
UBND THANH PHO NAM DINH CONG HOA xA HOI CHU NGHiA VI~T NAM
VAN PHONG HDND-UBND DQc l~p - T., do - Hanh phuc

se. 39 /TB-VP TP. Nam Dinh, ngay l Sthang 6 nam 2017

THONGBAO
V~ vi~c phan cong nhiern vu cua Lanh dao, can bQ, cong chirc,

vien clnrc, nhan vien thuQc Van phong.

Can cir Nghi dinh s6 37/2014IND-CP quy dinh t6 chirc co quan chuyen rnon
thuoc Uy ban nhan dan huyen, quan, thi xa, thanh phc thuoc tinh;

Can cir Quyet dinh s6 5885/2016/QD-UBND ngay 2119/2016 cua UBND
thanh ph6 ban hanh Quy che lam viec cua UBND thanh ph6 Nam Dinh kh6a XVI,
nhiem ky 2016-2021;

Can cir Quy ch~ lam viec cua Van phong HDND va UBND thanh pho Nam
Dinh s6 56/QC- VP ngay 11/5/2011 duoc Chu tich UBND thanh ph6 phe duyet tai
Quyet dinh.so 2206/QD-UBND ngay 11/5/2011; .

DS dam bao cong tac cua Van phong HDND-UBND thanh ph6 Nam Dinh
(Van phong), sau khi thao luan, thong nhat trong t?P thS lanh dao, can bQ, cong
chilc, vien chilc, nhan vien Van phong;

Phan cong nhi~m V\lC\lthS d6i vai Lanh d?o vacan bQ, cong chilc, vien chilc,
nhan vien thuQc Van phong thea tung vi tri vi~c lam, C\lthS nhu sau:
A. Phan cong nhi~m vl,l tanh d~o Van phong.

1. Ong Ph~m Xu an Thl,l - Chanh van phong.
Chanh Van phong la Thu tru6ng co quan, Chu tai khoan, ph\l trach chung,

chiu tnich nhi~m toan bQ cac m?t ho?t dQng, cong tac cua Van phong truac Chu
tich va truac phap lu?t; ky cac van ban thuQc th~m quySn cua Van phong; duQ'c
thua I~nh Chu tich kY cac van ban vai tu cach Ia thanh vien UBND thanh ph6 khi
duQ'Cuy quySn; giai quy~t m9t s6 cong vi~c C\lth@nhu sau:

1.1. Xu Iy van ban d~n cua HDND-UBND thanh ph6, Van phong HDND
UBND thanh ph6; Xu Iy dan thu d~n.

1.2. Th~m dinh cac Quy~t dinh, Chi thi cua UBND thanh ph6 (th~m quySn
chung); Chi thi cua Chu tich UBND thanh ph6; Quy~t dinh cua Chu tich UBND
thanh ph6 vS thanh I?p cac HQi d6ng, Ban chi d?o; Thong bao, Quy~t dinh chu
truang dAu tu cua UBND, Chu tich UBND thanh ph6; ky thong bao k~t Iu?n cua
Thucmg tf\ICUBND thanh ph6;

Chanh Van phong tf\l'Cti~p th~m dinh, ra soat, ky t~t, ky cac phi~u trinh cac
van bim do Chu tich UBND thanh ph6 kY ban hanh va Ia nguai cu6i cung th~m
dinh, ky t~t cac van ban kh6i NQi chinh, kh6i Van xa truac khi phat hanh.

1.3. Ph\l trach Trung tam Giao dich hanh chinh MQt cua thanh ph6 Nam Dinh;
ph\l trach cong tac cai cach hanh chinh, cong tac ISO.

1.4. T6ng hqp, giup Thuang tl1fcUBND thanh ph6 cong tac Hi~p hQido thi; xay
dvng thanh ph6 Nam Dinh tro thanh trung tam vling Nam d6ng b~ng song H6ng.
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2. Ba TrAn Th] Lien Hmrng - Ph6 Chanh van phong,
Giup Chanh van phong mot s6 nhiern vu cu th~ sau:
- Phu trach cong tac Hanh chinh - Quan trio

- Chu tri thea doi, tong hop, giup viec cho H9i d6ng nhan dan thanh pho.
- Khi Chanh van phong di vang, co trach nhiem dieu hanh toan bo hoat dong

cua Van phong HDND-UBND thanh pho va thuc hien nhiern vu cua Chanh van
phong (tnr nhiem vu neu tai DiSm 1.1, 1.2, 1.4 Muc 1, Ph~n A Thong bao nay).

- Thirc hien mot s6 nhiem vu khac khi Chanh van phong giao.

3. Gng Le Hoang Tung - Ph6 Chanh van phong,

3.1. Thuc hien nhiem vu Pho Chanh van phong, giup Chanh Van phong mot
s6 nhiem vu cu th~ sau:

- Phu trach cong tac va tham dinh van bim kh6i Do thi va kh6i Kinh ts (thfrm
dinh, ky t~t cac van bim thu9C cac kh6i phl,l trach truac khi trinh Thucmg tfl,fCky
ban hanh).

- Phl,l trach cong tac t6ng hqp, xay dl,fllg cac bao cao thang, quy, 6 thang, 9
thang, ca nam cua UBND thanh ph6; chu tri, chi d?o, don d6c xay dl,fng cac bao
cao vS lInh Vl,fCd~t dai, do thi, moi trucmg va cac bao cao khac phl,lc Vl,lho~t d9ng
cua Thuemg tfl,fCUBND thanh ph6.

- Tfl,fc tiSp giup Chanh Van phong t6ng hqp, tham mUll cong tac Hi~p h9i do
thi; xay dl,fng thanh ph6 Nam Dinh tn] thanh Trung tam vung Nam d6ng b&ng song
H6ng.

- Thl,fc hi~n nhi~m Vl,lneu t?i Di~m 1.1, 1.4 Ml,lc 1, PhAn A Thong bao nay
khi Chanh van phong di v~ng.

- Thl,fc hi~n m9t s6 nhi~m Vl,lkhac khi Chanh van phong giao.

3.2. Thl,fc hi~n nhi~m Vl,lkh6i do thi, d~t dai, moi truong, giup vi~c tfl,fCtiSp
cho d6ng chi Ph6 Chu tich UBND thanh ph6 phl,l trach Do thi, Cl,lth~ nhu sau:

- Giup Chanh van phong thea doi, t6ng hqp tinh hinh, kSt qua th\IC hi~n
nhi~m Vl,lcong tac lInh V\ICquy ho?ch, kiSn truc, xay dl,fllg,d~t dai va d~t chuyen
dung. Theo d6i ho?t d9ng cac cO'quan, dan vi: Phong Quan ly do thi (theo mang
cong vi~c cua Thuemg tfl,fCUBND phl,l trach), phong Tai nguyen va Moi truemg,
Chi nhanh Van phong Dang ky d~t dai thanh ph6.

- DS xu~t, tham mUll giup Chu tich, P-hoChu tich UBND thanh ph6 giai quySt
cac cong vi~c: t6 chuc thvc hi~n cong tac quan ly quy ho?ch, quan ly su dl,lng d~t
va d~t chuyen dung.

- DS xu~t, t6ng hqp, tham mUll cho Chu tich, Pho chu tich UBND chi d?o xu
ly vi ph?m vS d~t dai, tr?t tv do thi tren dia ban cac phuemg, xa; t6ng hqp, tham
mUll, xay dl,fngbao cao xu ly vi ph?m: vS d~t dai, vi ph?m tr?t tl,fxay dl,fllgtren dia
ban thanh ph6 (tm d~t nong nghi~p va d~t do Hqp tac xa qmin lY). Tham mUll,
trinh lanh d?o UBND thanh ph6 lInh Vl,fCc~p Gi~y phep xay dl,fng, dao he, duong.

- DS xu~t, tham muu giai quy€t cac cong vi~c c~p gi~y chung nh?n quySn Slr
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dung d§.t theo linh VlJC,dan vi d6ng chi Pham Thi Oanh - Ph6 Chu tich UBND
thanh ph6 diroc phan cong phu trach.

- DS xuat, tham muu giup Chu tich, Ph6 Chu tich UBND thanh phc chi dao
giai quyet cac vu viec dS nghi, kien nghi thuoc tham quyen, co lien quan trach
nhiem quan 1y nha mroc cua cac phong, ban, dan vi duoc phan cong thea doi,

- Tham rmru t6 chirc cac hQi nghi, du thao va hoan thien cac van ban linh VlJC
phu trach; tham dinh van ban do co quan chuyen mon thuoc kh6i phu trach tham
nnru, trinh Thuong t[1JCUBND thanh pho ky van ban va phat hanh van ban.

- Phu trach cong tac tong hop, xay dung bao cao thang, quy, 6 thang, 9 thang
va ca nam cua UBND thanh ph6; chu tri, chi d~o, don d6c xay dlJng cac bao cao vS
lInh VlJCd§.t dai, do thi va cac bao cao khac ph\lc V\l ho~t dQng cua Thuong t[1JC
UBND thanh ph6.

* Van ban d~n:tiSp nh~n van ban dSn tir Nhan vien Van thu; xem xet, tham
mw, trinh Thuong t[1JCUBND thanh ph6 xin y kiSn chi d~o. Chuy@n cho Nhan
vien 'LUll tru, photocopy sao du s6 1uQ'ng;xu 1y noi nh~n xong chuy@nJ~i jlhan
vien van thu d@phat hanh.

* Van ban di: sau khi Thuang t[1Jc UBND thanh ph6 ky van ban, chuy@n
nhan vien Van thu d@dang kY s6 van ban di; sau d6 trlJc tiSp sao du s6 1uQ'llgvan
ban; chuy@nNhan vien Van thu d6ng d§.u; tiSp nh~n l~i van ban di tir nhan vien
Van thu d@xu 1y noi nh~n; sau d6 chuy@n l~i Nhan vien Van thu d@phat hanh,
chuy@nvan ban.

4. Gng Ngo Hoang Vi~t - Ph6 Chanh van phong.
4.1. ThlJc hi~n nhi~m V\l Ph6 Chanh van phong, giup Chanh van phong m9t

s6 nhi~m V\lC\lth@sau:

- Ph\l trach cong tac va thftm dinh van ban kh6i NQi chinh.

- Ph\l trach cong tac t6ng hqp, xay dlJng cac bao cao tufrn, Thong bao kSt 1u~n
cac bu6i giao ban tufrn cua Thuang t[1JCUBND thanh ph6.

- DlJ tiSp cong dan thea lich thuong ky cua Thuong t[1JCUBND thanh ph6.

- ThlJc hi~n nhi~m V\l neu t~i Di@m 1.2 M\lc 1, Phfrn A Thong bao nay khi
Chanh van phong di v~ng.

- ThlJc hi~n mQt s6 nhi~m V\lkhac khi Chanh van phong giao.

4.2. ThlJc hi~n nhi~m V\lkh6i N9i chinh, dfru tu xay dlJng co ban, C\l th@nhu
sau:

- Giup Chanh van phong thea d6i, t6ng hqp tinh hinh, kSt qua thlJC hi~n
nhi~m V\l, cong tac NQi v\l - Tu phap - N9i chinh. Theo d6i ho~t dQng cac dan vi:
Thanh tra thanh ph6, phong Tu phap, phong N9i v\l, Cong an thanh ph6, Ban chi
huy quan SlJthanh ph6, Toa an nhan dan thanh ph6, Vi~n ki@msat nhan dan thanh
ph6, Ban Quan 1ydfru tu va xay dlJng, Ban Giai ph6ng m?t b~ng.

- DS xu§.t, tham mUll giup Chu tich, Ph6 Chu tich UBND thanh ph6 giai quySt
cac cong vi~c: T6 chilc th\fc hi~n cong tac dfru tu xay dlJllg co ban tren dia ban; t6
chilc thlJChi~n cong tac giai ph6ng m~itb~ng cong trinh h~ tfrng do thi; tham mUll,
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dS xuat cac bien phap giai quyet, xu ly cac vi pham vS xay dung trai phep, Iftn
chiern dftt dai d6i voi nhtrng khu vue nam trong du an da duoc cftp co tham quyen
phe duyet.

True tiep tham dinh cac van ban vS chu twang d~u nr truoc khi trinh UBND
thanh pho, Chu tich UBND thanh pho kyo

- DS xuat, tham rmru cho Chu tich UBND thanh ph6 chi dao giai quyet, thu ly
giai quyet cac vu viec khiSu nai, t6 cao thuoc tham quyen, dam bao trinh tv, thu tuc
thea quy dinh cua phap luat.

- Tham muu t6 chirc cac hQi nghi; du thao va hoan thien cac van ban thuoc
linh vue phu trach; tham dinh van ban do co quan chuyen mon thuQc kh6i ph\l
trach tham muu, trinh Thu6ng trvc UBND thanh ph6 ky van ban va phat hanh van
bim.

* Van ban d~n: tiSp nh~n van bim dSn tu Nhan vien Van thu; xem xet, tham
mUll, trinh Thucmg trvc UBND thanh ph6 xin y kiSn chi d<;lo.ChuySn cho Nhan
vien LUll trll, photocopy sao du s6 lugng; xu Iy nai l1h~n_xong chuySn l<;linhan
vien van thu dS phat hanh.

* Van ban di: sau khi Thucmg trvc UBND thanh ph6 kY van ban, chuySn
nhan vien Van thu dS dang ky s6 van ban di, sau d6 trvc tiSp chuySn cho nhan vien
LUll trll, photocopy dS sao du s6 lugng van ban; tiSp nh~n van ban di tu Nhan vien
Van thu (sau khi da d6ng dftu) dS xu Iy nai nh~n, sau d6 chuySn l<;liNhun vien Van
thu dS phM hanh, chuYSnvan ban.

B. Phan cong nhi~m V\} ciin b{>,cong chuc, vien chuc, nhan vien.
I. B{>ph~n T&ng hQ'p (vi~t t~t lit TH).

1.Chuyen vien N{>ichinh (vi~t t~t lit NC): ong Ngo Hoitng Vj~t - giup vi~c
trl}'c ti~p cho dBng chi Chti tich VBND thitnh phB.

2. Chuyen vien Do thi (vi~t tit lit DT): bit Nguy~n Thi Hi~n - cong chuc
t~p sl}':

2.1. Trvc tiSp tham mUll, giup vi~c cho ong Le Hoang Tung - Ph6 Chanh Van
phong giai quySt cac cong vi~c dugc phun cong ph\l trach, thvc hi~n.

2.2. Trvc tiSp tham mUll, giup vi~c cho ong Ngo Hoang Vi~t - Ph6 Chanh
Van phong giai quySt cac cong vi~c thuQc lInh vVc: vS chu truang d~u tu; t6 chuc
thvc hi~n cong tac d~u tu xay dvng ca ban tren dia ban; t6 chuc thvc hi~n cong tac
giai ph6ng m?t b~ng cong trinh h<;lt~ng do thi, xu ly vi ph<;lmvS Iftn chiSm dftt dai,
xuy d\l'llg d6i vai nhUng khu V\ICn~m trong dv an da dugc cftp co th&m quySn phe
duy~t.

3. Chuyen vien Kinh t~ (vi~t t~t lit KT): ong Nguy~n TuAn Vi~t - giup vi~c
cho dBng chi Ph6 Chti tich VBND thitnh ph8 ph\} trach Kinh t~.

- Giup Chanh van phong thea d6i tinh hinh, kSt qua thvc hi~n nhi~m V\l, cong
tac lInh vvc kinh tS, tai chinh, thuang m<;li.Theo d6i hO<;ltdQng cac ca quan, dan
vi: Phong Tai chinh - KS hO<;lch,phong Kinh tS, DQi quan ly tr~t tv do thi, Chi C\lC
th6ng ke, Chi C\lCThuS, Kho b<;lcNha Nuac, H<;ltQuan ly de, Chi nhanh Ngan
hang chinh sach xa hQi, C6ng ty dich V\l kinh doanh va quan Iy chg, Cong ty C6
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e:

phan Moi tnrong, Cong ty C6 phan Cong trinh da thi Nam Dinh.
_D~ xuat, tham rmru giup Chu tich, Pho Chu tich UBND thanh pho cong tac

quan ly, sir dung d~t nang nghiep; cong tac nang nghiep, thuy loi, thuy san, de
dieu; phat trien nong then, xay dung nong thon moi; cong tac d~u nr xay dung thuy
loi, de dieu, phong chong lut bao, bao v~ moi tnrong, biSn d6i khi hau, cong tac an
toan giao thong; cong tac khoa h9C cong nghe; cong tac phong chong chay n6;
cong tac chinh trang do thi, quan ly do thi, quan ly giao thong van tai,

_DS xu'~t, tham rmru giup Chu tich, Pho Chu tich UBND thanh ph6 giai quySt
cac cang vi~c v~ quan ly, di~u hanh dv toan thu _chi ngan sach tren dia ban thanh
ph6; quan 1ythu thw~,phi, 1~phi va cac khoan thu khac; quan 1ythi truOng, gia ca;
cong tac chi d?o d~u gia quySn sil dVng d~t co thu ti~n su dVng d§.t va d~u gia tai
san khac tren dia ban thanh ph6, cong tac ban nha thu9C sa hfiu nha nuac.

_DS xu~t, tham mUll cho Chu tich, Pho chu tich UBND chi d?o xu 1yvi ph?m v~
d~t dai, tr~t tv do thi lien quan dSn d~t nong nghi~p, d~t do cac Hqp tac xa quan lY.

'_D~ xu~t, tham mUll giup Chu tich, Pho Chu tich UBND thanh ph6 giai quYSt
cac cong vi~c quan ly thvc hi~n quy ho?ch phat triSn m?ng luai xang d~u, chq; ca
chS chinh sach phat triSn m?ng luai kSt c~u h? t~ng thuang m?i; cong tac xuc tiSn
thuang m?i.

_ DS xu~t, tham muu giup Chu tich, Pho Chu tich UBND thanh ph6 chi d?o
giai quySt cac V1,1vi~c d~ nghi, kiSn nghi thu9C thfim quy~n, co lien quan trach
nhi~m quan ly nha nuac cua cac phong, ban, dan vi dugc phan cong thea doi.

- Tham mUll t6 chuc cac h9i nghi, dv thao va hoan thi~n cac van ban lInh vvc
ph1,1trach; thfim dinh van ban do ca quan chuyen mon thu9c kh6i phv trach tham
mUll, trinh Thucmg trvc UBND thanh ph6 ky van ban va phat hanh van ban.

* Van ban- d~n: tiSp nh~n van ban dSn tu Nhan vien Van thu; xem xet, tham
muu, trinh Thucmg trvc UBND thanh ph6 xin y kiSn chi d?o. ChuySn cho Nhan
vien LUll tru, photocopy sao du s6 lugng; xu ly nai nh~n xong chuySn l?i nhan
vien van thu dS phat hanh.

* Van ban di: sau khi ThuOng trvc UBND thanh ph6 ky van ban, chuySn
nhan vien Van thu dS dang kY s6 van ban di; sau do trvc tiSp sao du s6 luQ'llgvan
ban; chuySn Nhan vien Van thu dong d~u; tiSp nh~n l?i van ban di tu nhan vien
Van thu dS xu ly nai nh~n; sau do chuySn l?i Nhan vien Van thu dS phat hanh,
chuYSnvan ban.

Cac van ban ban hanh thu9C nhi~m V1,1dugc phan cong, phai trinh ong Le
Hoang Tung _ Pho Chanh Van phong thfim dinh truac khi trinh Thuemg trvc
UBND thanh ph6 ky ban hanh.

4. Chuyen vien Van hoa - Xa hQi (vi~t t~t la VX): ba Phan Thi To Anh -
giop vi~c trl}'c ti~p cho dAng chi Pho Chti tjch UBND thanh phB ph\l'tnich Van
hoa - Xa hQi.

- Giup Chanh van phong thea d6i tinh hinh, kSt qua thvc hi~n nhi~m V1,1,cong
tac lInh vv~ van hoa _xa h9i, ton giao. Theo d6i ho?t d9ng cac phong, ban, dan vi:
phong Y te, Giao d1,1Cdao t?O, Van hoa thong tin, Lao d9ng - Thuang binh va Xa
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hoi, Bao hiem xa h9i thanh pho, Dai phat thanh thanh pho, Trung tam Van hoa
thong tin - thS thao, Trung tam gioi thieu viec lam, Nha van hoa thieu nhi, Ban
Quan ly khu di tich Lich sir - van hoa D~n Tr~n - Chua Thap, Chi C\lCthi hanh an
dan S\Ithanh pho.

- D~ xuat, tham muu giup Chu tich, Pho Chu tich UBND thanh ph6 giai quyet
cac cong viec thuoc linh V\ICvan hoa - xa hoi, y t@,giao due, cong tac ton giao.
Theo doi hoat dong cua cac H9i, T6 chirc xa h9i - nghe nghiep tren dia ban.

- D~ xuat, tham muu giup Chu tich, Pho Chu tich UBND thanh pho chi dao
giai quyet cac vu viec d~ nghi, ki@nnghi thuoc tham quyen, co lien quan trach
nhiem quan ly nha mroc cua cac phong, ban, don vi duQ'cphan cong thea d6i.

- Tham muu t6 chuc cac h9i nghi, d\I thao va hoan thi~n cac van ban lInh V\IC
ph\! trach; thAm dinh van ban do co quan chuyen mon thu9C kh6i ph\! trach tham
muu, trinh ThmIng trvc UBND thanh ph6 kY van ban va phM hanh van ban.

- Th\Ic hi~n nhi~m V\lchuyen vien Ban tiSp cong dan.
* Van ban d~n: ti@pnh?n van ban u@ntil Nhan vien Van thu; xem xet, tham

muu, trinh ThmIng trvc UBND thanh ph6 xin y ki@nchi d';lo. ChuySn cho Nhan
vien Luu tru, photocopy sao du s6 IUQ'ng;xu Iy noi nh?n xong chuySn l';li nhan
vien van thu dS phat hanh.

* Van ban di: sau khi Thuemg trvc UBND thanh ph6 ky van ban, chuySn
nhan vien Van thu dS dang ky s6 van ban di, sau do tr\Ic ti@pchuySn cho nhan vien
Luu tru, photocopy dS sao du s6 IUQ'llgvan ban; ti@pnh?n van ban di til Nhan vien
Van thu (sau khi da dong d~u) dS xu ly noi nh?n, sau do chuySn l';liNhan vien Van
thu dS phat hanh, chuySn van ban.

5. TB Quan tri m~ng (vi~tt~t lit QTM). GBm eae ong (bit) eo ten dU'O;day:
5.1. Ong Luu Due Nam: ehuyen vien - TB truimg (QTMl):
+ Thl,l'chi~n nhi~m V\!quan tri m';lng cua eo quan, cua Trung tam giao dich

hanh chinh M9t cua. Quan tq m';lng C6ng thong tin di~n tu thanh ph6. Ti@pnh?n,
t6ng hQ'Py ki@nphan anh eua ca nhan, t6 chuc uSn giao dich; t6ng hQ'P,xay d\Ing
bao cao hO';ltd9ng cua Trung tam giao dich hanh chinh M9t cua (tiSn d9, kSt qua
thl,l'Chi~n cac nhi~m v\!);

+ Trvc ti@pqmin ly, thea d6i, t6ng hQ'P,di~u hanh "CBng thong tin di~n tfr"
clla UBND thanh ph6.

+ Dang van ban chi d';1o,Gi~y meri hQPcua thanh ph6len C6ng thong tin di~n
tu thanh ph6; Sean van ban di cua HDND, UBND va Van phong HDND-UBND
thanh ph6 t';10thanh file *.PDF, luu tru dam bao tinh bao m?t. Chi dang tai len
C6ng thong tin dien tu thanh ph6 ban chinh van ban va khi duae Chanh Van phong
duyet.

+ Tfl,l'cti@pquan Iy, v?n hanh va dam bao hO';ltd9ng cac thiSt bi ph\lc V\lH9i
nghi tfl,l'CtuySn cua thanh ph6.

+ Theo d6i, danh gia ch@d9 h9i hQP, thong tin bao cao clla cac dan vi. Tfl,l'C
tiSp quan ly H9i truang Th6ng Nh~t.
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5.2. Ba Nguy~n Th] Thiry An: chuyen vien (QTM2).
+ True tiep quan ly, thea doi, tong hop, diSu hanh phan mem "H~ thBng

quan If van ban va di~u hanh" va phan mem "MQt cira di~n tir" cua UBND
thanh pho,

+ DS xuat, tham muu giup Chu tich, Ph6 Chu tich UBND thanh pho giai
quyet cac cong viec dS trien khai thirc hien chinh quyen dien nr.

+ Tham rmru cho Chanh Van phong chi dao, trien khai irng dung cac chuang
trinh irng dung tin hoc, dao tao tin hoc cho can bQ cong clnrc trong co quan Van
phong, nang cao nang hrc diSu hanh quan ly tren h~ thong mang.

+ Thuong xuyen h6 tro ba Phan Thi Til Anh trong cong tac tiep cong dan, tiep
nhan don thir.

5.3. Ba TrAn Qu~ Anh: Chuyen vien t~p sl}'(QTM3)
+ Chu tri, dS xu§.t, tham muu giilp Chu tich, Ph6 Chu tich UBND th~mh ph6

giai quySt cac cong vi~c thuQc lInh V\fCcong tac ISO, cai cach hanh chinh.;
+ Tf\l'c tiSp giup vi~c cho ba Phan Thi Til Anh - Chuyen vien kh6i Van xa.

Thanh vien TB Quan tri m~ng co nhi~m vI}chung sau day:
- Quan Iy, bao tri, v~n hanh h~ th6ng cac thiSt bi tin hQc, may vi tinh, m?ng

nQi bQ (LAN), m?ng Internet cua Van phong HDND-UBND thanhph6.

- Dam bao ho?t dQng C6ng thong tin di~n tu va cac phftn mSm ph\lc V\lChinh
quySn di~n tu cua thanh ph6. Quan Iy,v~n hanh va dam bao ho?t dQng cac thiSt bi
phl.lCVl.lHQi nghi truySn hinh tf\l'CtuySn cua thanh ph6.

- Dam bao ho?t dQng h~ th6ng m?ng Internet t?i Trung tam giao dich hanh
chinh "MQt cua" thanh ph6.

- Duy tri h~ th6ng thu di~n tu phl.lCVl.lvi~c trao d6i thong tin gifra UBND
thanh ph6 v6i cac dan vi c§.p tren va cac phong, ban, dan vi, UBND cac phuemg,
xa tren dia ban thanh ph6.

II. BQph~n Hanh chinh - Quan tri (vi~t t~t Ia HC).
1. TB Van thO' - LO'u trfr (vi~t t~t Ia VT).
1.1. Nhan vien LO'u trfr, photocopy: phan cong ba Ph~m Thi Thanh Thtiy

thl}'c hi~n.
- Giup Chanh van phong t6 chuc th\fc hi~n cac nhi~m Vl.lvS van thu, luu trfr.
- Tham mUll cho Chanh van phong trong vi~c chi d?o, kiSm tra, huang d~n

vi~c l~p h6 sa va giao nQp h6 sO',tai li~u d6i v6i cac bQph~n vao luu trfr cO'quan.
L~p kS ho?ch thu th~p dfty du h6 sa tai li~u thea quy dinh;

- Ph6i hqp v6i cac don vi, ca nhan xac nh~n h6 sO',tai li~u cftn thu th~p;

- T6 chuc tiSp nh~n tai li~u va l~p "Bien ban giao nh~n tai li~u". BQph~n luu
tm chi thu nh~n tai li~u da duQ'c l~p thanh h6 sO',khong nh~n tai li~u dS tich d:6ng,
b6 g6i;

- Chinh ly tai li~u: Phan lo?i va l~p thanh h6 so ho~mchinh; xac dinh thCrih,;m
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bao quan cho h6 sc, tai lieu; h~ thong hoa h6 so, tai lieu; I~p muc luc h6 so, tai
lieu; I~p danh muc tai lieu kh6ng co gia tri;

- Tham gia HQi dong xac dinh gia tai lieu do Chu tich UBND thanh ph6 chi
djnh dS xac dinh tai Ii~u c~n gifr lai va xac dinh tai lieu kh6ng co gia tri c~n loai ra
dS tieu huy;

- Bao quan an toan h6 So', tai lieu trong kho hru trfr.

* Van ban d~n: tiSp nhan van ban dSn tir Chuyen vien kh6i (ban g6c sau khi
dfl xin y kien chi dao cua Thuong tnrc HDND-UBND thanh pho) dS sao du s6
hrong; chuyen van ban cua Thuong true HDND-UBND cho nhan vien Van thir
phat hanh, chuySn Chuyen vien kh6i xu Iy nO'inh~n; Iuu trfr ban g6c thea quy dinh.

* Van ban di: tiSp nh~n tir Chuyen vien kh6i van ban di (sau khi dfl dang kY
s6 van ban) cua HDND, UBND va Van phong HDND-UBND th~mhph6 phat hanh
dS sao du s6 Iugng, sau d6 chuySn cho Nhan vien Van thu xu Iy d6ng d~u.

* Lrrn y: chi photocopy van ban di do Van phong HDND-UBND thanh
ph8 tham mrrn so~n thao. Cac trrr(rng hQ1>khac phai co y ki~n chi d~o clla
Lanh d~o Van phong.

- Quan Iy, s~p-xSp van di, dSn ngan n~p, khoa hQc, ch?t che; ph\lc V\ltra Clm,
khai thac t~i Ii~u thea quy dinh.

1.2. Nhan vien Van thrr: phan cong ba Tr~n Thi HBng Loan thvc hi~n.
- Quan Iy, bao quan, su d\lng con d~u, d6ng d~u cua HDND, UBND thanh

ph6; cac Io~i d~u cua Van phong HDND-UBND thanh ph6 thea dung quy dinh
phapIu~t.

- Giup Chanh van phong t&chlic thl,Ichi~n cac nhi~m V\lvS van thu.
- TiSp nh~n, dang ky van ban dSn, trinh Chanh van phong (ho?c Ph6 Chtmh

van phong dugc uy quySn) vaG h6i 10hOOva 16hOOhang ngay dS phan Io~i, xu Iy;
nh~n I~i van ban dS dang ky s6 van ban dSn (tren ph~n m~m), sau d6 chuySn giao
cho Chuyen vien kh6i nghien Clru, tham muu cho Thucmg tIVc UBND thanh ph6
chi d~o giai quySt thea quy dinh.

*Xif Iy cac van ban di do HDND, UBND thanh ph8, Van phong HDND
UBND thanh phB ban hanh theo trinh tv san:

+ KiSm tra I~i thS thlic, hinh thlic va ky thu~t trinh bay (nSu phat hi~n co I6i,
chua du diSu ki~n dS phat hanh thi yeu c~u: can bQ, dan vi so~mthao chinh sua I~i),
c~p s6 va ngay, thang, nam cua van ban. Chi c~p s6 van ban sau di (tren ph~n
m~m) khi Thuemg tIVc HDND, UBND dfl kY van ban va co chfr ky duy~t van ban
cua chuyen vien kh6i ho?c/va Lflnh d~o Van phong - Cho phep ,aang kY s6 ,kh~
chua co chi( kY cua Thuang tr¥,c trang truang h9'P chuyen vien khat aang kY so ae
thugn ti¢n trang cong tac thea doi van ban (chi cho sa ilai vui Chuyen vien cac
khai).

Truong hgp dang kY s6 khi chua c6 chfr ky cua Thuong truc HDND-lJBND
thanh ph6 hoac l~y s6 A, s6 B d6i v6i cac loai van ban thi phai c6 y kien cua
Chanh van phong.
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+ Chuyen van ban (do can bo Van phong HDND-UBND thanh ph6 tham rmru
soan thao) cho Nhan vien LUll tnr, photocopy sao du luong van ban can phat hanh.

Van ban do don vi khac tham rmru soan thao thi chuyen v~ cho don vi do sao
du s6 hrong van ban.

+ TiSp nhan du s6 hrong van ban do Nhan vien LUll trfr, photocopy hoac don
vi soan thao van ban chuyen lai; Dong dau van ban va d~u mire d<)khan, mat (neu
co); Dong d~u giap lai van ban co til hai ta tro len.

+ Chuyen van ban da dong d~u cho chuyen vien kh6i hoac don vi tham rmru
soan thao d~ xu ly noi nhan,

+ Chuyen van ban (da xu 1ynoi nhan) cho Nhan vien lien lac chuyen dSn noi
nhan va thea d5i viec chuyen phat van ban di;

- Chuyen Gi~y moi hop cho can b<) Quan tri mang (QTM1) dira len Cong
thong tin dien tir thanh pho.

- LUll van ban di: sau m6i ngay lam vi~c, Nhan vien Van thu t6ng hgp cac van
ban "di" (la van ban co chu ky tf\fC tiSp cua nguai co th~m quy~n ky) chuy~n giao
cho Nhan vien LUll tru, photocopy lUll tru thea quy dinh; LUll cho T6 Quan tri
m~ng 01 ban d~ th\fc hi~n nhi~m V\lthea phan cong t~i Thong bao nay.

- Quan 1y, s~p xSp van ban di, van ban dSn ngan n~p, khoa hQc, ch~t che; ph\lc
V\ltra Clru, tim khai thac t~i li~u thea quy dinh.

- C~p gi~y gi6i thi~u, gi~y di duang cua UBND thanh ph6 cho can b<),cong
chilc, vien chuc cac phong, ban khi co S\f chi d~o cua Thuang tf\fC ho~c Lanh d~o
Van phong HDND-UBND thanh ph6.

- TiSp nh~n Bao do Van phong d~t mua, phan lo~i bao, chuy~n bao va tai li~u
gui Thuang tf\fCva Lanh d~o Van phong HDND-UBND thanh ph6 vao h6i 11hOO
va 16hOOhang ngay.

1.3. Nhan vien lien l~c: phan cong ong Tr~n Dinh Y~n thl}'c hi~n.
TiSp nh~n van ban til Nhan vien Van thu, chuySn cong van, gi~y mai (gidy

mai phai gifi khi co Sl;f chi ago va gidy mai gifi cac aan vj kh6ng thu9Cquan If;cua
VBND thanh ph6), tai 1i~ukip thai, dung nai nh~n, co ky s6 giao nh~n (s6 kj nh9n
ghi ro gia nh9n, ngay thang nam nh9n, nguai nh9n).

2. TB Titi vI} (k~ toan, thu quy).

2.1. Ong NguySn Qu6c Phuong: lam nhi~m V\lKS toan co quan Van phong.
2.2. Ba NguySn Thi Hai: lam nhi~m V\lThu quy ca quan Van phong va th\fC

hi~n nhi~?1 V\lnhan vien hanh chinh t~i Trung tam giao dich hfmh chinh "M<)tcua"
thanh phO.

- Tf\fc tiSp giup ba Tdn Thi H6ng Loan - Nhan vien van thu th\fc hi~n nhi~m
v\l.

Nhan vien TB Titi vu co nhiem vu sau:. ..
- Quan ly va thl,fChi~n cac chS d<)chinh sach (ti~n luong, ti~n cong, ph\l c~p,

thu nh~p tang them, cong tac phi, nghi phep, bao hi~m xa h<)i... ) d6i v6i d<)ingil
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can bQ, cong chirc, vien chirc thuoc Van phong,

- Thuc hien nhiem vu quan ly tien, tai san va trang thiet bi co quan van
phong, quan 1y thuc hien che d9 chi tieu ngan sach dung quy dinh, tiSt kiem, hieu
qua.

- Dam bao diSu kien lam viec, hoat dong cua HDND, Thuong true HDND,
UBND, Thuong true UBND thanh ph6 va co quan Van phong,

- Ph6i hop voi Ban thanh tra nhan dan co quan Van phong thea doi, t6 chirc
ki@m tra, giam sat viec thirc hien noi quy, quy chS lam viec co quan: gio gi:1c lam
viec, trang phuc, den the cong chirc, sir dung dien, dien thoai, van phong pharn tiSt
kiem thea dinh mire quy dinh,

- Giam sat viec quan Iy xe 0 to, quy dinh dinh mire xang xe phuc vu; quy dinh
va giam sat chS dQ sua chua, thay th~ V?t tu, thi~t bi, ch~ dQ trong dtp van phong
ph~m ph\lc V\lcong tac cua co quan Van phong HDND- UBND thanh ph6.

3. TS phl}.cvl}.- v~ sinh - di~n, nlf(Yc:
3.1. Ba NguySn Thi Diw - T6 truOng:

+ Chiu trach nhi~m T6 truOng, co nhi~m V\l ph\lc V\l, v~ sinh t?i cac phong
hQp (phong A), phong khach (phong B), phong lam vi~c Thuang tf\]'Cva phong
Chanh van phong HDND-UBND thanh ph6, t~ng 2 khu nha 2 t~ng;

+ Ph\lc V\lti~p nuac t?i cUQchQp cua Thuang tf\]'cHDND-UBND thanh ph6.

3.2. Ba Ph?m Thi Mai, D~ng Thi H~ng: Duy tri v~ sinh nQi V\l, cham soc cay
canh t?i khu vgc tfl,lsa UBND thanh ph6.

3.3. Ba D~ng Thi H~ng co trach nhi~m ph\lc V\l nuac va v~ sinh phong lam
vi~c cac Pho Chanh van phong.

3.4. Ong NguySn Dich Th~ng: thgc hi~n nhi~m V\l dam bao vS di~n, nuac.
Sua chua nha va v~ sinh dinh ky cac thi~t bi di~n, nuac. Thgc hi~n d~y du nQi
dung hgp d6ng da ky vai Van phong HDND-UBND thanh ph6.

4. T8 hii xe: G6m cac ong:

- Ong Bui Truang Thai - T6 truang, lai xe: 18B-6868.
- Ong NguySn Tai Kien, lai xe: 18A-001.68.

- Ong Tdn Qu6c Khanh, lai xe: 18A-OOO.88.

* T8 hii xe co nhi~m vl}.:

- Quan Iy va lai xe 0 to an toano su d\lng xe dung quy dinh cong tac thea dinh
muc xang xe.

- Chi su d\lng xe ph\lc V\l cong tac cua Thw::rngtf\]'c HDND, UBND thanh ph6
va mQt s6 nhi~m V\l dQt xu:1t lien quan khac thea sg chi d?o cua Thuang tf\]'C
HDND-UBND thanh ph6 va Lanh d?o Van phong.

5. T8 bao v~ (gBm 9 ngum), do ong Nguy~n QuBe Thinh Ulm T8 tnfOng
co tnich nhi~m di~u hanh toan bQ h(j)~tdQng ena T8 bao v~.

- Bao v~ tai san, phuong ti~n va an ninh tr?t tg khu vgc Tfl,l sa lam vi~c cua
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HDND-UBND thanh pho. KiSm tra, thuc hien cong tac phong chong chay n6,
phong chong lut bao khu vue T11,lsa .

- Huang d~n cong dan, khach lien he cong tac thuc hien dung nQi quy tai T11,l
sa HDND-UBND thanh pho. Xu ly kien quyet cac tnrong hop c6 tinh gay m~t tr~t
tv T11,lsa HDND- UBND thanh ph6 thea dung chirc nang niem vu,

- Lam nhiem vu thea dung quy chS bao ve va Hop dong da ky kSt gifra co
quan Van phong HDND-UBND thanh ph6 voi Cong ty Dich vu bao v~ Nam
Hoang.
C. MQt sB phan ding khac,

- Chuyen vien cac kh6i co trach nhiem thanh quyet toan kinh phi img phuc vu
hoat dong cua Thuong true HDND-UBND thanh phongay trong thang irng, tnrong
hop ung vao ky cuoi thang (til ngay 21 tro di) thi cham nhat vao ngay 15 cua thang
sau phai thanh quySt toan xong vai T6Tai Vl). Truong hgp kh6 khan trong quySt
toan, phai bao cao Lanh d~o Van phong va T6 Tai Vl,ldS duQ'Chuang d~n thanh
quyet toano

- T6 Tai V\l co trach nhi~m h6 trg Chuyen vien cac kh6i thanh quYSttoan kinh phi.
Ngoai cac nhi~m Vl,lCl,lthS dugc phan cong t~i Thong bao nay, Uinh d~o, can

bQ, cong chuc, vien chuc, nhan vien Van phong HDND-UBND thanh ph6 thvc
hi~n cac nhi~m Vl,lkhac quy dinh t~i Quy chS lam vi~c cua Van phong HDND va
UBND thanh ph6 Nam Dinh s6 56IQC-VP ngay 11/5/2011 dugc Chu tich UBND
thanh ph6 phe duy~t t~i QuySt dinh s6 2206/QD-UBND ngay 1115/2011.

Thong bao nay c6 hi~u Ivc thi hanh kS til ngay ky va thay thS Thong bao s6
76/TB-VP ngay 01/9/2016 cua Chanh Van phong HDND-UBND thanh ph6 Nam
Dinh, 83/TB-VP ngay 20/9/2016.

Thong bao nay la ca sa dS cac phong, ban, ca quan, dan vi co lien quan ph6i
hgp trong cong tac va cac can bQ, cong chuc, vien chuc, nhan vien thuQc Van
phong triSn khai thvc hi~n nhi~m Vl,l.l.
Nui nh~n:
- TT Thanh uy;
- TT HDND-UBND thimh ph6;
- Van phong UBND tinh;
- Van phong Thanh uy;
- Cac phOng, Ban, d011 vi thuQc Thanh ph6;
- Ulnh d:;w, can bo, cong chuc, vien chuc,
nhan vien Van phong;
- UBND cac phuong, xa;
- Luu: VT, QTM.
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