TINH UY HAI DUONG DANG CONG SAN VIET NAM
VAN PHONG
*

Héi Duong, ngayd 5  thang 11 niim 2019

$61505-cv/veTU
V/v trién khai ndi dung Danh myc
Vi tri vige lam

Kinh gii: - Van phong cac huyé€n uy, thi uy, thanh uy,
.- Van phong Pang uy Khoi CCQ tinh,

g o e

Cin clt Quyét dinh sb 4131-QD/BTCTW, ngay 29/01/2019 ctia Ban T4 chite
Trung wong vé v1ec & ban. Ha}l‘h\tam thorl Danh muc vi tri V1ec lam, ban mo ta vi tri
viée lam congr chuc Van phong cip uy, Quyét dinh sé 1022-QP/TU, ngay
03/9/2019 cuaiBan Thu’orng vu Tmh iy v& viée ban hanh tam thoi Danh myc vi tri
viéc lam, Khung nang lu.'c vi tri V1ec lam cong chire, lao déng Vin phong cép uy.

Van phong Tmh uy dé ngh1 Van phong cac huyén uy, thi uy, thanh uy va Pang
uy Khéi CCQ tinh trién khai, thue hién mdt sb ndi dung sau:

1- V& b4 tri, sir dung cbng chirc, lao ddng;

Cén ¢ Danh muc VIVL, Khung ning lwvc VIVL, Ban m6 ta VI'VL cdng
chttc, lao dong Vin phong cdp uy da ban hanh, trién khai thyc hién viéc bd tri cong
chitc dang git chirc vu quan Iy dam nhiém VTVL quén ly tuong tmg; cén clt ngach
cOng chire hién hurdng va kinh nghi€ém cdng tac clia cdng chuc, lao dong d8 bb tri
cong chitc ddm nhiém vi trf viéc lam c6 ngach cong chirc twong tmg, phut hop (cé
thé bb trf cong chirc hién dang gift ngach thép nhung c6 ning lyc dap ting khung
ning luc cia VTVL c6 ngach cao hon); phén cng cdng chic ddm nhiém cac VIVL
trong co quan.

2- V& viéc x4y dung ké hoach cong tac:

- Hing ndm, cin ct chirc ning, nhidm vu dugce giao, thil trudng cic co quan,
don vi chi dao, théng nhét viéc lap, phé duyét ké hoach cdng tac cia co quan, don
vi d& thuc hién (riéng nim 2019, xay dung k& hoach cong tc tir nay dén hét
nam).

- Yéu cau va huéng dan cong chire, lao ddng trong co quan xay dung ké
hoach cdng tac héng niam dé t5 chirc, thue hién theo vi tri viée 1am, chirc ning,
nhiém vy dugc giao (riéng niim 2019, xay dung k& hoach cong tdc tir nay dén hét
n#m), trinh cip 6 thdm quyén phé duyét (Thudng truc cip uy phé duy?t ké hoach
cdng tac cia Chanh Vin phong; Chanh Vin phong phé duyét k& hoach cong tic cia
céc ddng chi Phé Chénh Vin phong va ca nhén cong chiic, lao dng trong co quan).



K& hoach céng téc ciia cic don vi va c4 nhan cin xfy dung chi tiét, moi
nhiém vy, cong viéc déu phéi ¢ san phim, tién d6 thue hién (k& hoach nim phai
duge chi tiét hod cong viéc, thdi gian thyc hién theo ngay, tuln, thing, quy hoic
xdy dung k& hoach céng tic riéng theo ting quy, thang, tudn); k& hoach dugc
cong khai tai co quan, don vi & moi ngudi biét, phdi hop va gidm sat thuc hién;
ldm cdn clr d& danh gid vide hoan thanh nhiém vu cta co quan va cdng chirc (cd
méu Ké hoach tham khéo giti kém).

Pé nghi céc co quan, don vi trién khai, thuc hién; trong qua trinh thuc hién,
c6 khoé khan, vu:orng méc d& nghi phéan 4nh v& Vin phong Tinh uy dé ph01 hop,
hudng dén, gidi quyét.

Noi nhén: >

- Nhur trén,

- Lanh dac VPTU,
- Luu VPTU.
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DANG CONG SAN VIET NAM

KE HOACH

Hai Duong, ngay

théng 10 ném 2019

Cén ot Chuong trinh/Ké hoach cong t4c nim ctia Ban Thudng vy, Thudng truc cip uj/co quan...
Cén ¢t chire ning, nhiém vy; cac VIVL trong co quan; Vin phong/phong... xay dung hanh Ké hoach cOng tic va phan cong

thyre hidn cdng viée nim 2019 gén véi VTVL cong chirc nhu sau:

Tiéu chi d4nh gi hoin thanh cong viéc* __ Trachnhifm
Ngi dung cdng viéc Hoat dong/San phim' . . ' 5. o o Ghi chit
Yéu cau vé san pham cia | Thai gian hoan * Chit tri";" ' |" Tham gia*/Phéi hep -
cong viée thanh S :

I- Nhiém cbng viéc cé sin phim trinh BCH, Ban Thieong vu/ linh dao VP (... ngi dung)

1.1. & 4n, bdo cdo 1-Be 4n dwge Thudng |1 o0 posy 2

1.2. Té trinh trye théng qua 31/5. Cdng vige thugc Vi

. . L . o 2- Thoi gian hodn thanh: o VD; tri viée lam CVCC
1. Di thdo Nghi quyét cia > - . VD: 3 :
BCH tinh/thanh/huyén 1- Dy thio quyet dinh Dfc Pham VAL A | ppsng TCD: (ndi vé VPCU
) Y W1 1.3. Dy thao Nghi quyét dugo Ban Thudng ve | o oo VIVL CVCC vé dung thum gi)
..... . BCH-- ' thang qua 31/5 g y VPCU & g
1.4. T& trinh BCH... 2- T& trinh duge Ban
Thudng vu_ky:

" Hoat d6ng/San phim s€ chi tiét hoa trong ké hach cong téc ciia ¢ nhin dugc phin céng chi tri cong vie (cin ot quy trinh xdy dung, ban hanh vin ban clia Ban Bf thu, ciia co qu,an J
2 Tiéu chf chung phai hoan thanh 14: ¢ dit hé so trinh cdp cAp cé thim quyén phé duyét, thdng qua theo Quy dinh s6 71- QB/TW ngdy 24/02/2017 (vin kién thugc BCHTW, BCT, BBT )
* Trich nhiém soan thio dé cuong va dugce théng qua; soan thao chinh va trach nhiém vé chét luong, tién d§ cong viéc duge giao theo tiéu chi d4nh gi4 hoan thanh cdng viée; phﬁn chng

cdc phﬁn cong vi€c cho thanh vién trong nhém
* C4 thé thirc hién mot phin céng viée do ngudi chit trl phén céng sau khi ¢6 st théng nhét cia Jinh dao Ban/VP hoic phong, duge thé hién trong K& hoach cong tic c4 nhan; ndm bit

dugc tién d6 cong viéc




Tiéu chi d4nh gi4 hoan thinh cdng viéd

* Trach nhiém

e B

2. Xay dung D& anvé ......

2.1
2.2
2.3

2.1
22
23

B/c Nguyén Van B
VIVL CVCvé
TCXD Pang

T& chif hogc cé -]

nlflz'in tham gia: ™
(ndi dung tham

W giah e -

3. ..

‘i
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4

[T ,._p‘ Ty
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II- Nliom céng vige cd sin phim trinh Thirong truc tinh/thanh/i uyén uy/ddanh dao VP

(... ndi dung)

1. Dy thao Huéng din thwe
hién Nghi quyét...

Théng 12

2. Dy thao Quyét dinh/bio
cdo .. ...

VD:
Cong viéc thudc Vi
triviéc lam CVC
vé TCPdng

3....

HI- Cic nhém cong vigc thuwong xuyén theo chitc ning, nhigm vu ctia co quan/phong (... nhém nji dung)

1. X4y dung céc vin ban v&

Phong ...

T chitc hodic ca
nhén tham gia:
(ndi dung)

2. Xay dung cc vin ban ...

Phong ...

Vit v‘iéc lam
CVC vé CNTT

3. Xay dung cac quy dinh,
quy ché quan Iy CB,CC,VC

Quy III

4. Huéng dan thuc hign
cdng tic cin bg, cong chitc,
vién chirc, ngudi lao dong

5. Td chitc thuc hién, thuc
hién cbéng tic tai chinh,
CNTT, ...

Phong ...

6. Béo cdo ...

7. Cong tac thi dua, khen
thuédng...

¥

Vit viée lam CV
VTLT/TCD

8. Cong tic qubc phdng —
an ninh, hoat déng din quin
fir vé




Tiéu chi d4nh gid hoin thinh cdng viéc" Tréch nhiém

9. Céng tac Vin phong
Dang iy co quan

10. Lép thyc hién ké hoach
cong tic nim 2020 ciia co
quan, c& nhin '

11. Tham gia x8y dung,
déng gép ¥ kién cho du thio
vin ban theo yéu cdu cia
Lénh dao....

12. Vin thu, quan tri

13. Tong két ké hoach cong
tic ndm 2019 vi xdy dung

ké hoach c6ng tac 2020
14, ... )

Cin cif ban md ta VTVL c6 trinh d8 ngach twong ting véi ngach cdng chirc dang git; cin cir ké hoach va phan cc“)ng thuc hién
cdng vi€c nam 2019 cia co quan, cong chire duge giao chii tri céng vide ¢b trach nhiém trao ddi phéan céng cdng viée d6i véi cic
cdng chirc tham gia thuc hién cong viéc cu thé, xdy dung ké hoach cong tic nim cia ca nhén, bdo cdo lanh dao xem xét, phé duyet
trudce ngay

Ké hoach cong tic cha tap thé, ¢4 nhan duge phé duyét 1a cin cir d& danh gia cong chire theo két qua cong viéc.

Noi nhin: . CHANH VAN PHONG/TRUONG PHONG
- Thudng true cé.p uy/Linh dao VP..,
L

i ' Nguyén Vin A




PANG CONG SAN VIET NAM

Hai Duong, ngay

- Ho va tén cong chic: ............... et eeetetteeeeeeeiateeeeeeeaaassnneareaeaenabeeeeieaaannnaaes
- Chirc vu, ngach cdng ChiTC: .....ooviiviiiiiieiee e
- Dam nhifm vitri VIEC LAM: ..oeiivriie e
Cin ¢t K& hoach va phin céng cong viéc nim 2019 ciia Vin phong Tinh uy/phong; cdn cir VI VL duge dam nhiém, ké hoach
cbng tac chuyén mén clia ¢4 nhén ndm 2019 dugce x4y dung nhu sau:

thang

KE HOACH CONG TAC CUA CA NHAN NAM 2019

ndim 2019

Cong viéc/Hoat dong

Tiéu chi danh gia hoan thanh cong viéc ciia ¢4 nhin

Cong chire/don vi tham gia va trach
nhiém

Théi gian hoin

Yéu ciu vé san phim cong vige thanh Tham gia Trach nhié@
I- Nhém cdng viéc ¢6 san phim trinh BCH/BTV/Lanh dao VP....
. . s 5 - Hb so trinh. .. Trude 31/5 x Cung cip.....
1.1 Chuin bj ho so, Pé 4n vE... Nguyén Vin A
uan b} 0 50, e 44 ve - T trinh. ../VP mdi hop... BUYER VAL A | 1, pho to, phat
1 2 Dur théo K& hoach trién khai NQTW11 | - F10an thanh du thio KH, trinh lanh | Tru6e 315 4y, ¢ Phot hop, 13p
dao/hdi nghi biéu s0 liéu
IX- Nhém cong viéc thwomng xuyén
Trudc 22/tht 6 . .
2.1 X4y dung bao cdo tuln, thang. .. BC tuin/théng duge ky ban hinh hing Vin thur Trinh ley/Pht
\ 3 hanh
thang/tuin

2.2 Tiép nhan, phét hanh vin ban dén - di




Tiéu chi d4nh gi4 hoin thinh cdng viéc ciia i nhan Cong chite/donvi Thafi gia va trich |
Cong viéc/Hoat ddng . ,.-,/ - nhigm >, - R ‘.
Yéu ciu v& sin phim cong viée Thbig;shhom Tham %‘[a ~ - Tl'-aclf nl?iém
2.3 Chuén bi phong hop \ ' - | . ;
2.4 Phuc vy hoi nghi )
2.5 bén dbc ...
III- Nhiém vu khae
3.1 Tham gia quén Iy, didu hanh, haoh chinh
3.2 Ché d6 hdi hop
3.3 Viin phong Pang uy
3.4 Nhiém vu khéc duge phin cong Hoan thanh dtng tién do, chit luong
PHE DUYET NGUOI LAP KE HOACH

CUA CHANH VAN PHONG/TRUGNG PHONG



PANG CONG SAN VIET NAM

thang 11 nam 2019

PHAN CONG/BO TRi PAM NHIEM VTVL

HQ TEN  CHUCVY, NGACH CONG CHUC
TT A : CONG VIEC PANG : : =
¥ VAL~ HIEN HUONG . " s A a

CONG CHUC/NLD DAM NHIEM ) Quan Iy Chuyén nganh Chuyén mén g;zrg;
1 | Nguyén Vin A Chénh Vin phong | Chuyén vién chinh Chénh VP CVC vé& VPCU | |
2 | Trdn Thi B Ph6 Chanh VPTU | Chuyén vién Pho CVP CV vé VPCU
3 |BuiThiC Ké ton Chuyén vién K& to4n vién _
4 | Nguyén Vin D Lai xe Nhin vién L4i xe .
5 i,

CHANH VAN PHONG (k¥ truc tiép)






