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!. fung,c6 nh6n cfn bQ, c6ng chrlc vi ngg.gi lao ilQng trong co quan, t6
chftc, don vl tliSn hnnh th5ng kO c6ng viQc hiQn aaiftSpcpycr. c eiao dim nh{n.

2.YiQcth6ng k6 c6ng vifc ph6i tuan tht nguy6n t8c chi thiing kC c6c c6ng
'i,igc c6 tinh ch6t thuong xuy6n, 1i6n tqrc, 6n dinh, ldu di,i, l{p rti lap i4i, g6m:

csNG HGA XA HQr Cr{fr NGHIA. VEFT NA}4r
DQe t$p - ?qr do - Ilgnh ph6e

' - Jtale
oe.4 ./ I THONG rr.I

.[:{rLr,iug dan thgc hi$n l{gh.i d!n!r s5 36/20t3[qE-cp ngdy 22rh6ng 4 uEm 20l j
--: ::t eria Chinh ph,fi vA v! tri viQe llm vdr eo e6u ng;4ch c6ng ehrtc

t i-., ar '.:.r...rlt'-rtri(ii

l"'iorlu itrli- tri*' ! 

--

cth Nghi dlnh sti 61/2012/ND-CP ngdy I0 thting I ndm 20i2 czht
quy dinh chtirc ndng, nhiQm v4, quyin ltqn vd co cdu ki ch*c c*a 86

Nditu;

Cdn c* Nghi dinh sd SOtZOtStUp-Cp ngay 22 thdng 4 ndm 2013 cua
{-:hinh phil vA v! n'i viQc ldm vd co cdu nggch cdng cfuic;

" B0 trrrbry B0 Ni.i v1t ban hdnh Th6ng tu hrdng ddn rh$c hiQn Ngh! dfuh
;i 3'5/2013ND-C:P ngay 22 thdng 4 ndm 2.013 cia Chinh phrt vi vi t{ viQc ldm
.'.4 co cdu ny,qch ,:6ng ch*c (sau ddy vi1t til b Nghi dinh s6 36/20 t 3ND-C?).

pHrror\c puap xicc$ffir+ rRi vrEC r,,im vA
cocAuNc4crr CONG cHirc

Eidu- 1. Thdng kG c6ng viQc theo ehr?e m.Iug, nhi$m vg, quydn h4n ciira
r[rJ qur]n, t6 ch*c, tlan vi

ViQc th6ng k6 c6ng viQc theo chirc ndng, nhigm w, quyAn h4n vdL co cdu
16 chric cria co quan, t6 chirc, don vi thgc hiQn nhu sau:

a) Nhfrng o6ng viQc ISnh dqo, guan ly, didu hanh cria ngudi dimg dAu, cdp
pird cria ngudi <lung dAu co qryn, t6 chric, dor vi; truong phOng, pf,O t**g
phimg vd hr.crng duong cta c6c t6 chirc c6u thanh;



b) Nhimg c6ng viQc thlrc thi, thira hanh thuQc v6 chuy6n ngirrh, linh virc
hopt cl$ng ctia co quan, t6 chric, don t (gsi chung id c6ng viQc chuy,irl mdn

nghiQp vu);

c) Nhf,rrg c6ng viQc thgc thi, thira henh mang tinh phUc vB cho c0ng tic
lf,nh tlgo, quen li, diSu hinh (ggi chung Ii c6ng viQc h5 trg, phpc vp).

3. Kh6ng th5ng kC nhtng cdng viQc c6 tinh thli vu, dQt xu6t hoflc c6ng

vigc kn6ng thu6c chrii n[ng, *rie* 
"r, 

cta co quan, t6 chtc, dor: vf.

4. ThiSng k6 c6ng vrQc trong 90 quan, t6 chric, dcrn v! duqc thgc hQn trirri-r

t.u tu don vi c[p duoi t-Cn A*t vi c6p t Cn trong co cAu t6 chric cria co quan, ti
chirc, don vi.

5. CIn cri vio chric ndng, nhi-6m w cta co guan, t6 chric, don vf vi blo
thiing k6 c6c c6ng viQc cta crin bQ, cdng chric vi ngu&i lao dQng, nguci dttr*l

dau co quan, t6 chric, dcm vf c6 tr6ch nhiQm th6ng k€ 9ong viec crla t6 chEc. dcn

vf minh quan li vd b6o ctio co quan, t6 chric, dcro vj cap r€n tru-c tiep'

6. ViQc *r6ng kd c6ng vifu iua timg c6 nhen cdn H, c6mg chuc vi rguoi

lao tlQng; vifu th6ng kE cdng vift troDg co qua1 t6 chuc, tkm t theo PhU lgc s6 1A

vd Php tirc sii tB ban hinh kdm theo Th6ng tu ndy.

Didu 2. PhAn nh6m c6ng viQc

l. Tr6n co sd thling k6 c6ng viQc 9ua co qutm, t6 chrlc, dcrn vi, ngudi dtmg

da, "o!r*, 
t6 chtc, doivi chi Aao, t i6n khai vigc t6'g hsp vd ph6n nh6m cdrig

viQc nhu sau:

a) C6c nh6m c6ng viQc 16nh dpo, quan lf, iliAu hanh;

b) C6c nh6m o6ng vifu ho+t dQng chuy6n m6n, nghiQp 4t;

c) C6o nh6m c6ng vi$c h5 trg, PhPc vu'

2. ViQc ph6n nh6m c6ng viQc thuc hiQn theo Phg luc s6 2 ban hlnh kdm

theo Th6ng tu ndY.

Ei6u 3. Cfcy6u t6 6nt nuang

l. Vi tf viQc lim trong timg co quan, t6 chrlc chi.u 6nh huong b6i c6c yi5u

t5 sau:

a) D6i voi co quan, t6 chrtc d Trung ucmg:

- Tlnh ch6t, tl6c tli6m, mric itQ phttc tpp vd quy m6, ph4m vi, di5i tugng

quanf;
- Quy trinh quan lf chuy€n m6n, nghiQp vp vd xrl V o6ng viQc;
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b
dpng cdng nghQ th6ng riq

- Thgc tr4ng chdt luqirg, sii lugng c6ng chr?c cta co quLan, t6 chrk;

- 56lugng, ktriii tuqng c6ng viQc dugc cdp c6 thAm quyAn giao;

- Y6u cAu vA tnigu quA, hiQu lgc quan lf vd ch6t luqng c6ng viQc;

- Ch6 dO Hm vigc, c6ch thric tti chrtc c6ng viQc cria co quan;

- Nhimg y6u t5 AEc thir cria nganh, linh vgc ho4t dQng...

b) D6i voi co quan, t6 chtc d ttja phuong:

Ngoii c6c yi5u tii nhu Aiii voi c6c co quan, t6 chric ri Trung uong, vrQr: xric
dinh vi tri viQc lim cria c6c co quan, d cht?c 6 dfa phuong oO, chlu erh mr*,g
bdi c5c y6u tO sau:

- Quy rn6 ddn s6, diQn tfch tg nhi6n;

- Mrlc d0 ph6t tri6n kinh t6 - xe hQi cria dia phucrng;

- Si5 luqng don vi hanh chinh c6p huy6n, c5p xE;

- DAc di6m lich sri, v6n h6a, x6 hQi; tinh hinh an ninh chinh tri, frgt r,r an
todn xi h6i...

i. Cic y6u tri a* nuolg dugc x6c dinh theo phg ipc s6 3 ban harir l:e,rr
theo Th6ngtuniy.

Di6u 4. Th6ng k6, d6nh girl thgc tryng ilQi ngfi c6n bQ, c6ng ahplc vir
nguli lao ilSng hi$n c6

ViQc ttri5ng ke, d6.nh giri thgc trAng dQi ngfi crin bQ, c6ng ehric v$ ngr:rtri

. lao tlQng hong co quan, t6 chtc, dsn vi dugc thpc hiQn bti2bho c6o sau:

l. Br[o c6o thiing k6 thlrc tqng vC s5 tuqng vd chAt luo,ng dQi ngii. od,tr bfl,
c6ng chric (k6.c6 nhilng nguoi kf hqp d6ng lao dQng theo quy ttinh crta phdp
hat) t4i thli di6m x6y dpg ae an 4 trf viQc lim trong co euan, i6 ciirc, ulorivi.'

2.Bin caa ttr4nh gi6 thpc trAng viQc ph6n c6ng, b6 tri, sri dr;ng vdr mric dg
hoan thanh nhipm vp cua tlQi ngt crin bQ, c6ng'tt4lc vi nguli lao rJ6ng & co
quan, t6 chrlc, ,clon vi. NQi dung b6o c6o gdm: - '" t

a) Dr{nh gi6 viQc rl6p rmg vd sp phir hgrp v6i y6u cAu, nhigm vu r:iro d{i
ngfl c6ng chrlc vd ngucri lao tlQng d co quan, t6 chrlc, don vi.

b) D6nh gi6 qr phir hqp hay kh6ng pht hqrp cua viQc ph6n c6ng, bd ri, str
dgng vi mric dQ hoan thanh nhipm 4l cria timg c6ng chric vil nguli lao dgng
theo nhi-6m vp dang dnm nhQn;



3. ViQc th6ng k6 thuc tr?ng <l.i ngfl crin bQ", c.ng chirc vd ngudi ,r" **5
trong co quan, t6 chric, don vi thtrc hiQn theo Bi6u m6u 0llBNV ban hdr], itirr
theo Th6ng tu s6 lltZOnfrc-BNV ngdy 17ll2l20l2 cria BQ NQi vu quy tlir:i: "'i
ch6 d0 b6o c6o th6ng kE vi quan If h6 so c6ng chrtc.

Ei6u 5. X6c dlnh vi tri viQc lim vir danh mgc r"i tri viQc Xhm c&a co
quan, t6 chtfrc, tlon vi

l. Tr0n co s& thiing k6 c6ng viQc, ph6n nh6m c6ng viQc; c6c y6u t6 6nh

huong; b6o c6o th6ng k6, d6nh gi6 thyc r4ng tlQi ngfr c6n E, c6ng chric cria co

quan, t6 chrlc, don v!, nguoi tttmg d6u co quan, t6 chrlc, dcn v! x6c tlinh c6c i'i tri
uie. ie* ra t6"g hgtpthilh danh mgc vitri viQc lim cria cq quan, t6 chuc, dfir vi.

2.Mldivi tri viQc hml<hi x6c tlinh phai dugc quy.vA thuQc mQt rJrSn

c6ng viQc n6i t+i Khoan I DiAu 2 cua Th6ng tu ndy, bao g6m mQt ho& mQt sd

c6ng viQc cp th6.

3. Danh mgc vi tri vigc lim cua co qum, t6 chric, dcrn ri du.oc pbdr d:ir:
c6c nh6m c6ng viQc sau:

a) C6c vi tri viQc lAm thuQc nh6m c6ng rifo lanh d4o, guAn lf, ttiiu e:-h;

b) CAc t tri viQc hm thuQc nh6m c6ng vift chuy€n m6n, nghi$e v'J, th'Ji

thi, thira hanh;

c) Cric d trl viQc lim thuQc nh6m c6ng viQc h5 to.; phuc vu.

4. Danh mgc v! tri viQc lim cira cy qran' 16,chirc, 
don vi tlugc tdng hqp tb

c6c vi tri viQc lAm cU th,i vd duo. c sip xlip theo thf qu: vi tri l6nhd.o, quin lj; vi

tri thUc thi, thta hdnh (thUc hiQn chuy6n m6n, nghiQp vu); vi tri f9 trq' nhuc t'+

Danh muc vi tri viQc llm cria co quu,, t6 chric, don vi dugc th6 hiQn & cQt 2 cria

PhU lUc sii + ban hanh kdm theo Th6ng tu niy.

5. Du kiiSn s6 luqng bi6n ch6 c6n c6 d6 b6 tri theo tng vi tri vi,Qc J{n' S6

bi6n chi5 dU kiiSn n6y chiu anh huong vA php thuQc vlo tli6u ki€r\ tinh ch2t, e;c

;iil;r;Gt;-ta lnid ko dQng oL 
"i.qu*, 

t6 chric, don-"1; q5ilusng, s6

tuqng c6;g nip"... NOi dung niytlugc ttrc tricn d c6t 4 ph* lgc s6 4 ban hinh

kdm theo Th6ng tu naY.

Dilu 6. Bin m6 tl c6ng viQc cia timg vi tri viQc lim

1. Tr6n co s0 danh mpc vi tri viQc um dus'}'#c dinh t+r DiAu 5' vi-€c x6y

dung ban m6 ti c6ng viQc cria tung vi trt viec ldm chio. c thuc hien g6rn c6c nQi

dung sau:

a) M6 ta cric c6ng viQc, c6c hogt tlQng vi thdi gian phai t[Uc hiQn (ni5u xdc

dinh dusc) AA noan therh tintC o6ng viQc, t&ng hoet elQng & m5i vi ri viQc lim'
+l d" n6; ,i,a" r,6 so, tii [Eu; olt ico ouu; sgan ar4o uuq ban; x6y dung k6

hoech, khio s6t thgc tri, t5 chric cuQc hqp, nao d6i f ki6n; ph6i hqp; ...



/

b) K6t qui (s6n ph6m) c6ng vipc cria vl tri viQc ldm;

c) Di0u kiQn llm viQc (trang thi6t bi, ph6n mdm qu6n lf, phuor:Lg, riii: r:: I i

truong idm viqic, ph;mr vi ho4i dgng, quan hQ c6ng tac).

2.DAiv1i nh&ng.71 ti viQc ldm thuQc nh6m cdng vrlQc lfrnh d4o, rlrrtl,:rL i.,,,

diAu har:h, n6u ki6m th6m c6c c6ng viQc thuQc nh6rn thlrc thi, thua hdnh 1l:i 1:tr,l.i
m6 ta vd c6ng viQc thgc thi, thila hanh duo. c thgc hign nhu d5i voi vi trf virir lirr'l
gin voi c6ng viQc chuyCn m6n, nghiQp 4r trong co qrum, t6 chrlc, don'vi.

3. Ban m6 ta c6ng viQc cria timg vi tri viQc ldm thpc hiQn rtheo Ph'ir luc li 5

ban hAnh kdm theo Thdng tu niy.

Didu 7. Khung ning lr3c cia tirng vi trf viQc lim

l. Khung nEng lgc cria timg vi tri vigc ldm duo. c xiiy dlmg gdm cdic mfi.n11

llrc vi kf ndng phai c6 d.i hoan thanh c6c c6ng viQc, cric ho4t dQng n€u tq-i Br{n

mO te c6ng vipc fmg voi tung vi tri viQc ldm.

2. Khung n6ng lgc cria tirng vi tri viQc ldm thgc hiQn theo Php lqc s6 5 hnn
hanh kdm theo Th6ng tu niy.

Dilu E. )L{c ilinh nggch c6ng chfu tuung riag

ViQc x6c ttinh ngpch c6ng chtc tuong img voi vi tri viQc lim dngc fi6,r
hanh gin liAn voi qu6 tinh xic tfnh danh mgc vi tri viQc ldm vd c6n cri vio cir+

yi5u tii sau:

l. Linh vr,rc chuyOn m6n, nghiip vu;

2. T6n cria vi tri vipc lim;

3. Ban m6 ta c6ng viQc;

4. Khung n6ng llrc; 't. +:

"1
5. Vi tri, quy m6, phpm vi ho4t dQng vi d6i tuqng phqc vg cria co quarr, i.d

chric, don vi;

6. Quy dinh vd ng4ch c6ng chric cao nh6t duqo st dgng trong cu quan, til
chfrc, don vi.

NQi dung niy duo. c tfr6 niQn & cdj 3 Phu lpc s6 4 kdm theo Th6ng tu i:iry.



Eidu 9. X6c tlinh coc6u nggch c6ng ehrit

1. ViQc x6c dinh co c5u ugqch c6ng chfc chi thtrc hi€n voi c6c vi tri vi€c

ldm kh6ng phei thgc hiQn hgp ddng ho tlQng.

2. CEn ctl dg ki6n s5 fuqng bi6n ch5 theo tung t *f vigc lirn vi ng4ch c6irg

chric tuorng img d6 x6c ttinh s5lugng ng4ch c6ng chtlc cria m6i v! tri vi€c lani.

3. Co c6u ngqch c6ng chric cria m6i co quan, t6 chrlc, don vi ld t'I l4 cira

s5 lugng c6c ng4ch c6ng chrlc img voi todn bQ danh mgc vi tri viQc ldm.

Chuong II
xAv npNc vA rEAM Dtr{E Et Ax vl rni vrPc ilrt

Didu r0. XAy dgrg aA an vi trf viQc lim

L B0, co quan ngang B0, co quan &uQc Qhfnh phn' t6 chuc do Chinh

phri, Tht tuong Chinh phri thinh lqp mn kn6ng phai li tlcn vi sU ngbicp c6ng l?p

(sau tlliy ggi chrmg la BO), Uy ban nh6n d6n c6c tinh, thanh ph6 tnrc thuqc

Trung uong (sau &iy gqi chung l} tinh) c6 tr6ch nhiQm chl deo, t6 chirc tri6n

tnai xay dtmg dB 6n vi trl viQc ldm trong co quan, t6 chrlc, don d ttruQo thAm

quyAn quan ly, trinh co quan c6 thAm quyAn theo quy dinh.

2. Hang ntrm, co quan, t6 chirc, dcn vi c6 tnich nhi€m ri soet vA chlic

n6ng, nhiQm vg, quyAn hg1 co c6u td chrlc vi v! fri viQc lAm, co c6u ng4ch c6ng

chtc cria dA 6n vatrl viQc ldm dfl duo. c phe duyQt. Ntiu c6 sg thay d6i vAt,5 chfrc,

vC ntriqm rrp, vA s6lugng, [&iii luqng c6ng viQc, thi xdy dlmg dd an ai6u ctrintr

vi tri viQc ldm theo cac truong hq? quy dinh t4r DiAu 12 Nghi dinh s6

36/2013/NE-CP. N6u c6c oo quan, t6 chrlc, dcm vf ltr6ng gui c6'e v6n vd di an

d6 nehi co qgan c6 tMm quydn xem xdt <tiAu chinh vi tri viQc ldm theo quy tllnh

thi git 6n ttinh vi tri viQc lim vd co c6u ng4ch c6ng chric di tlugc ph6 duyQt.

3. Co quan, t6 chrlc, tton vi x6y dimg aA #ui tri viQc ld'm cria dcrn vi

minh theo Phu lpc s5 Z vA dA en (mAu) ban hinh kdm theo Thdng tu niy.

4. BO, dnh t6ng hgp danh mpc d trt viQc ldm, bi€n ch6 vd co criu ngpch

c6ng chfrc theo cric php ilrc s6: 8, 9 vd l0 ban hanh kdm theo Th6ng tu nay.



Di6u f f . Trinh tg x6y dgng, th6m tlinh tIA 6n

.. 1. Bu6c I: Coquan, t6 chric, don v! c6 tr6ch nhiQm x6y dpg; tli:i+ ,j r,.l
viQc ldm hoflo da 6n ttiAu chinh vi tri viOc ldm cria <ron vi minh tiinL *o qru*,,
quan li cdp tr6n tryc tii5p theo Cuy dinh.

2.?u1c 2: Co quan, t6 chtc, don vi quan lf c6p tr6n truc ti6p c,i ir.ir_h
nhiQm thim dilrh d0 6n v! tri viQc lim hopc d6 an tli€u chinh vi tri vidc larui c*e
cdc co quan, t6 chrlc, don v! thuQc thArn quyen quan ly; t6ng hqp, *a1, C1*g *e
an vi tri v4c lim ho{c- tt6 rin tli6u chinh vi tri viQc ldm trong coqua.n, tO eiifr*,
tton vi cria co quan, t6 chrlc, tton vi minh trinh ngudi drring dAu hj vS. giri ec,r

quan quan lf c6p tr6n tr.uc ti6p theo quy dinh

3. Budc 3: Vg @an) T6 chrlc c6n bg o6c BQ vd 56 NQi vp c6c tit*r cf,
tr6chnhi$m: : '..

. a).VU (Ban),ti chrtc can bQ errip BO them dinh d6 an vitri viQc lam ha:1c
tt6 6n di6u *+rt t+f;tigc ldm cta c6c co quan, t6 chric, don vf thugc vir truc
thuQc B$; @gJrgf,j xay dgng de 6n vi tri viQc lim hoac dd 6n diAta chinir vi rrf
viQc ldm trong66c-Co4uan, t6 chirc, dur vi cria BQ, tlot tart tlao B0 c6 vtur bin
gui BQ NQi vu tlieo (uy dinh.

.b).So.NOi yP -Crirp 
Uy ban nhan dan ,i"h !h"q diah d6 An vi ri viQc la,:r

hoqc d6 rin di6u chinh vi tri vipc l3m trong co quan, t6 chrtc, don vl thugc vi trvc
thuQc tinh; t6ng hqp, x6y dpg tte an vi tr( viQc lim hoic ee an aiAu chinh v! tri
vi6c lAm trong c6c co qu.ul, t6 chrlc, dcm v! cria tinh, tinh hnh elpo Uy ban nh6n
dan tinh co vEn ban grli B0 N$i vr; theo Cuy dinh.

Ei6u 12. Dilu kiQn th6m {Iinh

. D6 6n vi tri viQc ldm t.ro{c da rin <lidu chinh vi tri viQc ld'rn trong cu qua.u
t6 chric, don v! chi tly-o. c thAm atinh tfii c6 ttri hd ss theo quy dinh t4i ftroan t
Di6u I I Nghi dinh s6 36/2013AID-CP cria Chinh phri vlr c6c co quan, tA chfrc,.
<lon vi c6 trong nQi dung cria dA an dugc thanh lfp theo dung ttr6m quy& vi quy
dinh cfia ph6p luQt.

. or.,{ 

t

, Chuong Itr
DIEU KHOATI TIII HAI{H

Di6u 13. Hi-6u lgc thi hinh

Th6ng tu ndy c6 hiQu lUc thi hlnh k6 tir ngny l0 thdng 8 n6rn i013.



L 9?" Pg kuong, Thri truong co quan ngang BO, Thi trudmg co qrii+
tfy09 llinn phri, nguli rtrmg dau t6 chric do cninn pi.i,-rrrri tuong 6ninr, pu
$^*LF y?' $6ry ph6i Id tlor vi sp nehiQp 96ng lfp, Chri tich HQf d6ng rLhin
dan, Clri 

Jigir 
Uy ban nhdn dan tinh, thanh ph5 trUc th"O" Trung uong vA"c,ic c,:o

quan, t6 chirc, c6 nh6n c6li6n quan chiu trrich nhiQm thi hinh rh6ng rir nay.

2. lrong qu? tinh thgc hipn ntluc6 vuong mic, di ngh! phan anh vi ei,
NQi vu tt6 huong dEn, xem x6r, giai Wy6t./A4f

Di6u 14. Trich nhiQm thi hinh

KT. B0 TRTIONG
rr[rrnuouc

Noi nhQn:
- Ban BI thu Trung ucmg Dang;
- Thri tu&ng c6c Ph6 Thri tu6ng Chinh phri;
- C6c BQ, co quan ngang BQ, co quan thuQc Cp;
- FIEND, UBND c6c tin\ thad ph6 tryc rhuQc T$;l
- Vno phdng Trrmg ucmg vi c6c Ban cua TW Daag
- Vnn phdng Chri rich nuoc;
- HQi d6ng Dan tQc vi cac U1, ban cria euti hQr:
- VIn phdng Qudc hQi;
- Tda 6n nhin d6n t6i caol
- ViQn ki6m s6t nhin datr t6i cao;
- Ki6m tor{n Md nu6c:
- Uy ban Gi6m s6t ai cmfr qu6c gia;
- Uy ban Trung ucmg Mlt trSn t6 qu6c Viet Nam;
- Co quan Trung uong cua c6c doan th6;
- C6ng b6o;
- Websire Chtuh phri, Website B0 Noi vu;
- Cgc ki6m tra vdn bnu QPPL, BQ Tu ph6p;
- BQ NQi vp: BQ ruong c6c Thrt ruong o6c tto:r vi
thuQc vl trpc thugc BQ;
- Luu: VEn thu, CCVC (25b).

uVBANr.nrANoAN
riNuruytN euANG

S5:305/SY-UBND

Noi nhdn:
- Thuong trrc Tinh riy;

- Thuong tr.uc IDND tinh;
- Bi ttru Tinh iy;
- Cht tictL Ph6 Cht rich UBND tinh;
- Clxrnh Ph6 CVP tiBND tinh;
- Cic Sq bar', nganh thuqc tinh;
- UBND cic huyQrL thanh ph6;

- Luu VT, (Kh.80)

SAO Y BAN CHINH

Tuydn Quang, ngdy 10 thdng 7 ndm 2013

KT. VAN PHONG
PHO PHONG

i\r\i.,,!',ilr&
\o . i: 

j.. --i

Nguy6n Vin Ting



Don vicdp tr6n trgc ti6p:
Don vi:

H,9 vi t6n:
l{gdy, th6ng, ndm-sinh:
Ivlli nggch tlang git:
Thdm ni6n c6ng t6cr

Ctruy€n nginh ddo tqo:
'Irinh d0 d?ro t4o: Trung c6p n

r. c0Nc vr[c:

Itlhiem vu

Phu tuc s61A
rEONcxt c6ilcvrpc cA mrAu

theo Th6ng tt sd ..05.tZOlsftf-Atw ngayfithdng .6. ndm 20t.3

cua B0 truong BQ NQivlt)

Gioi tinh:
.Frg SO IUOng:

Ctnhen, k! su tr Th4c sf tr I 1en s)' u

Sd hrq,s"g
-lonll ra
{sin,7 ..

DNBIN 
'i*"g

bitr}lntrm

rr. DItu r;xpx oArvl sAo of,, TIrl,Ic H1EN cflNG Yt$c (t,ans thiel; t:!,

** (: :::: !: iil ii! @'!i::)'

1.t.,'. '

.ql

t/oc tlnh %
thli gian
thqc hi$n
nhi0m vq

(n6u c6 th6)

Diu ra
Gnn phim)

cua mol
nhifm vC



ffi, ytu cAu vt NAnc LrJc vA pEAM csAr cA mrAN

Cdo phdm chiit, trinh dQ, ndng tqrc cin c6 dd thrc hrQn t6t cdc'iliiQi uu'c{ra vi tri

PhAm ch6t c6 nhAn can tniiit cho vi tri nly?

thcri gian, kinh nghiQm c6ng t6c can *ri6t cho vi tri ndy?

CAc bEng c6p, chimg chi chuy6n m6n, vA kit5n thric 1<tr6c cAn thi6t cho vi tri c6rg
viQc ndy?

Nhirrig nEng lgc can tniet cho ri tri *ty? Ddnh &i" nl*ng yilt t6 qrro, t.ong a'61

'-oi viQc hoan thanh t6t c6ngiQc nuy*:

tr Ki nEog quan li lanh dao

tr Xt li tinh huiSng

El Kh&nlngph6ntlch

tr K! ning grao ti6p
- ,4,.u l(y nang pnol nqp

tr Sri dlmg ngogi ngfr

B K! n[ng so4n th6o vdn ban

tr K! ndng tin hgc, m6y tinh

tr Kh6c (d6 nehiehi ro).........

Thri tnr,6ag ilcn vi
ff;"f vA ghi rO h9 t6n)

Nguiri k6 khai

't -
"'t



Ecn vi e6p tr6n trg'c ti6p:
Don vi b6o c6o;

i I uons 1'l

3 tC6nevi

Phg lgc s5 18

c{ra BQ truong BA N)i vU)

c rcE, cONc vrE_c_THEo cnrIc NANG,-NHTEM vU
t theo Th6ng tu ti l5...tzotsnr-auv ngayil| thdng .6. n;r.n 20]:l

Ghi chrri (ndu a6)

, .l
Ngu0r t?p Dreu

(K! vd ghi rd he tdn)

.... ngey ..... th,ing .... n[m ...
.,.1Thf, tnr&ng don vi

$(fvd ghi ra he rcn1

Ghichrt:
- Vi$c th6ng kC dugc thlrc hiQn t& cAp Phdng (n6u c6).
- COt 3: Ph&r ghi chri ghi nhiQm vg dugc giao th6m ngodi quy dinh cria v[n bdn. "W

rt



Doe vi c6p tr6n trrgc ti5p:
Dan vi b6o c6o:

^ Phg lgc sd 2
PIIAN NHOM CONG VIEC

theo Thdng tu soAf.tzotsfr-aNvigdydf thdng .6. nim l. t',l

cia BQ twne B0 N|ivu)

SO

TT
Nh6m c6ng viQc C6ng viQc

I 2 3

I Nh6m c6ng viQc l6nh d4o, quin If,
didu hhnh

I Nh6m 15nh dao dsn vi C6p nuotre

2 Nh6m l6nh d4o c6c tti chric trgc thu0c C6p trucvng

c6p ph6

II Nh6m e6ng viQc chuy6n m6n, nghiQp
vu
\a6m c6ne r'i v1ec. . .

. .t
Ngudr r?p Dleu

(Kit vd ehi rd ho tAn)

,.qly^.....th6ng .... nim ...
Ttrl tru&ng tlon vi
(Kj, vd ghi rd hp t1n)

Ghi ch{:
- ViQc phdn nh6m c6ng viQc du.gc thtrc hi€n tt c6p Phdng (n6u c6).
- Cdng viQc h6 trg, phuc vu: D6i voi don vi ndy 1d c6ng viQc chuy€n m6n, ngh.i{p rr,r

ntrung"A6i vOi A#"i n a.'tai li c6ng viQc h6 trq, phuc vu. Vi dr,r: c6ng tiic 
"-in 

ti,u 'i;r-, .
+/f t i)

-'.-F

12



Ec-,n v! e{p tr6n trge ti6p:
Son vi b6o c6o:

cila BQ tncong BQ Ndivu)

Quy trinh quan lj chuy€n m6n,
vd xti I{ c6ns vi

Phu tuc s5 3
cAc yEu iO'ixn EuoNG i

theo Th6ng tu sii l5...tzot Snf-BNV ngaya*i. thanb6.."iam zlOts

Ghi chri
(n6u c6)

jMuc dQ hi;r d+ h5a c6ng so, trarg
r'rhj6t bi, ; ucmg riQn lim viqc vd

, .lNgum r4p Dreu
(Kit vd ghi rd he $n)

....ngay .....thtiog .... n6m ...
Thfi trr&ng tlcrn vi
(Ki vd ghi rd ho tAn)

@--
13

Cfc y6u t5 Anh nu&ng

Tinh ch6t, d{c di6m, mtrc dQ phric
t4p vi quy m6, ph4m vi, dtii tuqng

ThUc trang ch6t lugng,. s6 lugng
c6ne chric cta co ouan. t6 chric

luErg, kh6i lugng c6ng viQc
c6 thdm ouv6n ei

Y6u c6u.v6 hiQu qua, hiQu lgc quan
lV vi ch6t luons c6ns vi6c

d0 ldrn viQc, c6ch thirc t6 chric
. .t , ,

Ylec cua co ouaJl to cnuc
Nhting
linhw

d{c thit cria nginh,

Mirc tlo ph6t tri€n kinh te - xd hoi

don vi hdnh chinh
xd

D& di€m lich sr!, v5n h6a, xi hQi;
tinh hinh an ninh ehinh ti, tr$t t.u

".,* "



t'

I

i

v
Oen i,! edp tr'6n trEc tiSp: .........
Don vi bdo e6o:

Phg lge s6 4
DANH rr{Uq U rni vlpc lAvr

Nguoi Up bi6u
(Klt vd ghi rd hq ftn)

....ngey ...,.th6ng .... niiru ..,
Thfr tru&ng ilon vi
(Kit vd ghi rd hq t€n)

{iE-
l,:1.

r kim rheo Th6ng nr sii fl5./2013/TT-BNT ngat4f, rhting 6. ndtt ..,)
r/ cia Bq truong Bq NOi vU)

s5
TT Danh mge vi tri viQc llm

Ng4ch
c6ng chrle
tu'ong tng

-tlI,l'[itL.ri
bi0m e.hi;

l
_{10,8C s3

xm@ c(rg),.Ciln eTl

I ) 3 .4

I T6n vi tri viQc lirn gin vtfi c6ng vigc lf,nh tlqo,
quin U ali6u hirnh

1 T6n vi tri cdp tru6rng

2
..t

r en v! u1 cap pho

J
T6n vi tri c6p truong dor vi thuQc ho{c tryc
thuQc

4
T6n vf tri c6p ph6 cua nguoi ttrmg dAu doo vl
thudc ho{c tr.uc thuQc

tr Yi tri viec lim gin vai c6ng viQc chuy6n m6n,

I T6n v! tri viQc ldm .

2 T6n vi tri viQc ldm .

III Vi tri viQc llm gin vrfi c6ng viQc h5 tro- phgc
vq

I T6n vi tri viec ldm .

2 T6n vi tri vi€c lAm .

t.,



, I _,rxron 1'! cap tren crgc fiep:
iiilen vi br[o c6o:

_."*.""!*--.-

^ ^Phg 
lruc sO 5

o TA CONG Yrpq CUA VI TRr VrE','C LAM 0/TVr,)
tlrco Th6ng *t sd 06 /2at3/'iT-BNV n-cay$ thting g itui,r itot:

cila Bp trudng Bp Npi vu)

Ngdy bit dAu thlrc hiQn:

ITTW cia cdp fin trsc tiiip)

(YTrl- cin cdp quan ly chic ndng

Quan hQ c6ug r-i$c (Cdc ti tri c6ng v-i?c khdc liAn quan tr-4c riAp din-,'i =: 
-.;-. ,

C6ng riQc li6n quan (T€n tdi ti€* carg'.:ic li|n qtcn Cin t'i ;ri risl

C6c nhiim vg chinh Tf trgng
thdi eiau (%) Ti6u chi tl6nh gi6 holn thi.nh c6*g i'ifc

"-"ii;,ri'

---"?-'
ti;

S,orn vi cdng t6c

(luin If trgc ti6p

Quin lf chtc nlng

l\[gc ti0u v! trl cdng viQc (t6m dt tdng quan vi VTYLI:



i T'him quy6n ra quy5t rtinh:

It{ c*.m bQ thuQc quydn quin If:
'l'*iia quydn tii chinh:

Ei*u kign lim vigc
^,:.-Lno Mm vrcc:

Trang thiiit bi:
Cde diiu kiQn khdc @6u c6):

X6n agrd'i fhgc hiQn YIYL:

che kg

Irig*y

chftky

Ngiv

Tri:rh dg chuyGn mdn:

ifinEr mghiQm c6ng t6c:

Y&u eiu ning tgc NEng luc c5t l6i:

Ntrng lgc qutn If:

Ntrng lgc chuy6n m6n:

Ithring ddi h6i rl{c tht cria vi tri c6ng viQc fuilu c6):

L'Ec Jieu kien cen c6 (ngoli ning lgc c6 nh6n) tI6 holn thirtrh t6t c6ng viQc (vi d4 yai
'.i i:i:ro. oh6i hoo...):



Phq lqc sd d
NG NANG r,lJ-c.cuA rr.fNc vI rRi vr{ic Li}tt
theo Th6ng tu s6Af.notstrc-awvngq,,l[ itking .6.. nd.nt )C i..i

cila 89 tr*on7 B0 N)i vu)

Vl tri vi€c larn A 1. Ndng igc:

Ghi chrt:

- COt 3 y6u cdu v6 nEng lirc, k! nang cdn ph6i c6 Ae noan thinh n-hif:n ru
& vi tri vigc lim cp th6, nhu: nEng lpc t6"g hA,p; n6ng lgc gini quyiSt c6c i,in d€
ph6t sinh trong thuc t6 cria nganh; n6ng lgi tap hsp, qy tU n5nglgc didu hnnh
vd phdi hgrp ho4t tfQne; ky ning so4n th6o vdn baq; .....rl,

.... ngdy ..... th6ng .... n6m ...
Thi tnr&ng tlan vi
(K! vd ghi ra he tln)

Nguai l$p bi6u
(K! vd ghi rd he tAn)

"qtr
"!'l



phg igc sd 7
or AN (M{ID vI rni rrpc rArr

ki m t heo Th6n g * s ii A5...tZ a- t yrr-eliv ngayJ.f t*a*g 6.. n:t|,,r: 
.:,).,t,.,

ctia BQ truone BA Nfli vU)

PhAn I
su- c,{N THIET VA C0 SO PHAP L*

L sU cAN TErfr xAv ogNc Dt AN
1 Kh6i qu6t d4c di€m, nQi dung vd tfnh oh6t hoat d6,ng cria co qr;1;x1. ii

chric, don vi

a) Ho4t d6ng cria co quan, t5 chric, don vi
b) Eiii tuqng, ph4m vi, tinh ch6t hqt dQng cta cq quan, t6 chiic, rntra vi
c) Co ch6 ho4t dQng co quan, t6 chr?c, don vi
2. Nhiing y6u ti5 t6c tiQng d6n hoat rlQng cria co quao, t6 r:hric, dcr' ui

. . , . TiI thgo l_inh vgc,, ph4m vi, tinh chdt hogt d6. ng cria co quuln, 16 chuc, ,lr.;L
v! tl6 khSi qudt nhtng y6u t6 t6c dQng.

il. cosdpHApLf

, ,l..Vdn ban ph6p $ vd viQc thanh lgp, quy dinh chri: nEng, nhiQm vqr vi ec
c6u t6 chric cria co quan, t6 chric, tton vi.

2i ? t'T banphrip lj vd viec diiu chintr, tEng, gnm chtc ndng, n:ri:,n
vg quy6n hg.n vi co c6u t6 chrrc cria co quan, t6 chric, don vi.

:. Cjc.v-A 9to plrdp g ti6n quan d6n chrtc n6ng nhifm vs, quydn h6a cria
co quan, t6 chric, don vi.

. , 4.Ven ban qly 
-d!nh 

vA ng?ch, co c6u nggch c6ng chric vi stl luq.ng hi6n
ch6 trong co quan, t6 chric, dsn v!,. ..

PhAn II
x(c oprn vI TRi vrEC LAM, nr6x crr6

vA co cAu NGAcrr CONG cH(Ic
r. xAc DINrr Urni uEcr,Au
Cdn cr? DiAu l, DiAu 2, Didu 3, Ei6u 4 

",lut'fi4og 
to n ity,x6ctl!,h danh

mgc vi tri viQc ld,rn trong co qruu1, t5 chrtc, tlon vi thio thfr t1r sau:

1. Vi td viQc ldm thuQc nh6m c6ng viQc l6nh d4o, qur6n g, diAu hAnh

a) V! tri cdp trucrng

b) Vi ul c6p ph6

c) Vi tri c6p truong rton vi thuQc vitryc thuQc

d) Vi tr{ c6p ph6 cria ngudi dung rdu don vi thuQc vd trqrc thugc -'fl'#
18



\
2.YifiviQc lim thuQc nh6m c6ng viQc ho4t dQng chuy6n m6n, nghiQp vr; 

\a) Vi tri viQc lim ....
b) Viti viQc lim .....

3. Vitl viQc lim thuQc nh6m c6ng viQc h5 trg, phpc 4r
a) Vi tri viQc lim .......
b) Vi tri vi€c lim ........

rr. DVKI6N rffix cd
CEn cri DiAu 5, DiAu 6 cua Th6ng tu niy, du ki6n bi6n chiS trong co quan,

t6 chric, don vi nhu sau:

TT vr rRi vmc lAu BiGn ch6

I Vi trf vift lim thuQc nh6m cdng vift linh dgo, quin
tf. di6u hinh

I Vi tri c6p tnrons
a Vi ti c6p ph6

-:t Vi tri cip tudne don vi thu6c vi truc thu6c

4
Vi tri cdp ph6 cua nguoi drmg d6u don vi thuQc vi tryc
thu6c

II Vi trf viQc lim thuQc nh6m c6ng vipc hogt tlQng
chuvGn m6n. nghiGp vu

I Vi tri vi6c lim ..
2 Vi tri vi€c lAm ..

III Vi trl vi6c lim thu6c nh6m c6ns vi6c h6 tro. Dhuc vu

1 Vi tri vi6c lim .. ' {t- ,^

2 Vi trl vi6c ldm ..
{

m. xAc DF{H co cAu xc4cn coNc cHrIc
CEn cri DiAu 8, DiAu 9 cria Th6ng tu nay, x6c <[nh co c6u ng4ch c6ng

chric nhu sau:

- CAr.rC chrlc git ng4ch chuyGn vi6n cao c6p ho{c tuong duong (niiu c6) -..-....,....o/rt6ies.5; 
,W-



, ; C6ng r:hrirc git ng4ch chuy€n vi6n chfnh ho{c t*ong ducng ...., ...,9{
:.f,ng s6;

- C6ng ch{lc git ng4ch chuy6n vi6n ho[c tuorrg drcrng . . . ., . . ..% t6ng s0;

- C6ng ch{lc giir ng4ch crin sg ho{c tuong duong . . .., . . . .% t6ng sti;

- C6ng chric gifr ngpch nh6n vi6n ho{c tuong duong .. .., . ...yo t6ng sO;
..Chr?c danh kJr6c: ..... ...% tOng s6.

[v. KrEN NGIrI, OE XUAT WEU C6l
Ed 6n trinh bdy.nhtng ki6n nghi, dA xu6t @6u c6) ti6n quan diin x6c di:*r

vi tri viQc ldm vi co cdu ng4ch c6ng chric.

_ v. Dt /ffi Ap DtrNc co euAtr, TO cn(Ic, Dor{ vr c6 sUDrrtu
{rr{[r{H crr(rcNANG,NHrEM VUVA COCAU T6 CrrUC

. Oi5i voi co gurm, t6 chric, don vi c6 sydidu chinh chftc ndng, nhiQm vu,
Q\ryEn han vi cq cAu t6 chric do cc qutn c6 ttrAm quyAn quyiSt dinh thi n6j dune
di an diAuchinh { tri viQc ldm c6n UO s"ng cac 

"{i 
aungr;: pL6 duyQt'cua co

quan c6 th6m quy6n vi thpc t6 thUc hiQn vd vi tri viQc ldm vd co cdu ngpch c6ng
chirc tuong rmg theo c6c mpc I, II, [I n6u tr6n. CU th6:

- Tei Muc I: B6 sung danh mpc vi tri viec lary dgoc cdp c6 thAm quy$n
pb6 duygt; vi tri vifo lim r.h1rc t6 ttruc hign vi dA xult UO sung t oSc giem vj tri
vi$c lAm.

. - TCi Mpc tr: 86. sung bi€n chii dugc c6p c6 th6m quy6n ph6 duypt, bi6n
ahi5 thgc t6 c6 m{t vd dA:<ufi b6 sung ho{c gi6m s6 tuqng bi6n ch6.

- Tai Mqc III: 86 sung co c6u ngqch c6ng chfrc duo. c c6p c6 th6m quydn
ph6 duyQt vi dA xuft ngqch c6ng chric A6i voi vftri viQc lim mqi, s6 tuqnj Uien
ch0 tdng th6m,

Thfr tru6mg co quan ph6 duyQt
E6 6n

6y ftL itdneddu)

Thrfi tru,&ng don vix6y dgng Ed dn
611ftn, d6ng ddu)

't .^

'i r.

-4,f,'
'20



prtr LUC ri:u rsro of Alr vl rni vrryc r,Ann

l. Vdn ban ttrAm Ai*r AA rln cua co quan quan V c6p tr6n trpc ti6p cria co
quan, t6 chric, don vi.

2. Dg thio QuyiSt Ainn thanhl{p, quy dinh chric ning, nhiQm uJ, quyen
han vi co c6u t6 chtic cta co quan, t6 chirc, don vi.

3. C6c vdn ban c6 li6n quan vd cac mdu bi6u phuc vu xdc dinh vi tri viec
li,m, co c6u ng4ch c6ng chric, sii luErg bi6n ch6 cua co quan, t6 chric, don vi.

rt .-.

frg_
2t



f iiu F,0, ng&crlh, itla phrorrg: ..........

TGn vi tri viQc tlm

Vi tri viQc lirm gdn vrfi cdng viQe lSnh
dao" quin If. di6u htnh

cria nsuoi dims diu don

Vi tri viQc lirm gin vri,i c6ng viQc hogt

Vi tr( viQc ltm gin vtii c6ng viQc h6 trg,

Frf,Pp DANH MqQ-VI TRi VrpC LAnr VA BrtN CHE.
t theo Th6ng tu sdUC,/2713/TT-BNY ngdldf. thdng .6.. ndm 20 j 3

Phrt hlc sd 8

c{ta BQ tr"*6ng BQ N6i vu)

Nguqi l$p bi6u
({!,vd ghi rd he tAn)

....ngey".... th,ing .... nim ..,
Th& tru&ng coquan
(K! vd ghi rd hp tAn)

''t,.r
i

*ilrtt
u;?--
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a

Phu tuc s5 9
Hgp sO LrIgr{.c_vi rni vrpc lAIa vA srtN cHE
tlteo Th6ng us605../201i/TT-BWngd)"1,1. tlaing 6. ndm 2013

cfia BA tuong BQ NQi vrt)

NgrUi l$p bi6u
(K!vd ghi rd he fin)

C6ng
ch{rc

chuyGn
E6n,

nSiep
YS

....ngay ..... th6ng .... n5m ...
Th& tnrdmg co quan
(K! vd ghi rd he tan)

tt. 
.a

C6ng
ch{t
h6
trq'

phBc
vs

Eqp
tldng
Iao

tl0ng
theo
}D
66

Ghi ch{:
- COl Z:.9t i-$eg co c6u, t6 chric 

9ria,BQ, nginh, <tia phuong dusc c6p c6 thAm quydn
quy{$n!. Vi ds: BQ, ngaol t'rKh6i co quan B0 (Vu, VEn phdng, in*f, t u;; r6ng
cgc. Diaphuong ghi theo Sfl ban, ngdnh.

vi
h:i,
Itnh
illo,
quin
t!

vi!n
grn
vfi

c6ng
vi0r

chuy6n
m6&

nChiep
vg

vi
tri
gin
v6ti

c6ng
vifo
h5
frg'

phBc

vi
tri
d6

thu-c
hi0n
m
68

Linh
d?o,
quitr
il

@
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"j,ilim 1B$. nginb, riia phuong: ...

Ngudri lip bi6u
(K! vd ghi rd hp tdn)

rtrg tgc so ru
G HOP CO CAU NGACH CONG CHTJC
Thaig tu s605../2013/TT-BNY ngfid| tluing 6... ndn 2{r13

cila BQ truong B0 N|i vu)

lugtrg c6ng chri'c vi nguoi Iao tlQug ttrong {ng
v6,i c6c ngach

Chia ra

.... ngey ..... th,irrg .... n[m ...
Thri tru&ng co quan

(Kit vd shi rd ho ftn)

', 
rl;..r'

i\r

Ghi ch6:

- CQt2: Ghi theo co c6u, t6 chtc cria BQ, nginh, dla phuong dugc c6p c6 thAm quyArl
qu;:6t dinh. Vi dp: BQ, ngdnh c6: Kh5i co quan B$ (Vu, VEn phdng, Thanh tra); T6rrg
,rjr"r,c. F)iaphuong ghi theo S&, ban, ngdnh. 

Tiry
:24

Don vi
Ng4ch
chuy€n

vlen
chinh
ho{c

ftr6.trg

Ng4ch
chuy0n

vreIl
hofc

tuong
tluerng

Ng4ch
cfn sg
hoNe
ttrong
tluang

Nggch
nhin
vi6n
hoIc

tuoag
tlucng

Ngqch
chuyGn

Ylen
cao cap

ho{c
hromg


