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, DE AN 
X c dinh tri 	lam, co eau chik danh nghe nghib via chIrc va so 

luvng ngtroi lam vice trong cac don vi sty nghiep cong lap 
giai do4n 2018 - 2020 thuc 1513ND thi xa Rim Son 

PhAn I 

CAN CU' PHAP LY, TIHIC TIZINNG TO CIIU'C, HOYNT DONG 

VA CAN THIET XA' Y MING DE AN 

CO SO pnAp 
. 	phap ly cluing: 
. Luat Vien chdc so 58/2010/QI-112 ngdy 15/11/2010 cc') hien luc thi hanh 

n ay 01/01/2012; 
b. Nghl dinh so 41/2012/ND-CP ngay 08/5/2012 cua Chinh pht) quy dinh 

ve v tri viec lam trong don vi su nghiep cong rap; Thong tu so 14/2012/TT-
I3N\/ ngay 18/12/2012 cua Be Nc)i vu huoTig, dan thuc hien Nghl dinh se') 
41/2912/ND-CP; 

Nghl dinh so 29/2012/ND-CP ngdy 1 2/4/2012 cua Chinh phi quy dinh 
ye tu Jen dung, stir dung va quail ly vien chirc; 

d. Nghl quyet so 89/NQ-CP ngdy 10/10/2016 ve phiOn hop Chinh phti 
thud' g ky thing 9 nam 2016; 

Quyet dinh so 3130/Q)-UBND ngdy 20 thing 8 'lam 2018 cua Uy ban 
nhan dan tinh Thanh boa ve viec giao giao Nen che cong cherc, so luong ngueyi 
lam iec trong don vi six nghiep cong lap va lao Ong hop clang the() Nghi dinh 
so 6'/2000/ND-CP cua Chinh phti, nam 2018 tinh Thanh I loa; 

1.2. Dal Truyen thanh - Truyen Minh: 
Can cir Thong tu' lion tich so 17/2010/TTLT - BTTT I3NV ngdy 

27/7 2010 cua Re Thong tin - Truyen thorn.), va I3() Nei vu huOti.g dan thuc hien 
chirc nang nhiOm vu, quyen han va co eau,  to chirc cua Dai PT -- TU thuec 
UB I) cap tinh, Dai TT - 	thuc URND cap huyOn; 

Quyet dinh , 1895/QD-UBND ngdy 06/6/2013 cut) U13ND tinh Thanh 
Iloa Ilan hanh Quy dinh to chirc, boat Ong, not dung thong tin cua Dai Truyen 
cap 1 uyen va cap xa tren dia ban tinh Thanh I1oa; 

- Quyet dinh so 437 TC/UBTII ngdy 28/4/1 978 cua Cht) tich UBND tinh 
Th.a hlioa V/v thanh lap Dai Truyen thanh thi tran Bim San (nay la Dai Truyen 
thanl Truy6n hinh Bim Son); 

1.2. Trung tam VII - TDTT thi xii; 
- ThOng to so 01/2010/TT - 	 ngdy 26/02/2010 cua Bo Van hem, 

the t aao va Du Lich ve to ch-irc va boat deng cua to chac su nghiep hoat demp, 



trong link vgc van hoa, the thao va du lich guan, huyen, thj xa., thanh ph6 truc 
thu6c Trung !Jong; 

- Thong tu' so 1 1/2010/TT - BVIITIDL ngdy 22/12/2010 dia. B6 Van hoa 
the thao va Du lich ve quy dinh tiou chi cilia Trung tarn Van h6a - the thao quan, 
huyen, thj xa, thanh pho truc thu6c Tinh; 

1.3. Ban ("trn If; (IT an DTXD thi xa; 
- Nghi dinh so 59/2015/ND-CP ngay 18/6/2015 dm Chinh phi ye guan lY 

cltr an au xay dung cong trinh; 
- Nghi dinh so 47/2014/ND-CP ngdy 15/5/2014 dm Chinh phu ve bOi 

thueng, ho try, tai djnh cu' khi Nha nu6c thu hOi dAt; 
- Thong to s6 14/2012/TI-BNV ngay 18/12/2012 cua B6 N6i vu huong 

dan thuc hien Nghi dinh s6 41/2012/ND-CP ngdy 08/5/2012 cilia Chinh phu quy 
dinh ve vj tri viec lam trong do'n vj str nghiep cong lap; 

- Thong to s6 16/2016/TT-BXD cua T36 Xay dung ngdy 30/6/2016 huong 
dan thuc hiOn mot so dieu cua. Nghi dinh so 59/2015/ND-CP ngdy 18/6/2015 dm 
Chinh phu ve hinh thtirc to chirc guan IY du an dau tu xay dirng; 

- Cong van so 12796/UI3ND-CN ngay 07/11/2016 ve viec huong dan thanh 
lap Ban quail lY du an dau to xay dung cap huyen; 

- COI-1g van s6 976/UBND-TFIKTI ngdy 25/01 /2017 ye viec htrong dan 
thanh Lap Ban quail ly du an dau tu xay dung cap huyen; 

1.4. Ban quail ly cac Di tick xep hyng cap QG thi xa; 
- Nghi djnh s6 16/2015/ND-CP ngay 14/02/2015 quy djnh co the tu' chu 

cua don vj sir nghiep cong lap; 
- Phu'o'ng an 479/ PA-UBND ngdy 02/6/2010 cua UBND thj xa. Bim Son 

quy dinh ye co' cau, so lu'ong, chat lugng can b6, vien chdc cac do'n vj sir nghiep 
truc thu6c UBND thj xa. Bim Son; 

Quyet dinh s6 869/QD-UBND ngdy 18/3/2010 cua UBND tinh Thanh 
Hod ve viec Thanh lap Ban Quan ly cac di tich xep hang cap quoc gia thj xa. Bim 
Son; 

1.5. Sy' ns,thi4 khuyen nong thi xa Bim Son: 
Nghi djnh so 56/2005/ND-CP ngay 26/4/2005 dm Chinh phu ye cong tac 

khuyen nong, khuyen ngu; 
1.6. Di)i Kiern tra quy Mc DT thi xa Bin, So'n; 
Luat Xu lY vi pham hanh chinh ngdy 20/6/2012; 
Quyet djnh s6 3267/QD-UBND ngdy 23/9/2009 cua Chu tjch UBND tinh 

Thanh Hod V/v thanh lap D6i kiem tra quy tac do thj Thj xa Bim Son; 
Quyet clink s6 01 /2016/QD-UBND ngay 08/01/2016 dia. UBND thj xa Bim 

Son v/v ban hanh Quy the to eh& va hag Ong cua D6i kiem tra quy tac dO thi 
thj xa. Bim So'n; 

1. 7. Trtrowg trung cap nghe Bin' So'n: 
- Luat Gido due nghe nghiep nam 2014 cua Quac h6i, s6 74/2014/QH13. 
- Thong tu s6 47/2016/TT-BLDTBXH ngdy 28/12/2016 cua B6 Lao d6ng — 

Thuong binh va Xa h6i quy djnh Dieu le Tru6ng Trung cap 
- Thong tu' so 16/2010/TT-BGDDT ngdy 28/6/2010 dia. 136 Gido due va 

Dao tao ye Ban hanh chuong trinh khung trinh d6 trung cap chuyen nghiep; 
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Ket Juan so 80-KL/TU ngdy 03/5/2017 cua Ban Thueng vu Tinh ny 
ThanI Hea ve viec sap nhap cdc dan vi sd nghiep cong lap hoat long trong link 
VVC :ido due thuong xuyen, day nghe, hung nghiep true thuec UI3ND cdc 
huye , thi xa, thanh pile; 

Quyet dinh so 3078/QD-y13ND ngdy 11/9/2009 cua U13ND tinh,  Thanh 
Hod e viec ban hanh Dieu le to chdc va hoat deng cua TruOng Trung cap nghe 
Bim on Thanh tiod; 

Quyet dinh so 1086/QD-UBND ngdy 24/4/2008 cua ChU tich UBND tinh 
Thai II Flea ve viec thanh lap throng Trung cap nghe Bim Son. 

.8. Trung tam GDTX - DN till x« Blum Son: 
Quyet dinh so 01/2007/QD-BGDDT, 	ngdy02/01/2007 cua 	truang Be 

Gido due yd. Ddo tat) ve viec ban hanh Quy the , chdc va hoat deng Trung tarn 
; Cong van so 2200/SGD&DT-GDCN ngdy 1,0/12/2012 dia. giam dee se 

GD:, DT ye viec V/v throng an thuc hien Quy che, chuang trinh BDTX gido 
vien; 

Quyet dinh so: 2431/ QD-UBND ngdy 04/12/ 1 996 cda Chu tich UI3ND 
Tinh Thanh Hea ve viec thanh lap Trung tarn gido due thuang xuyen va day 

O'N 	nghe Thi xa Bim San. 
1.9. Throng hoc bac THCS, bac Ti'ew h9c, bac Mani Non; 
- Thong tu se 12/2011/IT-13GDDI, ngdy 28/03/2011 am. Be Gido due va 

Ddo 4o ban hanh Dieu le Trueng THCS, truemg TIIPT va trueng phe then-  co 
nhie cap hoc; 

- Thong tu se 41/2010/TT-BGDDT ngdy 30/12/2010 cua Be Gido due vd. 
Da() ao ban hdnh Dieu le Trueng "Dieu hoc; Thong tu 50/2012/IT-13GDDI sUa 
doi ieu le TruOng Tieu hoc do Be truang Be) Gide duc va Ddo tao ban 
hanh Sua del, bo sung; 

- Thong tu so 09/2015/TT-13GDDTngdy 14 thdng 5 nam 2015 siia doi, be 
sung met so dieu cua Dieu le truOng main non ban hanh kem theo Quyet dinh 
se 1 /2008/QD-13GDDT ngdy 07 thdng 4 nam 2008 cua 13e truang I3P Gido due 
va Dio tao; 

- Thong tu 16/2017/TT-BGDDT ngay 08/01/2016 huang dan ve danh MVC 

khui g vi tri viec lam va dinh mire so lueng nguOi lam viec trong cdc co so gido 
due oho thong cong lap. 

- Thong tu lien tich so 20/2015/TTLT-13GDDI-13NV cua Lien 13e GD&DT 
vd. Be Nei vu ve quy dinh ma so, tieu chuan chdc danh nghe nghiep gide vien 
mai non; 

- Thong tu lien tich se 21/2015/TTLT-13GDDT-IINV cua Lien Be GD&DT 
va Be Nei vu ve quy dinh ma so, tieu chuan chdc danh nghe nghiep gido vien 
Tiou hoc; 

- Thong tu lien tich se 22/2015/TILT-13GDIDT43NV dia. Lien I3O GD&DT 
va Be Nei vu ve quy dinh ma so, tieu chuan chdc danh nghe nghiep gido vien 
-Fru g hoc co so.; 

B. TIFIX PRANG TO ClarC VA 1104,T ,DONG CUA CAC DON VI. 
l'hi 	Bim San dupe xdc dinh khu kinh to deng luc phia Bac tinh Thanh 

flea. Dien tich to nhien 61.98 km2, veri dan so 58.060 nguei; Thi xa Bim Son 



dupe cong nhan do thi loai III; Phan loai don vi hanh chinh cap xa: có 7 xa, 
phu6ng loai II (phuong Bac San, Ngpc Trio, Phu Son, Ba Dinh, Lam Son, 
Dong Son va xa Quang Trung); c6 01 xa foal III la xa Ha Lan. 

Tren dia ban Thi xa. c6 33 don vi su nghiep cong lap gem: Dai Truyen 
thanh Truyen hinh; Trung tarn Van hod- The duc&The thao, Ban quanlY,dty an 
DTXD 	xa; Ban quan lY cac Di tich xep hang cap QG 	xa; D6i Kiem tra 
quy tac DT thi xa Rim Son; Truong trung cap nghe Bim Son; Su nghiep khuyen 
nOng; Trung tarn GDTX - DN thi xa Rim Son, 08 trtrong Marn non, 07 trtrong 
lieu hoc, 02 truong TH&THCS, 06 trueng THCS. 

I. Chirre nang, nhiem vy, 	efiu to chtiv vã hoat dOng cua cac dun vi 
thuOc UBND Thi x5 Him Sun: 

1. DAi Truyen thanh - Truyen hinh thi x5 Bim So'n: 
Chtiv ming, nhiem vy: 

Dai Truyen thanh huyen D6n2; Son la don vi su nghiep cong lap true thuPc 
Uy ban nhan dan huyen DOng San, su quan lY nha ntr6c dia. S6 Thong tin va 
truyen thong, huong dan ye chuyen mon, nghiep vu, ky thuat ctia Dai PTTH tinh 
Thanh Hoa, Thuc hien chdc nang la co quan tuyen truyen cua Dang bo, chinh 
guyen huyen, hoat sd6ng mang,tinh chat bdo chi, dupe the hien nhu sau: 

Tuyen truyen Dtrong 16i, chd trruong chinh sach, phdp luat cua Dang va 
Nha nu6c, nhiem vu chinh tri cua Dang b6 den dong dao nhan dan trong huyen. 

-+ La cong cu lanh dao, dieu hanh cua cap uY, chinh guyen huyen, la 
Phuang tien thuc hien quy die dan chu cua nhan dan lao d6ng. 

+- N6i dung hoat Ong. 
, San xuat va phat song cac chuong trinh phat thanh bang tieng Viet tren he 

thong truyen thanh, thiet bi phat song phdt thanh, nham tuyen truyen chu 
truang,du6ng loi cua Dang, chinh sach, phdp luat cua Nha nuov, phuc vu sty chi 
dao, dieu hanh cua chinh guyen diayhtrang, cac hog d6ng tai co s6, pho bien 
kien tht:rc khoa hoc k-y thuat, kinh to, van hoa,xd hoi, cong tac an ninh trat ttr. 
Phdt hien, bieu duping guong nguoi tot, viec tot, nhan to m6i; dau tranh chOng 
cac vi pham phdp luat va cac hien tugng tieu cue xa h6i khdc. 

+ Quart lY van hanh tram phat lai truyen hinh, phdt thanh tai dai. 
+ Thuc hien bdo cac dinh ky va bdo cao d6t xuat theo yeu cau cua co quan 

quan 1Y cap tren, Tham gia cac hoat dicing chuyen mon nghiep vu do co quan cap 
tren to chdc. TO chirc Float d6ng thi dua, khen thixong theo huong dAn cua cap 
tren. 

+ Tham gia y kien yoi UY ban nhan dan huyen rn6 r6ng su nghiep truyen 
thanh, truyen hinh tren dia ban huyen.. 

Thuc hien cac nhiem vu khdc do cap uy Dang va chinh guyen phan cong 
theo quy ,dlnh cua phap luat. 

+ 'FOr chdc tiep am. tiep song cac chuang trinh thud 	va cac str kien 16n 
cua 	tieng not Viet Nam, Dai truye,n hinh Viet Nam, Dai phdt thanh va truyen 
hinh tinh Thanh Hod; 

Thoi gian phat song, tiep am, tiep song, phat lai cac chuong trinh phat 
thanh, truyen hinh tren song Dai truyen thanh huyen dupe thgc hien theo quy 
dinh cua phdp luat, cua UBND huyen va huong dan cua dai PT-TH Thanh Hod. 
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To chdc san xuat cac chuong trinh de phat tren he thong truyen thanh va 
phat ren song FM Dai truyen thanh huyen. 

COng tac tin bdi vai Ddi PT-T11 tinh de san xuat cac chuang trinh phat 
than , truyen hinh, phat song tren Dai PT-TH tinh. 

Quail 	dung dat dai, ca so' vat chat, trang thiet bi va tai chinh theo 
quy nhcUa phap luat. 

- TO chdc cho can bO vien chdc thaw gia cac hoat dOng xa hOi trong Ong 

Thyc hien cac nhiem vu va quyen han khac theo quy dinh cUa phap luat. 
b. Co' cau to chtiv: 
* Lanh dao Dai Truyen thanh- Truyen hinh, Om: 01 Truo'ng Ddi va 01 Pilo 

Tru ng Dai. 
Can bO, vien chdc chuyen mon, nghiep vLi theo chdc nang, nhiem vu eau 

than don vi, gom có: 
+ Bien tap vien: Nhiem vu bien tap not dung tin bdi cua phong vien, cong 

tac ien, xay dyng kich ban chuang trinh, ,truoec khi trinh tong bien tap duyet; 
kith tra san xuat chuong trinh phat thanh hang ngdy. 

Phong vien: Nhiem vu thu thap thong tin to co so' va cac phong ban 
ngan ; quay phim, ghi am, viet tin bai. 

-4- Phat thanh vien: Nhiem vu hien hinh, thyc hien not dung chuong trinh 
qua long doe theo kich ban da duvc phe duyet 

+ Ky thuat 	Nhiem vu dyng chuong trinh theo kich ban da duvc phe 
duye ; Van hanh, khai thac thiet bi truyen dan va phat song chuong trinh hang 
ngdy; St:ra chila cac thiet bi tin hoc, phat thanh, truyon hinh, he thong dai truyen 
thanl co so'. 

+ Nhang cong viec ho try, phtic vu: 
- Ket toan: Nhiem vu xay dung ke hoach chi tiau, ke hoach ngan sach hang 

nam, quy, thang cila don vi; Tham muu cho chb tai khoan ve cong tac thu, 
Kiei ke, quan 1Y co so• vat chat, tai chinh don vi. 

- Van thu, thu quy:  Tham muu cho lanh dao co quan ve cong tac van thu, 
thii try, phyc vu cua don vi... 

c. S6 luyIng ngtrai lam viec (bien che), lao dig hop (king eau don vi. 
+ So luong nguOi lam viec (bien che) duoc giao: 07 
1- Can bO, vien chdc va lao Ong hop (long hien có: 8 nguei; trong do: 
- Can bO, vien chdc 07 ritrO•i; 
- Lao dOng hop (long thoi vu = 01 nguai; 
* Ve trinh do chuyen mon, nghiep vu dity'c dao tao: 
4 Cu nhan/Ky su: SO luong: 06 ngudi 85,7 % 
- Cao clang: 	Sc), luong: 01 nguefi = 14,3 °A 
+ Chua qua dao tao: SO lacing: 0 nguoi. 
* Ve trinh ek)1,15 luOn chinh 
+ Cao cap: 	 01 nguai, ty le 14,3 % 
+ Trung cap: 	 02 nguoi, ty le 28,6 % 

Chua qua dao tao: 	SO luong: 04 nguO'i 57,1 % 
* Ve co cau theo chdc danh nghe nghiep: 

dOng. 



- Vien chdc hang III: 	S6 luvng: 07 nguoi — 100 % 

2. Trung tam VII - TDTT thi xã Bim Sun: 
rt. Chtiv ming, nhiem vu: 

Can cu thco throng trinh phat trien kinh t6, chinh tri van hod xa 116i cua 
dia phuang, ke hoach cong tac cua chuyen nganh, phong trao van hod thong tin 

TDTT, xay dung ke hoach hoat &Ong ngan - dai han va to chdc trien khai thoc 
hien khi duoc UI3ND Thi xa phe duyet. 

1- TO chdc boat d6ng thong tin tuyen truyen, co Ong true quan ye chi 
truung duong 16i chinh sach, phdp luat cua 'Tang va nha nuov ding nhu nhiem 
vu kinh te, chinh tri -Van hod xa h6i cua dia phuong. 

Dieu hanh to chOc cac hoat Ong van hod van nghe, chieu phim thong tin 
luu Ong, vui chai giai tri... thanh lap cac cau lac b6, nhOm so• thich, cac lop 
nang khieu ye nghe thuat, kSTT nang nganh nghe va cac hoat Ong khdc phi] hop 
voi khd pang nhiem vu guyen han duvc giao. 

TO chOc lien hoan 1-16i thi, 1.16i din van nghe (pan chung, le h6i truyen 
thong. TO chirc cac lop b6i throng, tap huan chuyen mon nghiep vu, phuong 
phdp cong tac VI1TT cac xa, thi trail theo ke hoach cua nganh 

-+ T6 chive cac giai thi dau, cac hoat Ong the duc - the thao va cac tro cho'i 
dan gian va hien dal mang tinh luu truyen va phO cap, to chdc cac lop bOi duong 
tap huan ve chuyen mon nghiep vu TITIT co theo ke hoach cua nganh; 

Phat hien va,b6i duOng nang khieu van hoa- van nghe, the dgc- the thao; 
TO chdc phoi hop trung bay trien lam c6 chu de quy dinh hang nam tai 

Trung tarn Van hod-- TT huyen cilng nhu d co' so.. 
TO chOc cac hoat d6ng tac nghiep chuyen mon, -cac hoat d6ng dich vu 

van hoa, the thao va cac hoat dPng dich vu khdc ddp Ong nhu cau cua nhan dan 
dia phuang dam bdo diing quy dinh cua phdp luat va phi hop voi lieu kien co 
so.  vat chat cua to chic sir nghiep; 

Phoi hop giao luu, trao doi hop tac, hoc tap ve chuyen mon nghiep vu va 
cac boat dPng van hod thong 	vOi cac to chdc ca nhan trong va ngoai 
huyen, trong tinh va ngoai tinh. 

Thoc hien bdo ca.° dinh ky va bd.° cdo d6t xuat ye boat Ong cua Trung 
tam voi cac cap cac nganh lien quan ve cong tae then quy dinh cua phdp luat. 

chOc va quan 1)% vien chOc, hop dong lao Ong, tai chinh va tai san cua 
Trung tam VI ITT- TT thco quy dinh. DU'VC V ke.,t hop (tong lao d6ng ding nhu 
cham dirt hop d6ng theo quy dinh cua phap luat. 

Thoc hien cac nhiem vu khdc trong chOc nang duce quy dinh do Thi Uy-
UBND Thi xa giao. 

b. Ca' cau to chirrc: 
* Lanh dao Trung tam Van boa- Thong tin The duc&the thao, 	01 

Gidm dPc va 01 Pho Giam (lac. 
* Can bP, vien chOc chuyen mon, nghiep vu theo chdc nang, nhiem vu eau 

thanh don vi, gom co: 
.136 phan nghiep vg 'Thong tin tuyen truyen, co Ong. 
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Xay dyng ke hoach va to chdc trien khai cong tac tuyen truyen, co Ong. 
Cac oat &Ong tai chO va luu dOng ye thong tin, tuyen truyen, co Ong tren dia 
ban. 

TO chdc cac lop tap huan nghiep vu ve tuyen truyen CO dOng cho cong 
chin van hoa o co s6. 

TO chirc cac hoat &Ong trien lam, giOi thieu, gido dyc truyen thong nhan 
cac s • kien lich sir tren dia ban. 

4- B. 0 phn nghiep vu Van hoa, Van nghe. 
- TO chine cac hoat Ong van hoa van nghe, hOi thi, cac lien hoan, hOi dicn 

van 6a van nghe; thanh lap va trien khai cac hoat Ong cua cau lac be?. 
- Bei dung tap huh chuyen mon nghiep vu, dinh hu6rm, va hirong an ye 

cong tac van hoa, van nghe cho cac can bO van hoa co so, nha van hoa them, to 
dan pho,trung tam Van hod. - The thao cua cac xa, phtremg. 

- TO chirc cac hoat dOng phat hien nang khieu thong qua cac hoat dOng Van 
hoa, van nghe va , the thao. Dap ,tao bpi dirOng thong qua cac 16p huan luyen 
Wang khieu cho the he tre va cac tang lop nhan dan. 

- TO chine hoat Ong nep song van hoa, le hOi, du lich. bao ton bao tang... 
BO phan nghiep vu Thu vien. 

- Xdy dung ke hoach to chdc he thane, thu vien xa, phuemg, thu vien truemg 
hoc a phong dpc them, khu pho. 

- Xay dung von tai lieu phtli hop v6i dac diem, yeu cau phat trien kinh to xa 
hOi hu cau va trinh dO cua nhan dan tren dia. ban. 

- TO chirc phong muon, phong doe phyc vu nhu cau van h6a dpc cho nhan 
dan. 

- I-Wong dan chuyen mon va dinh huong boat dOng cho he thOng thu vien 
cap a, thi tram phong doe, to sach thOn,,  to dan 06, thu vien truemg hoc... 

- chirc cac hoat dOng tuyen truyon, giOi thieu sach. 
• I 

- TO chirc cac lop tap huan chuyen inon nghiep vu thu vien cho ngtrOi lam 
thu ien, quan ly phong dpc cilia co s6. 

- Phoi hop veri cac nganh de tap hop, suu tarn, luu g_„id cac tu lieu, hien vat 
cua iiia phuang hoac c6 not dung ve dia phuong. 

Quan 1)°-, bao qudn, sir dung cac trang thiet bi, vat tu dung Cl.1 chuyen 
n a dupe giao theo dung quy dinh hien hanh. 

BO phan nghiep vu The dyc The thao. 
- Xay dyng ke hoach, huOng dan trien khai cong tac the dye the thao quan 

clad g tai xa, thi tran, cac truemg hoc, cac co quan don vi doanh nghiep, lyc 
luon 	trang tren dia ban. 

- TO chirc cac lop tap huan ve nghiep vu the due the thao cho cac can bO co 
sO, Liao vien va hoc sinh, cac co quan doanh nghiep, don vi I .crc ltrong 
vu tr4ngtren dia. ban. 

- r1-0 chirc cac hoat dOn2, giao luu, cac gidi thi dau the due the thao tai co so.; 
Phoi hop voi nganh Giao dye va Dao tao to chirc cac giai thi dau the dye the 
thao tai truOng hoc. 

- TO chdc huan luyen, luyen tap thaw gia thi dau cac gial the thao cua tinh. 
- Quart 1ST cac Cau lac bO The dye the thao huyen, xa.. 
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Bo phan Hanh chinh, Tai vu. 
- Lap so quan bri van ban di, den, so nhat 1()'i cOng tac, quy trinh xir l)"7 van 

ban den, di cua don vi. 	tar van ban den, di cua don vi. 
- Pho to, in an, phat hanh cac van ban. 
- Thuc hien quan 1y, sir dung con dau cua don vi theo quy dinh. 
- RA soat the thine van ban truck khi phat hanh. Kiem tra the thirc cac van 

ban truck khi trinh Lanh dap Trung tam 14. 
- Thuc hien che dq bao cao thuong xuyen, dot xuat. 
- TO chic thgc hien not quy, quy che, ke hoach cong tac darn bao an ninh 

trat tu, an town tru so' cua don vi 
- Xay dung phuung an phong chay, china chay va thgc hien nhiem vu 

phong chay, chna chay theo quy dinh cua nha nu6c va cua don vi. 
- Phoi hop voi cac bo phan trong co quan giai guyet cac cong viec c6 lien 

quan va thuc hien cac nhiem vu khac do nguoi dirng dau don vi phan cong. 
- Tham muu,  xay dung du toan kinh phi hoat Ong nam, dinh ley, dot xuat; 

xay dung Quy che chi tieu not b6; 'nue hien cac khoan thu, chi diing quy che da 
&roc phe duyet; thuc hien cOng khai tai chinh theo quy dinh. 

- Quan l3"/ nhan six, tai chinh tai san theo quy dinh. 
- Quan 1y thu, chi, tham muu thuc hien cac che d6 chinh sach doi vol can 

bo CNVC ngiroi lao Ong theo quy dinh. 
- Thuc hien mot so nhiem vu khac do Gam d6c, Pho Giam d6c phan cong. 
c. So luyng ngtroi hnn viec (bien che), lao ell)ng hpp doing cua don vi. 
.f- SO luong nguoi lam viec (bien elle) duoc giao: 10 

Can b6, vien chirc va lao Ong hop &mg hien c6: 15 ngueri; trong do: 
- Can 136, vien cline — 10 nguoi; 
- Lao Ong hop &Ong thoi vu = 05 nguo•i; 
* Ve trinh do chuyen iron, nghiep vu eltcyc dao tao: 

Cu' nhan/KS"7su: SO luong: 09 nguoi — 90 % 
Cao (Tang: 	So , luong: 01 ngueri — 10 % 
Chua qua dao tao: SO luong: 0 nguefi. 
Ve trinh dO 6') luon chinh tri: 

-f- Cao cap: 	 01 nguoi, -CY le 10 % 
A Trung cap: 	 03 nguoi, -CY le 30 % 
f- Chua qua dao tao: 	S6 lugng: 5 nguoi = 50 % 
* Ve co cau theo chirc danh nghe nghiep: 
- Vien chirc hang III: 	S6 luong: 	10 nguei = 90 % 
3. Ban (pan thy an .DTXD thi x5 Bim Sun: 
3.1. Clniv ring: 
- Lam chi' dau to mot s6 du an sir dung von ngan sach, von nha nu6c ngodi 

ngan sach do ngiroi guyet dinh dau tu giao. Tie!) nhan va quan 1)"7 sir dung von de 
dau 	xay dung theo quy dinh cua phap luat; ,Thuc hien guyen, nghia vu cua 
chu dau tu, I3an QT,DA quy dinh tai Dieu 68, Dieu 69 cua Luat Xay dung va quy 
dinh cua phap luat có lien quan; Thuc hien cac chirc nang khac khi dupc nguoi 
guyet dinh thanh lap Ban QLDA. giao va to chdc thuc hien cac nhiem vu quanlY7 
du an theo quy dinh tai Dieu 8 cua Thong tu s6 16/2016/TT-13XD ngay 
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30/6 2016 cua B6 Xay Ong; Ban giao cong trinh xay O 	 chu dung hoan thanh cho  
dau t r, chi( quan 1Y su dung cong trinh khi ket thuc xay dung hoac true tiep quan 
ly, k• ai thac sir dung cong trinh hoan thanh theo,yeu eau cua nguai quyet,dinh 
dau t Nhan Uy thac quail lY du an cua cac chit dau tu khac khi duac you cau va 
c6 d nang 11,rc de thuc hien tren co so' dam bao hoan thanh nhiem vu quan ly 
cac •u an da dugc giao. 

.2. Nhi?tn vu, quyen han: 
a. Thuc hien nhiem vu, quyen han cua Chu dau tu gem: Lap ke hoach du 

an; FO chdc thuc hien cong tae chuan bi dau tu xay dung; Cac nhiem vu thuc 
hien du an; Cac nhiem vu ket thuc )(ay Ong, ban giao cong; Cac nhiem vu quan 
lY td chinh va giai ngan; Cac nhiem vu hanh chink, dieu phoi va trach nhiem 
giai rinh; Cac nhiem vu giam sat, danh gia va bdo cao; 

b. Thuc hien cac nhiem vu quan ly du an; 
c. Cac nhiem Yu duac xac djnh theo hap (long uy thac quan lY du an duac 

ky g'ira chu dau tu voi Ban QLDA. 
d. Cac nhiem vu phoi hap vai ca quan, to chirc co lien quan va nhiem vu 

khac (neu co) do nguai quyet djnh dau tu hoac nguai quyet dinh thanh lap giao. 
e. Giam sat thi cong xay dung cong trinh khi du dieu kien nang luc hoat 

dent theo quy djnh cua phap luat. 
F. Nhiem vu cua 	dung boi thuang, ho tre Ya tai djnh cu thj xa: Than 

muu cho I-I6i &Ong boi thuang, he tre va tai dinh cu thi xa to eh& thuc hien cac 
nhie vu boi thuang, ho try, giai phong mat bang, tai dinh 	theo dUng quy 
djnh cua phap luat. 

3.3. Co' che bout dOng: 
Ban quan lY du an dau tu xay dung thi xa 131m Son la don vi true thuec 

UB D thi xa Bim San; c6 con dau, duac 	tai khoan tai Kho bac Nha nu& va 
Nga hang. 

3.4. Co' cau to chtiv va cluiv nang, nhiem vu ctia tang to chtiv cou thanh 
don i. 

a. Gitlin doe Ban (plan ly dy' an: Chu tjch UBND thi xa Bim Son be nhiem 
vat ien nhiem theo quy trinh; Chju trach nhiem truck UBND thj xa Bim San va 
pha luat ye quan ly, dieu hanh toan be hoat deng cua Ban QLDA va la chu tai 
k.ho n cua don vi. 

b. Pilo giam,doc Ban titian du' an (02 ngtrol): 
Pho Giam dee Ban QLDA do Chu tich UBND thi xa Bim Son bo nhiem va 

mie nhiem theo quy trinh; 
Pho Giam doc phu trach ke hoach, k,"'y thuat va Pho Giam doe dieu hanh du' 

an,idi,  phong mat bang thuc hien nhiem 	quyen han trong pham vi &age 
giai dee Ban QLDA phan, c8ng hoac ny quyen; Chit! trach nhiem truovgiam 
do'c an QLDA, ngu'di quyet djnh thanh lap Ban QLDA va phap luat Ye ket qua 
thuc hien nhiem vu three giao. 

c. TruOng cdc phong chuyen mon: 
- K.e toan truang; 
- Truang phong chuyen mon, nghiep vu, dieu hanh, 
d. BO phOn vien chav chuyen mon Ban quail ly du' an DTXD till .vii: 



- Vien chirc (Juan 15 Ice hoach, tong hop, giam sat danh gid du an; 
- Vien chtrc quail 1)'T k --y thuat; 
- Vien chirc phu trach dieu hanh du' an, giam sat cong trinh; 
- Vien chtrc phu trach cong tdc giai phong mat bang; 
- Vien chirc phu trach quan lY moi trueng; 
- Vien chirc Ke toan du' an. 
d. phon nhein vien ho try phut vu Ban quan ly du' an D1XD thi xii: 
- - Nhan vien KO todn; ThU quy; Van thu' - luu trc; 
e. So ltrong ngtroi lam vied (hien che), lao dOng lipp dong curt don vi. 
I• So luong nguiyi lam vice (Hen elle) duvc giao: 15 

-L Can bO, vien chive va lao clOng hop °Tong hien c6: 12 ngiroi; trong d6: 
- Can bO, vien chirc - 12 ngir6i; 
- Lao dOng hop dOng thoi vu - 0 nguoi; 
* re trinh dO chuyen mon, nghip vu du'o's dao 

nhan/K'y sir: So luting: 	11 nguei - 91,7 % 
•I- Trung cap: 	So luong: 01 ngithi - 8,3 % , 

Chua qua ciao tao: 	luting: 0 ngue.i. 
* Ve trinh dO ly lz,On chinh tri: 

Cao cap: 	 0 ngubi, tY le 0 % 
Trung cap: 	 04 ngirei, tY le 33,3 % 
Chua qua ciao tao: 	So luvng: 08 nguoi -= 66,7 % 

* Ve co eau theo chirc danh nghe nghiep: 
- Vien chirc hang III: 	SO 'thong: 	11 ngdoi = 91,7 % 
- Vien chirc hang IV: SO luting: 	01 n2;trei = 8,3 % 
4. Ban quan 15 cac di tich xep hang cap QG thi xa Bim So'n: 
4.1. Chirc ming: 
Ban quan lY cac di tich xep hang cap quec gia thi x51 Bim San c6 elide 

nang: Giiip,U13ND thi x5. Bim Son to chirc, quan IY, nghien cdu bao ton nguyen 
trang you to goc cua cac di tich Lich sir - Van hoa dirge xep hang cap quoc gia 
tren dia ban theo quy dinh cua Luat Di sail Van hoa; sir dung, khai that phat huy 
gia tri lich sir, van hoa 	cac di tich, nham phuc vu nhu cau nghien ciru, gido 
due, huang thu ye van hoa cua nhan dan, (long thoi phat trien du lich van hoa 
tren dia ban thi x5 Bim Son. 

Ban quan IY cac di tich xep hang cap qu6c gia thi )(a Bim Son hien quan ly 
09 di tich xep hang cap ,quoc gia trail dia ban thi 	Bim Son Om: Di tich den 
Song San, den Chin Gieng, Den Cay Vai, Doi Ong Dimg, Dinh Lang Ga.°, Ho 
Canh Chim, DOng Cira Buong, Nha Bia Ba DOi, Dirong Mien Ly. 

4.2. Nhiem vu, (men han: 
Quan ly quy hoach dat dai thuOc di tich da dirge cap c6 thdm quyen phe 

duyet; COng trinh kien true, tai lieu, to lieu hien vat lich sir van h6a c6 lien quan 
den di tich, quan IY sir dung tai san, tai chinh dupe hinh thanh tir cac nguon hop 
phap theo dimg quy dinh cua phdp luat hien hanh; TO chirc hoat Ong van hoa 
tin ngirong; hirOng dan khach tham quan du lich, nghien cdu, tuyen truyen 
quang 	thieu di tich, 	tarn to lieu, hien vat phuc dung gia tri van hoa 
lich sir 6' di tich; Bdo ve, phat huy gid di van hoa vat the, phi vat the lien quan 
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den s i tich, to chirc thuc hien NOi quy, Quy the hoat dOng cua di tich do cap co 
tham quyen phe duyet; To chdc phuong tien, Idc luong, hoat ,dOng dich vu van 
hoa, n 	phat hanh phieu ghi cong dire theo quy dinh cua cap c6 tham guyen; 
Trdc tiep hoac tham gia phOi, hop 	cac co quan khdc, xay dung sira chira, 
trim tu, ton tao di tich doge cap c6 tham guyen phe duyet; Dam bao an ninh trat 
td, vt sinh mOi truOng canh quan di tich. 

.3. Doi twyng, phym vi, tinh chat hoat dOng cua dow 
)6i tugng: La nhdrig di tich dtroc xep hang cap quOc gia tren dia ban thi xa 

Bim Son, Thanh Hod; Pham vi: Quan lY 09 di tich xep hang cap quoc gia den 
dia 	xa. Bim Son (g6m: Di tich den Song Son, den Chin Giong, Den Cay 
Vai, Doi Ong Dimg, Dinh Lang Gao, IIo Cdnh Chim, DOng Cda Buong, Nha 
Bia a DOi, Dirong Thien Ly); Tinh chat hoat Ong: Bao ton phdt huy gia tri van 
hoa, <hai thdc dich vu van h6a, du lich. 

.4. Co' che bout dOng Ban titian ly cac di tich xep hung cap QG 
Kim on: La don vi su nghiep td dam bao kinh phi hoat Ong, c6 to each phap 
nhan Tilde hien co che hoat dOng theo quy dinh cua Nizhi dinh 43/2006/ND-CP 
ngay 25/4/2006 cua Chinh phii quy dinh quyen td chit, td chiu trach nhiem ve 
thuc hien nhiem vu, to chi:re bO may, bien che va tai chink doi v6i don vi sd 
nghia p cong lap va Nghi dinh so 16/2015/ ND-CP ngay 14/02/2015 quy dinh co 
the t chit cua don vi so nghiep cong 

4.5. Co' cart to chirc va chfrc ming, nhiem vu ctia tang to clurc cau thank 
dow 

a. Trtrowg Ban quail ly cac di tich xep hang cap QG thi xa: Truong Ban 
Qua lY cac di tich xep hang cap Quoc gia do Chu tich UBND thi xa Bim Son 
1)6 n iem va miem nhiem theo quy trinh; chiu trach nhiem. truck UBND, Chu 
tich JBND thi xa Bim Son va truck phdp luat ve quan IY, dieu hanh town bO 
hoat dOng cua Ban Quan 1Y, cac di tich xep hang cap QuOc gia thi. xa Bim Son \4:t 
la ch' tai khoan cua don vi; 

b. PIM Trtrowg Ban quan ly cac di tick xep hung cap QG thi xa: (Khong 
qua 2 ngu.61). 

Pho Tru&ng Ban Quan lY cac di tich xep hang cap QuOc gia thi xa Bim Son 
do hu tich UBND thi xi Bim Son 1)6 nhiem va mi6m nhiem thco quy trinh; 
thdc hien nhiem vu, guyen ban trong pham vi throe TruOng Ban phan cong hoac 
dy q yen; chiu trach nhiem truck Trdong Ban va phdp luat ye nhiem vu duoc 
giao. 

.x 
c. Trey ban (man If,  di tich: 
Trdc tiep quan lY toan dien di tich duqc giao, bao ve quy hoach, dat dai, tai 

san, anh quan, moi truOng di tich theo sir phan cong cua TrdOng Ban quail ly 
cac i tich xep hang cap QG thi xa; 

d. BO phOn vien char chuyen 111611 Ban quail ly cac di tich xep hang cap 
QG Iii xa: 

- Vien claire xay xdng ke hoach, tang hcyp chung cac cong vice chuyen men 
cua an QLDT; 

- Vien chirc bao ton, nghien cdu lich sir di tich, danh lam thing canh; 
- Vien chdc I-Wong din du lich; 
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- Vien chdc true tiep quan 132 cac lieu ban di tich; 
d. Bo phon nhan vien ho try' phye vu Ban quan If; cdc di tich xip being 

cap QG thi xd: 
- Nhan vien KC toan; Thu quy; Van thu - Itru tar; 
e. So luyug ngtroi lam viec (hien che), lao dOng hop dijng cua dan vi. 
-I- SO luong nguoi lam viec (Nen che) throe giao: 09 

Can b6, vien chdc va lao Ong hop Ong hien c6: 8 ngu6i; trong do: 
- Can b0, vien chtirc — 07 nguoi; 
- Lao Ong hop Ong thi vu = 01 ngtr6i; 
* he trinh do chuyen mon, nghiep vu dupe dao tao: 

Mac sS7': SO luting: 01 nguOi; Ty le 9% 
•+ 	nhan/Igi su: SO luting: 05 ngtroi; TY le 45,4%. 

Cao dang: So luting : 01 nguoi; 	le 9% 
Trung cap: SO luting: 03 nairei; Ty le 27,2% 
Chtra qua dao tao: SO luong: 01; Ty le 9% 

* Ye trinh do ly luan chinh tri: 
Cao cap: 	 01 nguoi, ty le 9% 
Trung cap: 	 02 nguoi, TY le 18,18 % 

-I- Chua qua dao tao: 	SO luong: 08 nguoi = 72,7% 
* VC co cau theo chUc danh nghe nghiep: 
- Vien chile hang III: 	SO luting 06, Ty le 54,5%. 
- Vien chirc hang IV: 	SO luting 04, Ty le 36,36%. 
- Nhan vien: 	 SO luong 01, TY le 9%. 
5. Sty nghiep khuyen nong khuyen lam — khuyen ngu' thi xa Bim 

Sun: 
5.1. Char nong : 
Tham muu thuc hien cac hoat Ong thu6c linh vgc nong nghiep, lam 

nghiep, thUy san, khuyen khich phat trier' .nganh ngh.e nong thon tren dia ban, 
huong an, ho tro nOng dan phat trIen kinh to xa h6i trong nOng nghiep. Cac 
hoat Ong su nghiep khoa hoc, chuyen giao, pho bien nhtIng tien b0 ,khoa hoc k'Y 
thuat, nhCing kinh nghiem dien hinh tien tien den nguoi san xuat nham nang cao 
Wang suat, chat lu'ong, hieu qua trong san xuat 'long, lam, ngu nghiep; boi duO'ng 
va phat trien k-y rang, kien thdc quan ly kinh to, cung cap cac thong tin ye thi 
truOng, gia ca nhang 14 hang nong lam, ngu cho nong dan va to chirc thuc hien 
cac hoat Ong dich vu trong linh vgc nong, lam, ngu' tren dia. ban Thi xa. 

5.2. Nhient vy, quyen hyn: 
Xay dung va huong dan thuc hien chuang trinh, du an khuyen nong; Ph6 

	

bien, huong dan va chuyen giao lien b6 Icy thuat 	nong, nghiep, ngu 	nhirng 
kinh nghiem, dien hinh san xuat cho nong an. I-Itrong an, dp dung nhirng tien 
bo ky-  thuat; 130i clang, tap huan kien auk k-y thuat, quan 1y kinh te va ren luyen 
tay ngho cho can b6 khuyen nong ca s6, nguoi san xuat, cung cap cho nong dan 
cac thong tin thi tru6ng, gia ca trong linh vtrc nong, lam, thtly san; I30i duong, 
dao tao nang cao trinh dO chuyen mon nghiep vu, tap huan k-y thuat, kinh te, thi 
trueng cho can blo khuyen Ong co s6, nguoi hoat Ong khuyen Ong; Quan lY 
tai chinh, tai san dugc giao theo dung quy dinh cUaNha ntr6c. 
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-hdc hien mot so nhiem vu khac do Chu tich UY ban nhan dan thi xa phan 
cong hoac theo quy dinh cUa phap luat. 

5.3. Co' che boat dOng ctia Sy' nghiep khuyen nong — khuyen lam 
khu n• ngu' 

Sty nghiep khuyen nong khuyen lam khuyen ngu thi xa trien khai Uwe 
hien huyen giao tien b9 khoa h9c ky thuat, cong nghe mafi ve nag - lam - ngu 
nghii p den nong dan, la don vi sir nghiep thuc phong Kinh 	UBND Thi xa, 
chiu sir chi dao, kiem tra huong dan ve chuyen mon, nghiep vu cua Trung tam 
Khu en nong tinh Thanh Hoa, So Nang nghiep va Phat trien nong thOn tinh 
Tha h Hoa. 

.4. Co' cau to chtiv va chirc ming, nhiem vu 	nghiep khuyen tiling — 
khujen lam — khuyen ngu' Thi xa: 

t. BO phOn vien char chuyen mon Sy' nghiep khuyen !long — khuyen lam 
kh tyen ngtr Tlzi xa: 

Vien chirc thuc hien chdc nang, nhiem vu ve chuyen mon, nghiep vu 
thu9 linh vire trong tr9t: bao gOm cac hoat d9ng, nhiem vu cong tac khuyen 
nong ye trong tr9t (cay trong cac loai: cay lira, hoa, rau, cay mau, cay an 
qua, .). 

- Vien chirc thuc hien chirc nang nhiem vu ve chuyen mon, nghiep vu thuc 
linh yc chan nuoi: bao gem cac hoat dOng, nhiem vu cong tac khuyen nong ve 
chan nuoi. 

Vien chirc tilde hien chirc nang nhiem vu ve chuyen mon, nghiep vu ve 
chuyen mon, nghiep vu thuc linh vt.sc thug san: bao gom cac hoat Ong, nhiem 
vu cling tac khuyen nOnti, ve thuy san. 

Vien chirc thuc hien chirc nang nhiem vu ve chuyen mon, nghiep vu thu9c 
linh uc phat trien nganh nghe nong nghiep, nong than: bao gOm cac boat d9ng, 
nhiei~l vu cong tac khuyen nong ve nganh nghe nong nghiep, nong, than. 

Vien chine thdc hien chirc nang nhiem vu ve chuyen mon, nghiep vu thuc 
linh dc lam nghiep: bao gom cac hog d9ng, nhiem vu cong tac khuyen nong ve 
lam ghiep. 

b. BO phOn nhan vien ho try' phut vu Sir nghiep khuyen !tong khuyen 
lam khuyen ngtr Tlzi xa: 

- Kiem nhiem cong viec KO toan; Thu quy; Van 	luu trd; 
c. So ltry'ng ngtroi lam viec (bien che), lao dOng hyp dijng ctia Sy' nghiep 

khu en nong — kh uy en lam — khuyen ngu' Thi xa: 
+ SO luong nguoi lam viec (bien che) duqc giao: 03 

Can b9, vien chic va lao dOng lug) (long hien có: 3 nguOi; trong do: 
- Can b9, vien elide 3 nuoi; 
• Ve trinh cr() chuyen mon, nghiep vu Ave dZio tao: 
+ 	nhan/KS-7su: SO lugng: 02 nguoi 66,7 °A 

Cao dang: 	So, lugng: 01 nguo.i 33,3 °A 
t• Chua qua dao tao: SO lugng: 0 nguoi. 
* Ve trinh do hi& chink 
+ Trung cap: 	 01 nguoi, tY re 33,3 °A 

Chua qua (ac, tao: 	SO luong: 02 nguai 66,7 °A 
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* Ve ca cau theo chdc danh nghe nghiep: 
Vien cht:rc hang III: 	So luting: 03 ngtroi 100 % 

6. .1)(li Kiem tra Quy tac do thi, thi xa Him Sun: 
6.1. Char ming : 
D61 KTQTDT thi xa Bim Son la dart vi sty nghiep true thu6c UBND thj xa 

Bim San, co cht:rc nang, giUp UBND 	xa kiem ,tra, phat hien som vi pham, 
tham muu xtr lY viec chap hanh phdp lujt doi vgi to chdc va ca nhan trong hoat 
&Ong xay dung; khai thdc tai nguyen; san xuat, kinh doanh vat lieu xay dung; 
xay dung cong trinh ha tang 1<fy thuat; tai nguyen va moi trugng; trat to do thi, 
van hoa thong tin va mot so linh vuc khdc c6 lien quan dugc Chu tjch UBND 
thi xa Bim Son giao; 

6.2. N170)1111, quyen hyn: 
, 	chirc thuc hiOn kiem tra, phdt hien som vi pham, tham muu 	viec 

chap hanh phdp lujt doi vat to chine va ca nhan trong hoat Ong xay dung; khai 
thdc tai nguyen; san xuat, kinh doanh vat lieu xay dung; xay dung cong trinh ha 
tang k"y thuat; tai nguyen va moi truong; trat tv dO thi, van hoa thong tin tren dia 
ban Thi xa va mot so linh vise khdc co lien quan dugc Chtt tich UBND thi xa 
Bim San giao; 

6.3. DOi 	pham vi, tinh chat horst long cua do'n vi: 
Quan IY trat to xay dung, quan ly dat dai; ye sinh moi trugng; trat to do thj; 

khai tilde khoang san va cac nguon tai nguyen khdc theo quy dinh cua phap luat; 
Quan 1)% cac cong trinh ha tang, cac thiet bi dam bac) an toan giao thong; Luu trir 
cung cap ho sa cho cac co quan de giai guyet cong viec lien quan tren dja ban 
thi xa.; 

6.4. Co' che hoot dOng DOi Kiem tra Quy tae do thi, thi xa Bim Son: 
Dgi Mem tra Quy tac do thi, , thi xa Bim San la dan vi sky nghiep true thu6c 

UBND thi xa Bim San, có con dau rieng, dugc 	tai khoan rieng tai cac ngan 
hang thco quy dinh cua phdp luat; 

6.5. Co' cau to chtiv va chliv ming, nhiem vu cua 	Kidm tra Quy lac dO 
thi, thi xa: 

a. Dr2i trtrong D5i Kiem tra Quy tae Flo thi, 114 xa: 
- D61 truang D6i Kiem tra Quy tac do thi, thi xa do ChU tich UBND thi xa 

Bim San bo nhiem va miem nhiem theo quy trinh; Xdy dung ke hoach hoat 
dgng cua D61 hang thang, quy, nam va bd.° cdo, ddnh gia ketgua thkrc hien; 
Quan IY nhan vien, quan ly chuyen mon; phan cong cong tac, kiem tra, danh gid 
xOp loaf nhan vien; Uwe hien cong tac khen thuong, ky lujt dei voi nhan vien; 
tiep nhjn, dieu cong nhan vier' theo quy dinh cua Nha nugc; Thvc hien cac the 
(16 chinh sach doi veri nhan vien, to chdc thkrc hien quy che, dan chU trong hoat 
Ong cua don vi minh quan 1)'T; 

b. DOi pho DOi Kiem tra Quy tae do thi, thi xa: 
Rho D6i truang D6i Kiem tra Quy tac do thi, thi xa. do Chu tjch UBND thi 

xa. Bim San bo nhiem va miem nhiem do ChU tjch UBND thi xa Bim Son bO 
nhiem va miem nhiem theo quy trinh; thvc hien nhiem vv, guyen han trong 
pham vi dugc D6i trugng phan cong hojc uy quyen; chiu trach nhiem tar& D6i 
truang va phap luat ve nhiem vu dugc giao. 
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. Bo phein via char chuyen mon Doi Kiem tra Quy tac do thi, 114 xa: 
Vien claire Kiem tra quy tac DT thi xa Bim San; 
Nhan vien Hop Ong lao Ong Kiem tra quy tac DI thi xa Bim San; 

1. BO pkin nhan vien ha try phut vcr D?3i Klein tra Quy tic eta thi, thi 
Nhan vien Ke toan; Thu quy; Van 	- lu'u trd; 
. So !wing ngtroi lam viec (hien ch6, lao thing hop dong cua clan 
S6 lugng ngubi lam viec (Nen che) dugc giao: 05 
Can bP, vien chirc va lao dPng hop Ong hien c6: 19 nguoi; tron2. do: 
Can bP, vien chdc - 04 ngueri; 
Lao dPng hgp &Ong thei vg - 15 ngugi; 

* Ve trinh cr.() chuyen mon, nghiep vu clup'c ciao 
J- Cu' nhan/K-y su': So lugng: 04 nguei 80 % 

Cao Clang: So lugng: 01 ngugi 01 % 
Chua qua (lac, tao: So lugng: 0 ngubi. 

* Ve trinh dO ly luOn chinh 
Cao cap: 	 01 ngugi, tST le 20 % 
Trung cap: 	 01 ngugi, ty le 20 % 
Chua qua dao tao: 	So lugng: 03 ngugi 60 % 
Ve co cau theo chdc danh nghe nghiep: 

- Vier' claire hang III: 	S6 lugng: 04 nguoi 80 % 
7. Truifng trung cap Nghe Bim So'n: 
7.1. Chtiv nang: 
Là don vi su nghiep c6 chirc nang day nghe, gido due thugng xuyen, 

hu6 g nghiep va 	thieu viec lam; c6 quyen tu ch6 va ter chiu trach nhiem 
theo uy dinh cua phap luat; c6 tu' each phap nhan, c6 con dau va tai khoan rieng. 

7.2.Nhi?m 	quy;en hyn: 
- To claire xay dung, duyet va thuc hien cac chuo'ng trinh, gido trinh, hpc 

lieu oay nghe doi v6i cac nghe duoc phep ciao too. 
Xay dung ke hooch tuyen sinh, to chirc tuyen sinh hpc,nghe; TO chirc cac 

hoat Ong day va hpc, thi, kiem tra, cong nhan tot nghiep, cap bang, chimg chi 
nghe theo quy dinh cua BP truong BP Lao dPng -Thuang Binh va Xa hPi. 

- Tuyen dung, quail lY Oi ngu gido vien, can lag, nhan vien cua trugng du 
ve so lugng; phu hop vgi nganh nghe, quy mo, trinh do dao too theo quy dinh 
cua "hap luat, TO chirc nghien cal khoa hpc, drag dung tien bP ky thuat, chuyen 
giao cong nghe, thuc hien san xuat, kinh doanh va dich vu khoa hoc, ky thuat 
theo quy dinh cua Phdp luat. 

- Tu van hpc nghe, to van viec lam mien phi cho ngu6i hpc nghe; 10 chdc 
cho gum hoc nghe tham quan, thuc tap tai cac doanh nghiep; phoi hgp voi cac 
doan a nghiep, to chirc, ca nhan, gia dinh ngtrOi hpc nghe trong ho 4t. d'Ong day 
nghe 

- TO chirc cho gido vien, can bP, nhan vien va ngubi hpc nghe tham gia cac 
hoat dPng xa hPi; thuc hien nhiem vu day nghe, drag dung khoa hoc k)77thuat va 
hoat dPng tai chinh; 
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- Giang day ngon ngir, phong tuc tap quan, phap luat c6 lien quan...vao 
chuang trinh day nghe cho ngd6i lao dang di lam viec o nu6c ngodi theo quy 
dinh cua Bo Lao dang Thu'ong binh vd "Ka hai. 

- Quan ly, sd dung dat dai, ca sO vat chat, thiet bi vd tai chinh nha truong; 
thirc hien cac nhiem vu khac theo quy dinh cua Phap luat. 

7.3. Doi tuong, phym vi, tinh ,chat hoyt dOng ‘clia don 
Là s& day nghe thuac he thng giao due quac dan cua ntrOc Cong hod xa 

hai chu nghia Viet Nam, hoat (ang theo B6 luat Lao dang; Luat Gido due va cac 
van ban phap luat lien quan khac; 

Chap hanh sd quail ly Nha nu6c thong nhat ve day nghe cua B6 Lao dang 
Thuang binh va xa hai; 

TruOng chiuskr quan ly SO Lao dang - thdang binh va Xa hai Tinh va chiu 
six quan ly trcrc flop cua UY ban nhan dan thi xa Bim Son. 

7.4. Co' che boat dOng Tru'&ng Trung cap Nghd Bim Sow: 
In:rang Trung cap nghe Bim So'n la do'n vi sty nghiep c6 thu, c6 to each 

phap nhan dac lap theo guy dinh cua phap luat, c6 con dau rieng, throe 	tai 
khoan rieng tai cac ngan hang theo quy dinh cua phap luat; 

7.5. Co' can to char va chtiv Ming, nhiem vy cua tirng to char cau thanh 
don vi: 

- I li (tang trirOng; 
a.., 1143.0 Trtrowg Trung 	,Nghd Bim So'n: 

, To chirc thdc hien cac guyet nghi cua Hai &rig tru6ng; Quan ly co sa• vat 
chat, tai,san, tai chinh cua nha truorig 	to chirc khai 	sir dung c6 hieu qua 
cac nguan lcrc huy dang dtroc de phuc vu cho hoat d6ng day nghe theo quy dinh 
cua phap luat; quan tam dieu kien lam viec, giang day va h9c tap cho can b6, 
gido vien va ngurOi hoc; 16 cht:rc va chi dao xay dung mai trirOng su pham lanh 
manh; dam bao an ninh chinh tri va trat td an toan xa hai trong nha trirong; Thirre 
hien quy the dan chu trong nha tru6ng; thksc hien cac chinh sach, the do cua 
Nha nurov dai voi can ba, giao vien va nguoi hoc trong truong; 16 chdc cac boat 
clang thanh tra, kiem tra, kiem dinh chat luong day nghe theo quy dinh. Chap 
hanh cac guy& dinh ve thanh tra, kiem tra, kiem dinh chat luong day nghe elm 
co quan, to chdc c6 tharn guyen; Thvc hien day du va kip thoi che do bao cao 
dinh kY va dat xuat theo quy dinh cua phap Juat. 

b. Phi Hidu TruOng Trung cap Nghe Bim So'n: 
GiUp Ijieu truOng, guan ly, dieu hanh mat so mat cong tac do hieu truOng 

phan cong va 	guyet cac cong viec khac do hieu truong giao; thay mat hieu 
truOng giai quyet khi yang mat va chiu trach nhiem doi 	cong viec duoc giao. 

c. B5 phOn vien char chuyen mon Truitng Trung cap Nghe Bim Son: 
- Vien chdc phong Dao tao; 
- Vien chdc giang day cac ba.  mon van hoa; 
- Vien chdc giang day khoa Co.  khi Dang ldc; 
- Vien chirc giang day khoa Dien 	nghe; 
- chirc I Fai (fang Tu° van Nghe (kiem nhiem) 
d. Bo ph tin nhan vien ho tro phyc vy TruOng Trung cap Nghe Bim Son: 
- Nhan vien Ke toan; ThU quy; Van thu - ltru tri1; 
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Nhan vien Yte - Vat tu; 
Nhan via Thu vien; 
Nhan vien boo ve; 
Nhan vien quan lY hoc sinh, sinh 

e. So Itryng ngu'o'i hrni vii2c (bk..3n che), lao ding hop eking cua don 
So lugng ngtrgi lam viec (bien che) dugc giao: 12 

- Can bP, vien chirc va lao Ong hap (long hien có: 42 ngubi; trong do: 
- Can bP, vien chirc = 11 nguoi; 
- Lao dPng hpp (long, thei vu = 31 ngisgi, 
• Ve trinh do chuyen mon, nghiep vii Chrvc dao too: 
- Thac si: 	So lugng: 	04 ngtrai. 36,3 % 
1- CO nhan/K-y su: SO lugng: 07 ngtrai 63,6 % 

Cao dang: 	SO , lugng: 0 nguai r 0 % 
Chua qua ddo tao: SO lugng: 0 ngtrei. 
Ve trinh do ly hi& chinh 

-1-  Cao cap: 	 0 ngueri, tY le 0 % 
- Trung cap: 	 04 nguai, ty le 36,3 % 
- Chtra qua dap tao: 	So lugng: 07 ngirgi = 63,6 % 
* Ve ca cau theo chirc danh nghe nghiep: 
- Vien chirc hang III: 	SO lugng: 	11 ngtrgi 100 % 
8. Trunp, tam GDTX - DN thi xa Blm So'n: 
8.1. Chire nang nhiiirn vii, quyen ban: 
TO chdc thuc hien chuong trinh xoa mu chir va giao clkic tiep tkic sau khi 

biet ha', cap nhat kien thirc, ley nang,chuyen giao cong nghe; Boi duPng nang 
cao inh dP chuyen mon, nghiep vu ve ngoai ngir, tin hoc ung dung, cona nghe 
thin tin - truyen thong; chuang trinh giao due thuang xuyen cap trung hoc co 
so v trung hoc phi thong; To chdc cac lop danh rieng cho cac doi tugng dugc 
huh g chinh sach xa hoi, ngueri tan tat, khuyet tat cua dia phuang;,  TO chdc day 
va t uc hanh k-y thuat nghe nghiep, cac hoot Ong lao ding san xuat va cac hoot 
dPn khac plioc vu hpc tap; Lien ket v&i Truing trung cap chuyen nghiep, co se( 
giao due dai hpc khi thuc hien chuang trinh giao clue thuang xuyen lay bang tot 
nghi p trung cap chuyen nghiep, tu van hP trg chuyen mon, nghiep vu cho cac 
Tru g tarn IITCD; Tham gia Boi duang thuom xuyen giao vien MN; TI 1; 
TI I( S, 

8.2. Dal nryng, phynt vi, atilt chih how cling cua thin vi: 
Trung tam GDTX Bim Son thuc hien cac chirc nang nhiem vu nham dap 

Ong hu cau hoc tap ciao tap bOi du-ang cua mai doi tugng tren dia. ban Thi xa 
Op 	vdo six phat trien toan dien Thi Xd Rim Son; 

Trung tam GDTX Rim Son do Uy ban nhan Thi xa Rim Son true ti6p quan 
ly n a ntrerc; So Giao dye va Dao tao quan lY chi dao trung tarn ve chuyen mon 
nghi p vv; 

8.3. Co' che boat dOng Trung tont GDTX DN thi xii Bin, Son: 

	

Trung tam giao dvc thugng xuyen Rim Son Id co 	cloc thuong xuyen 
cua e thong giao due quoc dan. Ld don vi su nghiep cua nganh gido dtic có to 
each phap nhan, có con dau va tai khodn rieng. 
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8.4. co' cau to char va char nang, nhiem vu cfia tirng to char can thanh 
do'n vi: 

- dOng,truong; 
a. Glom doe Trung tam GDTX - DN thi xa Birn San: 
Chiu trach nhiem quan ly chi dao chung toan Trung tam; Lap ke hoach, to 

elide thvc hien va giam sat danh gia viec thuc hien ke hoach nham hoan thanh 
cac nhiem vu cua trung tam; Quan 1Y co so• vat chat va cac tai san cua trung tarn; 
Quan lY nhan vien, giao vien va hoc vien cua trung tam; Quart lY tat chinh, quyet 
dinh thu chi va phan phoi cac thanh qua lao Ong, thuc hanh ky thuat, dich vu 
theo quy dinh; 

b. BO phein vien char chuyen mon Trung tam GDJX - UN till 
- Vien claire giang day cac bO mon van hoa; 
- Vien chirc giang day Nghe - Lien ket; 
c. Bei phan nhan vien ho fro' phut vu Giam di3c Trung tam GDTX DN 

thixa Biin San: 
- Nhan vien Ke,toan; Th6 guy; Van thu' luu tril; 
- Nhan vien Yte - Vat tts; 
- Nhan vien Thu vien; 
- Nhan vien bao ve; 
d. So lupug ngwai lam viec (bien che), lao ding hop dOng cfia dan vi. 
-1- SO luong ngue.i lam viec (Hen che) &roc giao: 06 
.1-. Can bO, vien chirc va lao dOng hop &rig hien c6: 7 ngtroi; trong do: 
- Can bO, vien chirc — 06 ngtroi; 
- Lao dOng hop dOng thei vu — 01 nguoi; 
* Ve trinh do chuyen mon, righlep vu throe dao tao: 

Thac 	 lu'o'ng: 	02 nguOi = 28,6 % 
f nhan/Ky su: SO ltrong: 05 ngtrei — 71,4 % 

Cao dang: 	S61uong: 0 ngtroi — 0 % 
Chua qua dao tao: So ltrong: 0 ngueei. 

* Ve trinh do lf; lu -01 chinh fri: 
Cao cap: 	 0 nguoi, ty le 0 % 
Trung cap: 	 01 nguei, ty Ie 14,2 % 
Chum qua dao tat): 	SO luong: 06 ngtroi, ty le 85,8 % 

* Ve co cau theo chtirc danh nghe nghiep: 
- Vien chirc hang III: 	Se luong: 	06 ngtroi = 85,8 % 
9. Cat: co' so' Gila() due & dAo tao thuOc UBND thi x5 Bim 
a) Chnc nang, nhiOt vu: 
Chirc nang, nhiem vu cua cac don vi cu the nhu sau: 
9.1truiyng M5m non: 
- TO chtirc thuc hien viec nuoi duarig, cham soc,,gido dvc tre em tir ba thang 

tuOi den sau tuOi theo chuang trinh Giao dgc mam non do 13() truang 
GD&DT ban hanh. 

- Huy &Ong tre em 1Cra tuOi main non den tru&ng; TO chirc giao due hod 
nhap cho tre em c6 hoan canh kilo khan, tre em khuyet tat. 

- Quail ly can bO, giao vien, nhan vien de thu'c hien nhiem vu nuoi duOng, 
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chat soc va giao duc tre em. 
Huy dOng, quan ly, sir dung cac ngu6n luc theo quy dinh cua pladp luat. 
Xay dung co so• vat chat theo you cau chuan hod, hien dai hod hoac then 

you au tOi thieu dOi vgi vimg dac bietkhg khan. 
Phoi hop v&i gia dinh tre em, to chirc va ca nhan de thuc hien hoat dOng 

nuoi uO-ng, cham soc va giao duc tre em. 
chirc cho can bO quan ly, gido vien, nhan vien va tre em tham gia cac 

hoat • Ong xa hOi trong cong (Cong. 
Thuc hien kiem dinh chat luong nuoi throng, cham soc va gido duc Ire cm 

theo uy dinh. 
Thuc hien cac nhiem vu va quyen han khac theo quy dinh cua phap Mat. 
.2 Truo'ng Tien hyc 
TO chirc giang day, hoc tap va. hoat Ong gido due dat chat lugng thco 

muc iou, chuong trinh Oa° due phO thong cap Tieu hoc do BO truong BO Gido 
due- ao tao ban hanh. 

Iluy ding tre em di hoc dUng dO tuoi, van dOng tre em khuyet tat, tre cm 
da be hoc den trugng, thuc hien pho cap Oa° duc va chong mu chit trong Ong 
dong Nhan bao tro va giUp cac co quan c6 tham quyen quan li cac hoat dong  
giao duc cua cac co so giao duc khac thuc hien chuong trinh giao due tieu hoc 
theo phan cong cua cap c6 tham quyen. TO chirc kiem tra va cong nhan hoan 
than' chuang trinh tiou hoc cho hoc sinh trong nha trugng va tre em trong dia 
ban t mong &roc phan cong phu trach. 

Xay dung, phat trien nha trugng theo cac quy dinh cua 13"(5 Gide, duc va 
Dao ao va nhiem vu phat trien gido duc cua dia phuong. 

- Thuc hien kiem dinh chat luong gido duc. 
- Quan li can bO, giao vien, nhan vien va hoc sinh. 

Quan li, sir dung dat dai, co s6 vat chat, trang thiet bi va tai chinh thco 
quy inh cua phap luat. 

- PhOi hop vgi gia dinh, cac to chirc va ca nhan trong cong d6ng thuc hien 
hoat Ong giao due. 

FO chirc cho can bO quan li, gido vien, nhan vien va hoc sinh tham gia cac 
hoat Ong xa hOi trong cong (tong. 

Thuc hien cac nhiem vv va guyen han khac thco quy dinh cua phap luat. 
9.3 Tru'i'ng Tieu hyc va trung hyc co' so.  
TO chirc giang day, hoc tap va cac hoat Ong giao due khac thco 'nue tieu, 

chueng trinh gido duc pho thong cap Tieu hoc va cap Trung hoc co s6 do BO 
tru6 ig BO Giao duc va Dao tao ban hanh. Cong khai 'nue tieu, not dung cac hoat 
dOnli giao due, nguon ltrc va tai chinh, ket qua danh gia chat luong gido duc. 

Quail 17 giao vien, can bO, nhan vien theo quy dinh cua phap luat. 
Tuyen sinh va tiep nhan hoc sinh; van &Ong hoc sinh den trugng; quail 1:s7 

hoc inh theo quy dinh cua BO Giao duc va Dao tao. 
Thuc hien ke hoach pho cap via() duc trong pham vi throe phan cong. 
Huy Ong, quan 1)'7, sir dung cac nguan ltrc cho hoat dOng gido duc. Phoi 

hop gi gia dinh hoc sinh, to chirc va ca nhan trong hoat dOng giao due. 
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Quan 13"/, sir dung va bac, quan co so' vat chat, trang thie't bi theo quy dinh 
cua Nha 

To chirc cho gido vien, nhan vien, hoc sinh tham gia hoat dPng xa 
Thye hien cac hoat &Ong ye kiem dinh chat lugng gido dye. 
Thu'c hien cac nhiem vu, quyen han khdc theo quy dinh cua phap luat. 
9.4. Trui:'1'ng Trung hoc co' so' 

To chirc giang day, hoc tap va cac hoat dPng gido dyc khac theo muc tieu, 
chu'Gng trinh gido dye pho thong danh cho cap Trung hoc co' se( do I3O truong 
BO Gido dyc va Dao tao ban hanh., Cong khai mite tieu, not dung cac hoat dOng 
gido due, nguon lu'c 	chinh, ket qua danh gia chat lugng gido dye. 

Quan 13"/ gido vien, can bO, nhan vien thco quy dinh cira phap luat. 
Tuyen sinh va tiep nhan hoc sinh; van Ong hoc sinh don trfrong; quail 1"3-7 

hoc sinh theo quy dinh ciia. BO (lido dyc 	Dao tao. 
Thyc hien ke hoach pho cap gido dye trong pham vi &roc phan cong. 
Huy dOng, quaff 13'7, sir dyng cac ngu'on lye cho hoat Ong gido dye. PhOi 

hop vof gia dinh hoc sinh, to chirc va ca nhan trong hoat dPng,gido dye. 
Quan 1.Y, sir dyng va bao quan co so.  vat chat, trang thiet bi theo quy dinh 

cua Nha nu'Oe. 
TO chirc cho gido vien, nhan vien, hoc sinh tham gia hoat dPng xa. 
'Mire hien cac hoat dPng ve kiem dinh chat lugng gido dye. 
Thu'c hien cac nhiem vy, quyen han khac theo quy dinh cfla phap luat. 
h. Co.  cau to chire: 
* Lanh dap cUa cac trirong Main non, Tieu hoc, Tieu hpc&ITICS, THCS 

gom có: 01 1lieu trirong va. 01 pho hieu trirong (Doi voi cac trueng hang II, III) 
va. 02 pho Hieu trirang (doi voi cac truong hang I). 

* Can bO, vien chirc chuyen mon, nghiep vy theo 	nang, nhiem vu cau 
thanh don 

I. Nhirng cong viec thyc thi thira hanh mang tinh chuyen mon. 
- Chain soc, gido dye va,  quan 	

, 
tre hang ngdy: lam do dung, 	choi; sop 

bai, hoan thanh cac loaf ho so, so sach khde thee, quy dinh tai nha: 120 
phift/ngdy; tham gia sinh hoat chuyen mon: 1 tuan/buoi; hoc tap, bOi dirOng 
chuyen mon theo quy dinh efia, I3P Gido dye 	dao tao: 120 tiet/nam; hoan 
thanh cac cong viec khac theo ke hoach cua nha trueyng, cua nganh va khi dugc 
phan cong: quan 13'7 tai san cua nhom lop, danh gia tre hang ngdy, hoc kST, phof 
hop can do, kham sire khoe cho tre theo thang, quy, trang tri lop theo chu de; to 
chirc hop phu huynh: 3 lan/nam hoc, via sang kien kinh nghiem, tham gia danh 
gia, 'Cep loaf Can bP quan 1)"/, gido vien hang nam, tap van nghe, trang tri, chuan 
bi ngay hPi ngdy 16s. , day mrh, don tiep cite doan den tham quan, to ehire, tham 
gia hPi thi cua tre, cita co cac cap hang nam, cac hoat dPng kiem nhiem, tham 
gia sinh hoat chi bP, cong doan, doan thanh nien, hugng dan, danh gfa kien tap, 
thyc tap. 

Xay dyng ke hoach day hoc, long ghep ke hoach giang day; soan bai, 
chuan bi len lop, giang bai, kiem tra, &rib gia hoc sinh, hoc vien; tham gia cac 
chuyen de, tap huan, hPi thao chuyen mon cac cap; danh gia ket qua hoc tap dia 
hoc sinh; phoi hap gido dye hoc sinh; tham gia boi duer'ng thuong xuyen; thyc 
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hien kien tap, thfrc tap, thao giang, thi giao vien gi6i; tham gia cac cuec hop; 
tham gia cong tac pho cap, cong tac kiem dinh chat luong. Lap ke hoach chit 
nhiet lop, ke hoach nam, thang, tuan; to chirc cac hog Ong giao dye, chao 
15 put dau gie., the dye gitra 	sinh hog lop, lao derw, cac hog d6ng khac; 
phoi hop voi phv huynh giao dye hoc sinh; danh gia ket qua giao dye dm hoc 
sinh. 

Xay dung ke hoach hog d6ng dpi; to chisc cac hog Ong tap thO, cac chu 
de, c U diem dei vOi cong tac dei; to chirc cac hei thi then cac chu de, chu diem; 
to ,c 	cac hog Ong truyen thong, uong nuoc nhO nguon, noi chuyen truyOn 
thon 22/12, cham soc nghia trang het s-y; to chic cac hog Ong tix thien, nhan 
dao, (e hoach nho, den on,,  dap nghia; so ket, tong ket nam, hoc 	thang, tuan, 
theo chu de, chu diem; ph6i hop giao due hoc sinh; tham gia cac l(S/ thi, hei thi 
cac cap to claire; tham gia cac ban chi dao. 

NITCmg cong viec ho try, phuc vu 
- Soar' thao ke hoach hoat Ong thiet bi, thi nghiem; tham muu va de xuat 

cho an giam hieu mua sam trang bi thiet bi cho phong hoc be men; quan ly 
toan 6 vat to (dung cu, hoa chat, thiet bi..) va cac phong hoc be mon; lap du trO 
vat t hoa chat, dung cu phuc vv cho thi nghiem, thuc hanh; quan 1)% va pha the 
boa hat, dung Cu, thiet bi phuc vu cho thi nghiem, thkrc hanh; huong dan stir 
dun• thiet bi, (Icing cu, pha the Ma chat; lam m6 hinh hoc cu phuc vu cho thi 
nghi m, huerng dan thvc hanh; stra china, bao dueng,,  hieu ,chuan cac thiet bi; 
hang thang thong ke, kiem ke, bao cao dung cu, h6a chat, thiet hi. 

- Soan thao ke hoach hog d6ng thu vien nam, hoc ky, thang, tuan; ke hoach 
phat vien thu vien; to chirc cac loci hinh hog deng,, gioi thieu sach, bao, tap chi; 
phuc vu nhu cau muon va sir dung tai lieu vao nghien cuu, giang day, hoc tap 
hang ng,dy; soan thao ke hoach mua, tiep nhan, trao ci6i, bo sung cac loai tai lieu, 
sach bao ink quan 1)% luu tar' 	bao quan cac gia sach bao, to lieu thong tin 
theo qui dinh; thvc hien cong tac tong hop ve hoat Ong cua thu vien, thong kO, 
bao ao kip thei theo yeu caucda cap tren va cria trueng. 

- Soan thao ke hoach, to chirc thvc hien cling tac y te, cham soc sire khde 
cho an be, giao vien va hoc sinh; kiem ke, len ke hoach trang bi to thu6c y tO, 

"4) 

	

	cac vng cu ve y te; kiem tra ve sinh rn6i trtren, ve sinh trueng lop, cac diOu 
kien darn bao an toan cho can be 6ao vien va hoc sinh; lam the kham sue khoe 
cho an b6 giao vien va hoc sinh; ph6i hop Oa° due hoc sinh ve gifix gin ve sinh 
ca n an, ye sinh mai trueng; phong chong cac dich benh; soan thao so ket, tang 
ket a bao cap dot xuat viec trien khai cong tac y 

- Dtx toan, dieu chinh der toan thu chi 
to 

sach nha nude giao hang nam; 
thu pc phi, cac khoan (long Op 	cac,t6 chtirc, dean the, hei; cac khoan thu 
mua trang thiet bi d6 dung, co so• vat chat cho viec quan ly, giang day va hoc 
tap.,  .; soan thao quy the chi tieu nei be hang nam; lap 116 so thu, chi, phieu, thu, 
phie chi; hach toan chi phi, khau hao tai san co dinh, nghiep vu khac, thue gia 
tri g a tang va bao cao thuO; kiem tra d6i chieu s6 lieu giira cac be phan not be, 
din li:u chi tiet va tang hop, kiem tra cac dinh khoan nghiep vu phat sinh, kiem 
tra s • can doi giira so lieu kiem tra chi tiOt va tong hop, kiem tra s6 du cuoi k),  
vdi ac bao cao chi tiet; lap bao cao tai chinh theo tang quy, 6 thang,, nam va cac 



bao cao giai trinh chi tiot; tham gia phoi hop cong tac kiem tra, kiem ke; thong 
ke ya tong hop so lieu ke todn; giai trinh so lieu va cung cap ho so, so lieu cho 
co quan thug, kiem toan, thanh tra kiem tra theo yeu cau; chuyen hrong, Bdo 
hiem xa hei va cac khodn khac -yd.° cac tai khoan quy dinh, doi chieu veri kho 
bac, Bap hiem xa hei va cac don vi ce lien quan cac khoan tien da chuyen 
khodn; quyet todn thu, chi hang qu)"Tvd. nam, duyet 	tai chinh; 

- Tiep nlidn van bdn don; sop thdo giup thu trireng ban hanh van ban; 
chinh ly tai lieu lu-u Ira; quan 1)"/ sir dung con dau. 

Bdo ve tuan tra canh gdc trong khu vac co quan, bao dam an town (bao 
gem ca phong chay chda chay) an ninh trdt tu, tai san co quan va tai san ceng 
dan theo diing quy dinh cua Nha nu& va co quan. Bdo quan tot cac plurang tien 
va trang bi Tarn viec. 

9.5. Se luvng ngtroi lam viec (bien che), lao d'cing hop diing cua do'n vi. 
a. Khai Mani non: 
- So luting nguei lam viec (bien che), lao deng hop 6ng duvc giao: 225 

- Can be, via chirc va lao deng hop dong hien co: 242 nguei; trong do: 
4 Can be, vien chirc trong chi tieu bien che: 199 ngirei. 
•I Lao deng hop (tong ldm chuyen mon, nghiep vii= 26 ngirei; 
•+- Lao deng hop &Ong bdo ve = 17 nguei; 
*Isetrinh CIO chuyen mon, nghiep vu Clefoc ciao tao: 
I' Tien s9: 	So luting: 0 ngubi 

So luting: 0 ngirei 
So lacing: 138 nguei = 57,0 % 
So luting: 24 nguei — 9,9 % 
So lacing: 63 ngtrei = 26,0 % 
Se lacing: 17 nguei -= 7,0 % 

So lacing: 0 nguei. 
Se luting: 18 nguei = 7,4 % 
So luting: 207 ngtrei = 85,5 % 

* Ve co cau theo chirc danh nghe nghiep: 
Vien chirc hang II: 	 So luting: 68 ngirei = 28,1 % 
Vien chirc hang III: 	 SO luting: 52 ngtrei = 21,5 % 

So lacing: 105 ngtrei = 43,4 % 
Se luting. 17 ngirei — 7,0 % 

Thac s9: 
Cir nhan/K9 
Cao dang: 
Trung cap: 

.4- Chna qua ddo tao: 
* lle trinh dO lf; luau chinh 171: 

Cao cap, dr nhan: 
-+ Trung cap: 
•I ChLra qua ddo tao: 

4Can su, vien chirc hang IV: 
ChLra,xep hang: 

b. Khoi Tieu hoc: 



SO lung ngueri lam viec (Nen che), lao dOng hop dOng duvc giao: 203 

Cant* vien chirc va lao dOng hop dong hien có: 240 ngueYi, trong dO 
Can 1)0, vien chirc = 203 ngtrei; 
Lao dOng hop &Ong lam chuyen mon, nghiep vu= 24 ngued; 
Lao &Ong Hop dOng theo Nghi dinh so 68— 13 nguefi. 
Ve trinh Of", chuyen mon, nghiep vu &roc dao Igo: 

4- Thac So luvng: 	0 ngtfoi 
CU' nhan/Icy sty: So luong: 187 ngtroi — 77,9 % 
Cao SO luting: 	28 ngtroi = 11,7 % 
Trung cap: SO luong: 	12 ngubi = 5,0 % 

- Chua qua dao tao: SO luting: 	13 nguOi = 5,4 % 
* Ve trinh do ly luan chinh tri: 

Cao cap, cd nhan: SO luting: 0 ngtroi. 
Trung cap: So luvng: 	14 nguei = 	5,8 % 
Chtra qua dap tao: So luting: 226 nguoi — 94,2 % 

* Ve co' cau theo chuc danh nghe nghiep: 
+ Vien chdc hang II: 
	 SO ltrong: 124 ng-LrOi - 51,7 % 

Vien chic hang III: 
	 So luong: 34 ngtrai — 14,2 % 

+ Can sir, vien chirc hang IV: 
	So luvng: 22 ngudi - 9,17 % 

+Nhan vien: 
	 SO luting: 60 ngtroi = 25 'A 

c. Khoi Trung hoc co' so': 
- SO luting ngtroi lam viec (bien che), lao dOng hop dOng duvc giao: 162 

- Can IDO, vien chic va lao Ong hop dOng hien có: 194 ngtrei; trong do: 
+ Can bO, vien cht"re 162 ngubi; 

Lao dOng hop (tong lam chuyen mon, nghiep vu— 20 ngtrOi; 
- Lao king Hop dong theo Nghi dinh so 68— 12 nguOi. 
* Ve trinh do chuyen mon, nghiep vu throe ciao too: 
+ Thac sST: 
+- Cur nhan/Ky su: 
+ Cao Bang: 
+ Trung cap: 
+ Ch Lra qua dao tao: 
* Ve trinh (JO luan chinh tri: 
+ Cao cap, cu nhan: 
+ Trung cap: 
+ Chtra qua clan tao: 

SO luong: 2 nguoi 
	

1,0 % 
SO luting: 140 ngtrai 72,2 Vo 
SO luong: 39 nguai - 20,1 % 
SO luvng: 	I ngubi 
	

0,5 c/0 
SO luong: 12 naroi - 6,2 

SO luting: 0 ngtroi. 
So Wong: 17 ngubi = 8,8 % 
So Wong: 177 nguei 91,2 °A 

* Ve ca cau theo chdc danh nghe nghiep 
+ Vien chirc hang I: 	 So luting: 0 nguOi 
+ Vien chirc hang II: 	 SO luting: 118 ngubi -- 60,8 % 
1 Vien chirc hang III: 	 SO luvng: 48 nguoi — 24,7 % 
+ Can sa,vien chirc hang IV: 	So luting: 3 ngubi -- 1,5 % 
+ Chu'a xep hang: 	 SO luting: 0 ngtrei 
f Nhan vien: 	 SO luong: 12 ng- uoi — 6,2 % 
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10. Co the hokit dong tai chinh; thu, chi va can do'i tai chinh. 
Co' the hoat deng tai chinh cua cac do'n vi sir nghiep cong lap tren dia. ban 

Thi xa do ngan sach nha nu& cap toan bO kinh phi hoat deng thuOng xuyen; 
11. ThOng lie, danh gia thkrc trang dqi nga vien chirc, lao Ong cua dun 

vi. 

Doi ngii can be, vien chtrc va nguOi lao dOng hien nay tai cac doh vi su 
nghiep cong lap có chuyen mon, kinh nghiem cong tac nhieu nam trong Iinh vuc 
hag dOng nghe nghiep có trinh do chuyen mon dat chuan, ca ban dap Ung tot 
nhiem vu duac giao. 

Phan II 
XAC 	 VICC LAM, CO CAU CIWC DANII VIEN CIHIC 

VA SO LUNG NGVOI LAM VII;X: CUA DON VI. 
I. Mt-IC TIED. 
Xay dung de an vi tri viec lam doi 	cac do'n vi 	nghiep cong lap nham 

lam ra tang cong viec, nhom cong viec, thuc trang doi ngii vien chdc, cac you to 
anh huang den vi tri viec lam. 

Giap do'n vi sir nghiep cong lap rd soat lai to chirc be may, doi ngii vien 
ch(rc va xac dinh tang vi tri trong to elide 	viec thuc hien elide nang, 
nhiem vu cua don vi. Cong viec nay con giap do'n vi tranh tinh trang dinh san 
nhan su roi mOi tao ra cong viec va tranh sty chong,  cheo khi phan cong, giao 
viec. Nhd,  do, khac phgc tinh trangthisa, vaa thieu nhan luc. Mat khac, xac 
dinh vi tri viec lam giap cho vien chac thay duvc vi tri, vai tro, trach nhiem cua 
minh trong to chtirc, khOng the dun day, thoai thac cong viec. 

Xac dinh danh muc cac vi tri viec lam can thiet trong don vi, xay dung 
bang ma to cong viec cang nhu' khung nang luc cua timg vi tri viec lam va xac 
dinh chac danh nghe nghiep tuang ang. 

II. YEU CAU. 
- Cac vi tri viec lam trong de an phai pha hop voi chirc nang, nhiem vu, 

quyen han cua don vi, dOng thei phai gan voi chic danh nghe nghiep, chUc vu 
quail ly along Ung. 

- Viec xay dung do an vi tri viec lam doi 	cac don vi su nghiep cong lap 
phai dam bao tinh khach quan, cong khai, minh bach va ph& hap vai thuc 

III. XAC D!NII VI TRI VICC LAM. 
chUc nang, nhiem vu, ca cau to chdc va yeu cau, nhiem vu cua cac do'n 

vi de xac dinh se, luong, vi tri viec lam 	don 	nhu sau: 
1. Dai Truyen thanh - Truyen hinh thi xa Bim So'n: 
1.1. Nhfrng cong viec lanh d4o, dieu hanh 
1.1.1. Trtro'ng dai: 01 ngtc61. 
a, "I\lhiem vu: 
- Truang Dai chiu trach nhiem truck UBND Thi xa ve toan bO hoat Ong 

cua Dai,Truyen thanh Truyen hinh 	truck phap luat; Lanh ciao quan l3"/ va to 
chirc diet' hanh cac hoat deng cua don vi va cua can be vien chav, phan cong 
trach nhiem cho can be,  vien chac trong don vi, xay dung ke hoach hog dOng 
not dung tuyen truyen ve ke hoach dao tap boi duo'ng chuyen mon nghiep vu cua 
dun vi. 
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, Tieu chudn: 
Co trinh d6 Dai hoc, chuyen nganh ve linh virc phat thanh truyen hinh; 
Ly ludn chinh 	Trung cap tra len 
Quan ly nha mak: Chuang trinh chuyen vien tro len 
Ngoai ngil: A hoac B 
Tin hoc: A 
Kinh nghiem: Co it nhat 5 nam tham gia quan 1Y 6 linh vi,rc phat thanh 

truye hinh hoac chuyen nganh tuong duong; 
1.1.2. Phe) trtra'ng dal: 01 ngtrai. 
, Nhiem 
- Tham muu cho truang dai ye cong viec &roc truang dai phan cong 

nhiei vu phu trach va chiu trach nhiem tru6c truang dai ye cong viec duoc giao. 
, 'heti chudn: 
CO trinh dO Dal hoc, chuyen nganh ye linh vvc phat thanh truyen hinh; 
Ly ludn chinh 	Trung cap tra len 
Quan ly, nha nu6c: Chuang trinh chuyen vien tr6 len 
Ngoai ngir: A hoac 13 
Tin hoc: A 
ink nghiem: CO it nhdt 5 nam cong tac trong linh vvc Oat thanh truyen 

hinh hoac arcing duang; 
1.2. Nhom vi tri viec lam On voi cong viec hoac long nghe nghib: 05 

vi tr , Om: 
1.2.1. Bien tap vien: 

Nhiem vu: Bien tap not dung tin bai cUa phong vien, cong tac vien, xdy 
dvn• ki.ch ban chuang trinh, truov khi trinh tong bien tap duyet; kiem tra san 
xudt huong trinh phat thanh hang ngay. 

Tieu chudn: 
Co trinh d6 Dai hoc, chuyen nganh Bao chi hoac linh vvc tuang duang: 
Ngoai ngix: A hoac 13 

- Tin hoc: A 
- Kinh nghiem: CO it nhat 5 nam cong tac trong linh vuc phat thanh truyen 

hinh• 
1.2.2. Phong vien: 
a, Nhiem vu: Thu thdp thong tin 	co s6 va cac ph6ng ban nganh; quay 

phis , ghi am, viet tin bai. 
b, Tieu chudn: 

Co trinh d6 Dai hoc, chuyen nganh Bao chi, quay phim hoac linh vt,rc 
tuan duong; 

- Ngoai nga: A hoac 13 
- Tin hoc: A 
- Kinh nghiem: CO it nhat 1 nam cong tac trong linh vvc phat thanh truyen 

hinh 
1.2.3. Phat thanh vien: 
a, Nhiem vu: Hien hinh, thqc hien not dung chu'Gng trinh qua gipng doe 

thco klch ban da &roc phe duyet 



b, 	chuan: 
- Co trinh dP chuyen nganh PTV hojc linh vkic ttrong &rang; 
- Ngoai ngir: A hojc B 
- Tin hoc: A 
- Kinh nghiem: Co it nhat 1 nam cong tac trong linh vkrc phat thanh truyen 

hinh; 
- Nang lase cong tac: Co pham chat chinh tri \Tang yang; c6 kha nang dien 

xuat qua giong doe \fa net mat. 
1.2.4. Kyi thujt vien: 
a, Nhiem vu:   Dung chuong trinh thco kich ban da dtroc phe duyet; Vjn 

hanh, khai thac thiet bi truyen din va phat song chuong trinh hang,  ngay.; St:ra 
chira cac thiet bi tin hoc, phdt thanh, truyen hinh, he thong dai truyen thanh co 

b, "lieu chuan: 
- Co trinh dP Dai hoc chuyen nganh KS% thujt, cong nghe thong tin hojc 

ttrong d upn g; 
- Ngogi ngir: A hoc B 
- Tin hoc: A 
- Kinh nghiem: Co it nhat l nam cong tac trong linh V 11.  C cOng nghe thong 

tin, phdt thanh truyen hinh; 
- Nang lac cong tac: Co pham chat chinh tri yang yang; c6 kha nang van 

hanh khai thac cac thiet bi Sing quy trinh, an toan, sira chaa cac thiet bi PTTH 
va thiet bi tin hoc. 

1.3. Nhom vi tri viec lam gAn 	cong viec ho try' phyc vu: 
- Vi tri KC toan: Quail 1)2 ho so lee toan, tai san don vi; Ljp du' toan, quyet 

toan kinh phi sir nghiep; ".‘ I'ham mtru ve cOng kiem tra, quan 1Y tai san; Phu trach 
viec giao dich 	13do hiem xa. hOi 

- Vi tri Van thu, th6 quy: (Kiem nhiem) Nhiem vu nhjn chuyen cong van, 
bao cdo va luu vao so theo quy dinh, xii• 1y cong van chinh xac va dung thei gian. 
Kiem tra va ghi nhjn thoi gian gni bao cao, tong ket then thang, quy; 

2. Trung tam Win hoa thong tin—,  The dyc&The thao thi Bim Son: 
1.1. Nhom cong viec linh 	dieu himh: 

Girint doc Trung tam Van hart- The dyc&the thao: 01 nguei: 
* Nhiem vu: Quan ly chung rnoi hoat dPrig cua trung tarn, chi dao thkrc hien 

cac kehoach ctia. UBND Thi xa ve phong trao van,  h6a- the due the thao, dieu 
hanh to chdc cac hog dOng ve van h6a- the due the thao, chieu phim thong tin 
luu dOng, vui choi giai tri... Quan 1y ye nhan stir, tai san, tai chinh va chiu trach 
nhiem truck U1.3ND Thi xa ye toan bO qua trinh thkrc hien nhiem vu duce giao. 

* Tieu chuan: Chuyen vien hoc tuo'ng dkrang. 
Trinh dP chuyen mon nghiep vu: Dai hoc 
Tot nghiep trung cap 1)2 lujn chinh tri tri len. 
Chiling chi quan ly nha nkrov 
Sir dung thanh thao may tinh, cac phan mem phuc vu cong tac quail 1Y 

chuyen mon nghiep vu chuyen nganh. 
Co kinh nghiem cong tac tir 10 nam -ft& len. 
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Pho glum dac Trung tam Van lion- Th'd tlitc&th Mao: 01 ngirgi 
Nhiem 	Xay dung ke hoach hoat dgng chuyen mon hang nam, quy, 

than!, tuan; guar' 1Y, dieu hanh va to chirc tap huan hog crgni.i,  ye the dvc the 
thao thirc hien cac nhiem 	dugc Giam doc giao hoac ity quyen. 

Tieu chuan: Chuyen vien hoac tuang dirong. 
'rinh do chuyen mon nghiep vu: Dai hpc 
Fat nghiep trung cap ly luan chinh tri tro 

himg chi quan 1Y-  nha nugc 
thanh thao may tinh, cac phan mem phvc vu cong tac quail ly thirc 

hanh chuyen mon nghiep vu chuyen nganh. 
kinh nghiem cong tac tir 5 nam lig len. 

.2. Nhom cong vice host demg nghe nghiep. 

.2.1. Nghiep vii thong tin tuyen truyen, co dgng. 
, Nhiem vu: 
ay dung ke hoach va trien khai cong tac tuyen truyen, co dgng. 

1.6 chirc cac hoat dgng tai ch6 va luu d6ng ye thong tin, tuyen truyen, co 
dgng tren dia ban. 

fo chirc cac lop tap huan nghiep vv ve tuyen truyen co dgng cho cong chdc 
van Oa 6 co so.. 

fo chirc thirc hien cac dich vu cong ve tuyen truyen, co dgng. 
TO chirc cac hoat dgng trien lam, giai thieu, gido due truyen thong nhan cac 

sir kin lich sir tren dia ban. 
Quan ly, bd.° quail, sir dung trang thiet bi, vat to dung cu chuyen naanh 

theo • Ung nguyen tac, hieu qua. 
"Tam gia danh gia cong tac thi dua cua cac xa, phugng, thi tran trong link 

yuc hong tin co 
b, Tieu chuan: 
- Darn bao cac tieu chuan co ban theo quy Binh hien hanh cua can bP, cong 

chirc vien chirc; hieu biet, có nang lirc ve chuyen mon de tham muu vgi cac cap 
quan ly, phoi hop cac don vi lien quan citna cap; pham chat chinh tri, nam yang 
cho ruong, duong loi cua Dang, Nha nurgc, cac van ban quy pham phap luat lien 
qua den linh virc nganh nong nghiep, nam yang nghiep vu quan ly nha nugc; 

- Tieu chuan khac: 
Trinh d6 chuyen mon: TOt nghiep dai hpc ye chuyen nganh thong tin 

tuye truyen, co d6ng... . 
+- CO trinh do ngoai ngir, trinh d6 tin hoc darn bao yeu cau trong cong tac 

qua 1Y, phi.' hgp vgi ngach cong chirc, vien chirc clang dam nhiem; 
sire khoe: CO sire khoe bag dam hoan thanh nhiem vu dugc giao. 

2.2.2. Nghiep vv van hOa, van nghe. 
a, Nhiem vv:,  
Xay dung ke hoach to chirc cac hoat d6ng van boa van nghe, h6i thi, cac 

lien oan, 1-16i din van boa, van nghe, thanh lap va trien khai cac boat Ong cua 
can aebO Van hoa, Van nghe tren dia ban Thi xa. 

TO chirc cac chirang trinh hoat dgng ve Nep song van hoa, 1:6 hOi, Du lich. 
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Boi duang tap huan chuyen mon nghiep vu, dinh huorig va hirong an ye 
cOng tac van hoa, van nghe cho cac can bP van hoa CY ea 	Trung tam Van hoa 
- The thao xa, phirOng, nha van hoa thon, khu pito. 

Theo dOi tinh hinh hoat dOng van hoa, van nghe tren dia ban. 
Tham gia danh gia cong tac thi dua cua cac phiremg trong linh vde van h6a 

quan chimg. 

Quail IY, bao quan, sir dung cac trang thiet bi, vat to dung cu chuyen nganh 
duvc giao theo diing nguyen tac, hieu qua. 

Nghien ciru nhu cau to chirc cac boat Ong lien hoan, hOi thi, hOi diL van 
nghe quan chiing tin dia ban quan Thi xa de xay dung 1(6 hoach thdc hien. 

Xay dung ke hoach tuyen sinh, trien khai va to chdc cac hoat dPng cua cac 
16p nang khieu theo ke hoach. 

I lirong an chuyen mon, nghiep vu phdang phap hoat Ong cac cau lac bP 
van hoa, nghe thuat. 

b, Tieu chuan: 
- Dam bao cac tiou char' Co.  ban theo quy dinh hien hanh cua can bO, cong 

chdc, vien chirc; hieu biet, có nang ltrc ve chuyen mon de tham muu yoi cac cap 
quan 1Y, phoi hop cac don vi lien quan ding cap; pham chat chinh tri, nam yang 
chn trirang, throng 16i cua Fang, Nha mak, cac van ban quy pham phap luat lien 
quan den linh vdc nganh nong nghiep, nam yang nghiep vu quan lY nha nuae; 

- 'Heti chuan khac: 
Trinh do chuyen mon: Tot nghiep dai hoc ve chuyen nganh Van hoa, Van 

nghe. 

CO trinh do ngoai nga, trinh dP tin hoc dam bao yeu cau trong cong tac 
quan 1Y, phil hop voi ngach cong chdc, vien elide dang dam nhiem; 

-1 VC sire khOe: CO sirc ,khoe bac) dam hoar' thanh nhiem 	dirge giao. 
2.2.3. Nghiep 	Bao ton 13do tang 
a, Nhiem vu 
Xay dung lee hoach hoat Ong Nha truyen thong 
TO chirc cac hoat clPng gi6i thieu di tich lich sir, di tich van hoa. 
TO chirc cac hoat Ong stru tam, quan ly, trung bay va gi61 thieu cac hien 

vat lich sd, van hoa Vat the va phi vat the. 
TO elide tap huan nghiep vu bao ton, bao tang cho ltrc lirong can 17.6 van 

hoa ca sd dang true ti6p phu trach cac di tich, quan lY cac di san van hoa vat the 
va phi vat the tai dia phu'Gng. 

b, Tieu chuan: 
- Dam bao cac,  tieu chuan co ban theo quy dinh hien hanh cua can bO, ding 

chdc, vien chdc; hieu Met, c6 nang luc ye chuyen mon de tham muu 	cac cap 
quan IY, phOi hop cac don vi lien quan ding cap; pham chat chinh tri, nam vani4 
chii trtrang, duOng loi cua Fang, Nha nuac, cac van ban quy pham phap luat lien 
quan den linh vtrc nganh nong nghiep, nam yang nghiep vg quan ly nha ntr6c; 

- Tieu chuan lchae: 
Trinh do chuyen mon: TOt nghiep dai hoc ye chuyen nganh Bao Con Bat) 

tang.... 
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Co trinh do ngoai ngu, trinh dO tin hoc dam bdo yeu cau trong cong tac 
quan ly, phil hop veri ngach cong chirc, vien chirc dang dam nhiem; 

- Ve sire khoe: CO sdc khoe bao darn hoan thanh nhiem vu &roc giao. 
.2.4. Nghiep vu Thu vien: 
, Nhiem vu: 
► ay dung ke hoach to chdc he thong thu vien Thi xa, xa phugng, thu vien 

true g hoc va phong doe thon, khu ph0 (n6u c6). 
► ay dung von tai lieu phti hop veri dac diem, you cau phat trien kinh to xa 

hOi, hu cau va trinh 	cua nhan dan tren dia ban. 
Lo chirc phong mugn, phong doe phgc vu nhu cau van hoa doe cho nhan 

dan. 
Wang an chuyen mon va dinh huang hoat dOng cho he thOng thu vien 

cap is phugng, phong doc, to sach thon, khu pho, thu vien trugng hoc... 
Lo chirc cac hoat Ong tuyen truyen, gioi thieu sach. 
Fo claire cac lop tap huan chuyen mon nghiep vu thu vien cho nguoi lam 

thu ‘ien, quan ly phong doc cua co 
Phoi hop veri cac nganh de tap hop, suu tam, luu 	cac to lieu, hien vat 

cua 	phuang hoac có not dung ye dia phuong;  
hoi hop tot hoat &Ong voi cac thu vien cap tren, cac thu vien xa, thi tram 

de tr o doi tai lieu, nghiep vu chuyen mon, Juan chuyen sach voi he thong thu 
vien ren dia ban. 

Quart 1ST, bao quan, st:r dung cac trang thiet bi, vat to dung cu chuyen nganh 
dugc giao theo Ong quy dinh hien hanh. 

b, Tieu chuan: 
- Dam bao cac tieu chuan co ban thee, quy dinh hien hanh cua can bp, cong 

chirc vien chdc; hieu biet, có nang luc ve chuyen mon de tham muu voi cac cap 
quan 1ST, phoi hop cac don vi lien quan cling cap; pham chat chinh tri, nam \Tang 
chu uong, throng Lai cua Dang, Nha nuerc, cac van ban quy pham phap luat lion 
quan den linh vtrc nganh nong nghiep, nam \Tang nghiep vu quan ly nha nugc; 

- Tieu chuan khac: 
Trinh dO chuyen mon: rat nghiep dai hoc ve chuyen nganh Thu vien.... 
Co trinh dO ngoai ngir, trinh dO tin hoc dam bao yeu cau trong cong tac 

qua 1ST, phii hop \Jeri ngach cong chirc, vien chdc dang darn nhiem; 
Ve sirc khoe: Co sire khoe bao dam hoan thanh nhiem 	duc giao. 

2.2.5. Nghiep vu The duc the thao 
a, Nhiem vu:,  
Xay dung ke hoach, hirong dan trien khai cong tac the due the thao quan 

chu g tai xa, phtreeng, cac trugng hoc, cac co quan don vi doanh nghiep, luc 
ltron 	trang tren dia ban. 

FO chirc cac lop tap huan ye nghiep vu the due the thao cho cac can bO co 
só', liao vien va hoc sinh, cac ca quan doanh nghiep, don vi Luc luang 
vu tr.sng tren dia ban. 

F0 chirc cac giai thi dau the duc the thao tai co so.; Phoi hop vai n6nh 
Gia• duc va Dao tat) to chirc hoi khoe Phil Deng, cac gidi thi dau the due the 
thao tai trugng hoc. 
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chine huan luyen, luyen tap tham gia thi dau cac giai the thao cap tinh 
Xay dung ke hoach to chdc cac hoat Ong giao hru, thi dau the thao. 
Xay dung ke hoach yd quan lY cac Cau lac b"() The due the thao cap Thi xa, 

cap xa. 
b, Tieu chuan: 
- Darn bao cac tieu chuan co ban theo quy dinh hien hanh cua can bO, cong 

chirc, vien chirc; hieu Het, có nang luc ye chuyen monde tham muu voi cac cap 
quan IY, phai hop cac don vi lien quan ding cap; pham chat chinh tri, nam viing 
chit truang, duang loi cua Dang, Nha nuac, cac van ban quy pham phap luat lien 
quan den linh The due the thao, nam yimg nghiep v11 quan lY nha mk; 

- chuan khac: 
Trinh do chuyen mon: Tat nghiep dai hoc ye chuyen nganh The duc the 

thao, van &Ong vien... . 
+ CO trinh d() ngoai ngir, trinh dO tin hoc dam bao you cau trong cong tac 

quan 1)"/, phi hop yai ngach cong chirc, vien chtirc dang dam nhiem; 
-1. VC sire khoe: Co sire khOe bao dam hoan thanh nhiem vu dupe giao. 
2.3. Nhiimg cong vi"0 ho try., phyc vu 
Kg twin, vein thu 
Du toan thu chi, lap chtimg 	ho so thu chi, guyet town theo dinh kY. Kiem 

ice, quan lY co so vat chat, tai chinh don vi. Soan thao van ban, chinh lY va luu 
tit ho so 

3. Ban quail 157 dkr an DTXD thi xa Bim Sun: 
3.1. Nhom cong viec lanh dyo, dieu himh: 
+ Giam doc Ban wain ly (IT an DTXD thi xa Bin, San: 01 nguoi: 

Nhiem vu: Lanh dao, phu trach chung theo nhiem vu duac giao, chiu 
trach nhiem truck UBND, Chu tich UBND Thi xa, ChU dau tu ve bap cao, quan 
1Y, dieu hanh cong tic cua Ban theo chdc nang, nhiem vu quy dinh. 

- Trian khai, to chirc thixe hien, guany cac don vi lien quan awe hien cac 
van ban quy pham phap luat, quy hoach,ke hoach sau khi duac phe duyet. 

- Phan cong mO't so cong yiec cu the cho cac Pho giam (loc. 
- Phan cong nhiem vu cho cac truang phOng, pho Truang phong ya nhan 

vien; 
- "Tam muu cho Chu dau tu quail lY du an dau xay dung theo quy dinh 

cua Phap luat.,  
- Time tie dieu hanh ye tai chinh, to chirc, ve thu but du' an dau tu, trinh 

duyet du an, xin cac chn truong cong tic va cac cong yiec lien quan. 
- Lap ke hoach dau tu xay dung, bao cao ke hoach tier' do thi cong thuang 

xuyen ya dinh kY ve cac cap, cac don vi cc') lien quan. 
- moi quan he ya phoi hop cac phOng, ban, cac don vi tren dia ban thi 

xa, cac don vi, ban nganh trong Tinh lien quan den nhiem vu cong tic va ke 
hoach dau tu. 

- Darn phan, ky ket hap dong 	cac Nha thau theo Uy guyen cua Chu dau 
tu. 

- Darn phan, Icy ket hop dOng 	cac chU dau to fly thac quan 1 '3.7 du.  an. 
* Tieu chuan: Chuyen vien hoac tu'o'ng &rang. 
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,o nang luc dieu hanh; kha nang quy tu, doan ket, nang luc chi ddo, to 
chirc de cong chirc, vien chirc trong don vi thuc hien va phoi hop cac co quan, 
don i co lien quan thuc hien hoan thanh nhiem vu dugc giao. Nang luc kiem tra, 
danh gia; nang Juc,tOng hop; Wang ltrc giai. quyet nhang van de phat sinh; nang 
luc ieu biet ve doi tugng; nang luc hoat dOng chinh 	h9i; CO kv nang 
Dieu hanh, to chirc tot cac hoat d9ng; Icy nang giao tiep, phoi hgp, thuyet phut, 
truy n 

- Trinh d9 chuyen mon: Hai hpc tro' len ve chuyen nganh xdy dung; CO cac 
chirp• chi lien quan. 

- Trinh d9 quart lY hanh chinh nha nuoc: CO trinh d9 lv ludn chinh tri ; 
- Thanh thdo mot ngodi ngir thong dung: Trinh d9 B tieng Anh; 
- Su dung thanh thdo vi tinh van phong ,(chdng chi tin hpc van phong hoac 

chu' • chi tin hpc trinh d9 B) va cac trang thiet bi van phong phut vu cong tac. 
- CO it nhat 3 nam cOng tac 6 vi tri cap Mao giam doe hoac tuong throng; co 

it nh t 05 nam cong tac trong cac co quan don vi Nha nu6c; 
+ Pith Giam doe phu Mich ke hooch, ky thuot: 01 ngtayi 

Nhiem vu: Thuc hien nhiem vu, linh vuc dugc phan cong phu trach,,xem 
xet a bac) cap Giam dOc phe duyet hoac trinh cap quyet dinh dau,tu, chu dau tu 
phe tuyet. Chiu trach nhiem truoc cap quyet dinh dau tu, chudau tu va Giam 
doe e thgc hien nhiem vu, linh V VC dugc phan cong phu trach. 

- Lam viec true tiep v6i cap quyet dinh &au tu, ch6 ddu tu (khi giam doe. 
yeu au) de tiep nhdn va trien khai thuc hien cac y kien chi ddo (long thei bao 
cao iam doe ve nhiem vu dugc giao. 

- Chu dOng phoi hop voi cac don vi lion quan de giai guyet tat mai quan he 
hop ac trong qua trinh trien khai, thuc hien du an. 

- Ldp ke hodch va tien d9 thi cong,, bao cao KU hang thang, quy, nam thco 
yeu du; theo dai va. chi ddo true tiep ve ke hodch, ky thudt, nghien cdu va hpc 
tap, se xudt tap huan chuyen mon cho can b9. 

- Chi ddo cac Truong phong thuc hien nhiem vu dugc phdn cong. Chi ddo 
true tiep nhan vien thu9c cac phong thuc hien nhiem vu dugc phan cong khi 
thdy can thiet. 

- Dugc phdn cong quan 1Y, chi ddo trot tiep cOng trinh thu9c der an (neu 
co), hu9c thdm guyen cita cap pho thee, quy dinh cUa Phap ludt. 

lieu chudn: Chuyen vien hoac worn.). duong. 
CO nang luc dieu hanh; kha nang quy tu, doan ket, nang luc chi ddo, to 

chdc de cong ehue, vien chirc trong don vi thuc hien va phoi hop cac ca ,,guan, 
don c6 lien quan thuc hien hoan thanh nhiem vu dugc giao. Nang luc kiem tra, 
dan gia; nang ,ltrc,t6n2. hgp; nang lire giai quyet nhirng van de phat sinh; nang 
luc •eu biet ye doi tugng; nang h‘rc hoat dOng chinh tri- xa. h'Oi; Co 1()77" nang 
Die hanh, to chdc tot cac hoat d9ng; k9 nang giao tiep, phoi hgp, thuyet phut, 
truy = n ddt. 

Trinh do chuyen mon nghiep vu: Ddi hoc chuyen nganh ve xdy dung 
Tot nghiep trung cap ly ludn chinh tri tr6 len. 
Chung chi quan lY nha ntrov 
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Sr dung thanh thao may tinh, cac phan mem phue vu cong tac quan IY thuc 
hanh chuyen mon nghiep vu chuyen nganh. 

SU dung thanh thao vi tinh van phong,  (chUng chi tin hoc van phong hoac 
chirng chi tin hoc trinh d9 B), cac phan mem chuyen dung (quan lY du an, dO 
hoa, du town) va cac trang thiet bi van phong phuc vu cong tac. 

Co kinh nghiem cong tac tir 3 nam trolen. 
+ Pith Giam doc dieu hanh du' an, giai phong mit bang: 1 ngtr6i 

Nhiem vu: 
'- -fhuc,hien nhiem 	linh vuc &roc phan cOng phu trach, ,xem xet 	bao 

ea° Giam doe phe duyet hoac trinh cap quyet dinh dau tu, chu dau to phe duyet. 
Chit' trach nhiem truck cap guy& dinh dau to, chU dau tu va. Giam doe ve thuc 
hien nhiem vu, link NVC, duoc phan cong phu trach. 

- Lam viec true tiep voi cap quyet dinh dau tu, chil daft tu 	giam dOe 
yeu eau) de tiep nhan va trien khai thuc hien cac y kien chi dao Ong thoi bao 
cao giam doe ve nhiem vu throe giao. 

- Chu Ong phoi hop v6i cac don vi lien quan de giai quyet tot moi quan he 
hop tac trong qua trinh trien khai, thuc hien du an. 

- Theo dOi va chi dao true tiep ve dieu hanh du an, giai phong mat bang, 
- Chi dao cac Truong phong thue hien nhiem vg duvc phan cong. Chi dao 

true tiep nhan vien thuc cac phong thuc hien nhiem vu duvc phan cong khi 
thay can thiet. 

- Duvc phan cong guar' ly, chi dao true tiep cong trinh thuc du an (neu 
co), thu9c tham quyen cua cap pho theo quy dinh cua Phap lust. 

* Tieu chuan: Chuyen vien hoac ttrung duang. 
Co Wang luc dieu hanh; kha nang quy tu, doan ket, nang luc chi dao, to 

chde de cong chirc, vien chirc trong don vi thgc hien va ph9i hop cac co quan, 
don vi c6 lien quan thus hien hoan thanh nhiem vg throe giao. Nang luc kiem tra, 
ddnh gia; nang luc tong hop; nang luc giai quyet nhang van de phat sinh; nang 
luc hieu biet,  ye doi tuong; nang luc host Ong chinh tri- xa. h9i; Co 1(--y nang 
Dieu hanh, to chirc tot cac hoat Ong; 1(3-/ nang giao tiep, phOi hop, thuyet phue, 
truyen dat. 

Trinh (19 chuyen mon nghiep vu: Dai hoc chuyen nganh ye xay dung; 
Tor t nghiep trung cap ly luan chinh tri tr6 len. 
Chung chi quan lY nha. nook 
SU dung thanh thao may tinh, cac phan mem phpc vu cong tac quail lY thuc 

hanh chuyen mon nghiep vu chuyen nganh. 
Co kinh nghiem cOng tae tiir 3 nam tro 
3.2. Nhom cong vi0 host igIng nghe nghi(4). 
3.2.1. Ke Wan trtrolig: 
* Nhiem vu: 
- GiUp Giam doe thus hien nhiem vu thugs linh vuc tai chinh, ke loan. Xem 

xet va bao ca.° Giam doe phe duyet hoac trinh duyet theo quy dinh. 
- Chlu trach nhiem tru6c cap quyet dinh dau tu, chu dau tu va Giam doe ye 

thuc hien chire nang thuc linh vuc chuyen mon. 
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Lam vice true tiep vci cap quyet dinh dau tu, chit dau tur (khi c6 yeu eau) 
de ti p nhan va trien khai thuc hien cac y kien chi dao &Ong thai bao cao giam 
d6c e nhiem vu dugc giao. 

Chu dPng phoi hop v6i cac don vi lien quan de giai quyet tot mOi quan he 
hop t c trong qua trinh trier' khai, thuc hien nhiem vu. 

Theo doi va chi dao true tiep can bP vien chire ve linh vuc tai chinh, ke 
toan. 

Tieu chuan: Ke toan vien hoac twang &Jung. 
nang luc dieu hanh; kha nang quy tu, doan ket, nang luc chi dao, to 

chirc de cong chire, vien claire trong don vi thuc hien va ph6i hop cac ca quan, 
dun eó lien quan thuc hien hoan thanh nhiem vu duve giao. Nang luc kiem tra, 
danh gia; nang luc tong hop; nang luc giai quyet nhirng van de phat sinh; nang 
luc ieu biet ve doi tuong; nang ityc boat Ong chinh tri- xa. hPi; Co k-9 nang 
Dieu hanh, to chire tot cac hoat dPng; k9 nang giao tiep, phoi hop, thuyet phtic, 
truye dat. 

Trinh do chuyen men: Dai hoc trG len ve chuyen nganh ke toan, Co cac 
chi1'n chi lien quan. 

.7hUng chi quan ly nha nuoc 
► u dung thanh thao may tinh, cac phan mem phuc vu cong tac quan ly thuc 

hanh chuyen mon nghiep vu chuyen nganh. 
6 kinh nghiem cong tac to 3 nam trey len. 

1.2.2. Truo'ng phong chuyen mon, nghiep vu, dieu hanh 
* Nhiem vu: 

GiUp Giam doe, pho giam doe thuc hien nhiem vu thuc linh vtrc phan 
cong Xem xet va bao cao Giam dOc, pho giam doe phe duyet hoac trinh duyet 
theo uy dinh. 

Chiu trach nhiem nu& cap quyet dinh dau tu, chu dau tu va Giam doe ve 
thuc I ien chde nang thuc linh vuc chuyen mon.. 

Lam vice true tiep v6i cap quyet dinh dau tu, chit dau tu (khi có yeu cau) 
de ti p nhan va trien khai thuc hien cac y kien chi dao (long thOi bac, cao giam 
dac, 116 giam doe ye nhiem vu throe giao. 

- Chu dPng phoi hop voi cac don vi lien quan de giai guy& tot mei quan he 
hop ac trong qua trinh trien khai, thue hien nhiem vu. 

- Theo dOi va chi dao true tiep can bP vien chire ve linh vuc throe phan 
cong. 

Tieu chuan: Chuyen viola hoac tuong &rang. 
CO nang ltre dieu hanh; kha nang quy tu, doan ket, nang luc chi dao, to 

claire de cong chdc, vien chirc trong don vi thuc hien va phoi hop cac co quan, 
don I co lien quan thuc hien hoan thanh nhiem vu duoc giao. Nang luc kiem tra, 
dan gia; nang luc tong hop; nang ltrc giai quyet nhana van de phat sinh; nang- 
hjc Dieu biet ve doi, tuvng; nang 	hoat dOng chinh 	xa hOi; 	nang 
Die hanh, to chute tot cac hoat dOng; k-y nang giao tiep, phOi hop, thuyet phtic. 

- Trinh do chuyen mon: Dai hoc ve chuyen nganh xay dung; chirn2, chi 
qua 19 nha nuerc; 
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Sir dung thanh than may tinh, cac phan mem phuc vu cong tac quan ly thuc 
hanh chuyen man nghiep vu chuyen nganh. 

Co kinh nghiem cong tac tir 3 nam UV len. 
3.2.4. Vien chin: quail 13"7 ke ho4ch, tong hcrp, giam sat danh gia du' an: 
- Xay dung ke hoach dau to cac du an, thyc hien nhiem vu tang hop tinh 

hinh thuc hien du an; 
- Chu tri de xuat nhu cau ye von dau tu., phan bO von dau to xay dung cho 

cac dy an; 
- Lap bao cat) danh gia (Lau tfr, bao cao th6ng ke, cac bao cao tong hop lien 

quan den QLDA; 
- Thuc hien quyet toan, thanh 132 hop dong xay dirng, guy& toan von dau to 

xay dung cong trinh va bao hanh cong trinh:  
* "Dieu chuan: Nang luc hieu Net ve doi tuong; nang 1irc tO chdc thyc hien; 

nang luc quan 132; 'fang lire tong hop; nang lye giai quyet nhdng van de phat 
sinh; nang lye phat trien CMNV; nang luc hoat dOng chinh tri - xa hOi; 1Cy nang 
giao tiep, phoi hop, thuyet phyc, truyen dat. 

Trinh dq chuyen mon: Dai h9c. 
Si' dung thanh thao vi tinh van phong (chimg chi tin hoc van phong hoac 

chirng chi tin hoc trinh dO 13), cac phan mem chuyen dung (quan 132 du an, du 
toan) va cac trang thiet bi van phong phgc vu cong tac. 

3.2.5. Vien chirc quan ly kST thu4t: 
- TO chdc lya chon nha than, soan thao va. quan 132 th6ng nhat cac hop dong. 

Phoi hop v6i cac bo phan lien quan de to chirc quyet toan cOng trinh, du 
- 'awe hien nhiem vu ye quail ly thiet ke, du toan cong trinh. 
- ChU tri lap ke hoach trien khai thuc hien cac cong tac theo yeu cau cua co 

quan Quyet toan, Kiem tra, Kiem toan, Thanh tra. Luu tar cac ban goc 1-,IS lien 
quan cua du' an nham phyc tot cong tac QLDA, phgc vu cong tac Quyet toan, 
Kiem tra, Kiem toan, Thanh tra. 

- Tham gia nghiem thu cOng trinh hoan thanh dua vao sir dung, tham gia 
nghiem thu khoi luting tirng dot; 

- Nghien cim cac the dO chinh sach, dinh mire, the the de thong tin, pho" 
Nen va tO chirc thuc hien kip thOi. 

* Tieu chuan: Nang luc hieu biet ve doi tuvng; nang lt,rc to chirc thyc hien; 
nang luc quan 132; nang lire tong hop; nang lfrc giai quyet nhcing van de phat 
sinh; nang ldc phat trien ,CMNV; nang luc hoat dOng chinh tri - xa hOi; 	Wang 
giao tiep, phoi hop, thuyet phyc, truyen dat; 

l'rinh do chuyen mon: Dal h9c chuyen nganh ye xay dung. 
Sir dung thanh thao vi tinh van pi-long,  (cladng chi tin hoc van phOng hoac 

chirng chi tin hoc trinh 	B), cac phan mem chuyen dung (quan ly du an, dO 
hoa, du toan) va cac trang thiet bi van phong phyc vu cong tac. 

3.2.6. Viten chtiv phi trach dieu hanh dkr an, giam sat cong trinh 
- Thfrc hien nhiem vu quan ly cac du an duvc giao tir khi co chi truong dau 

ttr, chuan bi &du tu,, thyc hien dau to den ket 	dau todin cong trinh vao khai 
thac, ban giao, quyet toan cong trinh. 
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Lap ke hoach, tien do, trinh ti,r thtrc hien va quail 1)"7 cac buck trien khai dtr 
an to buOc lap de cuang nhiem virt den buerc to chdc nghiem thu san pham to 
van a trinh duvet DADT, trinh duyet thiet ke ban ye thi cong, du toan cong 
trinh. 

Gidm sat chat bong, tien de; ,darn bao giao thong, 	sinh rn6i truang, an 
toan ao Ong, phong chOng chay no, cdu ho dru nan, PCBL, thien tai; an ninh 
trat t r  tri an tai cong trinh... 

Lap bdo cdo lien quan den tien de, quan lY chat luyng cong trinh va cac 
bd.() c thOng ke khdc theo khi lanh dao Ban yeu cau. 

TO chirc thirc hien cong tac nghiem thu cac buck va nghiem thu hoan 
than cong trinh dua van sU dung, nghiem thu hodn thanh cong tac bao hanh 
cong trinh va lap ho so thanh town, quyet toan theo qui dinh.,  

Tham muu, de xuat 	Lanh dao Ban de giai quyet cac cong viec lice 
quan den QLDA. 

T0 chirc xin cap giay phep xay dung,,chuan bi mat bang xay dung. 
Tieu chuan: Nang luc hieu biet 	dai tuong; nang luc to chuc thuc hien; 

nang luc quan 1Y; nang luc tong hop; nang luc giai quyet nhirng van de phdt 
sinh; nang ltrc phdt trien ,CMNV; nang 11,rc hoat dOng chinh tri - xa. hai; k"y nang 
giao 	phoi hop, thuyet phuc; 

I rinh de chuyen man: Dai hoc chuyen nganh ve xay dtrng. 
Sd dung thanh thao vi tinh van phOng, (chirng chi tin hoc van pheng hoac 

chirn chi tin hoc trinh 	B), cac phan mem chuyen dung (quan 1Y du an, de 
hpa, 	town) va cac trang thiet 1)1 van phong phtic vu cong tac. 

.2.7. Vien chin phu trAch cong tac boi thurifng, ho try., tai dinh cu'. 
Can Cu vao ke hoach thuc hien du an lap ke hoach, to chirc thuc hien ke 

hoac boi thuong, 116 try, tai dinh cu de GPMI3 cac du an. 
- Tuyen truyen,cdcchinh sach, the de ve boi thtrYng, h6 try., tai dinh cu khi 

Nhd. tree thu hoi dat; to chUc van Ong cac doi Wong lien quan thuc hien quyet 
dinh hu hai dat; 

- Kiem ke, danh gia dat dai, tai san thuc to bi thiet hai gem: phat 	khai, 
hue g clan ngtrai 1)1 thiet hai ke khai; do dac xdc dinh dien tich dat, kiem ke se 
lugn va gia tri nhd, cong, trinh, cay trong, vat nuoi va tai san k.hdc bi thiet hai 
khi hd ntrec thu hoi dat cUa tong to chdc, ho gia dinh, ca nhan; kiem tra, dai 
chic' giU'a to khaivoi ket,  qua kiem ke, xdc dinh mtrcdathiet 	vai tUng dai 
tuont,bi thu hai dat cu th; tinh 	town 	tri thiet 	dat dai, nha, cong trinh, 
cay t•ong, vat nuei va tai san khdc; 

- Lap phuong an boi thuong, h6 try., tai dinh cu: Lap, lay Y kien, hodn 
chin , tham muu trinh co quan chuyen man tharn dinh phuong an bai thuong, 
ho tr , tai dinh cu thee quy dinh; 

- Thuc hien phuong an boi thuong, ho tiro, tai dinh Cu',: COng ba phuong an 
boi t ueng, h6 try, tai dinh cu da phe duyet; thong bdo, ket qua boi thuong, h.6 
try, di dinh Cu' den cdc don vi lien quan de ban giao dat cho Chu da.0 to; thuc 
hien cac thu ttic ve giao, nhan dat; 

- Huang dan thuc hien chinh sach boi thuong, giai quyet nhang vueng mac 
tron cong tac boi thuong; 
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nang luc quan lY; nails luc tong hop; nang luc giai guy& nhang van de phat 
sinh; Jiang luc Oat trienCMNV; nang luc hag Ong chinh tri - xa h6i; icy nang 
giao tiep, phoi hop, thuyet phuc; 

Trinh d6 chuyen mon: Dai hoc. 
SU dung thanh thao vi tinh van phong (chUng chi tin hoc van phong hoac 

chUng chi tin hoc trinh d6 B) va cac trang thiet bi van phong phuc vu cong tac. 
3.2.9. Vien chtiv Ke twin thy An.,  
- Thu thjp, phan anh, 	lY va tong hoop day du, kip thei, chinh xac thong 

- Lap bd.° cap lien quan d6n cong tac b6i thuang, ho trg va tai dinh Cu va 
cac bao cao thong ke khac khi lanh dao Ban,yeu cau. 

* Tieu chuan: Nang luc hieu biet ye doi tuang; nang luc to chirc thuc hien; 
nang luc quan ly; nang luc tong hap; nang luc giai quyet nhirng van de Oat 
sinh; nang luc Oat trien ,CMNV: nang luc boat Ong chinh tri - xa h6i; 	nang 
giao tiep, phoi hop, thuyet phuc; 

Trinh (16 chuyen mon: Trung cap tra len. 
SU dung thanh thao vi tinh van pi-long (clitirng chi tin hoc van ph6ng hoac 

chUng chi tin hoc trinh (16 B), cac phan mem chuyen dung va cac trang thiet bi 
van phong phuc vu cong tac. 

3.2.8. Vien 	phi trach quiin 17 moi trtro•ng 
- Can dr vac) ke hoach thuc hien du an ljp ke hoach, theo dOi, don doe thuc 

hien cong tac moi truang, an town xa hoi trong qua trinh thuc hien du an. 
- Ph6i hop vai dia phirang de quan ly, giam sat cong tac bao ve moi truang. 
- Lap bdo cao lien quan den cong tac bao ve moi truang, an toan xa hOi khi 

lanh dao Ban yeu cau. 

* Tieu chuan: Nang luc hieu biet ye dOi tuong; nang luc to chile thuc hien; 

tin ve nguon von dau tu, tinh hinh chi phi, sir dung va thanh toan von dau tu; 
tinh hinh guy& toan von dau to theo du' an, cong trinh, hang muc cong trinh 
hoan thanh. 

- TInh toan va phan anh chinh xac, day du, kip thai so luting va gia tri 
loai, tirng thin tai san co dinh va tai san luu Ong tang len do ELI 	xay dung 
mang lai. 

- Thuc hien kiem tra, kiem soat tinh hinh chap hanh cac the c16, chinh sach 
quan IY tai chinh ye dau tu va xay dung cua Nha nuac. 

- va nOp dfing han bao cao guyet toan tai chinh cua don vi va cac bao 
cao cap phat von dau tu, guyet toan von dau tu khi cong trinh,  hoan thanh cho 
cac co quan quan lY cap tren va. cac ca quan cap phat von dau tu. Cung cap 
thOng tin va tai lieu can thiet phuc vu cho viec xay dung 	town, xay dung cac 
dinh miirc chi tieu cho hot Ong dau to va xay dung. Phan tich va danh gia hieu 
qua sir dung cac nguen von dau tu. 

- Phoi hop vai cac b6 phan lien quan lap ke hoach von cho cong trinh. 
- Kiem tra, soat xet 116 sa tarn Ung, hO so° nghiem thu thanh toan, ho sa 

guy6t toan theo quy dinh de thanh toan kip thai cho cac don vi c6 lien quan. 
* Tieu chuan: 

Trinh do chuyen mon: Dai hoc chuyen nganh tai chinh, ke toan 
Thanh thao mot ngoai ngir thong dung: Trinh (16 B tie'ng Anh; 

U 
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chirn 
an) v 

thuo'i 

do q 

thiet 

d dung thanh thao vi tinh van phOng (chimg chi tin hoc van phong ho:ac 
chi tin hpc trinh d9 13) ), cac phan mem chuyen dung (ke toan, quan ly dtr 
cac trang thiet bi van phong phuc vu cong tac. 
.3. Nhfing cong viec ho trq, phuc vu: 
. Ke Wan hanh chinh: 
Tham muu cho lanh ciao xay dung qui che thanh toan tien luting, tien 

g cho CB-CNVC theo qui dinh cUaNha nuov. 
Quan lY tai san co quan, the dq thanh ly tai san ca quan. De xuat cac che 

an lY tai chinh cho cap tren. 
Thuc hien thanh toan mua sam, sda china, bao du.O.ng cac vat tu, do dung, 
I may, van phong pham. 
Quan ly viec thu, chi tai chinh dam bac, dung che d9, chinh sach tai don 

  

vi. 
lieu chuan: 

Trin d9 chuyen mon: Dal h9c chuyen nganh tai chinh, ke toan 
rhanh thao mot ngoai ngil thong dung: Trinh d9 B tieng Anh; 
Sd dung thanh thao vi tinh van phong (chirng chi tin h9c van phong hoc 

chin• chi tin hpc trinh (19 13) ), cac phan mem chuyen dung (ke toan, quail ly dd 
an) v.: cac trang thiet bi van phong phuc vu cong tac. 

. Thu quy 
Thuc hien viec thanh toan cho cac don vi, ca nhan lien quan den dd 
Thi,rc hien viec thu chi tai chinh trong tat ca cac hoat Ong lien quan cua 

Ban uan lY dcr an. 
* Tieu chuan: 
Trinh 	chuyen mon: Trung cap tro.  len. 
Sd dung thanh thao vi tinh van phong (chimg chi tin hpc van phong hoc 

chum• chi tin h9c trinh dO A) lid cac trang thiet bi van phong phuc vu cong tac. 
c. Van thu - lu'u tar: 
- Thuc hien cong viec quail tri van phong, la dau moi tiep nhan cong van 

den, Ong van di, theo dOi, luu trCr, bac) mat tat ca cac loai ho so. 
Quan ly tot viec thcre hanh tiet kiem: dien sang, nuov sinh hoat, dien 

thoai, van phong pham 
- Thdc hien viec quan 1Y, mua sam, sira china, bao dtrOng cac vat tur, do 

dung cg, thiet bi may, van phong 
* Tieu chuan: 
Trinh dq chuyen mon: Trung cap tro• len. 
Sir dung thanh thao vi tinh van phong (chi -1g chi tin hpc van phong hoac 

chin g chi tin h9c trinh (19 A) va cac trang thiet bi van phong phuc vu cong tac. 
4. Ban quan ly cac di tich xep hang cap QG thi xa: 
4.1. Nhom cong viec lanh dyo, diet: hanh: 
a. Trtrang Ban quail ly cac di tich xep {icing cap QG thi xd: 01 ngtrOi: 
* Nhiem vu: 
- Dieu hanh don vi thcrc hien chic nang, nhiem vu va quyen han theo quy 

dinh cua Phapluat. Chu trach nhiem truck Phap luat va tarot Chu tich UBND 
Thi a ve toan bo hoat d9ng cua don vi. 
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- "Thi,rc hien quan 13"/ hanh chinh: Quan 13'7 va sir dung cac nguOn tai chinh, 
tai san cua dan vi diing quy dinh. 

- Xay dung Ice hoach hoat Ong, cong tac to chdc trong don vi theo chirc 
nang, nhiem vu cua don vi. 

- chine thuc hien cac van ban Quy pham Phap lujt, cac Chinh sach cua 
Nha nuac doi veri don vi, thuc hien tuyen truyen, pho bien chi) truong duong loi 
cua Fang, Chinh sach phap lujt cua Nha ntrac, thuc hien cac nhiem vu chinh tri, 
kinh te, Van hoa - Xa hPi cua Thi 

- Phan cong, quan ly, danh gia, xep loai vien chirc, tham gia qua trinh tuyen 
dung can bP, vien chirc don vi. 

- Quan l}"/ CI3VC - LIB trong co quan thuc hien quy the dan chii co so nham 
nang cao chat ltrong boat dOng cua don vi. 

chuan: Chuyen vien hoac tuong throng. 
- CO nang 1rc dieu hanh; kha nang quy tu, doan ket, to chdc de vien chic, 

nguai lao dPng trong co quan thuc hien va phoi hop vai cac co quan don vi co 
lien quan thuc hien hoan thanh nhiem vu clugc giao. CO kinh nghiem va kha 
nang lanh dao don vi, c6 1(j7 nang dieu hanh, to chirc tot cac hoat Ong. 

- Trinh dP chuyen mon: Dai hoc tra len ve chuyen nganh Khoa hpc xa hPi, 
Hanh chinh, Lujt, Lich sir, Van boa, Bac, ton, bao tang phi' hop vai cong viec, 
linh vdc cOng tac; c6 cac chdng chi lien quan. 

Tot nghiep trung cap ly lujn chinh tri -do len. 
Chirng chi quan 13'7 nha nu& 
Sir dung thanh thao vi tinh van phong,  (cht:rng chi tin hoc van phong hoac 

chilme; chi tin hpc trinh 	B), cac phan mem chuyen dung (quan 1/ dt,r an, do 
hoa, du town) va cac trang thiet bi van phong phgc vu cong tac. 

CO kinh nghiem cOng tac td 3 nam tra len. 
b. Ph6 Tru'i'ng Ban quail I cac di tick xep hang c&p QG thi xd. 02 

ngtrai 
* Nhiem 
- Gidp Trurang ban, chiu trach nhiem truck Truang ban ve nhiem vu dugc 

phan cong. Khi Truang ban yang mat Pho Trtrong ban &roc Truong ban uSi 
quyen dieu hanh va giai quyet cac hog Ong cua don vi, 

- Trdc tielp phy trach cong tac an ninh trjt td, PCCC (DPi trtrong Oi 
PCCC cua dan vi); 

- Phu trach cong tac Van hoa - Xa. hPi; 
- Phu trach cong tac ve sinh moi truang; 
- Thdc hien mot so nhiem vu khac do Truang ban phan cong. 

Tieu chuan: Chuyen vien hoac tuang duong. 
- Co nang li.rc dieu hanh; kha nang quy ty, doan ket, to chirc de vien chirc, 

nguoi lao dPng trong co quan thuc hien va phoi hap vai cac co quan don vi c6 
lien quan thuc hien hoan thanh nhiem vu duvc giao. CO kinh nghiem va kha 
nang lanh dao, c6 k-y nang dieu hanh, to chirc tot cac hoat Ong. 

- Trinh dP chuyen mon: Dai hoc tra len ve chuyen nganh Khoa hpc xa hPi, 
1-1anh chinh, Ludt, Lich sir, Van hoa, Rao ton, bao tang phn hop \Jai cOng viec, 
linh vdc cong tac; c6 cac chirng chi lien quan. 
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of nghilep trung cap 17 ludn chink tri tro.  
Thirng chi quan 1)2 nha nuoc 

dung thanh thao vi tinh van phong, (chimg chi tin hoc van phong hoac 
chirn chi tin hoc trinh dP B), cac phan mem chuyen dung (quan 17 du an, do 
hoa, u town) va cac trang thiet bi van phong phuc vu cong tac. 

kinh nghiem cong tac tar 3 nam tr& len. 
.2. Nhom cong viec ho4t dOg nghC 
r. Vien chin' 	xyug ke Roach, tong kip chung erre cong viec chuyen 

mon Ira Ban QLDT: 
Nhiem 
True tiep tham mutt giai guyet nhirng viec cd lien quan den cong viec 

chuy n mon, xay dung cac kO hoach hoat dPng ciia don 
Ltru 	tai lieu, ho sa can bP, vion chdc va 	lao dPng trong don 
Thuc hien mPt so nhiem vu khac do Truong ban phan cong. 
lieu chuan: 
Trinh do chuyen mon: Dai hoc tro• len cac chuyen nganh tai chinh, ke toan, 

014 

 
thong ke va cac chuyen nganh khac phii hop vefi cong viec duoc giao. 

Thanh thao mot ngoai ngit : Trinh dP,A tro 
SU dung thanh thao vi tinh va cac thiet bi van phong phuc vu cong tac. 
Co kha nang ldp ke hoach, khao sat, thong ke, sun tam, km Oa ttr lieu, cir 

lieu hue vu cho cong tac quan ly, khai that phat huy gia tri cac di tich. 
- Co kha nang sir 1)2 thong tin, tai lieu. 
- Co kha nang tham gia ldp ho so du an phat trien 	va ten tao cac cong  

trinh hien co. 
b. Vien chirc biio ton, nghien calf lick sir' di tich, danh lam Mang ciinh: 
* Nhiem vu: 
- Bien tap tai lieu, tam hieu ve lich sir va gia tri Lich sir van hem cua cac di 

tich 
- Khao sat, suu tarn, kru gia tu lieu, cu lieu phuc vu cho cong tac quail 1)2, , 

khai hac phat huy gia tri cac di tich. 

r$ 	- Tham gia ldp ho so, du an phat trien 	va ton tap cac cong trinh hien co. 
- Thuc hien nhiem vu khac khi Trueyng ban phdn cong. 

Tieu chuan: 
- Trinh do chuyen mon: Dai hoc -Ix& len cac chuyen nganh phd hop vo'i 

con v viec &roc giao. 
- Thanh thao mot ngoai ngi:r : Trinh dP,A trO• len. 
- Sir dung thanh thao vi tinh va cac thiet bi van phong phuc vu cong tac. 
- CO kha nang khao sat, suu tarn, ltru gia to lieu, car lieu phuc vu cho cong 

tac uan 1)2, khai that phat huy gia tri cac di tich. 
- Co kha nang sir 17 thong tin,,bien tap tai lieu. 
- Co kha nang tham gia ldp ho so du an phat trien mOi va ton tao cac cong 

trin hien có. 
c. Vien chtiv Ilteimg dein du lick: 
* Nhiem vu: 
- Hirong clan khach du lich tham quan, thuc hien trach nhiem theo NPi quy. 

8 
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- Tham ,gia ljp ho so, du an phat trien mai va ton tao cac cong trinh hien co. 
- Suu tam tai lieu thuyet minh huong dan khach du lich. True tiep thuyet 

minh, hung dan khach du lich tim hieu ve lich sir va gia tri lich sir van hoa cua 
cac di tich. 

- Thuc hien nhiem vu khac khi Truing ban phan cong. 
* Tieu chuan: 
- Trinh do chuyen mon: Dai hoc trG len cac chuyen nganh phti hop v6i 

cong viec. 
- Thanh thao mot ngoai ngir" : Trinh dO,A tr6 len. 
- Sir dung thanh thao vi tinh 	cac thiet bi van phong,phuc vu cong tac. 
- CO kha nang sir 1y thong tin, bien tap tai lieu, true tiep thuyet minh, hung 

dan khach du lich tim hieu ye lich str va gia tri van Ma cua cac di tich. 
- CO kha nang tham gia ljp ho so du an Oat trien moi va ton tao cac cong 

trinh hien co. 

d. Vie,, chav true tiep quail If, cac 'H&c ban di tich: 
* Nhiem vu: 
- True flop quan 13"/ toan dien di tich dtroc giao, bao ve quy hoach, dat dai, 

tai san, canh quan, rnoi truong di tich. 
- TO chic tuyen truyen 	thieu ye di tick. HuOng dan tao dieu kien cho 

khach du lich tham quan, nghien ctru, nhan dan sinh hog tin nguong. 
- True tiep ghi thu, nOp tion cOng dire, dau den ye Ban quail 1y di tich Thi 

xa theo chi tiou ke hoach hang nam. Tiep nhjn cung tion tai chinh, hien vat cua 
cac to chirc, ca nhan. 

- Bao (Flan cac hang miic cOng trinh, do th6, tuvng phap trong khuon vien 
di tich. Kip thoi phat hien, de nghi xtr 1y hanh vi ter y xam pham khu virc da 
dtroc quy hoach, khoanh \Jung bao ve di tich theo quy di.nh. 

- Lien he phoi hop v6i chinh guyen s6 tai trong cong tac darn bao an ninh, 
trjt to khu Niue di tich. 

- Dam bao An ninh trjt tu, phong chay, chila chay trong khuon vien di tich, 
danh lam thang canh duvc giao. 

- Thuc hien nhiem vu khac khi Truong ban phan cong. 
* Tieu chuan: 
- Trinh (1(3 chuyen mon: Cao dang tr6 len cac chuyen nganh phii hop vai 

cong viec duvc giao. 
- Sir dung thanh thao vi tinh va cac thiet bi van phong phiic vu cong viec. 
- CO kha nang sir 13'7, thong tin, Nen tap tai lieu, true tiep thuyet minh, huOng 

dan khach 	lich tim,hieu ye lich sir va 	tri van hoa,ctla cac di tich. 
- CO nang lire dieu hanh; kha nang quy tv, doan ket, to chi:re ngtr6i lao dOng 

trong lieu ban minh quan 13'7. Thuc hien va phoi hop voi cac Bo phjn khac trong 
don vi c6 lien quan thirc hien hoan thanh nhiem vu duvc giao. CO kinh nghiem 
va kha nang lanh dao, có icy/ nang dieu hanh, to chic tot cac hoat dOng. 

- Co it nhat 03 nam cong tac tai don vi. 
e. Ke'• tam Ban QLDT: 
* Nhiem 
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Thgc hien nhiem vv: Tham rnuu ginp Trugng ban xay dung ke hoach hoat 
deng tai chinh ke toan, thyc hien nhiem vu quan 1y va sir dung tai chinh, tai san 
ciia I an quan ly di tich theo quy dinh hien hanh. Darn bao so sach, so lieu cap 
nhat ip 

tac, 
day 	trung thvc, chinh xac, thyc hien che de thu - chi dUng 

nguy n tac, dimg che de, diing doi tugng, dUng myc dich. 
Don doc cac Tieu ban thyc hien the de thu nep ngan sach theo ke hoach 

chi ti "u giao hang nam ve don vi, giup Trung ban huOng cran nghiep vu thu va 
kiem tra cong tac thu, cong tac quan 13"' tai san cua cac lieu ban quan 17 di tich. 

Lau giir tai lieu, cac loci chirng tir, so sach lien quan den cong tac tai 
chin , ke toan. 

Thgc hien nhiem vu khac khi Trueng ban phan cong. 
Tieu chuan: 
Trinh do chuyen mon: Trung cap Tai chinh Ke toan tre len. 
Sir dung thanh thao may tinhphvc vg cho cong viec, sir dung thanh thao 

cac pl an mem ke toan, cac trang thiet bi van phong phvc vti, cho cong tac. 
Co kha nang thaw muu 	Trireeng ban xay dyng ke hoach hoat deng tai 

chin ke toan, thyc hien nhiem vu quan ly va sir dung tai chinh, tai san cita Ban 
quan ly theo quy dinh hien hanh. Darn bao so sach, se lieu cap nhat kip tho'i day 

t ung thyc, chinh xac, thgc hien the de thu - chi dimg nguyen tac, dung che 
de, d' ng doi twang, dung rnvc 

Giiip Trueng ban hueng d'an nghiep vu thu va kiem tra cong tac thu, cong 
tac q an 17 tai san cua cac lieu ban quan ly di tich. 

- Luu 	tai lieu, cac loci chirng tu, so sach lien quan den cong tac tai 
chin , ke toan, ho so' can be, vien chirc va ngueri lao Ong trong don vi. 

4.3. Nhiing cong viec ho try., phyc vu: 
a. Thu quy 
- Thgc hien viec thanh toan cho cac don vi, ca nhan trong don vi. 
- Tic hien viec thu chi tai chinh trong tat ca cac hoat Ong, lien quan cua 

don i. 
* Tieu chuan: 
Trinh de chuyen mon: Trung cap Ise' len. 
Su dung thanh thao vi tinh van phong (chirng chi tin hpc van phong ho4c 

chir g chi tin hpc trinh de A) va cac trang thiet bi van phong phyc vu cong tac. 
b. Van thw- law fru': 
- Thyc hien cong viec quan tri van phong, la dau mei tiep nhan cong van 

den, cong van di, theo doi, luu tril, bao mat tat ca cac loci he sa. 
Quan ly tot viec thyc hanh tiet kiem: dien sang, nugc sinh hoat, dien 

thoa , van phOng pham 
- Thvc hien viec quail ly, mua sam, sda cht1a, bao citrOng cac vat al', do 

duns, dung cu, thiet bi may, van phong pham... 
* -Neu chuan: 
Trinh de chuyen mon: Trung cap trO len. 
Sir dung thanh thao vi tinh van phong (chung chi tin hpc van phong hoac 

chir g chi tin hpc trinh dP A) va cac trang thiet hi van phong plavc vu cong tac. 
5. DOi Kiem tra Quy tac dO thi, thi x5 Him So'n: 
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5.1. Nhom cong viec lanh d4o, dieu hanh: 
a. DOi truibig Doi Kiem Ira Quy tic do thi, thi xii: 01 nguai: 
* Nhiem vu: 

- TO chirc quan lY kiem tra tren dia ban hanh chinh cua xa, phuOng (phan 

cong true ca ngdy nghi), phat hien, ngjn chjn va de xujt xir ly diing quyen hp 

theo quy dinh cua phap lujt thu9c cac linh vuc: Djt dai, Xay Ong, Giao thOng, 

Bao ve moi truong, bao ve cac cong trinh ky thujt ha tang, cong trinh van hod - 
lich sir - danh thing. 

- Xay dung 	hoach hoat Ong cila D9T,hang thong, quy, nam va bd.° cdo, 
danh gia ket qua thirc hien tru6c cac cap c6 tham guyen; 

- Quail ly nhan vien, quan lY chuyen mon; phan cong cong tae, kiem tra, 
danh gia xep loci nhan vien; thuc hien cong tic khen thuOng, ky lujt doi 
nhan vien; tiep nhjn, dieu Ong nhan vien theo quy dinh,cda Nha nuac; 

- Thirc hien ,cac the d9 chinh sach cja Nha ntr6c doi 	nhan vien, chirc 
thuc hien quy the dan chu trong hoat Ong cila don vi minh quan 1Y; 

- Chu tr9ng ve cong tic dao tjo nang cao trinh d9, boi duong chuyen mon, kad 
nghiep vu va huong cac the d9, chinh sach theo quy dinh cua phap lujt. 

* Tieu chuan: Chuyen vien hoc tuo'ng &rang. 
- Co nang ljc dieu hanh; kha nang quy tu, doan ket, to chirc de can b9, vien 

chirc, nhan vien trong don vi thuc hien va phoi hap cac ca quan, don vi có lien 
quan thuc hien hoan thanh nhiem vu dtrac giao; CO k'y Wang Dieu hanh, to chirc 
tot cac hoat Ong; 

- Trinh do chuyen mon: Dai h9c chinh quy tra len ve chuyen nganh Lujt, 
xay dung, quan lY dat dai... 

- Trinh d9 quan lY hanh chinh nha ntrov: Ngach chuyen vien hojc tuang 
duang tra len; 

- Trinh d9 trung cap chinh tri trO len; 
- Sir dung thanh thao vi tinh van phong (chi:mg chi tin h9c van phong hoc 

chimg chi tin h9c trinh do B), cac phan mem chuyen dung (quan lY du an, do 
hoa, du todn) va cac trang thiet bi van phong phuc vu cong tac. 	 kst - CO it nhat 5 Warn cong tic. 

b. De)i pho DOi Klein Ira Quy tic do thi, thi 
- Gidp D9i truong thuc hien chirc nang, nhiem vu ducyc giao, thay Doi 

truang quan 1Y, dieu hanh D9i khi D9i truong di yang. D9i pho,chiu trach nhiem 
truck Chu tich .UBND thi xa, trirov D9i truang va phap lujt ye hoat d9ng cOng 
tic cua D9i cang nhir ca nhan theo nhiem vu doge phan Cong. 

- Tham muu cho D9i truang to chirc quan ly kiem tra tren dia ban hanh 

chinh cua xa, phirong (phan cong trjc ca ngdy nghi), phat hien, ngan chan va de 

xuat xir lY dung quyen han theo quy dinh cua phap lujt thuc cac linh vgc: Dat 

dai, Xay dung, Giao thong, Bao ve moi truong, bao ve cac cOng trinh 1Cy thujt 
ha tang, cong trinh van hod - lich sir - danh thing. 
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Cung v6i DOi truang chlu trach nhiem truck cap trein ve phan viec duoc 

Thay mat DOi Truang dieu hanh hoot dOng cua don vi khi duoc DOi 
truong uY quyen; 

Lieu chuan: Vien chdc hang HI hoac trang duang. 
Co nang Iuc dieu hanh, kha nang quy tu, doan ket, to chdc de can bO, vien 

chtirc, nhan vien trong don vi thuc hien va phi:5i hop cac ca quan, don vi co lien 
quan thuc hien hoan thanh nhiem vu duoc giao; Co k'y nang Dieu hanh, to chik 
tot c c boat dOng; 

Trinh dO chuyen mon: Dai hoc chinh quy tra len ye chuyen nganh Luat, 
xay • irng, quan 1Y dot dai... 

Trinh do quan lY hanh chinh nha nuoc: Ngach chuyen vien hoac tuang 
duan tra len; 

Trinh dO trung cap chinh tri trde len; 
Sr dung thanh thao vi tinh van phong (chdng chi tin hoc van phong hoac 

chirnt chi tin hoc trinh de? B), cac phan mem chuyen dung (quan lY du an, do 

011 hoa, 	town) va cac trang thiet bi van phong phuc vu cong tdc. 
6 kinh nghiem cong tdc tir 3 nom tra len. 
.2. Nhom congvic host Ong nghc nghiep. 

r. Vien chirc Kieni tra quy lac DT thi r Rini Son: 
* Nhiem vu: 

Quan ly gidm sat kiem tra dia ban duoc phan cong, phdt hien, lap bien ban 
vi p am hanh chinh cac trueng hop vi pham. Bdo cao vai lanh doo DOi va thong 
bat) "oi ChU tich UBND phitang, xa qua cong chdc Dia chinh - Xay dung, Dia 
chin - 	nguyen moi truemg. "Tam muu de xuat bien phap xu 1Y' cho lanh doo 

dong thai true tiep thuc hien cac quyet dinh xu ly hanh chinh cua UBND 
cac •ap va thuc hien cuOng che pha do cac cong trinh vi pham theo quy dinh cua 
phap luat; 

- Nam bat, phat hien, su 13% hoac bdo cao DOi truong Doi KTQTDT Thi xa 
va C u tich UBND xa phtrang xir lY nghiem, buOc doi trrong vi pham phai khOi 

ei$ 	
phuc lti tinh trong ban dau do cac hanh vi vi pham hanh chinh gay ra cac linh 
vuc a theo cac quy dinh sau: 

Ve su dung dat dai: Phat hien kip thai nhang truang hop lan, chiem dat dai, 
su d ng dat khong dUng muc dich, chuyen muc dich su dung dat trai phdp luat, 
ngtr' i sir dung dat thuc hien cac quyen va nghia vu khOng dung vai quy dinh cua 
pha luat. Giam sat va huang don cac to chdc, ca nhan six dung dat dung muc 
dich dien tich, kich thuoc, ranh 	va thai han duoc cap c6 tham quyen giao. 

Ve quy hooch, xay dung: Yeu cau cac to chdc, ca nhan xay dung cac cOng 
trinh dung quy hooch, dUng thiet ke duoc cap c6 tham quyen phe duyet, dUng 
not sung ghi trong giay phep va c6 trach nhiem bao ve quyen lqi hop phap cua 
ngu khac. 

Ve cac cong trinh ky thuat ha tang, cong trinh van hod : Kiem tra gidm sat 
kho g de cac to chirc, cd nhan xam pham den cong trinh kS7 thuat, cOng trinh 
van od. 

giao; 

• 
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Ve  trjt td an tan giao thong: Ngan ,chjn die hanh vi lam can tro.  giao 
thong, anh hung den my quan dirgrig pho nhu: Xay dirng leu quan, bay ban 
hang hod, vat to thiet bi, djt Nen quang cao, cac hoat d6ng the thao, (10 cac 
phuang tien giao thOng.v.v. tren via he, long duong lam anh huong den hoat 
dOng giao thong va hoat Ong cong cong. 

VC ve sinh moi truong: Ngan chjn cac to chirc, ca nhan co hanh vi lam 0 
nhiem moi trugng nhu: Thai nuov ban chua qua xir l)"7 ra muting thodt ntrac; Vint 
rdc, chat thai ra dtrOng pho; Chat phd cay xanh do thi va cac hanh vi gay 6 
nhiem moi trugng khdc. 

* Tiou chuan: 
- Trinh d6 chuyen mon: Trung cap tra len ve chuyen nganh Ludt, xay dung, 

quan l)"/ dat dai... cac chuyen nganh khdc phi hop A/6i cong vice dirge giao. 
- Thanh thao mot ngoai ngir : Trinh 016,A tro.  
- Sii dung thanh thao vi tinh va cdc thiet bi van phOng phgc vu cong tdc. 
- Nam vitng cac quy dinh ve chuyen mon linh vire quan 13'7; CO kha nang ljp 

he so Hen ban, khi phat hien hanh vi, vi pham hanh chinh tren dia ban quan l3",; 
- Ve sire khoe: CO sire khoe bdo dam hoan thanh nhiem v11 dugc giao. 
b. Nhein vien flop dong 	dOng Kieni tra quy tic DT thi xii Bi'm San: 
* Nhiem vu: 
- True tiep thi sat theo dOi kiem tra dia ban dirge phan cong, phat hien, ljp 

Nen ban vi pham hanh chinh cac trugng hop vi pham. Bdo cap vgi lanh. dao D6i 
va thong bap 	tich UBND phuOng, xj qua cong chirc Dia chinh - Xay 
dung, Dia chinh- Tai nguyen moi trugng.

,  
 Tham muu 	xuat bien phdp xir 1)"7 

cho lanh dao D0i, dong thoi true tiep thuc hien cac quyet dinh xir l3"T hanh chinh 
cua UBND cac cap va thgc hien cuOng the phd do cac cong trinh vi pham theo 
quy dinh ctla phdp lujt; 

- True tiep theo dOi kiem tra dia ban dugc phan cong, phat hien, sir l}'7, de 
xudt, ngan chjn kip thei cac hanh vi vi pham hanh chinh gay ra a cac linh vtrc 
va theo cac quy dinh sau: 

VC sir dung dat dai: Phat hien kip thei nhang trugng hop ran, chiem dat dai, 
sir dung dat khOng dUng mgc dich, chuyen rnvc dich sir dung dat trai phap ludt, 
ngtroi sir dung dat thdc hien cac quyen va nghia vu khong dung veri quy dinh cua 
phap lujt. Giam sat va hugng an die to claire, ca nhan sir dung dat dUng muc 
dich, dien tich, kich thugc, ranh 	va thoi han dugc cap có tham quyen giao. 

Ve quy hoach, xay dung: Yeu cau die to elide, ca nhan xay dung cac cong 
trinh dfing quy hoach, &mg thiet lee dugc cap c6 tham quyen phe duyet, dUng 
not dung ghi trong gidy pile]) va co trach nhiem bao ve quyen lgi hgp phap cna 
ngugi khdc. 

Ve cac cong trinh ky thudt ha tang, cong trinh van hod : Kiem tra giam sat 
khOng de cac to claire, ca nhan xam pham den cong trinh 1(5"T thudt, cong trinh 
van hod. 

Ve trjt tu an tan giao thong: Ngan ,ehan cac hanh vi lam can tro.  giao 
thong, anh huVrig den my quan dtrong pho nhu: Xay dung leu quail, bay bdn 
hang hod, vat to thiet bi, djt Non quang cdo, cac hog-  d6ng the thao, do cac 
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phua g tien giao thang.v.v. tren via he, long dtrOng lam anh huong den hoat 
Ong giao thOng va hog clang cong Ong. 

e ve sinh mai truing: Ngan chin cac to chirc, ca nhan co hanh vi lam 6 
nhiei mai truemg nhu: Thai nuoc ban chua qua xi:r lY ra muong thoat nuOc; Vint 
rac, hat thai ra duemg pho; Chat phi cay xanh do thi va cac hanh vi gay 6 
nhiei rnoi tru&ng khac. 

lieu chuan: 
Trinh d6 chuyen man: Trung cap tr& len ve chuyen nganh luat, xay dung, 

quail lY dat dai... cac chuyen nganh khac phi.' hop voi cong viec dupe giao. 
Thanh thao mot ngoai ngir : Trinh da,A tro 
Sir dung thanh thao vi tinh 	cac thiet bi van phong phuc vu cong tic. 
Nam yang cac quy dinh ve chuyen man linh vuc quan 1Y; CO kha nang lap 

h6 s • bien ban, khi phat hien hanh vi, vi pham hanh chinh tren dia ban quan ly; 
Ve sirc khOe: CO sirc khoe bao dam hoan thanh nhiem vu dupe giao. 
.3. Nhilng cong viec ho try, plug vu: 
Vi tri Ke toan: Quin ly ho so ke toan, tai san don vi; Tham muu ve cong 

kiem tra, quan lY tai san; Pht.1 trach viec giao dich 	Bao hiem xa h6i 
Vi tri Van thu, thu quy: (Kiem nhiem) Nhiem vii nhan chuyen cong van, 

bac) •do va luu vao so theo quy dinh, xir lY ding van chinh xac va dimg thbi gian. 
Kiel tra va ghi nhan thei gian girl bao cao, tong ket theo thing, quy; 

6. Sr nghiep khuyen nong - khuyen lam - khuyen ngu' thi xa Rim Sun 
(Tra khuyen 

'an cir Nghi dinh s6 56/2005/ND-CP ngdy 26/4/2005 cua Chinh phu ve 
ding tic khuyen nong, khuyen ngu. 

nue hien chu tracing sap xep thu gpn dau mai don vi sir nghiep, ba tri sir 
bien che tinh gon hieu qua, theo do UBNDrhi xa Bim Son da khamz 

thanl lap Tram khuyen nong, Sir dung 03 'Dien che vien chirc, darn nhiem Su 
nghi p khuyen nong - khuyen lam - khuyen ngu tren dia ban Thi xa (Bien the 
Trait khuyen (tong dtroc giao 03 ngtroi tai Quyet dinh so 3130/QD-UBND ngay 
20 tl ang 8 nam 2018 cua try ban nhan clan tinh Thanh hoa ye Wee giao giao 
bien che cong chtec, so luting ngtrai lam viec trong don vi str nghiep cong lop va 
lao song hop dong theo Nghi dinh so 68/2000/ND-CP cua Chinh phi( nal71 2018 
tinh hanh 1-16a); 

6.1. Nhom cong viec lanh clyo, diet' hanh: 
* Nhiem vu dia Su nghiep khuyen nong khuyen lam - khuyen ngu thi xa: 

Xay dung va huong an thuc hien chuong trinh, du an khuyen nang; Phe 
bien huong dan va chuyen giao tien b6 LS/ thuat ve nang, nghiep, ngu va nhang 
kinh nghiem, dien hinh san xuat cho nong dan. huong an, tip dung nhirng tien 
bo k, thuat; B6i duo'ng, tap huan kien thirc Ly thuat, quail ly kinh to va ran luyen 
tay ghe cho can b6 khuyen nong co 	nguai san xuat, cung cap cho nong dan 
cac hang tin thi twang, gia ca trong linh V 1IC nang, lam, thuy san; Boi du'Ona,, 
dao 4o nang cao trinh (10 chuyen mon nghiep vu, tap huan ky thuat, kinh te, thi 
taro' g cho can b6 khuyen nong co 	ngtrai hoat clang khuyen nong; Quan ly 
tai c inh, tai san dugc 	theo dung quy dinh cua Nha nuac. 

Thqc hien mot , nhiem vu khac do Chu tich UY ban nhan dan thi xa phan 
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cong hoc theo quy dinh cua phap lujt. 
6.2. Nh6m cong viec hoat Ong nghe nghiep. 
* Nhiem vn: 

6.2.1. Vien chirc thyr h&n chuyen mon, nghiep vu ve than mail: 
BoithrOng, tap huan k'3% thujt chan nuoi cho nong dan; xay dung mo hinh 

va chuyOn giao khoa hoc cong nghe; to van, hung dan quy trinh chan 
phong tri benh cho vat nuoi; thdc hien cac hoat d6ng thong tintuyen truyen ye 
tien b6 khoa hoc va cong nghe, thong tin thi truOng, gia ca, pho Hen diOn hinh 
tien tien trong san xuat, quan 13%, kinh doanh, phat trien chan nuoi, thdy san. 

* -lieu chuan: 

- Dam bao cac tieu chujncce ban theo quy dinh hien hanh dia. can b6, vien 
chdc; hieu blot, có nang 	, chuyen mon de tham muu v6i cac cap quan 
phoi hop cac don vi lien quan ding cap; pham chat chinh tri, nam yang chd 
truang, duong 16i cua Fang, Nha nu6c, cac van ban quy pham phap lujt lien 
quan den linh vdc khuyen nong — khuyen lam — khuyen ngu, nam \Tang nghiep 
vu quanlnha nu6c; 

Trinh d6 chuyen mon: CO bjng tot nghiep dai hpc he chinh guy ve nganh 
Nong hoc, Thdy san, TrOng trot, Lam nghiep; 

-1- Co trinh d6 ngoai ngd, trinh d6 tin hoc dam bao yOu cau trong cong tac 
quan ly, phi hop v6i ngach cong chtirc, vien chdc dang dam nhiem; 

sac khoe: Co sire khoe bao darn hoan thanh nhiem vu dupe giao. 
-1- CO nang krc ve nghiep vu chuyen mon; có kha nang su pham. 
6.2.2. Vien May thyr 	chuyen mon, nghiep vu ve cong tat khuyen 

Ming ye nganh nghe 'long nghiO, nong then: 
Thuc hien chdc nang khoa hoc, chuyen giao, pho bien nhang tien bo khoa 

hoc k'S/ thujt, nhang kinh nghiem dien hinh tien tien den tan 

ve  
san xuat 

nhjm nang cao nang suat, chat luting, hieu qua trong san xuat ve linh vdc trong 
trot. 

130i du6ng va phat triOn ki nang, kien thdc quan 13'7, kinh te, cung cap cac 
thong tin ye thi truong, gia ca cua nhang loai hang nong, lam, ngu nghiep cho 
nong dan. TO chdc thuc hien cac hoat d6ng dich vu trong linh vdc nong, 
ngu nghiep trendia ban. 

* -Fiat chuan: 

- Dam bao cac tiou chuan co' ban theo quy dinh hien hanh cua can b6, vien 
elide; hieu blot, co nang krc 	

, 
chuyen mon 	tham mtxu v6i cac cap quan 13%, 

phOi hop cac don vi lien quan ding cap; pham chat chinh tri, nam yang chU 
truang, du6ng 16i cua Jiang, 1\lha, nuac, cac van ban quy pham phap lujt lien 
quan den linh vdc khuyen 'long khuyen 	khuyen ngu, nam \Tang nghiep 
vu quan ly nha mak; 

1- Trinh d6 chuyen mon: Co bjng tot nghiep dai hoc he chinh quy ve nganh 
Nong hpc, TrOng trot, Lam nghiep; 

CO trinh do ngoai ngd, trinh (16 tin hoc dam bao you cau trong cong tac 
quan 13%, phn hop v6i ngach cong chic, vien chic dang darn nhiem; 

sac khoe: CO sire khoe bao darn hoan thanh nhiem vu dupe giao. 
CO nang ldc ve nghiOp vii chuyen mon; c6 kha nang su pham. 
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.2.3. Vien chirc thy.c hien chuyen mon, nglqp vu ve hint nghiep, coy do 

'hire hien cac not dung cong viec, nhiem vu hoat dgng cong tac khuyen 
nong ve lam nghiep, cay do thi. 

lieu chuan: 
Dam bao cac tieu chuan,ca ban theo quy dinh hien hanh cua can bg, vien 

chuc; hieu biet, co nang lvc ye chuyen mon 	tham muu vgi cac,  cap quan 
phoi gp cac don vi lien quan el:mg cap; pham chat chinh tri, nam yang chil 
truo' g, duerng 16i cua fang, Nha mak, cac van ban quy pham phap luat lien 
quan den linh vire khuyen nong — khuyen lam — khuyen ngu, nam yang nghiep 
vv q an 17 nha nage; 

Trinh do chuyen mon: CO bang tot nghiep dai hoc he chinh quy ye nganh 
Non! hpc, Trgng trot, Lam nghiep; 

CO trinh do ngoai ngu, trinh d6 tin hpc dam bao yeu cau trong cong tac 
quail ly, phU hgp \Jeri ngach cong chdc, vien chdc dang dam nhiem; 

- Ve sire khoe: CO sdc khge bao dam hoan thanh nhiem vu &tore giao. 
CO nang hrc ye nghiep vu chuyen mon; có kha nang su pham. 

.2.4. Wen chirc thyv hien chuyen mon, nghi?p vu ye fluky son: 
fhvc hien cac ngi dung ding viec, nhiem vu hoat d6ng cong tac khuyen 

nong ye chuyen nganh thuy san. 
lieu chuan: 
Dam bao cac tieu chuan co ban theo quy dinh hien hanh cua can b6, vien 

chirc hieu biet, co nang Ivc ye chuyen mon de tham muu vgi cac,  cap quan 
phoi hop cac don vi lien quan cong cap; pham chat chinh tri, nam yang chu 
truce g,,  dugng loi cua f)ang, Nha nugc, cac van ban quy pham phap luat lien 
quan den linh vtrc khuyen nong khuyen lam --- khuyen ngu, nam yang nghiep 

q an 17 nha. mak; 
Trinh (16 chuyen mon: CO bang tot nghiep dai hpc he chinh quy ve nganh 

Cha nuoi, Thiry san; 
4- CO trinh (16 ngoai ngu, trinh d6 tin hoc dam bao yeu cau trong, cong tac 

quan ly, phu hgp veri ngach cong chdc, vien chdc dang dam nhiem; 
Ve sue khoe: CO sdc khoe bao dam hoan thanh nhiem vv duke giao. 

4- CO nang lire ve nghiep vv chuyen mon; cg kha nang sir pham. 
6.3. Nhfing cong viec ho try, phyc vu: 
- Vi tri ke roan, van thu', thii quy: (Kiem nhiem) 
Du toan thu chi, lap chdng td, he sa thu chi, quyet toan theo dinh ley. Kiem 

ke, •uan 1.7 co so vat chat, tai chinh don vi. Soan thao van ban, chinh ly va luu 
trit o so; nhan - chuyen cong van, bao cao va luu vao so theo quy dinh, xur ly 
conv, van chinh xac va dUng thOi gian. Kiem tra va ghi nhan thai gian girl bag 
ca.°, Ong ket theo thang,,qu. 

7. Trtro'ng trung cap Nghe Bim So'n: 
7.1. Nhom cong viec lanh dyo, lieu hanh: 
a. Ili?tt Trtrong Trung cap Nghd Rim San: 01 nguoi: 
* Nhiem vu: 
- To chdc thvc hien cac quyet ngh1 cua I I6i d6ng truOng. 
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- Quan 1)"7 ca so.  vat chat, tai san, tai chinh ciTia nha trireeng va to chic khai 
thac, siI dung,  c6 hieu qua cac nguon 	huy cl6ng cluvc de phuc vu cho hoat 
d long day nghe theo quy dinh cUa phap luat. 

- Thirong xuyen chain to cai thien dieu kien lam viec, giang day va hoc tap 
cho can b6, gido vien va nguoi hoc. 

- TO chirc va chi dao xily Ong moi truong sir pham lanh manh; dam bao an 
ninh chinh trj va trat to an toan xa h6i trong nha truong. 

Thuc hien quy the dan chu trong nha truong; thi,rc hien cac chinh sach, 
the do cua Nha nuoc doi voi can b6, gido vien va nguei hoc trong truOng. 

- TO 	cac hoat Ong to thanh Ira, kiem tra, kiern djnh chat luting day 
nghe theo quy dinh. Chap hanh cac guy& djnh ve thanh tra, kiern tra, kiem dinh 
chat luting day nghe dia co quan, to chdc cc') than' quyen. 

- Thuc hien day du va kip thoi che do bap cao dinh ky va d6t xuat theo quy 
dinh cua phap luat. 

* 	chuan: Vien chirc hang III hoac tu'o'ng duong. 
- CO nang luc dieu hanh; kha nang quy tu, doan ket, to chdc de can b6, vien 

chirc, nhan vien trong don vj thuc hien va ph6i hop cac cc quan, don vj cc') lien 
quan thuc hien hoan thanh nhiem vu duvc giao; Co 4 nang Dieu hanh, to chirc 
tot cac hoat Ong; 

- CO trinh d6 Dai hoc tree len ve linh virc Gido duc&dao tao, dao tao 
- Da qua dao tao, !Doi du&ng ye nghiep vu quan ly gido due nghe nghiep; 
- Ly luan chinh trj: Trung cap trO len 
- Quan ly nha niroc: Chuang trinh chuyen vien tro' len hoac chUng chi 

Quan ly gido due. 
- Ngoai ngir: A hoac 13 
- Tin hoc: ,A 
- CO it nhat 5 nam cong tac. 
b. Phi hieu Truiing Trung cap Nghe Bin' San: 
* Nhiem vu: 
Gifip Hieu truong quan 1)"7, dieu hanh mot so mat cong tac do Hieu truong 

phan cong va giai guyet cac cOng viec khac do hieu truong giao; thay mat hieu 
truong giai quyet khi yang mat va chju trach nhiem doi v6i cOng viec duvc giao. 

'hieu chuan: Vien chile hang III hoac tuo'ng &rang. 
- CO nang ltrc dieu hanh; kha nang quy tu, doan ket, to chirc de can b6, vien 

chin, nhan vien trong don vi thuc hien va ph6i hop cac co quan, don vj c6 lien 
quan thuc hien hoan thanh nhiem vu dupc giao; CO ky nang Dieu hanh, to chirc 
tot cac hoat Ong; 

- CO trinh d6 Dai hoc trO len ye linh vuc Gido duc&dao tao, dao tao nghe... 
- Ida qua dap tao, b6i dirang ve nghiep  vu quan 13'7 gido due nghe nghiep; 
- 1_4/ luan chinh tit Trung cap tr6 len 
- Quan 13:r nha nuov: Chuang trinh chuyen vier' tr6 len hoac chirng chi 

Quan 13"/ gido duc. 
- Ngoai ngir: A hoac B 
- Tin hoc: A 
- Co kinh nghiem cOng tac tix 3 nam tro• 
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'.2. Nhom cong v10 host long nghe ngh4. 
.3. Cap truang to chirc cau thanh (Truang phang,ho(ic Truang khoa): 
ruOng phong, khoa chiu trach nhiem quail 1Y, dieu hanh hoat Ong cua 
khoa va true tiep thgc hien mot so cong viec trong linh vuc chuyen mon, 

nghi^p vu dupe phan cong; chiu trach nhiem truck Hieu truOng ye viec that 
hien dc nhiem vu dupe giao. 

.3 Cap pith to chtiv cau thanh (Pho trttang phong ho(ic Pho trwang 
khoa : 

liup TruOng phong, khoa quan ly dieu hanh hoat Ong cua phong, khoa 
dugc TruOng phong, khoa phan cong true tiep quail ly mot so linh vgc, nhiem 
vu c i ng tac; chiu trach nhiem truck Truemg phong, khoa va truck Hieu trudng 
ve n Crng linh vire cOng tac duoc phan cong. 

r. Vien chtiv phong Dao trio: 
Nhiem vu: 
Lap ke hoachthgc hien not dung chuong trinh dao tap cua don vi; Ky 

duye kiem tra cac ho so thgc hien chuang trinh va quan IY hpc vien va cac quy 
dinh 6 lien quan. 

"Tam gia day dU cac ky b6i duang chuyen mon nghe nghiep do nganh to 

Thgc hien mot so cong viec khi dupe BGD phan Cong. 
Tieu chuan: 

- Co trinh dO Dai hpc trO len ve linh vgc Gido dgc&dao tao, dao tao nghe, 
phu pp vdei cong viec dugc giao. 

- Ngoai ngir: A hoac B 
Sir dung thanh thao vi tinh va cac thiet bi van phong phuc vu cong tac. 
Nam vitng cac quy dinh ve chuyen mon linh vuc to chirc dao tao; 

- Ve sac khoe: Co sire khoe bap dam hoan thanh nhiem vg dupc giao. 
b. Vien chi'c giang day cac 60 mon van hoa: 
* Nhiem vu: 
- Hang ky va thgc hien giang day day du not dung chuong trinh thco quy 

dinh 
- Ky duyet kiem tra cac h6 so chuyen mon ca nhan theo quy dinh cua 

ngan , 
- Phu trach cong tac day cac bP mon van h6a trong nha truOng cho hpc vien. 
- Tham gia day du cac kS/ boi &rang chuyen mon nghiep vu do nganh to 

claire; 
- Thgc hien mot s6 cOng viec khi dupe BGD phan cong. 
* Tieu chuan: 
- CO trinh dP Dai hoc ix& len ve linh vuc Gido duc&dao tao, dao tao nghe, 

phi pp voi cong viec dugc giao. 
- Ngoai ngir: A hoac B 
- dung thanh thao vi tInh va cac thiet bi van phong phgc vu cong tac. 
- Nam yang cac quy dinh ve chuyen mon linh vuc giang day; 
- Ve sire khoe: Co sire khOe bao dam hoan thanh nhiem vu dupe giao. 
b. Vien chirc giiing day khoa 	khi - DOng 1Tc: 

chirc 
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* Nhiem 
- Rang V va thgc hien giang day day du not dung chtrang trinh theo quy 

dinh cua khoa Co' khi - DOng lure; , 
- KY duyc,'t kiem tra cac ho 	chuyen mon ca nhan theo quy dinh cua 

nganh; 
- Phu trach cong tac day Nghe chtrong trinh Co khi - DOng lye cho hoc 

vien. 
- Tham gia day du cac kY boi throng chuyen mon nghe nghiep do nganh to 

chirc; 
- 'Nue hien mot s6 cOng viec khi duvc BGD phan cong. 
* Tieu chuan: 
- Co trinh dO Rai hoc tr& len ye linh vuc Gido dyc&dao tax), dao tao nghe, 

phi.' hop voi cOng viec duvc giao. 
- Co chimg chi giang day Nghe theo quy dinh; 
- Ngoai ngii: A hoac B 
- Sir dung thanh thao vi tinh va cac thiet bi van phong phyc vu cong tac. 
- Nam vung cac quy dinh ye chuyen mon linh vuc day nghe; 
- VC sire khoe: Co sure khoe bac) dam hoan thanh nhiem vu duvc giao. 
b. Vien chic giang dory khoa Drell - Cling nghe: 
* Nhiem 
- Bang V va thuc hien giang day day du not dung chirang trinh theo quy 

dinh cua khoa Dien Cong nghe;,  
- duyet kiem tra cac ho 	chuyen mon ca nhan theo quy dinh cilia 

nganh; 

Phu trach cong tac day Ngho chtrang trinh Dien - Cong nghe cho hoc vien. 
- Tham gia day du cac kY boi &rang chuyen mon nghe nghiep do nganh to 

elide; 
- Thuc hien mot so cong viec khi &roc BGD phan Cong. 
* 	chuan: 
- Co trinh dO Dai hoc trd len ve linh vuc Gido dyc&dao tao, dao tao nghe, 

phili hop voi cong viec duvc giao. 
- CO chi:mg chi giang day Ngl.)e theo quy dinh; 
- Ngoai ngt`r: A hoac 13 
- Sir dung thanh thao vi tinh va cac thief bi van phong phyc, vy cong tac. 
- Nam yang cac quy dinh ye chuyen mon linh vire day nghe; 
- Ve sire khoe: CO sire khOe bao dam hoan thanh nhiem vu throe giao. 
b. Vien chav 1131 dong TV van Nghe (kiem nhiem): 
* Nhiem vu: 
- Thuc hien not dung chtrang trinh tu.  van Nghe cho Hoc vien theo not dung 

ke hoach TiOi (long Tu.  van Nghe; 
- Thgc hien cong tac dao tao boi &rang. 
- Thgc hien mot so cong viec khi duvc BGD phan Cong. 
* Tieu chuan: 
- CO trinh dO Dai hoc trO len ye linh vuc Gido duc&dao tao, dap tan nghe, 

phU hop voi cong viec duce giao. 

50 



Co chimg chi giang day Nghe thco quy dinh; 
Ngoai ngir: A hoac B 
Sit dung thanh than vi tinh va cac thiet bi van phOng phvc vv cong tac. 
Nam \Tang cac quy dinh ve tu van linh vvc day va h9c nghe; 
Ve si_rc khoe: Co sdc khoe bao dam hoan thanh nhiem vu dirge giao. 
.3. Nhirng cong vice ho try, phty vu: 
r. Nhan vien ke toan: 

Nhiem vu: 
• uan 1)'7 ho so, so sach ke toan va tai san cua trueng, tham muu cho Hieu 

truO g ye cong tae tai chinh. 
Tieu chuan: 

rot nghiep Dai h9c tro len (chuyen nganh K.0 toan — Tai chinh), c6 sire 
khoe c6 nang lvc chuyen mon, nghiep vv; dugc boi duang, tap huan qua cac lop 
chuy n men, nghiep vu; dao dirc tot. 

. Nhan vien van thu'-hru tar: 
Nhiem vu: 
han— Chuyen cong van, bao cao va luu vao so theo quy dinh, xir ly cong 

van chinh xac va clUng thOi gian. Kiem tra va ghi nhan thoi gian gdi bac) cao, 
tong et theo thang, q4 de luu xet thi dua cuoi nam; nhan, tra ho so hoc vien va 
quan 1y theo so sach. 

* Tieu chuan: 
CO sire khOe, dao dire tot; dirge dap tao, boi clang chuyen mon, nghiep vu 

Van hu, luu tat. 
d. Thin' quy: 
* Nhiem vu: 
Thuc hien thu, chi tien mat, kiem tra, kiem soat cac loai chi:mg tis truck k.hi 

thu, hi: chil k)'/, chirng minh thu nhan dan, dOi chieu bang ke thu, chi tien khop 
dim veri chirng tux va thvc te, doi chieu q4 hang ngdy voi ke toan. 

* Tieu chuan: 
CO sire khoe, dao dirc tot; dupc ciao tao, boi duOng chuyen mon, nghiep vu 

Thu 4. 
Nhan vien Yte - Vat tre: 

* Nhiem vu: 
Quan 1‘)'/, kiem tra do dung, thiet bi day hoc cua trubrig; 
Quan l)"/ ho so, so sach thiet bi day hoc; theo &Pi quan ly vice mugn tra thiet 

bi Y e - Vat tu cua trueng. 
* Tieu chuan: 
CO sire khoe, dao dire tot; dupe dao tao, boi duOng chuyen mon, nghiep vv 

chu en nganh Yte - Vat tu truOng h9c. 
e. Nhan vien (pan IfY 110C sinh, sinh vien: 
* Nhiem 
Quan ly giO gide sinh boat cua hoc sinh. sinh vien not tru ngodi gio tren lOp 

thco nOi quy cua Nha truOng; 
* Tieu chuan: 

S1 



CO sire khoe, dao dilic tot; dtrac tap huan, bai dung chuyen mon, nghiep 
vu chuyen nganh quan lY. 

f. Nhan vien Bao ye: 
* Nhiem 

Bao ve darn bao an ninh trjt to trong khuan vien tru'Ong, bao quail tai san 
ciia Nha trtrang;, thtrc hien an town chay no... 

* Tieu chuan: 

CO sire khoe, dao arc tot; duvc tham du' tap huan, boi dtrOng kien thdc thtrc 
thi cong viec do Thi xa. va Tinh to chirc. 

8. Trung tam GiAo due nghe nghiep- GiAo due Thwo xuyen: 
8.1. Nhom vi tri viec lAm gAn vQi cong viec lanh dao, quan 13'7, dieu 

hanh.---  01 vi tri, 
a. 11/ tri ngtrai dfrng dau 	d6c)= 01. 
* Nhiem 
- Chlu trach nhiem quan IY chi dao chung toan Trung tarn;  

Chu tai khoan cua Trung tarn GDTX Bim San. Quyet dinh thu chi va 
phan ph6i cac thanh qua lao d6ng, thu'c hanh k9 thujt, dich vu theo quy dinh; 

- Ljp ke hoach, to chdc thirc hien va giam sat danh gia viec thirc hien ke 
hoach nham hoan thanh cac nhiem vu cua trung tarn; KY hoc ba, cac giay chimg 
nhjn trinh d6 hoc krc va 1(9 thujt, nghe nghiep, chirng chi gido dtic thisong 
xuyen cho hoc vien hoc tai trung tarn theo quy dinh ctia. B6 Gido dtic va Dao 
tao; 

- Trtrc tiep chi dao, phtt trach cac linh vtrc cong tac: T6 chdc can b6; Ke 
hoach tai chinh; Xay dung ca ban; thong tin tong hpp; Doi ngoai, hpp tac, lien 
ket; Thi dua khen thtrana,. 

- Chu tich 	1-IDKI-I; Trtrang ban chi dao cai each hanh chinh; Xa h6i 
haa GD; Cac chtrang trinh, du' an GD. Tham gia vao cac Ban do cap tren yeti 
cau, chi dinh. 

- Phu trach TO tianh chinh-TOng hap va. To lien ket dao tao. 
* Tieu chuan: 
- CO trinh d6 Dai hoc tra len ye linh vtrc Gido dvc&ciao tao, dao tao nghe... 
- Ly luan chinh tri: Trung cap tra len 
- Quail ly nha. nuac: Chuang trinh chuyen vien tra len hoac clairng chi 

Quan 1Y7, 6do dtic. 
- Ngoai nga: A hoac 13 
- Tin hoc: A 
b. Vi tri To truOng Tij gido vy-hanh chinh-tang hop: 
* Nhiem 
- Xay Ong ke hoach, quy the boat d6ng dia. to, Dieu hanh mpi hog dang 

cilia to, trien khai nhiem vu duvc BGD phe duyet.Tong hap cac so lieu bao cao 
BGD theo quy dinh 

- Phu trach cac linh vtrc: Ke hoach tai chinh; Van ph6ng; y to truang hoc; 
Van thu luu trft; thiet bi, thu vien. Thi dua khen thisang cilia to 

- Tham gia cac ban do Giam doc giao. Chuan bi cac not dung bao cao truck 
h6i nghl. 
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Thuc hien mot so cong viec khi dugc BGD phan cong. Chiu trach nhiem 
truck Giam doe ve mpi hoat Ong cua 

Tieu chuan: 
Co trinh do Dai hoc tra len ve linh vuc Gide, duc&dao tao, dao tao nghe... 
Ngoai ngil: A hoac B 
Tin hoc: A 
. Vi tri To trtravg To gido vien giang day van, hoa 
Xay dung ke hoach, quy the hoat Ong cua to, Dieu hanh mpi hoat dgng 

cua to, trien khai nhiem vu dtroc BGD phe duyet.Tong hop cac so lieu bao cao 
BGD theo quy dinh 

Ky duyet kiem tra cac he,' so chuyen mon ca nhan thco quy dinh va cac 
van Dan bao cao. Chuan bi cac not dung bao cao truck he)i nghi 

Phu trach cOng tac day van hOa cho HS tai Trung tarn va cho HS cac 
truer g lien ket. Cong tac bOi dung thuerng xuyen gido vien. Thi dua khcn 
thuo• g cua to. Tham gia cac ban do Giam doe giao. 

Thuc hien mot so cong viec khi rthroc BGD phan cOng. Chiu trach nhiem 
truo.  Giam doe ye moi hoat Ong cua to. 

* lieu chuan: 
Co trinh de, Dai hoc tr .& len ye linh yuc Gido duc&dao tao, dao tao nghe... 
Ngoai ngQ': A hoac B 
Tin hoc: A 

- Co kinh nghiem 3 nam cong tac; 
d. Vi tri To trtrong To Duo tyo Nghe - Lien ket: 
* Nhiem 
- Xay dung ke hoach, quy the hoat dgng cua to, Dieu hanh moi hoat Ong 

t:,cua 	trien khai nhiem vu dugc BGD phe duyet.Tong hop cac so lieu bao cao 
BGI theo quy dinh,  

- KS/ duyet kiem tra cac ho so' chuyen man ca nhan thco quy dinh va cac 
van Dan bao cao. Chuan bi cac not dung bao cao truck 110i nghi 

- nue hien mot so cong viec khi . duoc BGD phan cong. Chiu trach nhiem 
truer Giam doe mpi hoat Ong cua to. 

- Phu trach lien ket Ye day nghe; Cac linh yuc dao tao Tin hoc, Anh van. 
Con tac thi dua khen thuOng cua to. Tham gia cac ban do Giam doe giao. 

* Tieu chuan: 
- Co trinh do Dai hoc trer len ye linh yuc Gido duc&dao tao, dao tao nghe... 
- Ngoai ngir: A hoac B 
- Tin hoc: A 
- Co kinh nghiem 3 nam cong tac; 
8.2. Nhom vi tri viec 	 cong viec ho4t dong nghe nghib: 02 

vi tr , gom: 
a. Vien chirc giiing day cac b0 mon van how (Day cac mon "Tan, Ly, Floa, 

Sinh Van, Sir, Dia, Ngoai Ngir, Gido dtic cong dan, Tin hoc); 
Nhiem vu: 
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Thtrc hien cong tdc giang day theo chuang trinh gido due thueng xuyen bac 
Trung hoc, pho th.6ng do BP Gido due 	Dao tao qui dinh; Quan 13'7 theo dOi, 
danh 	ket qua hoc tap cUa hoc vien. 

* Tieu chuan: 
TOt nghiep Dai,  hoc tr .& len, co sire khoe, c6 nang 	chuyen mon, nghiep 

vu su, pham; dupe bOi duOng, tap huan qua cdc 	chuyen mon, nghiep vu; dao 
dire tot. 

b. Vien chirc giiing day Ngh - Lien ket: 
* Nhiem 
- Thgc hien cong tac giang day, dao tao nghe theo chtrang trinh sa cap do 

BP Lao dPng Thuang binh va xa hPi quy dinh; Quan 13"/ theo dai, danh gia ket 
qua hoc tap, xet cap chi:mg chi nghe cho hoc vien. 

- Trion khai thuc hien cong tdc lien ket voi cdc tru6ng Trung cap nghe, 
Trung cap chuyen nghiep de day van hoa cho hoc sinh, sinh vien va thuc hien 
day nghe cho ,hpc sinh Trung tarn. 

- Lien ket voi cdc truong chuyen nghiep, cdc co so• ciao tao de to chirc hoc 
va thi cap chimg chi, chirng nhan, giay phep cho cdc dOi tugng c6 nhu cau tren 
dia ban Thi xa. 

- To chirc, thirc hien cdc chuyen de ming cao chat lugng cuPc song; Chuyen 
de ve thuc hien cdc van (.' phop ludt, phong chong to nan XII; Chuyen de ve ren 
luyen cdc 1(577 Wang song, lam viec cho ode doi tupng... 

- Thvc hien cong tdc Gido due cong (tong. 
Tieu chuan: 

TOt nghiep Dai hoc trey len, co sire khOe, c6 nang luc chuyen mon, nghiep 
vu su pham; dupe b6i du'Ong, tap huan qua cdc 16p chuyen mon, nghiep vu; dao 
dire tot. 

8.3. Nhom vi tri viec lam gin 	cong vi0 ho try phyc vy, 
a. Nhiln vien ke twin: 01 vi tri 

Nhiem vu: 
Quan 17 116 so', s6 sdch ke todn va tai san cua truong, tham muu cho Gidm 

d6c ye cong tdc tai chinh. 
b, Tieu chuan: 
Tot nghiep Dai hoc tr6 len (chuyen nganh Ke toan — Tai chinh), c6 sire 

khoe, c6 nang luc chuyen mon, nghiep vu; dupe bai throng, tap huan qua cac lop 
chuyen mon, nghiep vu; dap dire tot. 

b. Nhan vien van thu-hru trii7 01 vi tri 
* Nhiem vu: , 
Nhan— Chuyen cong van, bd.° cao va luu vao so theo quy dinh, xir 13'T cong 

	

van chinh xdc va dUng thoi gian. Kiem tra va ghi nhan thoi gian 	bdo cao, 
tong ket thco thdng, qui de lull xet thi dua cu6i nam; nhan, tra 116 so hoc vien va 
quan ly theo so sach. 

* Tieu chuan: 
Co sac kh6e, dao dire tat; dupc dao tao, boi duOng chuyen mon, nghiep vu 

Van thu, ltru tra. 
c. Thu (pip 01 vi tri 
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Nhiem vu: 
'hue hien thu, chi tien mat, kiem tra, kiem soot cac loaf chUng tar& khi 

thu, hi: chir ky, chUng minh thtr nhan dan, dOi chieu bang ke thu, chi tien khop 
dUng \Teri chi:mg tif vathtfc te, doi chieu quy hang ngdy 	ke toan. 

Tieu chuan: 
..O sire khoe, dao dire tot; throe ddo too, bof duotg chuyen mon, nghiep vu 

Thu uS-7 
1. Nhan vien thu' vien, thiet bi- thi nghietn: 01 vi tri 

Nhiem vu: 
uan 1)2, kiem tra do dung, thiet bi day-  hoc cua trung tarn; 
uan ly ho so, so sach thiet bi day h9c; theo dOi quan lY viec moon tra thiet 

bi da h9c cua trung tam. 
lieu chuan: 
o sire khoe, dao dire tot; dupe ddo tat), bof duang chuyen mon, nghiep vu 

chuy n ngdnh Thu vien - Thiet bi trung h9c. 
. Do'n vi trtromg hyc cac 134 TIICS, Tien hoc, M'am Non tr'en dia ban 

'Ili a: 
Tren dia bdn 	xa có tong so: 6 trubng TICS; 07 truOng Tieu Hoc; 8 

true-  g Mam Non vd 03 truong THCs&-m, 
Doi voi 02 don vi truOng THCS&TH thgc hien day du chic nang nhiem 

vu c a 2 cap hoc THCS&TH, theo co the hoot dOng lien cap; 
.1. Trtro'ng TIICS tren dia ban Thi xä: 
.1.1. Nhorn cong viec lanh dao, di'eu hanh. 
. Hien trtromg: 

* Nhiem vu: 
Xay dung, tO chirc bO may nha truong; 
'Have hien cac quyet nghi. cua HOi &mg trung duoc quy dinh tai khoan 3 

Dieu 20 cua Dieu le nay; 
- Xay dung quy hoach phat trien nhd trubrig; xay dung va tO chirc thuc hien 

ke holach nhiem vu Warn hoc; bao cao, danh gia ket qua thuc hien truck 1hi dOng 

911 	
true.  g va cac cap co thdm quy-en; 

- Thdnh ldp cac to chuyen mon, to van phong va cac hOi dong to van trong, 
nhd rtrOng; bo nhiem to trudng, to pho; de xuat cac thanh vien cua Hof clang 
truer g trinh cap co thdm quyen quyet dinh; 

Quan lY giao vien, nhan vien; quail lY chuyen mon; phan cOng cong tac, 
kiel tra, danh gia xep loci giao vien, nhan vien; thuc hien cong tac khen thuOng, 
ki lu t dei voigiao vien, nhan vien; thuc hien viec tuyen dung giao vien, nhan 
view ky hop (long lao dOng; tiep nhdn, ctieu Ong giao vien, nhan vien theo quy 
dinh cua Nha nuov; 

Quan 1'3'T h9c sinh va cac boat dOng cua hoc sinh do nhd truOng to chic; 
xet • uyet ket qua danh gia, xep loaf hoc sinh, ky xac nhdn hoc ba, ley xac nhdn 
hod thanh chuong trinh tieu hoc cho hoc sinh tieu hoc (neu có) cua truOng pho 
thon có nhieu cap hoc va quyet dinh khen thuong, ky ludt hoc sinh; 

Quan ly tai chinh, tdi san cua nhd truohg; 

• 
• 
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- Thuc hien cdc the dO chinh sach cua Nha nu& 	gido vien, nhan 
via, hoc sinh; to chirc thuc hien quy the dan chi trong hog dOng ctia nha 

truOng; thkrc hien cong tdc xa hOi hod gido duc cua nha truong; 
- Chi ciao thuc hien cdc phong trio thi dua, cdc cuOc van dOng cia nganh; 

thgc hien cong khai doi voi nha trtrOng; 
- Disoc dao tao nang cao trinh dO, boi duang chuyen mon, nghiep vu va 

hung cdc the dO, chinh sach theo quy dinh cia phap luat. 
* Tien chuan: 
- Co nang ltxc dieu hanh; kha. Wang quy tu, doan ket, to chirc de cong chirc, 

vien chirc trong don vi thuc hien va phoi hop cdc co quan, don vi 
- Co k--y nang Dieu hanh, to chirc tot cdc hog dOng; 
- Trinh dO chuyen mem: Dai h9c tro len ve chuyen nganh gido duc 
- 1.47 Juan chinh tri: Trinh do trung cap chinh tri trO• len; 
- Thanh thao mOt ngoai ngir thong dung: Trinh de) B tieng Anh; 
- Sn dung thanh thao vi tinh van phong (chimg chi tin hpc van phong hoac 

chilmg chi tin hoc trinh dO B) 
- CO kinh nghiem 5 nam cong tic; 
b. Pito hieu truo'ng 
* Nhiem 
- Thuc hien va chlu trach nhiem truck Hieu truong ve nhiem v11 du'oc Hien 

trung phan cong; 
- Cnng 	Hieu trudng chit.] trdch nhiem trtrov cap tren ve phan viec dtroc 

giao; 
- Thay mat Hieu truong dieu hanh hog dOng cua nha truerig khi duc Hieu 

truing LIS/ quyen; 
- Dtroc dao tao nang cao trinh do, bOi dtrOng chuyen mon, nghiep vu va 

huOng die the dO, chinh sach theo quy dinh cna phdp luat. 
- TO chic cho can 1)0 quan ly, gido vien, nhan vien va hoc sinh tham gia 

cdc hog dOng giao dye. 
* Tieu chuan: 
- Co nang loc dieu hanh; khi nang quy tu, doan ket, to chirc de cong chirc, 

vien chirc trong don vi thuc hien va phoi hop cdc co quan, don vi 
- Co k-y nang Dieu hanh, to chic tot cdc hog Ong; 
- Trinh dO chuyen mon: Dai hoc tro.  len ve chuyen nganh gido due 
- LY/ luan chinh tri: Trinh de.) trung cap chinh tri tro• len; 
- Thanh thao mot ngoai nga thong dung: Trinh de) B tieng Anh; 
- dung thanh thao vi tinh van phong (chtrng chi tin hpc van phong hoac 

el-lung chi tin h9c trinh dO B) 
- Co kinh nghiem 3 nam cong tic; 

c. To trurong TO chuyen mon ho4c tu'o'ng ducvng. 
* Nhiem 
- Xay dung va thuc hien ke hoach hog dOng chung cua to, hung dan xay 

dung; 
va quan l3"/ ke hoach ca nhan cna to vien theo ke hoach day hoc, phan phPi 
chuong trinh va cdc hog dOng gido duc khdc cna nha trurOng; 
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To chirc boi duOng chuyen mon va nghiep 	tham gia danh gia, xep loci 
cac t anh vien cua to theo quy dinh cua Chuan nghe nghiep giao vien trung hoc 
va ca quy dinh khac hien hanh; 

Gieri thieu tO truerng, to pho; 
De xuat khen thirong, ky ludt doi voi giao vien. 
lieu chuan: 
Co nang lure dieu hanh; kha nang quy tu, doan ket, to chirc de vien chirc 

trong to thuc hien. Chuyen mon gioi; 
Co 1(57 nang Dieu hanh, to chirc tat cac hoat dOng; 
Trinh do chuyen mon: Cao dang tref len ye chuyen nganh giao due 
SU dung thanh thao vi tinh van phong (chirng chi tin hoc van phong hoac 

chirn chi tin hoc trinh (IP A) va cac trang thiet bi van phong phuc vu cong tac. 
. 	pho To chuyen mon ho4c tuung duvng. 
Nhiem,vv: 
Cung to truong xay dung ke hoach hoat dOng cua to Thuc hien boi dung 

chuy n mon, nghiep vu, kiem tra danh gia chat luong, hieu qua cong tac day hoc 
va q an 1.);' sir dung de climg day day h9c; "Tam gia danh gid, xep loci gido vien 
theo huan nghe,  nghiep. 

lieu chuan: 
CO nang ltrc dieu hanh; kha nang quy tu, doan ket, to chirc de vien chirc 

trona to thuc hien. Chuyen mon gioi; 
Co k'y nang Dieu hanh, to chtk tot cac hoat Ong; 
Trinh (IP chuyen mon: Cao clang treY len ve chuyen nganh giao due 
Sir dung thanh thao vi tinh van phong (chirng chi tin hoc van phOng hoac 

chirnt chi tin hoc trinh dO A) va cac trang thiet bi van phong phtic \q1 cong tac, 
.1.2. Nhorn cong yiec ho4t dOng nghe nghiep. 

t. Gido vien day van lion gitio duc the chat, nhyc hya va chit nhiem 
* Nhiem vu: 

Dam nhiem cong viec giang day cac by mon van hOa, gido due the chat, 
nhac hpa va chit nhiem lop; 

- Thirc hien giang day, giao duc hoc sinh theo phan mon Giang day, gido 
clue ii am bao chat luong theo chuong trinh gide, due, ke hoach day hoc; soan bai, 
len lip, kiem tra, danh gia, xep loci hoc sinh; quan l)"7 hoc sinh trong cac hoat 
dOnt giao due do nha trung tO chirc, tham gia cac hog Ong cua to chuyen 
mon.  chiu track ,nhiem ve chat luong, laieu qua giang day va giao due. 

* lieu chuan: 
- Trinh do chuyen mon: Cao clang treY len ye chuyen nganh giao duc 
- Sir dung thanh thao vi tinh van phong (chirng chi tin hoc van phong hoac 

chir g chi tin h9c trinh, 	do A) va cac trang thiet bi van phong phvc vu cong tac. 
b. Giao vien tong phi &deli dOi: 
'Nhiem vu: 
- TO chirc, quan li cac hoat &Ong cua Doi Thieu nien o nha trueyng va to 

chirc, quan li hog dOng giao due ngoai 	len lop. Chi dao Dpi ca do quan 
theo clOi nen nep hoat dOng DOi trong pham vi town truong (Kiem tra, theo clai, 
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chain diem va xep loai cac chi d9i„ cfia nha. truang). Phi hop voi 	phuGng chi 
dao cac hoat d9ng sinh hoat tap the ma dia phirang to chdc. 

Tieu chuan: 
- Trinh d9 chuyen mon: Cao dang tr6 len ye chuyen nganh gido due; 
- ChUng chi boi &rang cong tac d9i; 
- Sir dung thanh thao vi tinh van phong (chirng chi tin hoc van phong hoac 

chirrig chi tin hoc trinh do A) va cac trang thiet bi van ph6ng phuc vu cong tac. 
9.1.3. Nhorn cong vies hO try phuc vu Truirng hoc bac THCS: 
a. Nhan vien thtr vien - thiet bi: Phu trach cong tac thu vien, thiet bi cua 

truang; Xay dung ke hoach boat Ong this vien; phuc vu ban doe theo ke hoach; 
bao cao hoat d9ng thu vien; tham gia tap huan, h9i thao. 

b. Nhan vien Gong nghe: thong tin: Phu trach Cong nghe thong tin cho 
don vi; 

c. Nhan vien Ke loan: Thtsc hien the d9 lac) so• thu chi tai chinh cho don vi; 
d. Nhan vien van Mu' - thu quy: Phu trach cong viec van thu thu qui cua 

truang; 
d. Nhan vien Y to hpc du'&ng: Xay dung ke hoach cong tac y to truang 

hoc; lam the kham sire khoe cho CBGV va HS; trien khai gido due hoc sinh to 
cham soc sire khoe, bac) ve moi tru6ng, phong cheng dich benh; sa ket, tang ket 
hoat Ong y t 

e. Nhan vien bit() 	Bac) ve an ninh tai san, phong claira chay cho don vi; 
9.2. Trtrerng Tieu hoc tren dia ban TN x5: 
9.2.1. Nhom cong viec lanh dao, dieu hanh. 
a. Hieu trtro'ng: 
* Nhiem  
- Xay dung, to chirc 1)9 may nha truOng; 
- Xay dung quy hoach phat trien nha truang; xay dung va to chirc thuc hien 

ke hoach nhiemvu naru hoc; bao cao, danh gia ket qua thisc hien tru6c H9i dOng 
truang va, cac cap co than). guyen; 

- Thanh ljp cac to chuyen mon, to van phong va cac h9i d6ng to van trong 
nha truang; bo nhiem 	truang, to pho; de xuat cac thanh vien cua Hoi dong 
truong trinh cap c6 tham guyen guyet dinh; 

- Quan 1}"i gido vien, nhan vien; quan ly chuyen mon; phan cong cong tac, 
kiem tra,,danh 	xep loai gido vien, nhan vien; thuc hien cong tac khen thuang, 
ki lujt doi vai gido vien, nhan vien; thus hien viec tuyen dung gido vien, nhan 
vien; l4 hop (tong lao d9ng; tiep nhjn, dieu &Ong gido vien, nhan vien theo quy 
dinh cua Nha nuac; 

- Quail ly hoc sinh va cac hoat d9rig cua hoc sinh do nha truang to chdc; 
)(et duyet ket qua danh gia, xep loai hoc sinh, 1()2 xac nhjn hoc ba, ky xac nhjn 
hoan thanh chuang trinh tieu hoc cho hoc sinh tieu hoc (neu c6) cua truang pho 
thong c6 nhieu cap hoc va guyet dinh khen thuang, ky lujt hoc sinh; 

- Quan ly tai chinh, tai san cua nhatruong; 
- Thgc hien cac the d9 chinh sach cua Nha nu6c doi vai gido vien, nhan 

vien, hoc sinh; to chiirc thuc hien quy the dan chu trong hoat d9ng cua nha 
truong; thuc hien cong tac xa hoi hod gido due cua nha truerng; 
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Chi dao thvc hien cac phong trap thi dua, cac cu6c van Ong cua nganh; 
thvc ien cong khai doi voi nha truerng, 

Dugc dao ta,o nang cao trinh d6, boi duang chuyen mon, nghiep vu va 
titian cac che d6, chinh sach theo quy dinh cua phap luat. 

lieu chuan: , 
Co nang lvc diet' hanh; kha nang quy tu, doan ket, to claire de cong chirc, 

vien hdc trong don vi thvc hien va phoi hop cac ca quan, dan vi 
Co k'y nang Dieu hanh, to chdc tot cac hoat d6ng; 
Trinh d6 chuyen mon: Dai hpc tree len ye chuyen nganh gido dvc 
Ly luan chinh tri: Trinh d6 trung cap chinh tri tra len; 
Thanh thao mot ngoai nga th6ng dung: Trinh de? B tieng Anh; 
Sd dung thanh thao vi tinh van phong (chdng chi tin hpc van phong hoac 

chdn chi tin hoc trinh d6 B) 
Co kinh nghiem 5 nam cong tac; 
. Pho hi0 truromg 
Nhiem vu: 
Thvc hien va chiu trach nhiem truck Hieu truang ve nhiem vv dugc Hieu 

tru6 g phan cong; 
Quail lY va chi dao cac hoat d6ng chuyen mon, bao gOm ca gia giac day 

hoc. 
Quan lY chi dao cac haat dOng gido dvc ngoai gio len lop. 
Quan lY chi dao cac phong trao day va hpc (thi GV-HS gioi; DDDH, 

VSC hoat Ong cac eau lac b6 nangkhieu...). 
Quan ly viec thvc hien ho sa, so sach chuyen mon (truong, to, GV). 
Gidp HT quail li h9c sinh va to chirc cac hoat Ong gido dvc cua nha 

truer g; tiep nhan, gioi thieu hpc sinh chuyen trueng; guy& dinh khcn thdang, ki 
luat, phe duyet ket qua danh gia, xep loaf, danh sach hoc sinh len 16p, lai 16p; 
to c irc kiem tra, xac nhan viec hoan thanh chuang trinh tieu hoc cho h9c sinh 
trona.nha throng va cac doi tugng khac tren dia ban truOng phv trach; 

Dix cac lop boi duOng ve chinh tri, chuyen mon, nghiep vu quan li; tham 
gia iang day binh quan 4 tiet trong mot tuan; chive huang the d6 phv cap va 
cac hinh sach try dai theo quy dinh; 

- Quan 1Y, thirc hien cac hoat Ong khuyen hpc, khuyen 
Thay mat Hieu truang dieu hanh boat d6ng cua nha truang lchi dugc I 

tura g uY guyen; 
* Tieu chuan: 
- CO nang 1rc dieu hanh; kha nang quy tv, doan ket, to chirc de cong chirc, 

vien chirc trong dan vi thvc hien va phoi hap cac ca quan, don vi 
- CO 1(5-/ nang Dieu hanh, to chdc tot cac haat d6ng; 
- Trinh d6 chuyen mon: Dai hpc tra len ye chuyen nganh gido dgc 
- Ly luan chinh tri: Trinh d6 trung cap chinh tri tra len; 
- Thanh thao mot ngoai ngir thong dung: Trinh d6 B tieng Anh; 
- Su dung thanh thao vi tinh van phong (chirng chi tin hpc van phong hoac 

chit g chi tin hpc trinh do B) 
- CO kinh nghiem 3 nam cong tac; 
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c. To trtriYng TO chuyen mon ho4c twang dtrung. 
* Nhiem 

Xay dung va thuc hien ke hoach boat d9ng chung 	t6, huong 	xay 
dung va guan lY ke hoach ca nhan cda ,, vien theo ke hoach day hoc, phan phoi 
chfrong trinh va cac hoat diong gido due khac cua nha truerig; 

+ TO chi.rc boi &rang chuyen mon va nghiep vu; tham gia danh gia, xep 
loai cac thanh vien cda to theo quy dinh cda Chdan nghe nghiep gido vien Tieu 
hoc va cac quy dinh khac hien hanh; 

Gi6i thieu to truang, to pho; 
- De xuat khen thfrOng, ky luat doi yeti gido vien. 
+ TO chuyen mon sinh hoat hai tuan mot lan va c6 the hop dOt xuat theo 

yeu cau cOng viec hay khi Hieu tru6ng you cau. 
* Tieu chuan: 
- Co Wang ldc dieu hanh; kha nang quy tu, doan ket, to chdc de vien chdc 

trong to thuc hien. Chuyen mon gi6i; 
- CO k-y nang Dieu hanh, to chdc,tot cac hoat d9ng; 
- Trinh dO chuyen mon: Trung cap trG len ye chuyen nganh gido due 
- SU' dung thanh thao vi tinh van phong (chdrig chi tin hoc van phong hoac 

chdng chi tin hoc trinh do A) va cac trang thiet bi van phong phuc vu cOng tac. 
d. To pho TO chuyen mon hoac ttrung dulYng. 
* Nhiem,vu: 

Cdng to truong xay dung ke hoach hoat d9ng dia to nue hien bei du6ng 
chuyen man, nghiep vu, kiem tra danh gia chat luvrig, hieu qua cong tac day hoc 
va guan 1}% si:r dung do ddng day day hoc; 

* Tieu chuan: 
- CO nang luc dieu hanh; kha nang quy tu, doan ket, to chdc de viola chdc 

trong to tilde hien. Chuyen mon giOi; 
- CO ky nang Dieu hanh, to chdctot cac hoat dOng; 
- Trinh dO chuyen men: Trung cap tr6 len ye chuyen nganh gido due 
- SO: dung thanh thao vi tinh van phong (chung chi tin hoc van phong hoac 

chdng chi tin hoc trinh do A) va cac trang thiet bi van phong phgc vg cong tac. 
9.1.2. Nhom cong viec lung dOng nghe nghiep. 
a. Ghia vien dory van hoc va chti nhrern 
- Dam nhiem cong viec giang day cac mon van h6a va chu nhiem 16p; 
- Thgc hien giang day, gido due hoc sinh theo phan mon Giang day, gido 

duc dam bao chat lupng theo chuang trinh gido duc, ke hoach day hoc; soap bai, 
len 16p, kiem tra, danh gia, xep loai hoc sinh; quail lY hoc sinh trong cac hoat 
dOng gido due do nha truong to chdc; tham gia cac hoat dOng cda to chuyen 
men; chiu trach nhiem ve chat lugng, hieu qua giang day va gido dyc. 

* 'lieu chuan: 
- Trinh do chuyen mon: Trung cap tro: len ye chuyen nganh gido duc 
- Sir dung thanh thao vi tinh van phong (chtirng chi tin hoc van phong hoac 

cht:rng chi tin hoc trinh do A) va cac trang thiet bi van phong phgc vu cong tac. 
b. Ghia vien tong phy trach 
* Nhiem vu: 
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chirc, 
theo 
cham 
dao c 

chirn 

truer 
bac) • 

To chdc, quan li cac hog d6ng cua DOi Thieu nien nha truong va to 
quan li hog dOng gido dttc ngodi giO len lap. Chi dao D6i co.  do quan 
Om nen nep hog dOng Doi trong pham vi town truong (Kiem tra, theo dOi, 
diem va xep loci cac chi dOicua nhd truong). PhOi hop vOi dia phtrana, chi 
c hog dOng sinh hog tap the ma dia phuong to chdc. 
Tieu chuan: 
Trinh dO chuyen mon: Trung cap tr& len ve chuyen ngdnh giao dvc; 
Chung chi boi dtrOng cong tac dOi; 
Sir dung thanh thao vi tinh van phong (chUng chi tin hoc van phong hoac 
chi tin hpc trinh dO A) va cac trang thiet bi van phong phtic vu cong tac. 
.1.3. Nhom cong viec ho try' phue vu: 

t. Nhein vien tint' vien - thief hi:: Phu trach cong tac thu vien, thiet bi cua 
g; Xay dung ke hoach hog dOng thu vien; phttc vu ban dpc theo ke hoach; 
do hog dOng thu vien; tham gia tap huan, hOi thao. 
. Nhan vien Cong nghe, thong tin: Phu trach Cong nghe thong tin cho 

don 
. Nhan vien Ke toxin: Thuc hien the d6 hO so thu chi tai chinh cho don vi; 
1. Nhan vien van Mir - thti guy": Phu trach cong viec van thu - thti quy cua 

true.  g; 
1. Nhan vien Y to hoe dtrOng: Xay dung ke hoach cong tac y to truong  

hoc; lam the kham sue khoe cho CBGV va HS; trien khai giao dtic hpc sinh to 
chat soc sdc, khoe, bao ve mei truong, phong cheng dich benh; so ket, tong ket 
hog 6ng y te., 

e. Nhan vien bao 	Bao ve an ninh tai san, phong chaa chay cho don vi; 
9.3. Tru'i'ng Mam Non tren Ilia ban Thi xa: 
9.3.1. Nhom cling viec lanh dao, dieu hanh. 
a. Hieu trtromg: 
* Nhi@Ti 
- Xay dung qui hoach phat trien nhd truong, lap ke hoach va to chirc that 

hien KI-I tang nam hpc, bao ea() danh gia ket qua that hien truck h6i clang 
true g va cac cap c6 tham quyen. 

- Thanh lap cac to chuyen mon to van phong va cac hoi (tong to van trong 
nhd ruOng. 

- B6 nhiem to truong, to ph6, de xuat cac thanh vien cua hOi (long truOna, 
trinh cap co tham quyen quyet dinh. 

- Phan „cong, quail l}"7 danh 	xep loci, tham gia qua trinh tuyen ding 
n chuyen khen thuong va kY luat doi vo.i gido vien, nhan vien theo qui dinh 

Quart 1.)"/ va sir citing c6 hieu qua cac nguon tai chinh tai san cua nha 
true' g 

- Tiep nhan va quail 1/ tre em, cac hog dOng cham soc nuoi throng va gido 
due Oa nhd truong. Quyet dinh khen thuong, phe duyet ket qua danh gia tre 
theo cac not dung nuoi duOng, cham soc giao dtic tre em do BO gido due va ddo 
too ui dinh. 

- Du cac lop bOi due-mg ve chinh tri, chuyen mon nghiep v11 quan ly 
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-  Thyc hien qui ch6, ddn chi] o ca ser va tao dieu kien cho cac to chdc chinh 
tri xa h9i trong nha truang nham nang cao chat ltro:ng chain soc gido dyc 

- Thyc hien xa h9i hoa giao due, phat huy vai tro cita nha truong do- 1 voi 
Ong dong 

- Phu track cong tac kiem dinh cht Itrong giao dgc 
* lieu chuan: 
- Co nang lye dieu hanh; kha nang quy tu, doan ket, to chdc de cong chdc, 

vien chirc trong don vi thuc hien va phoi hop cac ca quan, don vi 
- CO ky-  Wang Dieu hanh, to chdc tot cac hoat d9ng; 
- Trinh d9 chuyen mon: Dai hoc fro• len ve chuyen nganh giao dyc 
- 14/ ludn chinh 	Trinh d9 trung cap chinh tri tro• len; 
- 	Thanh thao mot ngoai ngt7r thong dung: Trinh do B tieng Anh; 
- Su dung thanh thao vi tinh van phong (chi ng chi tin hoc van phong hoac 

chung chi tin hoc trinh d9 13) 
- CO kinh nghiem 5 nam cong tac; 
b. Pilo hieu trtrovg 
* Nhiem vu: 
- Chiu trach nhiem dieu hanh ding viec va hoat Ong dm nha .trtrong do 

hieu truong phdn cong va uy quyen. 
- Dir cac lop boi duang ve chinh tri chuyen mon nghiep vu quan 1Y; tham 

gia cac boat d9ng gido dyc, duoc huong the d9 phy cap va cac chinh sach uu dai 
- Xdy dung ke hoach chuyen mon ciia nha truOng, xay dung ke hoach boi 

duong chuyen mon cho giao vien. 
Xay dung ke hoach thyc hien cac chuyen de. Phu trach cong tac boi &tang 
thuong xuyen, Ong tac ph6 cap. 

* Tieu chuan: 
- Co nang ltyc diet' hanh; kha nang quy ty, doan ket, to chirc de cong chirc, 

vien chdc trong don vi thgc hien va phoi hop cac ca quan, don vi 
- Co ky nang Dieu hanh, to chirc tot cac hoat d9ng; 
- Trinh d9 chuyen mon: Dai hoc tro len ye chuyen nganh giao dye 
- ludn chinh 	Trinh O trung cap chinh tri tr .& len; 
- Thanh thao mot ngoai ngil thong dung: Trinh dq B tieng Anh; 
- Sir dung thanh thao vi tinh van phong (chirng chi tin hoc van phong hoac 

chdng chi tin hoc trinh (19 13) 
- Co kinh nghiem 3 nam cong tac; 
c. TO trui'Yng TO chuyen mon ho'Oc twang du'o'ng. 
* Nhiem 
- Xay dung ke hoach boat Ong chung cua to theo tudn, thang, nam hoc 

nham thyc hien chuong trinh, 1(6 hoach nuoi duong, cham soc, giao dyc tre va 
cac boat d9ng giao dyc khdc; 

- Thuc hien boi du-Ong chuyen mon, nghiep vu, kiem tra, danh gia chdt 
ltrong, hieu qua cong tac nuoi ,dtrOng, cham soc, gide, dyc tre va quan ly sir dung
tai lieu, do dung, do chai, thiet bi giao due cua cac thanh vien trong to theo ke 
hoach ctia nha truong. 

- Tham gia danh gia, xep loaf giao vien theo Chudn ngtie nghiep gido vien 
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mam on; 
Hip hieu truing quail 1)"7 tai chinh tai san, luu giir hO sa cua nha truing 
Ty b6i clang thu6ng xuyen theo qui dinh 
Nghien cdu sang kien kinh nghiem 
13Oi clang mui nhgn 
Kiem dinh chat lugng gido dyc 
Dieu tra phO cap GDMN 
Tieu chuan: 
Co nang lyc dieu hanh; kha nang quy ty, doan ket, to chirc de vien chirc 

trong to thyc hien. Chuyen mon gioi; 
Co ley nang Dieu hanh, to chirc ,tot cac hog Ong; 
Trinh 	chuyen man: Trung cap tr6 len ve chuyen nganh gido dyc 
Sir dyng thanh thao vi tinh van phong (chirng chi tin hoc van phonQ, hoac 

chdrit chi tin hoc trinh O A) va cac trang thiet bi van phong phyc vu cong tac. 
. TO phO TO chuyen mon ho4c tu'o'ng dtrung. 
Nhiem vu: 
it:1p to truing lam tot cac nhiem vu sau: Xay dyng ke hoach hoat Ong 

churl!, am to theo tuan, thang, nam hoc nham thyc hien chuong trinh, ke hoach 
nuoi .cong, cham sic, gido dyc tre va cac hoat ding gido dyc khac; Thyc hi-en 
b6i d Ong chuyen mon, nghiep vu, kiem tra, danh gia chat lugng, hieu qua cong 
tac n Oi dang, chain sic, gido dyc tre va quan 1Y sir dyng tai lieu, do dung, de 
choi, thiet bi gido dye cua cac thanh vien trong to theo ke hoach cua nha truing. 
Thai gia danh gia, xep loci gido vien theo Chuan nghe nghiep gido vien mam 
non; e xuat khen thu6ng, l(ST luat gido vien. D«n gee c,c thtmh vian cfia tze 
thfic iOn nhiOm vo chuyan m«n vµ c,c ho't geng. 

"Dieu chuan: 
C6 nang lyc dieu hanh; kha nang quy ty, doan ket, to chirc de vien chth 

trong to thyc hien. Chuyen mon gioi; 
Co ley nang Dieu hanh, to chdc,tot cac hoat Ong; 
Trinh d6 chuyen mon: Trung cap tro len ve chuyen nganh gido dye 
Str dyng thanh thao vi tinh van phong (chUng chi tin lige van phong hoac 

chirnt chi tin hoc trinh d6 A) va cac trang thiet bi van phong phyc vu cong tac. 
Nhom cong vice host ding ngh'e nghiep. 

r. Gird° vien bac hoc Milm non: 
Phan Chia theo doi tugng tre de giang day bao gom: Gido vien nha tre; 

Gide, vien day mau gido; Nhan vien nuoi duang tre; 
Nhiem vu: 
Bao ve an toan sure khoe, tinh mpg cua tre em trong thei gian tre em 6 

nha t -u6ng. 
Thyc hien cong tac nuoi duOng, cham sic, gido dye tre em theo chuong  

trinh gido dye mam non: lap ke hoach cham sic, gido dye; Xay dyng moi truing 
gido • yc, to chirc cac hoat Ong nuOi duong, cham sic, gido dye tre em; Danh 
gia a quail lY tre 	Chiu trach nhiem ve chat lugng nuOi duang, cham sic, 
gido • uc tre em; Tham gia cac hoat Ong cua to chuyen mon, cua nha truing. 

63 



- Trau dOi dao dire, giir gin pham chat, danh du, uy tin cua nha giao; Guong 
mht, thuang you tre em, d9i xir cong bang va ton trong nhan each cua tre em; 
Bao ve cac guyen va loi ich chinh clang cua tre em; Doan ket, gidp do.  (long 
nghiep. 

- Tuyen truyen ph6 bien kien thirc khoa hoc nuoi day tre em cho cha me tre. 
Chu Ong ph9i hop voi gia dinh tre de thtyc hien muc tieu giao due tre em. 

Ren luyen sure khee; Hoc tap van hod; Boi dtrOng chuyen mon nghiep vu 
de nang cao chat luvng nuOi du&ng, cham soc, giao duc tre em. 

- Thdc hien cac nghia vu cong dan, cac quy djnh cua phap luat va cua 
nganh, cac quy djnh cua nha truong, quyet djnh cua Hieu truong. 

* Tieu chuan: 
- Trinh do chuyen mon: TC tree len ye chuyen nganh giao due mam non 
- Sir dung thanh thao vi tinh van phong (chirng chi tin hoc van phong hoac 

chdrw chi tin hoc trinh dO A) va cac trang thiet bi van phong phuc vg cong tac. 
9.3.3. Nhom cong vies ho try' phuc vv: 
a. Nhan vien thu' vien - thiet bi: Phu trach cong tac thu vien, thiet bi cua 

truong; Xay clung ke hoach hog &Ong thu vien; phuc vu ban d9c theo ke hoach; 
bdo cao hog dOng thu vien; tham gia tap huan, h6i thao. 

b. Nhan vien Cong nghe thong tin: Phu trach COng nghe thong tin cho 
don vi; 

c. Nhan vien Ke loan: Thuc hien the dO 116 so thu chi tai chinh cho don vi; 
d. Nhan vien van thu - thit quj. Phu trach cong viec van thu - thU quy cua 

truong; 
d. Nhan vien Y to hoc chrowg: Xay ddng ke hoach cong tac y truong 

hoc; lam the kham sire khoe cho CBGV va HS; trien khai giao due hoc 

tong 
tax 

cham soc sirc, khoe, bao ve mei truong, phong chong dich benh; so ket, tong ket 
hoat dOng y te; 

e. Nhan vien &to 	Bao ve an ninh tai san, phong china chay cho don vi; 

IV. XAC -DINH CO CAU 	DANII 	 VIEN Chic 

Vi tri viec lam, nhiem vu, tiou chudn va co cdu chirc danh nghe nghiep 
(Nhiem vu cua tdng vi tri viec lam tai 1111.IC III phan II) 

I. Xac dinh khung vi tri viec lam can thiet. 
a) Vj tri viec lam gan 	cong viec lanh ciao, guan l)"T, dieu hanh. 
- Vj tri viec lam gan cong viec lanh dao, (pan ly, dieu hanh duot tho'ng ke 

trong De an xac dinh vi tri viec lam cua tun don vi; Ton_ hop cu the nhu.  sau:  
TT 

1 
1.1 

1.2 

1.4 

Vi tri viec lam gan vai cong viec lanh tip, (wan 
1.5.7, dieu hanh.  

. 
SO luvng vi 

tri 

. 
So luvng 

nguiYi 
Ghi chit 

	 Cap Trtrong don vi sty nghib: 30 30 
Trtr&ng Dal Truyen thanh - Truyen hinh Bim San 1 1 
Giam Sic Trung tam VH - TDTT thi xiTi Bim San 1 1 

1.3 1  
Giam do'c Ban quan 1,' di,r an DTXD thi xa. Bim 
San 1  
Ban quan 1.)"7 cac di tich xep hang cap QG thi x'a  
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Bim Son 
1.5 DO truong Doi Ktem tra quy tac DT thi xa Bim 

1.6 Hieu truong Truang trung cap nghe Bim Son 
1.7 Giam dOc Trung tam GDTX - DN Thi 

1 
Son 

H 

1.8 Him truong TruOng hoc bac THCS  	 6 	 6 

1.9 Hicu truong  Truang hoc bac Tieu hoc 	 7 	 7 

1.10 Hicu truong Trung hoc bac Mam Non 	8 	 8 

1.11 Hi u truong TruOng hoc bac THCS&TH  	 2 	 2 

2 	Cap Pho dun vi sty nghiep:  	 32 	42 

2.1 Ph6 Dai Truyen thanh - Truyen hinh Bim Son 	t 	1 

Ph6 Giam doc Trung tarn VH - 	thi xa Bim 
2.2 

Soy 
1 	 1 

23 
Phd Giam dOc Ban quan ly du an DTXD thi xa 
Bim Son 

7.4 
Bat quan ly cac di tich xep hang cap QG thi 

 
Bim Son 

	xa 

	

H2.5 DOi phd DOi Kiem tra quy tac DT thi xa Bim Son 	 1 

2.6  Pho  Hieu truong Twang trung cap nghe Bim Son 
2.7 no Giam dOc Trung tarn GDIX. - DN Thi xd. 
2.8 PM Hieu truong Trung hoc bac THCS  
2.9 Ph5 I lieu truong Trung hoc bac lieu hoc  
2.10 Pho Hieu truong Trung hoc bac Mdm Non 
2.11 Pho Ilieu truong TruOng hoc bac THCS&TH 

3 	Cap Trtreeng  cac  to chlk trtyc thuOc don  
TO truong cac to, Trung tarn VH - TDTT thi xa 

3.1 Bi Ti Son 
Trubng cac phong cua Ban quan ly du an DTXD 

3.2 
Thi xa 

3.3 To truong cac to, Trung trung cap nghe Bim  Son 	6 

3.4 TO trixOng, cac to, Trung tarn GDTX - DN Thi xa 	3 

3.5 To truong cac to, f rtrung hoc bac THCS 	 29 
4- 

3.6 16 truong cac to, Trubna hoc bac Tieu hoc 	 36 

3.7 TO truOng cac to. Truang hoc bac Mam Non 	 24 	KN 

	

4 Cap Ph6 cac to chin trtyc thuOc dun 	 89 	 0 

4.1 TO  Pho cac to, TruOng trung cap nghe Bim Son 	3 	KN 

4.2 To Pho cac to, Trung tarn GDTX - DN Thi xa 	 6 	KN 

	

4.3  To Ph6 cac to. TruOng hoc bac THCS   27 	KN 

4.4 To Pho cac to, TruOng hoc bac Tieu hoc 	 29 	KN 

4.5 TO Pho cac to, TruOng hoc bac Mam Non 	 24 	KN 

b) Vi tri viec lam gan voi cling viec haat &ling nghe nghiep: 
- Vi tri viec lam gan cong viec hoat dOng nghe nghiep duoc thong ke trong De an xac dinh vi 

tri viec lam et:2 tong don vi; TOng hop cu the nhu sau: 
- Vi tri viec lam gan cong viec hoat &Ong nghe nghiep duoc thong ke trong De an xac dinh vi 

tri viec lam cid timg don  vi; Tong hop cu the nhu sau: 
Vi tri viec lam gan 	cling viec 	SO luvng vi 1 SO luvng 

TT 	 haat dOng_nghe nghiep 	 tri 	nguoi 

1 	1)ai Truy61 thanh - Truyen hinh Bim Solt 

 

4 	 6 

  

      

      

J 

1 
1 

4 

KN 

Ghi chi] 
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1.1 Vien chdc PhOng vien, Bien tap 1 3  
1.2 Via chirc lam cong tac phong vien ghi hinh; 1 1 
1.3 Vien chirc truc ky-' thuat, phat song truyen thanh; 1 1 
1.4 Vien chirc quan ly, phat trien he thong TT FM 1  
2 Trung tam VII - TWIT thi xa Bim So'n 5 7 

2.1 Vien chirc tuyen truyen luu dOng  1 2  
2.2 Vien chirc van hoa, van nghe 1 2  
2.3 Vien chirc Thu.  vien 1  
2.4 -Vien chirc Bad ton, bao tang l 1 
2.5 Via chirc 11D The thao 

1 
3 Ban quail ly dkr an DTXD thi xa Bim Son 6 15 

3.1 
VienVienChia; quan 1j/ ke hogch, tang hgp, giam 
sat danh ,c4iii.  du an - 	 1 2 

3.2 Vien chdc quan 1y7 kSi" thujt 1 1 
3.3  Vien chtitc phy trach dieu hanh du On, giam 

sat cong trinh 1 5 

3.4  
-Via chdc phi,' trach cong tac bo'i thuang, ha  
tra va tai dinh cu 1  7 

3.5 Vien chuc phi,' trach quan 1) mai truong -- 	- 	-, 1 KN 
3.6 Vien chdc Ke toan du an 1 KN 
4 Ban QI., cac di tich xe 	hang 	pcap QG Thi xii 12 21 

4.1 Via chirc xay dung ki-e hoach, tong hop cluing  
cac cong viec chuyen mon dm don vi 1 1 

4.2 Vien chirc Bao ton, nghien ciru Lich sir di tich, 
danh thang 1  1 

4.3 Vien chirc htrong an vien du Lich l 1 
' 4.4 Vien chirc trvc tiep quan ly cac Tieu ban di tich 9 18 

5 SN khuyen ming - khuyen lam 5 3 
5.1 Vien chirc chuyen men, nghiep vu Ye chan nuoi 1 1 
5.2  Vien chic khuyen nong ye nganh nghe nong 

nghiep, nong thon 	 1 KN 

5.3 Vien chirc chuyen mon, nghiep vg ye lam nghiep, 
cay do thi 1  1 

5.4 Vien chirc chuyen mon, nghiep vu ye thny san 1 KN 
5.5 Vien chirc SN khuyen nong - khuyen lam 1 1 
6 Di)i Kiem tra guy tac DT thi xa Bim San 18 18 

6.1 Vien chirc Kiem tra quy tac DT thi xa Bim San; 5 

6.2 Nhan vien Hop deng lao dOng Kiem tra quy tac 
DT 13 13 

7  Trtrong trung cap nghe Bim Son 26 29 
7.1  Vien chirc phong Dao tao 6 7  
7.2 Gido vien gido dnc van hoa co ban 6 7 
7.3 Gido vien khoa Co khi - Deng hrc 7 
7.4 Gido vien khoa Dien - Cong nghe 7 
8 Trung tam GDTX - DN Thi xa 3 4 

8.1 Gido vien day van h6a 
L  8.2  Gido vien Nghe-Lien ket 2 
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9 Tr •inig hyc b5c TIICS (6 dan vi) 	 140 	136 

9.1 	Gi "0 vien day van hoa 	 133 	133 

9.2 Gio vien tong phu trach dot doan IN 	 7 	i 

	

. 	 3 

10 Tr vng hoc b5c Tieu hoc (7 dun vi) 	 196 	194 

10.1 Gi o vien day van  hoa va chd nhiem lop 	 188 	188 

10.2 Gi .o vien tong phi trach 	dOi 	 8 	 6  

11 Tr img hoc b5c MAm Non (8 don vi)  	 195 	195 

I 11.1 Gi o vien nha tre 	 62 	62 

11.2 Gi o vien day mdu gido 	 133 	133 

12 Tr 'Ong hoc, b5c TIICS&TH  (8 dos vi) 	 37 	37 

	

13 	 13 12.1 Gi o vien day van hoa THCS 1-  
12.2 Gi 0 vien day van h6a Tieu hoc va chu nhiem lop 	23 	 23 

	

1 12.3 Gi o vien tong phi,' Udell dOi doan TN 	 I 	 1 

. Vi tri viec lam giin voi cong viec ho tro phyc vy: 
Vi tri viec lam gan cong viec ho tro phuc vu dugc thong ke trong De an xac Binh vi tri viec 

lam et a tUng don vi; Tong hop cu the nhu sau: 	
SO lining I SO loong vi 

him danh gAn vo'i cong viec   . ho tro phyc vy 	 no trei tri 
3 ii Truyen thanh - Truyen hinh Him Son 	 3 
1 e town: 	 1 

KN V n thlr-thid quy7: (Kiem nhiOn) 	 I 

.3 	N tan vien bao ve: 	 I 

	 T ung tam VII - TDTT thi x5 Him Son 

2.1 	e town: 

2.2 V-n thu-thu quS7': (Kiem nhiOn) 

7.3 I N Zan vien bao ve: 

3 
	n quail ly dkr an DTXD thi x5 Him Son 

	

3.1 
	

e town: 

	

3.2 	f 

	

3.3 
	

an thu- Ltru tar 

I an quiin cac di tich xtp h4ng cap QG Thi 
x 

	

4.1 	an thu - ThO quyz 

	

4.2 	todn 

	

5 	ruifng trung cAp nght Him Son 

	

5.1 	6.‘ town: 

	

5.7 	ong nghe thong tin 

	

5.3 	an thu-thu qttti: 

	

5.4 	Shan vien Yte - Vat to 

	

5.5 	han vien Thu vien 

	

5.6 	. han vien quan ly hoc sinh. sinh vien 

	

5.7 	han vien bao ve: 

	

6 	rung tam GDTX - DN Thi xa 

	

6.1 	e town: 

	

6.2 	an thu-thin qty: 

	

6.3 	ha vien - thiet bi 

6.4 	han vien bao ve: 

Ghi chu 

4 
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68 

Tru  

Thu 
Con 

Van 

Ke t 

Y to 

Bao 

8.1 

8.2 

8.3 

8.4 

8.5 

8.6 

8 

7 rif 

i Ki.Cm tra guy Vac  DT thi VA Bim Sun 7 
 	1 

n thtr - Thh qu-y 1 KN  
toan 1 1 
ireyng hoc bac "TICS 48 20  
r viers 6 KN  
et bi, thi nghiem 6 6 
ig nghe thong tin 6 KN 
1 din 6 KN 
Loan 

hoc du'Ong 
cinS.  
ve 

6 6 
6 

6 

6 

KN 

KN 

8 
rerng 119c bac Tieu hoc 42 26 
vien - thief bi 

g nghe thong tin 
7 
7 

5 

1 
thu. - thu quj-7 

oars 
7 KN 
7 7 

hoc &Ong 7 	 KN  
ve 

?mg hoc bjc Mam Non 
7  	13 

32 
tha 

)an 
8 

8 
hoc &Ong 

Qu57 

5.ng hoc btic TLICS&TI1 
vien 

8 KN 

KN 

6 
KN 

8 

16 
2 

: bi, till nghiem 

nghe thong tin 
') 2 
2 KN 

:hu.  
KN 

'an 2 2 
-ipc du•Ong 2 KN 
itiyi 

-------------------------- 
2 KN 

.r-.' 2 2 

3. Khung ming Itic cfia tang vi tri viec lam. 
- Khung nang luc cna timg vi tri viec lam dupe xay dung can cir tren ca sa yeu cau thk.rc 

hien cong viec, dupc phan anh tren ban mO to cong viec tunng img. Tong hap torn tat nhu' 
salt: 

7.3 

7.4 

7.5 

7.6 

7.7 

7.8 Bao 

9 I Tru 

	

.1 	Van 
9.2 Ke t 

	

9.3 	-Y to 
9.4 • Thu 

.1 	Thu 

7.2 Thie 

7.3 Con 

7.4 Van 
7.5 	Ke t 
7.6 Y 

7 . 7 Thu 

78 Bap 

Yeu cau trinh do 

Vi tri viec lam 

Vi tri viec lam Iiinh dao quan ly dieu hanh 
LCap Trulifig don vi Sty nghiep: 

Chuyen 
mon Tin hoc 

Ngach CC 
hoac VC, 
chn.c danh 

nghe 
nghiep tOi 

thieu 

Ngoai 
ngLi.  



A 

1.1 

DI I 

DII 

DI I 

DII 

DI I 

Tr 'Ong Dai Truyen thanh Truyen hinh Bim DI -I 
Son 

B 	B Hang III 

1 	
S n 

1.4 	
Bi 
B  

2
,
5 

S 

2 
S 

2.7 

3.2  

3.4 
3.5 
3.6 
3.7 
4 

4.1 	I 
4.2 
4.3 
4.4 

Gi 'm dOc Ban quan ly dtr an DTXD thi xd Bim 

tru6Tig, cac to. Truemg trung cap nghe Bim 
on  

10 truong cac to, Trung tam GDTX - DN Thi xa 

o truong cac to, TruOng hoc bdc THCS 

o truong cdc  to. Traemg hoc bdc lieu hoc 

o truong cac to, TruOng hoc bdc Mdm Non 
ap Pito cac to chin true thuOc don vi: 
o  Pho cac to, Trueeng trung cap nghe Bim Son 

n quan ly cac di u 4 ch 	hang cdp QG thi xd , 	, 

11  San  
i truong DOi Kiem tra quy fac Di thi xd Bim 

Cu truOng Twang trung cap nghe Bim Son 

am (10,c Trung tam GDTX - DN Thi xd 

Cu truong TruOng hoc bdc THCS 
Cu truong Trueing hoc bdc TiCu hoc 
eu truong TruOng hoc bdc Main Non 
Cu truOng Trueing hoc bdc 	THCS&TH 

p Pho do'n vi sty ngllicp: 
6 Dal Truyen thanh - Truyen hinh Bim Son 	, 

o Giam dL)c Trung tam VII - TUFT thi xd Bim 

o Giam doe Ban quan 1Y dir an DTXD thi xd 
m Son 
n quan lY cac di tich xep hang cap QG thi 

'm Son 	 
ii ph6 DOI Kiem tra quy Cac Di thi xd Bim 

Hang III 

A 	Hang III 

A 	Hang III 

A 	1-10.112 

A 	Hang III 
Hang III 
Hang 11.1 

1)11 	 Hang III 

DII Hang III 

13 	
Hang III 

B 	
Hang III 

B 

Hang Iii 

B Hang 111 
B Hang Iii 

Hang IV 
Hanp, IV 
114n9, IV 

A 	I-Ljrw. Ill 

A 	14118 IV 

A 	Ham!. IV 

A 	hang IV 

1Wflg IV 

A 	Hang III 
AI fang III 
A 	I lam!. IV 

1-141 2 IV 

, m doc Trung tam VII - I'DTT thi xa Bim Son 	DU B 	Han,y. 

B Hang ill 

B Hang 

DII 	A 
DH 	A 
DI I 	A 
Dli 	A 

o Hieu truong TruOng trung cap nghe Bim 	DH 

aO Giant  doe Trung tam GDTX - DN Thi xd 

16 HiCu truong Truemg hoc  bde THCS 	 DI -I 

16 HiCu truOng TruOng hoc bdc Tieu hoc  
lo I IiCu truong TruOng hoc bdc Mam Non 	TC 

	

P16 HiCu truong TruOng hoc bdc 1 HCS&TI l 	CI) 

ap Trtrong cac to chin  try'c thuOc do'n 
o truong cac to, Trung tam VII - TDTT thi xa 
int San 
ruong cac phong cilia Ban quan Iy du an DTXD 
hi xd 

DII 

DII 

'6 Pho cac to.  Trung tam GDTX DN Thi xd 	DII 

o Pho cac tO. TruOng hoc bdc THCS 	 CD 	A. 

o Pho cac tO. TruOng hoc bdc Tieu hoc 	 IC 

1.5
D  

	

1.6 	II 

1.7 G 
1.8 H 

	

1.9 	H. 

	

1.10 	I-I 

	

1.11 	1-1 
2C 

	

2.1 	PI 

2.2 S 
P 

2.3 

13 
2.4 

13 

2.8 
2.9 
2.10 
2.11 

3 

3.1 

9 6 



Vi tr 
Dili 1 

	

1.1 
	

Vien 
1.2 

	

1.3 
	

Vien 

	

1.4 
	

Vien 
2 
	

Trun  

	

2.1 
	

Via 

	

2.2 
	

Vien 

	

2.3 
	

Vien 

	

2.4 
	

Vier) 

	

2.5 
	

Vien c 
3 
	

Ban q 

	

3.1 	
sat da 
Vien 

3.2 Vien 

	

3.3 	
sat co 
Vien 

Vien 

	

3.4 	
tro' va 

	

3.5 
	

Vien 
3.6 Vien 
4 Ban 9 

	

4.1 	Vien cl 
cac cor 

	

4.2 	Vien cl 
dank tl 

	

4.3 	Vien cl 

	

4.4 	Vien cl 
5 SN kh 

	

5.1 	Via cl 
Vien c 

	

5.2 	l  
nghiep, 

Wien cl 
nghiep, 
Vien ch 

5 Vi en ch 
Doi Ki 

	

6.1 	-Vien ch 
6.2 Nhan vi 

DT 
7 'Irwin) 

	

7.1 	Via ch 

	

7.2 	Gide, vi 

	

7.3 	Giao vi 

5. 

5.3 

5.4 

Gido vi 

Trung t 

viO lam gin vol chuyen mon nghiep vu 
'ruyen thanh - Truyen hinh Him Son 
21-Mc Phong vien, Bien tap DH B B  Hang III 
2 hire lam cong tac phong vien ghi hinh; 
hire true icy thuat, phat song truyen thanh; 

DII B  
B 

B 
B 

 	Hang III 
Hong III IC 

-.1.-Mc quan 1Y, phat trien he th6ng II FM IC B B Hang III 
tam VII - TDTT thi  xa Bim So'n 

11-(re tuyen truyen luu dOng DH B B Hang IV 
hirc van hoa, van nghe 
Iltirc Thu vien  

IC 
IC 
DII 
IC 

B B 
B 
13 
B 

Hang IV 
Hong IV 
Hong IV 

Hang III 

B 
litl.c Ildo ten, bac) tang 
1--Mc III) The Chao 

uan ly dty an DTXD thi xii Him Son 
:,•1-1(re quan 1-5' ke hoach, t6ng Op, giam 
nh gia dp• an 

B 
B  

B DII B 

;hire (pan ly l<57 thuat 

;hac phu trach dieu hanh du an, giam 
ig trinh 

DI-I 

D14 B 

 	B B Hang III 

Hang III 
1- l'rc phu trach cling tac b6i thtre.ng, h6 
tai dinh cu.  

irc ph2 trach quan 1):' mei trung 
iliac Ke toan du an 

L cac di tich xep hang cap QG Thi xii 

DI-I.  B B Hang III 

Hang III 
Kiang III 

DII 
DII 

B 	 B 
13 B  

nirc xily dgng ke hoach, tong hop chung 
ig viec chuyen mon cna don vi 
Mc Brio ton, nghien cfru lich sd di tich, 
.ang 

DII 

DII 

B 

B 

Hang Ill  B 

B 

13 

Hang 111 

Hang IV 
Mang IV 

-I 

urc huOng an vien du Lich 

Mc true tiep quan ly cac 'heti ban di tich 
IC B 
IC B B 

iyen nOng - khuyen lam 

Idc chuyen mon, nghiep vu ve chan nuoi DII B B 1-  Hong III 
Lac khuyen nong ve nganh nghe nOng 
nong thou 	 DII B B Hang III 444  

.(rc chuyen mon, nghiep vu ve lam 
cay do thi DI-1. B B Hang III 

Crc chuyen mon, nghiep vu ve thuy san DH B B  	Hang III 
ire SN khuyen nong - khuyen lam DI-I B B Hang III 
m tra quy tiic DT thi xii Him Son 
Crc Kiem tra quy tac DI thi xa Bim San; 

, 	- en 11op (long lao deng,! Kiem tra quy tac 
TC 

IC 

B 

B 

	 13 

13 

Hang IV 

A trung cap nghe Bim Son 
(re phOng Dao tao DI-I A A  	I long III 
n gido due van h6a co ban 
n khoa Co khi - Deng luc 
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Trung tam `II - TDTT 	Bim 

2 	 3 
Sun 	 

	

2.1 	KC toan: 

2.2 Van thu-thu qu57: (Klein  nhiOn) 

2.3 Nhan vien bac, v6: 
Ban guan ly dkr an DTXD thii x5 
Bim San 

	

3.1 	Ke toan: 

3.2 Thu quST: 

3.3 Van thu- Luu tar 
Ban guan Iv cac di tich xep hang 
cap QG 
Van thu - Thu clq 

K6 toan 
Truithg trung cap nghe Bim Solt 

Ke toan: 
Ong ngla6 thong tin 

Van thu-this quy:: 

Nhan vien YtC - Vat to 

Nhan vien Thu vien 
Nhan vien quan ly hoc sinh, sinh 
vien 
Nhan vien bao v6: 

Trung tam GDTX -  DN 
, 

Ke toan: 

Van thu-thu 

Thu vien - thiet bi 

Nhan 	vien bao v6: 
Doi Kiem tra quy tiic DT thi xa 	2 
Him Son 
Van thu - ThU cluS -̀ 	 1 	KN 

K6 toan 

Trtrifng hQc b4c TIICS 	 48 

Thu vien 

Thi6t thi nghi6m 

Cong ngh.6 thong tin 

Van thu 

Kc toan 
te hpc dueng 

Thit quS-

Bao ve 
Truirng, hyc bac Thu bye 	 42 	26 

Thu vien - thi6t bi 	 7 	5 

Van thu - thti quv 	 7 	KN 

3 

7 

L 7.1  
7.2 

7 

7.1 

7.2 

7.3 

7.4 

7.5 
7.6 

7.7 
7.8 

8 
8.1 

8.2 

8.3 

4.1 

4.2 

5.1 

5.3 

5.4 

5.5 

5.6 

5.7 

6 

6.1 

6.2 

6.3 

6.4 

Cong ngh6 thong tin 	 7 

L 

KN 

8 

1 

KN 

1 

KN 1 

1 	2 

20 	48 

KN 

6 
6. 

KN 

KN 

	

42 	26 	42 

	

7 	5 	7 

1 

! KN 

	

3 	3 

1 

1 	KN 

1 	2 

3 	1 

KN 

1 



8.4 KC todn 

8.5 Y to hoc dtrOng 
8.6 Wm q. 

Trtrong hoc hijc Ma 

	

9.1 
	

Van thin 
9.2 Ke town 

9.3 Y to hoc throng 
9.4 Thu QuS-7 

10 Trtrong hoc bijc TII 

	

10.1 
	

l'hur vien 

	

10.2 
	

thi nghiOn 
10.3 Cong nghC; thong tin 
10.4 Van this 
10.5 Ke toan 
10.6 Y to hoc ch_reng 
10.7 Th0 quy,  
10.8 

im Non 

7 
7 

7 
KN 
13 
9 

7 
7 

32 

7 
KN 
13 

7 --, 
7 

32 
8 
8 

KN 
13 
9 

8 

7 
32 
8 
	 8 

9 
1 

8 
8  
8 8 

8 KN 8 KN 8 KN 
8 KN 8 KN 8 KN 

CS&TI1 16 6 16 6 166 
2 KN 2 KN 2 KN 

2 2 2 2 2 
2 KN 2 KN 2 KN 
2 KN 2 KN 2 KN 
2 2 2 2 2 2 
2 KN 2 KN 2 KN 
2 KN 2 KN 2 KN 
2 2 2 2 2 2 

‘414  
an 

TO CIICC TILVC IIICN VA KIEN NG1II, XUAT 
I. To chin! thge hien De an. 
1. Can b6, cong chac, nguoi lao d6ng thuOc co quan, to chine, don vi lien he 

ban than de có kien nghi, de xuat nham dap tao, b6i duong phi hop. 
2. Cap uy va cac to chirc quan chang phi hop veri Thu truong co quan, to 

chic, don vi lanh dao, chi dao trien khai thuc hien De an. 
3. -fhb trueng don vi có trach nhiem: 

- Xay dung ke hoach trinh bo sung Nen the va thi (xet tuyen) can bO, vien 
chac, lao Ong hop d6ng theo vi tri viec lam tai don vi su nghiep tren co sor De 

an da duoc phe duyet; thuc hien viec dieu chinh vi tri viec lam theo Nghi dinh 
41/2012/ND-CP cua Chinh phi vd. Thong to 14/2012/TT-BNV cua BO N6i 

Xay dung va thuc hien ke hoach ddo tao, b6i duOng kien thac, k'S'T nang, 
chuyen mon, nghiep vu d6i vOi d6i nga can b6, vien chac, nguoi lao 

- TO chine thuc hien tot cong tac tuyen dung, dieu &Ong, luan chuyen, quy 
hooch, bO nhiem, sap 'cep vien chine, nhan vien trong tang don vi phi hop khac 

phuc tinh trong bAt hop ly/ ve sap xep vien chine nhdt la vien chac có chuyen 
mon gidi ding nha cac can b6 quan 1y cac don vi; 

- Hang nam dtr tra kinh phi thuc hien I.)" an de nghi co quan cap tren tham 
dinh xem )(et quy& dinh; ngodi nguon ngan sach tinh, co quan, to chac, don vi 
khai thac cac ngu6n kinh phi hop phap khac cho viec thuc hien De an, nhat la 
cong; tac ciao tao, b6i duang can b6, vien chac cua don 

II. Kitn nghi va de xua't 
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No'i nhc 
- SaNC)i vu; 
- Chit tic 1, cac PCT UBND Thi xa; 
- Luu: V 1-, NV. 

Mai Dinh Lam 

TICK 
ICH 

T en day la De an xac dinh vi tri viec lam va co eau vien claire theo chirc 
danh nghe nghiep cac don vi &k.r nghiep trtrc thuec Thi xa giai do4n 2018-2020, 
bao cao de nghi cac cap lanh ciao theo tham quyen xem xet, quy& dinh./. TAAA.- 
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