
, ,".' iN BAN NIlAN DAN
THANH PH6 HA N(H

S6: '4931 /QE>-UBND

CONG HOA xA HOI CHU NGHiA VI:E:TNAM
DQc.fP - TV do - H,nh phtic

Ha NiJi, ngay l6 thimg -1 niim 2017

QUYETDJNH
V~ vi~c pbe duy~t Danb myc vi tri vi~c lam, Ban mo ta cong vi~c va Khung nang

Il}'Cvi tri vi~c lam cua Ban Quan Iy dl}'an dAu to' xay dl}'Dg
trl}'c tbuQc UBND qu~n, buy~n, tbi xa

iN BAN NIlAN DAN THANH PHO HA NQI

Can cu Lu~t TB chuc Chinh quySn dia phuong ngay 19/6/2015;
Can cu Nghi djnh s6 41/20 12!ND-CP ngay 08/5/2012 cua Chinh phu quy dirih vS

vi tri vi~c lam trong don vi SlJnghi~p cong l~p;
Can cu Thong tu s6 14/2012/TT-BNV ngay 18/12/2012 cua BQ,NQiV\l 4uOng

dful thyc hi~n Nghi djnh s6 41/20 12/ND-CP ngay 08/5/201icua Chinh phu;
Can cu Nghi quy~t s6 89/NQ-CP ngay 10/10/2016 cua Chinh' phu vS phien hQp

Chinh phu thuOngkYthang 9 nam 2016;
'Xet dS nghi cl)a UBND cac qu~, huy~n, thi xa va cua Giffin d6c S6 NQiVv ~i

Ta trinh s6: 1628/TTr-SNV ngay 30/6/2017,

QUYETDJNH:

Di~u 1. Phe duy~t Danh m\lc vi tri vi~c lam, Ban mo ta cong vi~c va Khung nang
IlJc'vi tri vi~c lam cua Ban Quan ly dlJ an dAutu xay dlJDgtrvc thuQc UBND qu~,
huy~n, thi xa tren, C\lth8 nhu sau:

- Vi tri vi~c lam gimv6'i cong vi~c lanh d~o, quan ly, diSu hanh: 02 vi tri,
- Vi tri vi~c lam gan v6'i cong vi~c ho~t dQngnghS ng~i~p: 03 vi tri
Vi tri vi~c lam gan v6'i cong vi~c h6 trQ',ph\lc V\l:04 vi tri

, (Co pht:t /t:tckem theo)
Di~u 2. TB chuc thlJc hi~n
'I. Chu tich UBND qu~, huy~n, thi xa co trach nhi~m:
- ThlJc hi~n vi~c tuy8n d\lfig, sir d\lfig, quan ly cong chuc, vien chuc, lao dQng

hQ'Pdang cua Ban Quan ly dlJ an dAutu xay dlJDgthuQc UBND qu~, huy~n, thi xa
theo dfulg danh m\lC vi tri vi~c lam, h~g chuc danh nghS nghi~p, chi tieu k~ ho~ch
bien ch~ duQ'cgiao, ban mo ta cong vi~c va khung nang IlJcda duQ'cphe duy~t.

, - Bao cao UBND Thanh ph6 (thong qua So' NQi V\l)xem xet diSu chinh Danh
m\lCvi tri vi~c lam, Ban mo ta cong vi~c, Khung nang IlJc vi tri vi~c lam khi co SlJ
thay dBi vS chuc nang,nhi~m V\lho~c thay dBi theo nhu cAuthlJc t~, nhfun dam bao
thlJc hi~n vi tri vi~c lam kip thai va hi~u qua.

2, So'NQiV\ltham muu cho UBND Thanh ph6 trong vi~c ki8m tra, hUOngdful,
tuy~n d\lfig, sir d\lfig va quan ly cong chuc, vien chuc, lao dQng hQ'Pdang cua Ban
Quan ly dlJ an dAutu xay dlJDgthuQc UBND qu~, huy~n, thi xa.
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Di~u 3. Chanh Van phong UBND Thanh ph<3,Giam d<3cSo' NQi V\l, Chli tich
UBND cac qu~n, huy~n, thi xa, Truang Ban Qmin ly dg an dAu tu xay dgng, Thli
twang cac co quan, dan vi va ca nhan c6 lien quan chiu trach nhi~m thi hanh quySt
dinh nay./. .

Noi nhp".:
- Nhu Dieu 3;
- BQ NQi \'\I;
- Thuang tnre Thanh liy;
- Thuang tnre HDND Thanh ph6;
- Chli tieh UBND Thanh ph6;
- Cae Ph6 Chli tieh UBND Thanh ph6;
- VPUBNDTP: PCVP P.C.Cohg;~.

TH, NC, TK-BT;
- Luu: VT, SNV (06 ban).

Jm,.~r)
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DANH Ml)C VJ TIU VI~C LAM BAN QUAN LY DAu TU xAY Dl)NG
TRl)'C THUQC UBND QU~N, HUY~N, THJ xA

(Ban hemh kern thea Quyit dinh st5: 4-931 /QD-UBND ngay lE /7/2017 cua
UBND thanh pht5 Ha N(Ji)

TT Danh my.c vi tri vi~c lam
Chuc danh ngh~ nghi~p

tUO'Dg wg

H~ng cua chuc
danhngh~ nghi~p Ghi chu
ho~c rna s6 ng~ch

1 Ten vi trl vifC ldm gdn vUi cong vifC liinh 0(10,qulm ly, oi€u himh

1.1 Giam d5c

1.2 Ph6 Giam d6c

Ky su ho~c wang duang

Ky su ho~c wang duang

H~gIII
ho~c wang duang

H~gIlI
ho~c wang duang

2 Vi trl vifC lam gdn vui cong vifC hO(1topng ngh€ nghifp

Nghi~p ',V\l chudn bi dAu w va .
2.1 thfun dinh d\l an

2.2 Nghi~p V\l thl,Ichi~n d\l an

Nghi~p V\l quan ly ho~t dQng,
kinh dOIDmk~ cAuh~ tang va t6

2.3 chuc cac dich V\l cong cQng6
. C\lffi cong nghi~p (dJi veti huy?n
co C1:lin cong nghi?p)

Ky suho~c
wang duang

Ky suho~c
wang duang

Chuyen vien ho~c
wang duang

H~g'III
ho~c wang duang

h~g III
ho~c wang duang

Chuyen vien
ho~c wang duang

\

~
3 Vi trl vifC lam gdn vUi cong vifC ha tr(1,phflC vfl:

3.1 K~ ho~ch - T6ng hQ'P

3.2 .K~ toan

3.3 Van thu

Ky su ho~c wang duang

K~ toan vien

Van thu trung dp

Thil quy co quan, dOnvi

H~gIlI
ho~c wang duang

06.031

02.008

06.035



KHUNG NANG L\JC VI TRI VI~C LAM
BAN QUA.NLYD\J ANflAUTUxAYD\fNG
TR\JC THUQC UBND QU~, HUY~N, THI xA

(Ban himh kern thea Quyit ajnh s6: '1831 /QD-UBND ngay 16 /7/2017 eua
. UBND thanh ph6 Ha NQi)

STT

I

1 GlAMD6c

Yen cAnv~ nang h,rc,kY nang

1.Nang ll}'c

- Nfun vilng dUOng 16i, chu truang cua Dang va phap I~t cua Nha
nuac; h~ th6ng chinh tti, h~ th6ng t6 chuc cac co quan nha nuac, cha dQ
cong V\l, con.g chuc va cac kian thuc, leY nang chuyen mon nghi~p Vl).
thuQc ban quan Iy d\I an; Nfun duQ'c tinh hinh va xu tha phat tri€n cua
nganh ph\lc V\lcong tac quan Iy;
- Nfun vilng va c~p nh~t thuOng xuyen cac van ban quy ph~ phap lu~t .
lien quan dan cong tac dAu tu xay dvng co ban; cac tieu chuful, quy
chuful,quy trinh, quy ph~ lien quan dan cac d\I an dAu tu xay dvng.
- Chu tri, t6 chuc xay dvng hoan thi~n cac van ban quy ph~ phap lu~t;
cac de an, d\I an, chuang trinh, ka ho~ch cong tac; trinh bay va bao v~
duQ'ccac y kian, nQi dung de xufrt; ..
- T6 chuc huang dan, th\Ic hi~n cha dQ, chinh sach, cac quy dinh trong
th\Ic hi~n cac nhi~m V\l cua ban. quan Iy d\I an; th\Ic hi~n, de xufrt cac
bi~n phap ki€m tra, danh gia, t6ng kat th\IC thi cae nhi~m V\1c6 lien
quan theo quy dinh;
- Nfun. vilng cac m\lC tieu, co cha, quan Iy trong linh V\ICdAu tu xay
dvng va c6 m6i quan h~ ch~t chiSvm cac Sa nganh va ban nganh Thanh
ph6 lien quart.
.:.Chi d~o th\Ic hi~n cac nhi~m V\l, nQi dung quan Iy d\I an, quan Iy tian
dQth\Ic hi~n d\I an dAutu xay dvng;
- Ph6i hQ'Pho~t dQng vm co quan, t6 chuc, ca nhan .tham gia th\Ic. hi~n
d\I an d€ dam bao yeu cAu ve tian dQ, chAt luqng, chi phi, an toan va
bao v~.moi truOng.
- Nh~ uy thac quan Iy d\I an theo hQ'Pd6ng kY kat vm cac chu dAtitu
khac khi duQ'cyeu cAuva phil hQ'Pvm nang l\Ic ho~t dong cua minh.
- Da timg trai qua cong tac cac cong vi~c nhu: Tu vAn thiat ka; t6 chuc
thi cong, tu vAngiam sat ...
- Giai quyat t6t cac nhi~m V\l duQ'c giao va cac vAn de phat sinh trong
th\IC ta, dua ra quyat dinh quan Iy phil hQ'P,hi~u qua: "
- C6 hieu biat ve hanh chinh, cong V\l, tam Iy lanh d~o, quan Iy
- C6 nang l\Ic ~p hQ'P, quy tv, hieu ra tha m~, tinh cach cAp dum; .
khuyan khich, ~o dQng l\Ic cho cAp dum, huang dan cAp dum cac kian .
thuc, leY nang lam vi~c; danh gia chfnh xac, khach quan nang l\Ic, hi~u .
qua lam vi~c cua cApduai.
- Th\Ic hi~n t6t cong tac dAu tu xay dvng va kinh doanh kat cAuh~ tAng
cac C\lfficong nghi~p; quan Iy ho~t dQng va t6 chuc cac dich V\lph\lc V\l
cac C\lfficong nghi~p thUQChuy~n.
- Quan Iy tai chinh cua dan vi theo quy dinh Cllahi~t ngan sach.
2. Ky Dang
- K N nan lanh d~o,
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STT

2

Vi tri vi~c lam

PH6GI.A.M
D6c

." "Yen can ve nang hFC,ky nang
- Ky nang thuy~t trinh
- Ky nang giao ti~p, (mg xu
- Ky nang ph6i hQ'Ptrong c6ng vi~c
- Ky nang xU.ly tinh hu6ng trong cong vi~c
- Ky nang xay d\l'l1gcac d~ an, k~ ho~ch va t6 chuc th\lC hi~n;
- Ky nang t6ng hQ'P,phan tich, d~ xu~t giai phap
- Ky nang sOliUlthao van ban; su d\lllg, v~ hanh thanh th~o cac phk
m~m (mg d\lllg cong ngh~ thong tin trong ho~t dQng, di~u harm.
- Ky nang t6 chuc lam vi~c theo nh6m
- Ky nang ti~p dan, giai quy~t cac tranh ch~p, khi~u n~i, t6 cao.
- Ky nang ki~m tra, giam sat qua trinh th\lC hi~n d\l an.
-:Ky nang t6 chuc, chu tri, di~u hanh cac hQi nghi ...

1. Nang 11Fc
- Nfun viinp duemg 16i, chu !lUong cua Dang va phap I~t. cua ~a .
nuac; h~ thong chinh tri, M thong t6 chuc cac ca quan nha nuac, che dQ
cong V\l, cong chuc va cac ki~n thuc, ky nang chuyen mon nghi~p V\l
thuQc Iinh V\fCdUQ"cphan cong phl,l trach.
- Hi~u ro cac ml,lCtieu va d6i tugng quan Iy, h~ th6ng cac nguyen cic va
ca ch~ quan iy cua nghi~p V\l thuQc linh V\fCdUQ"cgiao; C6 hi~u bi~t v~ .
hanh chinh, cong V\l, khoa hQc tam Iy, khoa hQc quan Iy; t6 chuc khoa
hQc quan Iy;
- Nfun viing cac tieu chufut, quy chufut, quy trinh, quy ph~ va van ban
quy ph~ phap Iu~t lien quan d8n cac d\l an dAutu xay d\l'l1gca ban.
- Da tUng trai qua cong tac cac cong vi~c nhu: Tu v~ thi~t k~, t6 "chuc
thi cong, tu v~ giam sat ...
- Xay d\l'l1gcac d~ an, d\l an, chuong trinh, k8 ho~ch cong tac; trinh bay .
va bao v~ dUQ"ccac y ki~n, nQi dung d~ xu~t;
- C6' nang I\lc tri~n khai cong vi~c dam bao ti8n dQ, chAt higng va hi~u
qua; C6 phuong phap nghien cUu, t6ng k~t va d~ xuAt, cai ti8n nghi~p
V\lquan Iy. . ..

- Huang dful, theo doi, don d6c, ki~m tra va d~ xuAt cac bi~n phap d~
th\lc hi~n cac quy dinh ho~c quy8t dinh quan Iy d~t k8t qua;
- Quan Iy h6 sa, luu trU tu li~u, 56 li~u Iinh V\fCdUQ"cgiao nhfun pi1l,lc
V\l cho cong tac quan Iy nha nuac dUQ"cch~t che, chinh xac, dUng'
nguyen t~c;
- Nfun dUQ"ctinh hinh va xu th8 phat tri~n nganh, Iinh V\fCcong taco
- Th\lC hi~n t6t cong tac dAu tu xay d\l'l1gva kinh doanh k~t cAuh~ tAng
cac Cl,lfficong nghi~p; quan Iy ho~t dQng va t6 ch~c.cac dich V\1phl,lcVl,l
cac cl,lriJ.cong nghi~p thUQChuy~n.
- C6 kinh nghi~m trong linh V\fCdUQ"cphan cong phl,l trach
2. Ky nang
.:Ky.nang Ianh d~o, di~u hanh
- Ky nang thuy~t trinh
-Ky nang giao ti~p, (mg xu
- Ky nang ph6i hQ'Ptrong cong vi~c
- Ky nfulg xu Iy tinh hu6ng trong cong vi~c
- Ky nang xay d\l'l1g'cac d~ an, k~ ho~ch va t6 chuc th\lc hi~n;
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STT

II

1

Vi tri vi~c lam

NGHI~PVV
CHUANB{
DAuTI1VA
THAMDJNH

DVAN .

Yeu cAu v~ DaDg hlC, kY DaDg

- Ky nang t6ng hQ'P,phan tich, de xudt giai phap
- Ky nang so~ thao van han; su d\ll1g, v~ hanh thanh th~o cac phfuJ.
mem Ung d\ll1gcong ngh~ thong tin trong ho~t dQng, dieu hanh. "
- Ky nang t6 chuc lam vi~c theo nh6m
- Ky nang ti~p dan, giai quy~t cac tranh chdp, khi~u n~i, t3 cao ..
"'Ky nang nghi~p V\lddu thdu; kiem tra, giam sat qua trinh th\lC hi~n d\l
an...
- K - nan t6 chuc, chli tri, dieu hanh cac hQi n hi ...

tin vUicon vi"c ho t i!t'n n hi n hi"

1. Nang 111c
- Nfun vting cac quy dinh clia phap lu~t, ch~ dQ chinh sach trong IInh
V\lCddu tu xAyd\lllg ca han: L~t Xay d\lllg, L~t ddu tu cong, Lu~t ddli '
thduva cac thong tu, nghi dinh huang dfut.
- Hieu ra cac m\lc tieu va d6i tuqng quan ly, h~ th6ng cac nguyen tAcva
ca ch~ ~uan ly clia nghi~p V\l thuQc ph~ vi duQ'c giao; hieu. duQ'c
nhiing van de ca han ve h~ th6ng chinh tri, h~ th6ng t6 chuc cac ca quan
nha nu6'c, ch~ dQcong V\l,vien chuc;
- Nfun ra quy trinh xay d\lll¥ cac phuong an, k~ ho~ch, cac quy~t dinh
C\lthe va c6 ki~n thuc am hieu ve linh V\lCddu tu xay d\lllg ca han, xay
d\lllg d\l an giao thong, d\l an dan d\ll1gva cac d\l an khac;
~ C6 phuong phap nghien cUu, t6ng k~t va de xudt, cai ti~n nghi~p V\l
quan ly; c6 nang l\lc lam vi~c dQc l~p ho~c ph6i hQ'Ptheo nh6m; c6 nang
l\lc trien khai cong vi~c hao dam ti~n dQ, chdt luqnq; va hi~u qua; .
- Am hieu th\lc ti~n, kinh t~ - xa hQi ve cong tac dau tu cac d\l an va xu
huang phat trien a trong nu6'c;
- C6 kinh nghi~m trong linh V\lCquan ly d\l an, thi~t k~, thdm dinh ho~c
giam sat cac cong trinh h~ tAng giao thong, d\l an dan d\ll1gva cac d\l an
kh~. .

- C6 kha nang lam vi~c dQc l~p, ~ tam, ~ l\lc, chli dQng, sang ~o
trong congvi~c.

2. Kynang

- Ky nang thuy~t trinh
- Ky nang giao ti~p, Ung xu
- Ky nang ph6i hQ'Ptrong c6ng vi~c
"'Ky nang xu ly tinh hu6ng trong cong vi~c
- Ky nang th\lC hi~n cong 'vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang t6ng hQ'P,phan dch, de xudt giai phap
- Ky nang so~ thao van han; su d\ll1g thanh th~o cac phfuJ.meni Ung
d\ll1gcong ngh~ thong tin trong ho~t dQng chuyen mon.
- Ky nang t6 chuc lam vi~c theo nh6m .
":Ky nan~ t6 chuc, dieu hanh cac nQi dung cong vi~c giai do~ chudnhi
ddu tu; sap x~p, chudn hi h6 sa d\l an, rna h6 sa cong vi~c; chudn hi t6
chuc hQi nght.
- Ky nang giai quy~t cac thli !\Ic ve ddt dai, ph6i hQ'Pv6'i cac ca quan .
chuyen mon th\lC hi~n vi~c gicii ph6ng m~t h~g va xin cdp gidy phep
xay d\Ii1g. . '.
- K - nan kiem tra, thdm dinh thi~t k~, d trinh.
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STT Vi tri vi~c lam Yen cAnv~ nang l1fC, kY nang

2 NGHI:E:PVV 1. Nang il1C
THT/C HI:E:N - Nfun viing cac quy dinh cua phap Iu~t, ch~ dQ chinh sach trong Iinh

DT/ AN V\fCddu tu xay d\fIlg cO'blin; Hi~u ro cac m\lc tieu va d6i tuQ'Ilgqulin If,
h~ th6ng cac nguyen ~c va cO'ch~ qulin If cua nghi~p V\lthuQc ph~ vi
dugc giao; hi~u dugc nhfmg vfu1d~ cO'blin v~ h~ th6ng chinh tri, h~
th6ng t6 chuc cac cO'quan nha nu6c, ch~ dQcong V\l,cong ch(Cc,vien
chuc.
- Nfun ro quy trinh xay d\fIlg cac phuang an, k~ ho~ch, cac quy~t dinh
C\lth~ va c6 ki~n th(Ccam hi~u v~ linh V\fCddu tu xay d\fIlg cO'blin, qulin
If d\l an.

- C6 phuang phap nghien cUu, t6ng k~t va d~ xuAt, cai ti~n nghi~p V\l
qulin Iy; c6 nang I\lc lam vi~c dQc I~p ho~c ~h6i hgp theo nh6m; c6 nang
I\lc trien khai cong vi~c bao dam tien dQ, chat IUQ'Ilgva hi~u qua;
- Am hi~u th\lc ti~n, kinh t~ - xa hQi va c6 kinh nghi~m trong cong tac
qulin If, th\lc hi~n cac d\l an;
- Nfun b~t dugc cac quy chuful, tieu chuful thi cong nghi~m thu cac d\l
an.
- T6 ch(Ccgiam dinh chAt IUQ'Ilgxay d\fIlg, nghi~m thu cong trinh va blin
giao cong trinh holin thanh dua vao su d\lllg.
- Ph6i hgp vai cac dan vi lien quan trong cong mc kh6p n6i h~ &g,
GPMB, di chuy~n cac cong trinh ngdm, n6i, t6 chuc giao thong ...
- Ki~m tra cac h~g m\lC cong trinh; T6 ch(Ccnghi~m thu cac h~g m\lC,
giai do~ thi cong cong trinh. C6 kha nang nfun b~t, phat hi~n chAt IUQ'Ilg
thi cong cong trinh khong dUng tieu chuful, quy ph~ kYthu~t va khong
dam bao yeu cdu cua he, sa thi~t k~ dugc duy~t.
- Giam sat, don d6c qua trinh th\lc hi~n d\l an; I~p bao cao dinh kY, bao
cao dQt xuAt v~ tinh hinh th\lc hi~n d\l an.
- L~p he, sa quy~t toan cong trinh holin thanh va blin giao qulin Iy, duy
tu, duy tri cac h~g m\lC sau ddu tu.

2. Kynang

- Ky nang thuy6t trinh
- Ky nang giao ti~p, tcng xu
- Ky nang ph6i hgp trong c6ng vi~c
- Ky nang xu Iy tinh hu6ng trong cong vi~c
- Ky nang th\lc hi~n cong vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang so~ th{lOvan blin; su d\lllg thanh th~o cac phk m~m tcng
d\lllg cong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nh6m
- Ky nang t6 chuful bi ch(CcS\l ki~n, hQi nghi ...
- Ky nang l~p va xay d\fIlg ti~n dQcho timg nQi dung cong vi~c.
- Ky nang moo thdu va t6 ch(CcdAuthdu;
- Ky nang t6ng hgp, bao cao cac nQi dung lien quan d~n d\l an.
- Ky nang s~p x~p he, sa d\l an, rna he, sa cong vi~c.
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STT Vi tri vi~c lam Yeu cAuv~ nang II}'C, ky nang

3 NGHI:E:PVV 1.Nang l\fc
QUANLY - Nfun duQ'c dUOng 16i, chu truang, chinh sach Dang, Nha nucrc, cua

HO~TI>QNG, nganh va dan vi v~ linh V\lCchuyen mon ph\l trach.
KINH -,Nfun duQ'cm\lC tieu, d6i tuqng quan Iy, cac h~ th6ng nguyen ffic, co

DOANHKET che quan Iy nghi~p V\l, chuyen mon thuQc ph~ vi minh ph\l trach.
cAu~ - BiSt t6 chuc, huang dfut va c6 kha nang ~p hQ'Pt6 chuc, ph6i hQ'P

TANG V.A T6 t6t vcri cac ySu t6 lien quan d~ tri~n khai cong vi~c c6 hi~u qua.
CHuccAc
DJCHVV - C6 kinh nghi~m huang dfut ho~t dQng nghi~p V\l; c6 nang Ivc tham

PHVCVV muu, t6ng hQ'P, so~ thao cac van ban huang dfut vS chuyen mon,

CACCVM nghi~p V\l.
A 2. KynangCONG

NGHI:E:P (d6i - Ky nang thuySt trinh
V01 huy?n co - Ky nang giao tiSp, trng xu
C7,lm c6ng - Ky nang ph6i hQ'Ptrong cong vi~c
nghi?p) - Ky nang xu Iy tinh hu6ng trong cong vi~c

- Ky nang thvc hi~n cong vi~c dUng quy trinh, dUng tiSn dQ theo phan
cong
- Ky nang t6ng hQ'P,phan tich, dS xuAt gim phap
- Ky nang so~ thao van ban; su d\lfig thanh th~o cac phfut mSm trng
d\lfig cong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nh6m
- Ky nang t6 chuful bi chuc sv ki~n, hQi nghi ...

III Vi trl vifc lam gdn vUi cong vifc hg tr(1,ph(lp v(l

1 KEHO~CH- 1.Nangbrc
T6NGHQP - Nb vfrng cac quy dinh cua phap lu~t, chS dQ chinh sach trong linh

V\lCddu tu xay dvng co ban.
- Hi~u ro cac m\lC tieu va d6i tuqng quan Iy, h~ th6ng cac nguyen ffic va
co chS <Juan Iy cua nghi~p V\l thuQc ph~ vi duQ'c giao; hi~u duQ'c
nhfrng van dS co ban vS h~ th6ng chinh tri, h~ th6ng t6 chuc cac co quan
nha nucrc, chS dQ cong V\l, cong chuc, vien chuc; khoa hQc tam Iy, khoa
hQc quan Iy; t6 chuc khoa hQc quan Iy;
- Nfun ro quy trinh xay dvng cac phuang an, kS ho~ch, cac quySt dinh
C\lth~ va c6 kiSn thuc am hi~u vS linh V\lCddu tu xay dvng co ban, quan
Iy dAtdai, GPMB ...
- C6 phuang phap nghien cUu, t6ng kSt va dS xuAt, cm tiSn nghi~p V\l
quan Iy; c6 nang Ivc lam vi~c dQc I~p ho~c ph6i hQ'Ptheo nhom; co nang
Ivc tri~n khai cong vi~c bao dam tiSn dQ, chAt luqng va hi~u qua;
- Co kinh nghi~m lam vi~c tit 3 nam tra len trong linh V\lCquan Iy, thvc
hi~n cac dv an ho~c cac cong vi~c tuang duang khac.
- Co kha nang bao quat, nfun b~t t6ng th~ cac kh6i luqng cong vi~c cua
Co~uan.
- Hieu va nb b~t duQ'c cac cong vi~c cfut I~p kS ho~ch va trinh tv thvc
hi~n cac cong vi~c do.
- Co kha nang lam vi~c dQc I~p, chu dQng va co tinh thfut trach nhi~m
cao.
- Thvc ~i~n c~S dQ bao cao so kSt dinh !<y hang than~, hang quy, sau
thang, tong ket nam va bao cao dQt xuat theo yeu cau cua Chu tich
UBND qU~, (huy~n, thi xa) va cua Thanh ph6.
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STT Vi tri vi~c lam Yeu cAu v~ nang l\fc, ky nang

- Yeu cAucac dan vi cung dp thong tin, !Aili~u lien quan trong vi~c d€
xuAt chli truang, k~ ho~ch ddu tu cac d\l an va tham mUll UBND qu~
(huy~n, thi xa) giAi quy~t cac vAn d€ phat sinh thuQc linh V\lCchuyen
mono
2. Ky nang
- Ky nang thuy~t trinh
- Ky nang giao ti~p, (eng xu
- Ky nang ph6i hqp trong cong vi~c
- Ky nang xu Iy tinh hu6ng trong cong vi~c
- Ky nang th\lc hi~n cong vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang t5ng hqp, phan tich, d€ xuAt giAiphap
- Ky nang so~ thAo van ban; su d\ll1g thanh th~o cac phk m€m (eng
d\ll1gcong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t5 chuc lam vi~c theo nhom
- Ky nang t5 chuful bi chuc S\l ki~n, hQi nghi ...

2 KETOA.N 1. Nang l\fc
- Nb viing dUOng 16i, Chll truang clla Dang va phap lu?t Clla Nha
nuac; h~ th6ng chinh tri, h~ th6ng t5 chuc cac co quan nha nu6c, ch~ dQ
cong \'\1, cong chuc, vien chuc va cac ki~n thuc, kY nang chuyen mon
nghi~p \'\1.
- HiSu ro cac m\lC tieu va d6i tuQ11gquan Iy, h~ th6ng cac nguyen cic va
co ch~ <Juan Iy Clla nghi~p \'\1 thuQc ph~ vi duQ'c giao; hiSu duQ'c
nhihlg van d€ co ban v€ h~ th6ng chinh tri, h~ th6ng t5 chuc cac co quan
nha nuac, ch~ dQcong \'\1, cong chuc, vien chuc.
- Co phuang phap nghien cUu, t5ng k~t va d€ xuAt, cAi ti~n nghi~p \'\1
quan Iy; co nang l\lc lam vi~c dQc I?p ho~c ph6i hqp theo nhom; co nang
l\lc triSn khai cong vi~c dam bao ti~n dQ, chAt IUQ11gva hi~u quA;
- Am hiSu th\lc ti6n, kinh t~ - xa hQi, nghi~p \'\1 k~ toan k~ toan; nb
duQ'cxu huang phat triSn clla nganh, linh V\lC6 trong nuac;
- Co khAnang dinh khoan cac nQi dung thu, chi ~i dan vi.
- L?p d\l toan ho~t dQng CllaTrung tam; L?p s5 sach k~ toano
- Co khAnang I?p bao cao !Aichinh, th6ng ke, bao cao thu~ theo quy
dinh.
- Co hiSu bi~t va tham mUll th\lc hi~n ch~ dQ, chinh sach cho vien chuc
va lao dQng hqp d5ng Clladan vi kip thOi, dUng quy dinh.
- Ph6i hqp t6t vm cac co quan, dan vi lien quan trong th\lc hi~n nhi~m
\'\1. .
2. Kynang
- Ky nang bao cao, trinh bay m~ I~c, ro rang.
- Ky nang giao ti~p, (eng xu.
- Ky nang ph6i hqp trong cong vi~c.
-. Ky nang xu Iy tinh hu6ng trong cong vi~c.
- Ky nang th\lc hi~n cong vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang pharr tich, t5ng hqp, bao cao, danh gia tinh hinh !Aichinh co
quan, ki~n nghi bi~n phap giAiquy~t.
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STT Vi tri vi~c lam Yeu ciu v~ nang I,!c, kY nang
- Ky nan~ quan ly h6 sa, luu tru chUng tir, s8 li~u chinh xac, dUng
nguyen Uic.
- Ky nang l~p va trinh duy~t h6 sa thanh, quy~t toano
- Ky nang ccin th~, chfnh xac va co tinh nang dQng, sang ~o trong th\Ic
thi cong \'\1.

- Ky nang so~ thao van ban; su dl,lIlg thlinh th~o cac phk mBm (mg
dl,lIlgcong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nhom.

3 VANTmJ 1. Nang hrc
- Nfun vlhtg cac quy dinh Clla phap lu~t, ch~ dQ chinh sach trong linh
van thu luu tm.
- Hieu ro cac m\lc tieu va d8i tuQ11gquan ly, h~ th8ng cac nguyen w.c va
.ca ch~ q.uan ly cua nghi~p \'\1 thuQc ph~ vi duQ'c giao; hi€u duQ'c
nhUng van d~ ca ban v~ h~ th8ng chfnh tri, h~ th8ng t6 chuc cac ca quan
nha nu6'c, ch~ dQ cong V\l, cong chuc, vien chuc; khoa hQc tam ly, khoa
hQc quan ly; t6 chuc khoa hQc quan ly;
- Nfun ro quy trinh xay dgng cac phuang an, k~ ho~ch, cac quy~t dinh
C\lthe va co ki~n thuc am hieu v6 linh V\ZCvan thuluu tru.
- Co phuang phap nghien cw, t6ng k~t va dB xuAt, cAi ti~n nghi~p V\l
quan ly; co nang l\Ic lam vi~c dQc l~p ho~c ph8i hQ'Ptheo nhom; co nang
l\Ic trien khai cong vi~c bao dam ti~n dQ, chAt IUQ11gva hi~u qua;
- Nfun vUng nghi~p V\l v~ cong mc hlinh chfnh - van thu, chju trach
nhi~m quan ly van ban di, d~n dUng quy trinh, quy dinh, cong mc kiem
tra the thuc van ban tru6'c khi phat hlinh. Bao quan va su dl,lIlgcon dAu
theo dUng quy dinh. Tham muu, so~ thao van ban va cac lo~i giAy to
hlinh chfnh clla Ban theo lich, chuang trinh, k~ ho~ch cong mc va theo
chi d~o clla lanh d~o ca quan.
- Nfun vUng nghi~p V\l v~ cong mc l~p h6 sa va cong mc luu tru de t6
chuc luu tru, bao quan va khai thac su dl,lIlgcac van ban, tlii li~u trong
qua trinh ho~t dQng clla ca quan.
2. Kynang
- Ky nang bao cao, trinh bay m~ l~c, ro rang.
- Ky nang giao ti~p, (mg xu.
- Ky nang ph8i hQ'Ptrong c6ng vi~.
-. Ky nang xu ly tinh hu8ng trong cong vi~c.
- Ky nang th\Ic hi~n cong vi~c dUng quy trinh, dUng ti~n dQtheo phan
cong;
- Ky nang quan ly h6 sa, luu tru tlii li~u dUng quy dinh.
- Ky nang so~ thao van ban va su dl,lIlgthlinh th~o cac phk mBm (mg
dl,lIlgcong ngh~ thong tin trong ho~t dQng chuyen mono .
- Ky nang t6 chuc lam vi~c theo nhom.

4 THiJQuY 1. ~ang hFC
- Nam vUng cac quy dinh cua phap lu~t, ch~ dQ chfnh sach trong linh
V\ZCquan ly tlii chfnh, nghi~p V\lk~ toano
- Hieu,ro cac m\lc tieu va doi tuQ11gquan ly, h~ th8ng cac nguyen w.c va
ca che q.u~ ly Clla n~hi~p Y\l thuQc ph~ vi, dUQ'7giao; hi€u duQ'c
nhUng van de,ca ban ve h~ thong chfnh tri, h~ thong to chuc cac ca quan
nha nu6'c, che dQ cong V\l, cong chuc, vien chuc; khoa hQc tam ly, khoa
hQc Quan ly; t6 chuc khoa hQc Quan ly;
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STT Vj tri vi~c lam Yeu cAuv~ nang l\fc, IcY nang

- Nam ro quy trinh xay d\lIlg cac phuong an, k~ ho~ch, cac quyet dinh
C\lth~ va co ki~n thuc am hi~u v~ linh \'\IC tai chinh, k~ toano .
- C6 phuong phap nghien CUll,t6ng k~t va d~ xuAt, cai ti~n nghi~p V\l
quan ly; co nang hrc hun vi~c dQc l~p ho~c ph6i hgp theo nhom; co nang
l\l'c tri~n khai cong vi~c bao dam ti~n dQ, chAt IUQ11gva hi~u qua;
- Co nang l\l'c quan ly tai chinh, quy ti~n m~t.
- Am hi~u thit !\Ic phap ly, trinh t\l' thu wc l~p h6 sa thanh, quy~t toano
2. Kynang

\

- Ky nang bao cao, trinh bay m~ l~c, ro rang.
- Ky nang giao ti~p, Ung xu.
- Ky nang ph6i hgp trong cong vi~c.
-. Ky nang xu ly tinh hu6ng trong cong vi~c.
- Ky nang th\l'c hi~n cong vi~c dUng quy trinh, dUng ti~n dQtheo phan
cong;
- Ky nang quan ly hf>sa, lUll trii' tai li~u, chUng til dUng nguyen ~c.
- Ky nang cAnth~, chinh xac trong th\l'Cthi cong V\l.
- Ky nang so~ thap van ban va su d\lllg thanh thli\o cac phfut m~m Ung
d\lllg cong ngh~ thong tin trong hOli\tdQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nhom.
- Ky nang ki~m soat tinh hgp phap, hgp ly cua chUng til khi xuAt, nh~p
ti~n til quy.
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"
BAN MO TA CONG VI~C VI TRI VI~C BAN QuAN LY DV AN DAu TU xAY DVNG

TRVC THUQ~ UBN~ QU!N, H~N, THI xA
(Ban himh kem theo QuyettJinh so: +331 , /QD-UBND ngayJP/ l /2017

cua UBND thanh pho Ha N9i)

San phim dAu ra

Ten vi trf Ten san K~t qua
Stt vi~c lam Cong vi~c chfnh phai th\fc hi~n ~ d). th\fc hi~npham au trongra nam

I Vi trl viic lam gdn vUi cling viic liinh il{lo, quan Ij, diJu hanh

1 GIAMDOC Cac van

Chi d~o, di~u hanh toan di~n cac ho~t dQng cua Ban ban ph\lc

Quan ly d\I an dAutu xay d\Illg V\lchi Hoan
d~o, di~u thanh tat
hanh nhi~m V\l
Chuang

Xay d\Illg k8 hO,~ch,chuang trinh cong tIlc cua Ban trinh, K8
quan ly d\I an dau tu va xay d\Illg ho~ch

cong tac

Cong tIlc can bQ, t6 chuc, quan ly vien chuc, LDHD Quan ly
vien chuc,trong dan vi
LDHD
Giao vi~c

Phan cong th\IChi~n cac van ban dSn, phan cong d\I trenphAn
thAo van ban di. m~mquan

lyvan ban
Tiep nh~ cac chi d~o cua cap tren, tri€n khai th\IC Phieu giao
hi~n ~i dan vi nhi~m V\l

HQ'Pdong
kinh tS.

Ky kSt hQ'Pd6ng kinh tS, kYthanh ly hQ'Pd6ng kinh tS Ban thanh
ly hQ'P
d6ng kinh
tS

Trinh phe duy~t ke ho~ch th\Ic hi~n nhi~m V\lcua dan
vi, kS ho~ch van cac d\I an, di~u chinh kS ho~ch van KSho~ch
cac d\I an. Phe duy~t cac kS ho~ch cua dan vi.

CacchUng
Ky chUng til illchinh. tir tai

chinh
Trinh phe duy~t chi dinh cac nha thau tham gia d\I an Tatrinh
Ky cac van ban do dan vi ban hanh Van ban

Quan ly, giam sat th\Ic hi~n cae kS ho~ch cua dan vi
Thongbao
kStlu~

va kS ho~ch cua cAptren cae cUQC
hQp
Phieu

Phe duy~t kSt qua danh gia vien chuc hang thang danh gia
hang
thang



San Dh~m diu ra

Ten vi tri Ten san K~t qua
Stt vi~c lam Cong vi~c chinh phai thl}'c hi~n ;( d" thl}'c hi~npham au trongra nam
2 PH6GIAM Duy~t ti6n dQ chuful bi dAutu Cllad\l an. Bang tien Hoan

DOC dQ thanh t6t
Trinh cho phep chuan bi dau tu d\l an. TO'trinh nhi~m Vl,l

Kiem tra, trinh phe duy~t nhi~m Vl,l khao sat, nhi~m TO'trinh
Vl,l thi6t k6.

Th6a thu~ c~p di~n, c~p nuac, thoat nuac, chi6u HosO'

sang, phong chay chua chay, xang dAu, danh gia tac . th6ath~
theo quydQng moi tfuOng ....
dinh

Trinh thfun tra d\l an, ban ve thi cong - d\l toan TO'trinh
Phe duy~t ket qua thfun diOOban ve thi cong - d\l Ket qua
toan thfun diOO
Trinh phe duy~t d\l ,an, ke ho~ch dau thau, trinh phe TO'triOOduy~t, phe duy~t dieu chiOOban ve thi cong - d\l toan
Ky nghi~m thu ho sO',ky thanh toan khoi IUQ11gtu

H6 sO'van; Ky duy~t h6 sO'd\l an va thi6t k6 ban ve thi cong
- d\l toan
Tham mUllVBND q~ (huy~n, thi xa) van ban xin
Thanh ph6 giao d~t th\lc hi~n d\l an; tham mUll van Van ban
ban xin chi I~OO
Tham mUllVBND q~ (huy~n, thi xa) van ban xin Van banThanh ph6 giao d~t tai dinh cu, nha tai dinh cu

Phieu
Phe duy~t thong tin dang bao clla d\l an, g6i thAu dang

thong tin
Trinh phe duy~t ho sO'moo thau, ho sO'yeu cau TO'trinh
Trinh phe duy~t ket qua ddu thdu TO'trinh

Thong bao trUng thAu, thuang thao hgp d6ng. Thongbao
Bien ban

Phe duy~t ti6n dQthi cong va bi~n phap thi cong chi Tien dQ,

ti6t do nha thAu l~p: cong trinh giao thong, cong trinh bi~n phap
t6 chuc thidan d\ll1g. congo

Kiem tra dieu ki~n khOi congo Thong bao khOi cong Thongbao
d\l an. khOi cong
Chi d~o to chuc nghi~m thu giai do~, ky ho sO' Bien ban,
nghi~m thu kh6i IUQ11ggiai do~ H6sO'

Quan ly, giam sat th\lc hi~n ti6n dQthi cong, bi~n
Thong bao
k6tlu~;

phap thi cong, an toan lao dQng va v~ sinh moi tfuOng Phi6u giao
nhi~m Vl,l.

Chi d~o to chuc ban giao d\l an hoan thanh (ban giao Bien bancac h~g m\lc chi6u sang, cay xanh, thoat nuac, bangiaoduOng, he, ban giao cho chi! sir d\ll1g)
Trinh phe duy~t ho sO'quyet toan d\l an TO'triOO
Phe duy~t tien dQ giai ngan clla d\l an, theo d5i danh Tien dQ
gia vi~c th\lc hi~n giai ngan. giai ngan
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San ph~m d~u ra

Ten vi tri Ten san K~t qua
Stt vi~c lam Cong vi~c chinh phai thl1c hi~n ;( ). thl1c hi~npham dau trongra nam
II Vi trl vifc lam gdn vm cong vifc hOf!t ilpng nghJ nghifp ..

1 NGHltPVV Ke hoach HoanA' • A

CI!uANBJ, tong the thanh t6t
L~p k~ ho~ch chuful bi dAutu d\l an chuful bi nhi~rn V\lDAUTUVA

THAMDJNH dAutucac

nVAN d\l an
Th\lc hi~n cac thli tvc lien quan den quy ho~ch xay
d\lllg, sir d\U1gd~t dai, ULinguyen, h~ tk~ ky thu~t ~a To trinh,
bao v~ canh quan, moi truO'ng; phong chong chay no baocao ... ..

co lien quan d~n xay d\lllg cong trinh;

Khao sat hi~n trucrng va ra van ban th6ng nh~t nQi Van ban
th6ngnh~tdung dAutu; T6 cht'rc l~p d\l an, trinh thfun dinh, phe

duy~td\l an theo quy dinh; nQidung
dAutu
Bien ban
lam vi~c
v6i"TVTK .-

Lam vi~c v6i tu v~ thi~t k~ vS h6 sa bao cao quy rno ' ,

d\l an ve.ho sa '.

bao cao
quy rno d\l.
an
To trinh
phe duy~t

Trinh thfun tra d\l an, ban ve thi cong - d\l toan; phe d\l an, k~
duy~t k~t qua thfun dinh ban ve thi cong - d\l toan, k~ ho~ch d~u

..

ho~ch d~u thAu thAu, phe '.

duy~t
.' BVTC-DT

Phieu
Thfun dinh thi€t k€ ban ve thi cong; thfun dinh gia thfun dinh;
quy€t toan cac goi thAu; l~p bao cao thfun dinh. bao cao

thfun dinh
Trinh cho phep chuan bi dau tu d\l an; kiern tra, trinh To trinhphe duy~t nhi~rn V\l khflOsat, nhi~rn V\l thi€t k€ -.

Bao cao
Hoan chinh bao cao dS xu~t chli truang dAutu theo y

, J.
de xuat

ki€n clia HQi d6ng thfun dinh . chli
truang

Ti~p nh~, giai ngan v6n dAutu va th\lc hi~n cac cong To trinhvi~c chuful bi d\l an ' .-

Thoa th~ c~p di~n, cApnuac, thoat nuac, chi€u Rasa
'.

sang, PCCC, xang dAu,DTM .... thoa thu~

Kj. nghi~rn thu ~6 s~, ky thanh toan kh6i IUQ1lgtu H6savan, Ky duy~t ho sa d\l an va TKBVTC-DT.
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San phim diu ra

. Ten vi tri Ten san Kit qua
Stt vi~c lam Cong vi~c chinh phai th1fchi~n phAm diu th1fchi~n

trongra nam

2 NGHI~PVV Ph6i hqp vm co quan, t5 ch(Cclien quan th\lc hi~n Hoan
THVCHI~N cong tac b6i thubng, giai phong ril~t bfutg va Mi dinh K~ ho~ch; ,thanh t6t
DVAN cu (n~u co) va thu h6i, giao nh~ d~t d~ th\lc hi~n d\l Bien ban nhi~m V\l

an;,
..

K~ho~ch
T5 chuc l\la chQn nha th~u va kYk~t hqp d6ng xay d~u th~u,
d\ll1g; hqp d6ng .

kinh t~

Kh6i cong th\lC hi~n d\l an, ki~m tra di~u ki~n kh6i Cong b6
'.

cong cong trinh xay d\Il1g kh6i cong
d\l an. , ..

Ti~n dQ,
Ki~m tra Bi~n phap thi cong va ti~n dQthi cong, bi~n bi~n phap.
pha:p dam bao VSMT &ATLD chi ti~t. . t5 ch(Ccthi

congo ;

Giam sat, don.d6c qua trinh th\lc hi~n d\l an; l~p bao BiSnban
..

cao dinh ky, bao cao dQt xu~t v~ tinh hinh th\lc hi~n giam sat;
d\l an bao cao

T5 ch(Ccnghi~m thu thanh toan giai ngan theo ti~n dQ H6so
d\l an

;

Bien ban '.

Ki~m tra cac h~g ml,lCcong trinh; T5 ch(Ccnghi~m nghi~m
.. thu, giaithu cac h~g ml,lc, giai do~ thi cong cong trinh.

do~ thi
cong

H6 so ban
;

Ban giao cong trinh dua vao s1:rdl,lllg; l~p h6 so quy~t giao ~\l
toan du an' . an~ho so '.. ,

quy~t toan

Theo d5i ch~t IUQ11gcac h~g ml,lCcong trinh sau khi Van ban;cong trinh duQ'c dua vao sir dl,lllgtrong thOi h~ 01 Bien bannam (Bao hanh cong trinh).
; ..

H6 so ban '.

Quan ly duy ~ duy tri h~ th6ng h~ !kg ky thu~t do giao; Bien
.. !hi; Th\lC hi~n cong Mc ban giao cac h~g ml,lCtheo banki~m

phan ~~p.. .. d~m hi~n
trubng;

4

}-



Stt

3

, Ten vi tri
vi~c lam

NGHltPVV
QUANLY

HO~Tf)QNG,
KINHDOANH
KETcAuH~
TANGV.AT6
CHuccAc
DJCHVV
PHVCVV
CACCVM
CONG

NGHltP (iJ6i
wyi huy~n co

Cljm c6ng
nghi~p)

Cong vi~c chinh phai thlfc hi~n

Keu gQi diu tu vao C\Ullcong nghi~p

Huy dQng v6n diu tu theo quy diOOcua phap lu~t d~
diu tu xa d\Ill h~ tAn C\Ullcon n hi~
Hu6ng dful cac doanh nghi~p cong nghi~p !fun thu
t\lC thue dAt theo quy diOOcua phap l~t khi da hoan
thanh n hia V\ltai chfOOv~ dAtduqc iao
BAu tu xay d\Illg OOaxu6ng trong C\Ullcong nghi~p
d~cho thue ho~c ban cho cac doanh nghi~p theo quy
diOO v~ kiOO doanh bAt dQng san va t\I chiu trach
nhi~m v~ hi~u wi diu tu.
Tri~n khai d\l' an diu tu xay d\Illg k€t cAu h~ tAng ky
thu~t C\Ullcon n hi~
KiOOdoanh cac dich V\l cong cQng va ti~n fch khac
tron 'C\Ullcon n hi~ theo u diOOcua ha lu~t
T6 chuc duy tu, bao dUOngcac cong triOOk€t cAuh~
tAn k- thu~t tron C\Ullcon n hi~
Th\l'c hi~n cac nghia V\l theo quy diOOcua phap lu~t
v~ bao hi~m, .lao dQng, tieu chudn v~ xay d\Illg; quy
diOOv~ an toan lao dQng, phong ch6ng chay n6, v~
sinh con n hi~ , bao v~ moi truOn ...
T~o di~u ki~n thu~ lqi d~ cac doanh nghi~p tri~n
kliai th\l'c hi~n d\l' an diu tu san xuAt kiOO doanh
trong C\Ullcong nghi~p: Hu6ng dful thu t\lC,~p trung
iai u €t OOun kh6 khan cUacac doanh n hi~
Th\l'c hi~n ch€ dQbao cao diOOky, dQt xuAt theo quy
diOO
f)anh gia hi~n tr~g h~ tAng ky thu~t cua cac C\Ull
cong nghi~p d~ xay d\Illg k€ ho~ch duy tu, cai ~o,
sua chua, bao dUOng cac cong triOOh~ tAng ky thu~t
tron va noai han rao C\Ullcon n hi~
Khai thac, su d\lllg, bao tri thi€t bi, co sa v~t chAt, tai
san con
Hang nam khao sat th\l'c dia cac C\Ullcong nghi~p d~
nfun ro th\l'c tr~g va nhUng thay d6i kip thCri xay
d\Illg k€ ho~ch diu tu, duy tu, sua chua va quan ly ~i
C\Ullcon n hi~ ;
Khao sat, di~u tra cac doanh nghi~p trong c\lm d~:
Giai quy€t OOUngS\l'V\l cac cac doanh n~hi~p phat
xiOOtrong C\Ull;bao cao ki~n nghi, d~ xuat vm lanh
d~o hu ~n OOUn kh6 khan, vu6n m~c ...
Ph6i hqp vm cac co quan OOanu6'c, cac sa, ban nganh
ki~m tra cac linh V\l'Ctrong C\Ulloou: su d\lllg dAt dai,
,cay d\Illg, moi truOng, phong ch6ng chay n6, lao
dQn ,con doan
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San phim'diu ra

Ten vi tri 'Ten san Kit qua
Stt vi~c lam Cong vi~c chinh phai thl1Chi~n A ). thl1Chi~npham dau trongra nam
III Vi tri vifc lam giin vUi cong vifc h6 tr(1, phll-C VII-

I KEHO.;.CH- Ke ho?ch,

TONGHQP L~p ke ho?ch cong tac tMng, quy, nam. chuang Roan
trinh cong thanh t&t

tac nhi~m Y\l
L~p to trinh giao ke ho?ch v&ncac d\I an, di~u chinh Totrinhke ho~ch v&n cac d\Ian.

T6:ng hgp, don d&ctn\ 1m kien nghi cli tri, kien nghi
Bao caoca sa Dang, dan kien nghi.

Bao cao cong tac th\Ic hi~n cac d\I an dinh ky theo ..

Bao caothang, quy, nam .. ~
Ki€m tra, thu th~'p thong tin, th&ng ke, quan ly ~6 sa, H6 sa, tai
hru tm tu li~u, so li~u chinh xac, dUng nguyen mc li~u

T6ng hgp, bao cao UBND qu~ danh gia vien chuc, Bao cao .lao dQng hgp d6ng hang thang

2 KETOAN L~p ch(mg ti:rthanh toan, t?m (mg v&ndfru tu Ch(mg til ..
Hoan

L~p va d€ xuAt trinh UBND phe duy~t d\I toan chi phi
.. thanh t&t

va quan ly chi phi cua dan vi. Ki€m soat chi . Bao cao nhi~m Y\l .
. .

Theo doi giai ngan v6n dfru tu. Quem ly chi phi, hoan
(mg chi phi giai ph6ng m~t bfulg.

Bang d\I
Xay d\Illg d\I toan kinh phi ho?t dQng cua dan vi tom chi ..

. phi '.

Cac ho sa,
ch(mg til .

L~p h6 sa ch(mg til theo nguyen t~c tai chinh. ph\lc Y\l
co~g me .
quyet toan
tai chinh

, .
D&ichieu 56 sach thu quy, ke toan Lk. . '.

Xli ly cac van ban tren phk m€m mc nF~p; t6ng Van ban,
. ,

hqp, phan tich 5&li~u tren phk m~m ke toano s&li~u

GhlO dich vOi kho b?c, ngan hang, bao hi€m xa hQi Lk

Xay d\Illg cae bao cao cong tac?tai chinh, ke toan; l~p Bao caobi€u t6ng hgp quyet toan d\I an dfru tu;

Ki€m tra, thu th~'p thong tin, th&ng ke, quan ly ~6 sa, H6sa,tai
.. lUll tm tu li~u, so li~u chinh xac, dUng nguyen mc; li~u
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San phim diu ra

Ten vi tri Ten san K~tqua
Stt vi~c lam Cong vi~c chinh phai th1}'chi~n

phim diu th1}'chi~n
trongra nam

3 VANTHU So theo Hoan
Theo doi phful m~m quan Iy van ban doicong thanh t8tvan di,

d~n, nhi~m V\l

Ti~p oo~, dang ky, chuy~n giao van ban d~n, pha.t Van banthanh van ban di

Quan Iy van ,ban di, d~n, s~p x~p h5 so cong vi~c,
.

Lfulquan Iy con dau.

Quan Iy kho luu trii' h5 so, tai li~u; co sa v~t chAt cua sA theo
doi, quandan vi Iy

Huang dfut vien chuc, lao dQng hQ'Pd5ng trong dan vi
th\Ic hi~n quy triOOxu Iy van ban tren phful m~m quan Lful
Iyvan ban

QUan tri cong ngh~ thong tin, v~ hanh cac phful m~m
ph\lc V\ldi~u hanh tac nghi~p cua qu~ (huy~n, thi xa)

Bao cao cong tac van thu luu trii' theo quy diOO. Bao cao

Huang dful vien chuc, lao dQng hQ'Pd5ng trong dan vi
thi~t I~p h5 so cong vi~c ph\lc V\lcong tac luu tru tai Lful
li~u .

4 THUQuY Quanly Hoan
Giu ti~n m~t, th\Ic hi~n thu - chi ti~n m~t ~ dan vi quy ti~n thanh t5t

m~t co nhi~m V\lquan

U8i chi~u sAsach thu quy, k~ toano sA theo
doi

Giao dich vm kho b~c. Lful

, ~
Thi~t I~p h5 so, sAsach, chUng ill theo dUng quy diOO. Ho so, so

-~theo dOl -~\-o
Ki~m soat ti~ hQ'Pphap, hqp Iy cua chUng ill khi .;~5

ChUng ill 1
xuat, OO~ptien ill quy.

/~

Ph8i hqp vm vien chuc khac tri~n khai cong vi~c theo Cong tac P
trach nhi~m duQ'cgiao; ph8ihqp

Ki~m tra, thu th~p thong tin, th8ng ke, quan Iy h5 so, H5 sa,tai
luu trii' tu li~u, s8 li~u chiOOxac, dUng nguyen cic; li~u

Phan tich tiOOhiOO,tAng hqp bao cao danh gia, tAng
Bao caok~t linh V\ICtham muu;
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