can bQ, c6ng chuc, vien vi~c
ch(rc; th\lc hi~n c6ng mc quan Iy dia gi6i haOOchinh, phan lo(l.i
don vi hanh chinh; hu6ng c& vi~ th\lChi~n phap lu?t v€ dfu1chu
t(l.icac 00 quan, don vi; th\1'Chi~n 00 ch~, chinh saeh d5i v6i thanh
nien va cong mc thanh nien theo quy dinh.
Theo dei, kiem tra vi~c th\lC hi~n nhi~m Y\l cua bQ may chinh D,aM ,gia du9'c ket qua, chi ra c~c
quy~n dia phuong, vi~c thanh l?p, giro th~, OO?P,chia, diSu chiOO van de con ton t~i de kip thCrikhac
dia gi6i dan vi hanh chinh va cac cong vi~c dugc phan cong trong ph\lc
Iph~ vi c6ng mc.
Xay d\lllg bao cao ket qua th\lC hi~n cac nhi~m Y\ldugc giao va NQi dung bao cao day du, daM gia
bao cao theo yeu cAuCllanganh dQc,Cllalanh d~o. dugc kSt qua th\1'Chi~n. ThCrigian

bao cao dUngti~n dQtheo quy diOO

Ph5i hqp v6i cac don vi lien quan trong xu ly cong vi~c. Dam bao tien dQ, chat luqng cong
vi~c

C?P OO?tcac thong tin, so li~u lien quan den cong vi~c dugc giao. Thong tin C?POO?tchinh xac, kip
thCri

Trinh dQ ehuyen mon:
- Co bfulg t5t nghi~p d(l.ihQc tra len, cac chuyen nganh: D(l.ihQc tra len, nganh: Lu?t, Su ph~,
Hanh chinh, Cong mc xli hQi,Xli hQihQc,Quan tri OOanl\1'c...
- Co chUng chi b6i du5ng nghi~p Y\lquan ly nha nu6c ng~ch chuyen vien tra len.
- Co chUng chi ngo(l.i ngu v6i trinh dQ tuong duong b?c 2 khung nang l\1'cngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s5 01/2014/TT-BGDDT ngay 24/01/2014 cua BQGiao d\lc va 8ao t~o
ban hanh khung nang l\lc ngo(l.ingu 6 b?c dUng cho Vi~t Nam;
- Co chUng chi tin hQc v6i trinh dQ d~t chuAn ky nang su d\lng cong ngh~ thong tin co ban theo
quy dinh t~i Thong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 cua BQ Thong tin va TruySn thong
quy dinh chuk ky nang su d\lllg cong ngh~ thong tin.!.
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Ma VTVL: CMNV 04/0HTX-HC

Ten VTVL: cAl CACH HANH cHiNH
Don vi cong tac: Phong NQiV\l

Qm'ln Iy tn,rc ti~p: Tru6ng phong NQiV\l

Quan Iy chuc nang: UBND qt$. (huy~n, thi xa)
Quan h~ cong vi~c: Cac S6'ban nganh c6 lien quan; Cac phong ban, dan vi, UBND xa, phuOng, thi
trfulva cac dan vi, ca nhan c6 lien quan

M\lc tieu vi tri cong vi~c: Tham muu tang cUOngcac giai phap cai cach hanh chinh C\lth~, phu hqp
vOlchuc nang, nhi~m V\lCllacac 00 quan, dan vi d~ th\Ic hi~n cm cach hanh chinh th~t S\Ihi~u qua, t~p
t:nmgtren cac llnh V\fCcm cach th~ ch~ hanh chinh; cm cach thu t\Jc hanh chinh; cai cach bQmay hanh
chinh; xay d\Illg va nang coo ch~t lUQ'11gdQingii can bQ,cong chuc, vien chuc; cm cach till chinh cong
va hi~n d?i h6a hanh chinh, hu6ng tOlm\lC tieu xay d\Illg n@nhanh chinh ph\lc V\l,hi~n d~i, chuyen
nghi~p va hi~u qua, dam bao lien thong, d6ng bQ, th6ng nh~t phil hqp vOl xu th~ hQi nh~p va nhfun.
th\IChi~n c6 hi~u qua cong tac quan ly nha nuac tren dia ban qu~, g6p phful thuc dAyphat tri~n kinh
~ - xa hQiClladia ban.

Cac nhi~m V\I chinh

Tham muu xay d\Illg cac van ban chi d~o, di@uhanh,
hu6'ng dfuJ.th\Ic hi~n cOngtac cai cach hanh chinh.

Trien khai cac giai phap, don doc, huang dfin,
ki~m tra, giam sat vi~c th\Ic hi~n cac nQi dung cai
each hanh chinh duQ'c phan cong; th\Ic hi~n bQ
chi s6 CCHC c~ hu ~n va d xa.
To chuc th\Ic hi~n cong tac kiem tra, giam sat cac
cO' quan chuyen mon cung dp va UBND dp xa
th\Ic hi~n cong tac cai cach hanh chinh 6' dia
phuO'ng. Chu trQng giam sat BQ ph~n TN&TKQ
cua UBND qu~n (huy~n, thi xa) va UBND c~p
xa, mo hinh cO' uan di~n tu d xa.
Phoi hqp vOl cac dan vi c6 lien quan trong vi~c ra soat,
ki€m soat, c~p nh~t cac thu Wchanh chinh, hi~n d?i h6a
hanh chinh, cm cach till chfnh cOng va tuyen truy@n
cOn tac cai cach hanh chfnh.
Tham muu th\IC hi~n cac chuang trinh, de an Clla dia
huan , CllaThanh h6 lien uan d~n con tac CCHC

Th\IChi~n ch~ dQbao cao thuOng xuyen, dQtx~t

Tieu chi danh gia hoim thanh cong vi~c

Van ban c6 tinh kha thi, kip thm, phu hqp
vOl chuc nang, nhi~m V\lcua cac cO'quan,
dan vi.
Trien khai dong bQ, day du cac nQi dung
cm cach hanh chfnh, dam bao c6 S\I d6i
mOl, nang cao ch~t lUQ'ng,hi~u qua

- Nang cao chat IUQ'11gquan ly, dieu hanh,
t6 chuc th\Ic hi~n nhi~m V\l, cong V\l cua
cacdan vi.
- Nang cao ch~t IUQ'11gph\lc V\lt6 chuc, ca
nhan trong giao dich hanh chinh.

Th\Ic hi~n thuOng xuyen, kip thCri.

HoAn thanh m\lC tieu chuang trinh, de an.
dUn ti~n dQ,th\Ic ch~t, c6 hi~u ua.
Th\IC hi~n bao cao dUng thai gian quy
diM, nQidun bao cao dft du, chinh xac.

Trinh dQchuyen mon: E>?ihQctr6' len, D~i hQctr6' len, nganh: Lu~t, Su ph~, Hanh chinh, Cong
tac xa hQi,Quan tri nhan l\Ic...
- C6 chUng chi b6i du5ng nghi~p V\lqufm ly nha nuac ng~ch chuyen vien.
- C6 chUng chi ngo~i ngu vm trinh dQ tuang duang b~c 2 khung nang l\Ic ngo~i ngu Vi~t

Nam theo quy dinh t~i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va
Dao t~o ban hAnh khung nang l\Ic ngo~i ngu 6 b~c dung cho Vi~t Nam;

- C6 chUng chi tin hQcvOltrinh dQ~t chuftn kYnang sir d\lllg cong ngh~ thong tin cO'ban theo
quy diM t?i Thong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 cua BQThong tin va Truy€n thong quy
dinh Chuftn kYnang su d\lllg cong ngh~ thong tin.!.
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Mil VTVL: CMNV 05/0HTX-HC

Ten VTVL: QUAN LYTON GlAo
Don vi cong tac: Phong NQiV\l
Qmln Iy tn,rc ti~p: TruOng phong NQiV\l
Quan IY chuc nang: UBND q$l (huy~n, thi xa)
Quan h~ cong vi~c: Cac S6'ban nganh c6llen quan; Cac phong ban, don vi, UBND xa, phuOng, thi
trfu1va cac don vi, ca nhan c6Hen quan
Myc tieu vi tri cong vi~c : Huang dful, theo dei, don d6c, ki~m tra va tham muu d~ xuAtcac bi~n phap
d~ th\lc hi~n cac quy dinh ho~c quy~t dinh quAnIy d~t k~t qua; T?p hqp Y ki~n phAnanh v~ cac vfu1d~
lien quan d~n linh "\Ic quan Iy tOngiao, nghien cw, d~ xuAtlanh d~o phong; Th\lc hi~n cong vi~c dUng
quy trinh, dUngti~n dQtheo phan congo

Cac nhi~m V1}.chinh Tieu chi danh gia hoim thanh
" ."congVl~c

Tham muu lanh d~o xay d\lllg cac van ban chi ~o, cac The thilc dUng quy dinh, nQi dung sat th\lC
chuong trinh, k~ ho~ch c6ng mc v~ ton giao t~, c6 tinh kha thi cao

Tham muu t6 chilc th\l'c hi~n cac nQi dung cong vi~ Dam bao tien dQ,chat luqng cong vi~c
theo chuong trinh da xay d\lllg

Kiem tra, theo dei tien dQth\l'Chi~n cac c6ng vi~c Danh gia duqc ket qua, chi ra cac van de
cOnt6n ~ d~ kip thOikhllc ph\lc

Xay d\lllg bao cao ket qua th\lChi~n cac nhi~m V\lduqc NQi dung bao cao day dli, danh gia duqc k,et
giao va bao cao theo yeu cAuCllalanh d~o q$, Ban ton qua th\lC hi~n. ThOi gian bao cao dUng tien
giao TP, BCD c6ng mc ton giao q$l dQtheo quy dinh

Phoi hqp v6i, Cong an q$ nam tinh hinh ton giao ~ Dam bao tien dQ,chat luqng cong vi~c
cac co s6',phoi hqp UBND cac phuOng va phong VHTT
trong cong mc quan Iy nha nuac v~ ton giao
C?P nh?t cac thong tin, so li~u lien quan den chuc sac, co Thong tin C?Pnh?t chinh xac, kip thOi
s6'ton giao tren dia ban q$l

Trinh dq chuyen mon:
- C6 bfulg t6t nghi~p d~i hQc tr6' len, nganh: Hanh chinh, Qmin tri nhan l\lc, Lu?t, Cong tac xa
hQi, Xa hQi hQc, Ton giao ...
- C6 chUng chi b6i du5ng nghi~p V\l quan Iy nha nuac ng~ch chuyen vien tr6' len
- C6 chUng chi ngo~i ngu v6i trinh dQ tuong duong b?c 2 khung nang l\lc ngo~i ngu Vi~t Nam
. theo quy dinh t~i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 clla BQ Giao d\lC va Dao
~o ban hanh khung nang l\lc ngo~i ngu 6 b?c dUng cho Vi~t Nam;
- C6 chUng chi tin hQc vm trinh dQ d~t chuful ky nang Slr d\lng cong ngh~ thong tin co"ban theo
"quy dinh ~i Thong tu s6 03/20 14/TT-BTTTT ngay 11/3/2014 clla BQ Thong tin va Truy~n thong
quy dinh ChuAn ky nang Slr d\lllgcong ngh~ thong tin.
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MiiVTVL: CMNV 06/0HTX-HC

Ten VTVL: QuAN LY TID DUA- KIlEN TmtONG
Don vi cong tac: Phong NQiV\l

Quan ly tlVC ti~p: Tru6ng phong NQiV\l
Quan ly chuc nang: UBND ql$. (huy~n, thi xa)
Q~an h~ cong vi~c: Cae S6'ban nganh co lien quan; Cac phong ban, dan vi, UBND xa, phuOng, thi
tran va cac dan vi, ca nhan co lien quan

M\lc tieu vi tri cong vi~c:Tham muu, giup vi~c cong mc thi dua khen thu6ng cua qu~ (huy~n, thi
xa); Th\lc hi~n cong vi~c dUngquy 1rlnh,dUngtiSn dQtheo phan cOngo

Cac nhi~m V1,I chinh

Tham muu nQi dung de ngh! khen cao cac danh
hi~u vinh d\l cua Thu do, cac dgt khen thu6'ng
chuyen dS CllaThanh ph6, Trung uang

Xay d\lllg, th\lc hi~n cac quy trinh xet khen
thu6ng cac danh hi~u thi dua hang nam, khen
t6ng kStnam

Tham muu phat dQng cac phong trao thi dua
yeu nucrc, CUQcthi phat hi~n va viSt vS guang
BHTT, nguOi t6t vi~c t6t.

H~ang ddn, tie.p nh~ ho sa khen khang chien
chong Phap, chong My
Tham muu khen thu6ng dQt xuat, khen chuyen
dS, cUQcthi, hi~p y khen thu6ng, gful bien cong
trinh Thanh ph6, cAphuy~n.

Tham muu, trien khai dang ky thi dua, theo dei,
t6ng h91' daub gia chfun diem thi dua.

Tham muu cac ho~t dQng C\lill thi dua khen
thu6ng

Th\lc hi~n chi tra thu6ng va thiet l~p ho sa theo
dei tra thu6ng

Tong h91' bao cao dinh leY, dQtxuat linh V\fC
duqc phan cong; Theo dei, c~p nh~t thanh tich
cac ~p the, ca nhan tren h~ th5ng tren dia ban

Tieu chi danh gia hoan thanh
congvi~c

Ho sa khen thu6ng day du, dUng doi tuqng, gui
thanh ph6 dUng tiSn dQ

Trien khai dong bQ, day du cac nQi dung dam bao
tieu chi minh b~ch, cOng khai, cong bfuIg, kip thm,
xUngdang.

Cac phong trao thi dua duqc trien khai kip thm,
hinh thuc d6i mm, sang ~o, gful vm vi~c th\lChi~n
cac nhi~rriV\lchinh tri cua qu~; co suc Ian toa.

Huang ddn C\l the, $ tinh, giai thich re rang doi
vm cac ca nhan dS ngh! khen thu6ng.

Th\lC hi~n thuOng xuyen, kip thm. Vi~c xet khen
thu6ng dam bao dUng quy trinh, tieu chuftn quy
dinh.
Trien khai dUng quy trinh, dam bao cong khai,
khach quan, minh b~ch.

Th\lChi~n dUng cac quy dinh ve vi~c to chuc ho~t
dQng va binh xet thi dua cua cac C\llTIThi dua
Thanhph5

Th\lC hi~n dUng quy dinh ve che dQ thanh quyet
toan va chi tra thu6ng

Th\lC hi~n bao cao dUng thm gian quy dinh, nQi
dung bao cao dfty du, chinh xac; C~p nh~t kip thm,
dfty du tren h~ th5ng

Trinh d{)chuyen mon: B~i hQc tr6' len, nganh: Hanh chinh, Quan tri nhan l\lc, Lu~t, Cong tac xa
hQi, Xa hQi hQc, Su ph~ ...
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nucrc ng~ch chuyen vien;
- Co chUng chi ngo~i ngu vm trinh dQ tuang duang b~c 2 khung nang l\lc ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s5 01/2014/TT-BGDBT ngay 24/01/2014 clla BQ Giao d\lc va Bao
~o ban hanh khung nang l\lc ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQc vm trinh dQd~t chuftn kYnang su d\lllg cong ngh~ thong tin cO'ban theo quy
dinh ~ Thong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 CllaBQThong tin va TruySn thong quy dinh
Chuftn kYnang su d\lllg cOngngh~ thong tin.
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Mil VTVL: CMNV 07/0HTX-HC

Ten VTVL: QuAN Ltv AN THU - LUlJTRU
Bon vi cong tac: Phong NQiV\l

Qmin If tIVc ti~p: TruOng phong NQiV\l

Quan If chuc nang: UBND qt$l (huy~n, thi xa)
Q!1an h~ cong vi~c: Cac So' ban ngarm c6lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
tran va cac don vj,ca nhan c6 lien quan

M\lc tieu vi tri cong vi~: Tham mUll cac giro phap nhfun nang cao trach nhi~m cua can bQ, cong
chuc, vien chuc 1rongvi~c l~p h6 sa, quan ly, bao quan van ban, tai li~u lUlltrfr; Tham mUll cac quy
djnh nhfun dua hOl;ltdQng van thu, lUll trfr Clla cac phong, ban, don vi, UBND cac phuOng, cac .
wOng hQcdi vao n~ n~p va th\l'Chi~n dUngcac quy dinh Cllaphap l~t v~ c6ng mc van thu, lUlltrfr. .

Cac nhi~m V\l chinh Tieu chi (lanh gia hoim thimh
cong vifC

Tham mUll xay dlJllg cae van ban chi dl;lO,di~u harm, huang Van ban cOtinh kha thi, kip thai,

dfulth\l'c hi~n cong mc Van thu lUlltrfr. phil hgp v6i chuc nang, nhi~m V\l
cua cac ca quan, don vi.

TriSn khai t6'i cac ca quan chuyen mon cilng cAp va Trib khai d6ng bQ, dfiy du cac

VBND cAp xa th\l'c hi~n quy djnh, k~ hOI;lChcong tac nQidung c6ng mc van thu lUlltrfr,
dam bao co S\l'd6i m6i, nang caoVan thu lUll tru. chAtlUQ11g,hi~u qua

Huang dful, theo d5i, don doc, ki€m tra va tham mUll de xuat Nang cao chat lUQ11gquan ly, dieu
cac bi~n phap d~ th\l'Chi~n cong mc van thu lUlltrfr dl;ltk~t qua; harm, t6 chuc th\l'c hi~n nhi~m V\l,
T~p hgp Y ki~n phan anh v~ cac vfu1d~ lien quan d~n linh VlJC cong V\lCllacac don vi.
van thu, lUlltrfr, nghien cUll,d~ xuAtv6i lanh dl;lOphong.

Ph6i hgp v6i cac don vi co lien quan ti~n harm khao sat, thfun Th\l'c hi~n thuOng xuyen, kidinh tai li~u quy hi~m, tai li~u lUlltrfr Ijch sir tren dia ban. Thfun .p
th' .

dinh tai li~u lUlltrfr h~t gia tri dS nghi tieu huy Clladp xa. 01.

Phoi hgp v6i Van phong I-IDND&UBND qt$l trong vi~c thu Th\l'Chi~n vi~c tlm th~p, chinh ly
th~p tai li~u lUll trfr ca quan, ti~n harm chinh ly va tieu huy tai va tieu huy tai li~u dUngquy trinh,
li~u theo quy trinh. auvdjnh.

Th\l'c hi~n bao cao dung thai gian
Th\l'chi~n ch~ dQbao cao thuOng xuyen, dQtxuAt quy dinh, nQi dung bao cao dfiy

du, chinh xac.

Trinh dQchuyen mon: Bl;lihQc tra len, nganh: Van thu - LUll tru, Lu~t, Hanh chinh.
- Co chUng chi b6i du5ng nghi~p V\lqulin ly nha nu6'c ngl;lch chuyen vien tra len;
- Co chUng chi ngol;li ngu v6'i trinh dQ tuong duang b~c 2 khung nang l\l'c ngol;li ngu Vi~t Nam
theo quy djnh tl;liThong tu s6 01/2014/TT-BGDBT ngay 24/01/2014 cua BQ Giao d\lCva Bao tl;lo
ban harm khung nang l\l'c ngol;lingu 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQc vm trinh dQ dl;ltchuful ky nang sir d\lllg cong ngh~ thong tin ca ban theo
quy djnh tl;liThong tu s6 03/20 14/TT-BTTTT ngay 11/3/2014 cua BQ Thong tin va TruySn thong
quy dinh Chuful ky nang sir d\lllg cong ngh~ thong tin.
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Mil VTVL: CMNV 08/0HTX-HC

Ten VTVL: KIEM SO.AT VAN BAN vA THU TVC HANH cHiNH
Bon vi cong tac: Phong Tu phap
Qmin ly tl1!Cti~p: TruOng phong
Qmin ly ch1i'cnang: UBND qt$l (huy~n, th! xa)
Quan h~ cong vi~c: Cac S6' ban nganh co lien quan; Cac phong ban, dan vi, UBND xa, phuOng,
th! trfut va cac dan vi, ca nhan cOlien quan;

M\lc tieu vi tri cong vi~c: Can ClIchi d~o Cllad.p tren, lanh d~o phong, cac quy dinh, van ban hi~n
hanh CllaC(J quan cac c~p dS tl1\Ichi~n cac nhi~m V\lduqc giao; T6 ehlIc th\lChi~n cong vi~c, hu6ng
dful, thee d5i, don d6c, kiSm tra, danh gia cac nhi~m V\lduqc giao theo d5i tham muu.Hoan thanh .
c6ng vi~c duqc giao dam bao dUng ti~n dQ, ch~t luqng, dUng quy dinh phap l~t; T~o S\l ph6i hqp
c6ng vi~c t6t vm cac co quan, don vi lien quan.

Cac nhi~m V1}chinh

1.Kiem soat van ban

- Ra soat, h~ thong hoa van ban QPPL

- Kiem tra van ban QPPL

2. Kiem soat TTHC
Tham muu cac Ke ho~ch, van ban trien khai den cac
phong ban Clla qt$l (huy~n, th! xa), UBND xa,
huOn , th! trfut.
Tham muu lanh d~o phong th\le hi~n kiem soat
THC, tham muu van ban trinh Uy ban nhan dan
u~n (huy~n, thi xa) chi d~o, t8 ChlICth\lc hi~n ra
oat, danh gia thll t\lC hanh ehinh th\lc hi~n tren
ia ban dS ki~n nghi, d~ xu~t vi~c sua d8i, b8
un , hll bo, bai bo.
Tham muu van ban huang ddn, don doc, kiem tra
i~e th\lc hi~n niem y~t cong khai thll t\lC hanh
hinh, bao cao tinh hinh, k~t qua giai quy~t thll t\lC
anh chinh va ti~p nh~n, xu ly phan anh, ki~n nghi
~ quy dinh hanh ehinh clla co quan chuyen mon
lla qu~n (huy~n, thi xa), Uy ban nhan dan xa,
huan ,thi trfrn.
- Th\lc hi~n cM dQ bao cao thuOng xuyen, dQt xuat
theo u dinh
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Tieu chi danh gia hoan thanh
congvi~c

Ke ho~ch, van ban tham muu ban hanh r5
nQidun ,dam bao ti~n dQ
Bao cao thdm dinh dam bao chat luqng,
thm ian theo u dinh
Xac dinh nhUng nQi dung mau thu~n,
ch5ng eheo ho~e khong con phu hqp ella
van ban duoe ra soat vm cae van ban la
can elI dS rit soat; so~ thao bao cao k~t
qua ra soat, h~ th6ng hoa, d~ xu~t sua d8i,'
b8 sung, thay th~ van ban QPPL; d~ x~t
ban hanh ~p M th6ng hoa van ban QPPL
con hi~u l\lc.
Bien ban, ket It$l kiem tra dam bao chinh
xac, ch~t luqn

K~ ho~ch, van ban tham muu ban hanh r5.
nQidung, dam bao ti~n dQ

Van ban tham muu ban hanh r5 nQidung,
kipthm

Van ban tham muu ban hanh r5 nQi dung,
kipthm

Bao cao dam bao tien dQ,chat luqng



Trinh dQchuyen mon:
- Dl;lihQc trcr len, cac ngfmh: Lu~t.

- Co chUng chi b6i du5ng nghi~p V\lquan ly nha.mi6c ngl;lch chuyen vien trcr len;

- ChUng chi nghi~p V\lkhac: ChUng chi nghi~p V\lcong tac Tu phap

- Co chUng chi ngol;li ngu vm trinh de>tuang duang b~c 2 khung nang ll,rcngol;lingu Vi~t Nam
theo quy dinh t(;liThong tu s8 01l2014/TT-BGDDT ngay 24/01/2014 eua Be>Giao d\lc va Dao
tl;loban hanh khung nang hrc ngol;lingu 6 b~c dung cho Vi~t Nam;

- Co chUng chi tin hQcvm trinh de>~t chuful kYnang sir d\lllg cong ngh~ thong tin ca ban theo quy
dinh tl;liThong tu s8 03/2014nT-BTTTT ngay 11/3/2014 Clla Be>Thong tin va Truy€n thong quy .
diM Chuful kYnang sir d\lllg eong ngh~ thong tin.
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Mil VTVL: CMNV 09/0HTX-HC

Ten VTVL: PHO BIEN vA THEO DOl TID HANH PHAP LU~T
Don vi cong tic: Phong Tu phap
Quan Iy try'c ti~p: TruOng phong
Quan Iy chli'c nang: UBND qt$1 (huy~n, thi xa)
Quan h~ cong vi~c: Cac S6' ban ngfulh co lien quan; Cac phong ban, don vi, UBND xa, phuOng,
thi trfulva cac don vi, ca nban cOlien quan;

M1}ctieu vi tri cong vi~c: Can cu chi d~o Cllad.p tren, lanh d~o phong, cac quy dinh, van ban hi~n
hfulh Cllaco quan cac dp d~ th\IChi~n cac nhi~m V\lduqc giao; T6 chuc th\Ic hi~n cong vi~c, hu6ng
dfu1,theo doi, don d6c, ki~m tra, danh gia cac nhi~m V\lduqc giao theo doi tham muu.Hoan thfulh cong
vi~c duqc giao dam bao dUng tien dQ,chgt luqng, dUngquy dinh phap l~t; T~o S\Iph6i hqp cong vi~c
t6t v6i cac co quan, don vi lien quan.

Cac nhi~m V1}chinh Tieu chi danh gia hoim thimh
con viec

Ke ho~ch ban hfulh, ro vi~c, dam
bao ti~n dQ

Th\IChi~n dUngti~n dQ,hi~u qua

Th\fChi~n hi~u qua, dUngti~n dQ

Chuong trinh phoi hqp, bao cao
ket ua PBGDPL

Van ban ro nQidung

Van ban hu6ng dful ro nQidung.

Bao cao dUng tien dQ, dam bao
chgt luqn

Ke ho~ch ban hfulh, ro vi~c, dfun
bao tien dQ

Van ban chi d~o, bao cao

Hu6ng din nQi dung C\l thS, to
rang.

Van ban, bao cao
Tham muu giai quyet boi thuOng
thi~t h~ dUng quy dinh Cllaphap
lu~t
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Trinh dQchuyen mon:
-Dl;lihQc tra len, cac nganh: Lu~t.
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ngl;lch chuyen vien tra len;
- ChUng chi nghi~p V\lkhac: ChUng chi nghi~p V\l cong tac Tu phap
- Co chUng chi ngol;li ngii' vai trinh dQ tuong duang b~c 2 khung nang h,rc ngol;li ngii' Vi~t Nam
theo quy dinh tl;liThong tu s5 01/20 14/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao
tl;loban hanh khung nang h,rcngol;lingii' 6 b~c dUng choVi~t Nam;
- Co chUng chi tin hQc vm triOOdQdl;ltchuful ky nang su d\lfig cong ilgh~ thong tin ca ban theo quy .
dinhtl;li Thong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 Clla BQ Thong tin va Truy€n thong quy
dinh Chuful ky nang su d\lfig cong ngh~ thong tin.
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Mil VTVL: CMNV lO/OHTX-HC

Ten VTVL: TRQ GUlP pJlAp LY vA HOA GW a co so
Bon vi cong tac: Phong Tu phap
Qm'in ly tIVc ti~p: Tru6ng phong
Quan ly chu'c nang: UBND qt$1 (huy~n, thi xa)
Quan hf cong vifc: Cac Sa ban nganh co lien quan; Cac phong ban, dan vi, UBND xa, phuOng,
thi trfulva cac dan vi, ca nhan collen quan; .

M\lc tieu vi tri cong vi~c: Can cu chi d~o CllacAptren, lanh d~o phong, cac quy dinh, van ban hi~n
hanh cua ca quan cac dp d~ th\l'Chi~n cac nhi~m V\lduQ'cgiao; T6 chuc th\l'Chi~n cong vi~c, hu6ng
dfu1,theo d5i, don d5c, ki~m tra, danh gia cac nhi~m V\lduQ'cgiao theo d5i tham muu.Hoan thanh
cOngvi~c duQ'cgiao dam bao dUng ti~n dQ, chAtIuqng, dUng quy diOOphap Iu?t; T~o S\l'ph5i hqp
cOngvi~c t5t v6i cac ca quan, dan vi lien quan.

Cac nhifm vy chinh

1. Linh vy'Choa giai {y CO'SO'
- Tham muu van ban hu6ng dfu1UBND xa, phuOng, thi
trfulthuOngxuyen ki~n toan cac t5 hoa giai, hoa giai vien, I\l'a
chQncac hoa giai vien co trioo dQ,nang l\l'ctam huy~t d~ b~u
vao cac t5 hoa iai.
- Tham muu to chuc hu6ng dfu1ky nang hoa giai; thuOng
xuyen t5 chuc cac hQinghi, cung cApthong tin ill li~u vS cac
van ban phap Iu?t m6i, co lien qua OOfunnang cao ki~n thuc
ha Iu~t cho dQin - hoa iai vien.
- Tham muu cac bi~n phap duy tri va nang cao chat luqng mo
hinh t5 hoa giai 5 t5t
- Tham muu kiem tra vi~c trien khai th\Ic hi~n kip thOi thao
gO'cac kho khan vu6ng m~c cho t5 hoa giai

- Tham muu vi~c kiem tra, danh gia ve cong tac, hoa giai, sa,
t5ng k~t,h bi~u duang, khen thu6ng kip thOi cac t5 hoa giai,
hoa iai vien co thanh tich xuili s~c.
2.TrQ' giup phap ly

Tham muu Ke ho~ch trQ'giup phap Iy trien khai den cac dan
VI
Tham muu to chuc khao sat va tong hqp OOucau trQ'giup
ha I' tren dia ban
Tham muu ban hanh Van ban, lich tien dQ to chuc trQ'giup
ha I' luu dQn ~ xa, huOn , thi trful tren dia ban
Phoi hqp v6i Trung tam trQ'giup phap Iy, UBND xa, phuOng,
thi trAntrong vi~c t5 chuc th\Ic hi~n bu5i trQ'giup phap Iy tren
dia ban xa, huOn , thi trAn.
Tham muu cac bao cao thuOng xuyen, dQtxuat theo quy diOO
vS cOn tac hoa iai, trQ' .u ha I'.
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Tieu chi danh gia hoim thanh
cong vifc

Van ban tham muu ban haOOr5 nQi
dung, kip thOi, dUngquy diOOphap
Iu?t

LOp ~p huAn dam bao ch~t luqng,
cung cAp kip thOi cac tai li~u cho
hoa giai vien

Th\l'Chi~n hi~u qua, dUng quy dinh
phap lu~t

Th\Ic hi~n hi~u qua, dUng quy dinh
phap Iu?t

Ke hoe;tchr5 nQi dung, dam bao
dUn ti~ndQ,
Ban tong hqp OOu cau trQ' giup
ha I' Cllacac dan vi
Van ban, lich tien dQ

Th\l'c hi~n hi~u qua, dUng quy dinh
phap lu~t

Bao cao ban hanh dam bao tien dQ,
chAtluqn



Trinh 49 chuyen mon:
- f)~i hQc tro len, cac nganh: Lu~t.
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tro len;
- ChUng chi nghi~p V\lkhac: ChUng chi nghi~p V\lcong tac Tu phap
- C6 chUng chi ngo~i ngii vai trinh dQtuong duong b~c 2 khung nang h,rc ngo~i ngii Vi~t Nam
theo quy dinh t~i Thong tu s6 01/2014/TT-BGDE>T ngay 24/01/2014 cua BQ Giao d\lC va Dao
~o ban hanh khung nang h,rcngo~i ngii 6 b~c dung cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQ~t chuful ky nang su dl,lUgcong ngh~ thong tin C(]ban theo quy
diM ~ Thong tu s6 03/2014nT-BlTIT ngay 11/3/2014 cua BQ Thong tin va Truy~n thong quy
diM Chuful ky nang su dl,lUgcong ngh~ thong tin.
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Mil VTVL: CMNV 11/0HTX-HC

Ten VTVL: HANH cHiNH TUPHAP
Don vi cong tac: Phong Tu phap
Quan If try'c ti~p: TruOng phong
Quan If chrrc nang: UBND ql$1 (huy~n, thi xii)
Q~an h~ cong vi~c: Cac So' bannganh c6lien quan; Cac phong ban, dan vi, UBND xii, phuOng, thi
1ranva cac dan vi, ca nhan co lien quan; .

Myc tieu vi tri cong vi~c: Can cu chi d~o coo cAptren, lanh d~o phong, cac quy dinh, van ban hi~n
hanh coo 00 quan cac cApd~thvc hi~n cac nhi~m V\l duqc giao; T6 chuc thvc hi~n cong vi~c, hu6ng
dfu1,theo d6i, don d5c, ki~m 1ra, danh gia cac nhi~m V\l duqc giao theo d6i tham muu.Hoan thanh
cong vi~c duqc giao dam bao dUng ti€n d<),chAt luqng, dUng quy diM phap lu~t; T~o sv ph6i hqp
cong vi~c t5t vo; cac cO'quan, dan vi lien quan.

Cac nhi~m V1} chinh

Tham muu van ban hu6ng dfu1,kiem 1ranghi~p V\l ve chUng thvc;
Tham muu t6 chuc b6i du6ng nghi~p V\l cOng chuc chuyen mon
thu<)cUBND xii, phuOng, thi trAn1rongvi~c thvc hi~n cApban sao
tlr s6 g5c, chUng thvc ban sao tlr ban chinh, chUng thvc chii' leY va
chUn thvc h. d6n, iao dich.
Tham muu vi~c cap ban sao tlr so goc, chUng thvc ban sao tlr ban
chinh, chUn thvc chii' 'va chUn thVch . d6n, iao dich.
Tham muu UBND ql$1 (huy~n, thi xii) giai quyet vi~c thay doi,
cm chinh h<)tich cho ngum tlr dli 14 tu6i 1ra len va xac diM I~ dan
t<)ccho mQi1ruOnghqp, khong phan bi~t d<)tu6i, cApban sao 1rich
h,lCh<)tich, dang leY h<)tich c6 y€u t5 nuac ngoai theo quy dinh coo .
ha l~t
Chi d~o, hu6ng dfu1,kiem 1ravi~c to chuc, thVchi~n cong tac dang
leY va quan Iy h<)tich 1ren dia ban; t6 chuc b6i du6ng nghi~p V\l
quan Iy va dang leY h<)tich cho cOng chuc Tu phap-H<) tich xii,
huOn , thi trAn.
Quan ly cac so sach, bieu m~u ve h<)tich; luu trii so h<)tich, so
chUn thvc, iA to h<)tich theo u diM M l~t
Tham muu UBND ql$1 (huy~n, thi xii) ra quyet diM vi~c thu hoi,
hliy bo nhiing giAyto h<)tich do UBND xii, phuOng, thi 1rAncAp
1r~ v?'i quy diM Cllap~ap l~t (trir vi~ dang kYk€t hon vi lJh~
ve dieu ki~n dang leY ket hon theo quy diM coo phap lu~t ve hon
nhan va .a dinh .
Kiem 1ra cong vi~c dam nhi~m; thvc hi~n che d<)bao cao thuOng
xu en, d<)txuAttheo u diM.

Tieu chi danh gia hoim
thanh cong vi~c

Thvc hi~n hi~u qua, dung
quy diM pMp lu~t

Thvc hien chinh xac, kip
thm, dUn u diM ha I~t
Thvc hi~n kip thm, dUngquy
diM clia pMp I~t

Thvc hi~n hi~u qua, dUng
quy diM cua pMp lu~t

Luu trii so sach, ho sa day
du, khoa hQc.
Quyet dinh ban hanh dUng
quy diM phap lu~t

Bao cao ban hanh dron bao
ti€n d<),chAtluqn

Trinh dQ chuyen mon:
-B~i hQc tra len, cac nganh: Lu~t.
- Co chUng chi b5i du6ng nghi~p V\l quan ly nha nuac ng~ch chuyen vien tra len;
- ChUng chi nghi~p V\lkhac: ChUng chi nghi~p V\lcong tac Tu phap.
- Co chUng chi ngo~i ngii' vai trinh d<)tuang duO'ng b~c 2 khung nang Ivc ngo~i ngii' Vi~t Nam
theo quy dinh t~i Thong tu s6 01120 14/TT-BGDBT ngay 24/01/2014 cua B<)Giao d\lc va Bao
~o ban hanh khung nang l\Ic ngo~i ngii' 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcvo; trinh d<)~t chufut ky nang sir d\lllg cong ngh~ thong tin cO'ban theo quy
diM ~ Thong tu s6 03/2014m-BTTTT ngay 11/3/2014 cua B<)Thong tin va Truy~n thong quy
diM Chufut ky nang sir d\lllg cOngngh~ thong tin.
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Mil VTVL: CNMV 12/0HTX-HC

Ten VTVL: QuAN LY TAl cHiNH - NGAN SACH
Don vi eong me: Phong Till chinh - KS ho~ch
Quan If tn,re ti~p: TruOng phong
Quan If ehue nang: UBND ql$l (huy~n, thi xa)
Q~an h~ eong vi~c:Cac Sa ban nganh c6 lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
tran va cac don vi, ca nhan c6 lien quan;
M\Jc tieu vi tri cong vi~c: Tham muu cho lanh d~o trong c6ng tac dieu hanh, quan ly tai chinh, ngan
sach, cApdang leY kinh doanh, dinh gia tAisan hi~u qua; Hu6ng dful cac don vi Slrd\ll1gngan sach
quan ly, dieu hanh dam bao theo quy djnh cua nha nuac; Th\l'c hi~n vi~c thfun dinh, ki~m tra, giam
sat d6i vm cac nQidung c6ng vi~c duqc giao dam nhi~m.

Cac nhi~m V\lehinh Tieu chi danh ghi hoim thimh
" ."congvl~c

Tham muu cho lanh ~o phong ve vi~c xay dvng va phan bo d\l' Th\l'C hi~n dUng theo quy dinh,
toan ngan sach hang nam, d\l'toan be, sung trong nam dam bao tiSn dQ,hi~u qua.

Hu6ng dful cac don vi d\l' toan, UBND xa, phuOng, thi tran xay Th\l'C hi~n, dUng theo quy dinh,
dvng d\l'toan va quySt toan ngan sach hang nam; xaydvng trinh dam bao tien dQ,hi~u qua.
UBND cAphuy~n d\l'toan, quySt toan n~an sach va te,nghqp d\l'
toan, quyet toan ngan sach theo hu6ng dan CllaSa Tai chinh
Thclmdjnh quyet toan ngan sach xa, phuOng, thi tran, cac don vi Th\l'c hi~n, dUng theo quy dinh,
d\l'toan dam bao tien dQ,hi~u qua.
Thclmdjnh d\l' toM, quyet toan kinh phi boi thuOng GPMB khi Th\l'c hi~n dung theo quy dinh,
Nha nuac thu h6i dAt dam bao tiSn dQ,hi~u qua.

Tham muu vm lanh d~o phong trinh UBND ban hanh cac van Th\l'C hi~n dUng theo quy dinh,.
ban ve linh V\l'CTill chinh; Xay dvng chuong trinh, bi~n phap dam bao tiSn dQ,hi~u qua.
th\l'c hi~n nhi~m V\l cill cach hanh chinh trong linh V\l'CTill
chinh thuQctrach nhi~m quan Iv CllaPhong
Th\l'chi~n nghi~p V\lcap dang leY kinh doanh Th\l'c hi~n dUng theo quy djnh,

dam bao tiSn dQ,hi~u qua.
Th\l'c hi~n nghi~p V\ldinh gia till san Th\!C hi~n, dung theo quy dinh,

dam bao tien dQ,hi~u qua.

Kiem tra tinh hinh phan b6 va th\l'c hi~n d\l'toan ngan sach hang Th\!C hi~n dUng theo quy dinh,
nam dam bao tiSn dQ,hi~u qua.
Thclmdjnh tong hqp b6 sung d\l' toan de th\l'Chi~n cac nhi~m V\l Th\l'c hi~n, dUng theo quy dinh,
phatsinh dam bao tien dQ,hi~u qua.

Tong hqp cae bao cao thu, chi ngan sach djnh kYthang, quy, 6 Bao ~ao dUng thai gian, nQi dung
thang, nam bao cao UBND ql$l, Sa Till chinh thee quy djnh yeucau

Th\!Chi~n cac nhi~m V\ldQtxuAtphat sinh khac Th\l'c hi~n dUng theo quy dinh,
dam bao tiSn dQ,hi~u qua.

Trinh dQ ehuyen mon:
- D~i hQc tra len, ngAnh: Tai chinh, KS toan, Kinh tS.
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tra len;
- C6 chUng chi ngo~i ngu vai trinh dQ tuong duong b~c 2 khung nang l\!c ngo~i ngfr Vi~t Nam
theo quy dinh t~i Thong tu s6 01/2014/TT-BGDDT ngay 24/0112014 cua BQ Giao d\lC va Dao t~o
ban hanh khung nang l\!c ngo~i ngfr 6 b~c dung cho Vi~t Nam; .
- C6 chUng chi tin hQcvm trinh dQd~t chufulkYnang Slrd\ll1gcong ngM thong tin cO'bim theo quy dinh
~ Thong tu s6 03/20 14/TT-BTITI ngay 11/3/2014 cua BQThong tin va Truy€n thong quy dinh Chuful
kYnang Slrd\ll1gcong ngh~ thong tin.
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Mil VTVL: CNMV 13/0HTX-HC

Ten VTVL: QuAN LV KEHO~CH vA DAu Tv'
Don vi cong tac: Phong Tai chinh - K~ ho~ch
Quan ly tl1}'cti~p: TruOng phong
Quan ly chuc nang: UBND qt$1 (huy~n, thi xa)
Q~an h~ cong vi~c:Cac Sa ban ngclnhc6lien quan; Cac phong ban, don vi, UBND xa, phuOng, thiO
tran va cac don vi, ca nhan c6 lien quan;
M1}ctieu vi tri cong vi~c: Tham muu cho lanh ~o phong trong cong mc thfun dinh cac d\l' an dfrutu
~t hi~u qua; Th\l'c hi~n vi~c thfun dinh, ki~m tra, giam sat d5i vm cac nQidung cong vi~c duqc giao
dam nhi~m; Ph5i hqp ch~t che vm cac don vi lien quan d~ dam bao ti~n dQcong vi~c.

Bao cao dam bao, tien dQ, chat luqng,
dUngquy dinh.

Quyet dinh hanh chinh tuan thu dUng
quy trinh, quy dinh; dam bao tiSn dQ,
chdt luqng; Bien ban ki~m tra cong mc
iao kS ho~ch, dam bao chdt luqn
Dam bao chat luqng, tien dQ dUng theo
quydinh.

Van ban tuan thu dUng quy trinh, quy
dinh; dam bim ti~n dQ,chdt luqng

Tieu chi danh ghi hoim thanh
congvi~c

Dam bim dUng quy dinh, dap Ung tien
dQ,chdt luqn
Tuan thu cac quy dinh cua nha nuac,
dam bao, tiSn dQ,chdt luqn .
Van ban tuan thu dUng quy trinh, quy
dinh; dam bao ti~n dQ,chdt luqng

Th\l'c hi~n quyet toan ngan sach chi dau tu; tham muu
phan b6 v5n cho cac d\l' an thuQc nhi~m V\l chi cua
u~n va TP; xu I' hk m~m s5 li~u h\lc V\lchi
Tham muu xay d\l'llg cae bao cao dQtxuat, bao cao dinh
IcY thuQc linh V\fcK~ ho~ch - DAu tu (giam sat dfru tu;
ti~n dQ iai n an, u ~t toano..
Tham dinh quyet toan cong trinh hoan thanh; Theo
d5i, tham muu don d5c cac dan vi th\l'c hi~n cong tac
u ~t toan
Cong mc thanh tra, kiem tra; giai quyet don thu thuQc linh
V\l'CKS ho~h - DAu tu
Cong vi~c, nhi~m V\lphat sinh khac theo phan c6ng

Cac nhi~m V1} chinh

Cong mc xay d\l'llg, tong hqp, bao cao chi tieu ke hoi;lch
Kinh t~ - xa hQihfuJ nam
Tham muu, tham dinh, bao coo, huang dful xay d\l'llgKe
ho~ch dfrutu con tren dia ban.
Tham dinh, tham muu trinh phe duy~t chu wong dau tu,
k~ ho~ch l\l'a chQn nha thAu,h6 sa mOi thAu,k~t qua l\l'a
chQn nha thfru, d\l an dAu tu cong (khong c6 du thclnh
xay d\l'llg;Tham gia ki~m tra hi~n wOng va d\l rna thAu
cac 6i thAud\l'an dAutu.
Tham muu trinh UBND d6ng g6p y kien vao cac d\l' an
PPP va d\l an ngoai ngan sach (D~ xuftt chu wong dAu
tu, dp gidy chUng nh~ dang kYdAutu va cac c6ng vi~c
c6 lien quan); Theo d5i, t6ng hqp d\l' an d\l an PPP
va d\l' an dfru tu n oai n an sach •
Tham muu xay d\l'llg danh m\lC ke ho~ch von th\l'Chi~n
cac d\l an hang nam; Ki~m tra cong mc giao k~ ho~ch cac
d\l' an do UBND xa, phuOng, thi trdn lam chu ddu tu.

Quyet dinh phe duy~t quyet toan; cac
van ban hclnhchinh, dam bao chdt luqng,
dUn tiSn dQ.
DUng quy dinh, thOi gian, dam bao chat
luqn
NQi dung bao cao dam bao chat luqng,
dUn thOi ian u dinh.

Trinh dQ chuyen mon: f)~i hQc tra len, nganh: Tai chinh, KS ho~ch, Xay d\l'ng, Kinh tS do thi ...
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tra len;
- C6 chUng chi ngo~i ngu vm trinh dQ tuong duang b~c 2 khung nang l\l'c ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s5 01/2014/TT-BGDDT ngay 24/0112014 cua BQ Giao d\lC va Dao t~o
ban hanh khung nang l\l'c ngo~i ngu 6 b~c dung cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQd~t chufu1kYnang su d\lllg cong ngh~ thong tin cO'ban theo quy dinh
~ Thong tu s5 03/2014m-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy dinh Chuful
kYnang su d\lllg cong ngh~ thong tin.
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Mil VTVL: CMNV 14/0HTX-HC

Ten VTVL: QuAN LY vE NONG NG~P (d6i vm qu~n)
Don vi cong tac: Phong Kinh t~
Quan If tl1!Cti~p: TruOng phong
Quan If chli'c nang: UBND qt$1
Quan h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi, UBND phuOng va cac
don vj, ca nhan cOlien quan.
M\lc tieu vi tri cong vi~c: Can Cllchi d<;toCllacAp1ren, lanh d<;tophong, cac quy djnh, van bfm hi~n .
hanh Cllaca quan cac cApde th\lChi~n cac nhi~m V\lduQ'cgiao; Tf>ChllCth\lc hi~n cong vi~c, hu6ng
dful, theo dei, don d5c, Idem 1ra, danh gia cac nhi~m V\lduQ'cgiao theo dei tham muu. Hoan thanh
c6ng vi~c duQ'cgiao dam M.o dUng ti~n dQ, ch&tluQ'llg,dUng quy diOOphap l~t; T<;toS\l ph5i hQ'P
cong vi~ t5t vm cac ca quan, don vi lien quan.

Cac nhi~m V\l chinh

am muu lanh d<;tophong xay d\lllg Chuong trinh, DS an, K~
o<;tch,Cong van, Bao cao, Tatrlnh ... 1ren linh V\fC1r6ng1r9t, chan
uoi thu y, nuoi 1r6ng thlly san, chuyen djch co c&ucay 1r6ng 1ren
ja ban
am muu tf>nghQ'P,dS xuAtchinh sach h5 1rQ'phat trien san xu&t
ong nghi~p va trien khai th\lc hi~n theo quy djnh.
fun djnh h6 sa va tham muu lanh d<;tophong cac quy~t djnh trlOO
ND qt$1 (huy~n, thi xa) phe duy~t cac phuong fu1 chuyen djch
c&ukinh t6 1ren dja ban thea trlnh tl! quy djnh. Ph5i hQ'Pgiam

at, Idem 1ravi~c trien khai th\lC hi~n cac phuong an chuyen djch
a c&ukinh t6 1rendja ban.
am muu th\lC hi~n mi6n bu thlly lQ'iphi thea dUng quy djOO;
am muu lanh d<;tophong xay d\lllg phuong an phong ch5ng h<;tn,
h5ng Ungng~p cho cay 1r6ng
am muu lanh d<;tophong trien khai c6ng tIlc v~ sinh an toan th\lc
hfun linh V\fCNong, lam thlly san
u6ng dful th\lChi~n k~ ho<;tchsan ~uAthan& "'& l~p h6 sa, t!tllWc
\lC hi~n chinh sach Cllathanh pho, qt$1 ve ho 1rQ'phat trien san
uAtnong nghi~p, xay d\lllg va trien khai cac mo hinh chuyen giao
BKT, ~p huful hu6ng dful kYth~t san xuAt.

am muu c6ng tIlc giro quy6t don thu thuQc linh V\fCnong nghi~p.

am muu TruOng phong thfun djnh cac phuong an GPMB theo
Ungquydjnh

.em 1ra,giam sat cong vi~c dam nhi~m

bng hQ'P,xay d\lllg bao coo thang, quy, nam clla phong; va cac
ao cao chuyen dS thuQc linh V\fCNong nghi~p, tbng hQ'P,bao cao
a 1myId~n ClItri cOlien quan d~n phong.

38

Tieuchi danh gia hoim thanh
congvi~c

Th\lc hi~n kip thm, hi~u qua,
ban hanh dUng thai gian, ti~n
dQ.

Tham muu dUngquy djOO

Tham muu dUngquy djOO

Tham muu dUng,kip thm

Tham muu dUngquy djOO

Dam bao ti€n dQ, ch~t luQ'llg
congvi~c

Tra 1m dUng, kip thm theo yeu
c~u
Dam bao dUng vS ch€ dQ,
chinh sach quy djnh
Danh gia duqc k€t qua d<;tt
duQ'c, phat hi~n OOGngv~ d~
con t6n t<;tide co hu6ng kh~c
ph\lc

Bao cao dUng thm gian va nQi
dungyeuc~u



Trinh dl} chuyen mon:
- D~i hQc tra len, nganh: Nong nghi~p, Nong hQc, Tr6ng trQt, Chan nuoi, Thti y, Bao v~ th\l'c .
v~t.
- C6 chUng chi b6i du5ng nghi~p V\lquan Iy nha nuac ng~ch chuyen vien tra len;
- ChUng chi nghi~p V\l: Nghi~p V\l dAu thAu; nghi~p V\ll~p, thfun dinh d\l' an; nghi~p V\l kiSm
tra, danh gia pharr lo~i co sa san xuAt kinh doanh nong lam thuy san; nghi~p V\l th~m dinh, dp
giAychUng nh~ du dieu ki~n dam bao an toan th\l'c phfun.
- C6 chUng chi ngo~i ngu vm trinh dQtuang duang b~c 2 khung nang l\lc ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s5 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va DflO .
t~o ban hanh khung nang I\l'cngo~i ngii' 6 b~c dimg cho Vi~t Nam;
- C6 chUng chi tin hQcvm trlnh dQ~t ch~ leY nang su d\lfig cong ngh~ thong tin co ban theo quy
diM ~ Thong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 cua BQ Thong tin va Truyen thong quy
diM Ch~ leY nang su d\lfig cong ngh~ thong tin.
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Mil VTVL: CMNV 15/0HTX-HC

Ten VTVL: QuAN LY vE THiN LQI (DE DrEU, PHONG CHONG Ll)T BAO)
Don vi cong tac: Phong Kinh t~
Quan Iy try'c ti~p: TruOng phong
Quan Iy chuc nang: UBND ql$l (huy~n, thi xa)
Quan h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, dan vi, UBND xa, phuOng, thi
trfutva cac dan vi, ca nhan co lien quan.
Myc tieu vi tri cong vi~e: Can Clrchi ~o CllacAptren, Hinhd~o phong, cac quy dinh, van ban hi~n
hanh CllaC(Jquan cac cApd~ tln,rchi~n cac nhi~m Vl)duqc giao; T6 chlrCth\l'Chi~n cong vi~c, hu6ng
dful, theo dei, don d6c, ki~m tra, danh gia cac nhi~m Vl)duqc giao theo dei than1 muu. Hoan thanh
cOng vi~c duqc giao dam bao dUng ti~n d9, chAt luqng, dUng quy dinh phap I~t; T~o S\l'ph6i hqp
cOngvi~c t6t vm cac C(Jquan, dan vi lien quan.

Cae nhi~m vy. chinh Tieu chi danh ghi hoan thanh
,. .,.congVl~e

Tham muu lanh d~o Phong, ThuOng trl)'cBCH phong K~ ho~ch, phuang an xay dl)'Ilgdam baoch6ng thien tai ql$l xay d\l'l1gk~ ho~ch hang nfu11,va dai
h~ v~ cong tac phong ch6ng thien tai. chAtluqng, ti~n d9.

Trien khai cac giro phap, don doc, hu6ng dful, kiem tra, TriSn khai d6ng b9, d~y du cac n9i dunggiam sat vi~c th\l'Chi~n cac n9i dung v~ quan Iy thuy lqi,
de di~u, phong ch6ng h,1tbao. . cOngvi~c, dam bao tinh kip thm, hi~u qua

Theo dei, tong hqp cac wOng hqp vi ph~ ve phong Chu d9ng phoi hqp vm cac nganh chuc
ch6ng thien tai; Tham muu BCH phong ch6ng thien tai nang va dia phuang trong theo dei, giam sat
trong cong tac xU Iy cac vi ph~ L~t de di~u. . cac vi ph~ de di~u va phong ch6ng thien

tai.

De xuat mua sfu11v~t tu, thiet bi phl,lCVl)cong tac PCTT. V~t tu dam bao chat luqng, so luqng, sfuI
Ma s6 theo dei cApphat v~t tu, cOngC1,1,dl,lIlgc1,1lien sang ~ng mc phong ch6ng thien tai khi cO
quan d~n linh Vl)'Cphong ch6ng thien tai. yeucau.

Chiu trach nhi~m thanh quyet toan cac khoan chi ho~t Cong tac thanh toan dam bao dung h~"
d9ng Cllalinh Vl)'Cduqc phan cOngo d~g quy dinh, khong gay anh huang den

tien d9 th\l'Chi~n cac nhi~m Vl).

Tang hqp theo dei, cham cong doi v6i cac dan vi, I\l'c Thanh toan cho cac dan vi dUngh~luqng lam nhi~m Vl)trl)'cPCTT theo quy dinh.

Chiu trach nhi~m sir dl,lIlg,bao quan giu dau phong S~dl,lIlgdUng quy dt~, quan ly ch~t che
ch6ng thien tai theo quy dinh. dau va bao quan con dau CllaBCH.

Th\l'Chi~n cac nhi~m Vl)khac do Hinhd~o Phong phan Hoan thanh cac nhi~m Vl)theo yeu cau cua
cOngo lanhd~o.

Trinh dQ ehuyen mon: D~i hQc tra len, nganh: Thuy lqi, Xay d\l'Ilg;
- Co chUng chi b6i du5ng nghi~p v1,1quan ly nha nucrc ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngu vm trinh d9 tuang duang b~c 2 khung nang l\l'c ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 0I/2014/TT-BGDDT ngay 24/0112014 cua B9 Giao d1,1cva Dao .
t~o ban hanh khung nang l\l'c ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcv6i trinh d9 d~t chuful ky nang sir dl,lIlgcong ngh~ thong tin C(Jban theo quy
dinh ~ Thong tu s6 03/20 14/TT-BTTTT ngay 11/3/2014 cua B9 Thong tin va TruySn thong quy
dinh Chuful kYnang sir dl,lIlgcong ngh~ thong tin.
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Mil VTVL: CMNV 16/0HTX-HC

Ten VTVL: QuAN LY THUONG MAl'.
Don vi cong tac: Phong Kinh te
Qmin ly trvc ti~p: TruOng phong

Quan ly ch.rc nang: UBND qt$1 (huy~n, thi xli)

Q~an h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi; UBND xa, phuOng, thi
tran va cac don vi, ca nhan co lien quan.

My.c tieu vi tri cong vi~c: Can cu chi d~o CllacAptren, lanh d~o phong, cac quy diM, van ban hi~n
harm Clla00 quan cac cApd~ th\lc hi~n cac nhi~m V\l duqc giao; T6 chuc thl,!chi~n cong vi~c, hu6ng
dfu1,theo dei, don d5c, ki~m tra, danh gia cac nhi~m V\l duqc giao theo dei tham muu. Hoan thanh
cong vi~c duqc giao dam bao dUng tien dQ, chAtluqng, dUng quy djnh phap I~t; T~osl,! ph5i hqp
c6ng vi~c t5t vm cac cO'quan, don vi lien quan.

Cac nhi~m vy.chinh

Tham muu xay dlJIlg cac van ban chi d~o, dieu hanh,
hu6ng dfuJ.thl,!chi~n c6ng tac quan Iy thuong m~, quan Iy,
dAutu khai tac chq ...
T5 chuc trien khai k€ ho~ch va cac giai phap thl,!c
hi~n nQi dung v€ quan Iy thuO'ng m~i; cong tac quan
Iy, dAutu khai tac chq. Chq van minh thuong m~,

T6 chuc thl,!c hi~n cong tac ki~m tra, giam sat

Tham muu cap du dieu ki~n v~ sinh an toan thl,!cpham

Ph5i hqp v6'i cac cO' quan, dan vi co lien quan trong
t6 chuc th\Ic hi~n cong tac quan Iy v€ thuO'ng m~i;
Tong hqp, bao cao cac nhi~m V\l duqc giao

Th\IC hi~n cac nhi~m V\l khac do lanh d~o Phong phan
c6ng.

Tieu chi danh gia hoan thanh
congvifc

Van ban co tinh kha thi, kip thm, phil hqp
vm chuc nang, nhi~m V\l cua co quan, don
Vl.
Trien khai d6ng bQ, day du cac nQi dung,
co S\Id6i mm, dam bao tien dQ,chAtluqng
da d€ ra trong ke ho~ch (ho~c phuong an,
d€ an)
Dam bao vi~c to chuc thl,!Chi~n Clla co
quan, don vi dUng theo quy djnh Cllaphap
lu~t;
Dam bao chMluqng va tien dQ

Chil dQng,ph5i hqp ch~t che, hi~u qua

Bao cao dUngthm gian, nQidung yeu cau.

Hoan thanh cac nhi~m V\l theo yeu cau cila
lanhd~o.

Trinh dQ chuyen mon:
- D~i hQc tra len, nganh: Thuang m~i, Kinh te, Quan tri Kinh doanh, Lu~t ...
- C6 chUng chi b6i du5ng nghi~p V\l quan Iy nha nu6'c ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngil' v6i trinh dQ tuong duO'ng b~c 2 khung nang l\lc ngo~i ngil' Vi~t Nam
theo quy dinh ~ Thong tu sa 01l2014/TT-BGDDT ngay 24/01/2014 cua Be>Giao d\lc va Dao .
~o ban hanh khung nang l\Ic ngo~ ngil' 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcvm trinh dQ~t chuful Icy nang sir d\lIlg c6ng ngh~ thong tin co ban theo quy
diM ~ Thong tu sa 03/20 14m-BTTTT ngay 11/3/2014 CllaBe>Thong tin va Truy~n thong quy
djnh Chuful Icy nang sir d\lIlg c6ng ngh~ thong tin.

41



Mii VTVL: CMNV 17/0HTX-HC

Ten VTVL: QuAN LY CONG NGHI¥P, TIEU THU CONG NGID:E:P
Don vi cong tic: Phong Kinh t€
Quan ly tlVc ti~p: TruOng phong
Quan ly chu'c nang: UBND ql$l (huy~n, thi xii)
Q!1an h~ cong vi~c: Cac So' ban nganh cOlien quan; Cac phong ban, dan vi; UBND xa, phuOng, thi
11'anva cac dan vi, ca nhan cOlien quan.
Myc tieu vi tri cong vifc: Can cu chi d~o cUacAp11'en,lanh d~o phong, cac quy dinh, van ban hi~n
hanh cUa C<Y quan cae cap d~ tl11,lChi~n cac nhi~m V\lquan Iy v~ linh V\l'Ccong thuang m~, ti~u thli
c6ng nghi~p: c6ng mc an toan di~n; ch5ng buon I?u, gian l?n thuang m~, hang gia bao v~ quy~n lQi
ngum tieu dUng;quan Iy nha nuac ve ho~t dQnghoa chAt,di~n, xang ddu, khi ddu mo hoa long; Quan
Iy va phat m~n lang nghe ...; T6 chuc th\Ic hi~n c6ng vi~c, huang dfu1,theo d5i, don d5c, ki~m 11'a,
danh gia cac nhi~m V\lduQ'cgiao theo d5i tham muu. Roan thanh cong vi~c duQ'cgiao dam bao dUng
ti€n dQ,chAtlugng, dUng quy dinh phap Iu?t; T~o S\Iph5i hgp c6ng vi~c t5t vm cac co quan; dan vi
lien quan.

Cac nhi~m V\l chinh Tieu chi danh gia holm thanh
" ."congvl~c

Tham muu xay d\Il1gcac van ban chi ~, dieu hanh, Van ban c6 tinh kha thi, kip thm, phli hgp

huang dfu1th\Ic hi~n c6ng tac quan Iy v~ cong nghi~p, ti€u vm chuc nang, nhi~m V\lcUacac C<Y quan,

thli c6ng nghi~p; xUIy van ban di d€n dan vi; th\Ic hi~n dUngquy trinh xu Iy van
ban.

Td chuc th\Ic hi~n cac De an, chuang trinh, ke ho~ch Trien khai dong bQ, day dli cac nQi dung
thuQccac ddu vi~c duQ'cgiao tham muu cong vi~c, dam bao c6 S\I d6i mm, nang

cao chAtlugng, hi~u qua

Cong mc kiem 11'achang buon I?u, gian l?n thuang m~, Th\Ic hi~n vi~c kiem 11'a,kiem soM thi
hang gia bao v~ quyen lQi ngum tieu dUng:Ph5i hgp wOng theo k€ ho~ch va dQtxuAtdam bao
ki~m tra cae chuyen de ve Khi ddu rna hoa long, xang dUngquy dinh cUaphap lu?t
ddu, di~n, hoa chAt,ATIP, cac linh V\l'Cve thuang m~

Cong mc quAnIy nha nuac v€ phat men lang nghe Trien khai cac nQi dung chuang trinh theo
k€ ho~ch dam bao ch~t lugng, ti~n dQ.

Phoi hgp vm cac ca nhan, dan vi 11'ongtham muu th\IC Chli dQng,phoi hgp ch~t chiS,hi~u qua
hi~n nhi~m V\l

T6ng hgp, bao cao cac nhi~m V\lduQ'Cgiao Bao cao dUngthm gian, dUngnQidung.

Th\IChi~n cac c6ng vi~ dQtxuat, phat sinh khac Dam bao dUngtien dQ,chat lugng

Trinh d{) chuyen mon: D~ hQc tra len, nganh: KiOOt~, Quan Iy kiOOt€, Thuang m~i, QuAn tri
kiOOdoanh ...
- C6 chUng chi b6i du5ng nghi~p V\lqUAn!y OOanuac ng~ch ch?yen vien tra len; ,
- ChUn~ chi nghi~p V\l: Nghi~p V\l dau thau; nghi~p V\l I?p, tham diOOd\I an; nghi~p V\l tham
diOO, cap giAy chUng OO?n dli dieu ki~n kiOOdoanh; nghi~p V\l t6 chuc ki~m tra, xu Iy vi
ph~.
- C6 chUng chi ngo~i ngu vm triOOdQ tuang duang b?c 2 khung nang l\Ic ngo~i ngu Vi~t Nam
theo quy diOO~ Thong tu s5 01/2014/TT-BGDDT ngay 24/01/2014 clia BQ Giao dl,lc va Dao
~o ban hanh khung nang l\Ic ngo~i ngiI 6 b?c dUng cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQ4t chuful Icy nang su dl,lllgcong ngh~ thong tin co ban theo quy
dinh ~ Thong tu s5 03/2014!IT-BTTTT ngay 11/3/2014 cUa BQThong tin va Truyen thong quy
dinh Chuful Icy nang su dl,lllgc6ng ngh~ thong tin.
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Mil VTVL: CMNV 18/0HTX-HC

Ten VTVL: QuAN LV KHOA HQC CONG NGm:
Bon vi cong mc: Phong Kinh tS
Quan Iy tl1}'cti~p: TruOng phong
Quan Iy chuc nang: UBND q\$I (huy~n, thi xa)
Q}lan h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi; UBND xa, phuOng, thi
tran va cac don vi, ca nhan co lien quan.
My.c tieu vi trl congvi~c: Tham muu v6i lanh d{lo00 quan SO{lllthao van ban, tl1\l'chi~n quan ly
khoa hQc cong ngh~ tren dia ban dam bao hi~u qua, dUngquy dinh chuc nang, nhi~m V\l, quy~n h{lll
Clla00 quan;' Thl,l'chi~n kiem tra, giam sat, bao cao ne>idung cong vi~c duqc giao; T{loSl,l'ph6i hqp
c6ng vi~c t6t v6i cac 00 quan, don Vi lien quan.

Cac nhi~m vy.chinh

am muu v6i lanh d?o 00 quan: SO{lllthao van ban de thl,l'chi~n
uan ly nha nuac v~ khoa hQc c6ng ngh~ tren dia ban; thl,l'chi~n
.~m V\l Cllaco quan thuOng trl,l'cHe>id6ng khoahQc va cong ngh~
lla UBND \$I u ~n, thi xa
am muu v6i lanh d{lophong trien khai thl,l'chi~n cac van ban phap

~t, quy hO{lch,kS ho?ch, nhi~m V\l cm cach hanh chinh v6 linh \'\IC
oa hQc va cong ngh~ sau khi duqc ban hanh, pbe duy~t; thong tin,
yen truy6n, huang dfu1van ban phap l~t, co chS chinh sach, chuyen
on, nghi~p V\l trong linh \'\IC khoa hQc va cong ngh~; xay dl,l'llgM
6ng thong tin, th6ng ke v6 khoa hQc va cong ngh~ ~ dia phuong
eo huan dfuJ.CllaSaKhoa hQc& CN.
am muu phat trien phong trao lao de>ngsang t{lo,pho bien, ll,l'achQn
ac tiSn be>khoa hQc va cong ngh~, cac kSt qua nghien Clmkhoa hQc
a phat trien cong ngh~, cac sang chS, sang kiSn, cm tiSn ky thu~t, hqp

'1 hoa san xuAt de ap,d\lllg ~ dia phuong; t6,chuc thl,l'chi~n ca dich
. khoa hQcva con n ~ tren dia ban

am muu quan 1'1 hO{ltde>ngtieu chufuJ.,do luOng, ch~t luqng theo
uy diM Cllaphap l~t va huang dfuJ.CllaSO'Khoa hQCva Cong ngh~

o chuc thanh tra, kiem tra va xu 1'1 vi ph~ doi v6i cac to chuc, ca
an trong vi~c cMp hanh chinh sach, phap lu~t v6 khoa hQcva cong
~ tren dia ban theo u dinh Clla ha lu~t

l,l'Chi~n chS de>bao cao thuOng xuyen, de>txuAttheo quy diM

Tieu chi danh gia hoim
thanh cong vi~c

Thl,l'Chi~n hi~u qua, dung
chuc nang cua nganh.

Thl,l'chi~n kip thm, hi~u qua
theo ThuySt minh cua SO'
KHCN, chuong trinh Clla
q\$I (huy~n, thi xa), co
nghi~m thu kSt qua hang
nam.

Thl,l'Chi~n chu de>ng, sang
t{lo, phu hqp v6i chuc nang
cua nganh va thl,l'c tien dia
phuong. Banh gia theo tUng
dqt, hi~u ua a d\ln
Bam bao tien de>,chat luqng
c6ng vi~c theo chuyen m\lc
cua sO'KHCN.
Thl,l'c hi~n hi~u qua, dung
chuc nang, nhi~m V\l cua
nanh
Bao cao dUng thm gian va
ne>idun eu c~u.

Trinh dQ chuyen mon: B{li hQCtra len, nganh: Cong ngM, Ky thu~t.
- Co chUng chi b6i du6ng nghi~p V\l quan 1'1nha nuac ng{lchchuyen vien tr6 len;
- Co chUng chi ngo?i ngfr vai tririh de>tuong duong b~c 2 khung nang ll,l'cngo<;tingfr Vi~t Nam '
theo quy dinh t{liThong tu s6 01/2014/TT-BGDBT ngay 24/01/2014 cua Be>Giao d\lC va Bao
t<;toban hanh khung nang ll,l'cngo<;tingfr 6 b~c dung cho Vi~t Nam;
- Co chUng chi tin hQcv6i trinh de>d<;ttchufuJ.ky nang su d\lllg cong ngh~ thong tin co ban theo quy
diM ~ Thong tu s6 03/20 14ill-BTTTT ngay 11/3/2014 cua Be>Thong tin va Truy~n thong quy
diM ChufuJ.ky nang su d\lllg cong ngh~ thong tin. '
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Mil VTVL: CMNV 19/0HTX-HC

Ten VTVL: QuAN LY KINH TE Ti.\P THE vA TUNHAN
Don vi eong tae: Phong Kinh t~
Qmln ly tIVe ti~p: TruOng phong

Quan ly ehue nang: UBND qt$1 (huy~n, thi xii)
Quan h~ eong vi~e: Cac So' ban nganh cOlien quan; Cac phong ban, dan vi; UBND xii, phuOng, thi
trfuJ.va cac dan vi, ca nhan co lien quan.
My.e tieu vi tri eong vi~e: Can cu chi dl;lOcUacAptren, lanh dl;lOphong, cac quy dinh, van ban hi~n
hanh cUaco quan cac clp d~ th\lChi~n cac nhi~m V\ldugc giao; T6 chuc th\lChi~n cong vi~c, hUOng ,
ciful, theo d5i, don d6c, ki~m tra, danh gia cac nhi~m V\ldugc giao theo d5i tham muu. Hoan thanh
oong vi~c dugc giao dam bao dUng ti6n dQ, chAtlugng, dUng quy dinh phap lu?t; Tl;lOS\l ph6i hgp
oong vi~c t6t vo; cac co quan, dan vi lien quan.

Cae nhi~m vy. ehinh

am muu lanh ctl;lophong xay d\lllg D~ an; k6 hOl;lChphat tri~n
t~~p th~ 05 nam va hang nam

am muu t6ng hgp, d~ xudt chinh sach h5 trg pMt tri~n kinh t6
~pth~, kinh t6 tu nhan theo quy dinh.

am muu lanh dl;lOphong vi~ 16 chuc th\lc hi~n D~ an s~p
6p, cling c6 nang cao hi~u qua hOl;ltdQngcua cac HTX dich V\l
ong nghi~p v~ kinh t~ ~p th~ tren dia ban

am muu t6 chuc ~p hudn nghi~p V\lcong mc qulin ly kinh t6
~pth~, tu nhan cho can'bQ qulin ly, cac HTX tren dia ban

.~m tra, giam sat cong vi~c dugc giao

ong hgp~xay d\lllg bao cao th\lChi~n De an, boo cao nam, cac
ao cao chuyen d~ v~ phat tri~n kinh t6 ~p th~, tu nhan tren dia
an

Tieu chi danh gia hoan thanh
eongvi~e

Th\lC hi~n kip thOi, hi~u qua, ban
hanh dUngthOi gian, ti6n dQ.

Tham muu dUngquy dinh

Tham muu dUng quy dinh, bam
sat nQidung cua D~ an

Tham muu dUngquy dinh

Danh gia dugc ket qua dl;ltdugc,
phlit hi~n nhung vfuJ.d~ con t6n tl;li'
d~ c6 huOn kh~c h\lc

Bao cao dUng thOi gian va nQi
dung yeu cAu

Trinh dq ehuyen mon: Dl;lihQc tra len, nganh: Kinh t6, Tai chinh, K~ toano
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nucrc ngl;lch chuyen vien tra len;
- ChUng chi nghi~p V\l: HQi nh~p kinh t6 qu6c t~, nghi~p Y\l dAuthAu; nghi~p v\ll~p, thfrm dinh
d\l an.
- Co chUng chi ngol;li ngii vo; trinh dQtuang dudng b~c 2 khung nang l\lc ngol;li ngu Vi~t Nam
theo quy dinh tl;liThong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va Dao
tl;loban hanh khung nang l\lc ngol;lingii 6 b~c dung cho Vi~t Nam;
- C6 chUng chi tin hQcvo; trinh dQdl;ltchufrnkYnang su d\lllg oong ngh~ thong tin co ban theo quy
dinh tl;liThong tu s6 03/20 14/TT..:BTTTTngay 11/3/2014 cua BQThong tin va Truy~n thong quy
dinh ChufrnkYnang su d\lllg oong ngh~ thong tin.

44



Mi vrVL: CMNV 20/0HTX-HC

Ten vrVL: QuAN LY vi: TRONG TRQT, BAo ~ THVc v~T (d6i vm huy?n, thi xii)
Don vi cong mc: Phong Kinh t~
Quan Iy tJvc ti~p: TruOng phong
Quan Iy chti'c nang: UBND huy~n, thi xi
Quan h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi; UBND xii, thi trfu1va
cac don vi, ca nhan cOlien quan.

M\lc tieu vi tri cong vi~c: Tham muu xay d\lIlg va trien khai cac van ban thuQc linhvvc quan ly
tr6ng trQt (bao v~ th\lCv~t); Ph5i hqp, don d5c, hu6ng dful, kiem tra, giam sat vi~c t6 chilc th\l'Chi~n
nhi~m V\lchuyen man tr6ng trQttrong san xuAtnang nghi~p; T~o S\l ph5i hqp cong vi~c t6t vOl cac
00 quan, don vi lien quan.

Trien khai cac rna hinh san xuat giang, rna hinh danh
gia hi~u qua kinh t~ cac lo~ cay tr6ng, danh gia hi~u
ua kiOOt~ huon ha san xufttmOl
Di co sa don doc, hu6ng dfu1nang dan gieo trang,
cham soc, phong trir sau b~OOh~ cay tr6ng; Kiem
dich th\lc v~t
Th\lc hi~n cac chinh sach h5 trQ'khuyen khich phat
trien san xuftt nang nghi~p linh V\fCtr6ng trQt

Hu6ng dful cac xii, thi tran l~p d\l an chuyen doi co
cAucay tr6ng; th\lC hi~n chuyen d6i 00 cftu cay tr6ng
OOfuntan cao .a 1Ii san xuftt tron non n .~
Kiem tra, giam sat chat luqng, tien dQ cong vi~c doi
v6i dQin - OOanvien tr6n trQtva Bao v~ th\lc v~t
Th\lc hi~n cM dQbao'cao dinh kY, dQtxuat theo quy
diM.

Tieu chi danh gia hoim thanh cong vi~c

Van ban ban hanh dam bao ch~t luqng nQi
dung va kYth~t trinh bay van ban.

Doi 1:uqngla cac hQ dan, Ban quan tIi cac
HTX nang nghi~p, dQingii OOanvien tr6ng
trQtvaBVTV

M\!c dich tim ra cm m6i de OOanrQng vao
san xu~t d~ tra

Co S\l phan cong, ph\! trach timg xa C\!thS

CBCC la OOilngngum th\lC thi chinh sach;
d6i tuqng hUOnglQ'ila cac t6 chuc, ca OOan
dia huon va cac doanh n hi~
Gan v6i Chuong triOO "PhM trien nang
nghi~p, xay d\lIlg nong than mOl, nang cao
dm son non dan"
Kiem tra, giam sat dam bao lqp thm, hi~u
ua.
Bao cao dUngthm gian va nQidung yeu duo

Trinh dQ chuyen mon: D~i hQc tra len, nganh: Nong nghi~p, Nang hQc, Tr6ng trQt, Bao v~
th\lc v~t.
- Co chUng chi b6i duang nghi~p V\lquan ly nha nucrc ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngii' v6i trinh dQtuong duong b~c 2 khung nang l\lc ngo~i ngii' Vi~t Nam
theo quy dinh t~i Thong tu s6 01/20 14/TT-BGDDT ngfty 24/01/2014 cua BQ Giao d\lC va Dao
t~o ban hanh khung nang l\lc ngo~i ngii' 6 b~c dUng cho Vi~t Nam;
- Co chUngchi tin hQcv6i trinh dQd~t chufulkYnang su d\lllg cong ngh~ thong tin co ban theo quy
diM ~ Thong tu s6 03/20 14m-BTITT ngay 11/3/2014.cUaBQThong tin va Truy~n thong quy
dinh Chuful kYnang su d\lllg cong ngh~ thong tin.
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Mii VTVL: CMNV 2110HTX-HC

Ten VTVL: QuAN LY vE CHAN NunI (d6i vm huy?n, thi xd)
Don vi cong mc: Phong Kinh t8
Quan Iy tl1fC ti~p: TruOng phong
Quan Iy chll'c nang: UBND huy~n, thi xa
Quan h~ cong vi~c: Cac Sa ban ngarm c6 lien quan; Cac phong ban, dan vi; UBND xa, thi trfuJva
cac dan vi, ca nhan cOlien quan.

Ml}.ctieu vi tri cong vi~c: Tham muu xay d\ffig cac van ban thuQc linh VlJCchan nuoi; Ph6i hgp,
huang dful, ki~mtra, giam sat, t6 chuc th\IChi~n cac nhi~m V\lchuyen mon linh VlJCchan nuoi, thuy
san trong san xuAtnong nghi~p; T~o S\Iph6i hgp ceng vi~ t6t vm cac co quan, dan vi lien quan.

Cac nhi"m vu chinh
ay d\ffig va trien khai cac van ban: Chi thi, ke ho~ch,
ao cao, to' trinh, cong van, bi~u th6ng ke t6ng hgp ph\!c
cen tac uan 1' chan nuoi
Th\Ic hi~n cong mc phong chong dich b~nh cho dan gia
suc, gia cfun nhu tiem phong, khir trimg tieu dQc

Th\Ic hi~n cac chinh sach h6 trq khuyen khfch phat trien
san xuAtnong nghi~p linh VlJCchan nuoi

Huang dfu1cac xa, thi tran l~p d\I an chuyen doi co cau
v~t nuoi, th\IC hi~n chuy~n d6i co cdu v~t nuoi nhfun
tan cao .a tri san xuAttron non n .~
Kiem tra, giam sat chat luqng, tien dQceng vi~c doi vm
dQin N nhan vien thu .
Di co sa kiem tra, don doc ceng mc phong chong dich
b~nh, hat tri~n chan nuoi
Th\lc hi~n cM dQ bao cao diM leY, dQt xuat theo quy
diM.

Tieu chi danh gia hoim thanh cong vi~c

Van ban ban harm dam bao ch~t luqng nQi
dung va kYth~t trinh bay van ban.

Phat trien chan nuoi, thu y d~t hi~u qua,
g6p phfuI vao S\l nghi~p phat tri~n kinh tS
non thon

Dam bao dUngqui dinh

Doi tuqng la cac hQdan, BQT cac HTX
nong nghi~p, dQi ngli can bQ nhan vien
tr6n trQtva BVTV ~i hu ~n, tm xa
Can bQ, ceng chuc la nhGng ngum th\lc
thi chinh sach; d6i tuqng huang lqi la cac
t5 chuc, ca nhan dia phuang va cac
doanh n .~
Gan vm Chuang ttinh "Phat trien nong
nghi~p, xay d\ffig nong thon mm, nang
cao dm s6n non dan"
Kiem tra, giam sat dam bao kip thm, hi~u
ua.

C6 S\l phan cong, ph\! trach timg xa C\!th~

Kiem tra, giam sat dam bao kip thm, hi~u
ua.

Trinh dQ chuyen mon: D~i hQc tralen, nganh: Chan nuoi, Thu y, Thuy san.
- C6 chUng chi b6i du5ng nghi~p V\lquan 1;' nha nu6'c ng~ch chuyen vien tra len;
- C6 chUng chi ngo~i ngu v6'i trinh dQ tuang duang b~c 2 khung nang l\lc ngo~i ngu Vi~t Nam
theo quy dinh W Thong tu s6 01120 14/TT-BGDE>T ngay 24/01/2014 cua BQ Giao d\lC va DflO
t~o ban hanh khung nang l\lc ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- C6 chtrngchi tin hQc vm trinh dQ~t chuful kYnang su d\ll1gcong ngh~ thong tin ca ban theo quy
diM ~ Thong tu s6 03/2014/TT-BITIT ngay 11/3/2014 cua BQ Thong tin va TruySn thong quy .
diM Chuful kYnang su d\ll1gceng ngh~ thong tin.
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Mil VTVL: CMNV 23/0HTX-HC

Ten VTVL: QuAN LY vE AN Tom NONG sAN, LAM sAN, THiJY sAN (i16i vm huy?n,
thi xii)
Don vi cong tic: Phong Kinh t~
Quan ly ttvc ti~p: Tnr6ng phong

Quan ly chuc nang: UBND huy~n, thi xa

Quan h~ cong vi~c: Cae So ban nganh e6 lien quan; Cac phong ban, dan vi; UBND xi, thi trful va
cac dan vi, ca nhan c6 lien quan.

Myc tieu vi tri cong vi~c: Xay d\fIlg van ban, t8 chilc tll\Ic hi~n nhi~m V\lquan ly v~ an toan nong
san, lam san, thuy san tren dia ban huy~n dam bac hi~u qua, dUngquy dinh phap l~t; Don d6c, ki@m
tra, giam sat vi~e th\fChi~n cae nhi~m V\lquan ly v~ an toan nong san, lam san, thuy san bao cao kip
thOithee quy dinh; T{lOS\fph6i hgp c6ng vi~e t6t vm cac 00 quan, dan vi lien quan.

Cac nhi~m V\I chinh
Tieu chi danh gia hoan thanh

congviec

- Xay d\fIlg va tri6n khai cac van ban: Chi thi, k~ ho~ch,
Xay d\fIlg van ban dUng th6 thuc, nQibao cao, t6' trinh, cong van, bi6u th6ng ke t8ng hgp ph\lc dung ro rang; trQng di~m giai quy€t congV\lc6ng tac linh V\fCquan ly v8 an toan nong san, lam

san, thuy san vi~c

- T8 chilc cae 16p ~p huful ki~n thilc v8 an toan nong D6i tugng la cac t8 chuc, ca nhan tham
san, lam san, thuy san gia san xuAt - kinh doanh v~t tu nong

nghi~p, th\fC phfun nong lam thuy san
tren dia ban huy~n

- Th\fc hi~n d.p giAy,cApd8i giAychUng nh~ cho co so
Cac d6i tugng du di~u ki~nt8 chilc, ca nhan du di8u ki~n an toan nong san, lam san,

thuy san

- T8 chilc ki6m tra vi~c chAphanh quan ly an toan v8
Can cil vao lo~ hinh vi ph~, xu ph~tnong san, lam san, thuy san; xU ly cac wang hgp vi
theo quy dinh hi~n hanhph~ theo quy dinh Cllaphap h$

- Th\fc hi~n ch€ dQbao cao thuang xuyen, dQtxuAttheo Th\fc hi~n bao cao dam bao dUng thOi
quydinh. gian, nQidung cfuJ.bao cao.

Trinh dQ chuyen mon: D~i hQc tro len, nganh: TrAng trQt, Chan nuoi, Thu y, An toan th\fc
phfun.
- C6 chUng chi bAi du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tro len;
- C6 chUng chi ngo~i ngu vm trinh dQ tuang duang b~c 2 khung nang l\fc ngo~i ngu Vi~t Nam
theo quy dinh ~ Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va Dao
t~o ban hanh khung nang l\fc ngo~i ngu 6 b~c dimg cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQ~t chuful kY nang su d\lllg cong ngh~ thong tin co ban theo quy
dinh ~ Thong tu s5 03/2014nT-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy
dinh Chuful kY nang su d\lllg c6ng ngh~ thong tin.
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Mil VTVL: CMNV 23/0HTX-HC

Ten VTVL: THEO DOl vE xAY DVNG NONG THON MC1I (t16i vm huy?n, thi xii)
Don vi cong mc: Phong Kinh t~
Quan Iy tIVc ti~p: Tru6ng phong

Quan Iy chuc nang: UBND huy~n, thi xa
Quan h~ cong vi~c: Cac So ban nganh co lien quan; Cac phong ban, don vi; UBND xa, thi treinva .
cac don vi, ca nhan cOlien quan.
M1}ctieu vi tri cong vi~c: Tham mUll cho lanh d!;loUBND huy~n, thi xa, Ban chi d!;loxay d\ffig
nong thon m6i ban hanh cac van ban, d~ an ph\lc V\l cong mc xay d\ffig nong thon m6i; Don d6c,
ki€m tra, hu6ng dfuI, giam.sat vi~c th\fc hi~n nhi~m V\lIInh VlJCtheo d6i xay d\ffig nong thon m6i;
T!;loS\fph6i hgp cong vi~c t6t v6i cae co quan, don vi lien quan

Cac nhi~m V1}chinh
Tieu chi danh gia hoan thanh

con2viec
Xay d\ffig De an, chuong trinh, nghi quyet, chi thi, ke
hO!;lch,cong van, bao cao, to' trinh, h5 sO'thli !\lc, bi€u Van ban ban hanh dam bao ch~t luqng ne>i
th6ng ke t6ng hQPph\lc V\lc6ng mc xay d\ffig nong thon dung va kYthu~t trinh bay van ban.
m6i.
Hu6ng dful cac xa l~p va trien khai de an xay d\ffignong Can be>chuyen mon co nang h,rc, nhi~t
thon m6i; hu6ng dful, don d6c cac xa th\fChi~n dB an,
hoan thanh cac tieu chi xav d\fl1gnong thon m6i

tinh

Phoi hQP cac cO' quan lien quan tham muu UBND
huy~n, thi xa l~p quy hO!;lchchung xay d\fl1gnong thon Can be>co nang l\fc trinh de>chuyen mon,
m6i tren dia ban; quy hO!;lchxay d\ffig nong thon m6i am hi€u v~ quy hO!;lch
cac xa, thi trein.
- Hoan thi~n ho sO'thli !\lc trinh Thli tu6ng Chinh phli
xet cong nh~ huy~n, thi xa d!;ltchufuJ.nong thon m6i; L~p h5 sO'theo dUng hu6ng dful clia Van
hu6ng dful cac xa hoan thi~n thli !\lc trinh Chli tich phong Ban c~ d!;loXDN~ thanh ph6
UBND Thanh ph6 xet cong nh~ xa d!;ltchufuJ.nong va phu hQPdieu ki~n th\Ic te dia phuong
thonm6i
Xay d\ffi&va trien khai ke hO!;lchduy tri chat luqng cac Xay d\ffigK~ hO!;lchchi ti~t, C\lth~
tieu chi ve xay d\ffignong thon m6i
Tuyen truyen chli truong cUaDang, chinh sach cUaNha Doi tuqng la can be>,dang vien va nhan
nuac v~ xay d\fl1g nong thon m6i; T6 chuc ~phucin dan;- D6i tuqng la can be>lanh d!;loquan
cong mc xay d\ffignong thon m6i ly, can be>chuyen mon huy~n va xa lam

c6ng tac t6ng hQP xay d\lng nong thon
m6i

Th\IChi~n cM de>bao coo thuang xuyen, de>txuat theo Bao cao dUng thm gian va ne>idung yeu
quydinh. d.u.

Trinh de) chuyen mon: D~i hQc tra len, nganh: Nong nghi~p, Tr5ng trQt, Nong hQc, Nong
Lam k~t hQP, Kinh t~, Phat tri€n nong thon, Chan nuoi, Xay d\Ing, Tai chinh ...
- Co chUng chi b5i du6ng nghi~p V\lquan ly nha nuac ng!;lchchuyen vien tra len;
- Co chUng chi ngo~i ngu vai trinh de>tuong duong b~c 2 khung nang l\Ic ngo!;lingu Vi~t Nam
theo quy dinh t~i Thong tu s6 01/20 14/TT-BGDDT ngay 24/01/2014 clia Be>Giao d\lc va Dao
t~o ban hanh khung nang I\Ic ngo!;lingu 6 b~c dung cho Vi~t Nam;
- Co chUng chi tin hQc v6i trinh de>~t chufuJ.ky nang sir d\ll1gcong ngh~ thong tin cO'ban theo quy
dinh t!;liThong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 cua Be>Thong tin va TruySn thong quy
dinh ChufuJ.kYnang sir d\ll1gcong ngh~ thong tin.
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Mii VTVL: CMNV 24/0HTX-HC

Ten VTVL: QuAN LV LAM NG~P (i/6i vm huy?n co rung)

Don vi ding tac: Phong Kinh t~
Quan If trt}'c ti~p: Tru6ng phong

Quan If chuc nang: UBND huy~n
Quan h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi; UBND xa, thi tdn va
cac don vi, ca nhan co lien quan.

Myc tieu vi tri cong vi~c: Can cil chi ~o cUac~p tren, lanh d?o phong, cac quy diM, van ban hi~n
hanh cUaco quan cac c~p d~ th\l'Chi~n cac nhi~m V\lquan ly v~ lam nghi~p tren dia ban huy~n; T6
chilc th\l'Chi~n cong vi~c, hu6ng dfu1,theo d5i; don d6c, ki~m tra, daub gia cac nhi~m V\lduQ'cgiao
theo d5i tham muu. Roan thanh cong vi~c duQ'cgiao dam bao dUng ti~n dQ, ch~t lugng, dUng quy
diM phap lti?t; T?o S\l'ph6i hgp cong vi~c t6t v6i cac co quan, don vi lien quan. .

Tieu chi danh gia hoim thanh
Cac nhiem vu chinh cone: viec

Van ban co ti.nhkha thi, kip thm, phil hgp
Tham muu xay d\l'llgcac van ban chi d?o, di~u hanh, v6i chilc nang, nhi~m V\lCllacac ca quan,
hu6ng dfu1th\l'c hi~n cong tac qulin ly v~ lam nghi~p dan vi; th\l'Chi~n dUngquy trinh xu ly van

ban.
Tf>chilc th\l'Chi~n cac De an, chuong trinh, ke ho?ch Trien khai dong bQ, day du cac nQi dung
thuQccac dAuvi~c duQ'cgiao tham muu cong vi~c, dam bao co S\l'd6i mm, nang

cao ch~t lUQl1g,hi~u qua

Cong tac kiem tra tinh hinh chay rimg, cae chuOng h? Th\l'C hi~n vi~c kiem tra, kiem soat thi
clp v~t li~u rimg va tr6ng mm rimg hang nam wOng theo k~ ho?ch va dQtxu~t dam bao

dUngquy dinh cua phap lu~t

Cong tac qulin ly nha nUGCve lam nghi~p Trien khai cac nQidung chuang trinh theo
k~ ho?ch dam bao chM lugng, ti€n dQ.

Phoi hgp v6i cac ca nhan, don vi trong tham muu th\l'C Chu dQng,phoi hgp ch~t che, hi~u qua
hi~n nhi~m V\l

Tong hgp, bao cao cac nhi~m V\lduQ'cgiao Bao cao dUngthm gian, nQidung yeu cau.

Th\l'c hi~n cac oong vi~c dQtxuat, phat sinh khac Dam bao dUng tien dQ,chat lugng

Trinh dQ chuyen man: D?i hQc tra len, nganh: Lam nghi~p, Nong Lam k€t hgp.
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nUGcng?ch chuyen vien tro len;
- Co chUng chi ngo?i ngu VGitrinh dQtuong duang b~c 2 khung nang l\l'c ngo?i ngu Vi~t Nam
theo quy dinh t?i Thong tu s6 0112014/TT-BGDBT ngay 24/0112014 cua BQ Giao d\lc va Bao
t?o ban hanh khung nang l\l'c ngo?i ngu 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcvm trinh dQ~t chuful kYnang su d\l11gcong ngh~ thong tin ca ban theo quy
diM t?i Thong tu s6 03/2014/TT-BTTIT ngay 11/3/2014 cua BQ Thong tin va Truy~n thong quy
dinh Chuful kYnang su d\l11gcong ngh~ thong tin. .
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Mil VTVL: CNMV 25/0HTX-HC

Ten VTVL: QUANLYDATDAI
Don vi cong tac: Phong Toonguyen - Moi truOng
Quan If tJVc ti~p: TruOng phong
Quan If chuc nang: UBND ql$l (huy~n, thj xa)
Quan h~ cong vi~c:Cac So' ban nganh c6Hen quan; Cac phong ban, don vi, UBND xa, phuOng, thj tn1n
va cac don vi, ca nhan c6 lien quan;
M\lc tieu vi trl cong vi~c: Can cu chi d~o cUalanh ~o, cac quy diM hi~n hanh, cac chu truong, chinh
sach, cac chuong trlnh d~ an cUa qt$1 (huy~n, thj xa) va cap tren d~ tri~n khai t6 chuc th\fc hi~n hi~u
qua; Tham mll'll tri~n khai th\fc hi~n cac nhi~m V\ltheo linh V\fCphan cong dam bao hi~u qua; Hu6ng
c1ful,don d6c, ki~m tra d6i vo; cac phuOng thuQc linh V\fCduQ'cphan cOngph\! tnlch; Nfun b~t cO'So', kip
thm tham mll'll thao gO'nhUng vu6ng m~c, kh6 khan va tri~n khai th\fc hi~n hi~u qua ~i cO'So'; T~o moi
quan h~ t6t vo; d6ng nghi~p; vo; cac phong, ban chuyen mon, cac phuOng (xa, thi trfu1)va Thanh ph6
trong th\fCthi cOngV\l.

Cac nhi~m V1} chinh

Tham mll'll lanh d~o xay d\fI1gkS ho~ch th\fChi~n nhi~m V\l
cac cong vi~c thuQc linh V\fCduQ'cgiao.
Tham mll'll lanh d~o tri~n khai cac van ban quy ph~ phap l~t
v~ quan ly <.tAtdai.
Tham mll'll van ban hu6ng dfu1chuyen mon d6i vo; UBND
xa, phuOng, thj trfu1trong linh V\fCdAtdai.
Thfun diM h6 sa v~ di~u ki~n th\fChi~n cOngvi~c quan ly <.tAt
dai va tham mll'll giOOquySt don thu, kiSn nghi c6 lien quan
tren dia ban xa, phuOng, thi trfu1duQ'cphan cOngo
Ph6i hQ'Pvo; UBND xa, phuOng, thi trfu1va cac t6 chuc, ca
nhan t6 chuc lam vi~c, d6i tho~ d~ tri~n khai th\fChi~n cac nQi
dung cong vi~c duQ'cgiao.
Tham mll'll cho Ph6 Chu tich UBND va lanh d~o Phong cac
van ban chi d~o, di~u hanh; theo dei, don d6c kSt qua th\fc hi~n
va bao cao kSt qua th\l'c hi~n thuQc linh V\fCdAtdai.
Ph6i hQ'Pvo; cac cO'quan Toa an, Vi~n ki~m ~at, Cong an,
UBND xa, phuOng, thj trfu1th\l'Chi~n cac nQi dung cong vi~c
vo; chuc nang, nhi~m V\lla thanh vien.
Tham muu, ph6i hQ'Pvo; cac phong ban, don vi xay d\fI1gquy
trinh giOOquySt TTHC thuQc linh V\fCdAtdai, d6ng thm theo
dei kSt qua th\fc hi~n cac nQidung cOngvi~c.
Tham muu bao cao kSt qua th\IC hi~n cOng mc quan ly nha
nuac v~ dAtdai theo thang, quy, nam.

Th\fc hi~n chS dQbao cao thuOng xuyen, dQtxuAt.

Tieu chi danh gia hoim thanh
congviec

Dam bao kip thm, hi~u qua.

Dam bao kip thm, hi~u qua.

Th~ thuc, nQidung dUngquy diM.

Th\Ic hi~n thuOng xuyen, dUng ti€n
dQ, dam bao ch~t lUQ'l1gva hi~u qua
cOngvi~c.
GiOOquy€t theo quy trh1l1,dUng quy
diM cua phap lu~t tuy theo yeu c~u
congvi~.

Th\fC hi~n thuOng xuyen, dUng thfun
quy~n, chuc nang cua nganh.

Th\Ic hi~n dUng thm gian quy dinh.

Th\Ic hi~n thuOng xuyen, dUng thfun
quy~n, chuc nang cua nganh.

NQi dung bao cao dam bao chM
lUQ'l1g,dUngthm gian quy diM.
NQi dung bao cao dam bao ch~t
lUQ'l1g,dUngthm gian quy dinh.

Trinh dq chuyen mon:
- C6 bfuJ.gt6t nghi~p ~ hQctra len, nganh: Quan ly <.tAtdai, Dia chinh, L~t, Tr~c dia.
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tra len;
- C6 chUng chi ngo~ ngii' vm trlnh dQtuong duong b~c 2 khung nang l\fc ngo~ ngii'Vi~t Nam theo quy
dinh ~ Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\!c va Dao ~o ban hanh
khung nang l\fc ngo~ ngii' 6 b~c dUngcho Vi~t Nam;
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MilVTVL: CNMV 26/0HTX-HC

Ten VTVL: QuAN LY TAl NGUYENNUdc, KHOA.NGsAN
Don vi cong tac: Phong Tai nguyen - Moi wOng
Qm'in ly trt}'c tiip: TruOng phong
QUaD ly chuc nang: UBND ql$1 (huy~n, thi xii)
Quan h~ cong vi~c:Cac So' ban nganh c6 lien quan; Cac phong ban, don vi, UBND xii, phuOng, thi trful
va cac don vi, ca nhan c6 lien quan;
Mt}c tieu vi tri cong vi~c: Can cu chi d~ CllaHInhd~o, cac quy dinh hi~n hanh, cac chu truong, cmnh
sach, cac chuong trinh d~ an Cllaql$1 (huy~n, thi xii) va dp tren d€ tri€n khai t6 chuc thvc hi~n hi~u
qua; Tham mUll tri€n khai th\lC hi~n cac nhi~m V\ltheo linh V\lCphan cong dam bao hi~u qua; Hu6ng
dful,don d6c, ki€m tra d6i v6i xii, phuOng, thi trful thuQc linh V\lCduqc phan cong ph\! trach; Nfun b~t co
So', kip thOi tham mUll thao gO'nhUng vu6ng m~c, kh6 khan va tri€n khai thvc hi~n hi~u qua ~i co So';
T~o m6i quan h~ t6t v6i d6ng nghi~p; v6i cac phong, ban chuyen mon, xii, phuOng, thi trful va Thanh
ph6 trong th\lc thi cong V\l.

Cac nhi~m V\l chinh
Tieu chi danh gia hoim thanh cong

vi~c
Tham mUll v6i lanh d~o phong xay d\lTIgcac van ban thuQc Dam bao kip thOi,hi~u qua.
linh V\lCduqc giao.
Tham mUll v6i lanh ~o phong xay d\lTIgdg thao cac van ban

Th€ thuc, nQidung dUngquy dinh.th\lChi~n van ban quy ph~ phap l~t thuQc thfun quy~n ban
hanh CllaPh6 Chu tich UBND ql$1 (huy~n, thi xii).
Th\lChi~n ra soat cac t6 chuc, ca nhan c6 ho~t dQngtrong linh Th\IC hi~n thu9ng xuyen, dUng ti~n
V\lCtai nguyen nuac va khoang san, tham mUll UBND qt$l
(huy~n, thi xii) danh sach ki€m tra

dQ,dam bao chat lugng.

Hu6n~ dful va ki€m tra vi~c th\l~hi~n cac quy dinh Cllaphap
Thvc hi~n thuOng xuyen, dUng thfunl~t doi v6i ho~t dQng Clla cae to chuc va ca nhan ho~t dQng

tren dia ban ql$1 (huy~n, thi xii) thuQc cong vi~c ph\l trach quy€n, chuc nang .cuanganh.
theo chuc nang Cllanganh.

K.i€mtra xu ly don thu v€ tai nguyen nuac va khoang san.
Th\lc hi~n ki€m tra, xu ly kip thm,
dUngd6i tugng.

Ph6i hqp v6i cae co quan, ban nganh lien quan: SaTai nguyen
Thgc hi~n thuOng xuyen, dUng thfunva Moi wOng Ha NQi, Cong an ql$1 (huy~n, thi xii), UBND

xii, phuOng, thi trful,... ki€m tra c6ng mc quan ly tai nguyen quy€n, chuc nang Cllanganh.
nuac va khoang san Cllaco So'.
Tham mUll cac van ban chi d~o di€u hanh, hu6ng dful chuyen Th\lc hi~n dUngthfun quy~n phan cfip.mon cho can bQph\! trach cac xii, phuOng, thi trful.
T6 chuc ~p huful, tuyen truy€n cac van ban quy ph~ phap

Dam bao chfit lugng.l~t v€ tai nguyen nuac va khoang san cho cac doanh righi~p,
can bQ,c6ng chuc cac xii, phuOng, thi trful.
Tham mUll bao cao k~t qua thgc hi~n c6ng mc quan ly nha NQi dung bao cao dan1 bao chM
nuac v€ tai nguyen nuac va khoang san. luqng, dUngthm gian quy dinh.

Thgc hi~n ch~ dQbao cao thuOng xuyen, dQtxufit. NQi dung bao cao dam bao chM
lugng, dUngthm gian quy dinh.
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Trinh d{) chuyen mon:
- D~ hQctra len, nganh: Mo, Dia ch~t, Thuy 19i,Quan ly till nguyen nuac.
- C6 chUng chi b6i duang nghi~p Y\lquan ly nha nuac ng~ch chuyen vien tra len;
- C6 chUng chi ngo~ ngfr vm trinh dQtuang duang b~c 2 khung nang h,rcngo~ ngfr Vi~t Nam theo quy
diM ~ Thong tu s6 0l/2014nT-BGDDT ngay 24/01/2014 CllaBQ Giao d\lC va Dao t~o ban hanh
khung nang h,rcngo~ ngfr 6 b~c dUngcho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQd~t chuful ky nang Slr d\lllg cong ngh~ thong tin co ban theo quy dinh
~ Thong tu s6 03/20 14/TT-BITIT ngay 11/3/2014 cua BQThong tin va Truy~n thong quy dinh Chuful
ky nang Slr d\lllg cong ngh~ thong tin.
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Mil VTVL: CNMV 27/0HTX-HC

Ten VTVL: QuAN LV MOl TRUONG
Don vi cong tac: Phong Tai nguyen - Moi truOng
Qmin Iy trvc ti~p: TruOng phong
Quan Iy chu'c nang: UBND q$ (huy~n, thi xa)
Quan h~ cong vi~c:Cac So' ban nganh c6lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi trfu1
va cac don vi, ca nhan cOlien quan;
M\lc tieu vi tri cong vi~c: Can cu chi d~o Cllalanh 40, cac quy diM hi~n hanh, cac Chlltruong, chinh
sach, cac chuong trinh d~ an Cllaq$ (huy~n, thi xa) va cAptren dS triSn khai t6 chuc th\l'Chi~n hi~u
qua; Tham muu triSn khai th\fc hi~n cac nhi~m V\ltheo linh V\fCphan cong dam bao hi~u qua; Hu6ng
dful, don d5c, kiSm tra d5i v6i cac phu~g thuQc linh V\fCd,uqcphan cOngph\! trach; Nfun b~t co So', kip
thm tham muu thao gO' nhiing vu6ng mac, kh6 khan va trien khai th\l'Chi~n hi~u qua ~ co So'; T~o moi
quan h~ t5t v6i d6ng nghi~p; v6i cac phong, ban chuyen mon, cac xa, phuOng, thi trfu1va Thanh ph5
trong th\l'cthi cong V\l.

Cac nhi~m VI} chinh
Tieu chi (hlnh ghi hoim thanh

con2:viec
Tham muu v6i lanh d~o phong xay d\f11gcac van ban thuQc Dam bao kip thm, hi~u qua.
linh V\fCduqc giao.

Tham muu v6i lanh 40 phong xay d\f11gd\l' thao cac van ban
th\l'Chi~n van ban quy ph~ phap l~t thuQc thfun quy~n ban ThS thuc, nQidung dUngquy dinh.
hfmhCllaPh6 Chll tich UBND q$ (huy~n, thi xa).

Th\l'c hi~n ra soat cac co So', tham muu UBND qu~ (huy~n, Th\l'C hi~n thuOng xuyen, dUng ti~n
thi xa) danh sach kiSm tra phan cAptheo thfun quy~n. dQ,dam bao chAtluqng.

Thfun diM h6 so thll t\Jc hanh chinh: dang Icy ban k~ ho~ch Giai quy~t dUng quy trinh, dUng quy
bao v~ moi truOng, xac nh~ dang Icy ban d~ an bao v~ moi
truOng tren dia ban xa, phuOng, thi trfu1duqc phan cOngo diM Cllaphap 1u~t.

Hu6ng dfuIva kiSm tra vi~c th\l'Chi~n cac quy diM clla phap
Th\l'c hi~n thuOng xuyen, dUng thfun.l~t d5i v6i ho~t dQng Cllacac t6 chuc va ca nhan ho~t dQng

tren dia ban q$ (huy~n, thi xa) thuQc cong vi~c ph\! trach quy~n, chuc nang Cllanganh.
theo chuc nang Cllanganh.

KiSm tra xu ly don thu v~moi truOng.
Th\l'c hi~n ki~m tra, xu 1y kip thCri,
dUngd5i tuqng.

Ph5i hgp v6i cac co quan, ban nganh lien quan: SaTai nguyen
Th\l'c hi~n thuOng xuyen, dUng thfunva Moi truOng Ha N?i, Con~ an q$ (huy~n, thi xa), UBND

cac xa, phuOng, thi tran ... kiem tra vi~c th\l'chi~n cac quy dinh quy~n, chuc nang Cllanganh.
Cllaphap l~t v~ bao v~moi truOng Cllaco So'.
Tham muu cac van ban chi d~o di~u hanh, hu6ng dfuIchuyen Th\l'c hi~n dUngthfun quy~n phan cAp.
mon cho can bQph\! trach cac x~ phuOng, thi trfu1.

T6 chuc ~p hufu1,tuyen truy~n cac van ban quy ph~ phap
l~t v~ moi truOng cho cac doanh nghi~p, can bQ cac xa, Dam bao chfrtluqng.
h' thi t.P uong, . tran, ...
Tham muu bao cao kBt qua th\l'c hi~n cOng tac quan ly nha NQi dung bao cao dam bao chfrt
nuac v~moi truOng. luqng, dUngthm gian quy diM.

Th\l'c hi~n ch~ dQbao cao thuOng xuyen, dQtxufrt
NQi dung bao cao dam bao chfrt
luqng, dUngthm gian quy dinh'
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Trinh d{)chuyen mon:
.. .. - ._-- ~ .. _- Co bfuIgt8t nghi~p d~ hQc tra len, nganh: Moi truOng.

- Co chUng chi b6i du5ng nghi~p V\lquan Iy nha nuac ng~ch chuyen vien tra len;
- Co chUng chi ngo~ ngfr v6i trinh dQtuang duang b~c 2 khung nang l\lc ngo~i ngfr Vi~t Nam theo quy
dinh ~ Thong tu s8 01/2014!IT-BGDDT ngay 24/01/2014 Clla BQ Giao d\lC va Dao t~o ban hanh
khung nang l\lc ngo~ ngfr 6 b~c dimg cho Vi~t Nam;
- Co chUng chi tin hQcv6i trinh dQd~t chuful ky nang su d\lllg c6ng ngM thong tin ca ban theo quy dinh .
~ Thong tu s8 03/2014/TT -BTTTT ngay 11/3/2014 cua BQThong tin va Truy~n thong quy dinh Chuful
ky nang su d\lllg cong ngh~ thong tin.
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Mii VTVL: CNMv 28/0HTX-HC

Ten VTVL: QU.ANLYxAYD\fNG
Don vi cong tac: Phong Quan ly do thi
Quan Iy tIVc ti~p: TruOng phong
Quan Iy chu'c nang: UBND qu~ (huy~n, thi xa)
Quan h~ cong vi~c:Cac Sa ban nganh co lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi tr~n
va cac don vi, ca nhan cOlien quan;
M\lc tieu vi tri cong vi~c:Can cu chi dl;lOCllaTruOng phong, pho tnrOng phong, cac quy dinh, van ban
hi~n hanh Cllaca quan cac dp d8 th\l'Chi~n cac nhi~m V\lduqc giao; Ph6i hgp t6t v6i cOng chuc trong
phong th\l'Chi~n t6t cac nhi~m V\ldllqc giao.

Cac nhi~m V\l chinh
Tieu chi danh gia hoan thanh cong

vi~c
Thfun djnh thi€t k€ ban ve thi cong - t5ng d\l' toan; ki8m tra DUng quy trinh, dUng Thong ill, nghj
k€t qua thfun dinh Cllacac chli <tAuill thi€t k€ ky thu~t, thi€t k€ dinh, dam bao ch~t lU9'l1g,ti€n dQ
ban ve thi cong - t5ng d\l' toan cac d\l' an tren dja ban.
Ki8m tra h6 sa nghi~m thu giai dOl;ll1xay d\fl1ghoan thanh DUng quy trinh, dUng Thong ill, nghj
Cllacac cOngtrinh xay d\fl1gtren dia ban. djnh, dam bao chAtlU9'l1g;ti€n dQ.

Tham muu thfun djnh phuong an b6i ,thllOng h6 trq va mi DUng quy trinh; ~Ung Thon~ ill, nghi
dinh CllthuQcphl;lffivi giai phong m?t bang. dinh, dam bao chat lU9'l1g,tien dQ.

Tham gia cac cong vi~ khac theo S\l'phan cong Cllalanh dl;lO Dam bao dUng theo cac quy dinh Clla
phong phap lu~t.
Tham muu trong vi~c t5 chuc th\l'Chi~n cac ca ch€ chinh sach Dam bao dUng theo cac quy djnh Clla
v6 nha a va cong sa; Quan ly quy nha a va quy6n quan ly nha phap l~t.
acOngsa.
Ph6i hgp v6i thanh tra xay d\fl1gki8m tra cac cong trinh xay Dam bao dUng theo cac quy dinh cua
d\fl1gtrill phep vi phl;lffihanh lang bao v~ cae cOng trinh hl;l phap lu~t.
tAngky th~t tren dja ban.
L~p k€ hOl;lChtri8n khai cOngvi~c theo tufuJ.,thang, quy, nam. DUnghu6ng dfu1,quy djnh.

Bao cao, d6 xufit v6i lanh ~o phong v6 t5 ch{rcth\l'Chi~n cac DUng quy trinh.
nhi~m V\lchuyen mono
Chu dQng ph6i hgp v6i cac d5ng nghi~p, don vi khac triSn DUng nhi~m V\lduqc lanh d?o giao.
khai th\l'Chi~n cac cong vi~c dllqc lanh dl;lOphong giao.
Chu dQngc~p nh~t cac quy trinh, quy phl;lffichuyen mono DUng theo cac quy dinh cua phap lu~t.
Xu ly cac van ban lanh d?o phong giao tren phfuJ.m6m. Dam bao dung theo cac quy djnh.
Theo d6i tinh trl;ll1gxu6ng cApCllachung CllCU,cong mc quan Dam bao dUng theo cac quy dinh Clla
ly d6i v6i h~ th6ng nha chung Cllm6i. phap lu~t.
Tham muu cae linh V\fCthfun dinh, quan ly chAt11l9'l1gva cac Dam bao dUng theo cac quy dinh Clla
van ban lien quan. phap l~t.
Trinh dq chuyen mon: Dl;lihQc tralen, nganh:Xay dVng, KiSn truc.
- Co chUng chi b5i du5ng nghi~p V\lquan ly nha nll6'c ng?ch chuyen vien tralen;
- ChUng chi nghi~p V\l khac: ChUng nh~ nghi~p V\l quan ly d\l' an; ChUng chi nghi~p V\l dAu th~u;
ChUng chi harm ngh6 TVGS xay d\fl1g;ChUng chi dinh gia; ChUng chi hanh ngh6 ki€n trUcSll.
- COchUng chi ngo?i ngfr v6i trinh dQillong duong b~c 2 khung nang l\l'cngo?i ngfr Vi~t Nam theo quy
djnh t?i Thong ttl s6 01/2014ill-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va Dao t?o ban hanh
khung nang l\l'cngo?i ngfr 6 b~c dUngcho Vi~t Nam;
- Co chUng ~hi tin hQcv6i trinh dQ~t chuful kYnang su d\ll1gcong ngh~ thong tin ca ban theo quy dinh
t?i Thong ill s6 03/20 14ill-BTTIT ngay 11/3/2014 CllaBQThong tin va Truy6n thong quy dinh Chuftn
kYnang su d\ll1gcong ngh~ thong tin.
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Mii VTVL: CNMV 29/0HTX-HC

Ten VTVL: QuAN LY QUY HO~CH - KIEN TRUC (d6i v6i ql$l)
Don vi eong tae: Phong Quan Iy do thi
Qmin Iy tIVe ti~p: TruOng phong
Qmin Iy chuc nang: UBND ql$l
Quan h~ eong vi~c:Cac Sa ban nganh co lien quan; Cac phong ban, don vi, UBND phuOng va cac don
vi, ca nhan co lien quan;
Myc tieu vi tri cong vi~c: Can cu chi dl;lOCllaTruOng phong, pho 1ruOngphong, cac quy dinh, van ban
hi~n hanh Cllaca quan cac cApd~ th\lChi~n cac nhi~m V\l duqc giao dam bao ti~n d('>,chAtluqng; Ph6i
hqp t6t v6i can b('>,c6ng chuc trong phong th\lChi~n t6t cac nhi~m V\lduqc giao.

Cac nhi~m V\l ehinh Tieu chi danh gia hoim thanh eong
vi~c

Tham muu I~p quy ch~ qmin Iy quy hOl;lChxay d\lllg, ki~n Dam bao dUng thee cac quy dinh Clla
truc do thithu('>c thfun quySn cua UBND qu~; Quan Iy phap lu?t.
m6c gi6'i, chi gi6'i xay d\lllg cong trinh d~ hu6'ng dful nhan
dan xay d\lllg theo quy ho?ch, qmin Iy cac cong trinh ki~n
truc van hoa.
Tham mUll cong mc cAp phep xay d\lllg cong trinh, quan Iy Dam bao dUng theo cac quy dinh cua
tr?t tv xay d\lllg, cung cap thong tin quy ho?ch tl;lidia ban . phaplu?t.
Tham muu xay d\lllg k~ hOl;lChva ph6i hqp t6 chuc th\lc hi~n Dam bao dUng thee cac quy dinh Clla
cac n('>idung lien quan d~n cong mc quy hoach, quan Iy tr?t tv phap lu?t.
xay d\JI1g.
Ph6ihqp v6i cac phong ban va cac don vi lIen quan ki~m tra, Dam bao dUng theo cac quy dinh cua
dS xuAt phuong an xu Iy, xu Iy cac vi phl;lffivS tr?t tv xay phapl~t.
d\JI1g.
Tham mUll thfun dinh h5 sa phS duy~t chi gi6i dUOng do; Dam bao dUng theo cac quy dinh cua
nhi~m V\l,d5 an quy ho?ch; quy ho?ch t6ng m~t bfulg, chi ti~t phap lu?t.
cac d\l an dAutu theo phan cAp.
Tham muu cac van ban hu6'ng dfu1,don d6c cac don vi ph6i Dam bao dUng thee cac quy dinh cua
hqp th\lc hi~n vS linh V\Jc.Quan Iy quy hOl;lChki~n trUc, tr?t tv phap lu?t.
xay d\JI1g.
Giro quy~t don thu ki~n nghi v~ linh V\JCquy ho?ch - Ki~n Dam bao dUng theo cac quy dinh cua
trUcva cac linh V\JCkhac lien quan. phapl~t.
T6ng hqp bao cao dinh k)r, quy ,thang nam k~t qua ve c6ng mc Dam bao dUng theo cac quy dinh cua
quy ho?ch - ki~n trUc, tr?t tv xay d\lllg va cl.c linh V\JCkhac phap lu?t.
cOlien quan.

Trinh d{)ehuyen mon:
- Co bfulg t6t nghi~p d?i hQc tra len, cac chuyen nganh: Ki~n trUc,Quy hOl;lCh.
- Co chUng chi b5i du5ng nghi~p V\lquan ly nha nu6'c ng?ch chuyen vien tra len;
- Co chUng chi ngo?i ngfr v6i trinh d('>tuong duong b?c 2 khung nang l\lc ngol;lingfr Vi~t Nam theo quy
dinh t?i Thong tu s6 0l/2014/TT-BGDDT ngay 24/01/2014 cua B('>Giao d\lc va Dao t?O ban hanh
khung nang l\lc ngo?i ngfr 6 b?c dUngcho Vi~t Nam;
- Co chUng chi tin hQcv6i trinh d('>d?t chufuIkYnang su d\lllg cong ngh~ thong tin ca ban theo quy dinh
t?i Thong tu s6 03/2014/TT -BTTTT ngay 11/3/2014 CllaB('>Thong tin va Truy~n thong quy dinh chuck
kYnang su d\lllg c6ng ngh~ thong tin.
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Mii VTVL: CNMV 30/0HTX-HC

Ten VTVL: QuAN LY GIAO THONG V~ TAl
Bon vi cong mc: Phong Quimly do thi
Qmln ly t."c ti~p: TruOng phong
Quan ly chuc nang: UBND q$ (huy~n, thi xa)
Quan h~ cong vi~c:Cac S6'ban nganh c6lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi trfuJ
va cac don vi, ca nhan c6 lien quan;
M1}ctieu vi tn cong vi~c: Can cll' chi dlilOCllalanh dlilOPhong, cac quy diM, van ban hi~n hanh cua C(J
quan cac dp d~ th\IChi~n ca,cnhi~m V\lduQ'cgiao dam bao tien d9, chAt luqng; Ph6i hQ'Pt6t vm cong
chll'ctrong phong th\Ic hi~n tot cac nhi~m V\lduqc giao.

Cac nhi~m V1}chinh Tieu chi danh ghl hofm
thanh cong vi~c

Tham muu xay d\Illg ke hOlilch,dai h~ 5 nam va hang nam th\Ic hi~n d~
an, chuong trinh phat tri~n, bi~n phap th\IChi~n trong quan ly nha nu6c v~ Dam bao dUng theocac
giao thong v~ ill. T6 chll'c, ph6i hQ'Plien nganh trong th\IChi~n cong mc quy diM cua phap l~t.
dam bao tr~t t\I, an toan giao thong tren dia ban.

T6 chll'c th\Ic ,hi~n va th~o d5i thi hanh cac van ban quy ph~ pha.p lu~t, Dam bao dUng theo cac
quy hOlilCh,ke hOlilCh,de an, chuong trinh va cac van ban khac ve giao quy dinh cua phap lu~t.
thong v~ ill sau khi duQ'ccApc6 thfun quy~n phe duy~t.

Ph6i hQ'Pth\IChi~n cae d\I an <tAutil xay d\fIlgket cau hliltfuIg giao thong Dam bao dung theo cac
tren dia ban theo quy dinh Clla phap l~t ya theo ph~ cap. D~ xufrt quy diM cua phap lu~t.
phuong an quimly, bao tri, bao dam tieu chuful, quy chuful Icy th~t m~g
lum giao thong dUOngb9 theo phan cAp.
Ph6i hQ'Pth\IChi~n cac bi~n phap phon&ngira, t6 chll'c xu ly cac hanh vi Dam bao dUng theo cac
xam ph~ cong trinh giao thong, Ian chiem hanh lang an toan giao thong. quy dinh cua phap lu~t.

Ph6i hQ'Pvm cac phong ban va cae don vi lien quan ki~m tra, khao sat d~ Dam bao dUng theo cac
xuAtd~t ten cac tuyen dUOngph6. . quy dinh cua phap lu~t.

Lam nhi~m V\lthuOng 1r\IcBan An toan giao thong cap huy~n; ph6i hQ'P Dam bao dUng theo cac
vm cac co quan c? lien quan tri~n khai hOliltd9ng tim kiem Clru n~ quy diM cua phap lu~t.
dUOngb9, dUOngsat, dUOngthuy n9i dia, hang hai va hang khong xay ra
tren dia ban.
Huang dful chuyen moll, nwu~p V\l v~ giao thong v~ ill cho can b9, Dam bao dUng theo cac
c6ng chll'cxa, phuOng, thi tran tren dia ban. quy dinh cua phap lu~t. .

Ki~m tra theo nganh, linh V\ICduqc pharr c6ng d6i vm t6 chll'c, ca nhan Dan1 bao .dUng theo cac
trong vi~c th\Ic hi~n cac quy dinh Cllaphap lu~t; giai quyet khieu n~, t6 quy dinh cua phap lu~t.
cao; phong, ch6ng tham nhOOg,lang phi theo quy diM Cllaphap l~t.

Ph6i hQ'P,th\IChi~n tuyen truy~n, ph6 bien giao d\lc phap lu~t, thong tin Dam bao dUng theo cac
v~ giao thong v~ ill va cac dich V\lc6ng trong linh V\ICgiao thong v~ quy diM cua phap lu~t.
ill theo quy dinh Cllaphap l~t.
Tham muu cac van ban huang dful, don d6c cac don vi ph6i hQ'Pth\IC Dam bao dUng theo cac
hi~n v~ linh V\ICQuim Iy giao thong v~ ill. quy dinh cua phap lu~t.

Trinh dQ chuyen mon: Dlili hQc tr6' len, nganh:Xay d\l11gcac cong trinh giao thong, Xay d\Ing
hfun dUOngb9, du, duemg; Quan ly do thi, Giao thongv~n taL
- C6 chUng chi b6i du5ng nghi~p V\lquimly nha nuac nglilchchuyen vien tr6' len;
- C6 chUng chi ngo~ ngfr vm trinh d9 tilong duong b~c 2 khung nang l\Ic ngolilingfr Vi~t Nam theo quy
dinh ~ Thong til s6 01l2014/TT-BGDDT ngay 24/0112014 cua B9 Giao d\lC va Dao tliloban hanh
khung nang l\Ic ngo~ ngfr 6 b~c dimg cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh d9 dliltchuful Icy nang su d\l11gcong ngh~ thong tin co ban theo quy diM
~ Thong til s6 03/2014/TT~BTTTT ngay 11/3/2014 CllaB9 Thong tin va Truy~n thong quy dinh Chuful
Icy nang su d\l11gcong ngh~ thong tin.
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Ma VTVL: CNMV 3110HTX-HC

Ten VTVL: QuAN LY HA TANG vA PHA..TTRIEN BO TID. .
Bon vi cong mc: Phong Quan Iy do thi
Quan Iy tn,rc ti~p: TruOng phong
Quan Iy chuc nang: UBND ql$J. (huy~n, thi xa)
Quan h~ cong vi~c:Cac S6' ban nganh co lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi trfu1
va cac don vi, ca nhan co lien quan;
M\lc tieu vi tri cong vi~c: Can cu chi d~o eua TruOng phong, pho truOng phong, cac quy dinh, van ban
hi~n hanh Cllaco quan cac cApd~ thvc hi~n cac nhi~m V\lduQ'cgiao dam bao ti~n dQ,chfit luqng; Ph6i
hQ'Pt6t vm cong chuc trong phong thvc hi~n t6t cac nhi~m V\lduQ'cgiao.

Cac nhi~m V\I chinh

Tham mUll xay dvng k~ ho~ch, t6 chuc th\Ic hi~n oong UtCquan Iy
Nha nuac cac oong trinh h~ tAngky th~t, cfipnuac, thoat nuac, v~
sinh moi truOng, he duOng, ciiyxanh, chi~u sang cong cQngv.v ...
Theo dei, t6ng h9'J?,ki~m tra danh gia k~t qua, khai thac su d\ll1g
c~c oong trinh h~ tang ky th~t, phat !U~nva kien nghi xU Iy xu Iy
doi vm cac oong trinh bi hu hong. Tong hQ'Pbao cao S\Ico, tham
mUlld6 xufit bi~n phap xu Iy.
Tham mUll xay dvn¥ k~ ho~ch va ph6i hQ'Pt6 chuc thvc hi~n cac
nQidung lien quan den oong UtCquan Iy tr~t tl,!do thi.
Ph6i hQ'Pvm cac phong ban va cac don vi lien quan ki~m tra, d6
xuAtphuong an xu Iy, xu Iy cac vi ph~ v6 tr~t tl,!do thi.
Tham mUll xay dvng phuon~ an t6 chuc th\IChi~n danh glfu bi~n
s6 nha, bi~n nge cong, cfip giay chUngnh~ s6 nha. .
Ph6i hQ'Pvm cac don vi chuc nang ki~m tra, t6ng hQ'P,bao cao cac
oong trinh xay dvng vi ph~ hanh lang bao v~ cac cong trinh h~
tAngkYthu~t tren dia ban ql$J. (huy~n, thi xa).
Tham mUll cac van ban huang dful, don d6c cac don vi ph6i hQ'P
th\Ic hi~n v~ ITnhV\ICQuan ly h~ tAngva phat tri~n do thi.

Tieu chi danh gia hoan thanh
congvi~c

Dam bao dUng theo cac quy
diM Cllaphap l~t.

Dam bao dUng theo cae quy
diM Cllaphap l~t.

Dam bao dUng theo cac quy
diM Cllaphap l~t.
Dam bao dUng theo cae quy
diM cua phap lu~t.
Dam bao dUng theo eae quy
diM cua phap lu~t.

Dam bao dUng theo cac quy
diM eua phap lu~t.

Dam bao dUng theo eae quy
diM eua phap lu~t.

Trinh dQ chuyen mon: B~i hQc tr6' len, nganh:Quan Iy do thi, Ky thu~t h~ tfing do thi, H~ t~ng
ky thu~t, Quy ho~ch xay dvng;
- Co chUng chi b6i du5ng nghi~p V\lquan Iy nha nuac ng~eh chuyen vientr6' len;
- Co chUng ehi ngo~ ngfr vm trinh dQtuong duong b~c 2 khung nang l\Ic ngo~ ngfrVi~t Nam theo quy
diM ~Thong tu s6 01/2014nT-BGDDT ngay 24/01/2014 eua BQ Giao d\lc va Dao t~o ban hanh
khung nang l\Ic ngo~ ngfr 6 b~c dUngcho Vi~t Nam;
- Co chUngchi tin hQcvm trinh dQd~t chuful kYnang su d\ll1gcong ngh~ thong tin co ban theo quy dinh
~ Thong tu s6 03/20 14rrT-BTITf ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy dinh Chuful
kYnang su d\ll1goong ngh~ thong tin.
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Mil VTVL: CNMV 32/0HTX-HC

- ••• - - >. _. Ten VTVL: BAo vt: vA cHAM s6c TRE EM
Don vi ding tac: Phong Lao dQngThuong binh va xa hQi
Quan Iy tl1}'cti~p: Truang phong
Quan Iy chuc nang: UBND qt$1 (huy~n, thi xa)
Quan h~ cong vi~c:Cac SO' ban nganh cOlien quan; Cac phong ban, don vi, UBND xa, phuOng, tm
trfu1va cac don vi, ca nhan cOlien quan;
M1}ctieu vi tri cong vi~c: Tham muu cac girophap dS th\lChi~n cOhi~u qua cong mc bao v~ va cham
soc tre em; Dam bao quy~n Cllatre em, giro quy~t cac chinh sach d6i v6i tre em, d?c bi~t la tre em co
~~~~~~~~~~~~~~~~~~

Cac nhi~m V\lchinh
Tieu chi <1anhgia hoan thanh cong.,..Vlec

Tham muu v6i Lanh ~o phong xay dvng cac van ban chi ThS thuc van ban dUng quy dinh, nQi
~o, triSn khai th\lc hi~n cong mc bao v~, cham soc tre em dung sat th\lCtiSn, co tinh kha thi cao.
trendia ban
Tham muu v6i lanh ~ phong giup UBND huang dfulva Tri~n khai th\lC hi~n dam bao ch~t
t6 chuc th\Ic hi~n chinh sach, chuong trinh, k~ ho~ch, d\I IUQ'llg,ti~n dQcong vi~c
an qu6c gia v~ bao v~, cham soc tre em theo qUYdjnh.
Phoi hgp v6i cacban, nganh, doan th8 cac t6 chuc chinh .
tri xa hQi, cac ca quan, don vi lien quan tang cUOngph6 Hinh thuc, nQi dung tuyen truy~n, cac
bi~n, tuyen truy~n cong mc bao v~ cham soc tre em, dAy giro phap th\lC hi~n phil hgp th\IC tiSn
m~ cac giro phap th\IC hi~n hi~u qua cong mc bao v~, tUngdia phuong.
cham soc tre em tren dia ban.

Hang nam, huang dful, thfun ~, danh gia, tham muu
Th\IC hi~n nghiem tilc, khach quan,
c6ng bfulg, dan chu, dUng'v6i cac tieu

v6i UBND cong nh~ phuOng phil hgp v6i tre em chi dugc quy djnh.
Th\lC hi~n nghiem tilc, danh gia dugc

KiSm tra, giam sat cac nQidung cong vi~c dam nhi~m k~t qua d~t dugc, chi ra cac vfu1d~ con
t6n t~ d~ cOphuong huang kh~c ph\lc

Th\IC hi~n ch~ dQ bao cao thuOng xuyen, dQt ~t theo NQi dung bao cao d~y dil va nQpdUng
quydjnh thm gian quy dinh

Trinh <19chuyen mon:
- D~i hQc tr6len, nganh: Lu~t, Quan tri nhan I\lC, Cong tac xa hQi, Xa hQi hQc, Tam ly hQc...
- Co chUng chi b6i du5ng nghi~p V\) quan ly nha nu6c ng~ch chuyen vien tr6 len;
- Co chUng chi ngo~i ngii' v6i trinh dQtuong duang b~c 2 khung nang l\Ic ngo~i ngii' Vi~t Nam
theo quy dinh t~i Thong tu s6 0l/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va Dao
t~o ban hanh khung nang l\Ic ngo~i ngii' 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcv6i trinh dQd~t chuful Icy nang sir d\)llg cong ngh~ thong tin ca ban theo quy dinh
~ Thong tu s6 03/20 14/TT-BTTTT ngay 11/3/2014 cua BQThong tin va Truy~n thong quy dinh Chuful
kYnang sir d\)llg cong ngh~ thong tin.
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chat

Th\l'c hi~n thuOng xuyen, dUng thfun
quy~n, chuc nang ctia nganh.

Giro quyet chinh sach dUngquy trinh,.
dUn u dinh cua hi lu~t.
L~p so theo d5i day dti, so li~u c~p
nh~t kip thm, bao cao dUng thm gian
u dinh.
Th\l'C hi~n cap, phap the kip fum,
dUn d6i tuqn .
Th\l'C hi~n dam bao dan chu, cong
khai, ch~t luqng, dUng quy trinh quy
dinh.

Dam bao dUngquy dinh phip lu~t

Dam bao kip thm, y nghia, dam bao
Sl,ltuong quan, dUng quy dinh phap
lu~t

Th\l'Chi~n dUngthfun quy~n phan c~p

Dam bao kip thm, hi~u qua.

Th\l'C hi~n dUng quy dinh, dam bao
ti~n d9 va ch~t luqng cong vi~c

Huang dfuJ.,ra soat, bao cao s6 luqng ngum cao tu6i, ngum
khuy~t ~t, ngum tam thfuJ1rendja ban dinh IcY theo quy.

Cae nhi~m V1)chfnh

Tham muu v61 lanh ~o phong xay d1,l11gcac van ban thu9c
linh Vl,lCduqc .ao
Tham muu v61 lanh d~o phong xay d1,l11gva to chuc th\l'c
hi~n chuong trinh, k~ ho~ch v~ binh dfulg gi61 thu9c thfun
u ~n ban hanh CllaChu tich UBND c~ u~.
Huang dful, kiem 1ra vi~c th\l'c hi~n cac quy dinh cua phap
l~t d6i v61 cac co s6' bao 1rq xa h9i tren dia ban theo Sl,l
han c~ ho?c u u ~n
Tham dinh, giro quyet che d9 1rq cap thUOngxuyen theo
cac van biin ui dinh hi~n hanh

Chi d~o ra soat, danh gia, tham muu v61UBND cong nh~
h9 ngheo, h9 c~ ngheo;

Tiep nh~, giro quyet chinh sach h6 1rq chi phi hQc ~p,
mi~n, .am hQc hi cho hQcsinh, sinh vien theo ui dinh

Ph6i hqp v61 cac nganh, doan th~, t6 chuc, ca nhan th\l'c
hi~n 1rqgiup cac d6i tuqng Boo 1rqxa h9i 1rendia ban

To chuc kiem 1ravi~c thl,lc hi~n che d9, chinh sach xa h9i;
giro quy~t khi~u n~, t6 cao, phong ch6ng tham nhUng, tieu
Cl,lCch6ng lang phi 1rong vi~c giro quy~t cac chinh sach xa
h9i va cac cOn vi~c dam nhi~m khac
Thl,lchi~n che d9 bao cao thuOng xuyen, d9t xuat theo quy
dinh

Trinh dQ ehuyen mon: D~i hQc tr6' len, nganh: Lu~t, Cong tac xa h9i.
- C6 chUng chi b6i du5ng nghi~p V\l quan ly nha nu6c ng~ch chuyen vien tr6' len;
- C6 chUng chi ngo~i ngu v6i trinh d9 tuong duong b~c 2 khung nang h,rc ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s6 01l2014/TT-BGDDT ngay 24/01/2014 cua B9 Giao d\lc va Dao t~o
ban hanh khung nang ll,lc ngo~i ngu 6 b~c dung cho Vi~t Nam;
- C6 chUng chi tin hQcv61trinh d9 d~t chufutkYnang su d\ll1gcOngngh~ thong tin co ban theo quy dinh
~ Thong tu s6 03/20 14/TT-BTTTT ngay 11/3/2014 cua B9 Thong tin va Truy~n thong quy dinh Chuful
kYnang su d\ll1gcong ngh~ thong tin.

Mi VTVL: 33/CNMV /OHTX-HC

Ten VTVL: THEO DOl BiNH DANG GIro vA BAo TRQ xA HQI
Don vi eong me: Phong Lao d9ng Thuong binh va xa h9i
Quan ly tIVe ti~p: TruOng phong
Quan ly ehue nang: UBND qt$l (huy~n, thi xa)
Quan h~ eong vi~e:Cac S6' ban nganh cOlien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
1rfuIva cac don vi, ca nhan c6 lien quan;
M1)e tieu vi tri eong vi~e: Tham muu cac giro phap trq giup ngum ngheo, th\l'c hi~n cac chuong
trinh m\lc tieu qu6c gia v~ giam ngheo va th\l'Chi~n chinh sach v61ngum ngheo 1rendia ban dam bao
hi~u qua, dUng quy dinh cUaphap l~t; Th\l'Chi~n giro quy~t cac ch~ d9, chinh sach xa h9i, cong tac
bao 1rq xa h9i, chinh sach d6i v61 ngum cao tu6i, ngum khuy~t ~t, ngum tam thfuJ, .. dam bao kip
thm, hi~u qua; Th\l'Chi~n cong tIlc binh dfulg gi61,vi Sl,lti~n b9 ph\l nu 1rendia ban ph~n d~u d~t cac
chi tieu d~ ra. .

Tieu chi danh gia hoan thanh eong
vice
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Mii VTVL: CNMV 34/0HTX-HC

Ten VTVL: PHONG CH6NG T~ N~ xA HQI
Don vi cong mc: Phong Lao d9ng Thuong pinh va xa h9i

Qmin Iy tl1}'Cti~p: TruOng phong

Quan Iychuc nang: UBND ql$l (llUY~n,thi xa)

Quan h~ cong vi~c:Cac Sa ban ng8.nhcOlien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
trc1nva cac don vi, ca nhan cOlien quan;

M1,J.ctieu vi tri cong vi~c: Tham rnuu vm Hinhd~o phong th\IChi~n t5t c6ng mc phong ch5ng t~ n~
xa h9i tren dia ban theo chuc nang cUang8.nh

Cac nhi~m V\l chinh
Tieu chi danh gia hoim thanh

congvi~c

Tham rnuu vm Lanh ~o phong xay d\IDgcac van ban chi Th~ thuc van ban dUng quy dinh, n9i.
~o, tri~n khai th\IChi~n c6ng mc phong ch5ng t~ nan xa dung sat th\ICti~n, c6 tinh kha thi cao.
h9i tren dia ban theo chuc nang, nhi~rn V\l cua nganh

To chuc th\Ic hi~n ke ho~ch, giro phap phong chang t~ n~
rn~ dam, cai nghi~n rna my ~ 00 sa t?p trung va cQng Th\IChi~n dam bao ch~t luqng, ti~n d9
d5ng. H5 trQ'illhoa nh~p cQngd5ng cho nguOi.nghi~n rna
my sau cai va cho 12h\1nu, tre em la n~ nhan bi buon ban

congvi~

tir nuac ngoro tra ve
Phoi h91' vm Cong an, Y te, Tu phap de th\l ly ho sO'cai

Th\Ic hi~n dam bao ch~t luqng, ti~n d9nghi~n, chuy~n h5 sO'sang Toa an ql$l (huy~n, thi xa) d~
ra;Quy~t dinh ap d\lDgbi~n phap XLHC dua di cai nghi~n c6ng vi~c
batbu9c

Th\Ic hi~n nghiern mc, danh gia duqc
Ki~rn tra, giam sat n9i dung cong vi~c duQ'cgiao. k~t qua d~t duQ'c,chi ra cac vc1ndS con

t5n ~ d~ c6 phuong huang kh~c ph\lc

Th\IChi~n ch~ d9 bao coo thuOng xuyen, d9t xuk Lien tl)c N9i dung bao cao dAydu va n9P dUng'
c~p nh~t s5 li~u vS PCTNXH, cac d5i tuqng TNXH d~bao
cao lanh d~o.

thOi.gian quy dinh

Trinh di} chuyen mon:

- D~i hQc tra len, nganh: Lu~t, Hanh chinh, Quan tri nhan l\Ic, Cong tac xa h9i, Xa h9i hQc.

- C6 chUng chi b5i du5ng nghi~p V\l quan ly nha nuac ng~ch chuyen vien tra len;
- C6 chUng chi ngo~i ngu vm tririh d9 tuang duang b~c 2 khung nang l\Ic ngo~i ngu Vi~t Natn .
theo quy dinh ~i Thong tu s5 0112014/TT-BGDDT ngay 24/01/2014 cua B9 Giao d\lC va Dao
t~o ban hanh khung nang l\Ic ngo~i ngu 6 b~c dung cho Vi~t Nam;

- C6 chUng chi tin hQc vm trinh d9 ~t chuful ky nang su d\lDgcong ngh~ thong tin cO'ban theo quy
dinh ~ Thong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 cua B9 Thong tin va TruySn thong quy
dinh Chuful ky nang su d\lDgcong ngh~ thong tin.
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Mi'iVTVL: CNMV 35/0HTX-HC

Ten VTVL: QUAN LY vE LAO DONG, vq:c LAM vA D~Y NGHE
Don vi cong tac: Phong Lao dQngThuang hinh va xa hQi
Quan If try'c ti~p: TruOng phong
QUaDIf chifc nang: UBND ql$1 (huy~n, thi xa)
Q~an hf cong vi~c:Cac So ban nganh cOlien quan; Cac phong ban, dan vi, UBND xa, phuong, thi
tran va cac dan vi, ca nhan c6 lien quan;
M1}ctieu vi tri cong vi~c: Tham muu cac giro phap dS th\IChi~nc6 hi~u qua cong mc Quill ly v~ lao
dQng,vi~c lam va d?y ngh~, Th\IChi~n cac chinh sach lao dQngnhu dao ~o ngh~, giro quy~t vi~c lam,
bao hQlao dQng". dam bao thi~t th\IC,hi~u qua. .

Cac nhifm V1} chinh

Tham muu vm lanh ~o phong xay d\Il1gcac van ban to
chuc th\IChi~n cac chinh sach lao dQngtren dia ban
Tham muu vm lanh d?o phong th\IChi~n tot vai tro quill
ly nha nuac d6i vm cac doanh nghi~p, cac t6 chuc kinh t~
~p thS, kinh t~ tu nhan trong ph?ffi vi chuc nang Clla
nganh
Huang dfuJ.,kiem tra vi~c th\IChi~n cac quy dinh Clla
phap l~t d6i vm cac co so d?y ngh~, gimthi~u vi~c lam
tren dia ban al$1 theo S\Iphan cApho~c uy quy~n
To chuc th\IChi~n ke ho?ch, chuang trinh phat trien d?y
ngh~, giro quy~t vi~c lam CllaUBND ql$1 (huy~n, thi xa)
sau khi duQ'coM duv~t
Huang dfuJ., th\Ic hi~n dieu tra cung- cau lao dQng,xuat
khdu lao dQngtren dia ban.
Huang dfuJ.,t6 chuc th\Ic hi~n chuang trinh qu6c gia ve
bao hQlao dQng, an toan lao dQng,v~ sinh lao dQng; tufin
IS v~ an toan lao dQng, v~ sinh lao dQng va phong ch6ng
chay n6 tren dia ban

Th\Ic hi~n kiSm tra, giam sat nQidung c6ng vi~c dam
nhi~m

Th\IChi~n che dQbao cao thucrngxuyen, dQtxuat

Tieu chi danh gia hoim thanh
congvi~c

Dam bao kip thm, hi~u qua.

Th\Ic hi~n dUngchuc nang cua nganh

Xay d\Il1gk~ ho?ch C\lthe, c6 tinh kha thi
cao;

Th\Ic hi~n phro dam bao chat lUQ'llg,tien
dQcongvi~c

DuQ'c th\Ic hi~n thucrng xuyen, dQt xuAt
vm hinh thuc, nQidung C\lthe, ra rang.

Danh gia duQ'c ket qua de;ttduQ'c, nhUng
vAnd~ can t6n t?i h?l1 ch~ de kh~c ph\lc
kip thm.
DUngtien dQ, dam bao chat lUQ'llg

Trinh dQchuyen mon:
- D?i hQc tra len, nganh: Lu~t, Cong mc xa hQi, Quan tri nhan l\Ic, Quan ly ngu6n nhan l\Ic.
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng?ch chuyen vien tra len;
- C6 chUng chi ngo?i ngu vm trinh dQ tuong duo-ng b~c 2 khung nang l\Ic ngoe;tingu Vi~t Nam
theo quy dinh t?i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lCva Dao
t?O ban hanh khung nang l\Ic ngo?i ngfr 6 b~c dung cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQ~t chudn kY nang sir d\ll1gcong ngh~ thong tin cO'ban theo quy dinh
t?i Thong tu s6 03/20 14/TT-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy dinh Chudn
kY nang sir d\ll1gcong ngh~ thong tin.
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Th\l'C hi~n v~ dQng dUng quy trinh, Slr
d\ll1gquy c6 y nghla, dUngm\lc dich quy
dinh.

Muc song Clla hQ gia dinh nguCric6 cong
v6i cach m~g bfulg va cao han muc s6ng
trun binh n Cridan
ThuOng xuyen kiem tra, c6 cac hinh thuc
bao quan C\l th€, phu hgp v6i tinh hinh
th\l'Ct6.

viecTieu chi danh 'a hoim thimh con

Mil VTVL: CNMV 36/0HTX-HC

Ten VTVL: TIWC IIq:N CHiNU SACH NGUm c6 CONG
Don vi cong tic: Phong Lao dQngThuang binh va xa hQi
Quan Iy tlVc ti~p: Tru6ng phong
Quan Iy chuc nang: UBND q$ (huy~n, thi xa)
Quan h~ cong vi~c:Cac So ban nganh c6 lien quan; Cac phong ban, dan vi, UBND xa, phuOng, thi
trfulva cac dan vi, ca nhan c6 lien quan;
Ml}.ctieu vi tri cong vi~c: Tham muu cac gUnphap d€ th\l'Chi~n c6 hi~u qua chinh sach nguCric6 cong;
Giro quy6t cac chinh sach nguCric6 c6ng v6i cach m~g dam bao kip thCri,dUngd6i tuQ11gva dUng quy
dinh Cllaphap l~t.

Cac nhi"m vu chinh
Tham muu v6i lanh d~o phong xay d\l'llg cac van ban
thuQcIlnh V\fCduqc iao. Dam bao kip thCri,hi~u qua.

Tham muu v6i Lanh d~o phong xay d\l'llg d\l' thao cac A

van ban v8 llnh V\fCnguCri c6 cong thuQc thfun quy8n The thuc, nQi dung dUng quy dinh phap
ban hanh CllaChli tich U ban nhan dan. lu~t
Th\l'C hi~n cac van ban quy ph~ phap l~t va quy
ho~ch, k6 ho~ch, d8 an, chuang trinh v8 llnh V\fCnguCri Th\l'C hi~n dam bao chfit IUQ11g,ti6n dQ
c6 c6ng tren di~ ban g$, sau khi duqc phe duy~t; ~ong cong vi~c
tin, tuyen truyen, pho bien, giao d\lc phap lu~t ve llnh
V\fCn Cric6 con duqc .ao
Hu6ng dful va kiem tra ho~t dQngCllacac hQiva to chuc
phi chinh phli ho~t dQng tren dia ban thuQc llnh V\fC Th\l'c hi~n dUngthfun quy8n phan cfip
n Cric6 c6n theo u dinh Clla ha l~t
Tham muu v6i lanh d~o phong th\l'c hi~n v~ dQng,
quan ly, Slr d\ll1g quy "Den an dap nghia" cfip huy~n,
hu6ng dful, theo d5i cac xa, thi trful th\l'Chi~n v~ dQng
u- "D8n an da n -a" cfi xa.
Phoi hgp v6i cac nganh, doan the xay d\l'llg phong trao
toan dan cham s6c, giup d5' nguCric6 cong, than nhan
n Cric6 c6n v6i cach m~
Hu6ng dful, quan ly nghia trang li~t sy, dai tu6ng ni~m,
cac cong trinh ghi c6ng li~t sy

Kiem tra vi~c th\l'Chi~n cM dQ, chinh sach ve nguCric6
c6ng; giro quy6t khi6u n~, t6 cao, phong ch6ng tham
nhUng, tieu C\l'Cch6ng lang phi trong ho~t dQngnguCric6
con

Th\l'c hi~n ch6 d9 bao cao thuOng xuyen, d9t xufit

Th\l'Chi~n theo dinh kY, dUng thfun quy8n,
chuc nang cua nganh.

Th\l'c hi~n ch6 d9 bao cao dUngquy dinh.

Trinh di} chuyen mon: D~ hQCtra len, nganh: Cong mc xa h9i, Quan tti nhanl\l'c, Xa h9i hQc, Chinh
sach cong, Quan Ii cac vfin d8 xa h9i va chinh sach xa h9i, L~t, Tai chinh, K~ toano
- C6 chUng chi boi duang nghi~p V\lquan ly nha nuac ng~ch chuyen vien tra len;
- C6 chUng chi ngo~i ngfr vm trinh d9 tuang duang b~c 2 khung nang l\l'c ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s6 0l/2014/TT-BGDDT ngay 24/01/2014 cua B9 Giao d\lCva Dao t~o
ban hanh khung nang l\l'c ngo~i ngfr 6 b~c dung cho Vi~t Nam;
- C6 chUng chi tin hQcv6i trinh dQd~t chuful ky nang Slr d\ll1gc6ng ngh~ thong tin cO'ban theo quy dinh
~ Thong tu s6 03/2014/TT-BTTIT ngay 11/3/2014 CllaBQThong tin va Truy8n thong quy dinh ClmAn
ky nang Slr d\ll1gc6ng ngh~ thong tin.
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Mil VTVL: CNMV 37/0HTX-HC

Ten VTVL: TIEN LUONG vA BAo lIIEM
Don vi cong tac: Phong Lao dQngThuong binh va xa hQi
Qmln ly tlVc ti~p: TruOng phong
Quan ly ch1i'cnang: UBND qt$1 (huy~n, thi xa)
Quan h~ cong vi~c:Cac So ban nganh cOlien quan; Cac phong ban, don vi, UBND xa, phuOng, thj
trfulva cac don vi, ca nhan co lien quan;
M1}ctieu vi tri cong vi~c:Theo d5i, kiem tra cac t6 chuc, .ca nhan trong vi~c th\l'c hi~n cac quy dinh
Cllaphap l~t v~ linh Vl)'Cti~n luong; ti~n cong; bao hiem xa hQi(bao hiem xa hQib~t bUQc,bao hiem
xa hQi1\1' nguy~n, bao hiem thAtnghi~p); Huang dful vi~c th\IChi~n ch€ dQti~n luong theo quy dinh
Cllaphap lu~t; Tham muu cho lful!1dO<;ldon. vi v,aVEND qu~ (huy~n, thi x~) ki€n ~ghj vm cac co .
quan, don vi co lien quan giai quyet nhUngvan de ve bao hiem xa hQithuQc thfun quyen; .

Cac nhi~m V1}chinh Tieu chi danh gia hoim thanh
congvi~c

Tham muu v6i lanh d<;lophong xay dl)'llg cac van ban to
chuc th\Ic hi~n cac quy djnh chinh sach v~ ti~n luong va bao Dam bao kip thai, hi~u qua.
hiemxahQi
Trien khai to chuc th\l'c hi~n cM dQ tien luong, tien cong,
bao hiem theo QUY djnh Cllaphap l~t;
Huang dful, kiem tra vi~c th\IChi~n cac quy djnh Cllaphap Th\IChi~n dUngthfun quy~n phan cAp
l~t v~ ti~n luong va bao hiem xa hQi
Phoi hQ'Pv6i cac don vi cO lien quan nhu Bao hiem xa hQi,
Tai chinh, lien doan lao dQng ... de theo d5i, kiem tra, huang Xay dl)'llgk€ hO<;lchC\lthe, c6 tinh khi
dful, giai quy€t cae vuang m~c, ki€n nghi lien quan dSn ti~n thi cao;
luong, bao biem xa hQi.

Danh gia duQ'c k€t qua d<;ltduQ'c,
Th\l'ch1~nkiem tra, giam sat nQidung cong vi~c dam nhi~m nhUng vful d~ con t6n t<;lih<;lnch€ d~

kh~c ph\lc kip thai.
Th\Ic hi~n cM dQbao cao thuOng xuyen, dQtxuat DUngtien dQ, dam bao chat luqng

Trinh d{) chuyen man:
- D<;lihQc tro len, nganh: Cong mc xa hQi, Quan tri nhan l\Ic, Bao hiem xa hQi, Tai chinh, KS
toano
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng<;lchchuyen vien tra len;
- Co chUng chi ngo<;lingu vai trinh dQtuong duang b~c 2 khung nang l\Ic ngo<;lingu Vi~t Nam
theo quy dinh t<;liThong tu s5 01/20 14/TT-BGDDT ngay 24/01/2014 cua BQ Gi<lod\lC va Dao
t<;lOban hanh khung nang l\l'c ngo<;lingu 6 b~c dUng cho Vi~t Nam;
- C6 chUng chi tin hQc v6i trinh dQd<;ltchuful kYnang su d\lllg cong ngh~ thong tin co ban theo quy
djnh t<;liThong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 CllaBQ Thong tin va Truy€n thong quy .
djnh Chuful kYnang su d\lllg cong ngh~ thong tin.
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Mil VTVL: CMNV 38/0HTX-HC

Ten VTVL: QuAN LYV AN H6A vA GIA DINH
Don vi cong mc: Phong Van hoa
Quan ly tlVc ti~p: TruOng phong
Quan ly chuc nang: UBND qt$l (huy~n, thi xii)
Q~an h~ cong vi~c: Cac Sa ban ngclnhco lien quan; Cac phong ban, dan vj, UBND xii, phuOng, thi
tran va cac dan vj, ca OOanco lien quan;
Myc tieu vi tri cong vi~c: Can cu chi d~o Clla lanh d~o, cac quy dinh hi~n hanh, cac chu truang,
chinh sach, cac chuang trinh d~ an Cllaqu~ (huy~n, thi xii) va cAptren dS triSn khai t6 chuc th\IC
hi~n hi~u qua; Tham muu triSn khai th\IChi~n cac nhi~m V\ltheo IInh V\ICphan cong dam bao hi~u
qua; Hu6ng dful, don d6c, kiSm tra d6i v6i xii, phuOng; thi trfrn thuQc IInh V\ICduqc phan cong ph\!
trach; Nfun b~t co sa, kip thOitham muu thao gO'OOUngvu6ng m~c, kho khan va triSn khai th\IChi~n
hi~u qua ~ CC1 sa; T~o m6i quan h~ t6t v6i d6ng nghi~p; v6i cac phong, ban chuyen mon, xii,
phuOng, thi trfrnva Thanh ph6 trong th\ICthi cong V\l.

Cac nhi~m V\l chinh

Tham muu xay d\Il1gchuang trinh, ke ho~ch, de an, cac van
ban hu6ng dful triSn khai th\fc hi~n... thuQc IInh V\ICduqc
hanoon
Tham muu giai phap to chuc th\fChi~n cac nhi~m V\lduqc
hanoon
Tuyen truyen, pho bien cac to chuc, ca nhfu1th\fc hi~n cac
nhi~mV\ltheo IInh V\ICduqc han con
Hu6ng dful, don doc, kiem tra ho~t dQngdoi v6i co sa
Tham muu to chuc cac hQi nghi chuyen de, hQi nghi tuyen
truy~n; hQinghi hu6ng dful;kiSm tra

Xay d\Il1gbao cao dQtxuyet, bao chuyen chuyen de, bao cao
cac chuan trinh, k~ ho~ch theo nhi~m V\lduqc han con
Tham muu, de xuat cac giai poop thao gO'kho khan trong
tilltrinh t6 chuc th\fc hi~n ~ CC1 sa
Tham d\I cac cUQchQp; tham gia cac dqt ~p huful, hu6ng
dfu1dS nan cao triOOdQchu en mon

Tieu chi (1anh gia hoan thanh
congvi~c

Cac van ban duQ'c ban hanh dam
bao ti~n dQ, ch~t luqng, hi~u qua
th\fChi~n
Ket qua th\fChi~n

Tan suat to chuc va ket qua d~t
duqc
Ket qua th\fc hi~n theo nhi~mV\l;
than ; u'
Cac hQinghi duqc trien khai; cac tai
li~u ph\!c V\lhQingh!; bien ban lfun
vi~c, bien ban kiSm tra, thfun dinh
Cac bao cao hom thanh dam bao
ti~n dQthOi ian, ch~t luqn
Hi~u qua th\IChi~n

Theo phan oong; theo IInh V\ICph\!
trach

Trinh c1{) chuyen mon:
-D~i hQc tra len, nganh: Quan Iy Van hoa, Thu vi~n, Bao t6n, Bao tang.
- Co chUng chi b6i du5'ng nghi~p V\lquan Iy OOanuac ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngu vai triOOdQtuang duong b~c 2 khung nang l\Ic ngo~i ngu Vi~t Nam .
theo quy diOOt~i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\!c va Dao
t~o ban hanh khung nang l\fc ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Co chUngchi tin hQcvm trinh dQ~t chufuIIcy nang sir d\ll1gcong ngh~ thong tin co ban theo quy
dinh ~ Thong tu s6 03/2014m-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy
dinh ChufuI kY nang sir d\ll1gcong ngh~ thong tin.
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Mil VTVL: CMNV 39/0HTX-HC

Ten VTVL: QuAN LY THE DVC THE THAO
Don vi cong tac: Phong Van hoa
Quan Iy tn,rc ti~p: TruOng phong
Quan Iy chuc nang: UBND ql$1 (huy~n, thi xa)
Quan h~ cong vi~c: Cac S6' ban nganh cO lien quan; Cac phong ban, don vi, VBND xa, phuOng,
thi trful va cac don vi, ca nhan cOlien quan;

Mt}c tieu vi tri cong vi~c: can, cu chi d~? Cllacfip tren, truOn~ phong, pho ,Phong q',ly dinh, van ban
hi~n hanh, cac chuong trinh, ke ho~ch, de an Cllaco quan dip tren de trien khai to chuc thl,l'chi~n
hi~u qua cac nhi~m V\lduQ'cgiao; Hu6ng dfuJ.t6 chuc, doanh nghi~p thl,l'chi~n t6t cac quy dinh vS .
Th€ d\lc th€ thao; T~o m6i quanh~ t6t v(ri cac d6ng nghi~p, phong ban chuyen mon trong thl,l'Cthi
nhi~m V\l;Nfun b~t co s6', kip thOi tham muu, d€ lanh d~o co dinh hu6ng chi ~o trong tri€n khai
nhi~m V\l.

Cae nhi~m Vt}chinh

Tham mUll v(ri lanh d~o phong xay dl,l'llgcac van .ban
thl,l'Chi~n vai tro quan ly nha nuac vS linh Vl,l'Cth€ d\lc,
th6 thao tren dia ban l$1 u ~n, thi xa .
Hu6ng dfuJ.to chuc, don vi va nhan dan thl,l'chi~n phong
trao lu ~n ~ th6 d\lc, th6 thao.
Hu6ng dfuJ.,kiem tra ho~ dQngCllacac trung tam TDTT,
cac CCYs6' ho~t dQng TDTT thuQc ph~ vi quan ly Clla
hon.
Giup UBND ql$1 (huy~n, thi xa) quan ly nha nuac doi
v(ri t6 chuc kinh t~ ~p th6, kinh te tu nhan; hu6ng dfuJ.va
ki6m tra ho~t dQng cac hQiva t6 chuc phi chinh phu ho~t
dQng tren dia ban thuQc linh Vl,l'CTDTT theo quy diM
Clla hci 1~t.
Hu6ng dfuJ.chuyen mon nghi~p V\lve linh Vl,l'CTDTT doi
v(ri cong chuc chuyen mon thuQcUBND xa, phuOng, thi
trful.
Thl,l'Chi~n cM dQ bao cao thuOng xuyen, dQt xuat theo
u diM.

Tieu chi danh gia hoim thanh
congvi~c

Xay dl,l'llgvan ban dung the thuc, nQi
dung re rang, phu hQ'Pv(ri tl1l,l'Cti~n dia
huon .
Thl,l'chi~n cong vi~c chu dQng, sang
~o, linh ho~t.
Thl,l'chi~n hi~u qua, dUng chuc nang,
nhi~m V\lCllanganh.

Thl,l'chi~n hi~u qua, dUng chuc nang
quan ly nha nuac clla nganh.

Hu6ng dfuJ.C\lthe, chuyen tfli nQidung
re rang, chinh xac.

Bao coo dUng thOi gian, nQi dung yeu
cAu.

Trinh dQ ehuyen mon:
- D~i hQCtra len, nganh: Th6 d\lc, Th6 thao.
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tr6' len;
- Co chUng chi ngo~i ngil' v(ri trinh dQtuong duang b~c 2 khung nang ll,l'cngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s6 0Ii2014ITT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao .
t~o ban hanh khung nang ll,l'cngo~i ngil' 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcv(ri trinh dQ~t chuful ley nang su d\lllg cong ngh~ thong tin CCYban theo quy
dinh ~ Thong tu s6 0312014m-BTTTT ngay 11/3/2014 cua BQThong tin va TruySn tllong quy
diM Chuful ley nang su d\lllg c6ng ngh~ thong tin
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Mil VTVL: CMNV 40/0HTX-HC

Ten VTVL: QuAN LY DU LJCH
Don vi cong tac: Phong Van h6a
Quan ly tIVc ti~p: Tru6ng phong
Quan ly chuc nang: UBND q$l (huy~n, thi xa)
Quan h~ cong vi~c:Cac Sa ban ngarm c6 lien quan; Cac phong ban, don vi, UBND xa, phuong,
thi trfulva cac don vi, ca nhan c6 lien quan;

My.c tieu vi tri cong vi~c: c~ ClIchi d<;l.?cua dp tren, tru~g phong, ,Ph6,phong quy dinh, van ban
hi~n harm, cac chuong trinh, ke hO<;l.ch,de an Cllaco quan cap tren de trien khai to chuc th\IChi~n
hi~u qua cac nhi~m Y\ldugc giao; Hu6ng dfut t6 chuc, doanh nghi~p th\TChi~n t6t cac quy dinh v~
linh VlJCDu lich; T<;I.om6i quan h~ t6t v61 cac d6ng nghi~p, phong ban chuyen mon trong th\Tcthi
nhi~m Y\l; Nfun b~t cO'sa, kip thOi tham muu, d~ lanh d<;l.oc6 diM hu6ng chi d<;l.otrong tri~n khai
nhi~mY\l.

Cac nhi~m V\l chinh

Tham muu v61 lanh d<;l.ophong trinh UBND q$l
(huy~n, thi xa) ban harm Quy8t dinh, Chi thi, K8 hO<;l.ch
dill h<;ln,5 nam va hang nam; d~ an, chuong trinh phat
tri~n du lich tren dia ban $1 u ~n, thi xa .
To chuc th\Ic hi~n cac nQi dung hO<;l.tdQng va phat trien
S\In .~ du lich tren dia ban.
Hu6ng dfut, kiem tra hO<;l.tdQng Cllacac cO'sa hO<;l.tdQng
du lich, di~m wi chai cong cQng thuQc ph<;lffivi quan ly
Clla hon .
Hu6ng dfut chuyen mon nghi~p Y\l ve linh VlJCdu lich
d6i v61c6ng chuc chuyen mon thuQcUBND xa, phuOng,
thi trful.
Th\Ic hi~n cM dQ bao cao thuOng xuyen, dQt xuat theo
u diM.

Tieu chi danh gia hoim thanh
congvi~c

Xay dvng van ban dUng the thuc, nQi
dung ra rang, phil hgp v61 th\Tcti~n dia
phuong.

Th\IChi~n dam bao tien dQ, chat lugng
con vi~.
Th\IC hi~n hi~u qua, dUng chuc nang,
nhi~m Y\lcua ngarm.

Hu6ng dfut C\lthe, chuyen tciinQi dung
ra rang, chinh xac.

Bao cao dUng thOi gian, nQi dung yeu
duo

Trinh dQ chuyen mon:
- D<;I.ihQc tra len, nganh: Quan ly Du lich, Van h6a - Du lich, Bao t6n, Bao amg.
- C6 chUng chi b6i du5ng nghi~p Y\lquan ly nha nucrc ng<;l.chchuyen vien tra len;
- C6 chUng chi ngo<;l.ingu vcri trinh dQtuong duong b~c 2 khung nang l\Tcngo<;l.ingu Vi~t Nam
theo quy dinh t<;tiThong tu sf, 0l/2014/TT-BGDDT ngay 24/01/2014 cua BQ Ghio d\lC va Dao
t<;l.Oban hanh khung nang l\Tcngo<;l.ingu 6 b~c dUng cho Vi~t Nam;
- C6 chUng chi tin hQc v61 trinh dQd<;ltchufuJ.ky nang sir d\lllg cong ngh~ thong tin cO'ban theo quy
diM t<;liThong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 cua BQThong tin va Truy~n thong quy .
diM ChufuJ.ky nang sir d\lllg c6ng ngh~ thong tin.
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Mil VTVL: CMNV 4110HTX-HC

Ten VTVL: QuAN LV THONG TIN TRUYEN THONG
Bon vi cong tac: Phong Van hoa
Quan If tl11Cti~p: TruOng phong
Quan If chu'c nang: UBND ql$1 (huy~n, thi xa)
Qua~ h~ cong vi~c: Cac S6' ban ngc'mhcOlien quan; Cac phong ban, don vi, UBND xa, phuOng,
thi tran va cac don vi, ca nhan co lien quan;
Ml,lc tieu vi tn cong vi~c: Can cu chi dl;lOcUa lanh dl;locAptren, tnrOng phong, cac qui dinh hi~n
hc'mh,cac chuong trinh, k~ hOl;lCh,dS an cUaco quan cAptren d~ tri~n khai t6 chuc th\IChi~n dl;lthi~u
qua; Hu6ng dful t6 chuc doanh nghi~p th\lChi~n t5t cac quy dinh vS boo chinh, vi~n thong, thong tin,.
truySn thong, bao chi xuAt ban; Tl;lOm5i quan M t5t vmcac d6ng nghi~p, cac phong, ban chuyen
man trong th\ICthi nhi~m V\l;Nfun b~t co s6', kip thOi tham moo, d~ lanh dl;lOco dinh hu6ng chi d?o
trong tri~n khai nhi~m V\l

Cac nhi~m v9 chinh

Tham moo cac van ban quan If nha nuac doi vm cac linh
V\lCthon tin va tru Sn thon tren dia ban.
Thfun,dinh dang ky, car cac lo?i giay phep thuQc cac linh
V\lCve thong tin va truyen thong theo quy dinh trinh UBND
l$1 u ~n, thi xa cA he ho~c .A chUn nh~.
Theo d5i to chuc th\IChi~n cac chuong trinh, de an ve (mg
d\ll1 CNTT tren dia ban.
To chuc th\lc hi~n Idem tra va hu6ng dful phuOng quan Iy
D?i Iy Internet, boo chinh, di~m cung c~p djch V\ltro choi
di~n tUcon cQn , di~m dan I' thon tin thue bao tra tnrac.
Tuyentruyen, pho bien, huang dfu1cac tochuc va ca nhan
th\Ic hi~n theo u dinh.
Bao cao th\Ic hi~n nhi~m V\lcong mc tuan, thang, quy nfun,
nhi~mV\l hat sinh.

Tieu chi danh ghi holm thanh
congvi~c

Th\lC hi~n hi~u qua, the hi~n r5 vai
tro uan I ' nha nuO'cduqc iao
Th\lc hi~n dUng quy dinh, tieu
chuful hi~n hc'mh

Th\lc hi~n theo tien dQ de an
chuon trinh da ban hc'mh
Th\Ic hi~n hi~u qua, the hi~n r5 vai
tro quan Iy nha nuO'cduqc giao

Th\IC hi~n dam bao tien dQ chat
luqn. con vi~c
Th\lC hi~n bao cao theo dUng tien
dQch~t luqn.

Trinh dQ chuyen man: .
- D?i hQc tr6' len, nganh: Cong ngh~ thong tin,TruySn thong, Boo chinh Vi~n thong, Bao chi,
Xu~tban.
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuO'c ng?ch chuyen vien tr6' len;
- Co chUng chi ngo?i ngu v6i trinh dQtuong duong b~c 2 khung nang l\Ic ngo?i ngu Vi~t Nam
theo quy dinh t?i Thong ill s5 01/2014/TT-BGDDT ngay 24/01/2014 clla BQ Giao d\lC va Dao .
t?o ban hanh khung nang l\Ic ngol;lingu 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQc v6i trinh dQd?t chufuJ.kY nang sir d\ll1gcong ngh~ thong tin co ban theo quy
dinh t?i Thong ill s5 03/2014/TT-BTTTT ngay 11/3/2014 cUa BQThong tin va Truy€n thong quy
dinh ChufuJ.kY nang sir d\ll1gcong ngh~ thong tin.
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Mil VTVL: CMNV 42/0HTX-HC

Ten VTVL: QuAN LYV AN H6A THONG TIN CO SO
Don vi cong tac: Phong Van hoa
Quan If tl1fCti~p: TruOng phong
Quan Iy chti'c nang: UBND qu~ (huy~n, thi xii)
Qua~ h~ cong vi~c: Cac Sa ban ngfmh co lien quan; Cac phong ban, don vi, UBND xii, phuOng,
thi tran va cac don vi, ca nhan co lien quan;

My.c tieu vi tri cong vi~c: Can cu chi d~o Clla lanh ~o, cac quy dinh hi~n hfmh, cac chu truong,
chinh sach, cac chuong trinh dS an Cllaq~, huy~n, thi xa va cfip tren de trien khai t6 chuc thvc hi~n~~~~~~~~~~~~~~-~~~~~
Hu6ng dful, don d6c, Idem tra d6i v6i xa, phuOng, thi trfin thuQc lInh V\fCduqc phan cong ph\! trach;
Nfun b~t 00 sa, kip thOi tharn mUll thao go nhilng vu6ng m~c, kho khan va trien khai thvc hi~n hi~u
qua ~ 00 sa; T~o m6i quan h~ t6t v6i d6ng nghi~p; v6i cac phong, ban chuyen mon, xa, phuOng, thi
trfinva thfmh ph6 trong thvc thi oong ~.

Cac nhi~m vy. chinh
Tieu chi danh gia hoan thanh

congvi~c
Tham mUll xay dvng chuong trinh, ke ho~ch, de an, cac van Cac van ban duqc ban hfmh dam
ban hu6ng dfu1trien khai thvc hi~n... thuQClInh V\fCduqc bao tiSn dQ, chfit luqng, hi~u qua
phanoong. thvc hi~n
Tham mUll giai phap to chuc thvc hi~n cac nhi~m ~ duqc Ket qua thvc hi~n
phancong
Tuyen truyen, pho bien cac to chuc, ca nhan thvc hi~n cac Tan suat to chuc va ket qua d~t
nhi~m ~ theo lInh V\fCduqc phan oong. duqc
Hu6ng dful, don doc, Idem tra ho~t dQngdoi v6i co sa Ket qua thvc hi~n theo nhi~m ~;

thang; qUY
Tham mUll t6 chuc cac hQi nghi chuyen de, hQi nghi tuyen Cac hQi nghi duqc trien khai; cac
truySn; hQinghi hu6ng dful; Idem tra, thfun dinh ill li~u ph\!c ~ hQi nghi; bien ban

lam vi~c, bien ban Idem tra, th~m
dinh

Xay dvng baa cao dQtxuyet, bao chuyen chuyen de, bao cao Cac bao cao hoan thfmh dam bao
cac chuong trinh, kS ho~ch theo nhi~m ~ duqc phan oong tiSn dQthOi gian, ch~t luqng
Tham mUll, de xudt cac giai phap thao go kho khan trong qua Hi~u qua thvc hi~n
trinh t6 chuc thvc hi~n ~ 00 sa .
Tham dv cac cUQchQp; tham gia cac dqt ~p huan, hu6ng dful Theo phan cong; theo linh V\fCph\!
de nang cao trinh dQchuyen mon trach

Trinh dQ chuyen man:
- f)~i hQc tra len, nganh: Quan ly Van hoa,Thong tin c6 dQng, Tuyen truySn.
- Co chUng chi b6i duang nghi~p Vl,lquan ly nha nuac ng~ch chuyen vien tra len;
- Co chung chi ngo~i ngii' vm trinh dQ tuang duong b~c 2 khung nang Ivc ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s6 0112014/TT-BGDI:)T ngay 24/01/2014 cua BQ Giao d\!c va I:)ao
~o ban hanh khung nang lvc ngo~i ngii' 6 b~c dung cho Vi~t Nam;
- Co chUng chi tin hQcv6i trinh dQ~t chuful kYnang sir dl,lllgcong ngh~ thong tin co ban theo quy .
dinh ~ Thong tu s6 03/2014/TT-BTITf ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy
dinh Chuful kYnang sir dl,lllgcong ngh~ thong tin.
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Mil VTVL: CMNV 43/QIITX-HC

Ten VTVL: QUAN LYGIAo DVC TRUNG HQC CO sa
Don vi cong mc: Phong Giao d\lc - Dao t{lo

Quan Iy tnFc ti~p: TruOng phong

Quan Iy chtrc nang: UBND qt$1 (huy~n, thi xa)

Q!Jan h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi; UBND xa, phuOng, thi
tran va cac don vi, ca OOanco lien quan.

M1}ctieu vi tri cong vi~c: Can cu chi d~o Cllaclp tren, TruOng phong, cac quy diOO,van ban hi~n
haOOCllaco quan cac clp d&th\IChi~n cac nhi~rn VI,l duqc giao;Chi d~o, phau cong cong vi~c, hu6ng
dfut, theo dai, don d6c, ki&rntra, danh gia ceng chuc CllaPhong; T~o S\Iph6i hqp ceng vi~c t6t v61
cac co quan, don vi lien quan.

Cae nhiem vu chinh
Tieu chi c1anh gia hoan thanh cong

".. . vu;c

Tham rnuu vm lanh d~o phong xay dlJIlgcac van ban Van ban dUng th&thuc, ra n9i dung, co
thu9c ceng vi~c dam nhi~rn tinh chuy&nill.

Hu6ng dful t6 chuc th\IChi~n cac van ban quy ph~ phap Vi~c hu6ng dful ra rang, co chi tieu giao
l~t, chuong trinh, k~ ho~ch phat tri&ngiao dl,lcCllac~p d~n tUng don vi wOng hQc.

THCS

Chi d~o cac ho~t d9ng OOfunnang cao ch~t IUQ'Ilggiao d\lc Chi d~o ro vi~c, ra dia chi, ra tnlch
toan di~n a rn6i don vi wOng hQc nhi~rn

Hu6ng dfult6 chuc th\Ic hi~n cac van ban quy ph~ phap
I~t vS thi dua khen thuOng, hu6ng dful cac don vi wOng Tham rnuu th\Ic hi~n dUng chuc nang,
hQcdang kY danh hi~u thi dua, ph6i hqp vm cac b9 ph~ nhi~rn VI,l va quy diOOphap lu~t.
ki&rntra, thfun diM danh hi~u thi dua theo quy diM.

Danh gia chiOOxac duqc OOilngk~t qua
T6 chuc kiSrn tra, giam sat cac don vi wOng hQcvS thl,l'C d~t duqc, OOilngv~ dS con t6n ~i d&co

hi~n nhiern VI,l nam hQc hu6ng kh~c phl,lc, dinh hu6ng thuc d~y
cac don vi hoan thanh t6t nhi~rn VI,l

Th\IChi~n ch~ d9 bao cao thuOng xuyen, dQtx~t theo quy B,ao cao dUng thai gian, nQi dung yeu
dinh cau.

Quan Iy Thi, Bfulg va Ki&rndiM ch~t IUQ'Ilggiao d\lc Tham rnuu thl,l'Chi~n dUng chuc nang,

Thu tvc hanh chinh cfipTHCS nhi~rn VI,l va quy diOOphap lu~t.

Trinh dQ chuyen mon:
- D~i hQc tra len, cac nganh Su ph~ kh6i THCS, THPT.
- Co chUng chi b6i du5ng nghi~p VI,l quan ly OOanu&c ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngu v&i triOOdQtuong duong b~c 2 khung nang l\Ic ngo~i ngfr Vi~t Nam
theo quy diOOt{liThong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua B9 Giao d\lc va Dao
t~o ban hanh khung nang l\Ic ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQc vm trinh dQ~t chuk leY nang su dl,lUgcong ngh~ thong tin C(Jban theo quy
dinh ~ Thong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 cua BQThong tin va TruySn thong quy
diM chuk leY nang sll dl,lUgcong ngh~ thong tin.
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Mil VTVL: CNMV 44/0HTX-HC

Ten VTVL: QuAN LY GJAO DVC TIEU HQC
Don vi cong tac: Phong Ghio d\lc - Dao ~o
Quan If tlVC ti~p: TruOng phong
Quan If chrrc nang: UBND qt$l (huy~n, thi xii)
Q~an h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi, UBND xii, phuOng, thi
tran , cac wOng ti~u hQctren dia ban va cac don vi, ca nhan co lien quan;
Ml}c tieu vi tri cong vi~c: Can cu chi d~ CllacAptren, TruOng phong, cac quy djnh, van ban hi~n hanh
cua 00 quan cac cApd~ th\lC hi~n cae nhi~m V\lduqc giao; T~o S\l ph6i h9P cong vi~c t6t vm cac co
quan, don vi lien quan.

6 chuc ki€m tra, giam sat cae wOng hQc v~ th\lC hi~n nhiem
. nfunhQc

\lc hi~n chS dQbao cao thuOng xuyen, dQtxudt theo quy djnh

ti tl,lchanh chinh cApTi6u hQc

Tieu chi danh gia ho~m thanh cong
viec

Van ban dUng the thuc, ro nQi dung,
co tinh chu ~nmi.
Vi~c hu6ng dful ro rang, co chi tieu
iao dSn tUn wOn hQc.
Chi d~o ro vi~c, ro dia chi, ro trach
nhi~m

Tham muu th\lc hi~n dUng chuc
nang, nhi~m V\l va quy dinh phap
lti?t.

Chinh xac so li~u, dUn tien dQ
Danh gia chinh xac duqc nhUng ket
qua d~t duqc, nhUng vAnd~ con t6n
~ d~ cO hu6ng khic ph\lc, djnh
hu6ng thuc d~y cac don vi hoan
thanh t6t nhi~m V\l
B,aocao dUngthOi gian, nQidung yeu
cau.
Tham muu th\lC hi~n dUng chuc
nang, nhi~m V\l va quy dinh phap
lu~t

Trinh dQ chuyen mon:
- D~i hQc tra len, cac nganh Su ph~ kh6i Ti~u hQc.
- Co chUng chi b6i du6ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngii vai trinh dQ tuang duong b~c 2 khung nang l\lc ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s6 01/20 14/TT-BGDDT ngay 24/01/2014 cua BQGiao d\lCva Dao t~o
ban hanh khung nang l\l'c ngo~i ngii 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcvm trinh dQ~t chuk kYnang su d\ll1gc6ng ngh~ thong tin co ban theo quy dinh
~ Thong ill s6 03/2014/TT-BITIT ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy dinh Chufin
kYnang su d\ll1gcong ngh~ thong tin.
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Mil VTVL: CNMV 45/0HTX-HC

Ten VTVL: QuAN LY GIAo DVC MAM NON
Don vi cong mc: Phong Giao d\lc - Uao 4\0
Quan If tl1}'Cti~p: TruOng phong
Quan If chuc nang: UBND qt$1 (huy~n, thi xa)
Q!1an h~ cong vi~~: Cac S6' ban nganh cO lien quan; Cac phong ban, dan vi, UBND xa, phuOng,thi
tran , cac wOng mam non tren dia ban va cac dan vi, ca nhan co lien quan;
M1]c tieu vi tri cong vi~c: Can cu chi ~o cUacAptren, TruOng phong, cac quy dinh, van ban hi~n hanh
cUa co quan cac cApdS th\l'Chi~n cac nhi~m V\ldugc giao; T~o S\l'ph6i hgp cong vi~c t6t v61 cac co
quan, dan vi lien quan. .

Cac nhi~m V1]chinh

am mUll v61 lanh d~o phong xay d\l'llg cac van ban thuQc
on vi~c dam nhi~m
u6ng dfu1to chuc th\l'Chi~n cac van ban quy ph~ phap lu~t,
huang trinh, k~ ho~ch phat triSn giao d\lc cUa cc1phQcmfun
on
hi ~o cac ho~ dQng nham nang cao chat lugng cham soc
uoi du5n , iao d\lc toan di~n 6'tim wOn mfun non

\l'Chi~n thu t\lc hanh chinh cAphQcmfun non

6 chuc kiSm tra, gilim sat cac wOng hQc v~ vi~c th\l'Chi~n
.~mV\lnam hQc .

\l'Chi~n che dQ bao cao thuOng xuyen, dQt xuat theo quy
inh

Tieu chi danh gia
hoan thanh con viec

Van ban dUng the thuc, ro nQi dung, co
tinh chu Sn tai.

Vi~c hu6ng dfuJ.ro rang, co chi tieu giao
d~ti timg wOng mfun non

Chi d~o ro vi~c, rodia chi, ro trach
nhi~m
Tham mUll th\l'Chi~n dUng chuc nang,
nhi~m V\lva u dinh ha lu~t.
Uanh gia chinh xac dugc nhung ket qua
d~t dugc, nhiing vfu1d~ con t6n ~ dS cO
hu6ng kh~c ph\lc, dinh hu6ng thuc dAy
cac dan vi hoan thanh t6t nl1i~mV\l
B,ao cao dUng thOi gian, nQi dung yeu
cau.

Trinh dQ chuyen mon:
- U~i hQc tr6' len, cac nganh Su ph~ kh6i Mfun non.
- Co chUng chi b6i du5ng nghi~p V\lquan If nha nuac ng~ch chuyen vien tr6' len;
- Co chUng chi ngo~i ngu v6i trinh dQ tuang duang b~c 2 khung nang l\l'c ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 01/2014/TT-BGDUT ngay 24/01/2014 cua BQ Giao d\lCva Uao t~l.O
ban hanh khung nang l\l'c ngo~ingu 6 b~c dimg cho Vi~t Nam;
- Co chUng chi tin hQcv6i trinh dQd~t chuAnk:Y nang su d\lllg c6ng ngh~ thong tin co ban theo quy dinh
~ Thong tu s6 03/2014/TT -BTITr ngay 11/3/2014 cUaBQThong tin va Truy~n thong quy dinh ChuAn
k:Y nang su d\lllg cong ngh~ thong tin.
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Mil VTVL: CNMV 46/0HTX-HC

Ten VTVL: QuAN LY KEHO~CH vA co sOV!T CHAT GMO DVC

Don vi cong tac: Phong GiAod\lc - Dao ~o
Qmln Iy try'c ti~p: TruOng phong

Qmln Iy chuc nang: UBND qt$l (huy~n, thi xli)

Q~an h~ cong vi~c: Cae 86 ban nganh co lien quan; Cac phong ban, don vj, UBND xa, phuOng, thi
tran va cac don vj, ca nhan co lien quan;

M\lc tieu vi tri cong vi~c: Tham muu v6i lanh d~o phong xay d\IDg cac van ban thuQc cong vi~c
duqc giao dUng the thuc, nQidung theo quy ph~ phap l~t; Th\IChi~n xay d\IDgcac phuong an, k~
ho~ch, cac quy~t dinh C\lthe trong qulin ly k~ ho~ch,oo s6 V?t chdt giao d\lc va th6ng ke; T\I ki~m .
tra, giam sat nQi dung c6ng vi~c dam nhi~m; T~o S\Iph6i hqp c6ng vi~c t6t v6i cac co quan, don vi
lien quan.

Cac nhi~m Vl}. chfnh Tieu chi danh gia hoim thanh cong vi~c

Tham muu de xuat, cm ti6n nghi~p V\l qulin ly; cO nang Danh gia c~ xa~ duqc ,nhUng~et qua d~t
l\Ic lam vi~c dQc l?p ho~c ph6i hqp theo nhom; co nang duqc, nhUng van de cOnton t~ de co hu6ng
l\Ic tri€n khai c6ng vi~c bac dam ti~n dQ, chdt luqng va kh~c ph\lc, dim hu6ng thuc d~y cac don vi
hi~uqua. hoan thfu1ht6t nhi~m V\l

Hu6ng dfu1cac wOng dieu tra, nh?P, xu ly du li~u thong Bao cao so li~u chinh xac, dUngthm gian
ke toan nganh.
Tham muu v6i lanh ~o phong bao cao UBND ve cong Th\IChi~n hi~u qua, dUng chuc nang, nhi~m
tac cong ngh~ thong tin clla nganh; hang nam t6 chuc dao V\lcua nganh
~o b6i du5ng c6ng ngh~ thong tin cho can bQ qulin ly,
giao vien cac wOng hQc
Nh?P, xu ly du li~u cac phan mem Bao cao so li~u chinh xac, dUngthm gian

Tham muu dau tu co. s6 V?t chdt, cai t~o, sua chua, Dau tu dUng m\lc dich su d\lllg, lqp thm
bflOtrl cac truemg cho cac nha truOng tranh lang phi; Oii ~o,

sua chua cac h~g m\lc cdp bach, cfu1thi~t,
kip thm cho cac nha truOng

Trinh dQ chuyen mon:
- D~i hQc tr6 len, nganh: 8u ph~, Qulin ly Giao d\lc, K~ toano
- Co chUng chi b6i du5n& n~hi~p V\lqulin ly nha nucrc ng~ch chuyen vien tr6 len;
- Co chUng chi qulin lyve do dUng d~y hQc (thi~t bi d~y hQc);
- Co chUng chi ngo~i ngu vm trinh dQ tuong duong b?c 2 khung nang l\Ic ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 0l/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao t~o
ban hanh khung nang l\Ic ngo~i ngu 6 b?c dUng cho Vi~t Nam;
- Co chUng chi tin hQcvm trinh dQd~t ch~ kYnang su d\lllg cong ngh~ thong tin co ban thee quy dilID
~ Thong tu s6 03/2014/TT-BTITI ngay 11/3/2014 clla BQThong tin va TruySn thong quy diM Chu~
kYnang su d\lllg cong ngh~ thong tin.
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MaVTVL:CNMV4VOHTX-HC

Ten VTVL: THEO DOl GL\O DVC THUONG XUYENvA HUONG NG~P
Bon vi cong tac: Phong Giao d\lc - Dao ~o
Quan ly tn,rc ti~p: TruOng phong
Quan ly chac nang: UBND qt$l (huy~n, thi xli)
Q!1an h~ cong vi~c: Cac SO'ban nganh c6 lien quan; Cac phong ban, don vi, UBND xli, phuOng, thi
tran va cac don vi, eelnhan co lien quan;
Myc tieu vi tri cong vi~c: Can cu chi d?o CllacAptren, TruOng phong, cac quy dinh, van ban hi~n hanh
Clla co quan cac cap d~ tl1\IChi~n cae nhi~m Y\l duQ'c giao; Tc;lOS\l'ph6i hQ'Pcong vi~c t6t vm cac co
quan, don vi lien quan.
Myc tieu vi tri cong vi~c: Hi~u bi~t v~ co cAut6 chuc, quy ch~ ho?t dQng cua Trung tam HTCD; Nfun
vfrng van ban hu6ng dfu1ho?t dQng Clla Trung tam hQc t?P cQng dang; Tham muu vm lanh dc;lOxay
dlJllg cac van ban chi ~o, hu6ng dful v~ hOc;ltdQngCllaTrung tam HTCD; T?o S\l'ph6i hQ'Pvm cac ban
nganh, doan th~, Trung tfun GDTX trong nang cao chAt IUQ'llghOc;ltdQng Clla Trung tam HTCD; T6
chuc ki~m tra, danh gia chAtIUQ'llgho?t dQng Cllacac Trung tam HTCD; Nang cao chAtIUQ'llgcOngmc
hu6ng nghi~p va d?y ngh~ cho hQc sinh THCS.

Cac nhi~m V\l chinh

Tham muu giup UBND xay dlJllg cac van ban chi
~o ho?t dQn Trun tam HTCD
Tham muu giup UBND ra soat ve chuc nang, nhi~m
Y\lCllacac Trung tam HTCD, ki~n toan Ban Giam
d6c Trun tam han nam.
Tham muu UBND chi d?o xli, phuOng, thi tran to
chuc t6t Tufut l~ huOn Un hQcW: su6t dOi
Tham muu UBND trien khai co hi~u qua cac van
ban v~ ddYmc;tnhphong trao hQct?p su6t dOitrong
gia dinh, dong hQ,cQng dang; v~ danh gia cOngdang
hQCt?
To chuc t?p hufuJ.,nang cao nang l\l'cquAnly, to
chuc hOc;ltdQn cho bao cao vien TT HTCD
Phoi hQ'Pvm Trung tfun GDTX to.chuc bien sQanill
li~u b6i duOng, c~p nh~t ki~n thuc t?i cac Trung tam
HTCD
Tham muu UBND quAn ly nha nuoc cac Trung tfun
tin hQc,n oc;tin -, on van hoa tren dia ban.
Tham muu Ke hOc;lChho?t dQngCllaHQiKhuyen
hQc,ki~m tra, danh .a han nam
Tham muu xay d1Jllgke hOc;lChtrien khai th\l'Chi~n
cOn mc ha che toan n anh
Tham muu th\l'Chi~n cac thu tl,lchanh cbfnh thuQc
linh V1JCGD&DT
Tham muu th\l'c hi~n cOngmc IDKT toan nganh

Tham muu th\l'c hi~n cong mc dao ~o boi dUOng
toann anh
Tham muu xay dlJllg ke ho?ch, th\l'Chi~n cong mc
Hu6n n .~ va dc;l n ~ cho hQc sinh THCS.
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Tieu chi danh gia ho~m thanh
congvi~c

DUng the thuc, nQidung dam bim theo quy
dinh.
Tham muu th\l'c hi~n dUng chuc nang, nhi~m Y\l
va quy dinh Cllaphap l~t.

Tham muu th\l'Chi~n trien khai ca nQidung cua
Tufut l~ huOn Un hQc t? su6t dOi.
Th\l'c hi~n danh gia cac tieu chi hang nam doi
vm xli, phuOng, thi trAntheo dUngquy trinh.

To chuc lOpt?p huan dUng thanh phan, chat
luQ'll bu6i t? huAn.
Tai li~u dap Ung nhu cau hQct~p Cllanhan dan
tren dia ban.

Kiem tra vi~c hOc;ltdQng co phep, ve quy mo,
di~u ki~n hQct~ va an ninh tr~t tv
Co ket qua, danh gia xep loc;tihOc;ltdQng cua HQi
Khu en hQChan nam
Trien khai day du den cac cap hQctren dia ban

ThuOng xuyen kiem tra, ra soat cac TTHC dam
bao thu~ ti~n cho n Oidan.
To chuc men khai c6 hi~u qua cac phong trao
thi dua, cac cUQcv~ dQng, danh gia thia dua
xe loc;ticac don vi tron nam hQC.
Th\l'Chi~n tot nhi~m Y\ldao ~o boi dUOngdap
Un eu cAu,nhi~m Y\ltoan n anh.
100% hQc sinh THCS duQ'chQCva tu van cong
.mc huon n .~, hQc n h~.



Trinh dQchuyen mon:
- D~i hQc tra len, nganh: Su ph~, Quan Iy Giao d\lc.
- Co chUng chi b6i du5ng nghi~p V\lquan Iy nha nuac ng~ch chuyen vien tra len;
- Co chimg chi ngo~i ngu vm trinh dQ tuong duong b~c 2 khung nang hJc ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 01l2014/TT-BGDDT ngay 24/0112014 cua BQ Giao d\lc va Dao t~o
ban hanh khung nang l\Ic ngo~i ngu 6 b~c dung cho Vi~t Nam;
- Co chUngchi tin hQcvm trinh dQd~t chufuIky nang su d\lllg cong ngh~ thong tin cO'ban thee quy dinh
~ Thong tu s6 03/20 14/TT-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy&nthong quy dinh Chuful
ky nang su d\lllg cong ngh~ thong tin.
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Ma VTVL: CMNV 48/0HTX-HC

Ten VTVL: QuAN LY NG~P VV y
Don vi cong tac: Phong Y t~
Qmin If trlfc ti~p: Tru6ng phong
Qmin If chuc nang: UBND ql$l (huy~n, thi xii)
Qua';1 hf cong vifc: Cac S6' ban nganh cOlien quan; Cac phong ban, don vi, UBND xii, phuOng,
thi tran va cac don vi, ca nhan c6 lien quan;
Myc tieu vi tri cong vifc: Can cll' chi dc;toCllac~p tren, lanh dc;tophong, cac quy dlnh, van ban hi~n
hiillhCllaca quan cac cApd8 th\Ic hi~n cac r1hi~mV\lduqc giao; T6 chll'c th\IChi~n cong vi~c, hu6ng
dful, theo dei, don d6c, ki8m tra, danh gia cac nhi~m V\lduqc giao theo dei tham muu. Hoan thiillh
oong vi~c duqc giao dam bao dUng ti~n dQ, chM luqng, dUng quy dlnh phap l~t; Tc;toS\Iph6i hqp
oong vi~ t6t vm cac ca quan, don vi lien quan.

Cac nhifm V1} chinh

am muu vm lanh dc;tophong xay dvng cac van ban thuQc linh
c duqc .ao h\1trach.
o chll'cth\IChi~n cae van ban quy phc;tmphap lu~t, quy h6c;tch,ke
oc;tch,d~ an, chuong trinh phat tri8n y t~ tren dia ban sau khi
uqc he du ~t.
iem tra vi~c to chll'c th\Ic hi~n cac van ban quy. phc;tm
hap lu~t, chinh sach, k~ hoc;tch, d~ an, chuang trinh, d\I
'n va hoc;ttdQng d6i vai cac ca s6' cung c~p dich Vl) v~ y
~ tren dia ban.
uan ly ho sa hanh nghe Cllacac co s6' hiillh nghe y ngom cong
~p tren dja ban; ph6i hqp S6'Y t~ thfun dinh c~p phep hoc;ttdQng
ho cac co s6' hanh ngh~ y.ngom cong l~p; T6 chll'c~p h~ ki~n
ilc chuyen mon cho cac ca s6' hiillh ngh~ y ngom cong l~p theo
hi dc;toCllaS6'Y t~ thanh h6 Ha NQi
u6ng dfulUBND xii, phuOng, thi tran to chll'cth\IChi~n oong mc
uan I'ca s6' t~ n om oon l~ .

.~m tra, giam sat nQidung oong vi~c dam nhi~m.

\Ic hi~n ch~ dQbao cao thuOng xuyen, dQtx~t theo quy djnh.

Tieu chi danh gia hoim thanh
congvifc

Van ban dung the thll'C,re nQi
dun .

Th\IChi~n hi~u qua, dUng chll'c
nang, nhi~m V\lclla nganh.

Th\lChi~n hi~u qua, dung chilc
nang, nhi~m V\lclla ngiillh.

Th\lChi~n hi~u qua, dUng chilc
nang, nhi~m V\l clla nganh va
quy djnh Cllaphap lu~t.

Hu6ng dful Cl) the, re rang,
chu 8n tciidUn nQidun .
Danh gia duqc ket qua dc;tt
duqc, kip thai pha.t hi~n cac
v~ d~ t6n tc;tid~kh~c l1\lc.
Bao cao dUng thm gian va nQi
dun euc~u.

Trinh dq chuyen mon:
- D~i hQc tr6' len, cac nganh: Y.
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tr6' len;
- ChUng chi nghi~p V\lkhac: ChUng chi nghi~p V\1Thanh tra;
- C6 chUng chi ngo~ ngii'vo; trinh dQtuong duong b~c 2 khung nang l\lc ngo~i ngfr Vi~t Nam
theo quy dinh ~i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 clla Be>Giao d\1c va Dao
tc;tOban hanh khung nang l\Ic ngo~i ngfr 6 b~c dimg cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQdc;ttchufut kYnang su d\lllg cong ngh~ thong tin co ban theo quy
dinh ~ Thong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 CllaBQThong tin va TroySn thong quy
dlnh Chufut kYnang su d\lllg oong ngh~ thong tin.
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Mii VTVL: CMNV 49/0HTX-HC

Ten VTVL: QUAN LY DUQC, MY pHAM
Don vi cong tac: Phong Y te
Quan ly trvc ti~p: Tnr6ng phong
Quan ly chllc nang: UBND q$ (huy~n, thi xii)
Q~an h~ cong vi~c: Cac S6'ban nganh cOlien quan; Cac phong ban, don vi, UBND xii, phuOng, thi
tran va cac don vi, ca nhan cOlien quan;
M1}ctieu vi tri cong vi~c: Can cu chi d~o CllacAptren, lanh d~o phong, cac quy dinh, van ban hi~n
hanh CllaCO' quan cac dp d~ th\IChi~n cac nhi~m V\lduQ'cgiao; T5 chuc th\IChi~l].cong vi~c, hu6ng
dful, theo d5i, don d6c, ki~m tra, danh gia cac nhi~m V\lduQ'cgiao thee d5i tham muu. Hoan thanh
cong vi~c duQ'cgiao dam bao dUng tien de>,chAtluqng, dUng quy dinh phap lu~t; T~o S\Iph6i hQP
cong vi~c t6t vm cac co quan, don vi lien quan.

Cac nhi~m V\lchinh

.~m tra, giam sat ne>idung cong vi~ dam nhi~m.

\Ic hi~n che de>bao cao thuOng xuyen, de>txuAttheo quy dinh.

Tieu chi danh gia hoim thanh
cong vi~c

Van ban dUng the thuc, r5 ne>i
dun .

Th\IC hi~n hi~u qua, dUng Chll'C
nang, nhi~m V\lcua ngzll1h.

Th\IC hi~n hi~u qua, dUng chuc
nang, nhi~m V\lCllanganh.

Th\IC hi~n hi~u qua, dUng chuc
nang, nhi~m V\lcua nganh.

Th\IC hi~n hi~u qua, dUng chuc.
nang, nhi~m V\l cua ng<'ll1hva
quy dinh cua phap lu~t.

Hu6ng dful C\l the, r5 rang,
chu €n tAidUn ne>idun .
Banh gia duQ'cket qua d~t duQ'c,
kip thm phat hi~n cac vAnd~ t6n
~ d~ kh~c h\lc.
Bao cao dUng thm gian va ne>i
dun euc~u.

Trinh dq chuyen mon:
- B~i hQc tr6' len, cac nganh: Y, DuQ'c.
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nu6'c ng~ch chuyen vien tr6' len;
- ChUng chi nghi~p V\lkhac: ChUng chi nghi~p V\lThanh tra;
- C6 chUng chi ngo~i ngu v6'i trinh de>tuong duong b~c 2 khung nang l\Ic ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 01/2014/TT-BGDBT ngay 24/01/2014 cua Be>Giao d\lC va Bao
t~o ban hanh khung nang l\Ic ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh de>d~t chuAnky nang su d\lllg c6ng ngh~ thong tin co ban theo quy
dinh ~ Thong tu s6 03/2014m-BITIT ngay 11/3/2014 cua Be>Thong tin va Truy~n thong quy dinh
chuAn ky nang su d\lllg cong ngh~ thong tin.
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Mil VTVL: CMNV 50/0IITX-HC

Ten VTVL: QUAN LY Y TE CO sa vA Y TE DVPHONG
Bon vi cong tac: Phong Y t~
Quan If tl1}'Cti~p: TruOng phong
Quan If ChlfCnang: UBND ql$l (huy~n, thi xa)
Quan h~ cong vi~c: Cac 86' ban nganh co lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
trfuJ.va cac don vi, ca nMn co lien quan;
Myc tieu vi tri cong vi~c: Can cu chi d~o cUadp tren, lanh d~o phong, cac quy diM, van ban hi~n
haOOcUacO'quan cac cApde tll\l'chi~n cac nhi~m Y\lduqc giao; Tf>chuc thl,l'chi~n cong vi~c, huang
dfut, theo d6i, don dac, kiem tra, d8nh gia cac nhi~m Y\lduqc giao theo d6i tham mUll. Hoan thanh
cong vi~c duqc giao dam bao dUng ti~n dQ, chAtluqng, dUng quy dinh phap l~t; T~o Sl,l'ph6i hqp
oong vi~c tat v6i cac cO'quan, don vi lien quan.

Cac nhi~m Vl,l chinh

am mUll v6i lanh ~o phong dl,l'thao cac bi~n phap hu~
Qng lien nganh trong quan If, sir d\illg cac nguon ll,l'cde
l,l'Chi~n cong tac phong, chang dich b~OO;kh~c ph\lc h~u
ua cUa dich, b~nh anh hUOngd~n suc khoe nhan dan xay
a tren dia ban.
o chuc trien khai cac ke ho~ch, van ban chi d~o ve phong,
han dich b~nh tren dia ban
anh l~p, ki~n toan cac Ban chi ~o: cham soc suc khoe
an dku; hon , chan dich b~OO.
am mUllVO; lanh d~o phong to chuc hQp cac BCD trien
ai thl,l'Chi~n k~ ho~ch hon , chan dich b~OO.

h6i hqp cac CO' quan chuc nang kiem tra cong tac phong,
hang dich b~OOcUacae cO'quan, don vi tren dia ban.

o chuc ll,l'cluqng, huy dQng phuong ti~n d~p dich (neu
a ra.
l,l'Chi~n bao cao thuOng xuyen, dQtxuAttheo quy diM.

Tieu chi <tanh gia hoim thanh
congvi~c

Thl,l'chi~n hi~u qua, dUng chuc nang,
nhi~m Y\lcua nganh, phil hqp vo; thl,l'c
ti~n.

Cac nQi dung cUa van ban chi d~o
duqc trien khai dUn u diOO.
Thanh vien Ban chi d~o dUng thanh
hAn u dinh.
NQi dung trien khai r6 rang, phil hqp
vo; thl,l'Cti~n, dUn u diM ha lu~t.
ThuOng xuyen kiem tra, theo d6i de
kip thm phat hi~n dich b~OOco giai
ha kh~c h\lc.

Tf>chuc thl,l'chi~n kip thm, hi~u qua.

Bao cao dUng thm gian va nQi dung
euc~u.

Trinh <tqchuyen man:
- D~i hQc tr6' len, cac nganh: Y.
- Co chUng chi b6i ducmg nghi~p Y\lquan ly nha nuac ng~ch chuyen vien tr6' len;
- Co chUng chi ngo~i ngu v6i trinh dQ tuong duO'ng b~c 2 khung nang ll,l'cngo~i ngu Vi~t Nam
theo quy dinh ~i Thong ill s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao
t~o ban hanh khung nang ll,l'cngo~i ngu 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcvo; trinh dQ~t chuAnky nang sir d\illg oong ngh~ thong tin cO'ban theo quy
dinh ~ Thong tu sa 03/2014/TT-BTITI ngay 11/3/2014 cua BQ Thong tin va TruySn thong quy
dinh chuAn ky nang sir d\illg cong ngh~ thong tin.
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Mil VTVL: CMNV 5110HTX-HC

Ten VTVL: QuAN LYBAo IDEM YTE.
Don vi cong mc: Phong Y t€
Qmin If tl11cti~p: TruOng phong
Quan If chuc nang: UBND qt$l (huy~n, thi xff)
QuaI} h~ cong vi~c: Cac Sa ban nganh c6 lien quan; Cac phong ban, dan vi, UBND xa, phuOng,
thi tran va cac dan vi, ca nhan c6 lien quan;
Myc tieu vi tri cong vi~c: Can cll' chi <40 cUacdp tren, Ianh d~o phong, cac quy diM, van ban hi~n
hanh cua co quan cac clp d~ th\IChi~n cae nhi~m V\lduQ'cgiao; T6 chuc th\Ic hi~n cong vi~c, hu6ng
dful, theo dei, don d6c, ki~m tra, danh gia cac nhi~m V\lduQ'cgiao theo dei tham muu. Hoan thimh
cong vi~c duQ'cgiao dam bao dUng ti€n dQ, chdt Iuqng, dUng quy diM phap I~t; T~o S\Iph6i hQ'P
oong vi~c t6t vm cac cO'quan, dan vi lien quan.

Cac nhi~m Vy. chinh

am muu Ianh d~o dan vi cac van ban trien khai ho~t dQn .
hoi hQ'Pvm BHXH hu6ng dfu1 UBND xa, phuOng, thi tran
6 chuc th\IChi~n, v~ dQn nhan dan tham ia BHYT.
hoi hQ'Pvm cac nganh lien quan va UBND xa, phuOng, thi
dn t6 chll'c ki~m tra oong mc kham chua b~nh BHYT cua
ac dan vi KCB ' h. d6n vm BHXH.
u6ng dfu1UBND xa, phuOng, thi tran to chuc dieu tra tY l~
Oidan tham ia BHYT han nam

aM gia k€t qua v~ dQng,th\Ic hi~n hang nam tren dia ban.

Tieu chi danh gia hoim thanh
can viec

Van ban dUn the thuc, re nQidun .
Th\IChi~n hi~u qua, dUngchuc nang
cuan anh.

Thvc hi~n hi~u qua, dUng chuc
nang, nhi~m V\lcua nganh.

K€t qua t6ng hQ'Pchinh xac

Danh gia chinh xac ket qua d~t
duQ'c, nhUng diSm cOn h~ ch€ dS
rut kinh n hi~m.
Bao cao dUng thm gian va nQidung

. ,
eudiu.

Trinh d{)chuyen man:
- D~i hQc tra len, cac nganh: Y, DUQ'c,Bao hi~m.
- C6 chUng chi b6i du5ng nghi~p V\lqulin If nha nu6c ng~ch chuyen vien tra len;
- C6 chUng chi ngo~i ngu vm trinh dQtuang duang b~c 2 khung nang Ivc ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao
t~o ban hanh khung nang Ivc ngo~i ngu 6 b~c dimg cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQd~t chufuJ.kYnang su d\lllg cong ngh~ thong tin cO'ban theo quy
diM ~ Thong tlI s6 03/2014fIT-BTITT ngay 11/3/2014cua BQThong tin va Truy~n thong quy
diM ChufuJ.kYnang su d\lllg oong ngh~ thong tin.
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Mii VTVL: CMNV 52/0HTX-HC

Ten VTVL: QUAN LY DAN 86, KE HO~CH H6A GIA DiND
Don vi cong tac: Phong Y t~
Quan If tn,rc ti~p: TruOng phong
Quan If chll'Cnang: UBND ql$1 (huy~n, thi xii)
Q!Jan h~ cong vi~c: Cac Sa ban nganh c6 lien -quan;Cac phong ban, don vi, UBND xii, phuOng, thi
tran va cac don vi, ca nhan c6 lien quan;
M1}ctieu vi tri cong vi~c: Can cu chi d~o Cllacap tren, lanh d~o phong, cac quy diM, van ban hi~n
hanh Cllaco quan cac cap de th\IChi~n cae nhi~m V\lduqc giao; T6 chuc th\IChi~n cong vi~c, hu6ng
dful, theo dei, don d5c, Idem tra, daM gia cac nhi~m V\lduqc giao theo dei tham muu. Hoan thanh
c6ng vi~c duqc giao dam bao dUng ti~n dQ, chAtluqng, dUng quy diM phap l~t; T~o S\Iph5i hqp .
cong vi~ t5t v6i cac co quan, don vi lien quan.

Cac nhi~m V1}chinh

eo dei, danh gia cac chi~n dich th\Ic hi~n k~ ho~ch h6a gia
inh tren dia ban.

\IChi~n che dQ thong tin, bao cao thuOng xuyen, dQt xuat
eo u dinh.

Tieu chi danh gia hoim thanh
congvi~c

Van ban dUng the thuc, re nQi
dun .

Th\Ic hi~n hi~u qua, dUng chuc
nang, nhi~m V\lcua nganh.

NQi dung ke ho~ch phu hqp vai
th\l'Cti~n dia huon .

Th\l'c hi~n hi~u qua, dung chuc
nang Cllanganh.

Danh gia chinh xac ket qua d~t
duqc, nhUng diem con h~ ch~
de rut kinh n hi~m.
Bao cao dUng thOi gian va nQi
dun eucgu.

Trinh dQ chuyen mon:
- D~i hQc tra len, cac nganh: Y.
- C6 chUng chi b6i du5ng nghi~p V\lquan lynha nuac ng~ch chuyen vien tra len;
- C6 chUng chi ngo~ ngu vm trinh dQtuong duong b~c 2 khung nfulg l\l'c ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s5 01l2014/TT-BGDDT ngay 24/01/2014 cua Be>Giao d\lC va Dao
~o ban hanh khung nang l\Ic ngo~i ngii 6 b~c dung cho Vi~t Nam;
- C6 chUng chi tin hQcv6i trinh de>~t chuful ley nang su d\lDgcong ngh~ thong tin co ban theo quy
diM ~ Thong tu s5 03/2014nT-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy6n thong quy
dinh Chuful ley nang su d\lDgcong ngh~ thong tin.
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Mil VTVL: CMNV 53/0HTX-HC

Ten VTVL: QuAN LY ~ SINH AN TOAN' THlfC pHAM
I)on vi cong tac: Phong Y t~
Quan Iy trtFCti~p: TruOng phong
Quan Iy chuc nang: UBND ql$l (huy~n, thj xa)
Qua'} h~ cong vi~c: Cac Sa ban nganh c6 lien quan; Cac phong ban, don vi, UBND xa, phuOng,
thj tran va cac don vi, ca nhan co lien quan;
M\lc tieu vi tri cong vi~c: Can cll' chi d<;toCllacAptren, lanh d<;tophong, cac quy dinh, van ban hi~n
hanh Cllaco quan cac cApd~ tll\IChi~n cac nhi~m V\lduQ'cgiao; T<3chll'c thlJChi~n cong vi~c, hu6ng
dful, theo d5i, don d5c, ki~m tra,. danh gia cac nhi~m V\lduQ'cgiao thea d5i tham muu. Hoan thanh
cong vi~c duQ'cgiao dam bao dUng ti~n dQ, chAtluqng, dUng quy dinh phap lu~t; T<;toSlJph5i hQ'P
cong vi~c t5t vo; cac co quan, don vi lien quan.

Cac nhi~m V\lchinh

am muu vo; lanh d<;tophong xay dlJllg van ban trien khai
lJChi~n cong mc dam bao an toan v~ sinh thlJCphfun tren dia
an.
lJChi~n chll'c nang quan ly nha nuac doi vo; cac co sa san
'\ kinh doanh ch~ bi~n thlJCphfun thea phan dp; thfun dinh,
<3chll'c cAp giAy chUng ~ du w~u ki~n VSATIP va h~u
.~m cae co sa san xuAt,ch~ bi~n, kinh doanh, phan ph5i thlJc
hfun tren d!a ban thea han d uan I ' .

am muu vo; lanh d<;tophong bao cao UBND thanh l~p, ki~n
oan BCD ATIP ql$l (huy~n, thj xa).

<3chll'c hQpBan chi d<;to,tri€n khai thlJc hi~n cac van ban da
UQ'CpM duy~t v~ dam bao an toan thlJCphfun tren dia ban.

.€m tra, don d5c Ban chi 40 ATIP xa, phuOng, thj trAn.

hu tri, phoi hqp vo; Doan kiem tra lien nganh to chll'ccac dqt
anh tra, ki€m tra VSATIP theo chu en d~.
.em tra, tham dinh cap phep du weu ki~n VSATIP cho cac
sa san xuAt,ch~ bi~n, kinh doanh thlJC hfuntren dia ban.
lJChi~n cM dQ bao cao thuOng xuyen, dQt xuat theo quy
inh.

Tieu chi danh gia hoan thanh
congvi~c

Xay dlJDgvan ban dUng th€ thll'c,
r5nQi dung.

. ThlJC hi~n hi~u qua, dUng chll'c
nang, nhi~m V\lcua nganh va quy
dinh Cllaphap lu~t.

Thanh vien ban chi d<;todUng
thanh phfuI quy dinh, thlJc hi~n
ki~n toan BCD ki thoi
NQi dung trien khai r5 rang, phu
hQ'Pvo; thlJCti€n, dUng quy dinh
ha l~t.
ThlJC hi~n thuOng xuyen, hi~u
ua.
NQi dung chuyen de r5 rang, phu
h vo; thlJCti€n.
ThlJC hi~n hi~u qua, dUng quy
trinh u dinh.
Bao cao dung thOi. gian va nQi
dun eud.u.

Trinh dQ chuyen mon:
- D<;tihQc tra len, cac nganh: Y, Cong ngh~ thlJc phfun, An toan thlJc phfun.
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng<;tchchuyen vien tra len;
- Co chUng chi ngo<;tingu vo; trinh dQtuong duong b~c 2 khung nang IlJc ngo<;tingu Vi~t Nam
theo quy dinh t';liThong tu s5 0l/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao dl,lcva Dao
tC;loban hanh khung nang IlJc ngo<;tingu 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQcvo; trinh dQ4t chuAnky nang su dl,lDgcong ngh~ thong tin co ban theo quy
dinh tC;liThong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy
dinh chuAn ky nang su dl,lllgcOngngh~ thong tin.
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Mil VTVL: CMNV 54/0HTX-HC

Ten VTVL: THANH TRA
Don vi cong tae: Thanh tra
Quan If tn,rc ti~p: Chanh Thanh tra
Quan If ehue nang: UBND ql$l (huy~n, thi xii)
Q~an h~ cong vi~e: Cac So ban nganh c6 lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi .
tran va cac don vi, ca nhan c6 lien quan;
M1}ctieu vi tri eong vi~e: Can cu chi ~o Clla lanh ~o, cac quy dinh hi~n hanh, cac chu truong,
chinh sach, cac chuong trlnh d~ an Cllaql$l (huy~n, thi xii) va c~p tren de trien khai t5 chuc thgc
hi~n hi~u qua; Tham muu trien khai thgc hi~n cac nhi~m Y\lthanh tra dam bao hi~u qua; Hu6ng dful,
don d5c, kiem tra d6i vm cac ca nhan, don vi lien quan d~n cUQcthanh tra; T?o m6i quan M t6t vm
d6ng nghi~p; vm cac phong, ban chuyen mon, UBND xa, phuOng, thi tr~ va Thanh ph6 trong thgc
thi cong Y\l.

Cae nhi~m V1} chinh

am muu xay dlJllgvan ban thuQclinh VlJCdam nhi~m

anh tra vi~c thgc hi~n chinh sach, phap l~t, nhi~m Y\l Clla
ND xa, phuOng, thi tr~, Clla co quan chuyen mon thuQc
ND ql$l (huy~n, thi xii)

anh tra Y\l vi~c c6 lien quan d~n trach nhi~m Clla nhi~u
ND xa, phuOng, thi trk, nhi~u ca quan chuyen mon thuQc
ND ql$l (huy~n, thi xii)

anh tra Y\lvi~c khac do Chu tich UBND giao

eo dei, kiem tra, don d6c vi~c thgc hi~n cac k~t lu~, ki~n
ghi, quy~t dinh xU If v~ thanh tra CllaThanh tra ql$l (huy~n,
: xii) ho~c CllaChu tich UBND ql$l (huy~n, thi xii)

gc hi~n ch~ dQboo cao thuOng xuyen, dQt~t theo quy dinh

Tieu chi danh gia hoim thanh
con viee

Xay dlJllg van ban dUng the
thuc, re nQidung

Thgc hi~n hi~u qua, dUng chilc
nang, nhi~m Y\l Clla nganh va
quy dinh Cllaphap l~t.

Thgc hi~n hi~u qua, dUng chilc
nang, nhi~m Y\l Clla nganh va
quy dinh Cllaphap l~t.

Thgc hi~n kip thOi, dUng thfun
quy~n phan dp va quy dinh
cllaphap l~t

flam bao ti~n dQ, ch~t luqng
congvi~c

Bao cao dUng thOi gian va nQi
dung yeu du.

Trinh dQ chuyen mon:
- fl?i hQc tra len, nganh: Lu~t, Thanh tra, Tai chinh, Kinh t~, Quan ly d~t dai, flia chinh, Xay
dlJllg.
- C6 chUng chi b6i du5ng nghi~p Y\lquan ly nha nuac ng?ch chuyen vien tra len;
- ChUng chi nghi~p Y\lkhac:. ChUng chi Thanh tra vien tra len;
- C6 chUng chi ngo?i ngu vm trinh dQ tuong duong b~c 2 khung nang 19c ngo?i ngu Vi~t Nam.
theo quy dinh t?i Thong tu s6 01/2014/TT-BGDflT ngay 24/01/2014 cua BQ Giao d\lc va flao
t?o ban hanh khung nang 19c ngo?i ngu 6 b~c dUng cho Vi~t Nam;
- C6 chUng chi tin hQc vm trlnh dQd?t chufut kYnang su dl,lllgcOngngh~ thong tin co ban theo quy
dinh t?i Thong tu s6 03/2014m-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy dinh
Chufut kYnang su dl,lllgcOngngh~ thong tin.
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Mil VTVL: CMNV 55/0HTX-HC

Ten VTVL: GW QUYET KHIEU N~, T6 cAo
Don vi cong tac: Thanh 1ra
Quan Iy tl1}'Cti~p: Chanh Thanh 1ra
Quan Iy chuc nang: UBND q\$1 (huy~n, thi xa)
Quan h~ cong vi~c: Cac So ban nganh c6 lien quan; Cac phong ban, dan vi, UBND xa, phuOng, thi
trfuJ.va cac dan vi, ca nhan c6 lien quan;
M1}ctieu vi trf cong vi~c: Can c(r chi ~o cUa lanh ~o, cac quy dinh hi~n hanh, cac chli truang,
chinh sach, cac chuong trinh d~ an Cllaq\$1 (huy~n, thi xa) va c~p tren dS triSn khai t6 ch(rc th\IC
hi~n hi~u qua; Tham muu triSn khai th\IChi~n cac nhi~m V\lgiai quy~t khi~u n?i, t5 cao dam bao hi~u
qua; Hu6ng dful, don d5c, kiem tra d5i v6i cac ca nhan, don vi lien quan d~n khi~u n?i, t5 cao; T<;to
m5i quanM t5t v6i d6ng nghi~p; v6i cac phong, ban chuyen mon, cac xa, phuOng, thi trfuJ.va Thanh .
ph5 trong th\Ic thi oong V\l.

\l'chi~n ch~ dQboo cao thuOng xuyen dQtxuili:theo quy dinh.

Tieu chi danh gia hoan
thanh con viec

Xay d\Ifig van ban dUng the
th(rc, ra nQidun

Hu6ng dful C\l thS, chuySn
tai nQidung ra rang. .

Th\Ic hi~n hi~u qua, dUng
ch(rc nang, nhi~m V\l Clla
nganh va quy dinh Cllaphap
l~t.

Th\IC hi~n kip thm, dUng
quy diM Cllaphap lu~t

Trinh dQ chuyen mon:
- D<;tihQc tro len, nganh: L~t, Thanh tra, Kinh t~, Quan ly d~t dai, Dia chinh.
- C6 chUng chi b6i du6ng nghi~p V\lquan ly nha nuac ng<;tchchuyen vien tra len;
- ChUng chi nghi~p V\lkhac: ChUng chi Thanh tra vien tra len;
- C6 chUng chi ngo<;tingu vai trinh dQ tuang duong b~c 2 khung nang l\Ic ngo<;tingu Vi~t Nam
theo quy dinh t<;tiThong tu s5 0l/2014/TT-BGDDT ngay 24/01/2014 clia B9 Giao d\lc va Dao
t<;toban hanh khung nang l\Ic ngo<;tingu 6 b~c dUng cho Vi~t Nam;
- C6 chUng chi tin hQc v6i trinh d9 d~t chuful ley nang sir d\lllg oong ngh~ thong tin co ban theo quy
dinh t?i Thong tu s5 03/20 14/TT-BTTIT ngay 11/3/2014 CllaBQThong tin va Truy€n thong quy diM
Chuful ley nang sir d\lllg cong ngh~ thong tin.
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Mil VTVL: CMNV 56/0HTX-HC

Ten VTVL: TIEP CONGnA.N
Don vi cong tac: Van phong lIDND va UBND
Quan Iy tJvc ti~p: Chanh Van phong
Quan Iy ch«c nang: UBND qt$l (huy~n, th! xa)
Quan h~ cong vi~c: Cae Sa ban nganh c6 lien quan; Cac phong ban, dan vi, UBND xa, phuOng,
th! trfulva cac dan vi, ca nhan c6 lien quan;

M\lc tieu vi tri cong vi~c: Tham muu vm lanh <40 CCYquan so~ thao van ban t6 chuc th\l'c hi~n c6ng
tac ti~p cong dan tren dia ban huy~n dam bao kip thm, hi~u qua; Th\l'Chi~n t6t vi~c ki€m tra, giarn
sat, bao cao nQidung c6ng vi~c duQ'cgiao; T~ S\l'ph6i hQ'Pcong vi~c t6t vm cac ccyquan, dan vi lien
quan.

Cac nhi~m vy.chinh Tieu chi danh gia hoim thanh
congvi~c

Bam bao tien dQ,chat luQ'll

Th\l'c hi~n hi~u qua, dUng chuc nang,
nhi~m Y\l Clla nganh va quy dinh Clla'
ha l~t.

Thanh tra, kiem tra vi~c th\l'Chi~n cae quy dinh Cllaphap
l~t v~ ti~p c6ng dan CllaUBND xa, th! trfulva cac CCY Th\l'c hi~n dUng chuc nang, nhi~m. Y\l
uan, dan vi thuQc u ~n uan I'CllaUBND hu ~n Cllanganh va quy dinh Cllaphap l~t.

Phoi hQ'Pvm Van phong lIDND va UBND huy~n th\l'c
hi~n t6t c6ng tae ti~p cOngdan theo quy ch~ ti~p c6ng

dan CllaUBND hu ~n
rong qua trinh tlwc hi~n nhi~m Y\ltiep cOngdan duQ'c
\l'Chi~n quy~n h~ CllaThanh tra huy~n theo quy dinh
lla phap l~t; duQ'cyeu cAuccyquan, dan vi co lien 9uan Th\l'c hi~n dUngchuc nang cua nganh
ir can bQ,cOngchuc tham gia cae doan th\l'Chi~n tiep
on dan
Tong hQ'P,thong tin, bao coo ket qua cong tac tiep cong Bao cao dUng thm gian va nQi dung yeu.
dan theo quy dinh CllaUBND huy~n va Thanh tra Thanh "

h6 cau.

Nhi~m Y\lkhae duQ'c iao
Trinh dQ chuyen man:
-B~ hQctra len, nganh: L~t, Thanh tra, Quan ly <tAtdai, Bia chinh.
- Co chUng chi b5i du5ng nghi~p Y\lquan ly nha nu6c ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngu v6i trinh dQ tuang ducyngb~c 2 khung nang l\l'c ngo~i ngu Vi~t Nam
theo quy dinh ~i Thong tu s6 01l2014/TT-BGDBT ngay 24/01/2014 cua BQ Giao d\lC va Bao .
~o ban hanh khung nang l\l'c ngo~ ngfr 6 b~c dimg cho Vi~t Nam;
- Co chUng chi tin hQcv6i trinh dQ~t chufut k:ynang sir d\lllg c6ng ngh~ thong tin ccyban theo quy
dinh ~ Thong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 CllaBQThong tin va Truy~n thong quy
dinh Chuful k:ynang sir d\lllg c6ng ngh~ thong tin.
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Mi VTVL: CMNV 57/0HTX-HC

Vi~c tham muu, to chuc th\Ic hi~n
chinh sach phai kip thm, dUng quy
dinh.
Vi~c tham muu, to chuc th\Ic hi~n
chinh sach phai kip thm, dUng quy
dinh.

S\l phoi ket hQP dam bao cMt cM,
cOn vi~c ~t k~t ua cao.

Tieu chi danh gia
hoim thanh cong vi~c

Tham muu, to chuc th\l'c hi~n cOng
vi~c phai dam bao hi~u qua, dUng
quy dinh phap lu~t. Vi~c ki~m tra,
giam sat phai thUOng xuyen, cW ra
duQ'cnhUng k~t qua d~t duQ'C,nhUng
van d€ con t6n ~, h~ ch~. Th\lc
hi~n ch~ dQbao cao dUn u dinh.
Vi~c tham muu, to chuc th\l'Chi~n
phai dam bao hi~u qua, dUng quy
dinh cUa ha llJ?t.
Vi~c tham muu, to chuc th\l'c hi~n
phai dam bao hi~u qua, dUng quy
dinh cUa ha lu~t.
Vi~c tham muu, to chuc th\l'c hi~n
phai dam boo hi~u qua, dUng quy
dinh cUaphap llJ?t.

Tham muu v6i lanh ~ co quan ph6i hQP, hu6ng dfu1xa
vtmg DTTS t6 chuc th\lC hi~n cae Chuong trinh m\lc tieu
qu6c gia. Ph6i, k~t hQP ki~m tra cOng mc, ~ua trinh th\IC
hi~n; dinh leY, dQtmat bao cao cac cap c6 tham quy€n ti~n
dQ, cong mc tri~n khai, k~t qua d~t duQ'c, hi~u qua Clla
Chuong trinh ..

Tham muu v6i lanh d~ co quan xay d\fllg cac chuong trinh,
d\l an, d€ an cho d6ng bao vtmg DTTS.

Tham muu v6i lanh ~o co quan xay d\fllg ke ho~ch,
chuong trinh hu6ng dfu1xa vtmg DTTS tri~n khai, th\l'c hi~n
cac k~ ho~ch, d\l an v~ hat tri~n kinh t~ - xa hQi.
Tham muu v6i lanh ~o co quan vi~c hu6ng dful xa vUng
DTTS ra soat, xay d\fllg d~ an trinh cac cap c6 thfun quy€n
phe duy~t cac chuong trinh, d\l an h5 trQ'dAutu xay d\fllg co
sa h~ tan , h5 trQ' hat tri~n san xudt.
Tham muu v6i lanh d~o co quan ve th\lC hi~n cae cM dQ,
chinh sach d6i v6i ngum c6 uy tin trong vUng d6ng bao
DTIS.
Tham muu v6i lanh d~o co quan ve vi~c hu6ng dfu1,theo
dOivi~c th\lc hi~n cac chinh saeh v€ giao d\lc, y t~, x6a d6i,
giam ngheo, ~y ngh~ va h5 trQ'vi~ lam; Chinh sach cho
n m n eo, hQn eo vUn DTTS.
Th\l'Chi~n cac nhi~m V\lkMc theo phan cong Cllalanh d~o
co uan.

Ten VTVL: THEO DOl THVC ~N cHiNH SACH DAN TOC
Don vi cong tic: Phong Dan tQchuy~n Ba Vi ho~c Van phong HDND va UBND cac huy~n: Qu6c
Oai, Th~ch ThAt,My Duc.
Quan ly trvc ti~p: TruOng phong Dan hQchuy~n Ba Vi ho~c Chanh Van phong HDND va UBND
cac huy~n: Qu6c Oai, Th~h ThAt,My Duc.
Quan ly chu-c nang: UBND qt$l (huy~n, thi xa)
Quan h~ cong vi~c: Cac Sa ban nganh c6 lien quan; Cac phong ban, don vi, UBND xi!, phuOng,
thi trdn va cac don vi, ca nhan c6 lien quan;
Myc tieu vi tri cong vi~c: Can cu cW~o CllacAptren, lanh d~o phong, cae quy dinh, van ban hi~n .
hanh Cllaco quan cac cap d~ th\lChi~n cac nhi~m V\lduQ'cgiao; Til chuc th\lc hi~n cong vi~c, hu6ng
dfu1,theo d5i, don d6c, ki~m tra, danh gia cac nhi~m V\lduQ'cgiao theo d5i tham muu.Hoan thanh
cOngvi~c duQ'cgiao dam bao dUng ti~n dQ, chAtluqng, dUng quy dinh phap llJ?t; T~o S\l ph6i hQP
cOngvi~c t6t v6i cae co quan, don vi lien quan.

Cac nhi~m vy. chinh

Trinh dQ chuyen mon: D~i hQc tra len, nganh: Lu~t, Hanh chinh, Cong mc xa hQi, Xa hQi hQc,
Van h6a ...
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tra len;
- C6 chUng chi ngo~i ngu v6i trinh dQ tuong duang b~c 2 khung nang l\lc ngo~i ngu Vi~t Nam
theo quy dinh t~i Thong tu s6 0l/2014/TT-BGDDT ngay 24/0112014 cua BQ Giao d\lC va Dao.
~o ban hanh khung nang l\lc ngo~i ngu 6 b~c dUng cho Vi~t Nam;
- C6 chUng chi tin hQcv6i trinh dQ~t chuful kYnang su d\lllg oong ngh~ thong tin co ban theo quy
dinh ~ Thong tu s6 03/20 14/TI-BTITI ngay 11/3/2014 cUaBQThong tin va Truy€n thong quy dinh
ChufulkYnang su d\lllg oong ngh~ thong tin.
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Mii VTVL: CMNV 58/0HTX-HC

Ten VTVL: THONG TIN TUYEN TRuvEN vE cHiNH SACH DAN T<)C
Don vi cong tac: Phong Dan tQchuy~n Ba Vi ho~c Van phong lIDND va UBND cac huy~n: Qu5c
Oai, Th~h Thfit,My Duc.
Quan If trl}'Cti~p: Tru6ng phong Dan hQchuy~n Ba Vi ho~c Chaub Van phong lIDND va UBND
cae huy~n: Qu5c Oai, Th~ch Thfit,My Duc.
Quan If chli'c nang: UBND q$l (huy~n, thi xa)
Quan h~ cong vi~c: Cac So' ban nganh co lien quan; Cac phong ban, dan vi, UBND xa, phuOng,
thi trfinva cac dan vi, ca nhfu1co lien quan;

Myc tieu vi tri cong vi~c: Can cu chi d~o Clladp tren, lanh d~o phong, cac quy dinh, van ban hi~n
hanh CllacO'quan cac cfip d~ th\IChi~n cae nhi~m V\lduQ'cgiao; Tf>chuc th\Ic hi~n cong vi~c, hu6ng
dful, thoo d5i, don d5c, ki~m tra, daub gia cac nhi~m V\lduQ'cgiao theo d5i tham muu.Hoan thanh
cong vi~c duQ'cgiao dam bao dUng ti€n dQ, chfit luqng, dUng quy dinh phap l~t; T~o S\Iph5i hQ'P
cong vi~c t5t vo; cac cO'quan, dan vi lien quan.

Cac nhi~m V1,1 chinh

Tham mUll vo; lanh ~o va thong tin, tuyen truyen, pho bien, giao
d\lc phap l~t v~ linh V\ICcong mc dan tQc; chu tri, ph5i hQ'Pv~
dQng d6ng bao dan tQc thi~u s5 tren dia ban huy~n th\Ic hi~n chu
truan duOn 15i,chinh sach CllaDan , ha lu~t cua Nha nuac
Tham mUll, tiep don, tham hoi, giai quyet cac nguy~n vQng Clla
d6ng bao dan tQc thi~u s5 theo ch€ dQchinh sach va quy dinh Clla
ha l~t.
Dinh leY tham mUll to chuc D~ hQi~ bieu cac dan tQcthieu so cua
hu ~n theo hu6n dfu1CllaUBND Thanh h6
Hu6n~ dful, l\Ia chQn de ~ghi cap co tham quye!1~en thu6ng cac
~p the va ca nhan tieu bieu a vUng dan tQc thieu so co thanh tich
xufit s~c trong lao dQng, san xufit, phat tri~n kinh t€ - xa hQi, xoa
doi, giarn ngheo, gift gin an ninh, tr~t tv va guang m~u th\IChi~n
chu truan , chinh sach CllaDan va ha l~t CllaNha nuac.
Tham mUll, to chuc Ung d\lllg tien bQ khoa hQc, cong ngh~ xay
d\ll1gh~ th6ng thong tin, lUlltrti ph\lc V\lquan ly nha nuac v€ cong
mc dan tQctheo chu en mon, n .~ V\lduQ'c iao.

Tieu chi danh gia
hoan thanh cong vi~c

Chu dQng, sang ~o trong xay
d\ll1g K€ ho~ch. NQi dung
tuyen truy€n phai phil hQ'P.

Vi~c tham muu, to chuc th\Ic
hi~n chinh sach phai kip thm,
dUn u dinh.
DUng quy dinh

Khach quan, tieu bieu, dUng
quydinh

Vi~c tham mUll, to chuc th\IC
hi~n kip thm, dUngquy dinh.

S\I phoi ket hQ'Pdarn bao ch~t
Th\Ic hi~n cac nhi~m V\lkhac theo phan cong Cllalanh d~o cO'quan. cM, con vi~c d~t k€t ua cao.

Trinh dq chuyen mon:
- D~ hQctra len, nganh: L~t, Hanh chinh, Cong mc xa hQi,Xa hQihQc,Van hoa ...
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngft vai trinh dQtuang dUO'llgb~c 2 khung nang l\Ic ngo~i ngft Vi~t Nam
theo quy dinh t~i Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lC va Dao
t~o ban hanh khung nang l\Ic ngo~i ngft 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQc vo; trinh dQ~t chuftn kYnang su d\lllg cong ngh~ thong tin cO'ban theo quy
dinh ~ Thong tu s5 03/2014/TT-BTTTT ngay 11/3/2014 cua BQThong tin va Truy€n thong quy
dinh Chuftn kYnang su d\lllg cong ngh~ thong tin.
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Mil VTVL: CMNV 59/0HTX-HC

Ten VTVL: LE TAN D61 NGO~
. Don vi ding tac: Van phong I-IDNDva UBND
Quan Iy tl1fCti~p: Chanh Van phong
Quan Iy chuc nang: UBND q$ (huy~n, thi xa)
Qua~ h~ cong vi~c: Cac So' ban nganh c6 lien quan; Cac phong ban, don vi, UBND xa, phuOng,
thi tran va cac don vi, ca nhan co lien quan;
Mt}c tieu vi tri cong vi~c: Thvc hi~n cong tac 18 tan, don ti~p khach CllaUBND (huy~n, thi xa); trq
giup thvc hi~n cac bu6i lam vi~c Cllalanh d~o UBND qU?n (huy~n, thi xa), cac don vi phOng ban
chuyen mon vm cac cO'quan truyen thong, bao chi. Lien M, chuful bi cac thong tin cho cac bu6i lam
vi~c, ti~p tan, hQingh! ben ngom tI'\lSo' cO'quan UBND q$ (huy~n, thi xa); Dam bao cac dieu ki~n
~~~~~~ .

Cac nhi~m Vt}chinh Tieu chi danh ghi hoim thanh
congvi~c

Cong tac 18 tan, don tiep khach Clla UBND q$ Thvc hi~n cac c6ng vi~c theo dUngnghi
(huy~n, thi xa) thuc

Trq giup thvc hi~n cac buoi lam vi~c vm cac cO'quan Dam baodUng chuc, trach nhi~m V\l
truyen thong, bao chi duqc giao

Lien M chuful bi cac thong tin cho cac bu6i lam vi~c; Dam bao hi~u qua cong vi~c
ti~p tan, hQingh! ben ngom UBND q$ (huy~n, thi xa).

Dam bao cae dieu ki~n ve khanh tiet Dam bao theo quy dinh

Nhi~m V\lkhae duqc giao Dam bao tien dQ,chat luqng

Trinh dq chuyen mon:
- D~ hQctra len, nganh: Qulin tri du lich, Ngo~ giao, Ngo~ ngil', Van hoa, Quan tri Van phong, U
Tan ...
- Co chUng chi b5i du5ng nghi~p V\l quan Iy OOanu6c ng~ch chuyen vien tra len;
- Co chUng chi ngo~i ngu v6i triOOdQtuong duO'ng b~c 2 khung nang Ivc ngo~i ngu Vi~t Nam
theo quy diOOt~i Thong tu s5 01/20 14/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao
t~o ban hanh khung nang Ivc ngo~i ngu 6 b~c dimg cho Vi~t Nam;
- Co chUng chi tin hQc vm trinh dQ~t chuful kYnang su d\lllg c6ng ngh~ thong tin cO'ban theo quy
dinh ~ Thong tu s5 03/2014!IT-BTTIT ngay 11/3/2014 cua BQ Thong tin va Truyen thong quy
dinh Chuful kYnang su d\lllg cong ngh~ thong tin.
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ill. HO TRQ PHVC VV

Mil VTVL: HTPVOl/OHTX-HC

Ten VTVL: IIANH cHiNH TONG HQP
Don vi cong tac: Van phong lIDND va UBND
Quan Iy tlVc ti~p: Chanh Van phong
Quan Iy chuc nang: UBND q1$l (huy~n, thi xa)
Q~an h~ cong vi~e: Cac S6'ban nganh c6 lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
tran va cac dan vi, ca nhan c6 lien quan;
Quan h~ lien quan: Quan h~ ph6i hQPth\l'Chi~n giai quy~t cong vi~c theo chi dl;lOCllalanh dl;lOVP.
My.e tieu vi tri eong vi~e:D\l' thao cae van ban ph\!c V\lhOl;ltdQng CllalIDND, UBND, Van phong
IIDND va UBND q1$l (huy~n, thi xa); Theo d5i vi~c th\l'c hi~n cac k~t l1$l, chi dl;lOCllaLanh dl;lO
UBND, tang hQP va th6ng ke k~t qua th\l'Chi~n; Tham muu giup vi~c cho lanh dl;loUBND theo d5i
vi~c th\l'c hi~n theolinh Vl,l'Ccong tac; Cac cong vi~c khac do Chanh, Ph6 Van phong lIDND phan
cOn.

Tieu chi danh gia holm
thanh eong vi~e

Theo d5i, don doc cac co quan,
dan vi, UBND xa, phuOng, thi
trfuI th\l'c hi~n nhi~m V\l duQ'C

lao
Xay d\II1gcac bao cao thuOng
xuyen, dQt x~t theo nhi~m V\l
duQ'c 'ao
Xay d\II1g cac van ban theo
phan cOng Clla Hinh dl;lo;theo
d5i, don d6c cac co quan th\l'c
hi~n nhi~m V\l duQ'c phan
con.
Kiem tra, sua the thuc, l6i
chinh telcac van ban.

Cae nhi~m vy. ehinh

Th\l'c hi~n cOng tac thong tin boo coo dinh J.<:y, dQt~t duQ'cgiao
theo quy dinh Cllaphclpl~t.

Tham muu v6i lanh d?o co quan SO(;lllthac cae d~ an, d\l' thao, van
ban theo phan cong CllaChit tich UBND; theo d5i, don d6c cac co
quan, dan vi, UBND xa, phuOng, thi trfuI sO(;lllthao, chufuJ.bi cac
d~ an duQ'cphan cong ph\! trach.

Tham muu v6i Chanh Van phong tham tra dQc l~p doi v6i cac de
an, d\l' thao van ban Clla cac co quan, dan vi q~ UBND xa,
phuOng, thi trfuI truoc khi trinh UBND va Chit tich UBND xem
xet, u ~t dinh.
Tham muu v6i lanh d?o co quan phoi hQP v6i cac co quan chuc Theo d5i, don doc cac co quan,
nang theo d5i, don d6c, ki~m tra vi~c th\l'c hi~n cac van ban da dan vi, UBND xa, phuOng, thi
duqc UBND q1$l (huy~n, thi xa) cong b6, ban hanh t?i cac co trfuI th\l'Chi~n nhi~m V\l duqc

uan, dan vi ~ UBND xa, huOn , thi trfuI laO
Quan ly thong nhat cong tac van thu, hanh chinh, luu trU, tin hQc Quan ly cac van ban lien quan.
hoa hanh chinh Nha nuoc CllaUBND 1$l u ~n, thi xa .

Trinh di} chuyen mon:
- D(;lihQc tr6' len, nganh: L~t, Hanh chinh, Quan ly dfttdai, Dia chinh, Nong nghi~p, Tai chinh, Tai
chinh, Xay d\II1g,Quy hOl;lCh,kien trUc,Do thi, Quan tri nhan l\l'c,Moi truOng, Van h6a ...
- C6 chUng chi b6i du5ng nghi~p V\lquan ly nha nuoc ngl;lch chuyen vien tra len;
- C6 chUng chi ngol;li ngfr v6i trinh dQ tuong duong b~c 2 khung nang l\l'c ngol;lingu Vi~t Nam
theo quy dinh tl;liThong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cita BQ Giao d\lc va Dao
t(;loban hanh khung nang l\lc ngol;lingu 6 b~c dimg cho Vi~t Nam;
- C6 chUng chi tin hQc v6i trinh dQdl;ltchufuJ.Icy nang su d\lllg cong ngh~ thong tin co ban theo quy .
dinh t?i Thong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 Clla BQ Thong tin va Truy~n thong quy
dinh ChufuJ.Icy nang su d\lllg cOngngh~ thong tin.
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Mil VTVL: HTPV02/0HTX-HC

Ten VTVL: CHUY.EN TRAcH GlUP IIDND
Don vi cong tac: Van phong lIDND va UBND
Quan ly trvc ti~p: Chanh Van phong
Quan ly ch6'c nang: UBND ql$l (huy~n, thi xff)
Q~an h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi, UBND xa, phuong, thi
tran va cac d011vi, ca nhan co lien quan;
M\lc tieu vi tri cong vi~c: Can cu chi d~o Cllalanh d~o lIDND, lanh d~o 00 quan va cac van ban quy
ph<;Ullphap l~t th\l'Chi~n t5t nhi~m VI,ldugc giao dam trach.

Cac nhi~m V1,1 chfnh

Tham mUll giup ThuOng 1r\l'clIDND dieu hanh c6ng vi~c chung cua
lIDND; diSu hoa, ph5i hgp ho~t dQng cac Ban CllalIDND; bao dam
vi~c th\l'c hi~n quy ch~ ho~t dQng Clla lIDND, ThuOng 1r\l'clIDND,
Ban cua lIDND, nQiquy kYhQp lIDND; ph\lc VI,lThuOng 1r\l'clIDND,
Ban CllalIDND tron ho~t dQn d5i n o~
Giup ThuOng 1r\l'clIDND xay dvng chuang trinh, to chuc ph\lc VI,lkY
hQp lIDND, cUQchQp Clla ThuOng 1r\l'clIDND va Ban Clla lIDND;
don d5c cO'quan, t6 chuc hiiu quan chuftn bi. ill li~u ph\lc VI,lkY hQp
lIDND, cUQchQ CllaThuOn 1r\l'clIDND, cUQchQ Ban CllalIDND
Giup ThuOng 1r\l'clIDND, Ban CllalIDND xay dvng bao cao cong mc;
ph\lc VI,lBan Clla lIDND thfun tra dS an, bao cao, d\l' thao nghi quy~t;
'u ThuOn 1r\l'clIDND hoan thi~n cac N : u ~tCllalIDND.
Ph\lc VI,llIDND, ThuOng 1r\l'clIDND, Ban cua lIDND va d~ bieu
lIDND trong ho~t dQng giam sat; theo d5i, don d5c cO'quan, t6 chuc va
ca nhan th\l'Chi~n ki~n n : tron k~t ll$liam sat.
Ph\lC VI,llIDND, ThuOng 1r\l'clIDND, Ban Clla lIDND va d~ bieu
HDND ti~p cong dan, ti~p nh~ xu ly ki~n nghi, d011thu khi~u n~, t5
coo Cllacong dan; theo d5i, don d5c vi~c giai quy~t khi~u n~, t5 cao va
ki~n n : Cllac6n dan.
Phoi hgp vm 00 quan, to chuc hiiu quan ph\lc ~ ~ ?ieu HDND tiep
xUCcu tri; giup ThuOng 1r\l'cHDND tong hgp y kien, kien nghi Cllacu tri
va .. 00 uan, t6 chuc cOtrach nhi~m xem xet .ai u ~t.
Ph\lc VI,lThuOng 1r\l'clIDND to chuc lay y kien dong gop vao d\l' an
L~t, d\l' an Phap l~nh va cac van ban khac theo yeu cAuCllaThuOng
1r\l'clIDND Thanh h5.
Ph\lCVI,lThuOng trvc lIDND trong c6ng mc bau cu d~i bieu Quoc hQi
va bAu cu d~ bieu lIDND cac cdp; pM chufuJ.k~t qua bAuChu tich,
Pho Chu tich lIDND xa, huOn , thi trdn
Ph\lc VI,lThuOng trvc lIDND, Ban CllaHDND trong c6ng mc giao ban,
tra.o d6i kinh nghi~m, b6i du511g kY nang ho~t dQng cho d~ bieu
HDND cac cd .
Ph\lCVI,lHDND, Thuang trvc lIDND, Ban CllaHDND gift moi lien h~
c6ng mc vm cac cO'quan Thanh ph5, Thuang 1r\l'cQu~ uy, UBND,
Uy ban MTIQ, Toa an nhfu1dan, Vi~n kiem sat nhan dan va cac cO'
uan, t6 chuc, doan the a dia hu011 .
Ph\lc VI,lThuang trvc lIDND l~p d\l'toan kinh phi ho~t dQnghang nam,
t6 chuc th\l'chi~n, uan 1'kinh hi ho~t dQn CllaHDND.
Bao dam dieu ki~n ho~t dQng CllaHDND, Thuang 1r\l'clIDND, Ban
CllaHDND, T6 d~ bieu lIDND va d~ bieu lIDND; ph\lCVI,lThuang
1r\l'cHDND th\l'chi~n ch~ dQ,chinh sach d6i vm d~ bieu HDND
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Tieu chi danh gia hoim
thanh cong vi~c

Th\l'C hi~n dam bao tien
dQ,chdt lugng cong vi~c

Th\l'C hi~n dam bao tien
dQ,chdt lugng cong vi~c

Th\l'c hi~n dam bao tien
dQ,chdt lugng cong vi~c

Th\l'c hi~n dam bao tien
dQ,chdt lugng cong vi~

Th\l'c hi~n dam bao tien
dQ,chdt lugng cong vi~c

Th\l'C hi~n dam bao tien
dQ,chdt lugng c6ng vi~c

Th\l'C hi~n dam bao tien
dQ,chdt lugng cong vi~c

Th\l'C hi~n dam bao tien
dQ,chdt lugng cong vi~c

Th\l'C hi~n dam bao tien
dQ,chdt lugng cong vi~c

S\l'phoi ket hgp dam bao
ch~t cM, cong vi~c d~t
k~t qua cao.

Dam bao tien dQ, chat
lugn con vi~c
Th\l'C hi~n dam bao tien
dQ,chdt lugng cong vi~c



Trinh d{) chuyen mon:
- fl~ hQctn7 len, nganh: L~t, Hanh chinh, Quan ly d~t dai, Nong nghi~p, quan hi kinh doanh, Till

----.-. -- .._ ..chinh, Xay d\ll1g,Quan hi kinh doanh, Quy ho?ch kiSn trUc,flo thi, Moi truOng, Thong tin hQc...
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng?ch chuyen vien tr6' len;
- Co chUng chi ngo?i ngu vai trinh dQtuong duO'ng b?c 2 khung nang l\lc ngo?i ngu Vi~t Nam
theo quy dinh t?i Thong tu s8 01/2014/TT-BGDflT ngay 24/01/2014 Cl.iaBQ Giao d\lC va flao
t?o ban hanh khung nang l\lc ngo?i ngu 6 b?c dUng cho Vi~tNain;
- Co chUng chi tin hQcvm trinh dQd?t chuful kYnang sir dl,lllgc6ng ngh~ thong tin cO'ban theo quy
diM ~ Thong tu s8 03/2014/TT-BTITT ngay 11/3/2014 cua BQ Thong tin va Truy~n thong quy
diM Chuful kYnang sir dl,lllgcong ngh~ thong tin.
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MiVTVL:HTPVOYOHTX-HC

.-Ten VTVL: 1IANH cHtNH MQT crrA
Don vi cong tac: Van phong IIDND va UBND
Quan If tl1fCti~p: Chanh Van phong
Quan If chuc nang: UBND qt$l (huy~n, thi xa)
Q~an h~ cong vi~c: Cac Sa ban nganh c6 lien quan; Cac phong ban, don vi, UBND xii, phuOng, tm
tran va cac don vi, ca OOanc6 lien quan;
M1)c tieu vi tri cong vi~c:Th\Ic hi~n cac nhi~m V\lthuOng xuyen va dQtxuftt CllaBQph~ ti~p oo~
va tra k~t qua TIRC; dam boo cOngdan duQ'chuang cllinhoan thi~n h6 sa theo dUngquy dinh; ti~p
oo~, ban giao h6 sO',tra k~t qua theo dUng quy trinh da duQ'cduy~t. Tham muu cac van ban, k~
ho~ch, bao cao theo S\Iphan cOngCllalanh d~o dam bao dky du nQidung va thm h~ theo yeu c~u.

Van ~an dUng the thuc, day du nQi dung, dUngh~
eucau
Ke ho~ch, bao cao theo dUngm~u, day du nQidung,
dUngh~ yeu c~u

Tieu chi danh gia hoan thanh
congvi~c

Cong dan nam bat duQ'cthanh phan ho sO',cac dieu
ki~n d~ th\Ic hi~n TIRC dn nQp. C6 phi~u huang
cllinC\lth~ cho cOn dan.
Ro sa tiep oo~ dam bao day du thanh phan ho sa
theo u dinh.
Ro sa duQ'cgiao va oo~ trong thm gian quy diOO
theo dUng quy trinh TIRC da duQ'cban hanh, luu
phi~u giao oo~ h6 sa vm phong ban chuyen mon
theo ngay, phi~u ki~m soat qua trinh giai quy~t tUng
h6 sa.
Tra dUngdoi tuqng, hoan thi~n cac nQidung sau: So
OO~tkY; thu phi~u h~n (gi~y uy quy~n n~u c6), vi~t
bien lai, thu phi va l~p danh sach t6ng hQ'Pbien lai
thu ti~n theo u dinh
Phieu hyn duQ'cluu theo ngay, so OO~tky c~p OO~t
dk du cac thon tin theo u dinh.
Tham muu kip thm Van ban don doc ho sa qua h~
.. Tru<'YnBQ h~ Ti~ oo~ va tni k~t ua
C~p OO~t,niem yet cong khai khi quy triOOTIRC
c6tha d6i
Bao cao day du so li~u, nQidung, dUngh~ yeu cau

Kiem soat, don doc ho sa den h~, ho sa
uah~
Kiem soat cac quy trinh giai quyet TIRC

Luu phieu h~n, so OO~tkY theo quy dinh

Traket quaho sO'TIRC cho c6ng dan

Tiep cong dan, tiep oo~ ho sa TIRC lInh
VlJCduQ'c han con h\l trach
Ban giao va oo~ ket qua ho sa TIRC

Cac nhi~m V1) chinh

Ruang cllinho sa Thu t\lc hanh chinh

Bao coo ket qua tiep oo~ va tra ket qua
TIRC ~ than , u', nam.
Tham muu van ban th\Ic hi~n cac nhi~m V\l
~ BQ h~ ti~ oo~ va tra k~t ua TIRC
Tham muu cac Ke ho~ch, bao cao dinh kY
va dQtxuftt theo S\Iphan cong Cllalanh d~o
Van hon HBND-UBND.
Trinh de}chuyen mon:
-E>~hQc tra len, nganh: L~t, Ranh chinh, Qulin If ~t dai, E>iachinh, Nong nghi~p, Quan tri kinh
doanh, Xay dl,Ing,Quy ho~ch ki~n trUc,Tai chinh, K~ ho~ch, Moi truOng, Van h6a ...
- C6 chUng chi b6i du5ng nghi~p V\lquan ly OOanu6c ng~ch chuyen vien tra len;
- C6 chUng chi ngo~i ngu v6i triOOdQtuong duO'ng b~c 2 khung nang l\Ic ngo~i ngfr Vi~t Nam .
theo quy diOOt~i Thong tu s6 0l/2014/TT-BGDE>T ngay 24/01/2014 cua BQ Giao d\lC va E>ao
t~o ban haOOkhung nang l\Ycngo~i ngu 6 b~c dUng cho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh dQ~t chufut kYnang sir d\lllg cong ngh~ thong tin cO'ban theo quy
dinh ~ Thong tu s6 03/2014/TT-BTITI ngay 11/3/2014 cua BQ Thong tin va Truy~n thong quy
dinh Chufut kYnang sir d\lllg cong ngh~ thong tin.
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Mil VTVL: HTPV04/0HTX-HC

Ten VTVL: CONG NGIq: THONG TIN
Don vi cong tac: Van phong HE>NDva UBND
Qmin If tIVc ti~p: Chanh Van phong
Qmin If chtfc nang: UBND qu~ (huy~n, thi xa)
Q;uan h~ cong vi~c: Cac Sa ban nganh c6 lien quan; Cac phong ban, dan vi, UBND xii, phuOng, thi
tran va cac dan vi, ca nhan c6 lien quan;
Myc neu vi tri cong vi~c:Can Cll chi d~o cua lanh d~o, cac quy dinh hi~n hanh, cac chu truang,
chfnh sach, cac chuang trinh dS an cUa qu~ (huy~n, thi xii) va cAptren d~ tri~n khai t6 chuc thl,fC
~~~~~~~~~~~~~~~~~~~~
qua; Hu6ng dfuJ.,don d6c, ki~m tra d6i v6i xii, phuOng, thi trAilthu9c l1nhVl,fCduQ'cphan cong ph\!
trach; Nfun b~t CO' sa, kip thOi tham muu thao gO' OOiingvu6ng m~c, kh6 khan va tri~n khai thl,fChi~n
hi~u qua ~ CO' sa; T~o m6i quan h~ t6t v6i dang nghi~p; v6i cac phong, ban chuyen mon, xii,
phuOng, thi trAilva thanh ph6 trong thl,fcthi cong ~.

Cac nhi~m V1} chinh
Tieu chi (lanh gia hoim thanh

congviec
QUAN LY HE THONG HA TANG

A - H~ th6ng m~ng

V~ hanh on dinh M thong m~g LAN; bao cao tinh Dam bao h~ thong m~g Iuon thong suot,
tr~g ho~t d9ng va dS xudt nang cAph~ th6ng v~ hanh 6n dinh

V~ hanh 6n dinh h~ th6ng m~g WAN cUa Thanh
Phoi h9P dam bao h~ thong m~g luon

ph6; ph6i h9P thl,fChi~n cac c6ng vi~c thee yeu cAu
thong su6t, v~ h~ 6n ,diOO;k6t n6i lien

cUaThanh ph6
thong tU Thanh pho xuong qu~ (huy~n,
thi xii), xii, phuOng, thi trAil
Dam bao h~ thong m~g luon thong suot,

V~ hanh 6n dinh k6t n6i m~g Internet; bao cao tinh v~ hanh 6n dinh; t6c d9 dam bao cho
tr~g ho~t d9ng va d~ xudt nang cApM th6ng vi~c v~ hanh h~ th6ng phAn m~m U'ng

dung
V~ hanh on dinh h~ thong Wifi; bao cao tinh tr~g Dam bao M thong m~g luon thong suot,
ho~t d9ng va d~ xudt nang cAph~ th6ng v~ hanh 6n dinh
B - H~ th6ng may chu, trang thi~t hi phong may
chu

Quan ly, thee d5i, kh~ ph\!c Sl,fc6 dam bao v~ hanh
Duy tri v~ hanh on dinh h~ thong may

6n diOOM th6ng may chu; bao cao tinh tr~g ho~t
chu; cung cApdu tai ~guyen plwc Y\ltri~n

d9ng va d~xuAtnang cAph~ th6ng
khai v~ hanh h~ thong pharr mem ung
d\lllg ~ qu~ (huy~n, thi xli)

Quan ly, kiem tra tinh 1r~g ho~t d9ng cUacac thiet bi
m~g (Switch, Router, Firewall, Backup .... )

Dam bao cae diSu ki~n ho~t d9ng phong may chu

C - H~ th6ng an ninh an toan thong tin

Quan ly phan chia tai nguyen m~g; dinh leYsao luu
du li~u

Bao dam h~ thong CNTT t~ qu~ (huy~n,
Bao m~t h~ th6ng may chu, h~ th6ng m~g, h~ th6ng thi xli), xii, phuOng, thi trAil (n6u c6) dap
maytinh U'ngcac yeu cAuvS an niOO,an toan thong

tin bao m~t

D - H~ th6ng may tr~m, thi~t bi ngo~i vi

Quan ly, giam sat ho~t d9ng h~ thong may tr~, trang QuAil ly duQ'c tinh tr~g su d\lllg, ho~t
thi6t bi CNTT, thi6t bi ngo~ vi cac dan vi ~ au~ d9ng cua h~th6ng trang thi6t bi

93



(huy~n, thi xa), thiet bi ph\l trg BQph~ mQtcua

Q~ ly, gifun sat vi~~ cm ~~tphan mem (bao gom h~
dieu hanh va cac phan mem ph\lc V\l cho nhu cAu
cOn vi~c

Gifun sat vi~c xu ly va kh~c ph\lc S\l c6 ~ cae don vi

Gifun sat vi~ bao tri h~ th6ng cUacae don vi .

L~p bao cao tinh su d\lllg may tinh ~ qu~; de xuat
dAutu nan cA h~ th6n

G - H~ th6ng htl ting kY thu~t

Quan ly h~ th6ng giao ban trl,lctuy~n

Quan ly h~ th6ng t6ng dm, thong tin lien l~c

II-UNG DVNG - pHAN MEM
A ; Phan mem Ung dyng do qu~n (huy~n, thi xii)
trien khai
Quan ly, dam bao v~ hanh on dinh phan memQuan
ly h6 sO'mQt cua di~n ill dang tri~n khai ~ qu~
(huy~n, thi xa), xa, phuOng, thi trAil; theo d6i ki~m
soat k~t qua tri~n khai ~ cac don vi; d~ mAt cac gim
ha kh~c h\lc, cm ti~n, nan cA hk m~m

2. Quan ly, dam bao v~ hanh on diM phan
m~mQuan ly van ban va Di~u hanh mc nghi~p; theo
d6i ki~m soat k~t qua tri~n khai ~ cac don vi; d~ xuAt
cac im ha kh~c h\lC,cm ti~n, nan cA hk m~m
3. Quan ly, dam bao v~ hanh on diM phan
m~mPhk m~m quan ly ti~p dan - theo d6i gim quy~t
don thu khi~u n~ t6 cao; theo d6i ki~m soat k~t qua
tri~n khai ~ cac don vi; d~ mAt cac gim phap kh~c
h\lC,cm ti~n, nan cA hk m~m

4. Quan ly, theo d6i, kiem soat ket qua trien khai v~
hanh C6ng thong tin di~u hanh nQibQ(LOp2) cUacac
don vi
5. Quan ly, thee dei, kiem soat ket qua v~ hanh cac
hk m~m Un d\lll khac

B - Phin m~m Ung dyng do Thanh ph6 tri~n khai
Quan tri, he; trg, theo dei, kiem soat ket qua v~ hanh
h~ th6ng thu di~n tir cOng V\l Thanh ph6

mail anoi. oV.vn
Tiep nh~ trien khai v~ harm phan mem Quan ly ho
sO'mQt cua cUaThanh ph6; bao cao daM gia k~t qua
tri~n khai; d~ xuAtnan cA hk m~m
V~ hanh on dinh Cong thong tin di~n tir q~
(huy~n, thi xa), xa, phuOng thi trAil;wOng hQc (n€u
c6); theo d6i, danh gia k~t qua tri~n khai ~ cac don
vi; bao cao d~ xuAtnan cA C6n thon tin di~n tiro
Tiep nh~, v~ hanh on dinh H~ thong thu th~p dfr
li~u cOngdan; bao cao danh gia k~t qua tri~n khai; d~
xuAtnan cA hk m~m
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Dam bao cac phan mem Ung d\lllg ho~t
dQng t6t ph\lc V\l cong mc cua qu~

u ~n, thi xa
Don doc cac don vi tu van thuOng xuyen
thee sat xu I 'ki thai cac S\l c6 hat sinh

ThuOng xuyen don d6c don vi bao tri

Danh gia dugc th\l'Ctr~g; d\l'bao nhu diu
dAutu tran thi€t bi cho cac don vi

Dam bao ky th~t ph\lc V\l tot cac cUQc
hQ iao ban trl,lctu ~n cua Thanh h6
Dam bao M thong tong dill, thong tin lien
l~chOl;ltdQn thon su6t

v~ hanh 6n diM phk m~m; bao cao
duQ'cth\l'Ctr~g k~t qua tri~n khai va d~
xuAtduQ'ccac bi~n phap cm ti~n nang cAp
phkm~m

v~ hanh on diM phan mem; bao cao
dugc th\lc tr~g k€t qua tri~n khai va d~
xuAtduQ'ccac bi~n phap cm ti€n nang cAp
hkm~m

V~ hanh 6n diM phk m~m; bao cao
duQ'c th\lc tr~g k~t qua tri~n khai va d~
mAt duQ'ccac bi~n phap cm ti€n nang cAp
phkm~m

V~ hanh on diM phan mem; bao cao
duQ'c th\l'c tr~g k~t qua tri~n khai phk
m~m
v~ hanh 6n dinh phk m~m

v~ hanh 6n diM phk m~m; bao cao
duQ'cth\l'Ctr~g k~t qua tri€n khai

Phoi hgp xay d\l'llgquy trinh; tiep nh~ va
v~ hanh 6n dinh phk m~m; bao cao
duQ'cth\l'c tr~ k~t ua tri~n khai
V~ hanh on diM phan mem; bao cao
duQ'cth\l'c tr~g k€t qua tri~n khai va dS
xuAtduQ'ccac bi~n phap cm ti~n nang cAp
hkm~m

Phoi hgp xay d\l'llgquy trinh; tiep nh~ va
v~ hanh 6n diM phk m~m; bao cao
duQ'cth\l'c tr~ k€t ua tri~n khai



Tiep nh~ trien khai H~ thong xac tl1\Icchfr kY di~n
ill
Tiep nh~ trien khai H~ thong Dich V\lcong mirc dQ
3; bao cao danh gia k€t qua tri€n khai; dS xuAtnang
cd hfutmSm .
Tiep nh~, trien khai cac M thong phan mem, Un~
d\ll1gkhac; bao cao danh gia k€t qua tri€n khai; de
xuAtnan cA hfutmSm
ill - THEO DOl HO~T DQNG UNG DVNG
CNTT
Xay dl,l'Ilgmo hinh, ke ho~ch; theo doi, danh gia ket
qua tri€n khai, nghi~m thu va xet oong nh~ mo hinh
CO' uan di~n ill huOn
Phoi hgp xay dl,l'Ilgmo hinh, ke ho~ch; theo doi, daM
gia k€t qua tri€n khai, nghi~m thu va xet cong nh~
mo hinh TruOn hQcdi~n ill
Theo doi, qulin ly, giam sat ho~t dQng Ung d\ll1g
CNTT ~ cac dan vi
IV -m:TH NG QUAN LY CHAT LU'QNG ISO
9001
Xay dl,l'Ilgke ho~ch trien khai M thong ISO; To chirc
tri€n khai th\IChi~n cac nQidung theo k€ ho~ch; Theo
doi, ki€m soat k€t ua th\Ic hi~n Cllacac dan vi

V - cAc NQI DUNG KHAc
Cong mc hanh chinh bQph~; Dam bao cae dieu ki~n
trang thi€t bi ky th\$ ph\lc V\lcac hQi ngh!; Qulin ly
h6 So' dAu tu cac d\I an CNTT; Cac nQi dung khac
theo hanoon

TiSp nh~ va v~ hanh em dinh phfutmSm

Phoi hgp xay dl,l'Ilgquy trinh; tiep nh~ va
v~ hanh 6n dinh phfut mSm; bao cao
duQ'cth\Ic tr~ kSt ua tri€n khai
Phoi hgp xay dl,l'Ilgquy trinh; tiep nh~ va
v~ hanh 6n dinh phfut mSm; bao cao
duQ'cth\Ic tr~ kSt ua tri€n khai

Theo doi, danh gia duQ'cket qua trien khai
th\Ic hi~n mo hinh Co' quan di~n ill cac
huOn

Theo doi, danh gia k€t qua tri€n khai th\!C
hi~nmo hinh Co' quan di~n ill cac wOng

Theo dOi,danh gia duQ'cket qua trien khai
th\Ic hi~n Un d\ll1 CNTT

Th\IC hi~n tot cac nhi~m V\l duQ'c giao;
dam bao vS chAt IUQ11gva ti€n dQ th\!C
hi~n theo eu cAu

Th\Ic hi~n tot cac nhi~m V\l duQ'c giao
theo phan cong CllaVan phong; dam bao
vS chAt IUQ11gva tiSn dQ th\l'c hi~n theo
" "eucau

Trinh dQ chuyen mon:
- D~ hQctra len, nganh: Cong ngh~ thong tin, Tin hQc(ho~c tuang duang);
- Co chirng chi b6i duang nghi~p V\lquan ly nha nucrc ng~ch chuyen vien tra len;
- Chirng chi nghi~p V\l khac: Uu tien co them cac chirng chi chuyen mon nhu CCNA (Cisco
Certified Network Associate); MCSA (Microsoft Certified Systems Administrator); ...
- Co chirng chi ngo~i ngfr vcri trinh dQtuang duang b~c 2 khung nang l\l'c ngo~i ngfr Vi~t Nam
theo quy dinh ~i Thong tu s6 01/20 14/TT-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao
t~o ban hanh khung nang l\Ic ngo~i ngfr 6 b~c dUng cho Vi~t Nam;
- Co chUng chi tin hQc vm trinh dQ~t chuful ky nang su d\ll1gcong ngh~ thong tin "CO'ban theo quy
dinh ~ Thong tu s6 03/2014/TT-BTTTT ngay 11/3/2014 cua BQThong tin va TruySn thong quy
dinh Chuful ky nang sir d\ll1gcong ngh~ thong tin.
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Cac nhi~m VI} chinh

Mii VTVL: HTPV05/0HTX-HC

Ten VTVL: QuAN TRJ CONG Sa
Don vi cong tac: Van phong lIDND va UBND

Qmin Iy tlVC ti~p: Chanh Van phong

Quan Iychuc nang: UBND ql$1 (huy~n, thi xii)

Q~an h~ cong vi~c: Cac S6 ban nganh co lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
trfulva cac don vi, ca nhful co lien quan;

Ml}c tieu vi tri cong vi~c: Dam bao cong tac v~ hanh toa nha trv s6 lIDND - UBND qu~ (huy~n, .
thi xii); Dam bao ho~t dQngClladQixe c6ng V\l. .

Tieu chi danh gia hoim thanh
congvi~c

Qulin Iy toa nha Ql$1 uy - lIDND - UBND, trv Dam bao v~ hanh lien t\1c,khong gian do~ co
s6 khu lien co quan UBND ql$1 (huy~n, thi xii) s6 v~t chAtCllatrv s6 co quan UBND qu~, trv

s6Iien co quan

Ki6m soat ho~ dQngdQixe cong V\l

Cac nhi~m V\lkhac duQ'cgiao

Dam bao cac dieu ki~n ho~t dQngClladQixe
c6ngV\l

Theo tUngnhi~m V\l

Trinh dQ chuyen mon:
- D~i hQc tr6Ien, nganh: Hanh chinh, Qulin Iy kinh tS, Qulin tri Van phong ...
- Co chUng chi b6i du5ng nghi~p V\lqulin Iy nha nuac ng~ch chuyen vien tr6 len;
- Co chUng chi ngo~ ngli vm trinh dQtuong duong b~c 1 khung nang h,rcngo~ ngli Vi~t Nam theo
quy dinh ~ Thong tu s5 o l/2014m-BGDDT ngay 24/01/2014 cua BQ Giao d\lc va Dao ~o ban
hanh khung nang l\l'cngo~ ngli 6 b~c dUngcho Vi~t Nam;
- Co chUng chi tin hQcvm trinh dQd~t chufut kY nang sir dl,lllgcong ngh~ thong tin co ban theo quy
dinh ~ Thong tu s5 03/20 14m-BITIT ngay 11/3/2014 CllaBQ Thong tin va TruySn thong quy
dinh Chufut kY nang sir dl,lllgc6ng ngh~ thong tin.
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Mil VTVL: HTPV06/0HTX-HC

Ten VTVL: TIEP ~ vA xU LY BON THU

Bon vi cong tac: Van phong lIDND va UBND

Quan Iy tl1}'Cti~p: Chanh Van phong
Quan Iy chuc nang: UBND qu~ (huy~n, thi xa)

Q}lan h~ cong vi~c: Cac Sa ban nganh co lien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
tran va cac don vi, ca nhan co lien quan;

M1}ctieu vi tri cong vi~c: Th\Ic hi~n cac nhi~m V\lthuOng xuyen va de>txuftt CllaBan ti~p cong dan;
Vi~c ti~p nh~ don thu va xu ly don thu duqc thlJc hi~n theo dUng quy trinh, dUng quy dinh. Tham
muu cac van ban, k~ ho~ch, bao cao theo S\Iphan cong Cllalanh d~o dam bao dAydti ne>idung va
thOih~ theo yeu cAu.

Cac nhi~m V1}chinh

Tiep nh~ don kien nghi phan anh, khieu n~, to cao.

Phan lo~ va xu ly don

Trinh ban hanh van ban giao nhi~m V\lva tra Uri,
bao tin don thu chu ~n d€Ii theo thfun u ~n.
Kiem soat, don doc don thu den h~, qua h~

Kiem soat quy trinh giro quyet don thu kien nghi,
khi€u n~ va t5 cao.

Bao cao ket qua giro quyet don thu tren dia ban
than , u " nam.
Tham muu cac Ke ho~ch, bao cao dinh leY va de>t
xuftt theo S\I han con Cllalanh ~o Van hon .

Trinh d{) chuyen mon:
- D~i hQc tra len, nganh: Lu~t, Hanh chinh, Thanh tra, Quan ly dftt dai, Dia chinh, Nong
nghi~p, Xay dvng.
- Co chUng chi b6i du5ng nghi~p V\lquan ly nha nuac ng~ch chuyen vien tra len;
- Co chUng chi ngo~ ngii' vm trinh de>tuong duang b~c 1 khung nang h,rcngo~i ngfr Vi~t Nam theo
quy dinh ~ Thong tu s5 o112014/TT-BGDDT ngay 24/0112014 CllaBe>Giao dl)c va Dao t~o ban
hanh khung nang l\Ic ngo~ ngii'6 b~c dUngcho Vi~t Nam;
- Co chUng chi tin hQcvm trinh de>d~t chufuIky nang su d\lllg cong ngh~ thong tin ca ban theo quy
dinh ~ Thong tu s5 03/2014/TT-BTTTTngay 11/3/2014 CllaBe>Thong tin va Truy~n thong quy
dinh ChufuIky nang su d\lllg cong ngh~ thong tin.
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Ma VTVL: HTPV07/0HTX-HC

Ten VTVL: KE ToAN
Don vi cong mc: Van phong HDND va UBND
Quan If tIVCti~p: Chanh Van phong

Quan If chuc nang: UBND qt$l (huy~n, thi xa)

Q}l3n h~ cong vi~c: Cac So' ban nganh cOlien quan; Cac phong ban, don vi, UBND xa, phuOng, thi
tran va cac don vi, ca nhan c6 lien quan;

M1}ctieu vi tri cong vi~c: QuAnIyho~t de>ngill chinh cUaVan phong HDND&UBND qu~ (huy~n,
thi xa) dam bao th\Ic hi~n dUngtheo L~t ngan sach nha nuac va cac quy diM lien quan.

Cac nhi~m V\lchinh Tieu chi danh gia hoim thanh
congvi~c

Ki8m tra, tham mUll lanh ~o Van phong cac ho~t de>ng Dam bao cac ho~t de>ngtai chinh, ke toandUngtheo quy diM, L~t ngan sach, Lu?till chinh k~toan

Dam bao cac ho~t de>ngtai chinh, ke toan
l11\Ichi~n nghi~p V\lill chinh k~ toan dUngtheo quy diM, Lu?t ngan sach, Lu?t

k~toan

Th\IChi~n cac che de>chinh sach theo quy diM Theo cac quy diM, che de>hi~n hanh
cho can be>,CCVC Van phong HDND&UBND
qU~ (huy~n, thi xa)

Th\IChi~n cae nhi~m V\lkhac duQ'cgiao Thee tUng nhi~m V\lduQ'cgiao

Trinh dQ chuyen mon:
- D~i hQc tra len, nganh: K~ toano

- ChUng chi b6i du5ng nghi~p \'\1: K~ toan truang;

- C6 chUng chi ngo~ ngfr vm trinh de>tuong duong b?c 1 khung nang l\Ic ngo~i ngfr Vi~t Nam theo
quy dinh ~ Thong tu s6 01/2014nT-BGDDTngay 24/01/2014 cUa Be>Giao d\lc va Dao t~o ban
hanh khung nang l\Ic ngo~ ngfr 6 b?c dUngcho Vi~t Nam;
- C6 chUng chi tin hQcvm trinh de>d~t chufut kYnang su d\ll1gcong ngh~ thong tin ca ban theo quy
dinh ~ Thong til s6 03/20 14nT-BTTTT ngay 11/3/2014 cUa Be>Thong tin va Truy~n thong quy .
dinh Chufut kYnang su d\ll1gcOngngh~ thong tin.
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Mil VTVL: HTPV 08/0HTX-HC

Ten VTVL: VANTIIl1

:Don vi cong mc: Van phong IIDND va UBND

QU3n If tIVCti~p: Chanh Van phong
QU3n If chllC nang: UBND qt$1 (huy~n, th! xa)
Quan hf cong vifc: Cac phong ban, don vj, va don vi, ca nhan co lien quan;

M1}ctieu vi tri cong vifC: Bam bao vi~c phat hanh, tiSp nh~ van ban di dSn th\Ic hi~n dUng theo
quy diM, quy chS lam vi~ CllaUBND qt$1 (huy~n, th! xa)

Cac nhifm Vl} chfnh

KiBm soat van ban di den CC1 quan UBND qt$1 (huy~n,
th! xa) .

Bau moi thong tin cae nhi~m V\ldQtxuat Clla
UBND qt$1 (huy~n, th! xa) dSn cac don vi

In sao cac tM li~u, van ban ph\lc V\lhQinght, cUQchQp

Th\Ic hi~n cac nhi~m V\lWc dugc giao

Tieu chi (tanh gia hoim thanh
congvifc

Van ban di den dugc xu ly dUngtheo quy
trinh.

Thong tin dugc truySn ill kip thm, dUng
tiSn dQ,d6i tugng

Cac lo~ ill li~u dugc yeu cau

Theo timg nhi~m V\ldugc giao

Trinh dQchuyen mon:
- B~ hQctr6len, nganh: Van thu - Luu trfr.
- Co chUng chi b6i du5ng nghi~p V\llien quan dSn cac cong vi~c dugc giao.

- Co chUng chi tin hQc v6i trinh dQ~t chufuIkY nang su d\lllg cOngngh~ thong tin ca ban theo quy
diM ~ Thong tu s6 03/2014ill-BTTIT ngay 11/3/2014 cua BQThong tin va Truy~n thong quy
diM ChufuIkY nang su d\lllg cong ngh~ thong tin. .
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Mil VTVL: HTPV 09/0HTX-HC

Ten VTVL: LU1JTRU

Don vi cong mc: Van phong lIDND va UBND

Quan If tIVC ti~p: Chanh Van phong

Quan If chuc nang: UBND q\$1 (huy~n, thi xii)
Quan h~ cong vi~c: Cac phong ban, don vi, va don vi, ca nhan co lien quan;

My.c tieu vi tri cong vi~c: Dam bao vi~c luu W van ban, ill li~u, h6 sa CllaUBND qu~ (huy~n, thi
xii) dUngtheo quy dinh CllaL~t Van thu - Luu W va cac qui dinh hi~n hanh.

Cae nhi~m vy.chinh Tieu chi danh gia hoim thanh
congvi~c

Kiem soat van ban, ill li~u phat hanh CllaUBND q\$1 Cac vW; ban, ~ li~u phat hanh dUng the
(huy~n, thi xii) thuc, tham quyen, quy dinh

Sap xep, to chuc luuW ill li~u, van ban, ho sa Sap xep chinh ly ~ kho luuW
Theo quy dinh
In sao cac ill li~u, van ban ph\lc V\lhQi nghi, cu(k' Cac lo~ till li~u dugc yeu diu
hQp

Thl,fChi~n cac nhi~m V\lkhac dugc giao Theo tUngnhi~m V\ldugc giao

Trinh dQchuyen mon:
- C6 bfutg t6t nghi~p d~i hQc tro len, nganh Van Thu - Luu trfr.
- C6 chUng chi b6i du5ng nghi~p V\llien quan d~n cac cong vi~c dugc giaa.

- C6 chUng chi tin hQc vo; trinh dQ~t chuful leY nang sir d\lUgcong ngh~ thong tin ca ban thea quy
dinh ~ Thong tu s6 03/2014/TT-BTTTT ngay 1113/2014Clla BQThong tin va Truy€n thong quy .
dinh Chuful leY nang sir d\lUgcong ngh~ thong tin. .
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MiiVTVL:HTPVIWOHTX-HC

Ten VTVL: TOO QuY

Don vi cong tac: Van phong lIDND va UBND

Quan ly tn}'c ti~p: Chanh Van phong
Quan ly chuc nang: UBND q$ (huy~n, thi xii)

Quan h~ cong vi~c: Cac phong ban, don vi va cac don vi, ca nhan c6 lien quan;

M\lc tieu vi tri cong vi~c: Quan ly ho~t dQng thu - chi ti~n m~t, ill khoan Clla Van phong
lIDND&UBND q$ (huy~n, thi xii) dam bao th\lc hi~n dUng theo Lu~tngan sach nha nuac va cac
quy dinh lien quan.

Cac nhi~m V\l chinh Tieu chi danh gia hoim thimh
congvi~c

Dam bao cac ho~t dQngillchinh, ke toan
TIwc hi~n cac nghi~p V\lthanh toan, chi tra theo quy dinh dUngtheo quy dinh, Lu~tngan sach, Lu~t

kStoan .

Theo cac quy dinh, che dQhi~n hanh

Theo tlrng nhi~m V\lduqc giao

Trinh dQ chuyen mon:
- Trung cAp tra len, nganh: KS toan:
- C6 chUng chi b6i du5ng nghi~p V\llien quan dSn cac cong vi~c duqc giao;
- C6 chUng chi tin hQcvm trinh dQd~t chufuI Icy nang su d\lIlg cong ngh~ thong tin cO'ban theo quy .
dinh ~ Thong til sf>03/20 14nT-BTTTT ngay 11/3/2014 Clla BQ Thong tin va Truy~n thong quy
dinh ChufuI Icy nang su d\lIlg c6ng ngh~ thong tin.
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Mil VTVL: HTPV 11/0HTX-HC

Ten VTVL: NIlAN vrEN KY THU~T

Don vi cong tac: Van phong lIDND va UBND

Quan Iy trvc ti~p: Chanh Van phong
Quan If chU'cnang: UBND ql$l (huy~n, thi xii)
Quan h~ cong vi~c: Cac phong ban, dan vi va cac dan vi, ca nhan co lien quan;

Myc tieu vi tri cong vi~c: fXun bao v~ hanh cac trang thi~t bi, h~ th5ng di~n, di~u hoa t?i tf\l sa
fIDND - UBND ql$l (huy~n, thi xii).

Cae nhi~m vy chinh

Quan ly cac trang thiet bi, h~ thong w~n, weu hoa ~
tf\l sa fIDND - UBND ql$l (huy~n, thi xii)

Dam bao cac trang thiet bi fun thanh, aM sang ph\lc
V\lcuoc hQp,hoi nght ~ phong hQp,hoi wOng

Th\lC hi~n cae nhi~m V\lkhac duqc giao

Tieu chi danh gia h03n thanh
congvi~c

Cac trang thiet bi duqc kiem tra, bao du5ng
diM kY,kip thai sua chua khi co hong hoc.

Dam bao cac trang thiet bi ho~t dong hi~u
qua

Dam bao dUngtien dO,chat luqng cong vi~c

Trinh dQ chuyen mon: '
- T5t nghi~p trung cAptra len, nganh: di~n cong nghi~p, di~n dan d\lllg ...,

- Co chUng chi b5i du5ng nghi~p V\llien quan d~n cac cong vi~c duqc giao n~u nhi~m V\lho~c vi'trf
vi~c lam co yeu cAu.
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Mil VTVL: HTPV 12/0HTX-HC

Ten VTVL: LA! XE

Bon vi cong mc: Van phong lIDND va UBND

Quan ly tIvc ti~p: Chanh Van phong
Quan ly chu'c nang: UBND qt$l (huy~n, thi xii)
Quan h~ cong vi~c: Cac phong ban, dan vi va cac dan vi, ca nhan co lien quan;

M\Jc tieu vi tri cong vi~c: Ph\lc Vl,llanh dl;lOUBND qt$l (huy~n, thi xii), can bQcOng chilc di hQp,
cOngmc theo chuang trinh, k~ hOl;lch,lich lam vi~c cUaUBND, cac co quan, t6 chilc c6 lien quan .
dam bao an toano

Cac nhi~m V\l chfnh Tieu chi danh gia hoan thanh
congvi~c

V~ hanh dQixe cong Dam bao lill xe an toan, ph\lc Vl,ldUng doi
tuQTIg,m\lc dich

Bao duOng, bao tri xe cOngVl,l Theo tieu chuful cUanha san xuat

Th\Ic hi~n cac nhi~m Vl,lkhac duQ'cgiao Theo tUng nhi~m Vl,lduQ'cgiao

Trinh dQchuyen man: Co bfuIg lill xe duQ'cca quan co thfun quySn c~p (phu hQ'Pvm tUng l6l;lixe)
Kinh nghi~m cong tac: 05 nam
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Mil VTVL: HTPV 13/0HTX-HC

Ten VTVL: BAo ~
Don vi cong tac: Van phong HDND va UBND

Quan If t."c ti~p: Chanh Van phong

Quan Iy chwc nang: UBND q$1 (huy~n, thi xa)

Quan h~ cong vi~c: Cac phong ban, dan vi va cac dan vi, ca nhan cOlien quan;

Myc tieu vi tri cong vi~c: Dam bao an ninh, tr~t tv', ki~m smlt khach, tfti san ra vao tn) sa co quan .
UBND q$1 (huy~n, thi xa)

Cac nhi~m V1}chinh Tieu chi danh gia hoim thanh
" ."congVl~c

Th\l'Chi~n cac nghi~p V\l bao v~ co quan tn) sa Dam bao an ninh tr~t tl,l',kiem soat
khach, tai san ra vao tn) sa cO'quan

Th\l'c hi~n cac nhi~m V\l khac duQ'cgiao Theo tUng nhi~m V\l duQ'cgiao

Trinh dQchuyen mon:

Co chUng chi dao ~o v8 nghi~p V\l oong Mcba~ v~, an ninh, an toan, phong ch6ng chay n6.
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Mil VTVL: HTPV 14/0HTX-HC

Ten VTVL: PHVC VV

Bon vi cong mc: Van phong HBND va UBND

Quan If trlfc ti~p: Chanh Van phong
Quan If chuc nang: UBND ql$l (huy~n, thi xii)

Quan h~ cong vi~c: Cac phong ban, don vi va cac don vi, ca nhan cOlien quan;

Mllc tieu vi tri cong vi~e: Bam bAocac dieu ki~n ph\lc V\lcac hQinghi, cUQchQpva phong lam vi~c
~ tn,Isa 00 quan UBND ql$l (huy~n, thi xii).

Cae nhi~m V\l ehinh

Ph\lc V\l cac hQi nghi, cUQchQp cUa UBND ql$l
(huy~n, thi xii)

Ph6i hqp Van thu chuyen, giao cac ill li~uh6 sa giay
to'vao phong lam vi~c cUalanh d~oUBND ql$l, in
sao cac ill li~u, h6 sa cUaUBND l$l u ~n, thi xii
TIl\lc hi~n cac nhi~m V\lkhac duQ'c 'ao

. Tieu chi danh gia hoan thanh
congvi~c

Bam bao tinh tr~g v~ hanh t6t cua cac
phong hQp,phong lam vi~c cUa lanh d~o
UBND u~ u ~n, thi xii
Cac van ban duQ'cchuyen, giao theo
dUngquy trinh.

nhi~m V\lduQ'c iao

Trinh d{)ehuyen mon:

- Co chUng chi b6i du5ng L~ tan khach s~ ho~c t6t nghi~p cac truO'ng cao dfulg, d~i hQc,
nganh L~ tan khach s~ ...

- Co chUng chi nghi~p V\lphu hqp vm vi tri vi~c lam.
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