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SO:26157QD-UBND 	Nam Dinh, ngay .16 thong 11 neim 2017 

QUYET DINH 
Ve viec phe duyet Ban mo to cong viec va Khung nang Rye 

cua vi tri viec lam oh Sir Thong tin va Truyen thong 

CHU TICH IN BAN NHAN DAN TINH NAM DINH 

Can cu Ludt To chirc chinh quyen dia phuong ngay 19/6/2015; 

Can cir Nghi dinh so 36/2013/ND-CP ngay 22/4/2013 oh Chinh phia quy dinh 
ve vi tri viec lam va ca cAu ngach cong chirc; Thong to so 05/2013/TT-BNV ngay 
25/6/2013 cua BO truing BO NOi v1,1 hue/rig dgn th‘rc hien Nghi dinh so 
36/2013/ND-CP ngay 22/4/2013 cua Chinh 	ve vi tri viec lam va co. cdu ngach 
cong chirc. 

Can dr QuOt dinh so 2041/QD-BNV.ngay 31/12/2015 cua BO NOi phe duyet 
danh muc vi tri viec 	trong cac ca quan, to chirc hanh chinh cua tinh Nam Dinh. 

Xet de nghi cua Giam dOc So ThOng tin va Truyen thong tai Cong van so 
400/STTTT-VP ngay 10/8/2017 va cua Giam d'Oc So NOi vu tai Tor trinh so 
1143/TTr-SNV ngay 13/11/2017 ye viec de nghi phe duyet ban mo to cong viec va 
khung nang luc cua tong vi tri viec lam cua Si Thong tin va Truyen thong, 

QUYET DINH: 

Dieu 1. Phe duyet Ban mo to cong viec va khung nang 	cua tirng vi tri viec 
lam cilia Si Thong tin va Truyen thong. 

(Co phi luc Mo to ding viec va khung nang hrc cua VTVL kern theo) 

Dieu 2. Giam d6c Si Thong tin va Truyen thong can cu danh muc vi tri viec lam 
da dugc BO NOi v1,1 phe duyet va Ban m6 to cong viec, khung nang hrc cua tong vi tri 
viec lam, bien the dugc giao hang n'am de lam cor so thirc hien viec tuyen dung, sir dung, 
quan 1ST cong chic va lao d6ng h9p gong theo dimg quy dinh hien hanh. 

Dieu 3. Giao Sa NOi vu huing clan thut hien viec tuyen dung, sir dung va quan 1/ 
ding chirc theo vi tri viec lam da" dugc phe duyet. 

Dieu 4. Quyet dinh nay c6 hieu ltrc ke tir ngay 14. 

Dieu 5. Gam Mc Si Thong tin va Truyen thong, Giam Mc Si NOi vu va Thu 
truing cac Ca quan, don vi c6 lien quan chin trach nhiem thi hanh Quyet dinh nay./. 

Noi nliOn : 
- BC) NOi vu (de ban coo); 
- Nhtr Dieu 5; 
- Cong TTDT tinh; 
- Ltru : VP I, VP8. 
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LONG VIEC VA XAY DUNG KHUNG NANG LIIC CUA VTVL CUA SO THONG TIN VA TRUYEN THONG 
ty'et kern theo Quye't Binh sa:.26,07QD-UBND ngery /6 dicing 11 na in 2017 czia ChU tich UBND tinh Nam Dinh) 
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- Unli dao, chi dao, 
di&I Mill boat dOng 
do So de thuu hk.ti 
chim 	nang 	tham 
muu va quan 15,  nha 
nu6c; 	, 
- True tiep quail ly 
o3ng tic thank flu, 61 
chinh, ke"' 11*11, 6 
chk ctlacaquan; 
- Njiien cOu nIfing 
van de hien quan den 
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nOnh. 

- Chi 4), to chile, klin 
tra thus hien nl*ni vu 
QLNN vie thong tin va 
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dile be) may, quy ch6 
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' 
bO cong chile; cOng tic 
CCHC; 
- Giai guy& 1p thoi, 
dint phap luat, theo 
tham quyen h* kin 
ndli ar quan co thArn 
quYens 	giai quya khieu 
nai, to 6o va ki6n nghi 
do oft nhan,' 	to chile; 
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1. Nang lire: Nang lire tap hop, 
quy tu, doan ket tong co quan; 

Nang lut chi dao, dieu hanh, trien 
khai cac hot &sing diroc phais i , 

ding chi dao; Nang Inc giai quyet 
'lilting cong viec pleat sink, Nang 

lkic phan tich, tong hop. 
2. K9 nang:- K9 nang dial halls 
ale cuOc hop; K9 nang gOp Y, 
chinh sUa van ban; K9 ming giai 
thich, thuyet plivc. 
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PGD So.  phu trach 
Van pheng Buu 
diinh Vien thong 

- Chi* live hien die 
chtrong trinh cong tac 
ctia SO,  thuOc Frill vuu 
Buu chinh VO 	

'' 
n thong 

o5ng tic Van phOng, 
- Klein tra, don doc cac 
phong, don vi c6 lien 
quan trong viec tux 
well cac chuong trinh, 
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1. Nang Ikrc: Nang lktc tap hop, 
quy tu, doan ket trong co quail; 
Nang km chi dao, dieu hanh, then 
khai cac Float dOng du pc pilafs 1  
cong chi dao; Nang km giai quyet 
nhting cong vi.'c phat sinh, Nang 
lut phan tich, tong hop. s  
2. Ks% clang:Ks% !fang dieu hanil 
cac ai6c hop; K9 nang Op y, 
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Rio chi MAUD' 

- Chi dad thus hien cac 
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aria So thuOc ail vuF 
Thong tin Bid chi Xuat 
bar' .4 
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1. Nang krc: Nang lkrc Op hup, 
quy tu, doan IA trong caquan; 

Ngng krc dli dan, dittl bank tri6n 
lchai cac hoca Mug dune phan 

cang chi 43; Ngng itfc giakluYet 
nhtIng cong viec Oat sink Nang w 

Phan tick 116ng kW 
2. Ky nang:- KY rting dieu hank 
cac cuOc hop., Ky nang Op St, 
chinh sirsvan ban; Ky nang gal 
thick dinYel 
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- Chi doo tbkrc hien aic 
chuung trinh o5ng tic 
aia Se thuOc filth Arc 
ding nghe thong tin; 
- Kiern ta, don dOc cac 
phong don vi c6 lien 
quart tong viec thkrc 
hie n clic chuong trinh, 
ke 	cong tac cac hooch 
quyet Binh, chi doo cigt 
Giarn floc,dr chi' 
Inrong chinh sack, van 
ban WY OW Pi* 
luOt thuOc 	linh Arc 
cong tic do mirth phy 
Wad] 
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quyen do Sec hok boo 
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1. Nang Itrc: NAng krc tap hop, 
quy tv, (loan ket trong cor quan; 

NAng lux chi doo, (lieu.' hank, trier' 
khai die hoot dOng &rot phar' 1 

°Ong chidao;Nang lux giai quy& 
nhOng cong vies phat sink Ming 

lux Phan tick, tong hop. 
2. Ky" &lig- Ky nAng (lieu hanh 
dr cuOc hop; Ky nAng Op St, 
chinh sal van ban, Ky ring giai 
thick tbuY6tPhkie• 
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Pli?in  PhaP 141  inIng 
Quart 15/ Buu chinh, 
vienthOng; 
- Hirong  don  va  to 
tux thkrc hien van ban 
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hooch ve Buu chink 
vigil thon:: 

100 
% Phi PhV 

trach 

1130 
hoc 

du* 
*Eh 
Phu 
hog 

'VTVL 

coa 	ph,,,,, 0 

 

Cao 
cap 

CV 13 Ac 2 CNT  
TCB 

1. Nang Ikrc: 
To chic, tong hop, tham muu (ke 
hooch, chuong trinh, de an, du an, 
boo coo); 	TO chug thkrc hien 
(Phan °Ong  then  A OP hop,  WY 
to nhAn lux, phOi hop de thug hien 
nh*nv1,1); 
NAng lug giai quyet cite van 1 de 
pm sink trong thyr to cda %girth; 
Am hien cac linh Arc buu chinh, 
vier thong Sorl4i, nglifen cdu A 
trien khai vAn de lien quan den 
nhiem At phang, lihh Arc phat 
trim 	LA 	1. 
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NAng hp, ky Jiang 

- Chu trl, ph6i hyp 
hi:Ong din, ding tic 
biro darn an town cork( 
bi en, m ninh thong 
tin tit% hocit Mng buu 
dthh, vat thOng 

2. K9 nang Xer ly tinh hu6ng 
giao lieP; Ph6i h9P; Sir (king 
ngoai na K9 nklg soon  Mao 
van ban; tin hyc, may WI 

• PhNigThongtri 
Rao chi Xtribfo 

- Quan ly, dieu hinh 
chung va diju teach 
nhiem tube Ban 
Giarn (fOc ye host 
clOng cha Pneng — 
Thong  tin 

Bay cif 
Xuit bait; 
- Phan ding theo 
dOi don &c, Iciim 
tra, (faith gia vise 
thyc hien o5ng vier; 

- Tham muu ginp kinh 
dyo Ser trinh UBND 
tinh ban hank, phi 
—van ban quy 
PIVITI PAP * hung 
Quart ly Thong tin, 
Brio chl, Xuit ban; 
- !Along din va to 
dirc thyc hien van ban 
cluY OW * IP kik — 	. .4 
cilinn  " ark lirCIC'  
chuong tom,  ae an, Ice 
hoych vi Thong tin, 
Bay chi, Xurit ban; 
- Chu tit, ph6i hyp 
htrOng din, cong tae 
bay dam an Irian co se, 
ha tAng, an ninh thong 
tin tong Mt dr?flg 
thOng tin, Lao chi, xuit 
ban; 
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1. Nang Itrc: 
TO chic, tOng hyp, than muu (4 
ho?ck dirong trial, & an, ckr an, 
bay cad); 	T6 dine thyc hien 
(Titan ding the° detiJEIPIM cluY 
ty nhan lye, lei  hyp &thkrc hieri 
nhiOn A); 
Nang lyc giai quyet cac van & 

n phat such truing thyc te cisa Onti; 
Am hiiu c lic Iinh Arc thong tin, 
brio chi, xutt bar); Scr kAt, nigien 
dm va tr.& khai yin & lien quart 
dAn nhiem vy piing. rash Arc 
ph& tritn riglith. 
2. xy nring Mr ly firth Wing; 
giao 

gip; 
 Ph6i 
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 Sh d9ng 

ngoai na KY rtng soah thao 
van ban; tin hyc, may &h. 

Mang Ceng 
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- Quan1y, dieu hank 
Chung va chili tacit 
nhiem 1nroc Ban 
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Ming dm Phong 
ang ngne. thOng 
tin; 
- Phan con& theo 
dOi dOn dOc, kiem 
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bad cad); 	T6 dim thiic hien 
 

1. Nang krc: 
TO chile, tOng hyp, than muu dci 
[Dyck chtrong Irbil, 	dy an, 

(phan °Nig, then clesi, Op hyp, quy 
ty than lyc ph6i hyp &thyc hien 
nfOrn A); 
/slang lyc giai quyet cac van & 
ph& sinh trong thyr t all math; 
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hiking dair  1, ding lac 
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hy iig, an ninh thong 
tin Wong *it dOng 
cang ngt* thOng tin; 

Am hieu cog linh wc cong nghe 
thong tin; Rik& nghien dm va 
tam khai van de lien quan den 
nhkin vu  Olen& NI vVc Phat 
trien *tit 
2. Ks% 9Ang Xir 15/ tinh huOng; 
ciao a); Ph6i hQP; Sir  Alit 
ngoyi ngil; Ky ding soon than 
van ban; tin hyc, may tinh. 
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chung va chill teach 
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1. ?rang kla 
T'6' chile., tong hop, tham mw ( (6  
hooch, chtrong trInh, de an, dy an, 
boo do); 	TO chic thyc hien 
(Phan ding the° d505019AcIuY 
to nhan lid,  ph6i hop de thug hien 
nhiOn v41); 
NAng lug giai guy& cac van de 
plat sinh tong thyc to cub nganh; 
Am hieu cog 1inh vyc ke hoych, 
tai chinh; So ket, righien cuu va 
trim !dial van de lien quan den 
nhiem V1.1  PhOng. rfnh NW Phat 
trier liOnk 
2. Ky-  nang: Xir IS/ tinh huOng; 
giao 

 
tip; phtil 119p; Sir dyng 

ngoyi riga-, Ky nAng soon that) 
van ban; tin hyc, may tinh. 
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•:: 	- 	G.',. 
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1. Nang km: 
NAng lug to chilc; kip hyp, quy to 
than lyc de thug hien nhiem vu; 
tong hap (ke hoych, chtrong trinh, 

an, du an, had60; giai cluYet 
cog van de plat sinh tong thyc to 
trop_ iinh vkic buu chinh, vi'e'n  
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0111031g 
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- Dieu Mit cong viec 
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(1:6 plan chuyer‘ i mon 
doge Timing phOng 
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- Xem raft cue ho scocir 
b' cong viec do choYep 
vien chuyen, trap dos 
yeti TnrOng phing trinh 
Li) ser, 
- Thant gia cad Wei 
hyp, kiem tra theo stn 
phan °Ong 
- Nghien assn cad van 
& 	lien 	quan 	den 
chuyen mon va wan tri 
piton& 

100 
% I 

1DOi 
* 

chuyoti 
nOli 
phii 
hoc, 

VIVL 

'1'ru 
ng 

cap o5t'lg dieu harsh va phis hop trier
- 

CV 13ac 2 
SD 

CNT 
TCB 

1. Nang krc: 
Nang skid  t')ctItiq 431)41), cloy to 
&tin lye & thkic hien nhietn vu; 
ttiogh4P 0c6 hooch, &Yong rink 
& arydv.  ail, IA) cao); 0 quYtt 
cad van & OA sink hung thkrc to 
trong linh Arc thong tin, bao chi, 
mit liin do lanh dad plat ph:ill' 

Olg 
2. Ky pang Xir I ,  tinh hueng; 

giao tier.; PbSi h9P; SCr dWg 
ngoyi ng(t; span tido van ban, tin 
hoc • 

Ping Cling 
oft &nth 

- 	Giiip 	Throng 
phOng 	diet' 	112lith 
dung 114 dO'llg 
curt 	phOng 	(k hi 
tilting Pile% yang 

- Dieu hash ding viec 
ling ngay do p heng 
(OO Pi* choYal rliOn0/0 
duce Throng phong 
Phan thng); 

100 

Dai 
hoc 

din 
riga& 

Oil 

'Fru 
ng 

cap 
CV Bac 2 

SD 
CNT 
TCB 

1. Nang Ivy: 
Nang Itrc to chtic; tap hop, quy to 
nhai i lye de thud hien nhiem vtr, 
Ong hop (ce hoych, throng trinh, 
&an, dt/ an, had cad); giai guy& 
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MA 
VT 
VL 

Ten don viNTVL 
Ngych 
cong 
chive 

Dan vi time 
MO di Nhi'Orn vu 

chinh 
MO to 	ng vi?c 

thkrc hiOn 

TS,  
tron 
g TG 
hohn 
than 

CV/ 
nam 

Bien 
A 

the 

Yeu cAu ye nang lye, trinh dO - kS7  nang 

YC 
Chu 

en 
mon 
nghi? 
p vu 

LL 
CT 

QLN 
N 

Ngoyi 
ngit 

Tin 
hoc 

Cho. 
ng 
chi 

khac 

Nang lye, ky nang 

mat 	theo 	phan' 
cong). 	- 	alp 
Wong phong thpt 
hien 	nhiem 	vu 
chuyen mon theo 
phan' cong. 
- 	Giiip 	hrong 
phong trong vi'ec 
Wong dans , theo 
dbi, don dOcs  Idem 
tra, danh gia, phli 
afkig viec dio cong 
chin 	cCia phong 
theo phan'cong. 

- Xem xet cac hO scocir 
1S,  cong vies do chuyer 
vim chuyen, trap doi 
vii Tnrong phang trinh 
LD 95; 
- Tham gia dr buOi 
hop, lciem tra theo sv 
phan cong 
- Nghien alu cac An 
& 	lien 	quan 	den 
chuyen mon A quan tai 
phong 

'VP 
VIVL 

dr van & phat sinh tong thkrc to 
trong Iinh vvt cong ithe thong 
tin do ranh doo phong plfan citing 
dieu lianh A pliii hop hovt dOng 
2. KS",  nang Xii 19 tinh huOng; 
giao fixer Phti kV; Sir  dking 
ngo4i ng; sovn thao van ban, tin 
hoc • 

PhongKe hooch 
Tai chinh 

- 	Gip 	TnrOng 
phong dieu hart 
chung hovt cling 
do 	phong 	gdii 
throng phong Veang 
mat 	then 	phai' i 
a5ng). 	- 	Gu1p 
tilting phang thtrc 

hie" 	nhiern 
	vu  

chuyen mon theo 
plfan ding,. 
- 	alp 	twang 
phang tong v* 
Wong dAn, theo 
di3i, don deic, Meth 
tra, danh gia, plan 
ding vi'ec cho cong 
chirc do phong 
theo p 'Ilan cong. 

- Dieu hash ding vies 
hAng ngay tin phOng 
(WO phais i chuyen mon 
dupe Tnrang phong 
phan' cong); 
- Xem xet dr ho scncir 
19 ding vies do chuyer 

vie" chtlYen' trap d(ii  
vOi Tnrongphong trinh 
LD 95-, 
- Tham gia tic butii 
hop, kee'rn tra theo sir 
phan tong 
- NghiOn alu dr van 
& 	lien 	quan 	den 
chuyen mon A quin tri 
phong, 

100 
0/ 1 

DO 
hoc 

chuyeri 
niOnh 
phis 
h9P 

VIVL 

Tru 
ng 
cap 

CV B4c 2 
SD 

CNT 
TCB 

1. Nang krc: 
Nang ltrc to chirc; tap hop, quy to 
than 1krc & thkrc hien nhiem vv; 
tong hop (Ice poach, churmg trinh, 
dean, dkr an, bad 60); gal cluYect 
cac van& phat sinh tong thuc to 
tmng rth h Arc ke hocich, tai chinh 
do lank dad phong phar' i cling; 
lieu hanh va phiSi hop hopt dOng. 
2 Ky 'trig )5ir 1S,  firth huting; 
giao tiep; phoi hop; Sir dung 
ngoai ngCi; sown than van ban, tin 
hoc • 

13. 1 
5 Chanh van phong CV VAriphengSo• 

- Quan 19, dieu hanh 
Chung A chiu trach 
nhiemmi.& Ban 

- Tham muu giup taiih 
dao SO.  ve ding tac 6 • 
chic b0 ma , bien che; 

100 
% 1 D4i  

hcc 
• 

6 	',I. 

c 
cap  ?° CV Bac 2 

SD 
CNT 
TCB 

1. ?fang krc: 
To chic, tong hap, sham muu (Ice 
hovch, chimp: trinh, bad car)); To 
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MA 
VT 
VL 

Ten don vi/VTVL 
Ngych 
ding 
chth 

hien 
Don vi thu c 

Nhiem vy 
chinh 

MO to cling viec 
thuc hien 

TS,  
tryn 
g TG 
hoin 
than 

h 
CV/ 
nom 

Bien 
the 

Yen du ye nAng lyr, trinh di - ky nang 

YC 
Chuy 

en 
mon 
nghie 
p vg 

LL 
CT 

QLN 
N 

Ngoyi 
nga 

Tin 
hyc 

Chu.  
ng 
chi 

khac 

Nang luc, ky ming 

Ginn d6c ve hoyt 
Xeng 	cika 	Van 
*lag* 
- Than cong theo 
dbi don CrOc, kiem 
tra, &nth gia viec 
INK hien ding viec; 

thi dua khen &tong 
doh skit lien krong; 
Wirth chinh quart tri ca 
wan. 
- Tham muu giiip lanh 
dap se ding tic van 
thtr, ltru tra. 

110h 
Phil 
hop 

VTVL 

dirc thus hien (Phan ding, theo 
crok tliph9MaY4lahafillic,Ph6i 
11913 ce dAle hirmalli@a v41); 
Ming km giai WY& cic van & 
pi* sinh tong thyc to caa nOnh; 
Am lieu at Mk Arc to di& din 
b6, thi dua khen dyeing nOi war 
gran; Sa kk nghien dm va trim 
khai van ci lien quan den nhiem 
'la Ping 
2. Ky !tang: Xir ly firth hiking 
giao 116P; Ph6i h9P; Ski  dang 
agoai agCr, KS' aring sown  thao 
van ban; tin hoc, may tinh. 

13.1 
.6 

PhO Chanh van 
phong CV Van ping SO 

- Gap Climb van 

ling  cli6t1 Minh  
chart boat dOng 
caa 	Lilting 	(khi 
Minh van phting 
vane"

1"e°  PhanPhMg 05ng). 
- Gip Chanh van 
phOng 	thus 	hi(ii 

wt' chuyen 
mon 	theo 	n iai 
' 

ding. 
- Gap Chanh van 
Plug tong vkc 
hung 	cars, 	theo  .A 
doe, don d6c, loam 

tra' dthil gla' Phan  con' g viec cho ding 
chile 	caa 	phOng 
the° pliin cOng. 

nii*.m,, 1 

- Dieu mai ding viec 
• 

hang aelY ala PhOng
mon (b6 phan chuyen  

duoc 	Chanh 	van 
Phan 05110; 

-Xern xdt clic h6 so x& 
ly ding vicc." do chuyen — 	A 	 ct. von chuyen, Liao 	i 
voi Chanh van phteg  

kith LD 95; 
-That gia clic bu6i 

ldemh9p, 	tra theo sir 

& 	lien 	den  
chuyen mon va quantri 
Plug  

100 
% 

men cau dr van  

Doi 
ligc 

thokb 
nOnh 
pill 
hCIP 

L VIV 

Tru 
ng 
cap 

CV Bac 2 
SD 

CNT 
TCB 

1.Nang krc: 
Ming kw tljchi:rq tap hap, quY  to 
nhan krc de thuc hien nhie'm vv., 
*IOW 0 !rack &long trthil, 
de fin;  du an,  bad cad); g'iai cloYa 
cac van de phatsinhtrongthyc i 
hung Mt Arc t6 dried can ba, thi 
dua khen duo% n6i vu cor guars  
do lank dye phOng phan cong; 
diet' hanh vaph6i hop hoyt dung 
2. Ky !tang Xir 1S,  tinh huong; 
giao tiep; ply hop; Ser chlag 
ngoai ngti-, scan than van ban, tin 

hod• 

13.1 
Chanh Thanh tra SO TT V ThanhtraSer -QuanlY,dieuhanh 

Chung va diju bath 
- ligun muu cho Ban 
Gam d6c ve ding tic 

100 
% 

1  Dai 
hpc 

Cao,  
cap 

CV Bac 2 
SD 

CNT 
1. Nang krc: 
TO chic, t6ng hop, tham muu (Ice 

8 



Ma 
VT 
VL 

Ten don viNl'VL 
Ngach 
cong 
chin 

vi thu.c 
hien 

Don g 
Nhiem vu 

chink 

TG  
MO to cong vice 

thkrc hin 

Ty 
Iron 

hoar 
than 

h 
CV/ 
nom 

Bien 
A the 

p v 
 1

.11 

Yeu 	au ve nang Itrc, trinh dO - 1(5,  nang 

YC 
Chuy 

en 
mon 
nghie 

LL 
CT 

QLN 
N 

Ngoai 
ngu • 

Tin 
twc 

Chit.  
ng 
chi 

khac 

Nang Itrc, ky nang 

nhiem tube Ban 
Giam deic ve hoot 
doing oh PhOng 
Thanh tra; 
- Phan cong theo 
dOi don d6c, kiem 
ha, danh gia viec 
thkrc hien ding vice; 

thanh tra tong phom 
vi quanlj, do CO' quan; 
- T6 ddrc thkrc hien 
cong tae tie') ding dan; 
Tham muu gitip Giam 
doe se tiep nhan don va 
giai quyet' khiou' 	noi, to 
cao;.  
- TO chin dive hien 
cong mac xay dung 
pimp loot; ra soot va he 
dieing hod van ban quy 
phorn phap luat lien 
quan den Mill vin quan 
1j,   lila ntroc do So; 
kiem tra van ban quy 
pham, 	PhiP lucit; phi 
bien 	giao due phap 
brat, kiem tra vies thkrc 
hien pl-k-ip luat can co.  
(II= 

chuyen 
rOnli 
phii 
liop 

VTVI, 

TCB hooch, throng trinh); 	TO chirc 
dux hien (phan ding theo d3i, tap 
hap, quy to nhan Ikrc, ph6i hop de 
thin hien nhiem vu); 

van de Nang lira Oai quyet 
to plkit sink tong thus te do nganh; 

Am hieu cac Iinh vuc cua ngInh, 
linh vkic thanh tra; Su ket, nghien 
ciru va trien khai van de lien quan 
den nhiem vu pheng, Filth vkrc 
pl.& trien nganh. 
2. KS,' nang: Xir 1j,  tinh hoeing; 
giao tiep; phoi hop; Sir dung 
ngooi ngir, Ky nang soon thao 
van ban; tin hoc, may tinh. 

13.1 
.8 

Pho Chanh Thanh 
tra SO TTV Thanh tra SO 

- 	Ginp 	Chanh 
'Minh tra dieu hanh 
cluing hag ding 
cna 	pheng 	(khi 
Chanh Thanh tra 
va 	mat theo phan 
ding). 
- 	Gap 	Chanh 
Thanh tra thin hien 
nhiem vu chuyen 
mon 	theo 	phan 
ding. 

rt - 	Glop 	Chi h 
Thanh tra tong viec 
hung can, 	theo 

- Dieu hanh ding vice 
hang ngay do phOng 
(bO phan chuyen mon 
ducc Chanh Thanh tra 
phan ding); 
- Xem xet at h6 sin& 

vial chuyen, trap dOi 
vii Chanh Thanh tm 
trinh LD sir, 
- Tham Oa do buoi 
hop, kiem tra theo sir 

- Nghien dm cac van 
 de 	lien 	quan 	den 

100 
% 1 

phan ding;  

Dgi 
hoc 

chuyib 
nginh 
phi 
hop 

V1VL 

Tru 
ng 
cap 

1j/ cong 

 

vies do chuyen 
CV 

hoc 
 

Bac 2 

,  

SD 
CNT 
TCB 

g 	quy 	van de Ott sinh 
 

1. Nang Ikre: 
Nang kit to clinic; tap hop, quy in 
nhan 14n de thkrc hien nhiem vii; 
tong hop (Ice hooch, chuong trial r; 

iai 	et cac 
tong thin to tong huh vat cac 
rah Arc ciia ngkili, Mill Nut 
thanh tra do lank do() phOng phan 
deg; diet! hanh va phOi hop hoot 
dOne 
2. K9 nang Xir 1 ,  tinh htiii" 1g; 
giao tiep; ph6i hop; Sir dung 
ngoai ngil; soon thao van ban, tin 
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MA 
VT 
VL 

Ten don vi/VTVL 
Ngych 
c8ng 
chic 

Don vi thuc 
hien Nhiem viii 

chinh 
MO to cong viec 

thuc hien 

Ty 
tryn 
g TG 
hoan 
than 

h 
CV/ 
nom 

Bien 
ch6 

Yeu au ve niing luc, trinh d8 - ky nAng 

YC 
Chuy 

en 
mon 
nghie 
p vy 

LL 
CT 

QLN 
N 

Ngoyi 
ngit 

Tin 
hyc 

Ch Cr 
ng 
chi 

khfic 

Ming luc, ky fling 

clOi, den clOc, Iciem 
tra, danh gia, phan 
cong viec cho cong 
dim du pitting 
then pi& cong. 

dmyen men vaqtAntri 
pig 

1 3.2 
NhOm chuyen mon 
nghiep vu 10 6 

13.2 
1 

Quart 13i cong ngl-i 
thong tin CV PhengCNIT 

- Tham muu, to 
chine thus hien viec 

Dreg ck sO ban 
*nth, UBND cac 
huY01, thanh Ph6; 
Ming doanh nghkp 
nha mac; dAu to 
xay dkmg va phat 
trieln ha tAngcrur, 
citc he thOng thong 
tin Sing citing 116 
to hien khai int 
dung CNTT; 
- Tham muu, to 
clitc dive hien, xac 
tier du tu, to mei 
truong chfnh sach 
thu hurt nguOn km 
pink 	tin 	05tAg 
nip CNTT, cac 
Khu CN1T tap 
tiling quart ly 1-W 
HO Tin hyc; 
- Tham 1111111, 6 
dire thkte hiens  'Van 
1y nha nu•ic ve an 
toan thong tin, an 
ninh 	my% do 

(mg cikmg 
 

€NIT 

- Xay ckmg chucmg 
Dinh, It' howl], quy 
hoych, mei lank co 
cif& dim sash img 
dyngCNTT; 
- MY d4trig quy  dinh, 
tieu chuAn ve quart ly 
vahoytdengCNTT; 
lItt'm dinh, tdnh phe 
duyet cac du an - hang 
myc Cmg dyng CNTT; 
-Nain thong tin vagiai 
quyet MI6 khan cho 

cowdan' 6 100 
doanh rights!), dr Khum  
CNTT tAp nu% hong 
hoyt Ming lien quan 
den Inh Am cong 
nghiep 	CNIT, 	cac 
ITO hei doanh nghiep 
CNIT then qui dinh 
pip  luAt 
- Khao sat, CB& lia, 
thong ke N4 tlnh hinh 
phat Wm Ong righip 
05ng ngt* thOng tin; 
do Khu CNTT Op 
tnmg. Quail ly se lieu, 
thong 	tin 	Doanh 

% 2 

fkii 
hQe 

"361  
ngtinh 
Phil 
hop 

VFVL 

So A)  CV BAc 2 
SD 

CNT 
TCB 

1. Nang km: 
Ongkir Phan lieh, thlet—. ke,  hen—
IA he thong; giai guy& cac van 
ci phat sinh tiring thirc te4. i vei 
WI Am °Ong ngl* then tin; 
Ph6i hQP halt (1011g; Alg 119P; 
2. Ky nang: 
Ky ttng giao tiep; phOi hyp; soar 
Mao van ban; tiro doi, dim bit 
thOng th sit d4mg tin hoc;  WO 
nga; thong ke, bap di°. 
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Ma 
VT 
VL 

Ten dun vi/VTVL 
Ngach 
cong 
clit're 

Dun vi tlityc 
hin Nhint vu 

chinh 
MO to cong viec 

thkrc iiiin 

Ty 
trcin 
g TG 
[loan 
than 

h 
CV/ 
nam 

Bien 
che 

Yeti can ve nang Ityc, trinh dO- ky nang 

YC 
Chu 

en 
mon 
ng14 
p vu 

LL 
CT 

QLN 
N 

Ngo#i 
ngir 

Tin 
hoc 

Chu.  
ng 
chi 

khac 

NAng ltyc, kj,  nang 

thanh pho; ho U 
cong tic an town 
thong tin, an ninh 
m4rig cho cac don 
V. 

nghiep Cong ngbiep 
CNTT; 
- Tham gia klfac plinc 
sir co ATTT; 
- Xay dyng chuong 
trinh, ke hooch, mo 
hinh, 	co che, 	chinh 
sach quan IS/ va dam 
NI° KITT cho dr don 
vi; cong tic dao too 
nhar' i lisc; xaydkmg DOi 
tmg cim khan cap ye 
an town thong tin, an 
ninh rn4ng; 
- Ong tic th6ng ke, 
boo coo dinh l(Sf ye 
cong nghe thong tin. 

1 3 .2 
-) . - 

- 
uan 19 vien thong 

CV 

PheingBCVT 

- Thkrc 	hien cac 
ding viec flung ho4t 
dc3ng quan 15/ ye 114 
tang va dich vu vin 
thong. 

- Tham nitm cho Labh 
dao phang 	ding tac 
quan 1 ,  nha ntrOc ye 
vfen thong; 
- Xir 11 va giai guy& 
theo tham quyen d6i 
yOi citc cac cong tic 
quan 1j,  ye 114 tang va 
dich vu vien thong 	• 
- Cong viec giai guy&  	. 
thu tuc hanh chinh hen 
quan den 1inh ykrc vin 
thong; 
- °Ong viec kiem tra 
chAp hanh qui (trill 
phap luat cila 	hoot 
dOng 114 tang va dich 
N/i vien thong 
- Cong tic th6ng ke, 

1 00 
% 1 

D4i 
h9c 

chuyen 
nOnh 
plin 
hop 

VTVL 

So 
• 

cap 
   

CV Bac 2 
S D 

CNT 
TCB 

1. Nang lkrc: 
Nang kr phan tick, thief ke, lien 
1:et he th6ng; giai quyet dr van 
de phat sinh tong thkic to d6i vai 
Mill vnu vi6n thong; 	ph6i hop 
hoot d'Ong; tong hop; 
2. Ky nang: 
1Cy flaw giao tiep; ph6i 	, soar 
than Van ban; theo dbi, niim bid 
thOng tin. sir dung tin hoc; rig* 
ngir, thong ke, boo coo. 
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MA 
VT 
VL 

Ten (Ian vi7VTVL 
Ngcli 
ding 
chik 

Doi, vi nitre 
hin Ntiiin vu 

chinh 
MO to cong vic 

thur liin 

Ty 
trcui 
g TG 
!loan 
than 

h 
CV/ 

Bien 
A che 

p vunam 

Yeu cAti vt nang Ityc, trinh dO - ky 'tang 

YC 
Chuy 

„ 
en 

mon 
nglii'' 

LL 
CT 

QLN 
N 

Ngu i 
ngir 

Tin 
liQc 

Chu.  
ng 
chi 

kliac 

Nang Itrc, ky nang 

be° cao dinh kY y&s linh 
vuc yi6n thong. 

13.2 
.3 

Quan 19 Btru chinh 

CV 

Piing BCVT 

- 'Thuu hi'n die 
ding v* trong boat 
ding buu 	chinh, 
chuyen phat. 

- Tham muu cho Lar-  th 
dclo phOng 	ding tad  
quail 19 nha nut5e ye 
buu 	chinh, 	chuyen 
PI* 
- Xir 19 va giai s  quyet' 
theo thIn quyen d6i 
vii die cite ding tac 
quan 19 ye buu chinh, 
chuyen phat 	

, 
- COng v* giai cluYet  .„ 
thu tuc hanh chinh lien 
quan den filth vuc buu 
chinh, chuyen pleat; 
- COng vi'cc kiem tra 
chAp bath qui dinh 
phap luat ciia 	boat 
clOng 	buu 	chinh, 
chuyen pha4 	, 
- COng tic thong ke, 
WO ea° dinh k9 ye NI 
vuc buu chinh, chuytn 

_Pa 

1 00 % PIP 
KINT  

Dgi 
hoc 

chul 
ngatih 
phis 
hop 

VTVL 

So. 
cap 

CV B4c 2 
SD 

CNT 
TCB 

1. Nang luc: 
Nang luc phan tich, thief ke, lien 
ket he tho'ng, giai quye't ale van 
de pilafsinh tong thuc t6 d6i vii 
firth vuc but chinh; 	phoi hop 
hogt dO. ng; 6ng h9P; 
2. Ky nang: 	, 
K'y nang giao tiep;phoi hop; soar 
than Van ban; theo dai, nang batbat 
thong tin. sir dung tin hoc; ngoai 
ngir, thong ke, bao cao. 

13.2 
.4 

Quan li Ke hoach, 
Tai chinh PhongKHIC 

13.2 
 

- au tri phoi hcip 
cac piling chuyen 
mon xay dung, trien 
khai va quart 19 y* 
thud Ilin ale quy,  
hoach, k6 	I, de W 
an, du an pita tiitn 
nganh tren dia ban 
tinh; 
- DiL tea, theo doi 
tong hop so lieu 

- Tham muu giiip lanh 
dao phOng thud hk.ri 
ithie.in vu xay dung 
quy poach, ke hoach 
pleat trien dal Ilan, 05 
Halle va hang nam, 
chilling trinh, de an, du 
an ye thong tin va 
truyen thong; 
- TO'ng hop thong tin, 
xay dung ke hoach, 

100  

% 

,ff. 
KIN. CV 

 
Dgi 
hoc 

ohuytt I 

phis 
hop 

VIVL 

so.  
A 

cap 
CV Bac 2 

SD 
CNT 
TCB 

1. Nang luc: 
Nang lut phar‘ 1 tich, Ilia. 	ke, lien 
ket h' thong; giai quyet cac van 
c16 pleat sinh trung thuc to do'i voi 
Mt vuc ke" hoach, tai chilli; phoi 
hcop boat dOng; tong hop; 
2. Ky nang: 	, 
Icy 'tang giao tiep; phoi hop; soap 
thao van ban; theo dai, nang bat 
thong tin. sir dung tin hoe; rig* 
ngir, th6ng ke, bao cao. 
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MA 
VT 
VL 

Ten don vi/VTVL 
Ngach 
cong 
attire 

Doll vi thkrc 
hien 

Nhiem vu 
chinh 

MO tä cong vies 
thw c hien 

Ty 
tryn 
g TG 
hoan 
than 

h 
CV/ 
nam 

Bien 
the 

Yen can ve nang Ityc, trinh do- kF nang 
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Nang lyre, ky nang 

tho'ng 	ke 	chuyen 
ngAnh 	Ow 	vu 
cong tae quan ly va 
xay 	dung 	quy 
hoach, 	ke 	hoach 
phial 	tie'n 	n 	i; 
bao c 	dinh IcS,  s6' 
lieu 	thong 	ke 
chuyen nOnh ye 
Clic Thong ke va 
BO Thong tin va 
Ttuy'en thong theo 
quy dinh 

chuong trinh cong ta.,  
dia Soy hang nam de 
trinh Ban Giam d6c 
xem xet, phe duvet; 
- Tong hop thong tin,,  
thus hien bao coo ye 
tinh hinh va ke't qua 
triekn khai hop tic, Vic 
tier, sir ki(sm; ke';t qua 
trier 	khai 	dr 	quy 
hoach, c an do SO; 
- Nghien dm lam dAu 
m6i h* ph6i hop 

ng hop cac Op y 
trong xay dung cac de 
an, chuong trinh, quy 
hoach 	do 	soy, 	ban, 
nganh, do BO va Uy 
ban than lain tinh yeu 
cau;.,  
- Tong hop thong tin, 
du thao bao do ye aic 
van de phat sinh trong 
cong tic quan ly (cac 
kW) khan, vuong mac, 
cac van & quy dinh 
chua n5 rang...) va cac 
kitn 	nghi 	giri 	BO, 
nOnh, Uy ban than 
dli tinh; theo clifi tinh 
hinh 	tiep 	than 	va 
Wong din, chi dao 
theo cue lien nghi.  

13.2 
5 Quan ly Bao chi 

CV 
Pheng 

Tham mull, thkrc 
hkit cong tae (pan 
' nha nuer ye hao 

- Haong din that hien 
Luat' Bao chi va cac 
Van ban QPPL co lien 

1 00 
% 

TP 
KN  TTEiCXB

Nang "li  
hoc 

So 

cap :TC 
CV Bac 2 

SD 
CNT 

B 

1.Nanglix: 
ltrc pl "kin.tich, dila' 	k& lien 

k& he thon(2.  Lidi 	uyet cac van 
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Tin 
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ng 
chi 

khac 

Nang Ikre, ky Ming 

chi ten dja ban link quan; thu tliap va tra kti 
tl 'tic mac tit Co qua 
boo chi; co quart, to 
&lc, 	dash 	nghiep, 
alg al; tuYen IluY61 
hen bag, dam 
- CO% v* giai cli0 
thl tpc hank dal: tiep 
nlian, &Am dinh ho se 
c 	phep, xac nhiin 
tiro phan c'Ong 
- Kiern tra chap hanh 
phap h4t noot Ong 
boo chi; 
- Cong viec than muu 

Ph* bin  Ph 
tang atiing quan ly nha 
nude theo ding van 
den, chirong trinh cong 
tic, Pal 0511g ctIP tell; 
4116' se trinh MI) dad 
Phong. 

401 
phi 
hop 

VIVL 

Tle phat sinh tiring dye to ckii vii 
linh vile bad chi No chi in, boo 
dien tit, phat thank, tmyen hilt, 
ban tin thong tan; liong tin then 
tir, qtrang cio tree ban chi, xuat 
ban Phnom, lien man g); phOi hop 
boat d011g;  tong  NT- 
2. Kynang: 
Ky tiring giai WI)." ; phoi hop; soon 
thio van ban; then di* niim bat 
thong at sir dung tin hoc, ngoai 
ngir, thing lad, brio Oa 

13.2 
6 Quart IV XuAt ban 

C V 

Fling 

Them muu, dour 
hien ding tic quart 
I ,  nhanuoc ve" xuat 
bari, in, pi* hank 
tree dia ban link 

- Huong cir  thyc hien 
Luat: Xuat ban va cac 
van ban QPPL cO lien 
quart; thu thOp vatra leti 
Mac mac tit ceic nha • 
xuat ban, phat limit in; 

auan. ' chic, dank ccr  ! 	• t°  
nghlep, 	orkig 	'dal; 

A  	, 
tuyen truyen ten big, 
cid 
- CAlg, *c giai (IPY,6t 
thir tic hail chink tiep 
Wan, thAm Oh 1)6' sa 
dip ph4), xac nNin 

100 
''/0 

VIP 
KN 

D4i 
hcc 

diuyen" 
Tail 

Phfl 
hyp 

VIVL    

so  

cap CV Bic 2 
SI) 

CNT 
TCI3 

1. Nang krc: 
Nang lyc Phan tick thiet 14 lien 
ket he thOng; gal quy& cad Van 
de phat sinh truing thud to doi vei 
rush aunt xrklit ban (mat' bin in, 
Pa alll); Ph& hop 114 d&lg; 
t&Igh911  
2 Ky tiring: 
KY nn gia0  h6P; Phi ivp; soon 
than van ban; then dot Mai hat 
Mang tia sir  chAlg  tun hoc; tlgo4i 
rig% Mang ke, brio can. 

TIBCXB 
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..,  
QLN 

N 
Ngoai 
ngfr 

Tin 
hcic 

Chin 
ng 
chi 

kliac 

Nang Ityc, ky Hang 

theo plan  cong,  
- Kiem tra chap harsh 
phap luat host cl5ng 
xuat ban, in, phat harsh; 
- Gong viec tham muu 
giai phap, bin phap 
tang areing guan1-9nha 
nutic theo cong van 
den,  chuong trinh ding 
tic, plan cong'cap' tree; 
lap ho satrinit lanh dao 
Phong. 

13.2 
.7 

Quan ly Thong tin 
cloi ngoai 

CV 

Ph6ng 

Thkic hien cac cong 
viec 	trong 	hag 
clOng quart ly ye 
tuyen tilt*, thong 
tin ekii ngoai, guy 
the phat ngon va 
cung cap thong tin 
cho bao chi. 

-1-krOng dar' 1 thkrc hien 
cong tic tuy'en truyen 
ye thong tin dt)i ngoai, 
quy the Pliat ngOn, 
cung cap thong tin cho 
bao chi; 
- Xay dung, trien khai? 
Iciem tra thou hien ke 
hoach cong tac foyers 
truyen, thong tin ciSi 
rig*, chap,  hanh phial) 
loaf quy the pkit non, 
cung'cap' thong tin cho 
bao chi; 
- Ket not gala ca guars 
bao chi va co guars, to 
clik lien guars (trong 
cong tic tuyen tmyen, 
thong tin cti ngoai, guy 
the 	ngoai 	phat 
ngon...); 
- Tham mint ke hoach, 
giai phap, hien phap 
tang ctrOng cong tac 

100 
)̀/0 

1  

Ek.li 
h9c 

thuyers i 
nonh 

phit 

h9P 
VINL 

CV 
K5',  nang: 

 

Bac 2 
SD 

CNT 
TCB 

1. Nang lot: 
Nang Ikrc pi 'kin tick, GA' ke, lien 
ket he tilting; giai guyet cac van 
de phat skill tong thkic to cleii vcii 
finh yot thong tin cti ngoai; 0161 
hop host cli5ng tong hop. 
2.  
1(5/ nang giao tiep ; pho i hop; sown
thao van ban; theo dtii, tram big 
thong tin_ sir clung tin hoc; ngoai
ngir, thong ke, bao cao. 

TTBCXB 
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ngii• 
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bye 

Chit 
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NAng Itye, k-si nAng 

tuyen truyen, thong tin 
dOi IWO, cluY the 
ngtrbi pi* ngfin. 

13.2 
.8 

Quan ly Thong tin 
co so 

CV 

ging 
Thuc hien die dm' ig 
viec 	tong 	boat 
(Xing quan 1j,  ye 
ling tin cersa. 

- )(ay dyng chitin lupe, 
ice hoach 01,1 trien hoyt 
dOng thOng tin (,)2( 95-,  
die guy Binh ve hoyt 
dOng thong en. g tin, tnYell 
1111Y&, 05  dOng Phnc 
vu cac nhiem vu chink 
tri, kink te, van htia, )Ca-
hOi caa Dang va Nita 
ntrac; 
- Xay dung va to.  chile 
he thong thong tin co 
(Xing true quan trai dia 
ban; 
- TO chire itghien alu, 
& xuat xay dung ho5c 
Main clinh die tiOi dung 
tuyat tniyen. 	co do, ng, 
thong tin ea Sa then 
dining 161 dm Dang , 
dtinh sack pikip lui.it' 
ena NM nuije tren dia 
ban; 
- Hying'da'rn, to chic 
then 	khai 	five 	hien 
ding tic thong tin ccr 
so; chi tri, phiii hyp vii 
die ccr quart lien quan 
ciao tad, bOi 	&rang 
chuyen mon n&thiep vu 
hoot &Ong thOng tin CO 

so. 

100 
% 

CV 
KN 

Dgi 
hcc 

chuyer' i 
riOnli 

phi
h9P 

VIVL 

So 
cap 

CV Bac 2 
SD 

CNT 
TCB 

1. N5ng lye: 
NAng liF phin tic}, thief 14 la 
ket he thOng; giai guy& clic van 
& plat sinh tong thud t6 d6i vii 
link Are [hang tin CO sit phOi hop 
WO €19* tong hap. 
2. K9 nano: 
Ky nang giao tieip'; phOi hap; soar 
than van ban; tiro dai, tint bilt 
thong tin sir citing tin hoc; ngoyi 
!la thOng ke bad cad. 

TTBCXB 
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Nang lac, ky nang 

.9 Thanh tra TTV That tra So.  

- Tham muu cong 
tic thanh tra chuyen 
ngAnh 	rmh 	Arc 
thong tin va tniyen 
thong 
- Tham muu, trierclOng 
Ichai thkrc hi'en cong 
tac phang chOng 
tham titling; Tiep 
cling 	&in, 	tham 
muu 	giai 	quyet 
khieunait6 ea°. 

- Xay clung Minh Giam 
dc Set phe duyet va to 
chOc thin hien throng 
trinh, Ice hooch thank 
tra, Ideal tra hang nam 
coa So; 
- Thanh tra, Iciern tra 
vies chap` 	harsh phap 
hit ala dr to chirc, ca 
nhan hoot 01' g tong 
linh Arc thong tin va 
buyers thong 
- Xir 1 vi phiarn hash 
chinh cti vOi viec ch4p 
halt phap lust cita cac 
tochar,ca nhari hoot 

tong lihh Arc 
thong tin va truyen 
thong 
- Phi hop vOi citc co 
quan Nha nuoc co 
tham quyen lien hanh 
thank ta, Iciem tra, phat 
hien, ngin chln va xir' 
1 ,  dr vi pharn phip 
heat lien quan Cgn ffnh 
Arc thOng tin huY&I 
thong 
- Tham muu, men khai 
thgc 	hien 	cling lac 
pheng 	cifing 	tham 
nhung, t'ep cong 	'dein, 
giai cluYet khi&1  nai,t6 
dm. 

100 
% 

2 

Ekfi 
hoc 

cluyen 
nark 

h41) 
VTVL 

Soy 
cap iii  

CV 
r

cao, Bac 2 
SD 

CNT 
TCB 

1. Nang lac: 
NAng kw phan tick, thief ke, lien 
1A 10-1611g; gal cluYti cac van 
de phat sinh tong thkrc t6 db(  i voi 
rill Arc thong tin va tniyen Ink 

n" ming nghit. vi
thank tra, giai quyet khieu nal to 

tiep dogi hop hocit 
dOng tOng hop. 
2. Kynang 
Ky ming giao tiep; pliii hop; son 
than van ban; theo doi, ram b& 
thong tin sir dung tin hoc; ngokti 
nga; thtmg Ice,' bao dm. 

13.2 
.10 Pha p the CV O  Thr atraSo Thtrc 	hien 	viec 

I 4 	' nha nut* 
- Tharn muu, de xtfat 
Wien, dkr thao VIII ban 

100 
% KN hcc 

DE.i i CV Blac 2 
SD 

CNT 
1. Nang krc: 
NMI lot e ran 11ch, thiet Ice, lien 
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Ngotti 
ngcr 

Tin 
hyc 

Chir 
ng 
chi 

kluic 

Nang Itrc, ky niing 

bang 	phap 	luat 
tong 	Pigirn 	vi 
nOriti Thong tin — 
Ttuyen thong va 6 
chirc thtm hien ding 
tic phip the cua sa 
thee (FY dink 

lien quan den dog tic 
PhaPche% 
- Xir ly va gill guy & 
then 	tham 	quyen 
nhOng van de lien quan 
congtacphapdi; 
-TM' igke,bao cane 
an va dinh IcS,  ye 
05118 tad *OA 
- Than dy.  cac bulii 
hypbun'i cto tan, tap 
Wan lien quan cti 
congtkchtc elle,. 

cuy!n 
nOnh 
tit 
WI) 

VTVL 

TCB kik hoheing; g'iai quyet sic van 
de pi* silt tong turd to d8i vt!ri 
Frit vyc thong tin Ara truyen 
being; nim yang ding tic phip 
di6; Phtn [PP !KO dOn8; tang 
11911  
2. Ky rag 
Ky ding giao 6); phti Ivp; sciii,i 
titan van ban; then dai, ham bat 
theingtin serdlingtin h4c; flguOi 
ngr, Mfg k'e; Wick,. 

133 NhOm hotriy, phyc 
vy 13 1+3 

1-ID68 

13.3 
1 Tt) chin nhan sy CV VanphongSer 

Chuye clung  Wadi ve 
cang lac la dins bi) 

11**It d°11g cCia  SO va wan ly, sir 
cking citn bO, cOng 
dnir, viers dim va 

SO. 

- "[ham muu va dtr 
than dad van ban lien 
quan cfn cling lac leo 
dim hOntY 1)4018 
caa So va win ly, sir 
clung can  b$,  cling dirc, vien ditic va 
n8uOi kip dOn8 411.  Sa 
then clu51  dinh Ph* 
ht 
- xer is, va gia., cry& 

dim &am quyen 6 
vii tic vin vier lien 
quan cern cong tic to 
shirt h0  may Iluct 0118 
cita SO va Gang tic 
con isc sir ding can 
bO, ding chirc, vier 
arc vanguoi !an dOng 

100 
% 

CVP 
KN 

ligirei h° Mng tai 
 

Ekti 
h9c 

dttyen 
neinh oil  

NV 
V1VL 

S•cr cap CV Bac 2 
SD 

CNT 
TCB 

1.Nang kic: 
- Nitm vfing va tuin thit cad quy 
dinh Ph* luft Mang ChuYen trash 
v4congtk it 	din b$. 
-Nring km T.& 15': Quan 19 titn 
0 thtic hiens  cOn8 vimQuail 19 
thOigian,Quanlyhtisci 
2. Ky ding 
- Tin hyc Van phong, Mh Van 
emu* 
- Ky fling dyc cis van ban ph* 
15' 
- Ky nang soan than van ban. 
-Kynanggiaotik 

18 



Ma 
VT 
VL 

Ten dun vi/V'TVL 
Ngach 
cong 
chIrc 

Dun vi thtyc Nhiem vu 
chinh hien che MO tä cong viec 

thtyc hien 

Ty 
trcin 

g TG  
hoan 
than 

h 
CV/ 
nam 

Bien 

Yeu cAu ye nang ltyc, trinh dO - ky-  nang 

YC 
Chu 

en 
mon 
nghie 
P Nit) 

LL 
CT 

QLN 
N 

Ngoi 
ngir 

Tin 
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Chia.  
ng 
chi 
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Nang hie, kS",  Ming 

do Rr, 
- Hinting din cc don 
vi, b0 Phan, ea nlfan 
lien quan den viec thou 
hien o5ng tac to chac 
bO may ho it dng ciia 
SO va Ong tac quan 
ljf, sir clung can bO, 
ding clirc, vien dire 
va ngtroi lad ding do 
SO; 
- Th6ng ke, bad rho dOt 
xtfat va dinh ky ye 
cong tac to chk bO 
may hoat ding cin SO 
va Gong lac quan lt, sir 
ding can 	bO, cong 
chide, 	vien 	chine 	va 
ngutri lad ding oh SO. 

13.3   
.7 Flanh chinh tong hop CV Van piing Soyhanh 

Thou hien cong tac 
chinh 	king 

hop ctia caquan 

- Thou hien nhiem vu 
hanh chinh, earl phong, 
- Thou hien nhiem vu 
hanh chinh TOng hop; 
- Thou

% 
 hien nhiem vu 

khac then chi dad do 
Lanh ciao van phong. 

1 00 

• 

KN 

Doi 
hoc 

chuyen 
nOnh 
pha 
h913 

NiTVL 

s a  
A. 

cap 
CV Bac 2 

SD 
CNT 
TCB

Icy 

1 .Narig Ikrc: 
- Neun vimg va tai thil cac quy 
dinh phap !flat tong Chuyen trach 
y' cong tac hanh chinh, tong hop. 
-Nang lou (loan 1)'/: Quart li lien 
di) thou hien ding viec, Quail ljf 
theri 2. 
	

gian, Quan 1S,  II) so 
nang: 

 - Tin hoc Van piing Anti Van 

giao tielo 
- Ky nang dot cat van ban phap 
i' 
-Ky nc'ing soar than van ban. 
-Ky nang giao ti6p. 

13.3 
.3 

Hanh chinh riot cira CV Van plbug SO' 
- Chuyen trach ve 
cong tac cai cach 
hanh chink 

- Nhan va Ira ho so'cap 
pheRtheo guy dinh; 
- Trien khai cat dick vu 

100 
% 

1 
Dai 
hoc 

6 	6 i 

So 
, 

cap 
CV Bac 2 

SD 
CNT 
TCB 

1. Nang lire: 
- - 1-1i6u Net cac guy dinh lien quan 
den ti 4  ) dan, KO CBCC.. 
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hyc 

Chu-  
ng 
chi 

kliac 

Nang hie, 1(5',  nang 

- 'net) 11* va Ira 
h6 Sa cap gray phep 

cOngtrlictuY61.1 
- Thkrc hien boo coo ve 
cling tac nha:l't va tra h6 
scr cep pit') theo dish 
kj,  va khi co yeu (-11; 
- Xay' 	dung Ice hooch 
cai dial kith chinh 
hang mint; 
- CA3 nit:it VB QPPL 
mOi ban hanh quy dinh 
ve tit tuc hanh chinh 
va ckr thao QuY dill') 
thti tut hkih chinh sua 
d6i, b6 sung. thay the-, 
- 	Ph6i 	hyp phong 

nOnh 
pit 
"VP 

V1VL 

- 1-lieu biet cat quy dish lien quail 
deb thanh phan he SCIITHC filth 
vvc thong tin-truyen thh ng. 
- Hien biet" cat quy Binh lien Wall 

den CCHC 
- Hieu bier tInh hinh tittle hie r1 
nhiem vu chinh tri dia co quail 
2. KS,' [trig: 
-Tin hcc Vail phOng 
-ThOngke,baocao. 
- Ky" nang giao tie.p, Ong xi r not 
cor4 so. 
- Soan that) van ban 
- Dyc tli lieu hash chinh 

KSTMC de thvc hien 
cat ding lac nghiep vu 
ve kiem stoat thu tuc 
Mull chinh tai So-, 
- lid soot cat thii tuc 
clang ap dung, de mat' 
Sila diii va xay dung 
thil tkic man. 

13.3 
.4 Quan tli tong  sa VCV a 

Tilttc 1.1* ding Inc  

quan 

- Saa cilia, boo tti, 
nang 	dip, 	cai 	too 
"I'SCD va trangthietbk, 
- Mua sam tai san, 
!tang till& bi, VPP; 

- Quail  liTSCEt !tang  

tri piing hyp va am 
tlk-inh Anil sang, hinh 
thirc, ngiti le" trong bung 
atOc hyp; 
- Quail ly %/a dieu ph6i 
sir dung xe o to phut 

100 PCVP 
0 Bac 

Di)i 
hoc 

din 
 

pit 
hop 

VTVL 

Su 

cal) 
2 

SD 
CNT 
TCB 

1. Nang Itrc: 
- Hien biet cac quy dinh lien quan 
den CBCC 
- Flieu hilt tinh hinli thirc hien 
nhieln vu chinh tri tiro co quan. 
- Hie n' 	bietr  co-  ban ve CBCC co 
guan 
- Hieu va norm Ntif112 quy dish do 
NN va CC/ quail ve quin lY tai sin 
NN 
- Thyc hien tot (ling* toan dui 
Oa° - tic bill dir toan mua sam, 
sirachaa TSCD, CCDC ... 
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Yeu au ye nang lure, trinh di) - ky-  nang 

YC 
Chuy 

On 
mon 
nghie 
p vu 

LL 
CT 

QLN 
N 

Ngooi 
ngfr 

Tin 
hQc 

Chii-
ng 
chi 

khfic 

Nang Itre, ky nang 

v1.105ng lac; 
- Rio dam mei Wong 
xanh - sw.h - 4 cue 
ca quan, ve sinh ca 
quan; dam boo ding 
tae phong chary chila 
duiy. 

- Tham muu, & xutit ve cong tic 
quail in; lap ict hooch mua stun, 
sera dila hang team 
- G5 kill tiring lam vies dOc lap, 
chill aP kic °Mg v4c 
2. K9 [trig: 
-Tin hoc Van phong 
- Soon than van ban 
- Sap A), boo quail, bud tii sera 
chuathuong xuyen di son 

13.3 
5  Ceng ugi*thOug tin 

CV 
hotic 
'ID 

- Dam &a an ninh 
mong. 
- Duy trl, bad  di ng 
he thOng mpg may 
tinh tx51 bO (mong 
LAN) 
- Quan Ili website 
ciia So.  

- Duy ire, Lilo duo% he 
tb6ng tiling may tinh 
nOi No Ong  LAN) 
hoot Ong din dinh; 
- Bien tap, kiem duyet 
tin, bid; 
- Thitt kt m9 thtiat (nOi 
dung, hinh anti) ban tir, 
- Quan tri website city 
So-. quail tri deb lieu, 4 

114 Ong lab ngiulh; 
- Quail IS,  hem thin dies 
ter ca  4 4, 

nhat thong tin so keen  en 

100 
% 

PCVP 
KN 

Doi 
117c 

chuyen 
Agarili 
lit 
h9P 

So , cap CV Bac 2 
DH 

CNT 
T 

'Nang loc: 
- Nin yang va tuan the) cac quy 
dinh phap lint tong Chuyen path 
ve cong nghe thong tin. 
- Nang lot quan lk. Quail IS,  teen 
di) then411  ding v*, Quail 15' 
thoi glen 
2. 	9 nang: 
- Anh Van doe hitt' 
- Ky nang doe dr van ban phip 
i' 
-Ks-,  ming sown thcio Van ban. 
-KYmang gran titp. 

13.3 
.6 Kt toan KIVF 

C 
Kt WI Tai 

thinh 

Lap do town clic 
nguo:in 	kink 	phi; 
thanh 	quyet town 
cac khoan chi fir 
ngutml 	hr 	the', 
Ichong to chi' va so 
nghiO3khong 
thuong xuyel phat 
sinh; thu nguon thu 

XII& 	ban 	pham 
• 1 Icinh doanh, 

k Phi 
them 

din
h V1NL

 

1 1
-2
1
1
0

g t
l 

1
 	

i  
t a
lt

i r
O
P
 

11-
r
i

-il
l
!
e i

 
R
I
R
 R
i
a
  

R
a
R
 

100 
% 

DO 
hoc 

chlYen  
riganh.:, 
Pit 
h413 

cap 
CV Soy

SD  
Bac 2 CNT 

TCB 

1. /N1ng, km 
- Hieu biet cc quy dinh I& quan 
den CBCC (Luats Ong char., 
Vien chat, Luat loo ding dr 
thong tu, Nghi dinh coo lien quail), 
Lust TDKT, Luat Kt toan, Luat 
BHXH .... 
- Hieu bitt tinh hinh thoc hien 
nhier' n vo chinh in cCia car 
- Hien bitt ca ban ve CBCC CO 

quan 
- DQC va hitu to do town va thoc 
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VT 
VL 

Ten don vj/VTVL 
Ngych 
ding 
chirc 

Don vi thuc 
Nhiem vu 

chinh 
hien the 

MO to cong viec 
thud hien 

Ty 
trQn 
g TG 
hoin 

h 
CV/ 
nom 

Bien 
A 

Yeu cu ve nang luc, trinh d - ky nang 

YC 
Chuy 

,., 
en 

mon 
nghie 
p vu 

LL 
CT 

than Nang QLN 
N 

Ngoai 
nar 

Tin 
hQc 

Chir 
ng 
chi 

khfic 

krc, ky Jiang 

le phi them Binh du 
an, thu he va doyen 
toan phi tan so vo 
tuyen lien; * xep 
cliimg fir va luu 
they quy dinh; drain 
muu chi Ban Giam 
dOc ve 11th vkm c6 
lien quan; &I tro cac 
pherng hung Gang 
tic 14) du town va 
thanh quy & loan 
cad ding viec sir 
dung ngubn' 	kinh 
phithoy quy dinh 

Lilp bier ban xac dinh 
tiet kieM & chi tam 
fug thu nhap tang 
them hang king; 
- Lap bad ear) tai chinh 
'lam va quyet toim tai 
chinh dim; 
-IQ khai thue thu n1149' 
ca riiin quy va guy& 
Written; 
- Qtian ljr, bay do se,' 
thu phi them dinh xuAt 
ban plk4m Bong kinh 
doanh; thu phi thArn 
dinh du an eau tu; thu 
tin inch xix phat Tbanh 
Ira; 
- Quail ly, bad cad tinh 
hinh sir dung bien hi 
thu phi, le phi dung, 
quy va quyettuannam; 
- Mua stint, Rh thita 
tang thief I* tai sari co 
dinh they du Man dupe 
clu* 
- Ph& hyp v6i at 
phang tong cong tic 
lap du roan ding viec, 
thanh quy et loan ding 
viec, king mud thud 
101 

hien tot du toan NSNN duce giao 
- Nam vfing Luc* NSNN, quy 
dinh NN ye dm dinh mirc chi, phi 
va le Pill di) dking P_ hAn,°A,  trich va 
sirchligtingbaic016 . • • 
- Sir cking A cad PM Ice toan 
clang* dung hi don vi 
- CO ft nlitit 1 'lain kinh nghiem 
Hung anti Arc tai chinh - Ice town, 
uu lien tai chinh NN (tin chinh 
tong) 
- Co kit n6ng lam v* dOc kip, 
chiu ai) luc  at vik van  dung 
dam va linh boat at quy dinh 
ctiaNN. 
- CO Idta nang tham muu tong 
ffnh Arc tai chinh 0 toan .... 
2. Icy ding 
- Tin hyc Van *rig 
- Soar filo van ban 
- Sip xep tai lieu met cach !thou 
INC then quy dinh caa uganit 

13.3 
Thu quy NV Van phOng Sa 

Lam Mil quy co 
cpari, thu le phi gijai 
cluyel TTHC; sap 
xep cluing tin va luu 
then quy dinh; tham 

- Thpc hien rthiein vu 
thin quy caquan; 
- Del chieu sir dyng cac 
nguen kinh phi hang 
quy va quyet town nam; 

100 
% 

PCVP 
KN  

'Bung 

dam cAp  
nest 
pia 

Scr 
Bac 1 

SD 
CNT 
TCB 

1. Nang luc-. 
- Hieu biet cad guy dinh lien quan 
Clen tai chinh 
- Hieu biet tinh hInh thus hien 
nhiem vu cihcaquan. 
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Ma 
VT 
VL 

TEn dun viNTVL 
Ngach 
cong 
chin 

Dan vi thuc 
hiEn vu 

chinh 
MO to cong viec 

thkrc hiEn 

TS,  
tron 
g TG 
hoan 
than 

h 

nam 
CV/  

Bien 
the 

ChuNhiem 

Yeu cAu ye nang Iterc, trinh dO - lq nang 

A 

YC 
Chuy 

en 
mon 
nghiE 
p vu 

LL 
CT 

QLN 
N 

Ngooi 
ngu 

Tin 
hoc 

ng 
chi 

khac 

Nang lac, ky nang 

muu cho Ban Gam 
clot ye ffnh vac cO 
lien quan; dux hien 

quy clinh ail- 
ntrlic ve tong 

tic lit° mat, an town 
clu5' 

- Lk bad cad tai chfnh 
nam va quy& town tai 
chinh nam; 

Quin 1St, bao di° finh 
hinh sir citing bien lai 
thu phi, le phi eking, 
quSI va quyet tom 'tam; 
- Ke khai time thu Map' 
ca nhan q4 va guy& 
toan nam. - 

119P - Hitt' bi6t co ban ye CBCC co 
quan 
- Co kha nang lam viec dOc lap, 
chiu ap lac ding viec, van dung 
clung va link boat die quy Binh 
dm NN. 
2. Icy nang: 
- Tin hoc Van pheng 
- Sian than van ban 

Sap xep tai lieu mot cash khoa 
h9c, then quy clinh tiro nganh. 

13.3 
8 Van this CS Van phong Sof 

Thtrc hien cat ding 
viec ve cong lac van 
this 

- Tier. nhan, phan loci, 
nhit did lieu va thuyen 
giao cong van Ten sau 
khi c(55,  kien phe chuan 
du Ban Giim clic SO; 
- Kiem tra va huon,g 

ye' clic quy dinh ve 
the that va drill tu 
tong viec ban harsh die 
van ban cfia 50...; 
- Cho so, phat hanh van 
ban' bang bang gitty va 
nit' 1 phan mem theo 
cluY dinh; 
- GiCt tau, cl5ng 64u, 
trinh 4 va chuyen 
ding van di. 

100 % KN 

Cao 
ding 

clmyen 
nonh 

Phil 
h9P 

So 
cap 

&licking lac Van thir. ve the thatcin 

Bac 2 
SD 

CNT 
TCB 

I. Nang lac: 
- Hieu Het dr quy dirilt lien quan 

van ban,  guy Binh v6‘sCr  dung tau, 
bad mat' van ban.. . 
2. Ky nang: 
- Tin h9c Van phong Anh Van 
glad nil)  
-Prian Iasi van ban 

13.3 
Ltru tat 

• 

CS Van phang So• Thkrc hi'c'n cong tic 
ril 

- Saul van ban, chuyen 
bang file dien lir cfia 
van ban den ngutri co 
thArn quyEn. Luu file 
then tir ten phan men; 
- To chirc luu tilt cong 
van, h6 so tong viec 
cltii vii ban giay; 

100 
% 

KN 

Cao 
ding 

thuYen  
ng 
phis 
h9P 

s? 
cap 

so.  cap 

Tin hoc Van phong  

Bac 2 
SD 

CNT 
TCB 

I. Nang krc: 
- Hieu biet cat quy dinh lien quan 
den ding tic km of ye chinh lj,  
hi') so; quy Binh bad mat,, guy Binh 

.... ve phong thong dray no 
 

2. KS,  nang: 
- 
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Nggch 
cOng 
chut 

Bon vi thkrc 
hien 

Nhiem vy 
chinh 

MO to cOng viec 
time hien 

Ty 
tryn 
g TG 
hoin 
than 

h 
CV/ 
nam 

Bien 
cht 

vy 
 

Yen du Irk 'ding lyc, trinh (V- ky nAng 

YC 
Chuy 

en 
mon 
nghie 
p 

LL 
CT 

QLN 
N 

Ngogi 
ngir 

Tin 
hyc 

Chic 
ng 
chi 

khac 

Nang krc, ky 'tang 

- Klein ha, chinh ly, de 
xtiat chuytn 116 so, di 
lieu (in tnmg tam km 
tit hoAc tit' 1 huy tiro 

cluYetink 
- Quin li, sil) x6R b6  
1ri Icho km Ira milt cach 
Ichoa hyc dam 1,:dm 
viec hm va troy xtrat 
&Ong tin duple & claii; 
- Tkn lgi dc van ban 
duple luu di' khi duple 
nguoi co dim quyin 
Yell cAu 

-Phan loaf van ban 

13.3 
.10 

Nhan vien Icy thuOt NV Vat pitugSer 

Van 	Ilanh, 	saa 

than, diaY di tbeI*4  
bi diith nut5; chitm  
sang, hOi ttuong loa 

" - C6ng 
viec an 

 
ban 	ca 	quan, 
PCL13, PCCN 

hanh, saa cita, 
thay the thief bi dien 
nuoc,chieusing  

Chuein bi WI Wong, 
ice  dai; 

- Dam bap vg sink an 
ban chay no PCL13, 
PCC bung 	quan. N 	co 

100 
% [GI  

'Bug 
clip 

ng1/21h  
PIII-.- 
114P 

So 
cap B0c I 

SD 
CNT 
TCB 

1.Na n gltrc: 
- Hien biet clic quy dith an toan, 
ditynO 
- CO ky  ding‘i Tat kY duet 
a Ky Wing: 
- Ky ding dyc clic vki ban phap 

15' 
-KY ding giao tik• 

13.3 
11 

Lai xe NV Lai xe 

- Tilly titv kV xe theo 
ding guy &Fib  lei  EI 
PhaP inft Nd guy  cli 
citacor quan, don vi; 
- -Thuc hifit ding tale 
vt' sink No Tian, ba o 
tri, bao dud% xe; 
- - Thic h4n thil tpc 
tam img va thanh town 
dt Inua hoa khi pining 
vi6ng h* mua Vat; 
111111 Pkic AI ding tic 
khi duple 	Wit dap 

100 
% 

021-1D 
68 

1. Ming km 
- Hieubik die guy dish ien gasp 
den CBCC 
- Hieu hitt tinh hinh thuc h4n 
nliOn At chinh tri dm co gush. 
- Hi& biet OJ ball vt a3cc ca 
gasp 
- C6 Icha nIng lam viec d0c Ifck 
Will** 
- CO trach nh4rn cap bung o5ng 
*lc 
2. icy ding 
- Ky ding giai quy6t tinh fluting' 

VA-mhangSa 
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Ten don vi/VTVL 
Ngktch 
cong 
ch tire 

Dolt vi thtrc 
hien 

Nhiem vu 
chink 

MO to cling viec 
thtic hien 

TS,  
tron 
g TG

Bien 
hoan 
than 

h 
CV/ 
n A m 

the 

Yeti eau ye nAng lip, trinh di) - ky nang 

YC 
Chuy 

en 
mOn 
tighie 
p vu 

LL 
CT 

QLN 
N 

Ngoai 
ngir 

Tin 
hoc 

Chu 
ng 
chi 

kltac 

NAng ltyc, kS,  nAng 

. 
phongyeucklu; 
- Attic hien bao cap ve 
viec lai xe theo dinh kSi 
vakhicayeucau. 

- KS'inangphothop 
- Ky nAngplifin Lich 

13.3 
.12 

Phvc vu NV VAnphorg So' 

- Phvc vki hOi nghi, 
. • 

hOi 	thao, 	ti ep 
khach . 
-Bay tri va &Ila 
bi, ve sink phong 
hop vantroc uong 
- Cac cong tac phut 

Id* vki 	. 

- Don (km ye sinh a citc 
pig lank dao, hank 
lar-

n 	
tg va khuon vien co 

quan; 
_ Bay tri va chuan bi 
phOng hop va ntrtic 

A 

- Cling lac tap vu kikic. 

100 
% 

O1 HD 
68 

tiotiling; -  

1. Nang ltrc va ky rtAn 
- Nam not quy, gigiac lam viec 
dia co quan. 
- Hieu biet ca ban ve CBCC co 
quan 
- Sieng nAng, can  than tmng cong 
vies 

Hieu biet co ban ye an town lao 
clOng, ve sinh thtfc phatn. 

13.3 
.13 

Bao v 'e HD Vary phong SO.  

Baovetuantracanh 
gic tong khu vkrc 
co quan, ND' 	dam 
an wan (bao Om ca 
pheng chay theta 
chay) an ninh tat tkr, 
tai salt ctia do co 
quan, CBCC ngtkti 
lao gong khi lam 
viec tai co quan. 

- Bao ve tai san cfia co 
quan, phuong lien di 
lam cCia CBCC va 
khach den co quart; 
- ICiem tra giay to, 
phial  xuatA  nhap^ 	vat' tar, 
hang hoa de hating clan' 
nguOi va cac phuong 
tin ra vao cong theo 
dung thil tvc quy dinh; 
- Ttfan' 	tra, Iciem' 	Ira, 
dam bao an ninh tratti,r, 
- Phong chong chay no 
tiDng co quart; 
- Rao cao kip thoi cho 
cap ten va co quan co 
teach nhiem xtr IS,  khi 
xay ra slice). 

100 
% 

HDL 
D 

1. NAng Ikrc: 
- Hieu' 	bier cac quy dinh lien quan 
den CBCC 
-Hieu bier tinh hinh thkrc hien 
nhiem vv chink tri do ca quan. 
- Hieu bier co ban ye CBCC co 
qtkin 
- CO kha nAng lam vie c dOc lap, 
chin ap lkrc 
- Co tacit nhiem cao tmtig cong 
viec 
2. Icy nang 
- Ky nang giai quyet titili huOng 
- Ky nAng phoi hop 
- K9 nAng phli tick 
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