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Can cu Nghi ilinh s6 61/2012/ND-CP ngay 10 thang 8 nom 2012 cua 
Chinh phu quy ainh chuc nang, nhi¢m v¥, quy~n hc;m va co cdu t6 chuc cua 
B(> N(>i v¥; 

Can cu Nghi ainh s6 41/2012/ND-CP ngay 08 thang 5 nam 2012 cua 
Chinh phu quy ainh v~ vi tri vi¢c lam trong aon vi S1! nghi¢p cong 19p; 

B(> truirng B(> N(>i v¥ ban hanh Thong tu huang ddn th1!C hi¢n Di~u 
5, Di~u 6 va Di~u 8 cua Nghi ainh s6 41/2012/ND-CP ngay 08 thang 5 
nam 2012 quy ainh v~ vi tri vi¢c lam trong aon vj S1! nghi¢p cong 19p (sau 
aay g9i chung la Nghi ainh s641/2012/ND-CP). 

ChU'(yng I 

PHUONG pHAp tic DINH VI TID VI~C LAM 

Di~u 1. Thang ke eong vi~c theo ehue nang, nhi~m Vl}, quy~n 
h~n eua dO'n vi Sl}' nghi~p eong l~p 

Vi~c th6ng ke cong vi~c thea chuc nang, nhi~m V\l, quy~n h~n va co 
cfru t6 chuc cua dan vi SlJ nghi~p cong l?p thlJc hi~n nhu sau: 

1. Th6ng ke nhUng cong vi~c co tinh chfrt thuemg xuyen, lien Wc, 6n 
dinh, lau dai, l?p di l?p l~i co tinh chu kY rna dan vi SlJ nghi~p cong l?p 
thlJc hi~n, g6m: 

a) Nhfrng cong vi~c lanh d~o, qmin ly, di~u hanh cua nguai dUng 
dfru, cfrp pho cua nguai dUng dfru trong dan vi SlJ nghi~p cong l?p va nguo'i 
dUng dfru, cfrp pho cua nguai dUng dfru cac t6 chuc tIVc thuQc co cfru t6 
chuc cua dan vi SlJ nghi~p cong l?p do co quan co thfun quySn quy dinh, 
tinb tu cfrp truemg phong va tuang duang tra len. 

b) NhUng cong vi~c thlJc thi, thua hanh chuyen mon, nghi~p V\l cua 
vien chuc, trong do tach ro: 

- Cong vi~c thlJc thi, thua hanh thuQc v~ chuyen nganh, linh VlJC ho~t 
dQng eua don vi SlJ nghi~p eong l~p; 



;,,~:\ lh ve' chn\·(;rCo~g .yi~c,;th\Icthi, thua harm thuQc v6 chuyen nganh, IInh vvc'1(. 

"i· I 
., 1.. (\.p,Q,YC~·~Y\l,c6ng tac·quanJY di€u hanh va ho~t dQng cua don vi SlJ nghi~p 

cong l~p. 

-. ", ,,; 2: Th6ng ke cong vi~c trong don vi S\f nghi~p cong l~p du<)'c thlJc 
hi~n, trinh tlJ tu don. vi c~p du6'i len don vi c~p tren then tUng c~p qui!m 1;' 
trong co c~u t6 chilc cua don vi SlJ nghi~p cong l~p. 

3. Khong th6ng ke nhfrng cong vi~c co tinh thai V\l, dot xu&t ho?c 
. cong vi~c khong thuoc 'chilc nang, nhi~m V\l cua don vi SlJ nghi~p cong l~p. 

4. Vi~c th6ng ke cong vi~c trong don vi SlJ nghi~p cong l~p then Phv 
h,lC s6 1 kern then Thong tu nay. 

Di~u 2. Phan nhom cong vi~c 

Tren co sa thf>ng ke cong vi~c theo chilc nang, nhi~m V\l, quySn h?n 
va co cftu t6 chilc cua don vi SlJ nghi~p cong l~p neu ~i Di€u 1, nguai dUng 
d~u don vi SlJ nghi~p cong l~p t6ng hgp va phan nhom cong vi~e nhu sau: 

1. Nhom nhUng cong vi~c lanh d?o, quim If, diSu hanh ho~t dong 
cua don vi SlJ nghi~p cong l~p then chilc danh, chuc VVlanh d?o. 

_2. Nhom nhUng cong vi~c thvc thi, thua hanh co cling nQi dung 
(ho~c co nQi dung gk nhau) vS chuyen mon, nghi~p V\l, tinh ch~t, guy trinh 
xu ly va san ph&m, dich vv cung c&p thanh mQt nhom. 

3. M6i nhorn cong vi~c duQ'c s~p x~p then thu t\l' tu cong vi~e co 
milc dQ gian don d~n cong vi~c co muc d<) phuc t?P ho~c then quy trinh xu 
If cong vi~c. 

4. Vi~c phan nhom cong vi~c thvc hi~n then Ph\ll\le s6 2 kern then 
Thong tu miy. 

f)i~u 3. Cac y~u t6 anh hU'Ong 

Cae y~u t6 anh huang dSn vi~c xac dinh vi tri vi~c lam trong dan vi 
SlJ nghi~p cong l~p, g6rn: 

1. Ch€ d<) lam vi~c; 

2. Ph?m vi ho?t dQng; 

3. D6i tUQ1lg phl,lc Vl,l; 

4. Tinh ch~t, d~c di~m cua ho~t d<)ng nghS nghi~p; 

5. Co ch~ lam vi~c; 

6. Milc dQ hi~n d?i hoa cong s6. 

f)i~u 4. ThBng ke, danh gia th1J'C tr~ng d{)i ngfi vien chuc 

Vi~e th6ng ke, danh gia thvc tr?llg doi ngil vien chuc trong dan vi sv 
nghi~p cong l?p thlJc hi~n nhu sau: 
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, ; ,., LTh6ng ke thl,fc tn;mg v@ s6 luqng va ch~t lUQ1lg dQi ngu vien chuc 
va laodQng hgp d6ng dai h~ thea quy dinh Clla phap lu~t t~i thai di~m xay 
d~g D@ an vi tri vi~c lam trong don vi Sl,f nghi~p cong l~p. 

a) Trinh dQ dao t~o; 

b) Chuyen mon dao t~o; 

c) Ngo~i ngfr; 

d) Tin h9C; 

d) Oiai tinh; 

e) Tu6i dai; 

g) Ng~ch (hoi;ic chuc danh ngh@ nghi~p) vien chuc dang gifr. 

2. Danh gia thl,fc tr~g dQi ngu vien chuc va lao dQng hgp d6ng dai 
h~n t~i thai di~m xay d\fllg D@ an vi tri vi~c lam clla don vi Sl,f nghi~p cong 
l~p, g6m cac nQi dung: 

a) Trinh dQ dao t~o; chuyen mon dao t~o; ngo~i ngfr; tin h9C; giai 
tinh; tu6i dCri; ng~ch (chuc danh ngh@ nghi~p) clla vien chuc so vai yeu c~u 
Clla cong vi~c; 

b) Nang ll,fC, hi~u qua cong vi~c thl,fc tS Clla tUng vien chuc t~i vi tri 
cong roc dang dam nh~n. 

3. Vi~c th6ng ke th\fc tr~ng dQi ngu vien chuc trong dan vi Sl,f 
nghi~p cong l~p thl,fc hi~n thea Ph\l h,lc s6 3 va Ph\ll\lc s6 4. 

J)i~u 5. Danh ml}c vi tri vi~c lam c~n thi~t ciia dO'n vi Sl}' nghi~p . 
congl~p 

1. Tren co sa th6ng ke, phan nhom cong vi~c; cac ySu t6 anh huang; 
th6ng ke, danh gia thl,fc tr~ng dQi ngu vien chuc va chuc danh ngh@ nghi~p 
vien chuc do co quan co th~m quy@n quy dinh, nguai dUng d~u dan vi Sl,f 
nghi~p cong l~p xac dinh vi tri vi~c lam va bang danh m\lc vi tri vi~c lam 
c~n thiSt clla don vi Sl,f nghi~p cong l~p. 

2. M6i vi tri vi~c lam gful vai nQi dung chuyen mon, nghi~p V\l C\l 
th~ thea chuc danh ngh@ nghi~p ho?c chuc V\l lanh d~o, quan ly trong dan 
vi Sl,f nghi~p cong l~p. 

3. Bang danh m\lc vi tri vi~c lam c~n thiSt clla dan vi Sl,f nghi~p 
cong l~p, bao g6m: 

a) Cac vi tri vi~c lam gful vai nhi~m v\llanh d~o, quan ly, di@u hanh; 

b) Cac vj tri vi~c lam g~n vai nhi~m V\l thl,fc thi, thua hanh thuQc 
ho~t dQng ngh@ nghi~p; 

c) Cac vi tri vi~c him gful vai nhi~m V\l thl,fc thi, thua hanh ho~t 
dQng ngh@ nghi~p ph\lc Vl;1 cho cong tac quan ly, di@u hanh va hO:;tt dQng 
Clla dan vi Sl,f nghi~p cong l~p. 

4. Bang danh ml;1c vi tri vi~c lam c~n thiSt clla dan vi Sl,f nghi~p 
cong l~p thgc hi~n thea Ph\ll\lc s6 5 kern thea Thong tu nay. 
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• •• ", i;~;' 'i~Di~u6. Ban mo ta eong vice eua tirng vi tfi viee lam 
. ~ " ;, 

t,;"1 \,.' 1 • "-l I ."• 

. : ~~:' \-~ 1(. ~ ~ - I; r , ; 

,~ " ~"- . 
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, ,'iTren::cO' :sa danh'rovc vi tri vi~c lam duQ'c xac dinh t~i f)i~u 5, th\fc 
hi~n rna ta cong vi~c cua tUng vi tri vi~c lam nhu sau: 

L Mo ta v~ n(>i dung, quy trinh, thu t\lC, sim ph&m d&u ra va thai 
gian hoan thanh tUng cong vi~c duQ'c th6ng ke t~i tUng vi tri vi~c bim. 

2. K6t qua (san ph&m) cong vi~c cua vi tri vi~c lam tinh binh quan 
thea ngay, thang, nam. 

-3. f)i~u ki~n lam vi~c (trang thi6t bi, ph&n m~m quim ly, phuang 
ti~n, moi truemg lam vi~c, ... ). 

T~i nhUng vi tri vi~c lam gin v6i chuc V\l lanh d~o, qli(~m ly, di~u 
h8nh trong dan vi S\f nghi~p cong l?p c6 th\l'c hi~n cong vi~c th\l'c thi, thira 
hanh thi ph&n rna ta v~ cong vi~c th\l'c thi, thira hanh duQ'c th\l'c hi~n nhu 
d6i v6i vitri vi~c lam th\l'c thi, thira hanh trong dan vi SlJ nghi~p cong l?p. 

4. Ban roo ta cong vi~c cua tUng vi tri vi~c lam th\l'c hi~n thea Ph\! 
l\lc s6 6 kern thea Thong tu nay. 

Di~u 7. Khung nang life eua tirng vi tri vi~e lam 

1. Khung nang l\l'c cua timg vi tri vi~c lam duQ'c xay dlJDg tren cO' s6 
ban rna ta cong vi~c wang Ung: 

a) Trinh d(> dao t~o, chuyen man; 

b) Cac ley nang C\l thS;
 

c) Cac nang l\l'c C\l thS.
 

2. Khung nang l\l'c cua timg vi vi~c lam th\l'c hi~n thea Ph\l l\lc s6 7 
kern thea Thong tu nay. 

Di~u 8. Xae dinh ehue danh ngh~ nghi~p tU'(Yng ung va h~ng eua 
ehue danh ngh~ nghi~p 

Vi~c xac dinh chuc danh ngh~ nghi~p va h~g cua chuc danh ngh~ 
nghi~p tuang Ung v6i vi tri vi~c lam duQ'c ti6n hanh can cu VaG cac y6u t6 
sau: 

1. Linh VVC ho~t dQng nghi~p V\l; 

2. Ten cua vi tri vi~c lam; 

3. Ban rna ta cong vi~c; 

4.	 Khung nang l\l'c. 

ChuO'ng II 

CO cAu VIEN CHUC THEO CHUC DANH NGHE NGHltP 

Di~u 9. Nguyen t~e xae dinh coo e§u vien ehue theo ehue danh 
ngh~ nghi~p 

1. Bao dam phil hQ'P v6i quy dinh v~ cO' cftu vien chuc theo chue 
danh ngh~ nghi~p do cO' quan c6 thftrn quy~n ban hanh. 
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: :2. Bao ,dam tY l~ :ca cfiu chuc danh ngh~ nghi~p trong dan vi sv 
nghi~p cong l?p phil hqp voi muc dQ phuc t~p cua cong vi~c va chuc nang, 
nhi~m Vl). 

3. Ton trQng thvc tr~ng v~ co cfiu vien chuc theo chuc danh ngh~ 
nghi~p hi~n co. 

Di~u 10. Can cu' xac dinh co' cfiu vien chu-c theo chu'c danh ngh~ 
nghi~p 

1. Vi tri, chuc nang, nhi~m Vl), quy~n h~n va co cfiu t6 chuc cua don 
vi Sl)' nghi~p cong l?p dugc co quan co thfrm quy~n quy dinh. 

2. Tinh chfit, muc dQ chuyen mon hoa cua dan vi Sl)' nghi~p cong l?p. 

3. Quy dinh v~ h~g cao nhfit cua chuc danh ngh~ nghi~p dugc quy 
dinh cho dan vi sv nghi~p cong l?p. 

4. Thvc tr~ng vi tri vi~c lam, vien chuc va co cfiu vien chuc trong 
dan vi sv nghi~p cong l~p. 

ChU'O"ng III 

DE AN VI TID Vl~C LAM: 

Di~u 11. Xfiy dl}'ng D~ an vi tri vi~c lam trong dO"n vi Sl}' nghi~p 
cong l~p 

1. Hang nam, BQ, co quan ngang BQ, co quan thuQc Chinh phu, t6 
chuc do Chinh phu, Thu tu6'ng Chinh phu thanh l~p rna khong phai la dan 
vi sv nghi~p cong l~p (sau day gQi chung la BQ), Uy ban nhan dan cac tirill, 
thanh ph6 tflJC thuQc Trung uang (sau day gQi chung la tinh) va dan vi S\r 
nghi~p cong l?p co trach nhi~m xay dl)'llg D~ an vi tri vi~c lam trong dan vi 
sv nghi~p cong l~p thuQc th:lm quy~n quan 1y trinh co quan co th§.m quy~n 
theo quy dinh. 

2. Dan vi Sl)' nghi~p cong l~p xay dl)'llg D~ an vi tri vi~c lam cua dan 
vi mlnh theo phl) ll)c m~u D~ an kern theo Thong tu nay. 

3. BQ, tinh xay dl)'llg D~ an vi tri vi~c lam trong dan vi sv nghi~p 
cong l~p thuQc th:lm quy~n quan lY. 

Di~u 12. Trinh tl}', thil tl).c xfiy dl}'ng, thAm dinh D~ an 

1. Vi~c xay dvng va phe duy~t D~ an vi tri vi~c lam trong dan vi sv 
nghi~p cong l~p du<;yc thvc hi~n theo trinh tl)' tir cfip duoi len cfip tren theo 
tUng cfip quan lY. Cl) thS: 

Buoc 1: Dan vi sv nghi~p cong l?p co tu cach phap nhan, co con 
dfiu, tai khoan, hang nam co trach nhi~m xay dvng D~ an vi tri vi~c lam cua 
dan vi minh trinh co quan quan ly cfip tren tflJC ti€p theo quy dinh. 
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, '.,-,<ill;\ (; T;Buac2:iGu(:g'uan,.'t6 chuc, dan vi qmln ly c&p tren tn,rc ti€p co tnich 

, ", ':: c0,c qilii~m th~m}dinh :E)@::aIivi tri vi~c lam cua cac dan vi S\l nghi~p cong l~p 
I' ',! Tithu<)c th~m IquY~ll"quan ly; xay d\ffig DS :in vi tri vi~c lam trong dan vi SlJ 

; ,nin1ghi~p cong l~p cuaca quan, t6 chuc, dan vi minh trinh nguai dUng d~u ky 
- ,,'.' vagfri cO' quan quan ly c~p tren tr\lC tiSp thea quy dinh. 

Bu6c 3: V\l (Ban) cua cac B(> va Sa N(>i V\l cac tinh co trach nhi~m: 

a) V\l (Ban) T6 chuc can b9 th~m dinh DS an vi tfl vi~c lam cua cae 
cO' quan, t6 chuc, dan vi S\l nghi~p cong l~p thu(>c va tf\lC thu(>c B(>; t6ng 
hgp, xay d\ffig DS an vi tfl vi~c lam trong dan vi S\1' nghi~p cong l~p cua 
B(>, l~p h6 So' trinh Lanh d~o B9 quySt dinh va gui B9 N(>i V1,1 thea quy 
dinh. 

'. b) Sa N(>iv\l th~m dinh DS an vi tri vi~c lam trong dan vi S\1' nghi~p 
,'.cong l~p thu(>c Uy ban nhan dan c~p tinh, Co' quan chuyen mon thu(>c Uy 

ban nhan dan c~p tinh, Uy ban nhan dan c~p huy~n; t6ng hgp, xay d\ffig DS 
. an vi tri vi~c lam trong dan vi S\I nghi~p cong l~p cua tinh, l~p h6 So' trinh 

lanh d~o Uy ban nhan dan tinh quySt dinh va gfri B(> N(>i V1,1 thea quy dinh. 

2. VS th~m dinh DS an vi tri vi~c lam trong dan vi S\1' nghi~p cong 

a) VS diSu ki~n th~m dinh 

- DS an vi tri vi~c lam trong dan vi S\1' nghi~p cong l~p khi co du h6 
So' va gfri dung thai gian thea quy dinh. 

- Dan vi S\I nghi~p cong l~p dugc thanh l~p dung th~m quySn thea 

quy dinh cua phap lu~t. 

b) VS n(>i dung th~m dinh 

Vi~c thk dinh DS an vi tri vi~c lam trong dan vi S\1' nghi~p cong l~p 

th\1'c hi~n thea quy dinh t~i Khoan 3 DiSu 9 Nghi dinh s6 41/2012/ND-CP 
ngay 08 th:ing 5 nam 2012 quy dinh vS vi tri vi~c lam trong dan vi S\1' 

nghi~p cong l~p. 

c) VS quy trinh th~m dinh 

Bu6c 1: Th~m dinh vS h6 So': Co' quan, t6 chuc, dan vi dugc giao 
nhiem vu thftm dinh DS an vi tri viec lam co tnich nhiem thftm dinh vS h6 
So'. Khi h6 So' kh6ng dUng ho~c chu~ du thea quy dinh dugc hoan tni l~i cO' 
quan, t6 chuc, dan vi xay d\lllg DS an dS hoan thi~n. 

Bu6c 2: Thftm dinh vS n(>i dung DS an vi tri vi~c lam thea quy dinh; 

Bu6c 3: D\1' thao van ban thftm dinh trinh nguai dUng d~u Co' quan, t6 
chuc, dan vi xem xet, quySt dinh thea th§.m quySn. 

3. D6i v6i cae t6 chuc, dan vi S\1' nghi~p cong l~p thu(>c cac Co' quan, 
t6 chuc cua Dang CQng san Vi~t Nam, t6 chuc chinh tri-xa hQi, Van phong 
Chu tich nu6c, Van phong Qu6c h(>i, KiSm toan Nha nu6c, Vi~n Kiem sat 
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',;;"' dlhful dan;t6i cao, 'l'9a ahnhan dan t6i cao, xay d\fIlg D@ an vi tri vi~c lam 
.. , \ ,-! ,j:triilh~b';quan'co)thfun quy@n va gui BQ NQi Y\l dS t6ng hqp chung thea quy 

dinh. 

Cbmmg IV 

tURU KHoAN THI HANH 

Di~u 13. Hi~u ll}'c tbi b~lDh 

1. Thong tu nay co hi~u IlJc k@ ttl' ngay thimg nihn 2012. 

2. Bffi b6 nhUng quy dinh v@ bien ch~ sv nghi~p huang d~n t~i 
Thong tu s6 89/2003/TT-BNV ngay 24 thang 12 nam 2003 cila BQ NQi V\l 
hu6ng d~n thlJc hi~nphan cftp quan If bien chS hanh chinh, SlJ nghi~p nha 
nu6c va cac quy dinh trai v6i huang dk ~i Thong tu nay. 

Di~u 14. Tracb nbi~m tbi bimb 

1. Cac BQ .truOng, Thil truOng co quan ngang BQ, Thil truOng co 
quan thuQc Chinh phil, nguOi. dUng d~u t6 chuc do Chinh phil, Thil tuang 
Chinh phil thanh I?p rna khong phai la dan vi SlJ nghi~p cong I?p, Chil tich 
HQi d6ng nhan dan, Chil tich 0y ban nhan dan tinh, thanh ph6 tflJC thuQc 
Trung uang va cac co quan, t6 chuc, ca nhan co lien quan chiu trach nhi~m 
thi hanh Thong tu nay, 

2, Trong qua trinh thlJC hi~n nSu co vuang m~c, dS nghi phan anh v@ 
BQ NQi vv dS huang d~, xem xet, giai quySt.l. 

Noi nhlj.n: BOTRUONG 
- Ban Bf thu Trung uang Dang;
 
- TM tuOng, cac PM ThU tuOng Chinh phu;
 
- Cac BQ, CO' quan ngang BQ, co quan thuQc CP;
 
- VP BCD TW v~ phOng, ch6ng tharn. nhiing;
 
- HDND, UBND cac tinh, thanh ph6 tIvc thuQc TW;
 
- van phOng Trung uang va cac Ban Clla Dang;
 
- Van phong CM tjch nuac;
 
- HQi d5ng Dan tQc va cac Uy ban cua Qu6c hQi;
 
- Van phOng Qu6c hQi;
 
- Toa an nhan dan t6i cao;
 
- Vi~n Ki~rn sat nhan dan t6i cao;
 
- Ki€rn toan Nha nuac;
 Nguy~n Thai Blnb 
-Uy ban Giam sat tai chinh Qu6c gia;
 
-Uy ban Trung uang M~t tJ"?n T6 qu6c Vi~t Nam;
 
- Co quan Trung uang clla cac doan the;
 
- Website Chfnh phil, Website BQ NQi vv;
 
- Cac Vv, Cvc, dan vi tIvc thuQc;
 
- Luu: Vlln thu, TCBC (lOb).
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DON Vl cAP TREN TRl)'C TIEP: ..... 
DON Vl BAo cAo: . 

Ph\ll\lC 1
 
THONG KE CONG VI~C THEQ CHUC NANG, NHI~M Vl)
 

(Ban himh kem theo Thong tu sa .. ./2012/TT-BNVngay ... thang ... nam 2012 clia B? N{ji v{J)
 

s6 
TT Ten cang vi~c 

I Cang vi~c thuQc lanh d~o, quan Iy 

1 Cang vi~c thu nh~t 

2 Cang vi~c thu hai 
3 Cang vi~c .... 
.... 

II 
Cang vi~c thl,fc thi, thila Mnh chUc nang, nhi~m Y\l chuyen nganh, linh Vl,fC 

ho~t dong 

1 Cang vi~c thu nh~t 
2 Cang vi~c thu hai 
3 Cang vi~c .... 

, .1 

III Cang vi~c thl,fc thi, thila hanh ph\lc Y\l cang tac qUilll ly va ho~t dong cua dan vi 

1 Cang vi~c thu nh~t 

2 Cang vi~c thu hai 
3 Cang vi~c .... 

i 

NQi dung' Cl,l th~ cua cang vi~c 
I 
I 

, 

, 

-
, -

-
, 
, 

i 

I 

, 

• 

, 

I 

... , ngay ... thfulg ... nam ... 
NGUC1! L~P BIEU THU TRUONG DON VJ 
(Ky va ghi ro hI} ten) (Ky ya ghi ro hI} ten) 



DON Vl cAP TREN TR{jC TIEP: ..... 
DON Vl BAo cAo: . 

Phl,lll,lc 2
 

PHAN NHOM CONG VI~C
 
(Ban himh kem theo Thong til' s8 .. .I2012/TT-BNVngizy ... thdng ... nom 2012 eua 1!~ N~i v~)
 

S6TT NHOM CONG VIl~C Vi tri vi~c lam Mas6 

I Lanh d;;to, quan ly 

I Nhom lanh d;;to dan vi Nguoi dung d&u d~ vi 

C§.p pho clla nguoi dung d&u dml vi 

2 Nh6m lanh d;;to cac t6 chuc tn,rc thuoc Nguai dung d&u t6 chue tn,re thuoc 

C§.p pho ella nguai dUng d&u t6 ehue tn,re thuoc 

II Cong vi~e th\IC thi, thira hanh ehUc nang, nhi~m Y\l ehuyen ngfmh, linh Y\IC ho;;tt dong , 

i 

I Nhom cong vi~e I Vi tri vi~c lam a I 
2 Nh6m eong vi~e I Vi tri vi~e lam b 

I 

Vi tri vi~e lam n 
I 

... ...... 

, I 

,( III Cong vi~e th\lc thi, thua hanh ph\le Y\l cong tae qufm ly va ho;;tt dong ella dan vi 

... Nhom eong vi~e I Vi tTi vi~c lam a 

... Nh6m eong vi~e 2 Vi tri viee lam b 

.. , ..... , Vi tri vi~e lam n 

.. 

I 

... , ng~y ... thang ... nam ... 

THUr TRUONG DON VJ 
(Kr va ghi ro hQ ten) 

I 
! 

NGUOI L~P BlED 
(Ky va g~i ro hQ ten) 



DON VI cAp TREN TRl!C TIEP: 
DON VI BAo cAo: .. , , 

Ph\ll\lC 3 
DANH sAcH VI:EN CHUC CVA DON VJ 

Tinh a~n ngay . 
(Ban hilnh kern theo Thong tll" sa .. .l2012/TT-BNVngily thang '" nom 2012 eua Br Nr; v~) 

... , ngay ... thang ... nam ... 
THV TRUONG DON VJ 

(Ky va ghi r6 hQ ten) 

Nam tuy8n d\lng Chl'rc danh 
Trinh do chuyen mon iNgay sinh Vi tri viec ngha • I Trinh dQ CluIng chi, 

lam dang Vao dan nghi~p r Trinh dQ, 
b6iduong 

Chuc V\l, Vaoca 
i tin h9C vanIT Elan vi / HQ va ten 

cillIC danh dam quan nha vi dang (ng~ch) Chuyen 
H¢ c!im ngoll-ingit 

phong nghiep VIINaill Nit nhiem nuac lam viec hi~n dang Van being ngimh 
t(foxBp dim t(lO 

6 7 8 9 10 11 f2 13 14 151 2 3 4 5 

I Liinh dll-o dan vi 

1 Nguy8n Van A. .. -
2 Nguy8n Van B -
3 -...... 

n Phong 1 

1 NguySn van X 

... ....... 
2 

III Phong2 
----

I Nguyen van Y 

....... ... 
2 

_. 

NGUOl L~P BIEU 
(Ky va ghi ro hQ ten) 



DON Vl cAP TREN TRl!C TIEP: .. _ 
DON Vl BAo cAo: .,. _ __ 

Ph.... l....c 4 : 
TONG H<}P THve T~NG eRAT LU<}NG DQI NGU vrEN eHue DEN N<;;Ay .... 

(Ban himh kem theo Thong tli sa .. .I2012/TT-BNVngay '" thang ... nam 2012 cua 1;1v N{Ji v{l) 
! 

IT 

1 

Dan vi 

2 

T61~ 
so 

3 

Gi&i tinh 

Nam Nu 

4 5 

dllCJ' 

30 

6 

89 tuBi 

3(). 41­

40 JO 

7 8 

J1­

60 

9 

Co cAu ng(lch (ho~c 
chile danh ngh~ 

nghiep) 

eve cv a;
CVCC 

(1106£ (ho~ (JIQ~ 
f'IOQ& 

}u;mg h<mg htJ'Jg
J";U1g J) 

II) JIl) JJ1 

10 11 12 13 

S. 

,ap 

14 

Trinh d9 dilO t(lO 

-'s Cao Dqi Thqc 

"'1' JJ.ng h9c sy 

15 16 17 18 

Titn 

sy 

19 

: 
Chuyen mon dao t(lO thuoc \lnh 

iY\lC 
! 
, 

I 
Vall Lao ~PllhHimh Giao 

Y It holl. d~/jg, 'W'
Ch;'l" du' IT TBXH ~Jltic 

20 21 22 23 24 25 

A 

26 

Ngo(li ngfr 

DH
B C 

'riJ Ji,l 

27 28 29 

A 

30 

Tin hQc 

B C 

31 32 

CD. 

DH 

tro Jill 

33 

1 
2 
3 

4 

TBng s6 
Liinh d(lo dan vi 

PhongA 

Phong B 
Phong ,. .. 

- -

, 

! 

, 
! 

j 

I--­

r-----­ -­
I--'-­ --I---­ - - -

I 

,I 
i 

NGUm L~P BlED , ngay ... thlmg ... nam ... 
(Ky va ghi ro hQ ten) THU TRUONG DaN VI 

(Ky va ghi ':0 h9 ten) 



DON Vl cAp TREN TRljC TIEP: ..... 
DON Vl BAo cAo: .. 

Phu luc 5 
DANH MUC VI TRi VIEC LAM CAN THUtT CVA DON VI SU NGHIEp CONG LAp., • •• • I • 

(Ban himh kem theo Thong til' sa .../2012/TT-BNV ngay ... thang ... nom 2012 eua ~r Nri v~) 
i 

S6TT DANH Ml)C Vl TRl VIl~:C LAM Mfi 56 vi tfi viec lam 

I Lanh d~o, quin ly 
1 C~p truOng don vi 5l,1 nghiep 
2 cAp ph6 don vi Sl,1 nghiep 
3 C~p truOng don vi tfl,lC thuQc 
4 cAp phO don vi tfl,lC thuQc 
II Cang viec thl,1C thi, thira harm chuc nang, nhiem V\l chuyen nganh, Hnh Vl,1C ho~t dQng 
5 Vi tri viec lam .... 
... Vi tfi viec lam .... 
.... ............... 
III Cang viec thl,1c thi, thira harm ph\lc V\l cang tac quin ly va ho~t dong cua don vi 
... Vi tfi viec him .... 
... Vi tri viec lam .... 
... " .. , .... '" ........... 

NGUm L~P BIEU ... , ngay ... thang ... nam ... 
(KY'va ghi ro h<) tell) THU TRUONG DON Vl 

(Ky va ghi r6 ho ten) 



DON Vl cAp TREN TRV'C TIEP: ..... 
DON Vl BAo cAo: . 

Ph\} l\}c 6 

BANG MO TA CONG VIJ!:C CVA VI TRI VIJ!:C LAM I 

(Ban himh kem theo Thong tU'sb .. .I2012/TT-BNVngay ... thang ... nom 2012 cua.q9 N9i v~) 

S6TT Vi tfi viec lam Mas6 Cong viec chinh phai thl,l'c bien 

Sin pham d&u Ta 
i 

Ten san phfun KSt q*a tl1\lc 
ru1u ra hi~n tr?ng nam 

Thai gian trung 
binh tlwc hi~n 

(gia) 

T6ng scS thai 
gian xU: ly cong 
vi~c trong mi;'>t 

nam (gia) 

1 2 3 4 5 ~ 7 8 
I 
1 

2 

3 
... 

Lanh d<;l.o, quim ly 
Don vi S\l' ngbiep 
- Cap twang 
- Cap ph6 

Don vi tf\l'C thuQc 
- Cap truang 
- Cap ph6 
... ... " ........ 

1.1 
1.2 

... 
2.1 
... 
3.1 
... 

Cong viec thu nhit 
Cong viec thlr hai 

Cong viec thu ... 
Cong viec thu nhat 
Cong viec thu ... 
Cong viec tM nhat 
Cong viec thu ... 

i 

I 

i 
I 

I 

i 
i 

II 
4 

5 

Vi tTi th\l'C thi, thira hillm chuc nang, nhiem V\l chuyen nganh, 111m wc ho~t dong 
Vi tri X 4.1 Cong viec thu nhat 

." Cong viec thu ... 
Vi tri Y 5.1 Cang viec thu nhat 

'" Cong viec thu ... 

i 

... ... 

III 
Vi tTi thl,l'C till, thira hillm phl,lc V\l cong 

tac qUilll ly va ho~t dong cua dan vi 
i
i 

NGUOI L~P BIEU '... , ngay ._. thang ... nam ... ' 
i 

? I ? 

(Ky va ghi ro hQ ten) , THU 'TRUONG DON VI 
(K~ va ghi ro hQ ten) 

I 

I 
1 



DON Vl cAP TREN TRVC TIEP: ..... 
DON Vl BAa cAo: . 

Ph\} I\}e 7 
KHUNG NANG LIfC CUA VI TRi VI~C LAM 

(Ban himh kem theo Thong til' sa .. ./2012/1T-BNVngay ..• thang ... niim 2012 cua,B(j N{ji v(I) 

I 
I 

Chuyen mon dao t:;10 thuQc lil1h V\lCTrinh d(\ dllO t:;10 Cac +ing [\IC ql th6 

Elan viTT 
Cao Tht;lc TiinSa Dol Lao 

LinlJ VVC""'" Himh Vii"hotJ,
Giaa dltl( Yti dQng, A

chinl) khikIT 
TBXHcap sj sjcdp dtlllg hec 

6 8 9 133 4 5 7 10 11 12 14 i 1521 

I 

I Lanh ~o, quim IS
 
1
 cAp truimg dan vi Sl,f nghi~p
 

2
 cAp phD dan vi st.I nghi~p
 
3
 Cdp truimg dan vi tn,rc thU9C
 

4
 Cdp pM dan vi tn,rc thuQc 
:Cong vi¢c thl,fC thi, thira Mnh chuc nang, nhi{:m \'\1 chuyen nganh, llnh wc hOl;lt di;>ngII 

Vi tri vice lam .... 5 
Vi tri vi~c lam ....... 
...............
 

Iill Cong vi~e tht.Ie thi, thira hanh plwe V\l cong tae quan ly va hO\ll dQng Clla dan vi 

... Vi tri vicc lam .... i 
Vi tri vice lam ....... 

.... ... . ..... .. ........
... 

Cac ky nang C\I th6 

B 

16 

(Ky va ghi ro hI} ten) TAU TRUONG DON VI 
(Ky va ghi ro h9 ten) 



). , '" 
DEAN(MAU) 

VI TRI VIEC LAM TRONG
 
DoN VI..SU NGHIEP CONG LAp .
. 

(Ap d~ng dBi voi cae dun vi S{f nghi~p ding l~p) 

Phfin I
 

sV cAN THIET vA co sa PHAP LY
 

I. sv cAN THIET xAY DVNG DE AN 
1. Khai quat d~e diSm, nQi dung va tinh,ehfrt ho~t dQng eua dan vi 

S\f nghi~p eong l~p 

1.1. NQi dung ho~t dQng eua dan vi S\f nghi~p cong l~p 

1.2. D6i tuqng, ph~m vi, tinh chfrt ho~t dQng eua dan vi S\f nghi~p 
eong l~p 

1.3. Co ehS ho~t dQng eua dan vi S\f nghi~p eong l~p 

2. Nhiing ySu t6 tae dQng dSn ho~t dQng eua dan vi S\f nghi~p cong 
l~p 

Tuy theo linh V\fe, ph~m vi, tinh ehfrt ho~t dQng eua dan vi S\f nghi~p 
cong l~p dS khai quat nhfrng ySu t6 mc dQng. Vi dl,l: cac TruOng giao dl,lc 
ph6 thong, cac ySu t6 tac dQng: s6 lOp, hQc sinh, ... 

II. CO Sa PHAP LY 
1. Van ban phap ly vS vi~c thanh l~p, quy dinh ehilc nang, nhi~m Vl;l 

va co cfru t6 chile cua dan vi S\f nghi~p eong l~p 

2. Cac van b~m phap ly vS vi~c diSu chinh, tang, giam chile nang, 
nhi~m Vl,l, quySn h~n va co cfrU t6 chile cua dan vi S\f nghi~p cong l~p. 

3. Cac van ban phap ly lien quan dSn chilc nang nhi~m VV, quySn 
h~ eua dan vi S\f nghi~p cong l~p. 

4. Van ban quy dinh vS chilc danh nghS nghi~p, co cfru vien chilc va 
s6 luqng nguai lam vi~c trong dan vi S\f nghi~p cong l~p, ... 

Phfin II 
THUC TRANG VIEN CHUC vA sir DUNG VIEN CHUC. . . 

TRONG DON VI ..SU NGHIEP CONG LAp .. 

I. THUC TRANG VI TID VIEC LAM . . . . 
1. Vi tri vi~c lam du<;yc phe duy~t 

2. Vi tri vi~c lam th\fc tS th\fc hi~n 



I 

, ,'Vi~ciphaQ. tich vi tri vi~c bim duqc phe duy~t va vi trf vi~c lam thvc 
t8 th\Ic hi~n, g8m cac nQi dung: 

a) Vitri vi~c lam g~n v6i chilc danh, chilc V\l Hinh d?o dan vi sv 
nghi~p cong l?p. 

b) vi trf vi~clam g~n v6i chilc danh, chilc V\l lanh d?o cac t6 chilc 
thuQc co c~u t6 chilc cua dan vi SlJ nghi~p cong l?p. 

c) Vitri vi~c lam thlJc thi, thua hanh cua dan vi SlJ nghi~p cfmg l~p 

- G~n v6i chilc nang, nhi~m V\l thuQc chuyen nganh, lInh VlJC ho?t 
dQng cua dan vi SlJ nghi~p cong l~p 

- G~n v6i nhi~m V\l thuQc chuyen nganh, lInh VlJC ph\lc V\l quan ly, 
di~u himh va ho?t dQng cua dan vi sv nghi~p cong l~p. 

3. Bang t6ng hqp danh m\lc vi trf vi~c lam 
,I 

_._­

Vi tfl vi~c hun dm;rc phe duy~t 

TT Ten vi tn vi~c lam 

I Lanh u~o uO'n vi SN 
.. -­

1 C~p 1rUemg 

2 C~p pho 

II TB chu-c tnrc. thuoc. 
1 PhongA 

1.1 Lilnh d?o, quan ly 

1.1.1 C~p twemg 

1.1.2 C~p pho 

1.2 Thvc thi, thua hanh 

1.2.1 Vi tri vi~c lam a 

1.2.2 Vi tri vi~c lam b 

... ....... 

2 Phong B 

2.1 Lilnh d;;iO, quan ly 

I 

vi tri vi~c lam th\Ic t~ th\Ic hi~n 

TT Ten vi tff vi~c lam 
(Mil 
s6) 

( 

Tang, gifun vi 
trl vi~c lam 

I 

" 

2 



2.1.1 Cfrp truemg 

2.1.2 Cfrp pho 

2.2 Th\fc thi, thira hanh 

2.2.1 Vi tri vi~c lam a 

2.2.2 Vi tri vi~c lam b 

... ....... 
'I 

4. Ban rna ta cong vi~c cua tUng vi tri vi~c lam 

Mo ta cong vi~c th\fc tS th\fc hi~n cua tUng vi tri vi~c lam thea thu t\f 
cua ban danh fiVC vi tri vi~c lam va huang d&n t?i Thong tu. 

5. Nh~n xet, danh gia vS S\f phu hgp gifra ban danh mvc vi tri vi~c 
lam duqc phe duy~t v6i yeu c~u th\fc tS th\fc hi~n chuc nang, nhi~fi V\l, 

quySn h?ll va ca cfru t6 chuc clla dan vi S\f nghi~p cong l?p va danh gia S\f 
phu hgp vS cong vi~c t?i tUng vi tri vi~c lam qua ban rna ta cang vi~c. 

II. THVC T~NG vE s6 LUQNG VIEN CHUC 

1. 86 IUQ1lg nguai lam vi~c duqc phe duy~t thea vi trf vi~c lam 

2. Vien chuc th\fC tS co m?t 

Vi~c t6ng hgp vS s6 luqng nguai lam vi~c duqc phe duy~t va th\fc 
tr?ng vien chuc co m?t th\fC hi~n nhu sau: 

T6ng s6: .... nguai; trong do: 

a) Theo vi tri vi~c lam gfu1 v6i chuc danh, chuc vvlanh d?o dan vi 
S\f nghi~p cong l?p: . 

- Cfrp tru6ng . 

- Cfrp pho .... 

b) Theo vi tri vi~c lam gfu1 v6i chuc danh, chuc vv lanh d?o cua cac 
t6 chuc thuQc ca cfru t6 chuc cua dan vi S\f nghi~p cang l~p: .... 

- c~p truang .... 

- C~p pho .... 

c) Theo vi tri vi~c lam th\fc thi, thira hanh clla dan vi S\f nghi~p cong 
l~p: .... 

- G~n v6i chuc nang, nhi~m V\l thuQc vS chuyen nganh, lInh VVC cua 
dan vi S\f nghi~p cong l?p: .... 

- Phvc V\l quan ly, diSu hanh va ho?t dQng clla dan vi S\f nghi~p 
cong l?p: .... 

3 
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\ tE;'---; (. d f . III. THVC TR4NG vE CO cAu VrEN CHU"C 
, 

" 1 ' •• ' ." J. Cq~cau vien chuc thea vi tri vi~e lam duqc phe duy~t. 

2. Co .c~u vien chue thue tS co mat thea vi tri viec lam tai thai di6m 
~ay d\ffig dSan . . . . . . 

Vi~e ,t6ng hgp co c~u vien chuc thea vi tri vi~e lam duqe phe duy~t 
va co c~u vienchue th\Ie tS co m~t theo vi tri vi~c lam t:;ti thai di6m xay 
dlJl1g dS an duqe th\Ic hi~n nhu sau: 

a) VS trinh d9 dao t:;to-(van b~ng): TiSn SI ...%; th~c SI ...%, d~i hQc 
0/ d: 0/ : 0/

•.. /0, cao ang ... /0, trung cap ... /0, ••. 

b) VS trinh d9 chuyen mon dao t:;to: TiSn 81 ...%; th~e sl ...%, d~i 
hQc ...%, cao dfulg ...%, trung c~p ...%, .. , 

.c) VS h~g chuc danh nghS nghi~p: H~g I ...%, h~g II ...%, h~ng 
III ...%, h~g IV ...%, ... 

d) Chuc V\llanh d~o, quan ly: Gicim d6c ... , Pha Giam d6c , 
TruOng phong va tuang duang ... , Pha TruOng phong va tuang duang . 

3. T6ng hqp thvc tr:;tng vS vien chuc 

3.1. Theo trinh d9 dao t:;to va ehuyen mon dao t~o 

.... 

86 lm;mg nguUi lam vi~c duqc giao Vien chuc co m~t 

-_.- -- ­

Vi tri Trang do Trang do 
vi~e lam 

TT 

0 0Trinh dO dao ~o (Vlln bang) Trinh dO dao t\lO (vlln bang)'<0 '<0~. 
til til 

0..,0 
~ 

.",OJ). ­ OJ)
'0 '0s::: I=:.J:: "0"'0 OJ) OJ)iJ.,..§ .,,,," ­UIV;~ IV; IV;~ on on ()c- u "'" ...,() gu ..t: 

U 

.""'" 
c.. 

c 
IV; 

u.,.OJ) .""'" OJ)"0 "0 ."u"c to· 
.~. 

.J:: C .,,,·'u ';j.'" .s= .J::.",., f='"." g ~ ::l ~ '" f= l- e;:) ?il '".. e;:) 2~ l-u ul- I­Q e 
\ 82 3 4 5 6 7 \0 13 \4 \5 \69 \\ \2 17 " 

TONG SO 

- .... 

I Lanh d~o dOl) vi
 
SN
 

1 C§p tnrOng 

2 dpph6 

IT T6 chu-c tr"rc
 
thuQC
 

1 PhongA 

1.1 Lanh d~o, quan 1y 

4 



,1.1.1 C§p truOng 

1.1.2 Cftp ph6 

1.2 

1.2 I 

Th\TC thi, thiIa 
hanh 

Vi tri vi~c !lim a 

1.22 Vj tri vi~c !lim b 

...... I 

2 PhongB 

2.1 Lanh d~o, quan Iy 

2.1.1 CftptruOng 

2.1.2 CftppM 

2.2 

2.2.1 

Th\Tc thi, thiIa 
hanh 

Vi tri vi~c lam a 

2.2.2 Vj tri vi~c lam b 

...... 

3.2. Theo chile danh nghS nghi~p vien chile 

S6 lUQ11g vien chuc th\fCS6 lUQ11g nguCri linn vi~c 
duQ'c giao t~ co m~t

TT Vi tri vi~c lam 

G G ;;­;;­ GG i/l i/le: e:u-<0 -<0 >> en2 2~ 22 .;;:."> .".;;:'" 2 2bI)CJJ 2 2 ::~ ~ c:~:::: ::::i=: i=: ~ "0,,"e: 
OJ)OJ) OJ) OJ)'<0 

~ 

OJ)OJ) '<0.c .cOJ)OJ) c: c:c:c:c: e: ",.E-­ c: ",. e:",. E-­ ",. ZZ",. ",.",. x xx:c xx :c'" ::c 

TONGS6
 

Lanh dao dan vi SN
. . 
clip truemg
 

clip pho
 

TB chuc tqrc thuQc 

PhongA 
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I 

-~ . 

,Lanh d~o, quan ly 

Cfrp truemg
 

Cfrp ph6
 

ThlJc thi, thua hanh
 

Vi tri vi~c lam a
 

Vi tri vi~c lam b
 

...... 

Phong B 

Lanh d~o, quan ly
 

Cfrp truemg
 

Cfrp ph6
 

ThlJc thi, thua hanh
 

Vi tri vi~c him a
 

Vi tTi vi~c lam b
 

...... 

PhAn III.
 

DE xuAT vt Vl TRI VI¢C LAM, SO LUQNG NGlf01 LAM Vl¢C
 
vA co cAu VIEN CHUC THEO CHUC DANH
 

NGHENGHl¢P
 

I. vE VJ TRI VI:¢C LAM 

1. Xac dinh vi tTi vi~c lam m&i cua nfun k~ ho~ch, g6m: 

a) Th6ngke cong vi~c dUQ"c b6 sung, di~u chinh do di~u chinh chuc 

nang, nhi~m vl,l,ca cfru t6 chilc ho~c do t6 chuc, s~p x~p l~i dan vi SlJ 

nghi~p cong l?p. 

6 



b) Phan nh6mcong vi~c va xac dinh nhfrng vi tri vi~c lam m6i, 

nhfrng vi tri vi~c lam cfrn thiSt di~u chinh cho phil hgp v6i chuc nang, 

nhi~m V\l, quy~n hi;ln, cO' c~u t6 chuc cua don vi sv nghi~p c6ng l~p. 

2. L~p bim danh m\lc vi tri vi~c lam m6i cua don vi sv nghi~p c6ng 

l~p 

Vi tri vi~c lam duqc pM duy~t Vi tri vi~c lam nfun k@ hO<,lch Ghi chu tang, 
gifun vi tri vi~c 

lamTT Ten vi tri vi~c lam TT Ten vi tri vi~c lam 

I Lanh G~O Goon vi SN 

1 C~p tru6ng 

2 C~p ph6 

II T8 chu-c tn.rc thuQc 

1 PhongA 

1.1 La:nh di;lO, qwin ly 

1.1.1 C~p tru6ng 

1.1.2 C~p ph6 

1.2 Thvc thi, thira hanh 

1.2.1 Vi tri vi~c lam a 

1.2.2 Vj tri vi~c lam b 

'" ...... 

2 PhongB 

2.1 La:nh di;lO, quim ly 

2.1.1 C~p truemg 

I 

2.1.2 C~p ph6 

2.2 Thvc thi, thira hanh 

2.2.1 Vi tri vi~c lam a 

7 
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3.Baft mo ta eong vi~e ella timg vi tri vi~e lam duqe dS xu~t m6i 

Tren. co sa danh mue vi tri viee lam ella nam k~ hoaeh duoe xae . ..... ....
 

dinh, th\Ie hi~n mo ta eong vi~e ella timg vi tri vi~e lam.
 

4. Khung nang l\Ie ella vi tri vi~e lam 

- Yeu e~u vS trinh dQ dao t~o, ehuyen mon dao t~o, hi~u bi~t, ky 
nang, gi6i tinh. 

- Yeu e~u vS h~g chile danh nghS nghi~p vien chile. 

II. s6 LUONG NGUm LAM VIEC. . 
1. S6 luqng nguai lam vi~e 

a) Can eil kh6i luqng eong vi~e, th\Ie t~ vien chile va quy dinh vS vi 

tri vi~e lam, s6 luqng nguffi lam vi~e, co e~u vien chile thea chile danh 

nghS nghi~p ella co quan co th~m quySn d~ xae dinh s6 luqng nguai lam 

vi~e trong dan vi S\I nghi~p eong l~p ella nam k~ ho~eh. 

b) T6ng hqp s6 luqng nguai lam vi~e phil hqp vai cae lo~i vi tri vi~e 

lam dfi duqe xae dinh. 

2. Co e~u vien chile thea chile danh nghS nghi~p
 

a) Chile danh nghS nghi~p h~ng I: S6luqng va tY l~ (%)
 

b) Chile danh nghS nghi~p h~ng II: S6 luqng va tY l~ (%)
 

c) Chile danh nghS nghi~p h~g III: S6luqng va ty l~ (%)
 

d) Chile danh nghS nghi~p h~g IV: S6luqng va ty l~ (%)
 

e) Nhan vien: S6luqng va ty l~ (%).
 

VS nguyen t~e, vi~e xae dinh tY l~ co e~u vien chile thea chile danh
 

nghS nghi~p trong tUng dan vi S\I nghi~p eong l~p thi lo?i vien chile h~ng I 

phaiit han lo~i vienehile h~ng II, lo~i vien chile h;~mg II it han lo~i vien 

chile h~g III, ... rnQt each hqp ly thea hinh thap; phil hqp v6i yeu e~u va 

8 



nQi dung cong vi~c cua tUng lo~i co c~u vien chuc. Tuy nhien, t5' l~ co c~u 

vien chuc Day tily thuQC vao vi tri phap ly va chuc nang, nhi~m V\l cua tUng 

co quan, t6 chuc, dan vi 6 c~p Trung uang va dia phuong. 

3. Bang t6ng hqp vS 86 luqng nguai lam vi~c va co cfiu vien chuc 

3.1. Theo trinh dQ dao t~o va chuyen mon dao t~o 

86 Il!<;mg nguai lam vi~c dugc giao K~ ho~ch s6 luqng nguai lam vi~c 

TT Vi tri Trong do Trong d6 

vi~c lam 
"0 
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"0 
f-­
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.~ 

'" 
"2 
"" b/) 
c 
c.">, 
::> 

..<:: 
U 

1_ 

'" s:: 
~ll) 

i= 

Trinh dO dao 1!Io (vlln bllng) 

QIJ 0­
10; U s:: .""c­ ."" u u 
u ..c: ·co 
<0­ '0 QIJ ..c: 

..c: ';a. 0 s:: :><:t- el co 2
U t­

"0 
trl 

Of) 
t:: 

"0 
f-­

0 
j'! 
0 

.", 

'"..<:: 
c 

.", 
b/) 
c 
c.">, 
::> 

..<:: 
U 

Trinh dO daD 1!IO (vlln bllng; 

QIJ 0­
10; 1_ U ,'co

'" c .,a u u 
u ..c: .;;s:: OJ. '0 QIJ 

~ll) ..c: ';a. 0 2 :2i= t- el co 
U t­

1 2 3 4 5 6 7 8 9 10 II 12 13 14 15 16 17 I' 

TONGS6 

I Lanh d~o don vi 
SN 

I C~ptruOng 

2 C~pph6 

II Til chilc tn-rc 
thuQc 

J PhongA 

1.1 Lanh d~o, quan Iy 

1.1.1 C~ptruOng 

1.1.2 cip ph6 

1.2 Th\Ic thi, thlra 
hanh 

1.2.1 Vi tri vi~c lam a 

1.2.2 Vi tri vi~c lam b 

...... 

2 PhongB 

2.1 Lanh d~o, quan ly 

9 



2.1.1 CftptruOng 

2.1.2 Cftp pM 

2.2 ThlJC thi, thUa 
hanh 

2.2.1 Vi tri vi~c hIm a 

2.2.2 Vj tri vi~c lam b 

...... 

3.2. Theo chilc danh ngh~ nghi~p (ng(;lch) vien chilc 

TT - Vi tri vi~c linn 

... 

-<0 
til 

OJ) 
I:: 

0<0 
f-< 

s6 luc;mg nguai lam vi~c 
duQ'c giao 

G G >' C/lU > ~ ~> ~ 
~ >:::: - -~ 

OIl OIl gp OIl 
c c c 

Ol- Ol- Ol-
Ol­ :t :t:t :t 

c 
~ 
;> 

c 
""..c 
Z 

I 

'(0 
til 

OJ) 
::: 

'(0 
f-< 

Ke ho~ch s6 luc;mg 
nguai lam vi~c 

G G >' ~ 

VJU > ~ ~> ~ 
~ 2::::: ~ 

~ 

OIl OIl ~ OIl 
c c s­ a.OJ.OJ. :r: :r::t :t 

C 
~:: 
;> 
c

,OJ 

Z 

TONG SO 

-

I 

1 

Lanh d~o don vj SN 

Cftp tru6ng 

2 Cfrp pM 

D T6 chu'c tr'!c thuQC 

1 PhongA 

1.1 Lanh d~o, quan ly 
I 

1.1.1 Cftptru6ng 

11.2 Cfrp pM 

1.2 ThlJC thi, thira hanh 

1.2.1 Vi tri vi~c lam a 

1.2.2 Vj tri vi~c lam b 

...... 
I 

I 
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j PhongB 

2.1 Lanh d\lo, quan ly 

2.1.1 C~p tru<'m.g 

2.1.2 Clip pM 

2.2 Thv-c thi, thira hanh 

2.2.1 

2.2.2 

Vi tri vi~c lam a 

Vi tri vi~c him b 
, 

...... 

III. KIEN NGHI,. DE XUAT 

Thu trlfOng cO' quan phe duy~t D~ an Thii truO'ng cO' quan xay dlJDg D~ an 

(Ky ten, dong diu) (Ky ten, dong diu) 

PHV LQC KEM THEO DE AN 

1. Van ban th~m dinh d~ an cua co quan quan ly c~p tren tn,rc tiSp 
cua dan vi Sl! nghi~p cong l~p. 

2. QuySt dinh thanh l~p, quy dinh chuc nang, nhi~m V\l, quy~n h~n 
va co c~u t6 chuc cua dan vi Sl! nghi~p cong l~p. 

3. Quy chS ho~t d<)ng cua dan vi Sl! nghi~p cong l~p. 
4. Cac van b~m co lien quan va cac m&u biSu ph\lc V\l xac dinh vi tr1 

vi~c lam, co d.u vien chuc, s6 luqng nguai lam vi~c cua dan vj Sl! nghi~p 
cong l?p. 
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