CONG HOA XA HQI CHU NGHIA VIET NAM
Pic liip - Tr do - Hanh phiic

UBND THANH PHO HA NQI
SO NQI VU
Sé 34-F /HD-SNV

Ha No¢i, ngay 29 thang 3 nam 2010

HUGNG DAN TO CHUC, THUC HIEN TUYEN DUNG CONG CHUC XA,
PHUONG, TH] TRAN THUQC THANH PHO HA NOI NAM 2010

Thuc hién Quyét dinh so 1394 /QD-UBND ngay 25 thang 3 ndm 2010
ctia Uy ban nhan dan thanh phé Ha Nbi ve vide ban hanh K& hoach tuyén dung
cong chiic lam viéc tai x3, phudng, thi trin nim 2010 So NGt vy huéng dan
UBND cdc qudn, huyén, tht x3 truc thugc Thanh phé théng nhit td chirc, thuc
hién tuyén dung céng chirc x4, phudmg, thi tran ndm 2010 nhur sau:

1. Tién dd thyre hién cong tic thi tuyén

Thai gian

N¢i dung cing vige

Phin cong phy trich

Ngay 30/3/2010

Hop trién khai cdng tic tuyén
dung cong chirc x3

S& Noi vy va cde quiin, huyén,

thj xa

Ngay 02/4/2010

Thong bao chi tiéu myen dung
theo timg chitc danh cip x3 (theo
Ké hoach UBND ban hanh).

S& Noi vu; UBND cac quin

huyén, th xa

Trudrc ngay 05/4/2010

Thanh lgp Héi dong tuyén dung
tal cic quén huyén, thj xa

"UBND quin, huyén, th xa

Trrde ngay 06/4/2010

Hop trién khai cong tac t6 chitc,
thywe hién thi tuyén tai cac don
vi. Thanh ldp Ban Thanh tra thi,
Ban Hé so

Hoi dang tuyén dung tai cic don

vi

Tir ngiy 06/4/2010 dén
ngay 20/472010

B6 tri ngudi tryre, thu nha-n hé so
ding ky tuyén dung (vao gi&
harh chinh cdc ngay lim viéc)

Ban Hd so, Hoi dong tuyén |

dung tai cac don vi

Tir ngay 07/4/2010 dén
22/4/2010

Kiém tra ho sa, lap danh sach thi
sinh du diéu kién dy tuyén, lip
danh séch phong thi. T chire 8n’
tdp cho cic thi sinh {(néu ¢d)

Hoi dong tuyen dung tai cac don

V]

Trude ngay 29/4/2010

Thﬁng béo dén thi sinh du thi
thai gian, dja didm thi

Héi ddng tuyén dyng tai cic dom

vi

Trude ngay 04/5/2010

Thanh lap Ban Bé thi, Ban coi
thi, Ban chim thi.

Hai déng tuyén dung tai cac don

vi

Trude ngiy 05/5/2010

Giri sb phong thi va guri danh
sach céc phong thi (theo mau
quy dinh) vé S& Ni vu dé ¢6 co
s& nhédn ban dé thi

Hoi déng tuyen dung tai céc don

vi

10

Trude ngay 07/5/2010

Hoan thanh dé thi cdc mén theo
phong thi

S Ngi vu

1

Trong ngdy 07/5/2010

Nhén va bio mét @2 thi theo quy

dinh

So Noi vu va Hoi d&lg tuy\én
dung céc don vj

12

T 8 gid ngay 07/5/2010

Niém yét danh sich phong thi tai
dia diém thi. Khai mac ky thi.
Hoc tap ndi quy thi, quy ché thi 16
timg phong thi. Phat thé dyr thi

Ban Coi thi
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$ Thoi gian Nji dung cdng vige Phén cdng phu trich
13| Tix 8 gitr dén 10 gid ngdy | T6 chifc thi viet hanh chinh (todn | Ban coi thitai céc Hoi ddng
08/5/2010 Thanh phd)
14 | 14 gio 30 dén 15 gio ngdy | Té chirc thi tric nghiém mon | Ban coi thi tai cic Hoi dong
08/5/2010 hanh chinh
15 | Tr 8 gid din 8 gid 30 | To chic thi tric nghiém mén Tin | Ban coi thi tai cdc Hot dong
ngay 09/5/2010 hoc
16 | Tir 14 gid dén 15 gid ngdy | To chire thi viét mdn Ngoai ngit | Ban cot thi tai cic Hji dong
09/5/2010 _(d6i véi trinh 4§ Pai hoc)
17 | Tt ngay 10/5/2010 dén | To chic 1am phich, t6 chic | Ban phich, Ban Cham thi
16/5/2010 chdm thi céc bai thi
18 | Trude ngay 18/5/2010 Duyét két qua cham thi, Thong | Hoi dong tuyén dung tai cic don
b4o két qua thi téi thi sinh vi
19 | Tir ngdy 19/5/2010 dén | Nhan don phiic khdo bai thi viét | Hoi dong tuyén dung tai cac don
ngay 02/6/2010 va che dom kién nghi khdc. | vj
Thanh 1dp Ban Phic khao
20 | Trube ngdy 04/6/2010 T chic cham phuc khao Ban Phic khao
21 | Trude ngay 07/6/2010 Ban Chiam thi tong hop két qua | Ban cham thi, Hoi dong tuyén
phiic khao, két qua thi. Hgi d&ng dung tai céc don vj
thi duyét két qué trﬁng tuyen,
bio cﬁa UBND cip quin két qua
thi, két qua tring tuyén
22 | Truwde ngay 15/5/2010 Bado c4o két qua thi vé S&r N§i [ UBND cip quan
vy, dé nghj S& N§i vy quyél dinh
cdng nhin két qua thi
23 | Sau khi ¢6 Quytt dinh céng Thong bdo két qua tring tuyén. | UBND cdp quin
nhdn cia S NGi vu Quytt dinh tuyén dung cong chire
- cacﬂlismhtrﬁ__gmym
24 | Tirngiy 8 dén 10/6/2010 Kiém tra vin bing, chimg chi va | Hdi dong tuyen dung tat cac don
che gidy t& lién quan doi véi cac | vij
thi sinh trﬁng__}'en
25 | Sau Khi két thic ky tuyén | Luu trit hd so tuyén dung Phong Noi vy tai cée don vj
dung

2. Mt 6 lwu ¥ vé thue hién tién d§ va Thong bdo tuyén d.yng

a. Tur tién do chung cong tac tuyen dung toan.thanh phd trén dﬁy, tuy theo -

diéu kién cua cac quén, huyg¢n; Hoi dﬁng tuyén dung cé K& hoach chi tJet td chirc,
thyc hién cong tac th1 tuyén tai don'vi minh nhung dim bao cic méc thoi gian
theo quy d]nh tai tién 4o chung quy dinh tai van béan nay. Bac biét, thoi gian txcp
nhin hd so va thai gian thi c4c phan thi khéng dugc thay d6i;

b. S& N§i vu Théng bio chi tiéu tuyén dung, k& hoach 6 chuc, thuc hién
va nhiing théng tin chi dao chung vé thi tuyén cong chizc cap xa trén cdng giao
tiép dién tir thanh phé Ha Néi (http://hanoi.gov.vn); Dai Phat thanh truyén hinh
Ha Néi, Bao Ha N§i mai. UBND quan, huyén, th; xd Thong béo chi tiét chi tiéu
timg chirc danh theo dung K& hoach Thanh phd ban hanh thudc timg timg x4,
phua.’.mg, th; trin tai tru s& UBND quén, huyén, thj x&; tru s& UBND x4, phudng,
thi tran dé moi ngudi duge biét va thuc hién.

c. Viéc thi tuyen cdng chirc x&, phuang, thi trin thyc hién theo Quy ché
tuyén dung cong chuc x&, phudng; thj tran thudc Thanh ph-:J Ha Néz ban hanh kém
theo Quyét dinh s& 139/2007/QD-UBND ngiy 06/12/2007 cia UBND thanh phd Ha
N@i va cac quy djnh hién hanh.
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d. Pia diém va thoi gian cu thé giao, nhén dé thi cic mén S& Néi vu sé ¢o
thong bao sau.

3. N6i dung 6n tip mon hanh chinh, tin hoc va ngoai ngir:

3.1. Phin thi viét va tric nghiém mén hanh chinh:

a. Luat T chirc Hi dong nhan dan va Uy ban nhan déan:

- Chuong I: Nhitng quy dinh chung (Piéu 1 dén Diéu 10);

- Chuong IH: Hdi dong nhan dan (Muc 3: Nhiém vy, quyén han cua Hoi
ddng nhan din cip xa: Diéu 29 den Diéu 35);

- Chuong 1V: Uy ban nhéan dan (Muc 3: Nhiém vu, quyen han cta Uy ban
nhan dan cip x4, Diéu 111 dén Diéu 118).

b. Luat Can b, cong chire:

- Chuong I: Nhitng quy dinh chung (Piéu 1 &én Biéu 7);

- Chirong I1: Nghia vu va quyén lgi cia can b, cong chirc:

. Nghia vy, quyén, dao dirc, vin héa giao ti€p va nhimg viéc khéng duoc lam cia
cén b, cong chirc (Piéu 8 dén Diéu 20);

- Chuong V: Can bd, cong chuc cap x4 (Chuc vy, chirc danh, nghia vy,
quyén ciia cén bd, cong chirc cip x&): Diéu 61 va Diéu 62.

c. Ludt Phong chdng tham nhiing

- Chuong II: Phong ngira tham nhiing:

thmg viéc cin bg, edng chiic, vién chirc khong dugc 1am (Diéu 37).

d. Quyet dinh s 04/2004/QD-BNV ngay 16/01/2004 cia Bo truong BJ Noi
vu vé viéc ban hanh quy dinh tiéu chudn cu thé ddi véi can bé, cong chirc xa,
phuodng, thi trdn,

Chuong I: Nhimg quy dinh chung (Diéu 3);

Chuong I, muc 2 Chic trach, nhiém vu va ti€u chuén chirc danh ¢bng chitc
xd (Diéu 9 dén Diéu 16); thi sinh ding ky dy tuyén chirc danh ndo xem chiic
trach, nhiém vu va tiéu chudn chiee danh do.

3.2. Thi Tin hoc van phong: Noi dung gdm hé diéu hanh Window XP; .

Chuong trinh soan thao van ban Microseft Word va chuong trinh xar 1y bang tinh
Microsoft Excel. '

3.3. Thi viét ngoai ngit (45i véi ngudi du tuyén cb trinh db dai hoc, ding
nganh can tuyén): Noi dung thi theo trinh d6 chimg chi A do B gido dyc va Bao
tao quy dinh (mét trong nim thi tiéng Anh, Nga, Phap, Trung, Pirc).

Trong qua trinh td chire, thuc hién cé vuéng mic, dé nghj UBND va Héi
ddng tuyén dung quan huyén, thj x bédo cdo vé S Noi vu Ha Noi dé xem xét va
c6 bién phép giai quyét.

KT. GIAM BOC

Nei nhén:

- UBND thanh phé (dé bao céo);
- UBND céac quiin, huyén, thj xd;
- Luu.
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