
iJy BAN NHAN DAN
THANH PHD HA NOI

86: 49.32. /QD-UBND

CONG HOA xA HOI eHU NGHiA VI~T NAM
f>qc l,p - TV do - Hfnh phuc

Hiz NQi, ngizy J./J thang -1 nam 2017

QUYETDINH
V~ vi~c phe duy~t Danh m\lc vi tri vi~c lam, Ban mo ta cong vi~c va Khung nang

It}'cvi tri vi~c lam cua Trung tam Giao dl}Cngh~ nghi~p - Giao dl}CthU'O'ngxuyen
trt}'c thuQc UBND qu~n, huy~n, thi xa

? A Itt. '\ ~ '\_

UY BAN NHAN DAN THANH PHO HA NQI

Can CllLu~t T6 ChllCChinh quyen dia phuong ngay 19/6/2015;
Can CllNghi diM s6 41/20 12/ND-CP ngay 08/5/2012 cua Chinh phu quy dinh ve

vi tri vi~c lam trong don vi S\l nghi~p cong l~p;
Can Cll Thong tu s6 14/2012/TT-BNV ngay 18/12/2012 cua BQ NQi V\l hu6ng

ddn th\lc hi~n Nghi dinh s6 41/20 12/ND-CP ngay 08/5/2012 cila Chinh phil;
Can Cll Nghi quy8t s6 89/NQ-CP ngay 10/10/2016 cila Chinh phil ve phien hQp

Chinh phil thuOng kYthang 9 nam 2016;

Xet de nghi cila UBND cac qu~, huy~n, thi xa va cila Giam d6c 86 NQi Y\lt~i
Tatrinh s6: 1627/TTr-SNV ngay 30/6/2017,

QUYETDINH:

Di~u 1. Phe duy~t Danh m\lc vi tri vi~c lam, Ban mo ta cong vi~c va Khung nang
l\lc vi tri vi~c lam cila Trung tam Giao d\lc nghe nghi~p - Giao d\lc thuOng xuyen tr\lc
thuQcUBND qu~n, huy~n, thi xa tren, C\lthe nhu sau:

- Vi tri vi~c lam g~n v6i cong vi~c lanh d~o, quan ly, dieu hanh: 02 vi tri
- Vi tri vi~c lam g~n v6i cong vi~c ho~t dQngnghe nghi~p: 02 vi tri
- Vi tri vi~c lam g~n v6i cong vi~c hB trQ',ph\lc V\l:05 vi tri

(Co ph¥ l¥c kem theo)
Di~u 2. T6 ChllCth\fc hi~n
1. Chil tich UBND qu~, huy~n, thi xa co trach nhi~m:
- Th\lc hi~n vi~c tuyen d\lng, su d\lng, quan ly cong chuc, vien chuc, lao dQng

hQ'Pd6ng cila Trung tam Giao d\lc nghe nghi~p - Giao d\lc thuang xuyen tr\lc thu<)c
UBND qu~, huy~n, thi xa theo dUng danh m\lc vi tri vi~c lam, h~ng chuc danh nghe
nghi~p, chi tieu ke ho~ch bien che duQ'cgiao, ban mo ta cong vi~c va khung nang l\lc
da duQ'cphe duy~t.

- Bao cao UBND Thanh ph6 (thong qua 86 NQi V\l) xem xet dieu chinh Danh
m\lc vi tri vi~c lam, Ban mo ta cong vi~c, Khung nang l\lc vi tri vi~c lam khi co SlJ
thay d6i ve chuc nang, nhi~m V\lho~c thay d6i theo nhu cAuth\fc te, nh~m dam bao
thlJc hi~n vi tri vi~c lam kip thai va hi~u qua.

2. 86 NQi Y\ltham muu cho UBND Thanh ph6 trong vi~c kiem tra, hu6ng dan,
. tuyen d\lllg, su d\lllg va quan ly cong chuc, vien chuc, lao dQng hQ'Pd6ng cilaTrung

tam Giao d\lc nghe nghi~p - Giao d\lc thuang xuyen thu<)cUBND qu~n, huy~n, thi xa.



..'

f Di~'U3. Chanh Van phong UBND Thanh phB, Giam dBc SO'NQi V\l, Chu tich
UBND cac qu~, huy~n, thi xii, Giam dBcTrung tam Giao d\lc ngh8 nghi~p - Giao d\lc
thuemg xuyen, Thu twang cac cO'quan, dan vi va ca nhan co lien quan chiu trach
nhi~m thi hanh quy~t djnh nay.!.

NO'i nh~n:
- Nhu Bi€u 3;
- BQNQi V\l;
- ThuOng tn,re Thanh i!y;
- ThuOng tn,re HBND Thanh ph6;
- Chi! tieh UBND Thanh ph6; .
- Cae Ph6 Chi! tieh UBND Thanh ph6;
- VPUBNDTP: PCVP P.C.Cong; ~ .

TH, NC, TK-BT;
- Luu: VT, SNV (06 ban) .
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DANH MUC VI TRi VIEC LAM
TRUNG TAM GIA.O DVC NGHE NGHIJ.tP - GIA.O DVC THUONG XUYEN

TRVC THUOC UBND QU~N, HUyJ.tN, THJ xA
(Ban hcmh kem theo Quyit iltnh se5: 4~1 /QD~UBND ngay 1,6 /7/2017 eua

UBND thanh phe5Ha N9iJ

Chue danh ngh~ nghi~p H~ng eua ehue
TT Danh m1}evi tri vi~e lam danh ngh~ nghi~p Ghi ehutU'ong ung

ho~e ma sA ng~eh

1 Ten vi trl vifC fiLmglin vui cong vifC lanh il(10,quan If, iliJu
himh

1.1Giam ddc Ghio vien THPT H~g III
ho?c tuong duong ho?c tuong duong

1.2 ph6 Giam ddc Giao vien THPT H~g III
ho?c wong duong ho?c wong duong

2 Vi trl vifC, lam glin vui cong vifC IIO(1tilpng nghJ ngltifp

2.1 DilO t~o nghe, hu6ng nghi~p Giao vien THPT H~gIII
ho?c wong duong ho?c tuang duong

2.2 Giao vien THPT Ghio vien THPT H~ng III ,

3 Vi trl vifC fiLmglin vui cong vifC ha tr{1,ph(lc V(l:

3.1 Giao V\J Chuyen vien 01.003
ho?c wong duong ho?c tuong duong

3.2 Th',( b' Kysu H~ng III. let !
ho?c tuong duong ho?c tuong duong

3.3 K~ tmin K~ toan vien 06.031

3.4 Van thu - Thli quy Van thu trung dp 02.008

3.5 Bao v~ Nhan vien bao v~ 01.011



KHUNG NANG LVC vJ TRi VI~C LAM
TRUNG TAM GIAo DVC NGHE NGHI~P - GIAo DVC THUONG XUYEN

TRVC THUQC UBND QU~N, HUY~N, THJ xA
(Ban himh kem thea Quyit tlinh s6: 4-9Jl /QfJ-UBND ngay 11, /7/2017

cua UBND thanh ph6 Ha NQi)

STT Vi tri vi~c lam Yeu cAuv~ nang hFC, kY nang.

I Vi tri glin vo; cong vi~c lanb d~o, di~u banb, qmin Iy

1 GIA.MD6C 1. Nang hfC
- Nfun dugc ml,lc tieu cAphQc, n~m b~t kjp thOi cac quan di~m, chu
truong, duang 16icua Dang, chiOOsach, phap lu~t cua Nha nuac va cac
quy djOOcua nganh v~ cong mc giao dl,lc, dao t~o dp trung hQc ph6
thong, dao ~o ngh~, huang nghi~p; Co hi~u bi~t v~ haOOchlOO,cong
Vl,l,tam Iy lanh d~o, quan Iy;
- Nfun duQ'ctiOOhiOOva xu th~ phat tri~n nganh, 1100Vl,l'Ccong tac phl,lc
Vl,lcong tac quan Iy;
- Nfun duQ'cml,lCtieu, nQi dung, chuong triOOgiang d~y, giao dl,lctrung
hQc ph6 thong, dao t~o nghS, huang nghi~p ...
- Nfun vfmg chilc nang, nhi~m Vl,lva t6 chilc cac ho~t dQng giao dl,lcdao
~o a dp trung hQc ph6 thong;
- Co nang Il,l'cchuyen mon vting yang, nghi~p Vl,lsu ph~m t6t; N~m
vfmg nghi~p Vl,lquan ly giao dl,lc
- Co nang Il,l'ct6 chilc thl,l'chi~n cac chu truong, k~ ho~ch cong tac cua
nganh, v~ dl,lllgliOOho~t, sang ~o vao hoan canh Cl,lth~ cua dan vj,
dam bao hoan thanh t6t OOi~mVl,lcua nganh va phat tri~n phong trao
cuadon vj;
- Co nang Il,l'csang ~o, dl,l'tiOO,dl,l'bao, tfun OOind~ xay dl,l'llgk~ ho~ch
cong tac" chi~n lugc phat tri~n cua don vI, tham gia va xay dl,l'llgphuong
huang ke ho~ch cong tac cua toan nganh
- Co nang Il,l'cdi~u hanh; co kiOOnghi~m t6 chilc, quan Iy; co kha nang
quy tl,l,t6 chilc can bQ, cong chilc, vien chilc trong Co'quan d~ chu tri va
ph6i hgp v6i cac dp, cac nganh, cac don vj th\lc hi~n OOi~mVl,ldugc
giao
- Co nang ll,l'c~p hgp, quy tl,l,hi~u r5 th~ m~, tinh cach dp du6i;
khuy~n khich, ~o dQng Il,l'ccho dp du6i, huang dfuI dp duai cac ki~n
thilc, ky nang lam vi~c; danh gia chiOOxac, khach quan nang ll,l'c,hi~u
qua lam vi~c cua dp duai.
2. Ky nang
- Ky nang lanh d~o, quan Iy, diSu hanh
- Ky nang thuy€t triOO
- Ky nang giao ti~p, Ung xu
- Ky nang ph6i hgp trong cong vi~c
- Ky nang xu Iy tiOOhu6ng trong cong vi~c
- Ky nang xay dl,l'llgcac dS an, k~ ho~ch va t6 chilc thl,l'chi~n;
- Ky nang t6ng hgp, phan tich, dS xuAt gifli phap
- Ky nang so~ thflo van ban; su dl,lllg, v~ hanh thaOO th~o cac phAn
m€m Ung dl,lllgcong ngh~ thong tin trong ho~t dQng, diSu haOO.
- Ky nang t6 chilc lam vi~c theo OOom
- Ky nang t6 chilc, chu tri, di€u hanh cac hQi nghj ...
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STT Vi trl vi~c him Yeu cAuv~ nang (,!c, ky nang

2 PH6GIAM 1. Nang l\fc
:a6c - Niim duQ'c m\lc tieu dp hQc, niim b~t kip thai cac quan diSm, chu

truang, dUOng16i cua Dang, chinh sach, phap lu~t cua Nha nuac va cac
quy dinh cua nganh ve cong tac giao d\lc, dao t<;10dp trung hQc ph6
thong, dao t<;10nghe, huang nghi~p; C6 hiSu biSt ve hanh chinh, cong
V\l, tam ly lanh d<;1o,quan ly; Niim duQ'c tinh hinh va xu thS phat triSn
nganh, linh "\IC cong tac ph\lc V\lcong tac quan ly;
- Niim duQ'ctinh hinh va xu thS phat triSn nganh, IInh V\l'Ccong tac ph\lc
V\lcong tac quan ly;
- Niim duQ'cm\lC tieu, nQi dung, chuang trinh giang d<;1y,giao d\lc trung
hQc ph6 thong~ dao t(;longhe, huang nghi~p... .
- Hiet cach phoi hQ'Pvm cac l\l'c lUQ'llggiao d\lc de danh gia chinh xac
kSt qua tu du5ng, hQc ~p cua hQc sinh, ph6i hQ'Pgiao d\lc gifra nha
truOng, gia dinh va xa hQi nhfun nang cao hi~u qua giao d\lc.
- C6 nang l\l'c chuyen mon vfrng vang, nghi~p V\l su ph<;1mt6t; N~m
vfrng nghi~p V\lquan ly giao d\lc
- C6 nang l\l'c t6 chuc th\l'c hi~n cac chu truang, kS hO<;1chcong tac cua
nganh, v~ d\lllg linh hO<;1t,sang t(;lovao hoan canh C\l thS cua dan vi,
dam bao hoan thanh t6t nhi~m V\l cua nganh va phat triSn phong trao
cua dan vi;
- C6 nang l\l'c sang t(;lo,d\l' tinh, d\l' bao, tfun nhin dS xay d\l'llg kS hO<;1ch
cong tac, chiSn luQ'cphat tri~n cua dan vi, tham gia va xay d\l'llg phuang
huang kS hO<;1chcong tac cua toan nganh
- C6 nang l\l'c dieu hanh; c6 kinh nghi~rn t6 chilc, quan ly; huang d~n
cApdum cac kiSn thilc, ky nang lam vi~c;

2. Ky nang
- Ky nang lanh d<;1o,diSu hanh
- Ky nang thuySt trinh
- Ky nang giao tiSp, ling xu
- Ky nang ph6i hQ'Ptrong cong vi~c
- Ky nang xu ly tinh hu6ng trong cong vi~c
- Ky nang xay d\l'llg cac dS an, kS hO<;1chva t6 chuc th\l'c hi~n
- Ky nang t6ng hQ'P,phan tich, dS xuAt giai phap
- Ky nang so(;lllthao van ban; su d\lllg, v~ hanh thanh th<;1ocac phful
rnSm ling d\lng cong ngh~ thong tin trong hO<;1tdQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nh6rn
- Ky nang t6 chuc S\l'ki~n, hQi nghi ...

II Vi trf gAn v6i cong vi~c ho~t d{)ng nghi nghi~p

1 DAoT~O 1. Nang l\fc
NGHE, Bi6t cach danh gia chinh xac kSt qua hQc t~p, nang cao hi~u qua giao
mrONG d\lc dao t(;longhS - huang nghi~p
NG~P

T6 chuc xay d\l'llg va th\l'c hi~n cac chuang trinh, giao trinh, hQc li~u
trinh dQ sa dp, dual 03 thang d6i vai nhUng nghS duQ'c phep dao t<;10;
chuang trinh dao t(;lo,b6i du5ng nang cao trinh dQ chuyen mon, nghi~p
V\l, c~p nh~t ki6n thuc, ky nang, chuy~n giao cong ngh~.
Nghien CUuling d\lllg cac dS tai khoa hQc vS giao d\lc nghS nghi~p, gi~o
d\lc thuOng xuyen va huang nghi~p, thu nghi~m, ling d\lng va chuyen
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STT Vi tri vi~c lam Yeu cAu v~ nang II}'C, kYnang
giao cong ngh~ moo ph\lc V\lphAt trien kinh te - xa hQi cua dia phuO'ng.
Iu v~n nghS nghi~p, tu v~ vi~c lam cho nguai hQc; ph6i hgp vai cac
tfuang trung hQc cO' sa, trung hQc ph5 thong tuyen truySn, huang
nghi~p, phan lu6ng hQc sinh.
Ph6i hgp voo cac doanh nghi~p, t5 chuc, ca nhan, gia dinh nguai hQc
trong ho~t dQng dao ~o nghS nghi~p, giao d\lc thuang xuyen va huang
nghi~p; t5 chuc cho nguai hQc tham quan, th\l'c hanh, th\l'c t?P t~i doanh
nghi~p.
2. Kynang
- Ky nang ph6i hgp trong cong vi~c
- Ky nang truySn d~t, huang d~n, tUll v~ trong dao t~o nghS va huang
nghi~p
- Ky nang su d\lIlg phdn mSm lrng d\lIlg cong ngh~ thong tin ph\lc V\l
cong vi~c
- Ky nang thu th?p, xu Ii thong tin, t5ng hgp bao cao
- Ky nang xay d\l'llg, bao quan, su d\lIlg h6 sa d~y hQc
- Ky nang xay d\l'llg cac nQi dung chuck bi t5 chuc cUQchQp hi~u qua.
- Ky nang v?fi d\lng cac nguyen W.c,phuang phap, hinh thuc t5 chuc
giao d\lc
- Ky nang giao ti~p lrng xu
- Ky nang phat hi~n va giai quy~t v~n dS nay sinh trong th\l'c ti€n giao
d\lc

2 GL\OvIEN 1. Nang Il}'c
TRUNGHQC - Nb duQ'c m\lC tieu cAp hQc, nb biit kip thai cac quan diSm, chu
PH6mONG truang, -duang l6i chinh sach cua Nha nuac va cac quy dinh cua nganh

vS cong mc giao d\lc, dao ~o cAptrung hQCph5 thong;
- Nb duQ'c m\lc tieu, nQi dung, chuang trinh giang d~y va giao d\lc
trung hQc ph5 thong, nhiing kien thuc cO'ban vS tam ly va sinh ly lua
tu5i, phuang phap nh?fi thuc cua hQc sinh trung hQc ph5 thong; C6 nang
l\l'c chuyen mon viing yang.
- Niim viing chuc nang, nhi~m V\lva t5 chuc cac ho~t dong giao d\lc dflO
~o a cAptrung hQc ph5 thong;
- Bi~t cach ph6i hgp voo ph\l huynh hQc sinh dS danh gia chinh xac ket
qua tu duOng, hQc t?P cua hQc sinh, ph6i hQ'Pgiao d\lc giua nha truang
va gia dinh nhfun nang cao hi~u qua giao d\lc dao t~o.
- I5 chuc xay d\l'llg va th\l'c hi~n cac chuang trinh, giao trinh, hQc li~u
dam bao hi~u qua
- C6 nang l\l'c ho~t dQng chinh tri, xa hOi (Ph6i hgp vai gia dinh hQc
sinh, cac LLXH .... ); Nang l\l'c t5 chuc, diSu hanh lap, kiSm tra danh gia
hQc sinh.
2. Ky nang
- Ky nang lam vi~c nh6m .
- Ky nang xu ly tinh hu6ng su ph~
- Ky nang su d\lng phful mSm lrng d\lng cong ngh~ thong tin ph\lc V\l
cong vi~c
- Ky nang xay d\l'llg ke ho~ch, lich cong tac giang d~y
- Ky nang thu th?p va xu Ii thong tin
- Ky nang thuyet trinh va thiet ke bai gian,g
- Ky nang xay d\l'llg, bao quan, su d\lIlg ho sa d~y hQc
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STT Vi tri vi~c lam Yen cAnv~ nang h"rc,ky nang
- Ky nang phat hi~n va giai quyet van de nay sinh trong thl)'c ti€n giao
d\lC
- Ky nang v~ d\lllg cac phuong phap d?y hQc, su d\lllg cac thi6t bi,
phuong ti~n d?y hQc.
- Ky nang v~ d\lllg cac nguyen tAc, phuong phap, hinh thuc t6 chuc
giao d\lC
- Ky nang giao ti6p, Ung xu.

III Vi tri vi~c lam gin v6i cong vi~c hB trQ', ph1}C V1}

1 GIAOVV 1.Nang l\fc
- Nfun vUng cac ~uy dinh Clla phap Iu~t, ch6 dQ chinh sa?h Clla nganh,
linh VlJCva cac kien thuc ca ban ve giao V\l, giao d\lCnghe nghi~p, giao
d\lCthuemg xuyen, dao t?o ngh~.
- Hi6u ro cac m\lC tieu va d8i tUQ'Ilgquan Iy, h~ th8ng cac nguyen tAcva
ca ch6 quan Iy Cllanghi~p V\lthuQc ph?ffi vi duQ'c giao.
- C6 nang I\lC chuyen mon vUng vang, c6 kinh nghi~m trong cong tac
quan tri hanh chinh, h~u cAn, cAnth~, nhanh nh~n, xu Iy tinh hu8ng t8t.
- Xay dvng k6 ho?ch cong tac, Hch lam vi~c cho cac ho?t dQng Clla
Irung tam;
- Ph8i hgp vai cac t6 chuyen mon xay dvng, chinh sua, nghi~m thu nQi
dung chuong trinh, giao trinh dao t?o, huang dful cac t6 chuyen mon
xay dvng ngan hang d~ thi, d~ ki6m tra; t6 chuc cho can bQ giao vien
tham gia cac ho?t dQng nghien CUukhoa hQc.
- f)~xuit cong tac Chllnhi~m; cong tac thi dua khen thuang va xu Iy cac
vi ph?ffi trong ho?t dQng giao d\lC; Iham gia nh~n xet danh gia, x6p Io?i
giao vien theo hQc ky, hang nam.
- I6 chuc ra smlt h6 sa ti6p nh~ hQc sinh, hQc vien trung tuy6n, sApx6p
b8 tri hQc vien vao cac lap theo Sl)'chi d?o Clla giam d8c.
- Ph8i hgp vm phong Chuyen mon theo doi qua trinh giang d?y Clla giao

'Avlen
- I6ng hgp di6m, xu Iy k6t qua thi, k6t qua t6ng k6t cu8i n[llTI,cu8i kh6a
hQc.
- Iham muu d~ xuit vai Giam d8c vi~c b6i du5ng can bQ giao vien
nang cao trinh dQ chuyen mon, nghi~p V\l su ph?ffi; d~ xu:1t cac bi~n
phap nang cao chit IUQ'Ilgd?y, hQc va chit IUQ'Ilgcac ho?t dQng khac t?i
Irungtam
- Irao d6i va tra Iai thAcmAc Cllaph\l huynh lien quan d6n vi~c hQc Clla
hQc sinh (] truemg
- Ti~p d6n, tra ICYiva tu van ph\l huynh v~ cac chuang trinh hQc Clla
truemg
- Th\lC hi~n cong tac tuy6n sinh theo nhi~m V\l duQ'c phan cong; Giam
thi lap hQc

2. Kynang

- Ky nang ph8i hgp trong cong vi~c
- Ky nang lam vi~c nh6m
- Ky nang trinh bay, bao cao m?nh I?c, ro rang
- Ky nang giao ti6p Ung xu
- Ky nang su d\lllg phAn m~m Ung d\lng cong ngh~ thong tin ph\lc V\l

4



STT

2

3

Vi tri vi~clam

THIETBJ

KEToAN

Yeu c~u v~ nang ll}'c,kY nang
cong vi~c
- Ky nang thu th~p, xir Ii thong tin, t6ng hQ'Pbao cao
- Ky nang xay d\l'llg, bao quan, sir d\Ulg h6 sa d?y hQc
- Ky nang xay d\l'llg cac nQi dung chufuI bi t6 chuc cUQchQp hi~u qua.
- Ky nang v~ d\Ulg ~ac nguyen W.c,phuong phap, hinh thuc t6 chuc
giao d\lc
- Ky nang phat hi~n va giai quy€t vAn d~ nay sinh trong thl,l'cti€n giao
d\lc

1. Nang ly.'c

- Hi€u ro cac m\lc tieu va d6i tuqng quan Iy, h~ th6ng cac nguyen t~c va
ea ch€ quan Iy cua nghi~p V\lthuQc ph?ID vi dugc giao. .
- Nb ro quy trinh xay d\l'llg cac phuong an, k€ ho?ch, cac quy€t dinh
C\lth€ trong linh VVCdugc giao.
- Tham muu, d~ xudt cho T6 tru6ng, Ban Hinh d?o trung tam cac giai
phap bao quan, v~ sinh phong chuc nang dinh ky, d~ xudt thanh Iy thi€t
bi khong con sir d\Ulg hay mua sb thi€t bi moi
- ThuOng xuyen c~p nh~t thong tin s6 li~u d€ bao cao khi cful thi€t.
- Co phuong phap nghien cUu, t6ng k€t va d~ xudt, eM ti€n nghi~p V\l
quan Iy; co nang h,rc lam vi~c dQc I~p ho~c ph6i hQ'Ptheo nhom; co nang
l\lc tri€n khai cong vi~c bao dam ti€n dQ, chdt luqng va hi~u qua;
- Trg giup giao vien bQ mon v~ ky thu~t hay cac vdn d~ lien quan thi€t
bi d?y hQc khi co yeu cdu.
- Quan ly phong d6 dung d?y hQCva cac phong chuc nang theo quy dinh
- Quan ly, bao du5ng hoa chdt; Lam v~ sinh d\lng C\lthi nghi~m, thi€t bi
th\lc hanh
- Quan ly s6 dang ky sir d\lng d6 dUng d?y hQc
- ChufuI bi hoa chdt va d\lng C\lthi nghi~m, thi€t bi cho giao vien
2. Ky nang
- Ky nang ph6i hQ'Ptrong cong vi~c
- Ky nang lam vi~c nhom
- Ky nang trinh bay, bao cao m?nh l?c, ro rang
- Ky nang giao ti€p lIng xir
- Ky nang sir d\lllg phful m~m lIng d\lllg cong ngh~ thong tin phl,lc Vl,l
cong vi~c
- Ky nang thu th~p, xir Ii thong tin, t6ng hQ'Pbao cao
- Ky nang th\lc hi~n cong vi~c dung quy trinh, dung ti€n dQ theo phan
cong;
- Ky nan~ ki€m tra, thu th~p thong tin, ):h6ng ke, quan Iy h6 sa, luu tru
ill li~u, so li~u chinh xac, dung nguyen tac;
- Ky nang hu6ng dful, theo doi, don d6c, ki€m tra va tham muu d~ xudt
cac bi~n phap d€ th\lc hi~n cac quy dinh ho~c quy€t dinh quan ly d?t k€t
qua;
- Ky.nang s~p x€p thi€t bi, d6 dUng d?y hQc mQt cach khoa hQc, hgp Iy
va an toan, thu~ ti~n trong vi~c bao quan va sir d\lng cua can bQ, giao
vien.
- Ky nang phan tich, t6ng hgp, bao cao linh Vl,l'Cphl,l trach theo quy
dinh.

1. Nang l\l'c

- Nb vltng dUOng 16i, chli truong cua Dang va phap lu~t clia Nha
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STT Vi tri vi~c lam Yeu cAuv~ nang Il}'c,ky nang

nu6'c; h~ thong chinh tri, h~ thong to chuc cac ca quan nha nu6'c, cM dQ
cong V\l, cong chuc, vien chuc va cac kien thuc, ky nang chuyen mon
nghi~p V\l.
- HiSu ro cac m\lc tieu va d5i tuqng quan ly, h~ th5ng cac nguyen t~c va
ca che 'Ju~ ly cua n~hi~p Y\l thuQc ph~ vi, dUQ'7giao; hiSu duQ'c
nhUng van de ca ban ve h~ thong chinh tri, h~ thong to chuc cac ca quan
nha nu6'c, che dQcong V\l, cong chuc, vien chuc.
- C6 phuang phap nghien cUu, t6ng ket va dS xufrt, cai tien nghi~p V\l
quan ly; co nang l\Ic lam vi~c dQc l~p ho~c ph5i hQ'Ptheo nhom; co nang
l\Ic triSn ,khai cong_vi~c dam,bao tien dQ, chfrt luqng ,va hi~u 9ua; ,
- Am hieu th\Ic tien, kinh te - xa hQi, nghi~p V\l ke toan ke toan; nam
duQ'cxu huang phat triSn cua nganh, linh V\IC6 trong nu6'c;
- Co kha nang dinh khoan cac nQi dung thu, chi t~i dan vi.
- L~p d\I toan ho~t dQng cua Trung tam; L~p s6 sach ke toano
- Co kha nang l~p bao cao tai chinh, th5ng ke, bao cao thuS theo quy
dinh.
- Co hiSu biet va tham mUll th\Ic hi~n che dQ, chinh sach cho vien chuc
va lao dQng hQ'Pd6ng cua dan vi kip thai, dung quy dinh.
- Ph5i hQ'Pt5t v6'i cac ca quan, dan vi lien quan trong tl1\Ic hi~n nhi~m
V\l.

2. Kynang

- Ky nang bao cao, trinh bay m~ l~c, ro rang.
- Ky nang giao tiep, Ung xu.
- Ky nang ph5i hQ'Ptrong cong vi~c.
-. Ky nang xu ly tinh hu5ng trong cong vi~c.
- Ky nang th\IC hi~n cong vi~c dung quy trinh, dung tien dQ theo phan
cong
- Ky nang phan tich, t6ng hQ'P,bao cao, danh gia tinh hinh tfli chinh ca
quan, kien nghi bi~n phap giai quyk
- Ky nang quan ly h6 sa, lUll trll' chUng til, s5 li~u chinh xac, dung
nguyen t~c.
- Ky nang l~p va trinh duy~t h6 sa thanh, quyet toano
- Ky nang cful th~, chinh xac va co tinh nang dQng, sang t~o trong th\Ic
thi cong V\l.
- Ky nang so~n thao van ban; su d\lllg thanh th~o cac phfin mSm Ung
d\lllg cong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam viec theo nhom.

4 VANTHU- 1. Nang h,rcTHirQuY
-Nb vUng cac quy dinh cua phap lu~t, che dQ chinh sach trong lInh
van thu lUll tm, thu quy.
- HiSu ro cac m\lc tieu va d5i tuqng quan ly, h~ th5ng cac nguyen t~c va
ca che 'Juan ly cua nghi~p V\l thuQc ph~m vi duQ'c giao; hi~u duQ'c
nhUng van dS ca ban v~M th5ng chinh tri, h~ th6ng t6 chuc cac ca quan
nha nu6'c, che dQcong V\l, cong chuc, vien chuc;
-Nb ro quy trinh xay dvng cac phuang an, kS ho~ch, cac quySt dinh
C\lthS va co kien thuc am hi~u vS lInh V\ICvan thu lUll trll', thu quy.
- C6 phuang phap nghien cUu, t6ng ket va dS xufrt, cai tiSn nghi~p V\l
quan ly; co nang l\Ic lam vi~c dQc l~p ho~c ph5i hQ'Ptheo nhom; co nang
l\Ic triSn khai cong vi~c bao dam tiSn dQ, chfrt luqng va hi~u qua;
-Nb vUng nghi~p V\l vS cong tac hanh chinh - van thu - thu quy, chiu
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STT Vi tri vi~c lam Yeu cftu v~ nang h,rc,ky nang
trach nhi~m quan ly van ban di, den dung quy trinh, quy dinh, c6ng tac
ki~m tra th~ thuc van ban truac khi phat hanh. Bao quan va su d\lng con
dAu dUng quy dinh. Tham muu, SOl;U1thao van ban va cac lo?i giAy ta
hanh chinh cua Trung tam theo lich, chuong trinh, kS ho?ch c6ng mc va
theo chi d~o cua lanh d~o don vi.
- Nfun viing nghi~p V\l v€ c6ng tac l~p h5 sa va cong tac luu tru d~ tf>
chuc luu tru, bao quan va khai thac su d\lllg cac van ban, tai li~u trong
qua trinh ho?t dQng cua don vi.
- L~p h5 sa theo doi thu chi theo cong tac chuyen mon;
- Chi tra dUng d6i tUQTIgtrong h5 sa.
- Co trach nhi~m trong cong vi~c; trung th\l'c, dn th~, chinh xac trong
cong vi~c.
- Co kha nang lam vi~c dQc l~p, bi6t dinh huang xu ly, d€ xuAt giai phap
phil hQ'PdS giai quySt c6ng vi~c.

2. Kynang

- Ky nang bao cao, trinh bay ml;U1hl~c, ro rang.
- Ky nang giao tiSp, (eng xu.
- Ky nang ph6i hQ'Ptrong cong vi~c.
-. Ky nang xu ly tinh hu6ng trong cong vi~c.
- Ky nang th\Ic hi~n cong vi~c dung quy trinh, dUng ti6n dQ theo phan
cong;
- Ky nang quan ly h5 sa, luu tru tAi li~u, luu tru ch(eng tir, s6 li~u chinh
xac, dUng nguyen ~c.
- Ky nang ck th~, chinh xac trong th\l'c thi cong V\l.

- Ky nang sol;u1thao van ban va su d\lI1gthanh th?o cac phfuI m€m (eng
d\lllg cong ~gh~ thong tin trong ho~t dQng chuyen mon.
- Ky nang to chuc lam vi~c theo nhom.

S BAO'1: 1. Nang l\fc

- HiSu cac quy dinh ca ban cua phap lu~t v€ cong tac bao v~, nguyen tic
dam bao an toan, an ninh tr~t t\I, su d\lllg t6t cac cong C\lh6 trg, phuong
ti~n thong tin lien l?c;
- HiSu ro cac m\lc tieu va d6i tuQTIgquan ly.
- Co Y thuc trach nhi~m d6i v6'i cong vi~c; .
- Nfun viing cac ki6n thuc v€ chuyen mon nghi~p V\lbao v~;
- Co du suc kh6e de hoan thanh t6t nhi~m V\l dugc giao.

2. Kynang:
- Ky nang trinh bay, bao cao cAptren cac vAnd€ dugc giao;
- Ky nang th\l'Chi~n cong vi~c dung quy trinh, dung tiSn dQ theo phan
cong;
- Ky nang giao ti6p, (eng xu phil hqp, than thi~n.
- Ky nang xu ly tinh hu6ng
- Ky nang ph6i hQ'Ptrong cong vi~c
- Ky nang tufuI tra canh gac bao v~ hi~n truOng, bao v~ m\lc tieu
- Ky nang sa cApCUukhi g~p S\Ic6: chay nf>,CUunguai. ..
- Ky nang su d\lllg cac thiSt bi v€ di~n, phong ch6ng chay nf>.
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BAN MO TA CONG VI~CVJ TRI VI~C LAM
TRUNG TAM GIAO DVC D~Y NGHE - GIAO DVC THU<JNG XUYEN

TRVC THUOC UBND QU~N, HUY~N, THJ xA
(Ban himh kern thea Quyit tlinh st5: 4g3i IQD-UBND ngaylf, 1 :f 12017

cua UBND thanh pht5 Ha N6i)

San phim diu ra

Ten vi tri Ten san Kit qua
Stt vi~c lam Cong vi~c chinh phai th1}'chi~n ~ " th1}'chi~npham dau trongra nam
I Vi trf vifC lam giin vUi cong vifC llinh il(lo, quiin Iy, ili€u hanh

1 GIAMDOC K~ho~ch, Roan
chuang thanh t6t

Ph\! tnich toan di~n ho~t dQng cua trung tam trinh cong nhi~m V\l

mc
Sap xep,

Quan ly t6 chuc bQmay cua Trung tam b6 tri nhan
S\l

So sach ke

Quan ly cong mc tai chinh Trung tam toan, kiSm
ke,d\l
toan

Chuang
Ph\! trach cong mc d~y va hQC;x~p thai kh6a biSu trinh, k~

ho~ch
Ke ho~ch

Cong tac thi dua - khen thu6ng cong tac,
Bien ban
Ke ho~ch,

Cong tac thi va tuyen sinh; Ky duy~t hQc b~, s6 diem danh sach,
bien ban
Chuang

Cong tac d6i nQi, d6i ngo~i trinh, k~
ho~ch
Nghi

Ky ban hanh van ban; bao cao dp tren quy~t, bao
cao, bien
ban

Cong tac kiem tra nQi bQ Bien ban
ki€m tra

Giai quy~t khi€u n~i, t6 cao; ti€p dan Bien ban
ki€m tra

Dieu hanh, chi d~o, phan cong nhi~m V\l, xay d\ll1g va Chuang
kiem duy~t chuang trinh, k€ ho~ch cong tac nam, quy, trinh, k€
hang thang, lich cong tac tuAn cua Trung tam ho~ch
Chu tri, dieu hanh cac cUQchQp cua dan vi. D\l cac CUQChQp,cUQChQp, ~p huful do qu~ (huy~n, thi xii), Thanh
ph6 t6 chuc. hQi nghi

Ky hqp dang, phan cong giao vien thinh giang, giao Hgp dong,
thanh lyvien hqp dang theo dUng quy dinh hgp dang



San ph~m d~u ra

Ten vi tri Ten san KSt qua
Stt vi~c lam Cong vi~c chinh phai th"c hi~n ? ). th\fc hi~npham dau

trongra nam

2 PH6GIAM
Chi d~o, di€u hanh cac nQi dung cong vi~c thuQc 11nh

Theo phan Hoan
D6c cong va thanh t6tY\lCduqc phan cong ph\l trach K€ ho~ch nhi~m Y\lcong tac

Ho~t dQng giao d\lc ngoai gia len lap, ho~t dQng Ke ho~ch,
ngo~khoa Giao an
T11IcgiAmhi~u Ke ho~ch
Theo d5i ho~t dQng d~y nghe Kiem tra

Ke ho~ch
Di€u hanh ho~t dQng va phan cong nhi~m Y\lco dinh cong tac,
hu6ng cho cApdu6'i Phan cong

nhi~m V\l
Chu tri, di~u hanh cUQchQp theo uy quyen cua CUQchQp,
TruOng ban; D\l cac cUQc,hQf' ~p hufut do qu~ hQi nghi(huy~n, thi xii), Thanh pho to chuc.
Ky duy~t cac van ban do don vi ban hanh theo phan Van bancong cua GiAm d6c
Th\lc hi~n cac nhi~m Y\lkhac theo chi d~o cua thu Ho~t dQngtruOng don vi

Ph\l trach cO'sa v~t chAt Bien ban
kiSm tra

II Vi trl vifC lltm gdn vOi hOf!t ilpng nghi nghifp

1 DAoT~O Xay d\ll1g k~ ho~ch va to chuc th\lc hi~n nhi~m Y\l K€ ho~ch Hoan
NGHE, namhQc

thanh t6t
HUONG Xay d\ll1g nQi dung chuong trinh, giao trinh dao t~o ChuO'11g

nhi~m V\l
NGm~p ngh€ nghi~p phil hQ'Ptrinh Ban Giam d6c phe duy~t. trinh, giao

trinh
Th~ muu gi~ Ban GiAm ~6c ve cong mc dao ~o K~ ho~chnghe va lien ket dao t~o nghe
T6 chuc dao t~o nghe va boi dUOngnghe theo hQ'P Ke ho~ch,
dang d~y ngh€ hQ'Pdang
Trien khai dao ~o nghe cho cac doi tUQTIgchinh sach Ke ho~ch,
xii hQi theo quy dinh bao cao

T8 chuc thi va xet cApchUng chi dao ~o ngh~ Quyet
dinh

Quan ly hQc vien, hQc sinh, trang thiet bi ph\lc Y\l dao S8 theo~o ngh~. Khai thac su d\lng co hi~u qua cO'sa v~t dei, baochAt, trang thi€t bi ph\lc V\lcong tac dao t~o, d~y
ngh~. cao

Tu van gi6'i thi~u vi~c lam cho ngum lao dQng va K€ ho~chngum hQc ngh€
To chuc lao dQng san xuat va dich Y\lky thu~t ph\lc Ke ho~ch,
Y\lgiao d\lc dao ~o, gop phful phan luang hQc sinh. bao cao
Lien ket v6'i cac cO'sa giao d\lc trong h~ thong giao
d\lc qu6c dan dS dao ~o va tu vfut hu6ng nghi~p cho K€ ho~ch,
hQc sinh, thanh thi€u men va cac d6i tUQTIgkhac khi hQ'Pdang
co nhucAu.
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Ten SaD
A ).pham dau
ra

Stt

2

Ten vi tri
vi~c lam

GIAoVlEN
THPT

Cong vi~c chinh phai th1fc hi~n

Xay d\IIlg ke hOl;lChca nhan, bQmon, chu nhi~m lap
trong nam hQc; chuful bi bai giang

Cong tac giang dl;lY.
Giao dl,lcdl;lOduc, ky nang s5ng cho hQc sinh
Banh gia xep 10l;lihQc sinh cu5i hQc ky, cuoi nam
hQc. Xet duy~t ket qua, thi dua khen thuOng hQc sinh
cu6i hQc ky, nam hQc.

B6i dUOnghQc sinh gioi, phl,l dl;lOhQc sinh yeu kern

Khai thac su dl,lllgthiet bi va d6 dUng dl;lyhQc

Ph6i hgp v6i phl,lhuynh, giao vien, doan truOng, bQ
ph~ trong truOng v~ giao dl,lchQc sinh

Kiem nhi~m nhi~m Vl,lt6 truOng, t6 pho chuyen mon

Tham d\l b6i dUOngchuyen mon, nghi~p Vl,l

San phim dAu ra
Kit qua
th1fc hi~n
trong
Dam

Hoan
Ke hOl;lCh thanh t6t

nhi~m Vl,l
Giao an
Kehol;lch

Bien ban,
h6 sO'

Chuang
trinh, giao

an
Ke hOl;lch,
s6 theo
doi

Ke hOl;lCh,
bien ban
Ke hOl;lCh,
phan

cong,bao
cao

Lap boi
duOng, t~p
hu~n

III Vi tTl viic lam gdn vUicong viic ha tr(l, phl)c vI)

1 GIAovV Xay d\IIlg ke hOl;lChva t6 chuc th\lC hi~n nhi~m Vl,l
namhQc

T6 chuc ra soat h6 sO'tiep nh~ hQc sinh, hQc vien
trUng tuy€n, s~p xep b6 tri hQc vien vao cac lap theo
S\l chi dl;lOcua Giam d6c

Tiep don, tra 1<n va tu vAnphl,lhuynh v~ cac chuang
trinh hQc cua Trung tam

Ph6i hgp vm cac t6 chuyen mon theo doi qua trinh
giang dl;lycua giao vien

L~p ke hOl;lChb6 tri, su dl,lllghgp 1y,hi~u qua phong
hQc, giam thj lap hQc

T6ng hgp di€m, xu 1yket qua thi, ket qua t6ng ket
cu6inam,cu6ikhoahQc

Trao d6i va tra 1ai th~c m~c cua phl,lhuynh lien quan
den vi~c hQc cUahQc sinh.

3

Hoan
Ke hOl;lCh thanh t6t

nhi~m Vl,l

Bao cao,
danh sach

Bien ban,
chuang
trinh

S6 theo
doi, bao
cao

Ke hOl;lCh

S6 di~m

Bien ban,
ke hOl;lCh



San phAm dAu ra

Ten vi trf Ten san Kit qua
Stt

vi~c lam Cong vi~c chinh phai thlfc hi~n ~ ). thlfc hi~nph am dau
trongra nam

2
~ HoanTHIETBJ Quan ly phong d6 dUng d~y hQc va cac phong chuc S6 sach thanh t6tnang theo quy dinh theo d5i

nhi~m V\l

Quan ly, bao du5ng hoa chat S6 sach
theo d5i

KSho~ch,
Lam v~ sinh d\ll1gC\lthi nghi~m, thiSt bi th\l'c hanh s6 theo

d5i

Quan ly s6 dang leY su d\lng d6 dUng d~y hQc S6 sach
theo d5i

Chudn bi hoa chat va d\ll1gC\lthi nghi~m, thiSt bi cho
KS ho~chgiao vien

3 VANTHlJ - Hang ngay nh~ cong van va phan lo~i cong van, tham Phanmem Hoan

THUQUY mUll cho lanh d~o xu ly cong van. tac nghi~p thanh t6t
van ban nhi~m V\l

Quan ly, lUll trfr cong van di - d6n theo quy dinh So cong
van

Th\l'c hi~n lUll tni van ban den, van ban di. Hosa
C~p nh~t, dang tAivan ban tren cong thong tin di~n tu LAnqu~ (huy~n, thi xli)
Quan ly van ban di, den, sap xep ho sa cong vi~c, LAnquan ly con dau.
Tham mUll giup lanh d~o cac phan mem Ung d\ll1g
cong ngh~ thong tin t~i dan vi, hu6ng dful vien chuc, Lfinlao dQng hQ'Pd6ng trong dan vi su d\ll1gcac phAn
mem Ung d\ll1g cong ngh~ thong tin.
Bao cao cong tac van thu lUll tru, cong ngh~ thong tin

Bao caotheo quy dinh
Quan ly dip phat van bang, chUng chi, ho sa. So
Thu th?p, tong hQ'Pva xu ly thong tin; Th\l'c hi~n cac Bao caoho~t dQng tac nghi~p hanh chinh.
Thu va chi theo QUV dinh So thu chi

Quan ly s6 sach thu, chi theo quy dinh So sach
thu chi

D6i chiSu s6 sach thi! quy, kS toano S6 theo d5i So theo
d5i

So quan
Theo d5i, quan ly ca sa v?t chat, trang thi6t bi lam ly, theo.,..

d5i tai sanVl¥C

Thi~t l~p h6 sa, s6 sach, chUng tu theo dUng quy dinh. Ho sa, so
theo d5i

Quan ly ti~n m~t theo quy dinh So theo
d5i

Phoi hQ'Pvai vien chuc khac tri~n khai cong vi~c theo Cong tac
trach nhi~m duQ'c giao; ph5ihgp
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S6 sach k~
tom

K~ ho~ch,
bao cao

"

Hoan ;-,
, .,

thflOOtot ) :
00. A • (li.

Htm V\l.' 1
.:<" '1
);

San uhim dAu ra
K~t qua
thlfc hi~n
trong
nam

Hoan
thanh tat
OOi~mV\l

Bao cao

LAntfl,l'C
Phuang
an, th\l'c
hi~n

So ngmJi/
Tai san

Cong vi~c
phan cong

Bao cao,
h6 sa k~
tom
Ho sa
cong

chuc, vien
chuc

KS ho~ch

Ten san
~ "pham dau

ra
Bang dg
toan chi
phi

Quy cM
Cac ho sa,
chUngtu
Bao cao
Ky
Lan
Lan

Bao cao,
h6 sa

So sach ke
toan

T6 chuc th\l'Chi~n nQi quy, quy ch~, k~ ho~ch cong mc
bao v~, triSn khai cac yeu cAucong mc bao v~ theo chi
d~o cua nguCri dUng dAu dan vi va hu6ng d~n cua ca
quan co thfun quy~n.

Dam bao an toan tai san cua dan vi trong ca tr\l'c.

Xay d\ll1g phuang an va th\l'C hi~n OOi~mV\l phong
chay, chua chay theo quy diOOcua OOanu6c va dan
vi.
Giam sat, hu6ng d~n khach d~n lien h~ cong mc th\l'C
hi~n dUng cac quy diOOcua dan vi.

Phai hqp vm cac bQ ph~ trong dan vi giai quyet cac
cong vi~c co lien quan va th\l'c hi~n cac OOi~mV\lkhac
do nguCridUng dAu ca quan phan congo

Quan Iy h6 sa cong chuc vien chuc, t6 chuc can bQ

L~p h6 sa chUng tu theo nguyen tic tAichiOO.
Xay d\ll1g cac bao cao cong tac tai chiOO,ke toan
L~p sa sach ke toan
Giao dich vm kho b~c, ngan hang, bao hiem xa hQi...
Doi chi~u sa sach thu quy, ke toan
Tham mUll th\l'Chi~n che dQ, chiOOsach doi v6i vien
chuc, OOanvien thuQCdan vi

Thu th~p, xu Iy thong tin, sa li~u k~ tom
Kiem tra, giam sat cac khoan fuu, chi tai chiOO,cac
nghia V\lthu, nQp, thanh toan ng, kiSm tra vi~c quan
Iy, su d\U1gtAisan va ngu6n hiOOthaOOtai san; phat
hi~n va ngan ngira cac haOOvi vi ph~ phap lu~t v~
tAichiOO,k~ toano
Phan tich thong tin, so li~u ke tom; de xuat giai phap
ph\lc V\lyeu cAuquan tri va quy~t diOOkiOOte, tai
chiOOcua dan vi.
Cung cApthong tin, so li~u k~ toan theo quy diOOcua
phapl~t.

Th\l'c hi~n quy diOOhi~n hanh v~ chuc nang, OOi~mV\l
cuake toan

Xay d\ll1g d\l' toan kiOOphi ho~t dQng cua dan vi

Cong vi~c chinh phai thlfc hi~n

Xay d\ll1g quy che chi tieu cua dan vi

Ten vi tri
vi~c lam

BAovt

KETOAN4

5

Stt

5
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