
IA' BAN NHAN DAN 
HUYtN LIJC NGAN 

SO:0264 /CV-TNMT 
V/v xin y/ kin der?g g6p vão da. 
tile° Quyet dinh de th vi tri viec 
lam ngach vien chac dcm vi sy 
nghiep cong lap thuOc UBND 

huyen Lac Ngan 

CON6 HOA XA HQI CH1J NGHiA VICT NAM 
Dc 14p - Tkr do -1-1#nh phtic 

Lyc Nggn, ngity die thcing 4 Worn 2020 

Kinh 	Cac co quan, don vi thuc UBND huyen; 

Can dr Quyet dinh sa 1927/QD-UBND ngay 25/11/2019 cna Chn tich 
UBND tinh• Bac Giang v'e viec phe duy'et danh muc vi tri viec lam va cor eau.  
ngach vien cline theo chirc danh nghe nghiep don vi sr nghiep ding lap huyen 
Luc Ngan; 

De hoan thin du than Quyet dinh De an vi tri viec lam va ca cu ngach 
vien chuc dan vi sty nghiep citing lap thuac UBND huyen Luc Ngan; Chü tich 
UBND huyen de ngh1 cac ca quan, don vi tham gia doing g6p lcien doi vao du 
thao Quyet dinh De an VTVL va co cat' ngach vien chirc (co dg ththo Quy't dinh 

kern theo). 

Mi cor quan, don vi (nhtr kinh gin) tham gia 01 Y kin bang van ban. 

)"( kien tham gia, gap y gin v UBND huyen qua ph6ng NOi vu truck ngay 
01/5/2020 (gam 01 ban giay co chit 14, &mg du do). 

ngh1 the ea quan, don vi quan tam thut 

Luu: VT, NV. 
Bon then it 
- Nhu frau; 
- ChO tich, cac PCT. 



11Y BAN NHAN DAN 
	

ONG 116A XA HOI CHIJ NGHIA VItT NAM 
HUYtN LIJC NGAN 
	

Dc Ip - Tv do - Ilynh pink 

SO: 	/QD-UBND 	Lyc Ngan, ngay thcing ;lam 2020 

Dy than 

QUYET DINH 
viee phe duyet D an vj tri yiec lam Ira co eau ngyeh viên elthe don I/ sty 

nghiep cong 14p thqc Uy ban nhan dan huyen Lye Ngyn 

CHIJ TICH IN BAN NHAN DAN HUYtN LVC NGAN 

Can dr LuAt TA chirc Chinh quy'en dja phuung ngay 19/6/2015; 
Can cir LuAt Wen chirc ngay 15/11/2010; 
Can Cu Nghi dinh s6 29/2012/ND-CP ngay 12/4/2012 cilia. Chinh pha quy 

dinh ye thy& dung, sir dung va quan lY vien chile; 
, 	Can cU Quyet dinh so 26/2013/QD-,UBND ngay 23/01/2013 caa UBND tinh 

Bac Giang ye viec ban hanh Quy dinh ye phan cap quan to chirc bA may, bien 
che vã can bey, cong chirc, vien chirc Nha nuorc tinh Bac Giang; 

Can cir Quyet,  dinh so 1972/QD-UBND ngay 25/11/2019 dm Chü tich Oy 
ban nhan dan tinh Bac Giang ye viec phe duyet danh mvc vj tri viec lam va co cau 
ngach vien chirc theo chirc danh nghe nghiep don vi sr nghiep clang lap huyen Luc 
Ngari; 

Xet de nghi cna Phong Nen vg tai To trinh so /TTr-NV ngay / /2020, 

QUYET DINH: 

Dieu 1. Phe duyet De an vj tri viec lam ya co cau ngach vien chirc don vi 
sv nghiep thuAc UBND huyen Luc Ngan (co ban Ind to cong viec via khung 
Filing Arc cña tirng vi tri viec lam kern theo). 

A Dieu 2. Thu truemg cac co quan, don vi thvc hien bo tri, sir dung va quan 
lY vien chile theo vi tri viec lam dã dugc phe duyet. , 

Giao ph6ng Ni vt theo dOi, kiem tra, don doc viec trien khai thvc hien 
De an vi tri viec lam cita cac don vi c8ng lAp thuAc UBND huyen. 

Dieu 3. Quyet dinh nay c6 hieu lvc tir ngay ky. Thu truong cac co quan: 
Van phong HDND \fa UBND, Ni vv,  Tai chinh - Ke hoach \TA the co quan, 
dun A/ c6 lien quan can dr Quyet dinh thi hanh./. 
Arai nigiri: 	 CHO.  TICH 
- Nhu Dieu 3; 
- BTC Huyen fly; 
- Ltru: VT, NV. 
Biin (ten it?: 
- Chit nub, cac PCT UBND huyen; 
- LDVP, CVTH. 

La Van Nam 



UV BAN NHAN DAN 
HUY:EN LUC NGAN 

DE AN VI TR1 VIEC LAM NGACH VIEN CIHIC DON VI SU' NGHIEP 
THUOC UYEN BAN NHAN DAN HUYEN IAJC NGAN 

(Kern theo Quyat clinh so' /QD-UBND ngay / /2020 ctia Chit tich UBND huye'n 
Lyc Nggn) 

I. Trung tam Dich vy - Kys thuat nong nghiep (06 vi tri, 11 bien che) 

* Vi tri viec lam gAn vei &mg viec lanh do, quit' 1ST. , dieu }tenth: 02 vi 
tri, 03 Men che 

1. Vi tri Giam dc: 01 vi tri; 01 ngued lam viec 

+ Nhiem \ix cong viec: 

+ Lanh dap, chi -dap va quan 1 di'eu hanh toan 1)0 hoat &Ong ding tac elm 
Trung-tam; chiu trach nhiem truerc phap luat, Huyen üy, UBND huyen ye m9i hoat 
dOng cna trung tam. 

+ Trvc tier, phu trach c8ng tac t6 chirc 1:10 may; ding tac tai chinh, thi dua 
khen throng; la ngueri phat ngon cüa trung tam, chü tri cap cuOc h9p ca quan va 
cac buoi giao ban, tong ket, chü tai khodn. 

+ Giam dOe,la nguen dieu hanh, chi dap va quan 1 boat dOng chuyen m8n 
dm he thong Ichuyen tieing va thn y co kr cac xã, thi tran. 

+ Tham gia cac ban chi dao do Chit tich UBND huyen Quyet dinh. 

+ Dugc dao tao nang cao trinh do, bin &fang chuyen mon, nghiep vii va 
huong cap che do, chinh sach theo quy dinh cüa phap luat. 

+ Trinh dO chuyen mon: Dai h9c 

+ Chuyen nganh dao tao: TrOng tr9t, Chan nuoi- thn y, Bao ve thy.° vat 

+ Trinh do LLCT: Trung cap. 

+ Ngach vien chirc: Vien clnrc hang II; 

+ Trinh do tin h9c: CO chimg chi tin h9c veri trinh dO dat chuan kyr nang sir 
dung ding nghe th8ng tin ca ban theo quy dinh tai Thong tu s8 03/2014/TT-
BTTTT ngay 11/3/2014 dm BO Thong tin va Truyen thong quy dinh chuan ky 
nang sir dung ding nghe thong tin. 

+ Trinh do ngoai nen CO chUng chi ngoai nga theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido dye va Dao tao ban hanh 
khung nang lye ngoai nga 6 bac dung cho Viet Nam. 

2. VI tri Pho Giam doe: 01 vi tri, 02 hien che. 

2.1. Ph6 Gidm clac phy track Thing trpt - Khuy'An nông 

+ Nhiem vu. cong viec: mac hien va chiu trach nhiem truerc Giam di& viec . 	. 
quan lY trong tryt va khuyen n8ng ten dia ban huyen; 

Trinh dO chuyen mon: Dai h9c; 



+ Chuyen nganh: Tr6ng trot, Ming nghiep, Bao ve thvc vat, Thüy lyi, vã cac 
chuyen nganh khac phit hop voi chat nang, nhiem \Tv dugc phan ding. 

+ Trinh dO LLCT: Trung cap; 

+ Ngach: Chuyen vien, Vien chat hang II; 

+ Trinh dO tin hoc: CO chimg chi tin hgc voi trinh do dat chuan 	nang sir 
dung cong nghe thong tin co ban theo guy dinh tai Thong tu so 03/2014/TT-
BTTTT ngay 1 1/3/2014 dm BO Thong tin \TA Truyen thong guy dinh chuan 
nang sir dvng tong nghe thong tin. 

+ Trinh dO ngoai nget: CO chimg chi ngoai ngli theo guy dinh tai Thong tu s6 
01/2014/TT-BGDDT ngay 24/01/2014 cita BO Gido dot va DR) tao ban hanh 
khung nang !cc ngoai ngir 6 bac dimg cho Viet Nam. 

2.2. Ph6 Gicim chic phy trtich Chin nuoi - Tha y - Thity san 

+ Nhiem vv• tong viec: nut hien va chju tech nhiem truot Giam d6c viec 
quart 1ST, giam sat than nuoi, dich benh gia xitc, gia cam, thily san tren dia ban 
huyen; 

+ Trinh do chuyen mon: DO hoc; 

+ Chtiyen nganh: Thu y, Chan nuoi - ThU y va cat chuyen nganh khac phit 
hop veri chirc nang, nhiem vo duce phan ding. 

+ Trinh do LLCT: Trung cAp; 

+ Ngach: Chuyen vien, Vien chirc hang II; 

+ Trinh dO tin hoc: CO chimg chi tin hoc vori trinh do dat chuan k9 nang sir 
dvng clang nghe thong tin cci ban theo guy dinh tai Thong tu so 03/2014/TT-
BTTTT ngay 11/3/2014 dm BO Thong tin va Truyen thong guy dinh chuan 
nang sir Ong cong nghe thong tin. 

+ Trinh do ngoai ngil CO chimg chi ngoai ngi-r theo guy dinh tai Thong tu s6 
0.1/2014/TT-BGDDT ngay 24/01/2014 cilia BO Gido dot va Dao tao ban hanh 
khung nang hie ngoai ngfr 6 bac dung cho Viet Nam. 

* vi tri viec lam gan voi cling viec chuyen mon (02 vi tri, 07 bien cht) 

1. Phy trich filth vtrc Chan nuoi - Thu y, 	san ( 01 vi tri, 04 bien 
cht) 

1.1. Trtrang phong Chan nu& - Tha y (01 bien che) 

+ Nhiem vv: Tling hop ginp Ph6 giam Mc phv trach Chan nuoi Thu y Theo 
giam sat chan nuoi, dich benh gia xiic, gia cam tren dia ban huyen 

+ Trinh dO: Dai hgc; 

+ Chuyen nganh: Chan Nuoi - Thu y, Chan nuoi, TIM y; 

+ Trinh do LLCT: Trung cap; 

+ Ngach vien chat: Vi'en chat hang II; 

+ Trinh dO tin hgc: CO chimg chi tin hgc \Teri trinh cl() (tat chuan Icy nang sir 
Mpg tong nghe thong tin co ban theo guy dinh tai Thong tu s8 03/2014/TT- 



BTTTT ngay 11/3/2014 cila BO Thong tin Ira Truyen thong quy dinh chuan 1(9 
Wang sir dung cong nghe thong tin. 

+ Trinh do ngoai ngit: Co chung chi ngoai ngit theo quy dinh tai Thong tu sa 
01/2014/TT-BGDDT ngay 24/01/2014 cita BO Giao dye va Dao tao ban hanh 
khung nang lye ngoai nail 6 bac eking cho Viet Nam. 

1.2. Vien chirc phy trach linh vtec Chan nuoi - Thu y ( 01 bien che) 

+ Nhiem vy: Ginp Truerng phong phy trach Chan nuoi Thu y Theo d'Oi„ 
giam sat chan nuoi, dich benh gia xüc, gia cam ten dia ban huyen 

+ Trinh dO: Dai hoe; 

+ Chuyen nganh: Chan Nuoi - Thu y, Chan nuoi, Thu y; 

+ Trinh do LLCT: So cap; 

+ Ngach vien chire: Vien chire hang II; 

+ Trinh do tin h9c: CO chimg chi tin h9c yeti trinh do dat chuan 	nang sir 
dyng cong nghe thong tin ccr ban theo quy dinh tai Thong tu s8 03/2014/TT-
BTTTT ngay 11/3/2014 coa BO Thong tin va Truyen thong quy dinh chuan 
Wang sir dyng cong nghe thong tin. 

+ Trinh dO ngoai nga: CO chimg chi ngoai ngit theo quy dinh tai Thong tu sa 
01/2014/TT-BGDDT ngay 24/01/2014 oh BO Gido dye va Dao taco ban hanh 
khung nang lye ngoai ngi.1 6 be ding cho Viet Nam. 

1.3. Vien char phy trach linh vtrc thzy san ( 01 bien 

+ Nhiem vy: Ginp Ph6 giam dc phy trach Chan nuoi ThO y Theo deli„ 
giam sat chan nuoi và dich benh thity san teen dia ban huyen 

+ Trinh dO: Dai h9c; 

+ Chuyen nganh: Chan Nuoi - Tina y, Chan nuoi - Thiiy san 

+ Trinh do LLCT: So cap; 

+ Ngach vien chire: Vien chirc hang II; 

+ Trinh do tin h9c: Co chimg chi tin h9c voi trinh dO (tat chuan k nang sir 
dyng ding nghe thong tin co ban theo quy dinh tai Thong tu s8 03/2014/TT-
BTTTT ngay 11/3/2014 dm BO Thong tin va Truyen thong quy dinh chuan k9 
Wang sir dyng cong nghe thong tin. 

+ Trinh do ngoai ngfr: CO chUng chi ngoai nfl theo quy dinh tai Thong tu sa 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Giao dye va Dao tao ban hanh 
khung nang lye ngoai ngit 6 bac thing cho Viet Nam. 

2. Phy frith linh vvc TrOng trot va bio ve time vat (01 I/ tri, 03 hien 
che) 

2.1. Trtrang phang Trang trat và Bab v:e thyr vat (01 Hen che) 

+ Nhiem vy: Tang hop giüp Ph6 Giam dc Trang tr9t va.  Bao ve thyc vat 
theo dOi, giam sat lilt vyc trong tr9t, bao ye thyc vat. 

+ Trinh dO: Dai hoe; 



Chuyen nganh: Treng trot, Bao ve thuc vat, Quart 15T kinh t ie nông nghiep, 
Khuyen nong; 

+ Trinh do LLCT: Trung cap 

+ Ngach vien chic: Vien chire hang II; 

+ Trinh do tin hoc: CO chimg chi tin h9c voi trinh do dat chuan k nang sir 
dung cong nghe thong tin co ban theo quy dinh tai Thong tu so 03/2014/TT-
BTTTT ngay 11/3/2014 dm BO Thong tin Ira Truyen thong quy dinh chuan 1(51" 
Wang sir dung ding nghe thong tin. 

+ Trinh do ngoai ngil: CO chimg chi ngoai net theo quy dinh tai ThOng ttx so 
01/2014/TT-BGDDT ngdy 24/01/2014 cita BO Gido dye va Dao tao ban hanh 
khung nang lye ngoai ngit 6 bac dimg cho Viet Nam. 

2.2. Vien chirc phy troch linh vyv Trang trot vez bao v thifc wit ( 02 NM 
ch6 

+ Nhiem 	Ginp Trueeng phong Treng trot va Bao ye thut vat theo 
giam sat Iinh vuc teeing trot, bao v thgc vat. 

+ Trinh dO: Di hoc; 

Chuyen nganh: Treng trot, Bao v thue vat, Quan 11T kinh t nOng nghiep, 
Khuyen nOng; 

+ Trinh do LLCT: Su cap; 

+ Ngach vion chirc: Vien chirc hang II; 

+ Trinh do tin hoc: CO chimg chi tin hoc yeti trinh do dat chuan kST" nang sir 
dung cong nghe thong tin co ban theo quy dinh tai Thong tu so 03/2014/TT-
BTTTT ngay 11/3/2014 dm BO Thong tin va Truyen thong quy dinh chuan 1c9 
nang sir dung ding nghe thong tin. 

+ Trinh do ngoai ner: CO chimg chi ngoai ngit theo quy dinh tai Thong tu sa 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido dye va Dao tao ban hanh 
khung nang luc ngoai ngit 6 bac dung cho Viet Nam. 

+ Vi tri vi?c lam On veri cling vi'0 ho try', phyc vy 

1. Play trtich link vyt id (min (01 vi 1r4 01 bien che) 

+ Nhiem vu: Time hien nhiem Int cong viec thuOc linh vue ke toan dm don 
vi; 

+ Trinh 	Cao clang; 

+ Chuyen nganh: K toan, Tai chinh; 

+ Trinh do LLCT: So cap; 

+ Ngach vien chirc: Ka toan vien; 

+ Trinh dO tin hoc: CO chimg chi tin hoc \Teti trinh dO dat chuan k5T nang sir 
dung cong nghe thong tin co ban theo quy dinh tai Thong tu so 03/2014/TT-
BTTTT ngay 11/3/2014 cüa BO Thong tin vã Truyen thong quy dinh chuan k'y 
nang sir dung cong nghe thong tin. 



+ Trinh de ngoai ngft: Co chimg chi ngoai ngit theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido due va Dao tao ban hanh 
khung nang lye ngoai ngil 6 be dung cho Viet Nam. 

II. Trung Tam Van hóa - Thong tin va The thao (08 vi tri, 31 bien che) 

* Vi trIvic Him gãn voi cling AO lanh dao, quan 157, diet' hanh (02 Vi 
tri, 03 hien che) 

1. Vi tri Giam dEic : 01 vi tri; 01 nguiri lam vqc 

+ Nhiem vv,  cong viec: LA nguiyi dung dau cor quan, c6 tech nhiem lanh 
dao, chi dao, dieu hanh, quail ly boat Ong cUa Trung tam theo che de thii truemg; 
chiu tech nhiem truck UBND huyen, Chü tich UBND huy'en va fru& phap luat ye 
cac mat cong tac duce giao va toan 130 hoat dOng dm co quan; deg thôi, chlu su 
chi dao, kiem tra, huong dan ye chuyen mon ciia Sà VH,TT&DL, SO Thong tin va 
Truyen thong, Dai That thanh- Truyen hinh, Trung tam an h6a - Dien anh, Thu 
vien tinh. 

, 	True tip chi dao va thurc hien tham mini cho cap co tham quyen v cong tac 
to chirc can be; lao dOng nen lucmg; thi dua khen thuemg, k luat; ke hoach- tai 
chinh; chit tai khoan; chi dao thuc hien quy che dan chit; ap dung cac bin phap cal 
tien le lei lam viec. 

Phan cong nhiem vu cho cac Ph6 Giam doc va cho can be, vien chirc trong 
ca quan; ity quyen cho Ph6 Giam d8c ky met so van ban ye linh vrc chuyen mon; 
khi di yang, giao cho met Pho Giam doe dieu hanh cong viec cüa ca quan. 

CO trach nhiem bao cao UBND huyen, Chit tich UBND huyen va So 
VH,TT&DL, SO Thong tin va Truyen thong, Dai Phat thanh-Truyen hinh, Trung 
tam Van hea - Dien anh, Thu vien tinh ye to chirc va boat deng cila ca quan; bao 
cao cling tac truck Huyen üy, HDND, UBND huyen khi &rye yeu eau; phoi hop 
\Teri cac co quan chuyen mon cimg cap giai quy6t nhang van de lien quan den chirc 
nang, nhiem vi, quyen han  dm don vi. 

Du cac et.* h9p cUa UBND huy'en va cac cuec hop do Chit tich UBND 
huyen trieu tap. Chuan bi nei dung va to chat cac cuOc hop dinh kY, giao ban la'nh 
40 ca quan hang tuan, cac phien h9p det xuat cüa ca quan. 

Theo dol, kiem tra, danh gia ket qua c8ng tac doi veri can b0, vien chirc va 
thuc hien cac hoat deng khac theo Quy che dan chit'  trong co quan. Truc al) quan 
15/ Phong Hanh chinh - Teng hop; tong duyet cac chuong trinh truyen thanh, truyen 
hinh, trang thong tin din tir. 

+ Trinh de chuyen mon: Dai h9c; 

+ Chuyen nganh dao tap: Van hea - xã hi, The duc - The thao, Bao chi, Xã 
hi va nhan van va cac nganh khac phü hop voi vi tri dam nhiem; 

+ Trinh de LLCT: Trung cap; 

+ Ngach: Chuyen vien, Vien chirc hang II; 

+ Trinh de tin h9c: CO chimg chi tin hoc veri trinh de dat chuan ky nang sir 
dung cong nghe thong tin ca ban theo quy dinh tai Thong tu sO 03/2014/TT- 



BTTTT ngay 11/3/2014 dm BO Th8ng tin va Truyen thong quy dinh chuan 
nang sir dyng dog nghe thong tin. 

+ Trinh do ngoai ngfir: Co chimg chi ngoai ngir theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 oh BO thee dyc va Dao tao ban hanh 
khung nang lye ngoai ngil 6 bac dung cho Viet Nam. 

2. Vi tri Pito Giant dew: 01 vi tri, 02 bien che 	• 

2.1. PIM Gitlin doe phy track link vyr thong tin, tuyen truyen (01 Nen 
eke) 

+ Nhiem vu, &Ong viec: Chiu trach nhiem tnzore Giam d6c ye toan 1)0 cong 
vie eUa Phong Thong tin- Tuyen truyen. To,  chirc sari xuat, bien tap, duyet cac 
chuang trinh phat thanh - truyen hinh hang tuan, trang thong tin din tit; nOi dung 
cac tin, bai gni Dai PT-TH tinh, Bao Bac Giang. Quail 12 tai san, vat tu, thiet bi, 
may phat thanh-truy'en hinh. Chi dao thnc,hi'en cong tac tuyen truyen (tren he 
thong truyen thanh-TH va tuyen truyen bang pano, Ai) phich, bang Dan, khau 
hieu...). Phan ding canbOW8 trg huorng clan nghiep vy dai truyen thanh ca sg. 

+ Trinh dO chuyen mon: Dai hoc; 
+ Chuyen nganh: Van hoa - Xã hOi, The due - The thao, Bao chi, Xä hOi va 

Nhan van, cac nganh khac phü hop voi &Ong viec dugc phan cong; 

+ Trinh dO chuyen mon: Dai hoc; 

+ Trinh dO LLCT: Trung cap; 

+ Ngach: Chuyen vien, K su hoc tucmg duorng; 

+ Trinh dO tin hoc: CO chimg chi tin hoc yeti trinh dO dat chuan 	;fang sir 
dyng cong nghe thong tin co ban theo quy dinh tai Thong tu s6 03/2014/TT-
BTTTT ngay 11/3/2014 cna BO Thong tin ILA Truyen thong quy dinh chuan icy 
nang sir dung cong nghe thong tin. 

+ Trinh dO ngoai nget: Co chi:mg chi ngoai nfl theo quy dinh tai Thong tu s6 
01/2014/TT-BGDDT ngay 24/01/2014 oh BO Gido dyc va Dao tao ban hanh 
khung nang lgc ngoai ngit 6 bac climg cho Viet Nam. 

2.2. Pho Ghim Jac ph,, track link v(re van hoa, van nghe, the dye, the 
thao (01 hien chi) 

+ Nhiem vii: Ginp Giam d6c tO chirc va chi dao phong trao van hoa- van 
nghe, the dye - the thao tren dia ban huyen; theo dOi thiet che van hod ca sa; huang 
clan chuyen mon nghiep vu d6i vOi cac nha van hod xã, thon, ban, khu ph& 

+ Chit' trach nhiem truck Giam doe ye nhang nhiem vu &rot phan ding, ny 
quyen. 

+ Chi dao, huang clan hoat &Ong cna the eau lac 130 tha,,cau lac b0 van hod, 
van nghe, cac eau the b0 hat dan ca ,cac dan,t0c; eau lac ho the dye,,  the thao; theo 
doi hoat dOng van hoa van nghe, the dye the thao eüa ngtrai cao tad tren tren dja 
ban huyen. 

+ Tham gia HOi (long Giam kith° cat cuOc thi thuOc linh vi.re van hoa- van 
nghe, the dye - the thao do Trung tam ta chive hoac do cac ca quan, dun vi môi (khi 
duce giam doe phan ding). 



+ Phi trach hog dOng cüa thu vin huyen; chi dao hoat dOng thu vin xa, thi 
tran, tü sach cac ca quan, tü sach ca s6. 

+ Tham mtru xay Ong du thao bao cao tinh hinh, kat qua ding tac theo dinh 
va bao cao dOt xuat theo yeu can dm cap ten ve linh viic duce phan Cling phy 

trach. 
+ Tham gia mOt so Ban chi dao, Ban t6 eh& ciia huyen lchi Giam doe,  di 

yang hoac duce üy quyan; lorf mOt s6 van ban ye ding viec chuyen mon theo tham 
quyen. 

+ Trinh do chuyen mon: Dai h9c; 

+ Chuyen nganh: Van hoa - Xã hOi, Tha dyc - The' thao, Bao chi, Xä hOi va 
Nhan van, cac nganh lchac phi\ h9p vai cong viec &rat phan c6ng; 

+ Trinh dO LLCT: Trung cap; 

+ Ngach: Chuyen vien, Ky su hoc tuang duang; 

+ Trinh dO tin h9c: Co chimg chi tin h9c vói trinh do dat chuan ky nang sir 
dung cong nghe thong tin ca ban theo quy dinh tai Thong tu so 03/2014/TT-
BTTTT ngay 11/3/2014 dm BO Thong tin va Truyen thong quy dinh chuan ky 
nang sir dyng cong nghe thong tin. 

+ Trinh do ngoai nger: CO chimg chi ngoai ngü theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gide dyc va Dao tao ban hanh 
khung nang lyc ngoai ngit 6 bac dung cho Viet Nam. 

* Vi tri gn yeti cong Alec chuyen mOn (04 I/ tri, 26 bien che) 

1. Vi En Vtin h6a - ThE thao: 01 vi 04 08 Min chi 

+ Nhiem vy: 

Tham muu giüp Giam d6c, Pho Giarn d6c Trung tam theo d6i, chi dao, giai 
quyet ding viec trail lihh vgc van Ma van nghe, the dye  the thao; phong trao the 
thao quah chüng, the thao thanh tich cao, cac giai thi dau the thao cap huyen Ira 
tham gia cac giai the thao do tinh to chirc. 

Theo cl6i, chi dao hoat dOng cUa cac eau lac bO the thao tren dia ban. 
Theo 61, chi dao phong trao the duc the thao nguai cao tuai, phong tic) the 

chic the thao trong CNVCLD, sr phoi hop voi cac don vi cüa Trung ucmg, tinh, 
quan dOi dOng tren dia ban. 

Giüp lanh dao Trung tam theo dei, chi dao, giai guy& cong viec ten cac Iinh 
vyc hoat dOng tai HOi trtrang,UBND huy'en. 

Chi ciao lap (Tat san Ichau, am thanh, anh sang, trang tri khanh tiat cac chucmg 
trinh nghe thuat, cac sr kin do huyen hoc Trung tam to chirc. 

Nang 1yc chung 

- Trinh dO tin h9c: CO trinh do tin h9c dat chuan ky nang sir dyng cong nghe 
thong tin ca ban theo quy dinh tai Thong tu so 03/2014/TT-BTTTT ngay 
11/3/2014 dm BO Thong tin va Truyen thong quy dinh Chuan k nang sir dyng 
clang nghe thong tin. 



- Trinh do ngeai ngtl: Co trinh dO ngoai riga theo quy dinh tai Thong tu se 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido dye  va Dao tao ban hanh 
khung nang lye ngoai ngir 6 bac clang cho Viet Nam. 

Nang Ityc cy the 

1.1. Trueing phong phy trach chung linh vgc Van boa - The thao (01 bien 
c he) 

+ Trinh do chuyen mon: Dai hgc; 

+ Chuyen nganh: Su pham gido dye the chat va cac nganh kit phU hop vi 
tri dam nhiem; 

+ Trinh de LLCT: Trung cap; 

+ Ngach vien chat: Vien chdc II. 

1.2. Ph6 Trueng phong phy trach linh vgc Van h6a - The thao (01 bien eh) 

+ Trinh dO chuyen mon: Dai hgc; 

+ Chuyen nganh: Six pham gido dyc the chat va cac nganh khac phi" hop vi 
tri dam nhiem; 

+ Trinh dO LLCT: Trung cap; 

+ Ngach vien chirc: Vien chirc II. 

1.3. Vien chirc phy tech the dye - the thao (02 bien che) 

+ Trinh dO chuyen mon: Cao ding; 

+ Chuyen nganh: Gide dyc the chat the dyc the thao va cac nganh khac phü 
hop \red c8ng viec dugc phan cong; 

+ Trinh dO LLCT: So cap; 

+ Ngach vien chat: Vien chdc II. 

1.4. Vien tic phy trach van hea (04 bien che) 

+ Trinh do chuyen mon: Cao ding; 

+ Chuyen nganh: Quan 1ST van hoa, Van hoa dan tec va cac nganh khac pha 
hop vgi cong viec dirge phan cong; 

+ Trinh dO LLCT: So cap; 

+ Ngach vien chirc: Vien chirc II. 

2. Vi tri Hanh chinh - Tang hpp ( 01 vi tri, 04 bia chi) 
+ Nhiem vy, ding viec: 

Chiu trach nhiem truck Giant dee v toan b0 ding viec caa Pheng Hanh 
chinh - Tong hop. Ginp Giam dee theo doi, quan Iy, phan ding six dyrw, bao quan 
cep hieu qua tai san caa don vi; tham muu mua sam, saa chila trang thiet bi caa co 
quan; chi dao tham mini xay dgng cac van ban dm co quan. 

Chiu trach nhiem tham mini xay thing cac van ban caa Trung tam; xay dvng 
dg thao bao cao thang, qt47, nam va cac bao cao det xuat, chuyen de theo yeu cau 
cea cap ten. , 

Vao so van ban den va di; luu chuyen van ban; gin, nhan van ban din dr. 



Nang ltrc chung 

- Trinh dO tin h9c: Co trinh dO tin hoc dat chuan k nang sir dyng ding nghe 
thOng tin ca ban theo quy dinh tai Thong tu s6 03/2014/TT-BTTTT ngay 
11/3/2014 dm BO Thong tin va Truyen thong quy dinh Chuan k9 Pang sir dung 
cong ngh'e thong tin. 

- Trinh dO ngoai ngTh. CO trinh do ngoai nger theo quy dinh tai Thong Pr so 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido dye  \TA. Dao tao ban hanh 
khung Pang içrc ngoai ngil 6 bac dung cho Viet Nam. 

Nang lye cy the: 

2.1. Truemg phong phy trach linh vrc hanh chinh t6ng hop (01 bi'en 68) 

+ Trinh do chuyen mon: Dai hoc; 

+ chuyen nganh: Bao chi, Tin hoe, Quan 19 van h6a cac nganh khac plin hop 
voi ding viec duce phan cong; 

+ Trinh do LLCT: Trung cap; 

+ Ngach vion chirc: Vien chuc hang II. 

2.2. Pho Truong phong phy trach linh we hanh chinh t6ng hop (01 !Dien 

+ Trinh do chuyen mon: Dai hoc; 

+ chuy8n nganh: Bao chi, Tin h9c, Quan 19 van h6a cac nganh khac phii hop 
veri cling viec dirge phan cong; 

+ Trinh do LLCT: Trung cap; 

+ Ngach vien 	Vi8n chirc hang II. 

2.3. Vien eh& phy tech ding tac van thu, km tra, kiem thu qu9 (01 bier' 
che) 

+ Trinh dO chuyen mon: Cao dang; 

+ Chuy8n nganh: Tin h9c, Van thu, Ltru trit, thu vin \fa cac nganh khac phü 
hop v6i nhiem vy dirge phan Clang; 

+ Trinh dO LLCT: So cap 

+ Ngach vi8n chive: Vien chat hang II 

2.4. Vien chive phy trach ding tac van phong (01 bi8n cha) 

+ Trinh do chuy8n mon: Cao dang; 

+ Chuyen nganh: Hanh chinh, TOng hop va the nganh Ude pita hop ven 
nhiem vy &roc phan &Ong; 

+ Trinh do LLCT: So cap; 

+ Ngach vi8n 	Vien chive hang II. 

3. Vi tri Thong tin - Tuyen truldn (01 vi tri, 09 bien che) 

Nhiem vy, cong viec 

the') 



Chju trach nhiem truorc Giam d6c v toan 1)0 ding viec ctia Phong ThOng tin 
- Tuyen truyen. TO chat san xuat, Nen tap, duyet cac chucmg trinh phat thanh - 
truyen hinh hang tuan, trang thong tin dien dr; nOi dung cac tin, bai Yin Dai PT-TH 
tinh, Bao Bac Giang. Quan 132 tai san, vat Pr, thiet bi, may pith thanh-truyen hinh. 
Chi dao thgc hien ding tac tuyen truyen (teen h th6ng truyen thanh va tuyen 
truyen bang pano, ap phich, bang zôn, khau hieu...). 

Nang hyc chung 

+ Trinh dO tin hoc: CO trinh do tin h9c dat chuan k nang sit ding ding nghe 
thong tin co ban theo quy dinh tai Thong tu sa 03/2014/TT-BTTTT ngay 
11/3/2014 ca.' a BO Th8ng tin va Truyen thong quy dinh Chuan k I-fang sir dyng 
&Ong nghe thong tin. 

+ Trinh do ngoai nger: CO trinh do ngoai ngft theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Giao dye  va Dao tao ban hanh 
khung nang lye ngoai ngir 6 bac dung cho Viet Nam. 

Nang Ivc et) the: 

3.1. Trutng phong phi trach linh vyc thong tin, tuyen truyen (01 bien che) 

+ Trinh dO chuyen mon: Dai h9c; 

+ Chuyen nganh: Bao chi va cac nganh khac phü h9p vài nhiem vi duqc 
phan c8ng; 

+ Trinh do LLCT: Trung cAp; 

+ Ngach vien chirc: Vien chirc hang II 

3.2. PM Truong phong phy trach linh vyt thong tin, tuyen truyen (01 Nen 

+ Trinh dO chuyen mon: Dai h9c; 

+ Chuyen nganh: Bao chi va cac nganh khac phü horp voi nhi'em vy duqc 
phan ding; 

+ Trinh dO LLCT: Trung cdp; 

+ Ngach vier' chitc: Vien chic hang II 

3.3. Vien chic phy trach tuyen truyen viten chinh, tuyen truyen vien ( 07 
bien cite) 

+ Trinh do chuyen mon: Cao clang; 

+ Chuyen nganh: Bao chi, ph& thanh vien, van hoa va cac nganh khac pha 
hop veri nhiem vy dirge phan cong; 

+ Trinh do LLCT: So clap; 

+ Ngach vien 	Vien chirc hang II 

4. Vi tray thuift (01 4 tri, 05 Men chi) 
+ Nhiem vy, Clang viec: Quail 1y, sira chita trang thiet bi tai cac tram dai co 

so, tryc k9 thuat, hO try 	thuat dai co sor xä. 

+ Trinh do tin hoc: CO trinh dO tin hoc dat chuan k nang sir dyng cong nghe 
thOng tin co ban theo quy dinh tai Thong tu s8 03/2014/TT-BTTTT ngay 

che) 



11/3/2014 cilia BO Thong tin va Truyen thOng quy dinh Chun 	nang sir dyng 
clang nghe thong tin. 

+ Trinh do ngoai ngit: CO trinh do ngoai ngit theo quy dinh tai Thong tu sa 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido dye vã Dao tao ban hanh 
khung nang lye ngoai ngir 6 bac clang cho Viet Nam. 

+ Trinh do chuyen mon: Cao (tang; 

+ Chuyen nganh: K thuat phat thanh, truyen hinh; CNTT, ky thuat din, 
dien tir vigil thong va cac nganh khac phü h9p veti nhiem vy dirge phan ding; 

+ Trinh dO LLCT: So cap; 

+ Ngach vien 	Vien chat hang III. 

*Vi tri vice lam On Ifni ding vice 	try., phyc vv (02 vi tri, 02 bien the) 

1. 11 hi Ifi twin ( 01 vi tri, 01 hien chi) 
- Nhiem vy, cong viec: 

Thu thap, xi( lY thong tin, sia lieu ká toan theo dOi tugng vã nOi dung cong 
viec Ice than, theo chuan mire ke toan va che do Ice toan. 

Klein tra, giam sat cac khoan thu, chi tai chinh, nghia vy thu, n0p, thanh toan 
my; kiem in viec quart 1Y, sir dyng tài san va nguon hinh thanh tai san; phat hien va 
ngan ngira cac hanh vi vi pham phap luat ve tai chinh, ke toan. 

+ Trinh do chuyen mon: Cao dang; 

+ Chuyen nganh: ka toan, Tai chinh. 

+ Trinh dO LLCT: So cap; 

+ Chire danh ngh'e nghiep: K toan vien. 

+ Trinh do tin h9c: Co trinh dO tin h9c dat chuan k nang sir dyng Gong nghe 
thOng tin co ban theo quy dinh tai Thong tir so 03/2014/TT-BTTTT ngay 
11/3/2014 ciia BO Thong tin \fa Truyen thong quy dinh Chuan ky nang sir dyng 
cong nghe thong tin. 

+ Trinh dO ngoai ngit: CO trinh do ngoai ngct theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 ciia BO Gido dye va Dao tao ban hanh 
khung nang lye ngoai ngcr 6 bac dung cho Viet Nam. 

2. Vi tri Thu. vien ( 01 vi 1r4 01 Nen chi) 
Nhiem vy, cong \lee: 

Quan ly ha so, sa sach va tai san eüa thu vin. 

+ Trinh do chuyen mon: Cao clang; 

+ Chuyen nganh: Thu vin; 

+ Trinh do LLCT: So cap; 

+ Ngach vien chirc: Vien chirc hang III. 

+ Trinh do tin h9c: CO trinh dO tin h9c dat chuan ky nang sir dyng ding nghe 
thong tin co ban theo quy dinh tai Thong tu s6 03/2014/TT-BTTTT ngay 



11/3/2014 elm BO Thong tin va Truyen thong quy dinh Chun ley nang sir dung 
clang nghe thong tin. 

+ Trinh dO ngoai ngii: Co trinh clO ngoai ngit theo quy dinh tai Thong ttx s6 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gide, chic Ira Dao tao ban hanh 
lchung nang luc ngoai ngit 6 bac dung cho Viet Nam. 

III. Trung tam Phat trien qu57 tat Ira Cmn cong nghilep (05 vi tri, 06 
Wen che) 

* Nhom vi tri viec lam gin voi &Ong viec lanh dao,  quan l57, dieu hanh 
(02 vi tri; 03 bien che) 

/. 	tri Giant elk (01 vi tri; 01 bMn cite) 

- Nhiem vv, ding viec: La nguai dung &au Trung tam, chiu tech nhiem truerc 
UBND huyen, Chü tich UBND huyen va truck phap luat ve viec thuc hien ehirc rang, 
nhien vu quyen han  duce giao Ira toan 1)0 hoat dOng cüa Trung tam. Phu trach chung 
ca quan, truc tie') Gin') UBND huyen trong viec thanh lap, met rOng, 136 sung quy 
hoach, dau tu xay dung, kinh doanh ha tang Cum ding nghiep va tham gia quan lY 
cac doanh nghiep daunt trong Cum ding nghiep cila huyen theo quy dinh phap luat 
va dau tu xay dung ket cau ha tang tren dat; dau gia quyen sir dung dat; clau than du 
an ca sir dung dat; 

Quail 1, diem hanh tai chinh ngan sach cüa dun vi, &Arc hien trach nhiem 
chn tli Ichoan: Chi dao 130 phan chuyen mon lap du toon, quyet toan theo quy, nam, 
theo d'Oi quail 1 tai san;.  

Trrc tip phu trach ding tac k cucmg hanh chinh, chit tri danh giá vien 
chitc hang thang. 

+ Trinh dO chuyen mon: Dai h9c; 

+ Chuyen nganh: Luat, Quan ly dat dai; Quail 1 dat dai; Quail tri kinh 
doanh; Ke toan; Khoa h9c Lam nghiep; Moi twang; Kinh te nong nghiep va nganh 
Ichac phü hyp viai nhiem Iry dugc giao; 

+ LY luan chinh tri: Trung cap; 

+ Ngach vien chirc: Vien chirc hang II; 

+ Trinh c10 tin h9c: CO trinh dO tin h9c dat chuan k nang scr dung cling nghe 
thong tin ca ban theo quy dinh tai Thong tu so 03/2014/TT-BTTTT ngay 
1.1/3/2014 dm. BO Thong tin va Truyen thong quy dinh Chuan k5r !fang sir dung 
Gong nghe thong tin. 

+ Trinh dO ngoai ngit: CO trinh dO ngoai ngit theo quy dinh tai Thong tu s6.  
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gide due va Dao tao ban hanh 
lchung nang lye ngoai ngil 6 bac dung cho Viet Nam. 

2. Vi tri Pho giam (lac (01 vi 04 02 Men chi) 

, 	2.1. Ph6 Gam diac phi trach B6i thuang - Glad ph6ng mat bang (01 bien 
che) 

+ Nhiem vv,  ding viec: 



Ginp Giam doc phy trach thuc hien ding tac bi thuorng, giài phong mat 
bang teen dia ban huyen 

+ Trinh do chuyen mon: Dai h9c; 
+ Chuyen nganh: Quin ly dat dai, Kinh t , Mai tn.remg, Kih th /long nghiep 

vã nganh khac phü hyp vOi cling viec phy trach; 
+ Trinh do LLCT: Trung cAp; 

+ Ngach vien chirc: Vien chirc hang II. 

+ Trinh dO tin h9c: CO trinh dO tin hoc dat chuan ky nang sir dyng ding ngh'e 
thong tin co ban theo quy dinh tai Thong tu so 03/2014/TT-BTTTT ngay 
11/3/2014 cila BO Thong tin va Truyen thong quy dinh Chuan ky nang sir dyng 
cong nghe thong tin. 

+ Trinh dO ngoai ngit: CO trinh dO ngoai ngit theo quy dinh tai Thong tu s6 
01/2014/TT-BGDDT ngay 24/01/2014. cita BO Gido dye  va Dao tao ban hanh 
khung nang lye ngoai net 6 bac dung cho Viet Nam. 

2.2. Pho Giam de phy trach du gia (01 Wen che) 

Nhiem vy, cling viec: 

Giiip Giant dc a dau gia quyen sir dyng dat, phyc vy phat trien kinh te - 
xä hOi va on dinh,thi trubna bat Ong san; nhan chuyen nhugng quyen sir Ong 
&At; quanlrquy dat dã thu hoi, dã nhan chuyen nhuyrng. 

+ Trinh do chuyen mon: Dai hyc; 

+ Chuyen nganh: Quan 1 d'At dai, Kinh t , Moi truerng, Kih t nong nghiep 
\fa nganh khac phñ h9p \Ted cong viec phy trach; 

+ Trinh dO LLCT: Trung cap; 

+ Ngach vien chirc: Vien chirc hang II. 

+ Trinh dO tin h9c: CO trinh dO tin h9c dat chuan k nang sir dyng cong nghe 
thong tin co ban theo quy dinh tai Thong tu so 03/2014/TT-BTTTT ngay 
11/3/2014 dm BO Thong tin va Truyen thong quy dinh Chuan ky nang sir dyng 
cong nghe thong tin. 

+ Trinh dO ngoai nga: CO trinh do ngoai net theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 ctla BO Gido dye va Dao tao ban hanh 
khung Wang luc ngoai ngir 6 bAc dung cho Viet Nam. 

* Vi tri viec lam gall veri cong viec chuyen mon ( 03 I/ tri, 03 bien che) 

1. Vien chirc phy tech hanh chinh tOng hop, tai vu, liru tra (01 vi tri, 01 bien 
che) 

+ Nhiem vu, cong viec: Tham muu,xay dung du toan kinh phi hoat &Ong 
nam, dinh kY, dot xuAt; xay dung Quy die chi tieu nOi b0; Thuc hien cac khoan 
thu, chi dung quy che da &roc phé duyet; thuc hien cong khai tai chinh theo quy 
dinh. 

Thiet lap day di' cac loai 110 sa so sach lien quan den cong tac ke toan, lAp 
bao cao tai chinh dung quy dinh. 



Chuan bi cac se lieu phvc v1;1 kiem Ice tai san, ghi chep cac Neu mau kiem ke 
va tinh toan xac dinh ket qua kiem ke tai san; thvc hien cong tac tv kiem tra tai 
chinh; phan tich, dart gia tinh hinh quail 1, sir dung tai san, kinh phi dm don vi. 

Thvc hien bao quan luu tra cac chimg tü, s6 sach ice toan dung nguyen tac Mi 
chinh va time hien met se nhiem vu lchac do Giam dee, Pith Gam doe phan.cong; 

+ Trinh dO chuyen mon: Dai hoc; 
+ Chuyen nganh: Hanh chinh; Luat; Kinh te; Xay clung; Kinh ta nong nghiep; 

Van thu luu 

+ Trinh do LLCT: So cap; 

+ Ngach vien chirc: Vien chirc hang II; 

+ Trinh (10 tin hoe: Co trinh de tin h9c dat chuan k nang sir dung Gong nghe 
thong tin co ban theo guy dinh tai Th8ng tu sa 03/2014/TT-BTTTT ngay 
11/3/2014 dm BO Thong tin va Truyen thong quy dinh Chuan k5 nang stir ding 
cong nghe thong tin. 

+ Trinh de ngoai ngil: CO trinh do ngoai ngft theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 cila BO Gido due vã Dao tap ban hanh 
khung nang lvc ngoai ngit 6 be dung cho Viet Nam. 

2. Vi tri vien chirc phu trach quan ly qu? &At dirge giao, &Au gia QSD dat va 
quail lY cvna ding nghiep (01 vi tri, 01 Men che) 

- Ta chirc trien khai thvc hien nhiem vv, chuemg trinh, Ice hoach, phuong an, 
clv an, de an va cac boat deng dich vv phia hop vai nhiem vi, linh we chuyen mon 
dirge giao 

- Chuan bi co se ha,tang cac khu dat chuan bi di/a ra dau gia quyen sir dun4 
dat, dam bap,  dat dim ra dau gia co dU dieu kin tricot khi sang ten cho cd nhan, to 
chirc trUng dau gia; 

+ Trinh dO chuyen mon: Dai hoc; 

+ Chuyen nganh: Kith te, Xay dung, Quan tri lcimh doanh, Quail 1 kinh te; 
Quan I dat dai; 

+ Trinh dO LLCT: So cap; 

. + Trinh do tin hoc: CO trinh de tin h9c dat chuan lcy nang sir dung cong nghe 
thong tin co ban theo quy dinh tai Thong tu se 03/2014/TT-BTTTT ngay 
11/3/2014 dm BO Thong tin va Truyen thong quy dinh Chuan k5 nang sir clung 
cong nghe thong tin. 

+ Trinh de ngoai ngil: CO trinh do ngoai ngit theo quy dinh tai Thong tu se 
01/2014/TT-BGDDT ngay 24/01/2014 cila BO Gido dye va Dao tao ban hanh 
khung nang hie ngoai ngil 6 be dung cho Viet Nam. 

3. Vi tri vien chirc phv troth cong tac BT- GPMB và cac hoat Ong dich yin  
(01 vi tri, 01 bien the) 

+ Nhiem vv, cong vie: 

Xay dung ice hoach va hien lchai c8ng tac Giài phong mat bang; 



Thgc hien thu 116i dat; b6i thuang giai phong mat bang, h8 trg va tai dinh Cu 
khi nha nu& thu Mir dat. 

+ Trinh (10 chuyen mon: Dai hoc; 

+ Chuyen nganh: Quin ly dart dai; Xay dmig; Giao thong; MOi tnrong; Cau 
throng; 

+ Trinh do LLCT: Sa cap; 

+ Ngach vien chirc: Vien chuc hang II. 

+ Trinh dO tin hoc: CO ttinh dO tin hoc dat chuan Icy" nang sir clung cong ngh 
thong tin ca ban theo quy dinh tai Th6ng tu sQ 03/2014/TT-BTTTT ngay 
11/3/2014 cila BO Thong tin \fa Truyen th6ng quy dinh Chuan 1c9 nang sir ding 
ding nghe thong tin. 

+ Trinh do ngoai nger: Co trinh do ngoai ngit theo quy dinh tai Thong tu s6 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido dpc va Deo tao ban hanh 
khung nang Arc ngoai nger 6 bac dung cho Viet Nam. 

IV. DOi quan IST tr4t tv Giao thong, Xfiy dvng vã Mai trtroing (05 v tri, 
07 bien cht) 

* Vi tri vi'ec lam g'in WA cong viec l'anh do, quail Iy, dieu hanh 

1. DOi truimg (01 vi tri, 01 bien che) 

+ Nhiem vu, ding viec: DOi quail 1 trat tg Giao thong, Xay clgng va Men 
truang huyen c6 chirc rang gin') UBND huyen va cac cor quail quan 1 nha nuerc to 
chirc kiem tra, phat hien, de xuat bien phap xir ly va phoi hop to chirc thgc hien cac 
quyet dinh xir 132 vi pham hanh chinh trong linh vgc giao thong, xay di:mg va mOi 
truong teen dia ban huyen. 

DOi truemg la ngtrai dimg d'au DOi, chiu tech nhiem trgc tip v moi hoat 
dOng cUa DOi trutc Huyen fry, HDND va UBND huyen, Chit tich UBND huyen va 
truerc phap luat ye thgc hien. .chirc nang, nhiem vp va quyen han  dugc giao; trgc 
tiep ph p trach cong tac tO chirc can bO, cong tac thi dua, khen thuemg, kY luat, php 
trach cac to Giao thong, Xay clang va Moi truerng va thgc hien cac nhi'em vi Ichac 
do au tich UBND huyen giao. 

+ Trinh do chuyen mon: Dai hoc; 

+ Chuyen ngenh: Luat, Van 	XH, TD- TT, Bao chi; KHXH&NV va 
nganh khac phi hgp cong viec phi? trach; 

+ Trinh dQ LLCT: Trung cap; 

+ Ngach vier' chirc: Vien chirc hang II; 

+ Trinh dO tin hoc: CO trinh do tin hoc rig chuan kyr nang sir dung cong nghe 
thong tin ccr ban theo quy clinh tai Thong tu s6 03/2014/TT-BTTTT ngay 
11/3/2014 oh BO Thong tin va Truyen thong quy dinh Chuan k'y nang sir dpng 
ding nghe thong tin. 



+ Trinh dO ngoai nger: Co trinh do ngoai ngfr theo quy dinh tai Thong tu sa 
01/2014/TT-BGDDT ngay 24/01/2014 cüa BO Giao due va Dao tao ban hanh 
khung nang ltrc ngoai ngfr 6 bac dUng cho Viet Nam. 

2. Pho DOi trtrirng (01 vi tit 02 Hen ch6) 

2.1. Ph6 Doi Throng phy trtich Giao thong (01 Nen chi) 

Nhiem vu, cong viec: 

Ginp DOi  truong va chju tech nhiem truck DOi truerng va phap luat v Firth 
vyc giao thong. Duge ny quyen thuc hien cac nhiem vu khi DOi trueing yang mat. 

+ Trinh dO chuyen mon: Dai hoc 

+ Chuyen nganh: Quail 1 dat dai; Xay dung; NEM truemg, Giao thOng; Quan 
15/ nha nuOc; Quan 1 kinh te; Luat; 

+ Trinh dO LLCT: Trung cAp; 

+ Ngach vien chirc: Vien chat hang II; 

+ Trinh dO tin hoc: Co trinh dO tin hoc dat chuan nang sü dung cong nghe 
thong tin co ban theo quy dinh tai Th6ng tu so 03/2014/TT-BTTTT ngay 
11/3/2014 cna BO Thong tin va Truyen thong quy dinh Chuan ky nang sir dung 
ding nghe thong tin. 

+ Trinh do ngoai 	Co trinh do ngoai ngit theo quy dinh tai Thong tu sO 
01/2014/TT-BGDDT ngay 24/01/2014 cda BO Giao due va Dao tan ban hanh 
khung nang lye ngoai ngit 6 bac dung cho Viet Nam. 

2.2. Pito DOi truirng phy trach ray chyng, MOi truirng 

Giap DOi truang va chlu trach nhiem truat DOi tithing va phap kat ye linh 
vue Xay dung, Moi truang. Dugc ily quyen thtrc hien cac nhiem vu khi DOi  tithing 
yang mat. 

+ Trinh do chuyen mon: Dai hoc 

+ Chuyen nganh: Quail VT dat dai; Xay dung; NMI truemg; Giao thong; Quan 
brf nha ntroc; Quan brf kinh te; Luat; 

+ Trinh do LLCT: Trung cap; 

+Ngach vien chic: Vien chive hang II; 

+ Trinh do tin h9c: CO trinh dO tin hpc dat chuan 1(9 nang stir dung cong nghe 
thong tin ca ban theo quy dinh tai Thong ttr so 03/2014/TT-BTTTT ngay 
11/3/2014 cna BO Thong tin va Truyen thong quy dinh Chuan k9 nang sir dung 
clang nghe thong tin. 

+ Trinh dO ngoai nga: Co trinh do ngoal ngit theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 cila BO Gioia duc va Dao tao ban hanh 
khung nang lye ngoai ngil 6 bac dfing cho Viet Nam. 

* Vi tri viec lam gall vial Cling viec chuyen mon ( 03 vi tri, 03 bien che) 

1. Vien chat phy trach linh yip giao thong (01 vi tri, 02 bran che) 



• +, Nhiem vv, ding viec: Glop ph6 thai twerng Thvc hien cong tac quart lY 
viec chap hanh chinh sach, pita') luat ve giao thong dtremg b0, du6ng thily nQi dja 
va throng sat doi voi cá nhan, to chirc tren dia ban huyen; quan l trat tv an toan 
giao thong, bao ve,trat tv hanh lang an toan giao thong; phat hien cac vi pham ding 
trinh giao thong, lan chiem via he, long, te duemg gay anh hiking den an toan giao 
thong, my quan &tong pho, theo quy dinh cüa phap luat. 

Ngoai nhien vv, cling viec con: kiem nhiem lái xe ô to di thvc hien nhiem 
vv; theo d'Oi, quan ly va van hanh he thong chieu sang duct bao dam tich kiem, 
hien qua. 

+ Trinh do chuyen mon: Cao clang; 

+ Chuyen nganh Giao thong, Xay dvng, Luat. 

+ Trinh do LLCT: So cap; 

+ Chirc danh nghe nghiep: Vier' chirc hang III; 

+ Trinh do tin h9c: Co trinh dQ tin h9c dat chu'An ky nang sir dvng cong nghe 
thong tin co ban theo quy dinh tai Thong tu s6 03/2014/TT-BTTTT ngay 
11/3/2014 cila BO Thong tin va Truy'en thong quy dinh Chuan ky nang sà dvng 
cong nghe thong tin. 

+ Trinh dO ngoai 	CO trinh dO ngoai ngir theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 cilia BO Gide dvc va Deo tao ban hanh 
khung nang lvc ngoai ngit 6 bac dung cho Viet Nam. 

2. Vien chat phy trach linh ytyc xfiy &pig: 01 bien ch 

+ Nhiem vv, cong viec: Giitp Ph6 Doi ,truong kiem tra phat hien va tham 
muu xi! 15,  cac hanh vi xay dvng khong c6 giay phep, xay dvng sai Oay phep; vi 
pham chi gied xay dvng, chi gieri clueing do, hanh lang giao thong; lan chiem dat 
dai; xay dvng  sai quy hoach; vi pham quy dinh ve dam bao tat tv, v'e sinh moi 
truong trong qua trinh xay dvng cong trinh theo quy dinh. 

+ Ngoai nhien vv, con viec con: Kiem nhiem ke toan cita DOi de thvc hien 
thu thap, xir lY thong tin, so lieu ke,toan theo doi tthang va n'Oi dung cong viec kê 
toan, theo chuan mvc ke toon va che do ke toan; kiem tra, giam sat cac khoan thu, 
chi tai chinh, nghia Iry thu, n0p, thanh toan no; kiem tra viec quan IY, sir dvng tai 
san va nguon hinh thanh tai san; phat hien va ngan ngira,cac hanh vi vi pham phap 
War ye tai chinh, kê toan; phan tich thong tin, so lieu ke toan; tham muu, de xuat 
cac giai phap phvc vv yeu cau quan tri vã quyet dinh kinh t8, tai chinh dm don vi 
1(8 toan. Cung cap thong tin, so lieu ke toan theo quy dinh cita phap luat. 

+ Trinh dO chuyen mon: Cao dang; 

+ Chuyen nganh hoc chuyen nganh Xay d\mg, giao thong, quan tri kinh 
doanh, Luat; 

+ Trinh dO LLCT: So cap; 

+ Ngach vien chirc: Vien chirc hang III; 

+ Trinh do tin hoc: Co trinh do tin h9c dat chuan ky nang sir dvng ding nghe 
thong tin cor ban theo quy dinh tai Thong tu so 03/2014/TT-BTTTT ngay 



11/3/2014 cila BO Thong tin va Truyen thong quy dinh Chun k'y nang sir dyng 
clang nghe thong tin. 

+ Trinh del ngoai ngit: Co trinh do ngoai nfl theo quy dinh tai Thong to so 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO GAD dyc \TA Dao taco ban hanh 
khung nang lyc ngoai ngil 6 bac dung cho Viet Nam. 

3. Vien chat phy trach linh vtrc znôi truirng: 01 bien die 
+ Nhiem vy, ding viec: Kiem tra phat hien Ira d nghi xir 1 cac vi pham xá 

that gay ô nhijm m8i truing, do phé thai gay mat v sinh, m quan throng pho ten 
dia ban huyen theo quy dinh. 

Ngodi ra, kiem nhiem ding tac van thu, km trit cita ,D0i dam bao dung quy 
dinh cüa Luat van thtr - liru chit; theo dOi, kiern tra, don doc cac dun vi doge giao 
dich vy clang ich (chain soc,cay xanh, ve sinh moi truang..) thgc hien dimg nOi 
dung clang viec dã ducc ky ket theo quy dinh. 

+ Trinh dO chuyen mon: Cao dang; 

+ Chuyen nganh: Med troang, Luat, Tai nguyen. 

+ Trinh do LLCT: Su cap; 

+ Trinh do tin h9c: CO trinh dO tin h9c dat chuan kjr" nang sir dyng cling nghe 
thOng tin co ban theo quy dinh tai Thong tu sO 03/2014/TT-BTTTT ngay 
11/3/2014 dm Ba Thong tin va Truyen thong quy dinh Chuan k Yang sir ding 
dog ngh'e thong tin. 

+ Trinh do ngoai ngirs : CO trinh do ngoai ngit theo quy dinh tai Thong to sa 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido dye  va Dao tao ban hanh 
khung nang lye ngoai net 6 bac dung cho Viet Nam. 

V. Vien chtie phy trach Ban An toan giao thong (01 bien che) 

+ Nhiem vy, cong viec: Chiu so chi dao troc tiap cüa Troong ban va cac Ph6 
Truerng ban, co nhiem vu giüp Ph6 Truerng ban Throng tryc va cac Pito Trugng 
ban thoc hien cac &Ong viec doge phan cling theo quy dinh. 

Xay (long cac do thao chucrng trinh, lea hoach hoat dOng bao dam tilt to an 
toan giao thong hang thang, quy va cá nam; chuan bi nOi dung cho cac cuOc hcop 
thuimg lcY va dOt xuat cua Ban, &Mg thai thong bao nhiing ket luan cita Ban cho 
cac dun vi lien quan. 

Theo del, tang hop tinh hinh teat to an toan giao thong ten dia ban buyer'. Trap 
nhan thOng7tin ve tai,nan giao thong bao cao kip,theri vori lanh dap Ban de c6 cac 
bien phap to chirc ph& hop cat nganh, cac cap kha.c phyc hau qua nhang vy tai nan 
giao thong nghiem tr9ng. 

Lam du mai ph& hop t chirc cong tac tuyen truyen gido dye, pha bien 
phap Mat ve tat to an toan giao thong. Quan he, giao dich vói cac ph6ng, ban, 
nganh, doan the, cac don vi c6 lien quan, Uy ban nhan dan cac xã, thi tran trong • 
trien khai cong tac dm Ban; &mg tit& thgc hien nhiem vy van thu, ltru tat, tong 
hap hanh chinh ciia Ban. 



Tham gia vâi the co quan lien quan trong viec 6 xuat 32 kin tu van cho Ban 
ye flux hien cac chit'  trtrong, chinh sach \TA cac van ban quy pham phap luat ve finh 
vtrc kat to an toan giao thong; to chirc hOi  nghi so ket, tOng ket &Ong tac kat to an 
toan giao thong theo chi So cilia Ban. 

Tham 1111/11 to chirc ph& dOng phong trao thi dua, binh xet khen thfremg trong 
ciing tac dam bao trat to an toan giao thong. LA Su mai quan h vai cac co quan, 
tO chirc trong va ngoai huyen de trao dôi kinh nghi'em trong l'inh we tat to an toan 
giao thong. 

Tham gia cac doan kiem tra, don doc thoc hien ceng tac dam bac, tat to an 
toan giao thong dm Ban; dirge thanh toan cac khoan chi phi theo che do hien hanh 
khi dirge lanh So Ban cif di clang tae; dirge trang bi thong tin lien lac, cac thiet bi 
van phong pham theo che do quy dinh; dime cung cap cac thong tin dinh kY can 
thief ye tinh hinh tat to an toan giao thong. 

+ Trinh dO chuyen mon: Cao dang; 

+ Chuyen nganh: H thOng din, C'au duemg, gia thong, xay dong, Luat, 
nganh khac phif hop vai deg viec dirge phan ding; 

+ Trinh do LLCT: Su cap; 

+ Ngach vien 	Vien chirc hang III; 

+ Trinh do tin hoc: CO trinh dO tin hoc dat chuan k5' nang sü dung c8ng nghe 
thOng tin co ban theo quy dinh tai Thong fir so 03/2014/TT-BTTTT ngay 
11/3/2014 dm BO Thong tin va Truy'en thong quy dinh Chuan kys nang sir dung 
ding nghe thong tin. 

+ Trinh dO ngoai ngif: CO trinh dO ngoai ngit theo quy dinh tai Thong tit so 
01/2014/TT-BGDDT ngay 24/01/2014 ciia BO Gido duc va Da() tao ban hanh 
khung nang hie ngoai ngif 6 be ding cho Viet Nam. 

VI. Vien chic phy trach 110i Ngtroi cao tuei (01 hien che) 

+ Nhiem vu, c8ng vie: Gthp HOi  Tuyen truyen ph94  bin Mat nguai cao tuOi 
Viet Nam, Huang dan vã thi hanh dieu le HOi Ngtrai cao tuOi. 

chirc cac boat d'Ong: Huang dan vie chile mimg thy NCT, TO chirc the 
hOi thi: HOi  ngh1 bieu ducmg Chit tich NCT cac xa, thi tran , chi hOi NCT tieu bieu; 
HOi thi lien hoan Tieng hat Nguoi cao tuoi; 

Phoi hop vói Trung tam Van h6a Th8ng tin va The thao huyen th chirc HOi 
kh6e truyen th8ng NCT huyen va tham gia HOi khoe truyen th8ng NCT tinh Bac 
Giang; Tham gia giao lint trang thor Dã hucmg ngan nam coa tinh; TO chirc binh 
chon va giao km tha ca vao dip 01/10; TO chirc lé phat Ong thang hanh dOng vi 
NCT Viet Nam; To chit tham hoi tang qua NCT vao dip 01/10. 

Phi hop voi Benh vin mat quot e te Be Giang t chic tu van va phap phat 
thuOc mien phi cho NCT; Phoi hap \red Trung tam Y Te huyen to chit lap ho soya 
kham the benh cho NCT tir 80 tuoi trer len. 

+ Trinh dO chuyen mon: Cao clang; 

+ Chuyen nganh: K'y thuat din tir, Luat, Tai chinh, Ka toan, chuyen nganh 
khac phi hop \Rai ding vie Sot phan ding; 



+ Trinh dQ LLCT: So cap; 

+ Ngach vien chirc: Vien chirc hang III; 

+ Trinh dO tin h9c: Co trinh dO tin h9c dat chuan k nang sir dyng cong ngh'e 
thong tin co ban theo quy dinh tai Thong tu s6 03/2014/TT-BTTTT ngay 
11/3/2014 cha BO Thong tin Ira Truyen thong quy dinh Chuan k nang sir dyng 
Gong nghe thong tin. 

+ Trinh dO ngoai 	CO trinh do ngoai nfl theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 cha BO Gido dyc va Dao tao ban hanh 
khung nang lye ngoai ngit 6 bac dimg cho Viet Nam. 

VII. Vien chtic 110i nguiri mit (01 vi tri, 01 hien che) 

+ Nhiem vu, cling viec: Gin') HOi nguai mu huyen thgc hien nhiem vi,t chinh 
tri, xa hOi eüa huy'en, dong thed Ong viên ngueri mu cham lo, giop der-   nhau ye xa 
hOi, van h6a va nghe nghiep, tart) moi truong de ngued mu phan dau vucm len, g6p 
phan thyc hien myc flair "Dan giau, nuerc manh, xa hOi dan ehü, Gong bang, van 
minh. 

HOi Ngueri mu huy'en hoat  dOng ehü yeu la ginp hOi vien florin mu hoa nhap 
yeti Ong &Mg. 

+ Trinh dO chuyen mon: Cao dang; 

+ Chuyen nganh: K toan, Tai chinh, Van h6a, Hanh chinh,chuyen nganh 
khac phü hyp voi deg viec duce phan &Ong; 

+ Trinh dQ LLCT: So cap; 

+ Ngach viên chirc: Vien chirc hang III; 

+ Trinh do tin h9c: CO trinh dO tin h9c dat chuan k nang sir dyng cong nghe 
thong tin co ban theo quy dinh tai Thong tu so 03/2014/TT-BTTTT ngay 
11/3/2014 dm BO Thong tin va Truyen thong quy dinh Chuan k'Sr nang sir dyng 
cong nghe thong tin. 

Trinh dO ngoai ngil: CO trinh do ngoai ngir theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 dm BQ Gido dye  va Dao tao ban hanh 
khung nang lye ngoai ngir 6 bac dimg cho Via Nam. 

VIII. Vien chat 111)i Chir th4p do huyen (01 vi tri, 01 Men che) 
+ Chirc nang, &mg viec: Tap hap, doan ket, dOng viên ngueri ngueri ngheo, 

nguoi yeu the, kern may man thanh thieu nien, cac tinh nguyen vien Chit thap do, 
g6p phan dux hien the chuang trinh kinh te - xa hOi, gido dyc the he tre, xay dyng 
nep sang van minh, gia dinh van hod, gift gin an ninh chinh tri, tat tu an toan xa 
hOi, xay dung va bao ve To quirk. Lam nong cot trong phons trao toan dan cham 
s6c, phyng dilang vá phat huy vai tre ngueri ngheo, ngueri yeu the, kern may man 
Via Nam. 

, Huang dan viec ton vinh hien mau tinh nguyen, Ta chirc cac hOi thi: HOi nghi 
'Dieu duong Chit tich CTD cac xã, thi tran va cac Chi hOi CTD tryc thuOc huyen 
HOi; 

+ Trinh dO chuyon mon: Cao clang; 



+ Chuyen nganh: Xa hei hoc, K toan, Tai chinh, Hanh chinh, nganh khac 
phü hop voi cong viec &roc phan ding 

+ Trinh do LLCT: Trung cap; 

+ Ngach vier' chirc: Vien chirc hang III; 

+ Trinh dO tin h9c: CO trinh dO tin he dat chuan k nang sir dung Gong nghe 
thong tin co ban theo quy dinh tai Thong tu se 03/2014/TT-BTTTT ngay 
11/3/2014 dm Be Thong tin va Truy'en thong quy dinh Chun lcSr nang sir dung 
ding nghe thong tin. 

+ Trinh dO ngoai ngir: Co trinh do ngoai nger theo quy dinh tai Thong tu 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido due va Dao tao ban hanh 
khung nang luc ngoai ngii 6 bac ding cho Viet Nam. 

IX. Wen chat Kho him tril (01 Ili tri, 01 bien che) 
+ Nhiem 	Tham mini UBND huyen chi dap, htremg clan cac co quan, dcm 

vi, UBND cac xã ye cong tac Luu frit; 

Giüp UBND huyen luu tr& he so, tai lieu hang nam va quan 1 kho Lint tit; 

Tham mint bao cao dot  xuat, bao cao nam v Trung tam Um frit tinh. 

+ Trinh dO chuyen mon: Cao clang; 

+ Chuyen nganh: Van thu, Luu tilt, Thu vien, nganh khac phit hop vori cong 
viec dugc phan ding 

+ Trinh do LLCT: So cap; 

+ Ngach vien chirc: Vien chirc hang III; 

+ Trinh cl(1 tin h9c: CO trinh de tin h9c dat chuan IcST nang sir dung cong ngh'e 
thong tin co ban theo quy dinh tai Thong tu se 03/2014/TT-BTTTT ngay 
11/3/2014 dm BO Thong tin vã Truyen th8ng quy dinh Chuan ky nang sir dung 
ding nghe th8ng tin. 

+ Trinh dO ngoai ngii: CO trinh de ngoai ngir theo quy dinh tai Thong tu so 
01/2014/TT-BGDDT ngay 24/01/2014 dm BO Gido due va Dao tao ban hanh 
khung nang luc ngoai net 6 bac dung cho Viet Nam. 
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