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QUYET DINH 
Ph'e duyet Ban mo 6' cong viec ells vj tri viec lam 

thu8c Van pitting HDND-UBND huyen 

1JY BAN NHAN DAN HUYtN 

aut cu Luot TS chirc chinh quyen dja phucmg nam 2015; 

Can cir Nghj djnh so 36/2013/ND-CP ngay 22/4/2013 dm Chinh phit ve 
vi tri viec lam ya co cau ngech cong chirc; 

Can dr ThOng to se 05/2013/TT-BNV ngay 25/6/2013 cite BO NOi vu 
huang can thvc hien Nghj djnh sits 36/2013/ND-CP ngity 22/4/2013 dm Chinh 
phi' ve vj tri viec lam Ye co eau ngech cong chicly; 

Can cis Quyet djnh se, 928/QD-UBND new 28/12/2017 dm UBND tinh 
Gia Lai ph& duyet Ban m6 to ding viec va Khung nang lye ciia timg vi tri viec 
lam trong co quan chuyen mon thu'oc UBND huyen; 

Theo de nghj cua Chinh Van phOng IIDND-UBND huyen, 

QUYET DINH: 

Dieu 1. Ph& duyet Bim mo to ding viec ctia vj tri viec lam thutjc Van 
phong HDND-UBND huyen (Co Phu lyc kem theo). 

Dieu 2. Van ph6ng HDND-UBND huyen cos track nhiem sir dung, quart 
15,  va dank gia ding chirc, ngtrai lao Ong theo Ban mo to cong viec cua vi tri 
viec lam da duqc phe duyet. 

Dieu 3. Quyet djnh nay ce, bleu lyc thi hank ke tir ngay 

Chanh Van phong HDND-UBND huyen, Truth% phong Nqi vu huyen, 
Thit true:11g the don vj lien quan va cong chirc, ngtrai lao clOng Van phong chiu 
trach nhiem thi hanh Quyet dinh ney./.144,1 
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BAN MO TA CONG vice C 
(Kern theo Quyet clink si35A 

C LAM THUQC VAN PHONG 
ay. X 4/12019 aka UBND huyen) 

1. Vi tri cong viec lanh dao Vin pitting 

Ten VTVL: Chink Van phong HDND-UBND 
huyen 

Ma VTVL: 23.1.7 
Ngay bit dau thyc hien: 

Don vi cong tic Van phOng I IDND-UBND huyen 
Quin I* tryc tiep Cho tjch UBND huyen 
Quin Iji chic 'tang HDND-UBND huyen 

Quan ht cong viec 
Huyen ay, HDND, UBND, cic pitting ban. newt' huyen, UBND 

- cic xa 

Cling wife lien quan 
Cac van ban quy pham phap luitt quy djnh ve chic nang nhiem 
vn vi cac van ban chi duo. to chic hien khai dm cap tren lien 
quan den linh vtrc duqc phan Ong phy mach 

Myc tieu vi tri cling viec (tom tit tong quan va V711): Thyc hien day du chirc nang. nhiem 
vy ctia Van phong theo quy djnh ctia phap luat vi nhiem vp cita Huyen ay, FIDND. UBND 
huyen giao; to chic lanh dao, chi dao, quart IS,  diet' Minh va phan Ong nhiem vy cho cong 
chic Van phdng: tham muu gift!) Chtl tjch HDND, UBND thyc hien chic nang quin IY nha 
nu& tren dja ban 

Cic nhitm vy chinh 
Ty tryng 
thai gian 

(%) 
Tiesu chi danh gii hoin 

thank fling viec 

Thant djnh du than cic de at chuang uinh, ke 
hooch, cic van bin chi duo. boo coo djnh ky, bao25 
coo tang ket hoot Ong. bio coo kiim diem ding tic 
chi duo, dieu hanh ctia HDND, UBND huyen 

NOi dung dOng quy djnh, 
dim bao chit lucmg. thin 
gian, dot hieu qua trong 
chi dao. diet' hinh 

Chi dao viec ph& NM vi thee dOi, den &lc, kiem 
tra viec duty hien cac quyet clink chi till, van bin 
chi dot) ctia HDND, UBND va Chit tich; ky, truyen 
dot va ph6 Wen cac thong bac), van ban chi dao, 
giao nhiem vu Ow phan cong) ctia Thuerng tryc 
HDND, UBND va Chtl tich UBND huyen den cac 
phong ban. nginh, doim the, UBND cac A; cung 
cap thong tin phyc vy kip died dog tic chi duo, 
dieu hanh ctia HDND, UBND va Chit tjch 

25 

Dimg quy djnh kip thin, 
dung tham quen; phi 
hqp vai yeu cau at ra 
cho timg cong viec va, 
tInh kha thi cao 

Theo dOi, tham muu Thud-11g tnrc HDND, UBND 
huyen tren tat ca cic l'ith vtrc kinh ta, van hda - xa 
4i, nOi chinh: phy trach hoot ddng coa 130 phan 
tiep nhan vi tra ket qua, Ban Tiep cong din, ISO 
hinh chinh dm huyen vi cong tic cai each hanh 
chinh, kiem soot TTHC; cong tic thi Qua khen 
thtrang curt Van phang; phy tacit cong lac hanh 
chinh - quan tri coa Van phdng: Dieu hanh t6 
chuyen vien ten hqp, t6 hanh chinh tai vy, 16 Iii 
xe, bio ve 
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Dung sham quyen, kip 
thdi, thing quy djnh; nam 
chic 	chit 	twang 	dm 
Ding, chinh sach. phap 
141 curt Nha nuac  



jilt  1,1•iii• ay dung cac quy hooch, ke hooch phat 
. r.'- 0;.ir 	1  - xa hei; theo del cac chinh sach phat . 

e - Li hei ctia huyen 
5 Kip theri, (long quy djnh 

Tbad6i, don dec viec bio cao vit xay dung ki 
fiioch ding tic tuin, thing, quy, 6 thing. 9 thing, 
nam; lich lim viec dui Thtrang true HDND vi 

10 Kip uteri, chinh xac 

UBND huyen 
Chu thi khoin kinh phi hoot Ong dm HDND,

10  
Dim bio hoot Ong dm 

UBND huyen vi Van phong co quan 

Giii quyet mOt so cong viec khac do Chti tich, Ph6 
Chu tich phan ding 

5  
Nem yang cite quy djnh 

de then khai to chin thuc 
'.  

hien 
Tong eeng 100% 

Tham quyen ra guy& djnh: Tham muu, de xuat HDND, UBND huyen 
SO can bit% think quyen quail If: 12 
Tbam quyin di chinh: Cd 

Trinhall) chuyin man: K9 sir lam nghiep. ;hoc sy lint sink 
Kink nghiem cong tic: 13 nam 

Nang lye cat 1M: 
- *Mx hien dung, day dti vi chju trich nhiem ve ket qua thuc hien 
nhiem NT, quyen hart dude giao. 
- 05 Y thirc to chirc k9 kat; nghiem chinh chap hank nei quy, quy the 
ctia co quan; bao cao Lanh doo UBND huyen khi ph& hien hanh vi vi 
phom phat limit trong co quan, to chk, don vi; bao ve bi mat nha flaw. 
- Chit doting vi ph& hop chat the trong thi hinh cOng vu: gi& gin Joan 
kit trong co quan. 
- Bito ve. quart 19 va sir dung hieu qua. tiet kiem tii sin nhit nu& dirge 
giao. 
- Chap hanh quyet djnh ctla cap trim 
Nang lye quan It: 
- Chi doo to chirc thuc hien nhiem vu duce giao vit chju Koch nhiem ve 
ket qua hoot Ong dm Van phong. 

Yeu eau nang lot - Kiem tra, den doe, hueng dAn viec thi hank cOng vu cilia can be, cong 
chirc. 
- TO chirc thuc hien cac hien phip pheng, chiling quan lieu, tham 
nhOng, thuc hinh tiet kiem. chOng !Mg phi vi chju (rich nhiem ye viec 
de my ra quan lieu. tham nhOng, lang phi trong co quan. 
- Te chin Nit hien cac quy djnh cart phip lust ye dan chill co so, van 
h6a cong so trong co quan; xi: 19 kip that nghiem minh can be, Ong 
chic thuc quyen quan 19 c6 hanh vi vi phorn k9 bat, phip Init. c6 thei 
de quan lieu, hitch djch, cu quyen, gay phien ha cho cong dan. 
- Giii quyet kjp thoi. &mg phip luot, theo 'ham quyen hoc kien nghj 
HDND, UBND huyen. co  quan c6 thfun quyen giiti guy& khieu noi. to 
cao vi kien nghj. phan ink via ca nhitn, to chat. 
Nang lye chuyiu man: 
Ky.  Ming giao tiep; Mm yang cac van bin Wing dAn; khi nun? doe 
hieu van bin tot: thuc hien dung, day du vi chju trick nhiem ve ket qui 
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Cie nhiem vy chinh 

Tham muu thco dOi, don dec. teats hqp. chi dot) 
thyt hien cic quyet clink chi thi, ke hooch dai 
5 niim, hang niim link Arc tai chinh, ngfin sach, ke 
hooch dau to, tic Ong trinh dau to XDCB; tham 
djnh du thio cite de in, chuang trinh, ke poach, tic 
van ban chi don. ban cao lien quan den nhiem vy 
dirge phan ding  
Ghi chip bien ban cat phien hcip va tong hqp bao 
cao guy, 6 thing. 9 thing, nam caa UBND huyen 
vi cic cuOc hqp thuoc link vvc phy trach; tham  

Ty t ryng 
thiri gian 

(%) 

70 

I0 

• 

sir  :<511  ifr, 	il:  I  . ' 	I tturc hien nhiem vy, quyen bon duqc giao. cc, 

	

it 4 	ic thi cast vi hi thing viec (nazi St: Co kinh nghi'em trong cong tic; phai 
' 	t  4  - 	tr 	m nhin chi& lucre, than thien, hea nha... 6 	• 	4, 	x , 	ni 	can 6 (ngoii tang lye eh Whin) di hoin thinh tilt cong wife (vi da ve: yeti filie 

*At fre#tii hap...): Can co mei tnrong lam viec dam bao. On djnh chinh tri. bpi be) 
dan-16", thong nhat; dOi ng0 can bp, cong chic duce dao too va co trinh de chuyen mOn 
phi hqp; su ph6i hqp cal% d8ng nghiep va cac to chile trong co quan. 
Dieu kifn lent wife: 
Cho lirm viec: Van phong HDND-UBND huyen 
Trang thief hi: May tinh co kit not mpg internet. may in. dien thoai ban va tic thief bj lien 
quan den ngenh phyc vy Ong tic chuyen mon. 
Ctic dieu Jaen kluic: (neu co) 

Ten ngtriri thyr hien VTVL: 
TO Van Hiru„...  

Ten nguiri quan It trip tiep: 
N u en 46,“ 

Char ky: 2 ...„....-411111 A 

u rn  

Chit ky: 	tir7 
Ngiy: N i . 

2. VI tri cong viec chuyen men, nghiep vy 

Ten VTVL: Chuyen vien hanh chinh tong hqp Ilnh 
vtrc tai chinh ngfin sich, xi) ding ca ban; btru 
chinh, van thong  

Ma VTVL: 23.3.1 
Ngtly bit du thuc hien: 

 

Don vi Ong tic Van phOng HDND-UBND h 'yen 
Quin 1± true tiep Chanh Van pheing 
Quin If chile tang HDND-UBND huyen 

Quan he cong vile 
Huyen ay. HDND, UBND. cac pheng ban. nganh huyen, UBND 
cic xa 

C6ng viec lien quan 
Cic van ban quy pham phap !not quy Binh ye chile tang nhiem 
vy vi cac van bin chi dao, to chile trien khai cita cap tren lien 
quan den linh vuc duqc phan cong phy trach  

Myc tieu vi tri cong AO (tom tat tong quan ve V7'VL): Thuc hien day du chic nang, nhiem 
vy duqc pit cong then quy djnh cua phap luot;  

Tilu chi danh gia hoin 
thinh cong viec 

NOi dung citing quy djnh 
col phap lust. dim bito 
chat lugng, th&i gian, dat 
hieu qua 

Dam bito thtri gian. kip 
then, dung quy djnh 

3 



41 	g bao kit luan cac phien hop duce pit 

:-• • 	i hop xay dung. tang hqp brio cao djnh kt 
-IninV1 g dm UBND huyen . 
PAtai 	‘11 theo deii. quail ly cac thiet bj phttc vv. van 

!_biffephiang hop nye tuyen dm UBND huyen; 
huOng din Wen khai hop true tuyen den UBND cac 
xa: ph& hqp clang Nil, ding khai hoot dOrtg tren 
Ceing Thong tin dien lir huyen 

10 Kjp thin. dung quy dinh 

Tham muff theo deii, ph6i hop yeti cac co quan: 
Meng Ili chinh-Ki hooch. Kinh to va Ho tang, 
Ban quirt 151 Du an dau to huyen. NhA may Nut- 
DVC. Chi cue Thong ke. Chi eye Thu& Kho bac. 
cac Ngfin hang; cac xa: la Tul. la Brolli 

5 
Kjp thai, chat chi. dung 
titian quyen 

Thuc hien cac nhiem vu khac theo su phan cling 
ceta lank (too UBND huyen. lank doo Van phong 

5  
Kjp that thing quy dinh 

• • 	Tong Ong 100% 

Tham quyen ra quyest djnh: KhOng 
SO can ba thik n 	quyen quilt If: Kheing 
ThAm quyen tai chinh: !Chong 

Trinh di} chuyen man: Doi hoc dien to vien thong 
Klub nghiem cangtic: 15 nam 

Yen au fling lye 

Mng lye cot lai: 
- LuOn co track ninem trong ding vies, guang matt thi hank Ong vu; 
long trung thank, tan tyy. trong sang. nhiet tinh. 
- Nam yang the thirc soon thao van bin va nhfrng quy djnh cua phip 
!wit lien quan den nhiem vy duce phan Ong. 
Nang lye quin ly: Lam vice khoa hoc 
Nang lye chuyen non: 
Nam vUng chu)4::n mon nghiep vy; thwc hien dung, day du va chju 
track nhiem vi ket qua thwc hien nhiem vy. quyen hen duqc giao. 

Nhaingldai hOi dac this cia vi tri cling vile (nisi ccp: C6 kink ngbiem trong tong tic . 
Cic dieu kiln can ea (ngoii ning lye ca Rhin) ill hoin Minh tot ding vile (vi du ve yiu 
cciu ho ay, phiii Op..): Can c6 mai twang lain vice dam kilo. On djnh chink trj. bpi b0 
down kat thong nhat: del nga can 130. ding chirc duqc dao too va ce wink de chuyen men 
phi' kg): sw phoi hqp dm eking nghiep va cac to chile trong co quan. 
Dieu Men lam vile: 
Cho lam viec: Van phang HDND-UBND huyen 
Trang thief bj: May tinh c6 kit nOi mong Internet, may in va cac thiet bi lien quan din link 
vwc phy bitch. 
Ccic dieu hien Mac: (nett c6) 

Ten anti thnt hien VTVL: 
Nguyen 	Kha 

Che kr 

 
.L 

Ten swirl quip if trite imp: 
TA Van Hen 

Char kj,:Lio  il(1,4 

Ngsly: Ngiy: 
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• 'N-Flay, • 
igen vien hank chinh tong hqp Iinh 
p, cling tic xit hOi, din gm 

Ma VTVL:.23.3.1 
Ngay bat dau thuc hian: 

I) 	-.v I 	XI 1c Van phi:mg HDND-UBND huyan 
ISIS. erwc tiep Chinh Van phi:mg 

Quin IY chic ming HDND-UBND huyan 

Quin he cling vitc 
Huyan hy. IIDND, UBND, cacphiong ban, nganh huyen, UBND 
cac xi 

Cling vie& lien quan 
Cac van ban quy phom phip !trot quy djnh ve chirc fling nhiam 
vy va cac van ban chi doe. to chew trien khai dm cap tren lien 
quan den Iinh vuc &roc phan cling phy trach 

Myc lieu vi tri chug viec Om tilt tong quan v i  VTVL): Thyc hian day du chat nang, nhiam 
vy duce phan cong theo quy djnh ctia phap !nit 

Citc nhiam vy chinh 
TS,  tro a • n- 
thin gian 

(%) 

Tieu chi Minh gab hohn 
thhnh cang viec 

Tham mtru theo del, d8n doe. tong hqp. chi doo 
thyc hien Iinh vyc nOng nghiep, thtly lqi. phat Wien 
wing than. hqp tic xa, lam nghiep. quan ly bao ve 
ding. kiem lam. lao dOng - thucmg binh&XH. dan 80  
tOc; cac Chuang trinh MTQG xay dung nong then 
min. Giam ngheo ben yang: thim Binh dy thao cac 
de an, chtrcmg trinh, ke hooch, cac van ban chi dip, 
bao Geo lien quan den nhiam vy duqc phan ding 

NOi dung dung quy djnh 
ctia phap luot. dam Wm 
chit limn& thin gian. dot 
hiau qua 

Ghi chap bien ban cac phien hop. tong hqp bao cao 
thing cha UBND huyen vh dm cuOc hop,  thugs Iinh 
vyc phy tract): tham muu thOng Wm ket luau cac 
;Mien hop duqc phan ding: phOi hqp xtly dyng, 
tong hqp bao dm guy. 6 things 9 than& nam dm 
UBND huyen 

10 
Dam bao thin gian. kip 
thin. citing quy djnh 

Tham muu thco dOl. ph8i hqp yeti cac cc: quan: 
Phong Nang nghiap&PINT, Trung tam Djch W 
Wong nghiep, Pheing DAn toc. !Meng Lao dOng - 
Thuong binh&XH. Hot Kiem lam Ban quan Iy 
Rimg phimg hp Chu Ma. Ayun Pa: cac xi: Pb TO. 
Chu Rang. 

5  Kip thin, chit chi, dung 
tham guy& 

Thuc hian cac nhiem vy khic theo stir phan ding 
ctia lanh doo UBND hiyam lanh doo Van phimg 

5  Kip thin, dOng quy Minh 

Tong tong 100% 

Thin' quyin ra quytt djnh: KW:ping 
S6 tin b0 thuOc quyen quail IY: Kheng 
Thim quyin Si chinh: Khemg 

Trinh do) chuyen mon: KJ, str Ming nghitp 
Kink nghitm contic: 9 nam gi  

Yea din nang Int -
A Nang lyre cot Iii: 

Luon cotritch nhiam trong c8ng viec, guang mitt thi hanh cling vy: 

5 



Tin ngutri thyc Min VTVL: 
Tran Dinh Dire 

Chit 

Ngity: 

Tin agtrbi quell 15,  true tiip: 
TO Vin Hiku 

Chtt kf: 

Ngby: 

long trung Minh, ton tpy, trong sang. nhiet tinh. 
- Nam yang the thirc soon Mao van bin vi nining qu> djnh ciia phap 
bat lien quan den nhiem vy duqc phan cong.  
Ning lye quin If: Lam viec khoa hoc 
Nang lye ditty& mon: 
Nam vUng chuyen mon nghiep vy; thyme hien dung, day du vi chin 
trach nhiem ve ket qua thoc hien nhiem vy, quyen hon duqc giao.  

Man dtd hot c the cis vj tri dug 	(niu cf: CO kink nghiim trong along tic  
Ck di u kiln c n ca (ngoAi Ming lye cal nhan) de hoer' thenh tot cong vile (vi do vd yeu 
tau ho ma, eh& hqp...): Can co m6i tnrang litm viec dam bito, On djnh chinh tij, bpi b0 
doin ket, thong nhat; d@t ns0 can b0, Ong chirc dirk dao too va co trinh d0 chuyen man 
phi! hqp; Mt phaii hqp cua &mg nghiep va cic to chin trong co quan. 
Dieo kiln Mm vile: 
Cho Mm Wk. Van pitting HDND-UBND huyen 
Trang thief bi: May tinh co kat not mong intermit, may in WI cac thiet hi lien quan den linh 
vtrc phy trich. 
Cric dila hien khcic: (nett co)  

Tin VTVL: Chuyin vim Minh chinh tong hqp Nab 
vox tat nguyin mai &Iran 

MA VTVL: 23.3.1 
Ng:1y bat du thyc hien: 

Dun vj tang tic Van phang HDND-UBND huyen 
Quin If &yr tap Chanh Van phang 
Quin If chin ning FIDND-UBND huyen 

Quan hi cong vileI 
luyen ay. HDND. UBND, cac pill:mg ban. nginh huyen, UBND 

cac xis 

Cang vile lien quan 
Clic van bin quy phom phip 1uftt quy djnh ve citify fling nhiem 
vy vi cac van bin chi dao. to chirc trier% khai ctia cap tren lien 
quan den link vtrc duce phan Ong phy track 

Mgc tieu vj tri ding vile Om tat tong quan vd VTVL): Thuc hien day du chat nimg, nhiem 
vii duqc phin Gong theo quy djnh mia phap lust 

Cic nhiim vii chinh 
Ty trong 
dial gian 

("/o) 

Tien chi danh gii hoin 
than,' cling viic 

Tham muu thee clOi, don dot. tiring hop. chi dr 
that hien link vac tai nguyen, med twang, NA 
Muting, giki pheng mat bang va tai (firth Cu; Ong 
nghiep, giao thOng van tai, khoa hoc deg nghe, 
among mai. djch vy, quiff Ifthj twang; cac du an, 

80 

NOi dung dung quy djnh 
cOa phap lust, dam bio 
chat luting, thin gian, dot 
bleu qua 

6 



Eakm.  - 	myc tieu. To chin them djnh da thao 

44!el , 	-, 	
ang trinh, ke hoach, van ban chi dtto, 

den nhiem vy duqc phan cong ..be quan 
en ban cac phien hop. tong hop bao ctio 

Ilialtg cua UBND huyen va cac cuOc hop thuoc linh 
vire phy trach; them muu thong bao ket Wan cic10 
phian hop dirge phan cong: phOi hop xay dyng, 
tong hqp bao cao quy, 6 thing, 9 than& nam dui 
UBND huyen 

Dim bao thin glans kjp 
theri. dung quy djnh 

Tham mutt thco dal ph& hqp v&i cac ca quan: 
PhOng Tai nguyen-Moi truemg. Phong Kinh to vi 
Ha tang, Van phong Thing ky Ruyan sCr dung dat 
huyen, Dpi Quin IY thi twang so 6; cac :al Ia Trek. 
la Mran 

5 
Kip thin, chat che, dung 

tham 
" 	auvan 

• - 

Thuc hien cac nhiem vy Ichac thco sy phan cling 
ctia lanh dao UBND hren, lanh dao Van phi:mg 

5  Kip than, dung quy djnh 

Tong cling 100% 

ThAm quyen ra quyext djnh: Kheng 
SO can be thuic quyen quanl,: Kheng 
Taint quyen tai chinh: Khong 

Trinh CIO chuyen min: Dpi hoc mei twang 
Kinh nghilm ceinitac: 10 nam 

Yen au nang lac 

Ning lyc cot lai: 
- LuOn co trach nhiem trong ding viec, gircrng matt thi hanh cOng vy: 
long thing thanh. tan tyy, trong sang, nhiet tinh. 
- Nam verng the 'Ink sop thito van ban va nharng quy djnh ctia phip 
luat lien quan den nhiem vy dupe phan cOng. 
Ming lye qusinl: Lam viec khoa hoc 
Nang lye chuyin men: 
NAm van chuyen mon nghiep vy; iliac hien dung. day do vi chju 
Rich nhiem va ket qua thac hien nhiem vy. quyen han duqc giao. 

Nhincdei hei dic the cita vi tri cong viec (neu co): CO kinh nghiem trong cling tic 
Cic din kien cin co (ngoii fling lye cif nhin) de hoin thinh tot cong viec (vi 4 veyiu 
cdu ho try, emi hqp...): Can co mai twang IS viec dim bao. on djnh chinh trj, bpi by 
doan kat, thong nhat; dpi nsii an b0, ding chile duqc dao too vi co trinh de chuyen mon 
phi hop; sy phoi hap ctia dung nghie'p vi cac to chic trong ca quan. 
Dian kien lint vifc: 
Chi; kim vitc: Van pheong HDND-UBND huyen 
Trang thief N: May tinh cos kat not mpg internet. may in va cac thiet bj lien quan den linh 
vyc phy trach. 
Cdc dieu hien khAric: (neu co) 

Ten oval thyr hien VTVL: 
Hutnh Minh Dan 

Ten even quiet It tryc flip: 
T6 Yin Hitu 

Chit kf: -) 	e_n //t/6,(  Chit kt:a A 

Ngiy: Ngiy: 
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C 	yen vien hank chinh tang hqp link 
Ottiwan h6a, y te; Hip nhan, xi if dun 

;stbtr; than 	hoot dOr g II DN I) It tiyen 

MA VTVL: 23.3.1; 23.3.2:23.3.6 
Ngay bat dau thvc hien: 

Biro vi Sig tic Van phong HDND-UBND buyer' 
Quin ist tryc dip Chanh Van Diking 
Quin If chit nang HDND-UBND huyen 

Quan he cong vile Huyen ay. HDND. MIND. cac phOng ban. riganh huyen. UBND 
cac xA 

COng vies lien quan 
Cac van ban quy phalli phrip Mat quy dinh ve chits nang nhiem 
%it va cac van ban chi dao. 10 chtic trien khai caa cep Oen lien 
quan den linh we duqc phan ding phv trash 

FM ye lieu vi tri cong vile (tan tilt tong quan ve VTVL): Thus hien day du chits Ming. nhiem 
vv &roc phan cong theo quy djnh caa phi!) luat 

Cac nhiem IT chinh 
TY trong 
thin gian 

CVO 

Tien chi (Unit girl hoar] 
thinh Ong vice 

Thco del. tham num cong tic HDND huyen 40 
Dung quy djnh cart phap 
lust. dam brio chat Itrong, 
thin gian, dot hieu qua 

Tham mull theo doi. don d6c, tang hqp, chi duo 
thoc hien link vvc an ninh. quOc phong. quart so dja 
plurcmg. nOi VO, thanh tra. to Snip, an toan giao 
thong, phong thong tham nhiing, khieu nal t6 cao;

40  Giao doe - dao too, y te., ton giao. van hem - thOng 
tin; dc HOi dim the. T6 chin tham djnh do thao cac 
de an, chucrng trinh:  ki hooch. cac van ban chi dao, 
brio trio lien quan den nhiem NT dirge phan cong 

Noi dung dung quy djnh 
Oa plain lust, darn brio 
chat Itrong. thin gian. dat 
hieu qua 

GM cher, bien ban de phien hop. tong hqp brio trio 
ctia Thubng trvc HDND huyen; brio cao thing cart 
UBND huyen va cac cups hop thuOc link we phv 
trash; tham mtru th6ng brio ket luen cac phien hop 
duqc phan cong; ph6i hqp Ay Ong. tong hqp brio 
cao quy. 6 thing, 9 thing, nom dui UBND huyen 

10 
Dam brio th&i gian. kip 
thai, dung quy djnh 

Tham mint theo del, ph6i 
Quan so huyen. Cong an 
PhOng Nei vv. Meng Tu 
an nhan dan, Vin Kiem 
hank an clan so huyen, Pheing 
Trung tam Y te, Trung 
twang THPT; cac xl: la 

hqp yen the co quart: 
huyen. Thanh tra huyen. 

phap, Pheng GD-DT, Tea 
sat nhan dan, Chi eve Thi 

VH-TT. PhOng Y te, 
5 

Kip tiled.,  chat cite. clang 
tham quyen 

tam Van h6a TT-1T, cac 
Kam, Chu M6. 

Thoc hien cac nhiem Al khac theo so plan ding 
cart link dao HDND hyen, UBND huyen, larch dio 
Van phong 

5 Kip thin. clang quy djnh 

Tong Ong_ 100% 

Tham gum ra quyet djnh: KhOng 
S6 can Ki thugs quyen quail If: KhOng 
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..„1,b,Lui;;) ,  fie' tii chinh: Khong 

t  ,'en men: Cu nhan hank chink hoc 01.124_411i 
tth 	• 	con tic: 7 ram 

rti 
11--.4. - --% * 

Yeu eau [tang lire 

Nang Tire dt 18i: 
- Ulan co Hsieh nhiem trong ding viec, gutmg dm thi Milli song vy; 
16ng trung thank, tfut tyy, trong sang, nhift tinh. 
- Nam Yang the thirc sop thio van ban WI nhAng quy djnh ctia phip 
lust lien quan den nhiem vy dupe phan cong. _ 
Nang lye twin It: Lam viec khoa hoc 
Nang lye chuyen man: 
Nam Yang chuyen mon nghifp vy; thyc hien dung. day du va chju 
trick nhiem ye lc& qua thyc hien nhifm vv. quyen hen duqc giao. 

Nhirngxd6i hoi dac MO via vi trf cong vile (nett c6): CO kink nghtem trong Ong tfic 
Cac dieu kiln can c6 (ngoii ming Itre csi nhan) de Win think tat cong vile (vi dry vez  yeu 
eau ho trq, phoi hop...): Can co mei twang lim viec dim No, on djnh chinh tri, bpi by 
doin kit, thong nhat; dpi nga can b6. Gong chirc dirge dAo tgo va co trinh (10 chuyen mon 
ph(' hqp: sy ph6i hqp dui (long nghiep vi cac to chic trong co quan. 
Dieu kiln him viec: 
Cho Mm vies: Van phong HDND-UBND huyen 
Trang thilt bj: May tinh co kit mil mpg Internet. may in va de thiet bj lien quan den link 
vyc phy trich. 
Gic dieu Vets khtic: (rieti co) 01 may tinh khong kit not mong„ may in phvc vp ding tic bio 
ye bi mOt nhi ntrec 

Ten ngtriri thyc hifn VTVL: 
Nguyen Dinh Chien 

Ten ngtrOl quip It hire tiep: 
Van Hit  

Chir kt: 	9italit•--  Chi kt: 

Ngiy: Ngiy: 

Ten VTVL: ( buyer' t ten hinh chink mOt cia, 
kiim soil thti t yc hanti chinh, Ong nghe thong tin, 
tiep cong din 

Ma VTVL: 23.3.3; 23.3.4; 23.2.10: 
23.2.55. 	. 
Ngay bat eau thyc hien: 

Don vj ding the Van phong HDND-UBND huyen 
Quin it tryc Hip Chanh Van phong 
Quin It chic tiling HDND-UBND huyen 

Quan he con vitc 
Huyen ity. HDND, UBND, cac phong ban, nganh huyen, UBND 
cac xa 

Ging vile lien quan 
Cfic van ban quy pham phap luat quy djnh ye chic nang nhiem 
vy va cac van ban chi ciao, to chirc trial khai dm cap nen lien 
quan den link vyc dupe phan cling phy trich 

Mgc lieu vj tri tong vile (tom tat tong quan vi VTVL): Unit hien day du chic nang, nhiem 
vy (taw phan cong then quy djnh do phip luAt 

Cic nhifm vy chinh Ty trong Tau chi dub gia hoin J 
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r‘,in 
v • :'4 

thbi gin 
('4) 

think tong viec 

-ltut: 	n tiep nhin h6 so dui t6 chirc va ca nhfin 
deii:yiu cilu giii quy& Ong viec qua He theing mOt 
cira diet) tti; phan loci h6 so chuyen den cac phong 
ban xem xet, &id quyet; lien nhen 116 so tra cho t6 
chirc, ca nhan theo tieu chufin ISO 9001:2015. T6 
chire niem yet Ong khai cac TTHC, phi le phi theo 
quy djnh. Sao do cong tac thu, Op phi va ket quit 
giai quyet TTHC toi b0.phfin Inept cera 

30 
Kip then, dung quy trinh, 
dot bleu qua, dung then 
gian quy djnh 

Thirc hien 
gii TTHC 
bai be; 
cong Lac 
nghj ye quy 
each hanh 
phong 

nhiem vv kiem soat TTHC: ra soli. (Girth 
de kien nghi, de mitt sera &I b6 sung, 

don eloc cac don vi:  dia phuong bao cao 
20 Ming quy djnh, kip thin. 

du  ng tham quyen 
kiem soat TTHC; tiep nhon phin anh, kien 

djnh hanh chinh; phi troth tong tat can 
chinh. thi dua then thuemg dm Van 

Quan tri va Op 'Nit thong tin Website. y tilting 
m6t ant dien ter; xay dung Ice hooch va to ch*c ip 
dung CNTT vao quan ly Van phiang; tham mutt bao 
tri he thong mot ara dien tir, quail ly van ban dieu 
hank he th6ng mang LAN: tong hop It cao djnh 
kSE, dOt xuAt ye ting dung am. 

15 
Kip thtri, chinh xac, dung 
quy djnh; be th6ng mpg 
hoot d6ng tot 

Tham muu thus hien nhiem At tiep cong dan 
thutmg xuyen toi Try so Tiep tang dfin huyen; dip 
nhon cac don thu khieu nut, to cao ens Ong dan 
qua tiep dan, to chirc phfin loci, tham mutt Ban tier, 
tang dan, UBND huyen chi duo gili quyet. Tilting 
ke, tong hop se lieu tong tat tier, cong dfin, giiti 
quyet don thu. Phyc vy hoot Ong nap cong dan cita 
Ifinh dot) huyen theo quy djnh 

30  Kip thin,. chit the, dung 
tham quyen 

Thtrc hien cac nhiem Nit khac thco sv phan tong 
Oa lanh do° UBND hu en, lAnh doo Van phbng 

5  Kip thin. dung quy djnh 

Tang tang 100% 

Thin* quyen ra quyet Binh: KIBIng 
So can 1)0 thuac quyen quail If: !Chang 
Ulm gotta Si chinh: 'thong 

Trinh (la that'll' man: Doi hqc dien t* van th6ng 
Kieft ogbitm canttic: 10 nam 

.m ea  
1
u Hanglir e Vt 	- 

Nang Iyc cat 161: 
- Ltion cek With nhiem trong cong viec, guong tau thi hanh cling vv; 
'Ong trung titbit, tin tvy, trong sang, nitiet tinh; phai can, kiem, liem 
chinh, chi tang yo to trong hoot dOng cong vv. 

• - Nam wing the that son thao van ban va ntang quy Binh dui phalli 
lust lien quan den nhiem vv dugs phan Ong. 
Nang Ivc pan It: 
- Lam viec khoa hoc 
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- Co ky niing giao tier,. ph& hqp, soon alio van ban. 
Ning Itrc chuyen man: 

• Nam vOng chuyen mon nghiep vp; ce. fac phong. !hal dO lich str. 
nghiem tic. khiem ton. ngon nge giao tiep phiti chuan mvc, n5 ring. 
mach lac, kheing duqc hach *h. cir quyen, gay khO khan, phien ha cho 
nhan dan khi hi hanh cong vv; thtrc hien ding. day do vi ehju trach 
nhiem ve lc& qua thvc hien nhiem Al. quyen hpn duqc giao. 

NhOrngldii hid lc MO cia vi tri ding wife (niu Op C6 kinh nghiirem trong Gong tic 
Cie dieu kiln can co Opal ning lye ci nhin) de hoin thinh tot cling wife (vi 444 vd y4u 
eau ho trq. ph& hqp...): Can ci m6i truing lam viec dim bio. nei b0 (loan ket. thing ghat; 
dOi IV can b0, Ong chic duqc dao tao va co trinh dO chuyen mon phi hqp; sir phei hqp 
ctia (long nghiep vi cac to chic trong co quan. 
Dail kiln tim vile: 
Chi lam viec: Van phang HDND-UBND huyen (BO phan mot cia huyen) 
Trang thitit bi: May tinh co kit not mang interne', may in va cac thief bi lien quan den link 
vvc phi trach. 

2 
Cac dieu kit?? kink: (neu co) 

Ten ngtrfri thin hien VTVL: 
Tran Ili' 	hank 

Ten ngtrii quin ly trim tiep: 
TO Via Hun 

Chit Icy: °tau_ Chit ky: 

Ngiy: N:I : 

Tin VTVL: id loin Ma VTVL: 23.3.7 
Ngity bit din thuic hien: 

Don vi cling tic Van piling HDND-UBND huyen 
Quin 15+ trvc flip Chanh Van piling 
Quin lj,  chic fling HDND-UBND huyen 
Quan hl cong vile Cic piling ban, don vi. t6 chin... 

Ong vile lien quan 
Cat van ban quy pharn phip luot va cac van ban chi duo, to chic 
nth khai ctia cap trin lien quan den chic pang, nhiem vv dupe 
giao 

Myc trill vi tri c8ng vile (ions tat tong quan vi VTVL): Tham muu thtrc hien cting tfic ke 
loan vi quirt ly cc so vat chat, may m6c thiet bi milt HDND. UBND huyen. Van piling 

Cic nhilm vii chinh 
Ty tryng 
thiri gian 

CY0) 

Tien chi dinh gia hoin 
thigh cang vile 

Phu 'rich Ong tic ke loan, tai vv; thin hien Ong 
tric giam sat chi thco chi dO, chinh sack Lust Ngrin 
sach nha nuic hien hanh vi thco quy chE chi tieu 
nOi 1)0 dm cc quan da duqc phe duyet; theo dai de 
xis& vise ming lucmg, chE dO cho CBCC 

50 
Kjp thin. day di, chinh 
xac, ding quy dinh 

Xay dung dtr town kinh phi niim, quy, thing vi dv
10 

 
wan ba sung kinh phi ph& sinh; tham mutt Ay 

Dy man day Chi. chinh 
xitc 
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• - slitli Ill  tieu nil b0 hang nam 
t 	. 	, 
'44 : 	• 4 :I: 

1  - 
6'TV-fa lien 

t  'is  

' g, 
quan 

g tir thu chi, phi& thu, phieu chi 
ngay. Dii chieu s6 lieu veri Kho 
khach hang, nha cung cap WI cat 15 H6 sa dam bac), day du 

Hach toan chi phi, khAu hao tai san c6 dinh, nghiep 
vu khk, bito cao thut; lap bio do tai chinh, quyet 
toan kinh phi theo quy dinh; kiem tra, dii chieu so 
lieu gift ck 130 phan; kiim tra s6 du cuoi ky hop 
19, ;chip bio cao chi tiEt 

10 
Kip th6i, trung Unit, day , du, chinh xac 

Quan 19 hi so, s6 sach, titling tir tai lieu lien quan 
kinh phi Nha nubs; thing ke, tong hop so lieu ke 
toan, giai trinh s6 lieu va cung cap h6 so. so lieu 
cho co quan thue, kiem loan, thanh tra, kiem tra 
theo yeu cau. 

5 Dam &to day del. kjp th6i 

Theo del, quan 19 tai san co quan; tham muu viec 
mua sim tai san cis don vj; thuc hien bio cao djnh 
1(9 vi quan 19 tai sin 

15 Kjp that &mg quy (firth 

Thuc hien cat nhiem vg khac theo su phan tong 
dm lanh duo Van phastis 

5  Kip that thine quy dinh 

Ting eing 100% 

Thilm quyen ra quyet dinh: Kheng 
SO can bo thu6c quyen twin If: Kh6ng 
Thim quyen tai chinh: Kiting 

Trinh dr0 chuyen mon: Dal hoc ke toan; that sy tai chinh ngfin hang 
Kinh nghiem cis:nth: 1 nam 

Niing Ivy cot 161: Luen c6 trach nhiem trong tong viec, guang mau thi 
hanh tong vu. ling trung thanh. tan Wye trong sang, nhiet tinh; nim 
\rang quy djnh ve the thirc ban hinh van ban 

Yeu cau nang Itrc Nang lye quail 1Y: Lam viec khoa hoc 
Nang lyre chuyen men: Nam vting chuyen mon, nghiep ley; thtrc hien 
dung, day du va chju Hitch nhiem ve kit qua Nit hien nhiem vv. quyen 
hart duct giao 

Nhenclioi hid dac the clia vj tri ding viic (neu c): 
Cac lieu keen can co (ngoii filing lye al nhan) de holm thenh tin cling viec (vick ye feu 
cau ho trq, phoi Op..): Su ding thuan Gila lanh duo cat cap 
Dieu kit,' lam viec 
Chj lam viec: Van piling HDND-UBND huyen 
Trang thth bj: May tinh c6 kit nOi mpg intend. may in, may photo, may scan vi cat trang 
thiit bj khic phut vu Ging tic van thu. 016 quy. 
Coe dirju Men khdc: (neu c6) 

Ten ngtdri that hien VTVL: Ten nguti quail If true tiip: 
Ng" Twin Khue 

Cht k9: 	4  n 

vie Van Hem  

Chit kf: ,--D1614  
Ngity: Ngly: 	--------- 
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-N r 
7/45eN  , 	thu• lam thu guy t./ 	W 	-c• .1, 

Ma VTVL: 23.3.9; 23.3.8 
Ngay bat diu thvc hien: 

:  . , 	

it 

Van phting HDND-UBND huyen 

s  ' '#p Chanh Van phong 
Qi '• _,* 	Si rang HDND-UBND huyen 
Quan he cong vac Cac plang ban, don vi, tO chirc... 

Cong viec lien quan 
Cac van ban quy pham phap luat va cac van ban chi duo, to chirc 
trien khai aia cap tan lien quan den chile nAng. nhiem vu &gm 
giao 

Mac tau vi tri cong vile (tom du tong quan va VTVL): Tham muu thuc hien cong tee VAn 
thu dm HDND, UBND huyen, Van phimg: thuc hien Ong tic thu quy co quan 

Ct. nhiem la chinh 
Ty tro g • II—  Mai gian 

(%) 

Tau chi danh gilt hoen 
thinh cong vifc 

Pint trach Fong tic flip ntan, chuyen, 'dr ly va scan 
van Ian den va 	ban di; chuyen van ban, giay to, 
bao chi cho lAnh dvo HDND, UBND, Van phong 

65 1Cip that day du. chinh 
zee, dung quy dinh 

Mac hien vett so van bin den, di colt HDND, 
WIND. Van phong, ctia Cap uy va ate down the 
thuc co quan Van phitoug 

10 Dian quy dinh 

Quan 1Y. sir dvng con dau cim HDND, UBND. Van 
pitting. dm cap ity, Ong dab. down thanh nien, 
kh6i to ye 

5 An wan. &mg quy djnh 

`FMK hien ding tile thong ke, bio do so lieu ye 
cong tic van thu hang thing, quy, nAm theo quy 
dinh 

5 Kip thin. chinh tate 

Phu 'rich ding vies tho quy, the* kho ctia Van 
pitting, HDND. UBND huyen; rig lien. quirt 15,  tien 
mat; chi tien theo hO so 

15 
Chi dung, dti theo 116 so 
va It* Ngan sich nha 
mac 

Tong cOng 100% 

Thant quyin ra quyet djnh: Khong 
St can 66 thuc quyin quilt Iy: Kiang 
Thant quyen al chinh: Killing 

Trinh des chuyen m8n: Dui hoc quan tri van ptang 
Kinh nghiem cong.tic: 9 nAm 

Yin au ning lye 

Nang hp cot 16i: Lion c6 trach nhiem trong cong vies, guong mitu thi 
hinh ding vv. longtrung thanh. tan tvy, trong sting. nhiet tinh; nam 
vUng quy djnh ye the thin ban hinh van ban 
rang kw qua. If: Lam viec khoa hoc 
Nang Ivc chuyen mon: Nitim Ong chuyen m8n, nghiep vv; thvc hien 
dung, day dO va chin trach nhiem ye ket qui Mac hien nhiem vv. quyen 
hp ducyc giao 

Nhencilei bei lac Ma cost vi tri tong viec Oulu c4): 
Cie dieu kit. can to (ngoiti ning lye ca Wan) de boa. Minh tot cling vies (vi dy %,4 yew 
cau ho try, plthi hpp..): Su ding thuan am lanh duo cac cap 
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Ten ngtriri thyc hien VTVL: 
Trtrorng Thj Diem They 

che k": 

Ngity: 

Ten nguiti quirt If true 
iiVin U*u  

ale 4: 

Ngly: 

N /a ,,,,,,,,..e.,,,  .., roc: 
_ 	;  an phong HDND-UBND huy'en 
p 	/klay tinh co kit not mung Internet, may in, may photo, may scan va cac trang 

t 4 

1 ,11 t i1c aitylipc vy cong tic van thus, thit guy. 
ttadfrdielligfn khac: (net' co) 

Ten VTVL: Van thu Itru tr& Ma VTVL: 23.3.9 
Ngay bit dau thuc hien: 

Dan vj cong tic Van phOng HDND-UBND buyer' 
Quin If true dip Chinh Van phong 
Quin If chat tiling HDND-UBND huyen 
Quan he ding viec Cic phOng ban, don vj, to chtk... 

Cling viec lien quan 
Cac van ban quy prim phip Nat va cac van ban chi doo. to chirc 
tries khai dui cap tren lien quan den chirc nang, nhiem 91 duct 
giao ye van this, Iuu tra 

Myc tieu vj tri ding viec (tom tot tong quan 4 VTVL): Tham mtru thyc hien Ong tee Van 
thu. km trey dm EIDND, UBND huyen, Van phong lei cua cap tly, cac to chile, doan the 
thu6c Van phong; huling dan viec lap het so va Op Iuu h6 so, au lieu; chinh Ij. xac djnh giit 
tri, bao quail thong ke tai lieu km trot theo quy dinh 

Cic nhiem vy chinh 
Ty tryng 
Thai gian 

(%) 

Tien chi danh gia hoan 
thenh cong viec 

Phy tech cong tic tiep nhan, chuyen, xir lj va scan 
van ban den va van ban di; chuyen van ban. giAy ter. 
bio chi cho lanh doo HDND, UBND, Van phong 

40 Kip thlii, day du, chinh 
xac, dung quy dinh 

Thec hien vao so van ban den, di cita HDND:  
UBND, Van pitting, Oa Cap ay va de doan the 
thuOc co quan Van OW 

10 Diing quy djnh 

Quail 19, sir dyng con dm ctia HDND, UBND, Van 
pilling, curt cap ay, cong doan, doan thanh nien. 
khei kr ve 

5 An wan, dung quy dinh 

Thuc hien cong tic thong ke, btio ctio so lieu ye 
cong tic van thu hang thing, quj, nam theo quy 
dinh 

5 Kip thin. chinh xac 

Lip ho so, quan If h6 so, tai lieu tai co quan; xay 
dung ban hinh danh myc Ito so km hang ram tai cc 
quan; thu thap tit lieu, chinh If tai lieu, phan loci 
tai lieu; lop danh myc tai lieu, ho so Ong viec; bao 
(Rin, km trey tai lieu 

40 
Kip thin, day dit, chinh 
xac, bao quirt tat, dfing 
quy djnh 
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413rgyitr_tc;fr.‘`  Ting Ong 100% 

if 	:f  *  I it djnh: Kiting 
1h4.Lt  • 	in gulag!: Khong 

Tait/toil' - 14441, ink: Kiting 

TrinigdytchilytU man: Cao (king van thu km 00 
Kink nghilm sang tic: 7 Mm 

Yeu au riling lye 

Nang lye cot 161: Lug% c6 trach nhiem trong song viec. gtrong mitt thi 
hanh Ong vy, long.trung think, ton ivy. trong sing. nhiet tinh; nim 
yang quy djnh ve the thirc ban hinh van ban vi citing tac km Ira 
Niing lye quirt ly: Lim vice khoa hoe 
Nang lye  chnyin man: Nam vung chuyen m6n. nghiep IN; thut hien 
dung, diy du vi chju nth nhiem ye kit qua time hi'en nhiem vu. quyen 
him duct giao 

Nheng din hoi d$c thi can rift( clang vile (niu co): Duce giai quyit ye the 40 beii duong 
dOe hpi theo quy djnh 
Cic dieu kiln can c6 (ngoii ning lye el shin) di twin thinh tin yang vile (vi du 4 yeu 
cau ho Ira. phdi 071.4: Sr (Jong thutin ctia lanh do cat cap 
Dan kiln lam vile: 
Cho lam viec: Van pheng HDND-UBND huyen 
Trang thilt bj: May tinh ce ket nesi mpg Internet. may in, may photo. may scan vi the trang 
thiet bj khac phyc vv c6ng tic van thu, ltru trey. 
CliC clihr kiln kluic: (nen c6) 

Ten ngtriri time hien VTVL: 
Ksor H'Krim 

Ten ligirtri quan ly tripe tiep: 
'o Yin Hirt: 

Chi. kr ('hip ky: 
_ 

N A : 	 i  Aga. 

3. Vi tri ding viee ha try. phyc vy 

Tin VTVL: Lai xe Ma VTVL: 23.3.12 
Ngay bit dau thut hien: 

Don vi tang tic Van phong HDND-UBND huyen 
Quin IS,  bye tiep Cluirth Van phong 
Quin li chat fling HDND-UBND huyen 
Quan he tang vile Cic phong ban. don vj, t6 shire... 

Cling vitc lien titian 
13ao v4 tai salt dm nhe nu6c, bao ve tinh mang dm ngtari tham 
gia giao thong 

Myc tin vi tri cling vile (tom kit tong quan ye VTVL): nitre hien nhiem AT Iii xe co quan 

Cic nhiem vy chinh 
T$ "sag 
thin gian 

(%) 

Tien chi dish gia hoin 
thinh sang vile 

Lai xc phyc vv hopt Ong c6ng vy cult linh dao 
UBND huyen di cOng tic; ph6i hop Iii xe phvc vp 
Ong tic dm Thtrimg true HDND huyen 

70 
Dim bao an man, dung 
then 

.. 
p

. 
an 

Bao qutin tot phucmg tien duce giao; kiem tra bao 15 Kiein tra, bao dtr6ng djnh 
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;chi '; 1 A nh kj,  dbi ven xc 6 to Bien kiem soft 
81 4: 41 

kY 

P 	filth cac cluing tir thanh win Lien xang diu. 
i 	.1 /1" phi 

10  DAy di. ding quy ch4 chi 
lieu n*i be cUa ca quan 

illicre hien mOt s6 nhiem vp khic do Van pitting 
phan ding 5 Theo sir phin cOng 

Tong cling 100% 

Thant quyen ra quyit djnh: Kitting 
S6 an 114 thuiic quyin gain 19: Killing 
Thum quyen di chinh: Kh6ng 

Trinh di) chuyen mon: Chimg chi doo too. bang lii xe thco quy djnh 
Kinh nghiem cent tic: 16 nam 

Yen au slang lye 

Nang lye c6t 161: Co pham chat doo dire, tri tue tot. nhiet tinh 
Nang lye quin It: 
Nang lye chuyen mon: Nim Nang the quy djnh cia phip !nit ve.giao 
thong dirimg b6; dux hien ding. day di vi chju trich nhiem ye ket qui 
thue hien nhiem vy duqc glao 

Nhfientdei hei die thi cua vj tri cling wife (nen cep: 
Cic dieu kien an ci (ngoii riling lye a Sian) di hoin think tAletWviic (14 4 yd yeti 
cau ho try. pla hap...): Sr ding thuin dm linh doo cac cap 
Dieu kiln lint vile: 
Clul lam view: Van phong.HDND-UBND huyen 
Trang thief bi: Xe 8 to bien kiem soil 8165599 
Cdc dku kien Mac: (neu c6) 

Ten ngnti thwczhitu VTVL: 
Nguyen Think Dot 

Tin nguiri quit, ly tryc tiip: 
0 Van 	At 

Chit ky: 	c4F 

Ngity:  Ni : 

Tin VTVL: Lii xe MA VTVL: 23.3.12 
Ngay bat datt thvc hien: 

Don vj cling tic Van phong liDND-UBND huyen 
Quin 19 tree dip Chanh Van pitting 
Quin 19 chic sang I !MD.( iiNDhuyen 
Quan hf cling vile Cac piling ban, don vj, t6 chile... 

Cling vifc lien quan 
Bao q tai sin dui nhii flute, bio ye tinh ming dm nguti tham 
gia giao thong 

Myc tien vj tri ding vile (tom a king quan vel  VTVL): Time Min nhiim vy Ilia xe co quan 

Cale nhiem vy chink 
Ty trong 
thin giao 

(%) 

Tieu chi Minh gii !win 
think cling vile 

Lii xc phyc vy hoot Ong cling vy ant Muting true 70 Dim bio an win, ding 
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4410.  t:; -- 	t..t phai hap lii xe phyc vy cong tic 
( 	$ b;410 I 	ft \ D huyen 

thin gian 

Batt  	)1 g tien duct giao: kiem tra bito 
bdt~; i1ie 	voi xe 6 to 81B 002.96 

is Kiem tra. him duerng djnh 
ky 

iftlihtlyt 	'citing fir thanh toan tien xAng du. 
congaiir vh 1 

10 
Day du, ding quy cite chi 
tieu noi by cent ca quan 

Thyc hien mOt so nhiem vy khite do VAn phi:mg 
phan cong 

5 Theo str phan cling 

Tang ceng 100% 

Tham quyen ra quyet dinh: Khong 
S6 can ba thee 	u 'eiyqy JALy Iit 	st r: !Chan 
TI—iii—n quyin till chinh: Khans 

Dinh 00 chuyin man: Chirng chi d?o tat). bang Iii xc theo quy djnh 
Kink nghitin cong tic: 7 nam 

Vett au nang lye 

Ming lyc cot 161: CO pham chat dyo dirc, tri tu4 tat, nhiet tinh 
Nang Iwc quin IY: 
Nang lye chuyen man: Nam yang cac quy djnh ciut phap lulu vesiao 
fitting duerng b0: thyc hien ding. day di va chju trach nhiem ve kit qua 
thyt hien nhiem vy duqc giao 

Manacled boi lc thi cis vi tri cong vitc (neu c): 
Clic Oleo kitn can c6 (ngoii nang Iwc ci nhan) de holt' think tat tong vitc (v14 vd you 
cdii hj try. Atli hop...):Sv ding thuan cita lanh dao cac cap 
Dieu kien lim viec: 
Cho km viec: Viin pheing HDND-UBND huyen 
Trang thii:t bi: Xe 6 t6 818 002.96 
Ccic &du kien khric: (neu cO) 

Tin ngwiri there hifn VTVL: 
Nguyen Van Thinh 

Tin aged quin Iy true flip: 
T Van HMI 

Chit ky: 	""ei Chit by: 	 iti 
Ngiy: Ngiy: 

Tin VTVL: Phyc vy MA VTVL:23.3.13. 
Ngay bAt dau thyc hien: 

Dan vi tang tic Van pitting HDND-UBND huyen 
Quin If flirt trip Chanh Van pining 
Quin If chic sang HDND-UBND huyen 
Quan hf Ong vitc Cite ph2mg ban, don vi. to chirc... 
Ong viec lien quan Cac van ban quy dinh ye chic nang, nhiem vy duce giao 

Myc lieu vi tri citing AO (tom Mit tong quan va VTVL): *nye hien day di chic nAng, nhiem 
vy lAnh dao Van pheng giao theo quy dinh caa phitp uat; vo sinh sych se, gyn gang 

Ca nhitm vy chinh Ty tryng 
thiri gian 

Timis chi dinh gig hoin 
thinh cong viec 
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_411r, 
I0 	t,,Agti 	ghi, vg sinh pheng khach, pheng hop 
? 	va,  Z' 	Oc hop do Thug Ulm HDND, lanh 
• rs.  'I. 	J a lanh dao Van pitting chit In; chiu 

att 	don ye sinh phong lam viec ctia lank 
t-that-Igin5ng him HDND. UBND huyen va Ianh dao 
Van phong; ve sinh tang 1 va sanh try se UBND 
huyen, khu lam viec Thu&ng tryc HDND huyen 

85 Ve sinh kip the& dim bito 
sach se. gm gang 

Chuan bj phong kWh khi c6 dot' khach den lam 
viec v6i Thutmg tryc HDND, lanh dao UBND 
huyen 

 
10 P heng 	lam 	viec 	dtrqc  chum bi day do, chu dao 

Thyc hien cac nhiem vy khac thee sy plain cong 
dm lanh dao Van Olen, 5 Theo stir Olin cong 

Ting cong 100% 

Thant quyin ra quyet djnh: Khong 
SO can b0 thth,c quyen wan IY: !Chong 
Thin) quytn tai chink: Khong 

Trinhil0 chuyen mon: 
Kink nghiem cling tic: 10 nam 

Nang Inc cot Mi: C6 pham chat dao dire tea. ce, tinh than trach nhiem 
cao trong ding viec 

Yen au 'tang Iyc Mug Iyc quin ly: Lim viec khoa hoc 
Nang Iyc chuyen mon: C6 tic phong, thai dO lich sy, nghiem tic, 
khiem ton; ngon nee giao Up chuttn myc. mach lac. re  ring 

Nhitn 	dei hal d c Mit cult vj tri cling viec Min co): 
Cic lieu kiln can c6 (ngohi Ong Iyc ci nhan) de hoin thenh tot cong vifc Addy ve yeu 
cat' hii try; phoi hop...): Sy ding thuan dm lanh dao cac cep 
Dieu kiln lam viec: 
Chi; lam viec: Van phong HDND-UBND huyen 
Trang thiii bj: Cac dung cy phyc vy ding viec 
Ccic au ken khdc: (neu c6) 

Ten ngtrtri thyc hien VTVL: 
Nguyen Thi Be 

Ten ngtrei quin If tryc ti p: 
0 Van H 

at* Icy: 	.2(1- Cher kf: 

Ngly: N:i : 

Ten VTVL: Bio 4 Ma VTVL: 23.3.14 
Ngity bat dau thyc hien: 

Don vj cong tic Van phong FIDND-UBND huyen 
Quin If tryc tiep Chanh Van pitting 
Quin Iy chit ning HDND-UBND huyen 
Quan he cong vile Cic phong ban, dun vi, to chat... 
Citing vifc lien quan Bio vt tai sin cim cc quan vi tai sin dm ci nhan, to chic... den 
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ferclzILL hr .>  

0 
?•%-,, lien he ding Mc mi co quan 

M 9 .0 (tom :4: tong quan yds VTVL): Thyc hien nhiem vy bao v4 co quan 

wry 
 ,4  ' ,,,c; 	

hifm vy chinh 
TV ',Nene 
• — thiri gian 
(%) 

.., 	chi Minh gia hohn Teen   
thanh rang viec 

Theo quy djnh 

Chju trach nhiem ire thtri gian bto ve. tryc phong 
chtey, chaa chtly tui Try so* HDND, UBND huyen, 
Fled twang huyen 24/24 gib va chju trach nhiem 
bOi thuirng nhOng mat mat, thefthoe tai sin dm can 
b8, cong chat, vien chile lam viec tai co quan vel 
caa ca nhan, t6 chile den lien he tong tic 

90 

Chju trach nhiem ve sinh khuon via vi cham sec 
cay earth Try se HDND, UBND huyen vi HOi 
truerng huyen 

5 
Dim 	ban 	khuon 	vien 
xanh, such, Op 

Thyc hien de nhi'em vy khac khi duqc lanh duo 
Van phong phin cont 

5 Theo sy phin cling 

Tang cong 100% 

Them quyin ra quyit djnh: Khong 
SO can bt) tit* quyen quin ly: Khong 
Taira quyin tit chink Kh8ng 

Trinh da chuyen man: 
Kinh nghifm can& tic: 10 niim 

Vett au slang lut 
Nang lye cot 161: CO pham chat dao dire, tri tug tot 
Nang lye quin ly: Lim viec khoa hoc 
Nling hire chuyen man: Co nth nhiem trong cong viec 

Milt 	4161 hal djsc the cfia v* trl cong wife (nau co): 
Cic dieu kifn can ci (ngoii ning lye ci nhin) d hoin thinh tot cling wife (vi As ve yea 
cdu ha' try. phdi hop...): Sy dong thuin dm lanh duo clic cap 
Dieu kifn litm wife: 
Chakim Wec: Van phong HDND-UBND huyen 
Trang drib bj: Theo quy djnh 
Cdc didu kien Hulce: (neu co) 

Ten ngtriri thyc hien VTVL: 
Nguyen Dec Hi 

Ten ngtriri quin ly true Hip: 
TO Win Ham 

CM 14: Wk.--  Chi' Icy:  

Ngiy: 
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