
iN BANNIlAN DAN
THANH PHO HA Nc)I

s6: 4555 /QD-UBND

Cc)NG HOA xA Hc)I CHU NGHiA VI~T NAM
DQcl,p - Tl1 do - H,nh phuc

Ha N9i, ngay 11. thang 1- nom 2017

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

l1}'cvi tri vi~c lam ciIa Trung tam Van hoa - Thong tin va Th~ thao
tr1}'cthuQc UBND qu~n, huy~n, thi xa

iN BAN NIlAN DAN THANH PHO HA N(n

Can cu Lu~t T6 chuc Chinh quySn dia phuong ngay 19/6/2015;
Can cu Nghi djnh s6 41/20 12/ND-CP ngay 08/5/2012 cua Chinh phu quy djnh vS

vi tri vi~c lam trong don vi sg nghi~p cong l~p;
Can cu Thong tu s6 t"4/2012/TT-BNV ngay 18/12/2012 cua BQNQi V\l huang

dfut thgc hi~n Nghi djnh s6 41/20 12/ND-CP ngay 08/5/2012 cua Chinh phu;
Can cu Nghj quyet s6 89/NQ-CP ngay 10/10/2016 CllaChinh phu vS phien hQp

Chinh phu thuOng kY thang 9 nam 2016;

Xet dS nghi cua UBND cac qu~, huy~n, thj xa va cua Giam d6.cSa NQiV\l4ti
Tatrinh s6: 1625/TTr-SNV ngay 30/6/2017, .

Q.UYET BINH:

Bi~u 1. PhS duy~t Danh ml,lcvi tri vi~c lam, Bimmo tit cong vi~c va Khung nang
19cvi tri vi~c lam cua Trung tam Van hoa - Thong tin va The thao trgc thuQcUBND
qu~, huy~n, thi xa, Cl,lthe nhu sau:

Vi tri vi~c lam g~n v6i cong vi~c lanh d~o, quan ly, diSu hanh: 02 vi tri
- Vi tri vi~c lam g~n v6i cong vi~c ho~t dQngnghS nghi~p: 06 vi tri
.Vi tri vi~c lam g~n v6i cong vi~c h6 trg, phl,lcV\l:06 vi tri

. (Co ph1f, 11f,ckem theo)
Bi~u 2. T6 chuc thgc hi~n
~. Chu tich UBND qu~, huy~n, thi xa co trach nhi~m:
- Thgc hi~n vi~c tuyen dl,lllg,su dl,lllg,quan ly cong chuc, vien chuc, lao dQ~g

hgp d6ng cua Trung tam Van hoa - Thong tin va The thao trgc thuQc UBND qu~,
huy~n, thi xa theo dUngdanh ml,lcvitri vi~c lam, h~g chuc danh nghS nghi~p, chi tiSu
ke ho~ch bien che du<;Ycgiao, ban mo tit cong vi~c va khung nang 19c da duQ'cphS
duy~t.

- Bao cao UBND Thanh ph6 (thong qua Sa NQi V\l)xem xet diSu chinh Danh
ml,lcvi' tri vi~c lam, Ban mo tit cong vi~c, Khung nang 19c vi tri vi~c lam khi co sg
thay d6i vS chuc nang, nhi~m V\lho~c thay d6i theo nhu cAuthgc te, nh~m dam bao

. . thgc hi~n vi tri vi~c lam kip thai va hi~u qua.
.. 2. Sa NQiV\ltham m~ cho UBND Thanh ph6 trong vi~c kiem tr~, huang. dfut,
tuyen dl,lllg,su dl,lllgva quan ly cong chuc, vien chuc, lao dQng hgp d6ng cua Trung
tam Van hoa - Thong tin va The thao trgc thuQcUBND qu~, huy~n, thi xa.



L. ,

Di~u 3. Chanh Van phong UBND Thanh ph6, Giam d6c SO'NQi V1l,Chil tich
UBND cac qu~, huy~n, thi xa, Giam d6c Trung tam Van hoa - Thong tin va The
thao, 1)lil twang cac cO'quan, dan vi vaca nhan co lien quan chiu trach nhi~m thi
hanh quySt djnh nay.!.

Ndinhpn:
- Nhu Di~u 3;
- B(> N(>i V\l;
- Thuemg tI'\lCThanhuy;
- Thuemg tI'\lc HDND Thanh ph6;
- Chu tich UBND Thanh ph6;
- Cac Ph6 Chu tich UBND Thanh ph6;
- VPUBNDTP: PCVP P.C.Cong;a..
. . TH, NC, TK-BT;

. - Luu: VT, SNV (06 ban). .
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DANHMVC VI TRI VI:tC LAM TRUNG TAM VANH6A - THONG TIN vA
THE THAO TRVC THUOC UBNDQU~N, HUY:tN, THI xl

. (Ban himh kem theo QuyJt ainh s6: 4ffi5" /QD-UBND ngay /); /7/2017 cua
UBND thanh ph6 Ha N(Ji)

Chtfc danh ngh~ nghi~p H\lng cua chtfc danh
TT Danh m\lc vi trf vi~c lam ngh~ nghi~p ho,c Ghl chutwong tfng

rna sa ng\lch
1 Ten vi trf vi~c lam gin v6i cong vi~c lanh d\lo, quan Iy, di~u hanh

1.1 Gifun d5c Chuyen vien 01.003
ho~c tuang duang . ho~c tuang duang

1.2 Ph6 Gifun d5c . Chuyen vien 01.003
ho~c tuang duang ho~c tuang duang

2 Vi trf vi~c lam gin v6i cong vi~c ho~ltdQngngh~ nghi~p

Chuyen vien, D~o di8n ngh~ 01.003, h~g III '.2.1 Nghi~p V\lvan h6a, van ngh~
thu~t ho~c tuang duang ho~c tuang duang

. . Nghi~p V\lthong tin tuyen Tuyen truy~n vien; HQa si2.2 truy~n, cAdQng , ho~c tuang duang H~gIII

2.3 Nghi~p V\lThu vi~n Thu vi~n vien H~gIII

2.4 Nghi~p V\lTh~ d\lc th~ thao HuAn luy~n vien H~ngm

Ph6ng vien, Bien ~p (a6i vm
Ph6ng vien ho~c2.5 huy?n, thi XQ va qui;1nHa.
Bien ~p vien H~ngm

Dong)

Phat thanh vien (a6i WYi 171472.6 huy~n, thi XQ va qui;1nHa Phat thanh vien
ho~c tuang duangDong) "

3 Vi trf vi~c lam gin v6i con~ vi~c h~ trQ',ph\lCv\l:

3.1 Hanh chinh - tAng hqp Chuyen vien 01.003
ho~c tuang duang ho~c tuang duang

3.2 K€ toan K€ toan vien 06.031

3.3 Van thu - Thli quy Van thu trung cAp 02.008
Kythu~t phat thanh (a6i vm'

3.4 huy?n, thi XQ va qui;1nHa. , Ky su ho~c tuang duang H~gIII
Dong)

3.5 Ky thu~t am thanh, anh sang
Ky su ho~c tuang duang H~gm(a6i.vm qui;1n)

3.6 Bao v~ Nhan vien bao v~ 01.011
,.



BAN MO TA CONG VI~C VI TID VI~C LAM
TRUNG TAM VAN H6A - THONG TIN VA THE THAO

TRT/C THUQC UBNP QU!N, HUY~N, THI xA
(Ban himh kern thea Quyet ainh so: 4S55 IQfJ-UBND ngay4l 1112017

eua UBND thanh phil Ha NQi}

San phim diu ra

Ten vi tri vi~c Ten san K~t qua
Stt lam Cong vi~c chinh phai th\fc hi~n phim diu th\fc hi~n

trongra nam
I Vi trl vije lam giin vm eong vije lanh ilfJo, quan Ij, iliJu hanh

1 GIAMDOC Chi d~o xay d\ll1gcac chuang trinh, ke ho~ch cila dan Ke ho~ch Hoan
vi tham muu UBND q~n (huy~n, thi xii): Chi d~o cac thanh t6t
truemg bQph~ chuyen mon xay d\ll1gk~ ho~ch ho~t nhi~mV\l
dQngnam tren co sa d6 chi d~o tri~n khai th\lc hi~n
theo quy, thang, tuful; Chi d~o xay d\ll1g, tri~n khai
th\lc hi~n cac k~ ho~ch chuyen d~, k~ ho~ch dQtxuAt
cila qu~ (huy~n, thj xii) va thanh ph6.
Nghien cUu, d~ xuAtcac giai phap d6i mrn, sang ~o Chuang
v~ truyen truyen c6 dQng,phong trao van ngh~ quful trinh, ho~t
chUng,ho~t dQngthu vi~n, ho~t dQngmo hinh cau l~c dQng
bQ,ho~t dQngcac 16p nang khi~u, phong trao th~ d\!c
th~ thao trong qufulchUngnhan dan.
f)i~u hanh, phan cong nhi~mV\l,chi d~o va ki~m soat
vien chuc, lao dQnghgp d6ng th\lc hi~n chuang trinh,
k~ ho~ch cong mc cila dan vi
Chil tri dieu hanh cac cUQchQp HQinghi
Tf\lc tiep ph\! trach cong mc ky cuang hanh chinh, Ke ho~ch.
chil tri danh gia vien chuc hang thang. M.ocao,

hQinghi

Chil tri hQpve cong tac thi dua khen thuemg. HQinghi

Quan Iy, dieu hanh tfli chlnh ngan sach cila dan vi, Bao cao
th\lc hi~n trach nhi~m chil tfli khoan: Chi d~o bQph~ ChUngill
chuyen mon l~p d\l toan, quy~t toan theo quy, nam,
theo d5i quan Iy tfli san.
Cong mc can bQ,t6 chuc, quan Iy vien chuc, lao dQng Bao caohgp dAngtrong dan vi
D\l cac cUQchQp, ~p huan do qu~ (huy~n, !hi xii), HQinghi
Thanh ph6 t6 chuc.
Cong mc phoi hgp vrn cac Sa, nganh Thanh pho, cac Phoihgp
dan vi thuQc dia ban va cac t6 chuc, ca nhan c6 lien t6t vrn cac
quan trong th\lc hi~nnhi~mV\l dan vi

Duy~t cac tin, bai v~ho~t dQngcila dan vi. Tin, bai

Xu Iy cac van ban tren phfulm~mmc nghi~p. Van ban

Ky cac van ban do dan vi ban hanh Van ban

Trao doi, cung cap thong tin vrn cac ca nhan, t6 chuc Lan
c6 lien quan.
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San phim cl~u ra

Ten vi trf vi~c Ten san Kit qua
Stt lam Cong vi~c chinh phai th1fc hi~n pham cliu th1fc hi~n

trongra nam

2 PHOGIAM Chiu S\l'chi d~o, dieu ha.nh cua Ghim doc; tham mUll Keho~ch Hoan

DOC giup Giam. d5c va chiu tn\ch nhi~m truac Giam. d5c v~ thanh t5t
linh Vl,l'CduQ'c phan cong; th\l'c hi~n dUng chilc nang nhi~m Y\l
nhi~m Y\lva quy chS lam vi~c cua Trung tam.
Ky cac van ban cua Trung tam khi duQ'c phan cong Di~u l~,
ho~c uy quy~n cua Giam. d5c; cac van ban huOOg d~ hu6ng d~n,
chuyen mon thuQc linh Vl,l'CduQ'cphan cong ph\! trach. thong bao
Ki~m tra cac chuong trinh, giao an, chuyen d~ cua Giao an
giang vien; ph\! trach ho~t dQng cac diu l~c bQ va cac
16'pnang khiSu thuQc linh Vl,l'Cph\! trach
Phoi hQ'Pv6'i phong Giao d\!c & Dao t~o tB chilc tot
HQi kh?e Phil D6ng hang nam ~ua qu?~ va thanh l?p
dQi tuyen tham gia cac giai thi dau cac cap Thanh pho,
Toan qu5c.
Lam cong tilc tB chilc cac S\l'ki~n, chuong trinh 100 do Giai thi
qU?n (huy~n, thi xa) va Trung tam t6 chilc khi duQ'c dAu
phan cong ph\! trach.
Theo doi, kiem tra danh gia thi dua tren dia ban ve Bieu danh
linh Vl,l'Cph\! trach. gia thi dua
Ph\! trach huOOg dfut Dl,lihQi The d\!c th~ thao cO'sa; HuOOg
tham mUll va ph\! trach t6 chilc D~i hQi The d\!c the d~t6
thao qU?n Long Bien; Ph\! trach quan Iy, khai thac chilc
hi~u qua phong thu cua don vi. DHTDTT
Thay m~t Giam. doc dieu hanh cac ho~t dQng cua
Trung tam va d\l' h9P khi duQ'cuy quy~n.
Ph\! trach cong tilc tuyen truyen tren h~ thang loa phat
thanh, quay phim, dl,l'nghinh tu li~u cho huy~n, dl,l'ng
chuyen de, ph6ng S\l', tin phat tren Dai Phat thanh
truyen hinh Ha NQi; Tham mUll sua chua kYthu?t Dai
huy~n, Dai cO' sa, huOOg d~ chuyen mon cho cO'sa
(aJi vm huy~n, thi xii va qwjn Ha Don~)

II Vi trl vifC lam giin vUi cong vifC hopt ilpng nghJ nghifp

1 NG~I~PVV
Xay dl,l'ng ke hOl,lch va trien khai cong tilc tuyen Banner, Hoan
truyen, e6 dQng. khAuhi~u thanh t6tTHONG TIN,

A nhi~m Y\lTUYEN
TRUYEN,c6 Co nhi~m Y\l to chilc cae hOl,ltdQng ~i eh6 va lUll Tuyen

DQNG dQng v~ thong tin, tuyen truy~n, c6 dQng tren dia ban. truy~n
To chilc cae 16'p t?P huful nghi~p Y\l v~ tuyen truyen T?p huful
c6 dQng eho cong chilc van hoa a cO'sa. thanh ph5
T? chilc th\l'c hi~n cac dieh Y\l cong ve tuyen truyen,
co dQng.
TB chile cae hOl,ltdQng trien lam, gi6'i thi~u, giao d\!e Tuy~n
truyen th6ng nhan cae S\l'ki~n lich su tren dia ban. truyen
Quan ly, bao quan, sir d\lllg trang thiet bi, V?t tu d\lllg
C\!chuyen nganh theo dUng nguyen t~c, hi~u qua.
Tham gia danh gia eong tile thi dua eua cac xa, Bi~ueham
phuOng, thi trAn trong linh Vl,l'ethong tin e6 dQng. diem
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San ph~m d~u ra

Ten vi tri vi~c Ten san K~tqua
Stt lam Cong vi~c chinh phai th\fc hi~n A ). th\fChi~npham dau trongra nam

2 NGHI~PVV Xay d\ll1g k€ ho~ch t6 chuc cac ho~t dQng vin hoa Ke ho~ch Hoan

VA.NH6A, vin ngh~, hQithi, cac lien hoan, hQidi~n vin hoa vin thanh tat

VA.NNGH~ ngh~; thanh l?p va tri~n khai cac ho~t dQng cua cau nhi~mV\l
l~cbQqU?nbam sat nhi~mV\lcua don vi.
B6i du5ng t?p huan chuyen mon nghi~p V\l, dinh L6pta.P
hu6ng va hu6ng dfuIv~ cong Mc vin hoa, vin ngh~ hufut
cho cac can bQvin hoa a co sa, nha vin hoa thon, t6
dan pha, trung tam Yin hoa - Th~ thao cua xa,
phuOng,thi trfut.
Theo d5i tinh hinh ho~t dQngvin hoa vin ngh~ tren
dia ban.
Tham gia danh gia cong Mc thi dua cua cac phuOng Bieuchdm
trong linh V\fCvin hoa qufutchUng. thi dua
Quan Iy, bao quan, su d\ll1gcac trang thiet bi, v?t tu
d\ll1gC\lchuyen nganh duQ'cgiao theo dUng nguyen
tAc,hi~u qua.
Nghien cUunhu cau t6 chuc cac ho~t dQnglien hoan,
hQi thi, hQi di~n vin ngh~ qufut chUng tren dia ban
qU?n(huy~n, thi xa) d~xay d\ll1gk€ ho~ch th\Ic hi~n.
Xay d\ll1gke ho~ch tuyen sinh, trien khai va t6 chuc
cac ho~t dQngcua cac lap ning khi€u theo k€ ho~ch.
Hu6ng dfuIchuyen mon, nghi~p V\lphuong phap ho~t
dQngcac cau l~cbQvin hoa, ngh~ thu?t.
Phoi hQ'PvOi cong chuc chuyen mon tU qu?n (huy~n,
thi xa) d€n Thanh pha tri~n khai danh gia chAtlUQ'ng
ho~t dQng cac cau l~c bQ dinh ky theo thang, quy,
nam.

3 NGm~PVV Xay d\ll1gk€ ho~ch t6 chuc h~ thang thu vi~n qu?n Keho~ch Hoan

THUVI~N (huy~n, tbi xa), thu vi~nxa, phuOng,thi trfut, thu vi~n thanh tat

truOnghQcva phong dQcthon, t6 dan pha. nhi~mV\l

Xay d\ll1gvan tai li~uphil hQ'PvOid~cdi~m, yeu cAu Von tai

phat tri~n kinh t€ xa hQi,nhu cAuva trinh dQcua nhan li~u

dan tren dia ban.

T6 chuc phong muQ'n,phong dQcph\lc V\lnhu cAu PhongdQc

vin hoa dQccho nhan dan. Tu sach

Hu6ng dfuIchuyen mon va dinh hu6ng ho~t dQngcho Vinban

h~ thang thu vi~n cApphuOng,phong dQc,tUsach hu6ng dfuI

thon, t6 dan pha, thu vi~ntruOnghQc...

T6 chuc cac ho~t dQngtuyen truy~n, giOithi~u sach Lan

vOinhi~u hinh thuc.

To chuc cac lap t?p huful chuyen mon nghi~p V\lthu L6pt?p
vi~n cho nguOi lam thu vi~n, quan ly phong dQc cua hufut
co sa.
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San phim dau ra

Ten vi tri vi~c Ten san Kit qua
Sft lam Cong vi~c chinh phai thl}'chi~n phim diu thl}'chi~n

trongra nam

Ph5i hQ'Pv6i cac ngAnh d~ ~p hQ'P,SUll!fun, lUll gift
cac tu li~u, hi~n v~t cUa dia phuang ho~c co nQi dung
v~ dia phuang.

Ph5i hQ'Pt5t ho~t dQng v6i cac thu vi~n cdp tren, cac
thu vi~n qu~, huy~n khac, cac co quan truy~n thong
trong va ngoai nuac d~ trao d6i tai li~u, nghi~p V\l
chuyen mon, luan chuy~n sach v6i h~ th5ng thu vi~n
tren dia ban.

Ki~m tra, giam sat va tham gia danh gia cong mc thi Bi~ucham

dua cua xa, phuOng, thi trful trong linh V\l'Cthu vi~n. .thi dua

Quan ly, bcio quan, sir ~h.mgcac trang thi~t bi, v~t tu
d1,111gC\lchuyen ngAnh duQ'c giao theo dUng quy dinh
hi~n hAnh.

4 NGHI~PVV Xay d\1llg k~ ho~ch, huang ddn tri~n khai con? mc th~ Keho~ch Roan

THE DVC, d\lc th~ thao qufut chUng ~i xa, phuOng, tm tran, cac thAnh t5t

THETHAO truOng hQc, cac co quan dan vi doanh nghi~p, l\lc nhi~m V\l

luqng vii trang tren dia ban.

T6 chuc cac lap ~p hudn v~ nghi~p V\lth~ d\lc th~ Lap~p

thao cho cac can bQco sa, giao vien va hQCsinh, cac huful

co quan doanh nghi~p, dan vi L\lc luqng vii trang tren
dia ban.

T6 chuc cac giciithi ddu th~ d\lc th~ thao ~i co sa; Gicii thi

Ph5i hQ'Pv6i ngAnh Giao d\lc va Dao ~o t6 chuc cac ddu

gicii thi ddu th~ d\lc th~ thao ~i truOng hQc.

T6 chuc huful luy~n, luy~n ~p tham gia thi ddu cac Lap huan

giai th~ thao cua Thanh ph5 va toan qu5c. luy~n

Xay d\1llg k~ ho~ch t6 chuc cac ho~t dQng giao lUll, Ke ho~ch

thi ddu th~ thao.

Tham gia ki~m tra, danh gia cong mc thi dua v~ th~ Bi~u cham

d\lc th~ thao xa, phuOng, thi trful, cong nhan vien thi dua

chuc, ngum lao dQng, l\lc luqng vii trang va kh5i
truOng hQc.

Xay d\1llg k~ ho~ch va qulin ly cac Cau l~c bQTh~ d\lC Cau l~c bQ

th~ thao qu~ (huy~n, tm xa) TDTThQC
sinh

Ph5i hQ'Pv6i cong chuc chuyen mon cac cdp d~ tri~n
khai danh gia chdt luqng ho~t dQng cac cau l~c bQ
dinh ky theo thang, quy, nam.
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Hoan
thanh t6t
nhi~m V\l

San phim diu ra
Kit qua
th1}'chi~n
trong
nam
Hoan

thanh t6t
nhi~m V\l

DQc chinh
xac,
truy~n
cam

Ten sanx ).pham dau
ra

Cac tin,
bai, Phat
thanh dam
bao yeu
duo Cac
tin, bai
duQ'cc~p
nh~t kip
thai tren
C6ng

Thongtu
di~n ill

cllahuy~n.

Cong vi~c chinh phai th1}'chi~n

Tham mUll xay d\Il1gk~ ho~ch tuyen truy~n va khung
thOi lUQ11gtrong m6i chuang trinh phat s6ng dam bao
k~ ho~ch.
Tac nghi~p san xuAt cac chuang trinh phat thanh bfutg
Ti~ng vi~t bao g6m: cac tin, bai phat thanh vm cac nQi
dung tuyen truy~n v~ dUOng l6i, chinh sach cua Dang
va Nha nuac cac quy dinh Clla dia phuang, phan AM
cac ho~t dQng tren cac linh V\lCcua huy~n mQt cach
kip thOi, hi~u qua, dUng quy dinh cua phap lu~t.

Bien ~p cac chuang trinh phAt thanh hang ngay, cac
nQi dung thong tin quang cao ... theo quy dinh.

Tac nghi~p san xuAt cac chuang trinh truy~n hinh
trang ngo~i thanh.

Bien ~p cac tin, bai vao C6ng Thong tin di~n tu cua
huy~n, thi xa va cua qu~ Ha Dong.

Th\lc hi~n nhi~m V\l phat thanh vien, dQc cac tin, bai
trong cac chuang trinh phat thanh hang ngay cua Dai
TT huy~n va dQc cac nQi dung thong tin quang cao
theo quy dinh.

PHONG VIEN,
BIENAT~P
VIEN

(aJi wn huy~n,
(hi xii va qut;ln
HaDong)

Ten vi tri vi~c
lam

PHA.TTHANH
VIEN (aJi vm
huy~n, (hi xii va
qUt;lnHa Dong)
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1

Vi trl vifc LQmgtin vm cong vifc h6 tr(J',ph'.lC V'.l

KE TOA.N Tham mUll xay d\Il1gd\l toan kinh phi ho~t dQng nam,
dinh ky, dQt xudt; xay d\Il1g Quy ch~ chi tieu nQi bQ;
Th\lc hi~n cac khoan thu, chi dUng quy ch~ da duQ'c
phe duy~t; th\lc hi~n cong khai tfli chinh theo quy
dinh.
Thiet l~p day du cac lo~i ho sO'so sach lien quan den
cong tac k~ toan, l~p bao cao tfli chinh dUng quy dinh.
Chufut bi cac s6 li~u ph\lc V\lkiSm ke tfli san, ghi chep
cac biSu mau kiSm ke va tinh toan xac dinh k~t qua
kiSm ke tfli san; th\lC hi~n cong mc t\l kiSm tra tfli
chinh; phan tich, dAM gia tinh hinh quan ly, su dl,lng
tfli san, kinh phi cua dan vi.

Theo doi, quan ly h6 sO'nhan S\l, l~p cac bao cao c6
lien quan d~n nhan S\l theo quy dinh. Th\lC hi~n bao
quan luu trii cac chUng til, s6 sach k~ toan dUng nguyen
cic ill chinh.

Nghien Clm c~p nh~t van ban, ch~ dQchinh sach.

Th\lC hi~n mQt s6 nhi~m V\l khac do Giam d6c, Ph6
Giam d6c phan cong ..

Tham gia ~y du cae cuQchQ.pgiao b~ CO'quan, hQpoong
doan, hQpto, hQC~ nghi quyet,~ huan chuyenmon ...

D\l toan,
K~ ho~ch,
Quy ch~,
Bao cao

Bao cao,
ChUng til

Bao cao

Bao quan
dAydu,
khoahQc

Van ban

CUQchQp,
L' tacrp .P
hudn

Hoan
thanh t6t
nhi~m V\l
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San phim aiu ra

Ten vi tri vi~c Ten san Kit qua
Sft lam Cong vi~c chinh phai th1fchi~n A ). th1fChi~npham aau trongra nam

2
~~~

Quan Iy va v~ hanh h~ th6ng di~n va cac trang thi~t Cac trang Roan
bi di kern de bao dam cac ho~t dQngthuOngxuyen cua thi~t bi thanh t6t

(d6i vai huy~n, Trung tam theo dUngchirc nang, nhi~rnV\l. ho~t dQng nhi~rnV\l
thi xii va qut,ln t6t
HaD6ng) Dinh leY kiern tra, bao dUOngh~ th6ng di~n, thi~t bi Dinh leY

phat s6ng va cac trang thi~t bi di kern. Chu dQng t\l kiern tra,

kh~c ph\lc cac S\l c6, hu hong nho de duy tri cac ho~t bao dUOng

dQnghang ngay. theo quy
dinh.

Trvc ti~p th\lc hi~n vi~c san xuftt chuang trinh va phAt CUQcs6ng: 3 bu6i/ngay
D~ xuftt phuang an bao duOng, sua chua, thay th~ cac L~pd\l trU
trang thi~t bi, v~t tu, tcii san dUQ"cgiao quan Iy n~u kinhphi
khong t\l kh~cph\lc dUQ"c. sua chua
Th\lc hi~n rnQt s6 nhi~rn V\l khac do Giam d6c, Ph6
Giam d6c phan congo

3 KYTHU~T Ph\l trach am thanh, aM sang, nh~c cong, san khftu Chuang Roan
A ph\lCV\l cho cong tac t6 chirc, bieu di~n cho cac S\l trinh, S\l thanh t6tAM THANH,
ANHSANG ki~n chinh tri cua qu~ va cac hQi thi, hQi di~n, lien ki~n nhi~rnV\l
(d6i vai qut,ln) hoan ... do Trung tam Van hoa - Thong tin va The

thao t6 chuc.
T~p huftn, hu6ng dful chuyen rnon v~ vi~c su dvng Lap t8..p
thi~t bi am thanh cho cac nha van h6a, t6 dan ph6 tren huftn
dia ban.

4 VANTHU- L~p s6 quan Iy van ban di, d~n, s6 nh~t kYcong tac, S6 Roan

THUQUY quy trinh xu Iyvan ban d~n, di cua dan vi. thanh t6t
nhi~rnV\l

Luu trfr van ban d~n, di cua dan vi. SoluQ"llg
van ban

Pho to, in ftn,phat hanh cac van ban. SoluQ"llg
van ban

Th\lc hi~nquan Iy, sir d\ll1gcon dAuClladan vi theo quy Theo quy
dinh. dinh
Ra soat the thirc van ban truac khi phAthanh. Kiern tra S6IUQ"llg
the thuc cac van ban truac khi trinh Uinh d~o Trung van ban
tam kyo
Th\lc hi~n cong tac thu, chi, rut ti~n t~i Kho b~c. LAn,56L~p 56 theo d5i thu, chi.
Th\lc hi~n nQidung thu, chi theo S\l chi d~o tr\lc ti~p Bu6icua Thu truang dan vi.

Th\lc hi~n ch~ dQbao cao thuOng xuyen, dQtxuftt. Bao cao

Th\lChi~n rnQt s6 nhi~rn V\l khAcdo GiAmd6c, Ph6
GiAmd6c phfulcOng..
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San ph~m diu ra

Ten vi tri vi~c Ten san K~t qua
Stt him Cong vi~c chinh phai thyc hi~n

hl
"

thyc hi~np am dau trongra nam

5 BAo~ T6 chuc th\lc hi~n nQi quy, ,\uy ch~, k~ hOl;1chcong tilc Kehol;1ch

bao v~, tri~n khai cac yeu cau cong tilc bao v~ , tri~n
Hoankhai cac yeu cAucong tac bao v~ theo chi dl;1oclla Clla

ngum dUng dAu cO'quan va huang dfut Clla cO'quan co thanh t6t
thfun quy~n, k~ hOl;1chcong tilc bao v~ dam bao an
niOOtr~t !\l,an toam tI'\l sq Clladcrn vi,

Dam bao an toan tai san clla cO'Quan trong ca tf\lc. LAntf\lc

Xay d\lUg phucrng an phong chay, chua chay va th\lc Phucrng

hi~n nhi~m V\l phong chay, chua chay theo quy diOO fm/ th\lC

CllaOOanuac va Clladcrn vi. hi~n
phong

chay,chua
chay

Giam sat nguai va cac phucrng ti~n ra vao c6ng. Giam So nguW

sat, ki~m tra ngum mang tAi san clla cO'quan ra kh6i Tai san

cO'quan (khi co dAuhi~u nghi nga). Huang dfut khach
d~n lien h~ cong tilc th\lC hi~n dUng cac quy diOOClla
cO' quan, d5 xe dUng nrn quy diOO. Theo dai, ngan
ch~ ngum 11;1ra vao cO'quan khong ra ly do.
Ph6i hqp vai cac be>ph~ trong cO'quan giai quy~t cac Cong vi~c

cong vi~c co lien quan va th\lc hi~n cac nhi~m V\l khac phiin cong

do ngum dUng dAudcrnvi phiin congo

7



KHUNG NANG LVC VI TRI VI~C LAM
TRUNG TAM VAN HOA - THONG TIN vA THE THAO

TRVC THUQC UBND QU~N, HUY~N, THI xA
(Ban himh kem thea Quyit ainh s6: 4655' IQfJ-UBND ngay IL 1712017

eua UBND thanh ph6 Ha N(ji)

STT Vi tri vi~c lam Yen cAnv~ nang l•••.c, ky nang

I Vi tri viec lam e:in v6i cone: viec lanb <lao. qmln Iv. <liiu banb
1. Nang l\fc
- Nfun vUn~ duang 16i, chu !ruaIW cua Dang va phap l~t cua ~a
nuac; h~ thong chinh tri, h~ thong to chuc cac co quan nha nuac, che dQ
cong V\l, cong chuc, va cac ki~n thuc, ky nang chuyen mon nghi~p V\l
cua Trung tam van hoa - thong tin va th~ thao; Nfun duQ'c tinh hinh va
xu th~ phat tri~n nganh van hoa, thong tin va th~ thao;
- Chu tri, t6 chuc xay d\l11ghoan thi~n cac d~ an, d\I an, chuang trinh, k~
hOlilChcong mc; trinh bay va bao v~ duQ'c cac y ki~n, nQi dung d~ xuftt;
- Co nang l\Ic lanh dlilO,chi dlilO,t6 chuc th\Ic hi~n nhi~m V\l va ki~m
soat cong vi~c.
- T6 chuc huang ddn, th\Ic hi~n ch~ dQ, chinh sach, cac quy dinh thuQc
chuc nang, nhi~m V\l thuQc Trung tam Van hoa - Thong tin va th~ thao;
th\Ic hi~n, d~ xuftt cac bi~n phap ki~m tra, danh gia, t6ng k~t th\Ic hi~n

1 GIAMD6c cac hOliltdQng cua nganh.
- Co kha nang tham muu, d~ xuftt cac giai phap d6i moo, sang tlilov~
truyen truy~n c6 dQng, phong trao van ngh~ quc1nchUng, th~ d\lc th~
thao, hOliltdQng thu vi~n, hOliltdQng mo hinh cau llilCbQ, hOliltdQng cac
lap nang khi~u trong quc1nchUng nhan dan, phat thanh truy~n thanh .
.; Giai quy~t t6t cac nhi~m V\l duQ'c giao va cac vftn d~ phat sinh, dua ra
quy~t dinh quan ly phil hQ'P,hi~u qua.
- Co hi~u bi~t v~ hanh chinh, cong V\l,tam ly lanh dlilO,quan ly.
- C6 nang l\Ic ~p hQ'P, quy 1\1, hi~u ra th~ m~, tinh cach vien chuc
thuQc Trung tam; khuy~n khich, tlilodQng l\Ic cho vien chuc; huang ddn
cftp duOOcac ki~n thuc, kY nang lam vi~c; danh gia chinh xac, khach
quan nang l\Ic, hi~u qua lam vi~c cua vien chuc thuQc dan vi.
- C6 tu duy sang tlilo, d6i mai, dam nghi dam lam, dam chiu trach
nhi~m.
- Hi~u bi~t v~ tam ly v~ dQng d~ t6 chuc phong trao Th~ d\lc th~ thao
phil hQ'PvOOcac d6i tuqng khac nhau.
- C6 m6i quan h~ rQng rai vOOcac cftp, cac nganh, cac tAng lap nhan
dan, giOOvan ngh~ sy lien quan d~n nhi~m V\lchuyen mono
- C6 kha nang quan ly tai chfnh ngan sach theo quy dinh cua phap lu?t.
2. Ky nang
- Ky nang lanh dlilO,quan ly, di~u hanh
- Ky nang thuy~t trinh
-Ky nang giao ti~p, Ung xir
- Ky nang ph6i hQ'Ptrong c6ng vi~c
- Ky nang xu ly tinh hu6ng trong cong vi~c
- Ky nang xay d\l11gcac d~ an, k~ hOlilChva t6 chuc th\Ic hi~n;
- Ky nang t6ng hQ'P,phan dch, d~ xuftt giai phap
- Ky nang SOlilllthao van ban; sir d\lfig, v~ hanh thanh thlilo cac phc1n

1
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STT Vi tri vi~c lam Yeu cAuv~ ning l\fc, kY ning
mem (eng d\lI1gcong ngh~ thong tin trong ho~t dQng, dieu hanh.
- Ky nang t6 chuc lam vi~c theo nhom
- Ky nang t6 chuc, chli tri, di~u hanh cae hQi nghi ...

PHOGIAM 1.Nang IlfeDOC
- Nfun viing dUOng 18i, chli truang clia Dang va phap l~t clia Nha
nu6c; h~ th8ng chiOOtrio h~ th8ng t6 chuc cac co quan OOanu6c, ch~ dQ
cong V\l, cong chuc va cac ki~n thuc, ky nang chuyen mon nghi~p V\l
thuQc linh "\IC duQ'cphan cong ph\l trach.
- Hi~u r5 cac m\lC tieu va d8i tuqng quan ly, h~ th8ng cac nguyen cic va
co ch~ quan ly clia nghi~p V\l thuQc linh "\IC duQ'c giao; Co hi~u bi~t v~
hanh chiOO, cong V\l, khoa hQc tfun ly, khoa hQc quan ly; t6 chuc khoa
hQc quan ly;
- Co hi~u bi~t chuyen mon Am oo~c, Thu Vi~n, San khAu, HQi hQa, My
Thu~t, hanh chiOO, th~ d\lc th~ thao, phat thanh truy~n thanh ... thuQc
linh "\IC ph\l trach.
- Am hi~u va co th~ chi d~o, theo d5i, thfun dinh nhUng vAn d~ co ban
thuQc chuyen mon van hoa, ngh~ thu~t, th~ d\lc th~ thao.
- Xay d\fI1gcac d~ an, d\I an, chuang trinh, k~ ho~ch cong tac; triOObay
va bao v~ duQ'c cac y ki~n, nQi dung d~ xuAt;
- Co nang l\Ic tri~n khai cong vi~c dam bao ti~n dQ, chAt luqng va hi~u
qua; Co phuang phap nghien cUu, t6ng k~t va d~ xuAt, cai ti~n nghi~p
V\lquan ly.
- Huang dful, theo d5i, don d8c, ki~m tra va d~ xuAt cac bi~n phap d~
th\Ic hi~n cac quy djnh ho~c quy~t dinh quan ly d~t k~t qua;
- Quan ly h6 so, lUll tm tu li~u, s8 li~u linh "\IC duQ'c giao OOfunph\lc
V\l cho cong tac quan ly nha nu6c duQ'c ch~t che, chinh xac, dUng
nguyen cic;
- Nfun duQ'c tinh hinh va xu th~ phat tri~n nganh, liOO"\IC cong tac;
- Tf\Ic ti~p ho~c co th~ chi d~o th\Ic hi~n vi~c thfun dinh, dan d\fI1g,d~o
di~n, vi~t kich ban san khAu, ca mua nh~c, kich, t6 chuc thi dAu th~ d\lc
~the thao ...

- Co phong cach gfut giii hoa d6ng, gfut bo voo quAn chUng.

- Co kha nang oo~ bi~t, d\I doan nhu cAu sa thich, thi hi~u clia dam
dong, d~c bi~t v~ linh "\IC van hoa ngh~ thu~t d~ tham mUll t6 chuc th\IC
hi~n dap (eng OOucAunguy~n vQng clia OOandan.

2. Ky nang

- Ky nang lanh d~o, di~u hanh
- Ky nang thuyet trinh
- Ky nang giao ti~p, (eng xu
- Ky nang ph8i hQ'Ptrong cong vi~c
- Ky nang xu ly tiOOhu8ng trong cong vi~c
- Ky nang xay d\fI1gcac d~ an, k~ ho~ch va t6 chuc th\Ic hi~n
- Ky nang t6ng hQ'P,phan tich, d~ xuAt giai phap
- ~y nang so~ thao van ban; su d\lI1g, v~ hanh thanh th~o cac phfut
mem (eng d\lI1gcong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nhom
- Ky nang t6 chuc S\Iki~n, hQi nghj ...
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STT Yeu cAuv~ nang I'!C, kY nang
II Jlt tTlvi"c lilm tin vUicon vi"c hoat iltn n h2 n hi"

1 NG!I~P VV 1. Nang ll}'c
THONGTIN, _ Nb vihl~ duemg lBi, chu !ru01W cua Dang va phap lu~t cua ~a
TR~~ c6 nuac; h~ thong chinh tIi, h~ thong to chuc cac co quan nha nuac, che dQ

cong V\l, cong chuc va cac ki€n thuc, ky nang chuyen mon nghi~p V\l
DQNG cua Trung tam Van hoa - thong tin va th~ thao;

- Hi~u ro cac m\lc tieu va dBi tuQ'Ilgquan ly, h~ thBng cac nguyen ~c va
co ch€ quan ly cua cong mc tuyen truy6n c5 dQng.
- Co phuang phap nghien CUll,t5ng k€t va d6 xuAt, cai ti€n nghi~p V\l
tuyen truy6n c5 dQng; co nang l\Ic lam vi~c dQc l~p ho~c theo nhom;
tri~n khai cong vi~c bao dam ti€n dQ, chdt lUQ'Ilgva hi~u qua;
- Am hi~u th\Ic ti€n, kinh t€ - xa hQi v6 cong mc quan ly dBi vrn cong mc
tuyen truy6n c5 dQng;
- Bi€t s5p x€p cong vi~c hQ'P ly, dam bao theo ti€n dQ cac nhi~m V\l
chinh tri theo dinh huang chi d~o cua Thanh phB va qu~ (huy~n, thi
xa).
- Co kha nang lIng d\lllg cong ngh~ thong tin va ap d\lllg nhiing ky thu~t
mrn trong linh V\ZCthong tin, tuyen truy6n c5 dQng.
- Co kha nang lam vi~c dQc l~p trong thi€t k€ maket va phBi hQ'Pvrn cac
ca nhan, dan vi trong cong mc tuyen truy6n c5 dQng.
2. Ky nang
- Ky nang thuy€t trinh
- Ky nang giao ti~p, lIng xu
- Ky nang phBi hQ'Ptrong cong vi~c
- Ky nang xu ly tinh huBng trong cong vi~c
- Ky nang th\Ic hi~n cong vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang t5ng hQ'P,phan tich, d6 xudt giai phap
- Ky nang so~ thao van ban; su d\lllg thAnh th~o cac phfut m6m lIng
d\lllg cong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t5 chuc lam vi~c theo nhom
- K - nan t5 chufuI bi chuc S\I ki~n, hQi n hi ...

2 NG~P VV 1. Nang hFC
VAN H6A - _Nb vihlg duemg lBi, chu truang cua Dang va phap lu~t Clla Nha
VAN NG~ nuac; h~ thBng chinh tIi, h~ thBng t5 chuc cac co quan nha nuac, ch~ dQ

cong V\l, cong chuc va cac ki~n thuc, ky nang chuyen mon nghi~p V\l
CllaTrung tam Van hoa - thong tin va th~ thao;
- Hi~u ro cac m\lc tieu va dBi tuQ'Ilgquan ly, h~ thBng cac n~yen ~c va
co ch~ quan ly cua nghi~p V\llinh V\ZCvan hoa, van ngh~ quan chUng;
- Co phuang phap nghien CUll,t5ng k~t va d6 xudt, cai ti~n nghi~p V\l
cong mc van hoa, van ngh~ qufut chUng, co nang l\Ic lam vi~c dQc l~p
ho~c theo nhom; tri~n khai cong vi~c bao dam ti~n dQ, chdt lUQ'Ilgva
hi~u qua;
- Am hi~u th\Ic ti€n, kinh t~ - xa hQi v6 cong mc van ngh~ qufut chUng;
nb duQ'c xu huang phat tri~n cua linh V\ZCvan hoa, van ngh~ qufut
chUng a trong nuac;
- Co hi~u bi~t v6 linh V\ZCvan ngh~ qufut chUng va kha nang t5 chuc cac
lo~i hinh sinh ho~t van n h~ ufut chUn .

3



STT Vi tri vi~c him Yeu ciu v~ nang l,!c, kY nang
- Thfch nghi, c~p nh~t, ap d\U1~cac cac ky nang, ki€n thuc m6i trong
th\l'c hi~n nhi~m V\l van ngh~ quan chUng.
- Chi d~o, quan Iy t6 chuc cac chuang trinh tham gia hQi di~n.
- C6 kha nang nb b~t xu hu6ng ve ho~t dQng lo~i hinh Cau I~c bQvan
h6a ngh~ thu~t d~ kip thai tham muu, de xuAt v6i lanh d~o.
- C6 kha nang thu hut, t~p hQ'Pquful chUng, nhan t6 van ngh~ tham gia
vao ho~t dQng Cau I~c bQvan h6a ngh~ th~t tren dia ban.
- C6 kha nang thich nghi, c~p nh~t nhUng mo hinh Cau I~c bQ van h6a
ngh~ thu~t m6i d~ ap d\U1g hi~u qua trong vi~c th\l'C hi~n nhi~m V\l

chuyenmon.
2. Kynang
- Ky nang bao do, trinh bay m~ch I~c, ro rang
- Ky nang giao ti€p, (eng xu
- Ky nang ph6i hQ'Ptrong cong vi~c
- Ky nang xu Iy tinh hu6ng trong cong vi~c
- Ky nang th\l'c hi~n cong vi~c dUng quy trinh, dUng ti€n dQ theo phan
cong
- Ky nang t6ng hQ'P,phan tich, de xuAt giai phap
- Ky nang so~ thao van ban; su d\U1gthanh th~o cac phful mem (eng
d\U1gcong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nh6m
- Ky nang t6 chuful bi chuc S\l'ki~n, hQi nghi ...

3 NG~PVV 1.Nang hrc
THUvq;N - Nb vfrng ducrng 16i, chu truang cUa Bang va phap lu~t cua Nha

nu6c; h~ th6ng chinh tri, h~ th6ng t6 chuc cac co quan nha nu6c, ch€ dQ
cong V\l, cong chuc va cac ki€n thuc, ky nang chuyen mon nghi~p V\l

cua trung tam van hoa;
- Hi~u ro cac m\lc tieu va d6i tuQ11gquan Iy, h~ th6ng cac nguyen tic va
co ch€ quan Iy cua cong tac thu vi~n.
- C6 phuang phap nghien cUu, t6ng k€t va de xuAt, cai ti€n nghi~p ~
cong tac thu vi~n; c6 nang I\l'c lam vi~c dQc I~p ho~c theo nh6m; trien
khai cong vi~c bao dam ti€n dQ, chAt IUQ11gva hi~u qua;
- Am hi~u th\l'c ti~n, kinh t€ - xa hQi ve cong tac quan Iy d6i v6i cong tac
thu vi~n; nb duQ'c xu hu6ng phat tri~n cua cong tac thu vi~n 6 trong
nu6c;
- C6 kha nang giao ti€p t6t trong qua trinh ph\lc V\l b~ dQc d€n thu

'AVl~n.
- SU d\U1gthanh th~o phful mem thu vi~n theo yeu cAunganh dQc.
- C6 kha nang giai quy€t kh6 khan, vu6ng m~c trong qua trinh t6 chuc
cac ho~t dQng thu vi~n.
- T6 chuc quan Iy luu trii' va bao quan cac kho sach, bao, van ban, tai
li~u, dfr li~u thong tin theo quy dinh.
2. Kynang
- Ky nang bao cao, trinh bay m~ch I~c, ro rang
- Ky nang giao ti€p, (engxu
- Ky nang ph6i hQ'Ptrong cong vi~c
- Ky nang xu Iy tinh hu6ng trong cong vi~c
- Ky nang th\l'c hi~n cong vi~c dUng quy trinh, dUng ti€n dQ theo phan
cong
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STT

4

5

Vi tri vi~clam

NGm~PVV
THE DVC,
THETHAO

PHONGVIEN,
BIEN TAP
VIEN'

(46; vUi huyfn,
thi xii va qupn
HaBong)

Yeu cAuv~ nang l\fc, Icy nang

- Ky nang t6ng hQ'P,phan dch, de xuAt giai phap
- Ky nang so~ thao van ban; su d\lI1g thanh thl;lo cac phfuI mem Ung
d\lI1gcong ngh~ thong tin trong hOl;ltdQng chuyen mono
- Ky nang t6 chirc lam vi~c theo nh6m
- K - nan t6 chudn bi chirc S1,lki~n, hQi n hi ...
1. Nang hrc
- Nb vlhtg cac quy dinh cua phap lu~t, ch~ dQ chinh sach cua nganh,
linh Vl,lCva cac ki~n thirc co ban trong linh Vl,lCchuyen mon nghi~p V\l
the d\lCthe thao qufuI chUng.
- Hieu ro cac m\lc tieu va d6i tuQ'11gquan Iy, h~ th6ng cac nguyen cic va
co ch~ 9uan Iy cua nghi~p V\l thuQc phl;lffi vi dUQ"cgiao; hieu dUQ"c
nhfrng van de co ban ve h~ th6ng chinh tri, h~ th6ng t6 chirc cac co quan
nha nuac, ch~ dQcong V\l, cong chirc, vien chirc; khoa hQc tam Iy, khoa
hQc quan Iy; t6 chirc khoa hQc quan Iy;
- C6 phuong phap nghien Clru, t6ng k~t va de xudt, cai ti~n nghi~p V\l
quan Iy; c6 nang 11,lclam vi~c dQc I~p ho~c ph6i hQ'Ptheo nh6m; c6 nang
11,lctrien khai cong vi~c bao dam ti~n dQ, chdt IUQ'11gva hi~u qua;
- Am hieu th1,lcti~n, kinh t~ - xa hQi ve cong mc quan Iy d6i vm linh Vl,lC
the d\lC the thao qufuI chilng; nb dUQ"cxu huang phat trien cua nganh,
linh Vl,lCa trong nuac;
- Hieu lu~t cac mon the thao, trQng tcii the thao.
- Kha nang dieu hanh cac giai thi ddu the thao va trl,lc ti~p thi ddu cac
mon the thao.
- C6 kha nang t~p hQ'P va lam trQng tai cac giai thi ddu the d\lC the
thao.
- Phan tich, nh~ dinh thanh tich thi ddu the thao.
- ~a nan~ t6 chuc hOl;ltdQng, la hudn luy~n vien, phat trien phong trao
the d\lc the thao tl;iico sa.
2. Ky nang
- Ky nang bao cao, trinh bay ml;lchIl;lC,ro rang.
- Ky nang giao ti~p, Ung xu
- Ky nang ph6i hQ'Ptrong cong vi~c
- Ky nang xu Iy tinh hu6ng trong cong vi~c
- Ky nang th1,lchi~n cong vi~c dung quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang t6ng hQ'P,phan tich, de xudt giai phap
- Ky nang so~ thao van ban; su d\lI1g thanh thl;lo cac phfuI mem Ung
d\lI1gcong ngh~ thong tin trong hOl;ltdQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nh6m
- K - nan t6 chudn bi chuc S1,lki~n, hQi n i ...
1. Nang l\fc
- Nb viing cac quy dinh cua phap lu~t, ch~ dQ chinh sach cua nganh,
linh Vl,lCva cac kien thuc co ban trong linh Vl,lCchuyen mon nghi~p V\l.
- Hieu ro cac m\lc tieu va d6i tuQ'11gquan Iy, h~ th6ng cac nguyen cic va
co ch~ 9u~ Iy cua n~hi~p Y\l thuQc phl;lffi vi, dUQ"~giao; hieu duQ'c
nhfrng van de co ban ve h~ thong chinh tri, h~ thong to chuc cac co quan
nha nu6c, ch~ dQ cong V\l, cong chirc, vien chuc; khoa hQc tam Iy, khoa
hQc quan Iy; t6 chuc khoa hQc quan Iy;
- C6 phuong phap nghien Clru, t6ng k~t va de xudt, cai ti~n nghi~p V\l
uan I '; c6 nan 11,lclam vi~c dQc l~ ho~c h6i h. theo nh6m; c6 nan
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STT Vi tri vi~c lam Yeu cAuv~ nang Il}'c,kY nang
l\Ic trien khai cong vi~c bao dam tien dQ, chat Im;mg va hi~u qua;
- Am hieu th\Ic ti~n, c6 kinh nghi~m trong linh V\ICchuyen mon;
- C6 trinh dQ chuyen mon v€ linh V\ICbao chi. C6 kha nang mc nghi~p
xay d\Illg cac tin, bai phat thanh truy€n hinh.
- C6 kha nang bien ~p nQi dung cac chuong trinh phat thanh truy€n
hinh. C6 kha nang Bien ~p, chQn lQc dang tAi cac tin, bai vao CBng
Thong tin di~n ill cua huy~n ...

2. Kynang
- Ky nang bao cao, trinh bay ml}.chll}.c,ro rang
- Ky nang giao ti~p, Ung xu
- Ky nang ph8i hQ'Ptrong cong vi~c
- Ky nang xu ly tinh hu8ng trong cong vi~c
- Ky nang th\Ic hi~n cong vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang tBng hQ'P,phan tich, d€ xu~t giai phap
- Ky nang sol}.llthao van ban; su d\ll1g thanh thl}.ocac phful m€m Ung
d\ll1gcong ngh~ thong tin trong hOl}.tdQng chuyen mono
- Ky nang tB chuc lam vi~c theo nh6m

6 pHATTHANH 1. ~ang 111C ,
vIEN - Nam viing cac ~uy dinh cua phap lu~t, che dQ chinh sach cua nganh,

(ilai vm IIuyin, linh V\ICva cac kien thuc co ban trong linh V\ICchuyen mon nghi~p V\l.
tlli xii va qupn - Hieu ro cac m1,1ctieu va d8i tm;mg quan ly, h~ th8ng cac nguyen cic va
HalJong) co ch~ ~uan ly cua nghi~p V\l thuQc phl}.ffivi duQ'c giao; hieu duQ'c

nhUng van d€ co ban v€ h~ th8ng chinh tri, h~ th8ng tB chuc cac co quan
nha nu6'c, ch~ dQ cong V1,1,cong chuc, vien chuc; khoa hQc tam ly, khoa
hQc quan ly; tB chuc khoa hQc quan ly;
- C6 phuong phap nghien cUu, tBng k~t va d€ x~t, cai ti~n nghi~p V\l
chuyen mon; c6 nang l\Ic lam vi~c dQc l~p ho~c ph8i hQ'Ptheo nh6m; c6
nang l\Ic trien khai cong vi~c bao dam ti~n dQ, ch~t lUQ'ngva hi~u qua;
- C6 trinh dQchuyen mon, c6 giQng dQc t8t, truy€n cam.
- C6 kinh nghi~m v€ nghi~p V\lphat thanh vien.
2. Kynang
- Ky nang bao cao, trioo bay ml}.chll}.c,ro rang.
- Ky nang giao ti~p, Ung xu
- Ky nang ph8i hQ'Ptrong cong vi~c
- Ky nang xu ly tinh hu8ng trong cong vi~c
- Ky nang th\IC hi~n cong vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang SOl}.llthao van ban; su d\ll1g thanh thl}.ocac phful m€m Ung
d\ll1gcong ngh~ thong tin trong hOl}.tdQng chuyen mono
- Ky nang tB chuc lam vi~c theo nh6m
- Ky nang tB chuful bi chuc S\Iki~n, hQi nghj ...

III Vi tTl vifc lam giin vUi cong vifc ho tT(1,ph(lc V(I

1 KEToAN l.Nang 111C
- Nb viin~ dUOng 18i, chu truong cua Dang va phap lu~t cua Nha
nu6'c; h~ thong chinh trj, h~ th8ng tB chuc cac co quan nha nu6'c, ch~ dQ
cong V\l, cong chuc, vien chuc va cac kiSn thuc, ky nang chuyen mon
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STT Vi tri vi~c lam Yeu cAuv~ nang l'lc, Icy nang

nghi~p V\l.
- Hieu ro cac m\lc tieu va d6i tuQ1lgquan ly, h~ th6ng cac nguyen cic va
cO' che ~uan ly cua nghi~p V\l thuQc phl;Ullvi duQ'c giao; hieu duQ'c
nhilng van d~ cO'ban v~ h~ th6ng chinh tIi, h~ th6ng t6 chuc cac cO'quan
nha nu6c, che dQcong V\l, cong chuc, vien chuc.
. - C6 phuang phap nghien CUll,t6ng ket va d~ xuAt, cai tien nghi~p V\l
quan ly; 'c6 nang l\l'c lam vi~c dQc l~p ho~c ph6i hQ'P~heo nh6m; c6 nang
l\l'c trien khai cong vi~c dam bao tien dQ, chAt IUQ1lgva hi~u qua;
- Am hieu th\l'c ti€n, kinh t~ - xa hQi, nghi~p V\l k~ toan k~ toan; nfun
duQ'cxu huang phat trien cua nganh, linh V\l'C6 trong nu6c;
- C6 kha nang dinh khoan cac nQi dung thu, chi ~i dan vi.
- L~p d\l' toan ho~t dQng cua Trung tam; L~p s6 sach k~ toano
- C6 kha nang l~p bao cao tciichinh, th6ng ke, bao cao thue theo quy
dinh.
- C6 hieu biet va tham muu th\l'c hi~n che dQ, chinh sach cho cong chuc,
vien chuc va lao dQng hQ'Pd5ng cua dan vi kip thai, dUng quy dinh.
- Ph6i hQ'Pt6t vai cac cO'quan, dan vi lien quan trong th\l'c hi~n nhi~m
V\l.
2. Kynang
- Ky nang bao cao, trinh bay m~ l~c, ro rang.
- Ky nang giao tiep, Ung xu.
- Ky nang ph6i hQ'Ptrong cong vi~c.
-. Ky nang xu ly tinh hu6ng trong cong vi~c.
- Ky nang th\l'c hi~n cong vi~c dUng quy trinh, dUng tien dQ theo phful
cong
- Ky nang phful dch, t6ng hQ'P,bao cao, danh gia tinh hinh tcii chinh cO'
quan, kien nghi bi~n phap giai quyet.
- Ky nan~ quan ly h5 sO',luu trii' chUng ill, s6li~u chinh xac, dUng
nguyen taco
- Ky nang l~p va trinh duy~t h5 sO'thanh, quy~t toano
- Ky nang dn th~, chinh xac va c6 tinh nang dQng, sang ~o trong th\l'c
thi cong V\l.
- Ky nang so~ thao van ban; su d\lIlg thanh th~o cac phfut m~m Ung
d\lIlg cong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nh6m.

2 KYTHUAT 1.Nang ll}'c, .
PHATTHANH - Nfun duQ'c dUOng 16i, chu truO'llg, chinh sach Dang, Nha nu6c, cua
(ila; vOihuyin, nganh va dan vi ve linh V\l'Cchuyen mon ph\l trach.
thj xii va qupn

- Hieu va nfun vilng cac quy trinh, quy phl;Ullky thu~t chuyen mon lienHaDong)
quan den nhi~m V\lduQ'Cgiao.
- C6 kha nang phful dch, kiem soat, xu ly tinh hu6ng.
- C6 nang l\l'c chuyen mon, c6 kinh nghi~m cong mc, su d\lIlg thanh th~o
vi tinh va kY thu~t v~ hanh may m6c thiet bi phat thanh, truyen thanh,
truyen hinh; kh~c ph\lc cac S\l'c6 ky thu~t phat thanh truyen hinh, hieu
biet ve ky thu~t sua chua may va h~ th6ng cong ngh~ thong tin, cai d~t
cac phfut memo
- Cac ky nang, ky xao dvng hinh anh, am thanh, ky thu~t bao duOng,
sua chua cac thiet bi chuyen d\lIlg phM thanh truy~n hinh.
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STT Vi tri vi~c lam Yeu cAuv~ nang lY'c,kY nang

2. Ky nang
- Ky nang bao cao, trinh bay mach I~c, ro dmg
- Ky nang giao ti~p, tmg xir
- Ky nang ph5i hQ'Ptrong cong vi~c
- Ky nang xu Iy tinh hu5ng trong cong vi~c
- Ky nang th\Ic hi~n cong vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang so~ thao van blin; sir d\lllg thanh th~o cac phful m~m tmg
d\lllg cong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nh6m
- K9 nang t6 chuful bi chuc S\Iki~n, hQi nghi ...

3 KYTHUAT 1. Nang Il}'c
AM THANH, - Nfun viing dUOng 15i, chu truong cua Dling va phap lu~t Clla Nha
ANHsANG nuoc; h~ th5ng chinh tn, h~ th5ng t6 chuc cac co quan nha nuoc, ch~ dQ
(dai vOl qupn) cOng V\l, cong chuc va cac ki~n thuc, ky nang chuyen mon nghi~p V\l;

- Hi~u ro cac m\lC tieu va d5i tugng qulin Iy, h~ th5ng cac nguyen tAcva
co ch~ qulin Iy cua nghi~p V\l thuQc ph~ vi duQ'c giao; hi~u duQ'c
nhUng van d~ co blin v~ h~ th5ng chinh tn, h~ th5ng t6 chuc cac co quan
nha nuoc, ch~ dQcong V\l, cong chuc, vien chuc; khoa hQc tam Iy, khoa
hQc qulin Iy; t6 chuc khoa hQc qulin Iy;
- C6 phuong phap nghien Clru, t6ng k~t va d~ xuAt, cai ti~n nghi~p V\l
qulin Iy; c6 nang l\Ic lam vi~c dQc l~p ho~c ph5i hQ'Ptheo nh6m; c6 nang
l\Ic tri~n khai cong vi~c bao dam ti~n dQ, chAt lugng va hi~u qua;
- Am hi~u th\Ic ti~n, kinh t~ - xa hQi v~ cong mc qulin Iy d5i vm cong mc
qulin Iy thi~t bi am tpanh aM sang; nfun duQ'c xu huang phat tri~n cua
nganh, linh V\IC6 trong nuoc;
- C6 kha nang nfun b~t nhUng xu huang mm trong vi~c tmg d\lllg am
thanh, aM sang vao cac chuong trinh ngh~ thu~t ph\lc V\l nhi~m V\l
chinh tri cling nhu ph\lc V\lho~t dQng van ngh~ quful chUng.
- C6 kha nang tmg d\lllg cong ngh~ thong tin trong xir Iy am thanh, aM
sang.
2. Kynang
- Ky nang bao cao, trinh bay mach l~c, ro rling
- Ky nang giao ti~p, tmg xu
- Ky nang ph5i hQ'Ptrong cOngvi~c
- Ky nang xu ly tinh hu5ng trong cong vi~c
- Ky nang th\Ic hi~n cong vi~c dUng quy trinh, dUng ti~n dQ theo phan
cong
- Ky nang so~ thao van blin; sir d\lllg thanh th~o cac phful m~m tmg
d\lllg cong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t6 chuc lam vi~c theo nh6m
- Ky nang t6 chuful bi chuc S\Iki~n, hQi nghi ...

4 VANTmJ- 1. Nang Il}'c
THiJQuY - Nfun viing cac quy dinh cua phap lu~t, ch~ dQ chinh sach trong linh

van thu luu trU, thu quy.
- Hi~u ro cac m\lc tieu va d5i tugng qulin Iy, h~ th5ng cac nguyen tAcva
cO' ch~ qulin Iy cua nghi~p V\l thuQc ph~ vi duQ'c giao; hi~u duQ'c
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STT Vi tri vi~c lam Yen cAnv~ nang I'1C, kY nang
nhiIng van de cO'ban ve h~ thong chinh tri, h~ thong to chuc cac cO'quan
nha nuac, che dQ cong V\l, cong chuc, vien chuc; khoa hQc tam Iy, khoa
hQc quan Iy; t6 chuc khoa hQc quan Iy;
- Nfun ro quy trinh xay d\lIlg cac phuang an, ke ho~ch, cac quyet dinh
C\lth~ va c6 kien thuc am hi~u v~ Iinh V\l'Cvan thu luu trii', thu quy.
- C6 phuang phap nghien cw, t6ng ket va d~ xuAt, cm tien nghi~p V\l
quan Iy; c6 nang Igc lam vi~c dQc I~p ho~c ph6i hQ'Ptheo nh6m; c6 nang
Igc tri~n khai cong vi~c bao dam tien dQ, chAt Iugng va hi~u qua;
- Nfun viIng nghi~p V\lv~ cong mc hanh chinh - van thu - thu quy, chiu
trach nhi~m quan Iy van ban di, den dUng quy trinh, quy dinh, cong mc
ki~m tra th~ thuc van ban truac khi phat hanh. Bao quan va sir d\}ng con
dAu dUng quy dinh. Tham muu, so~ thao van ban va cac Io~i giAy to
hanh chinh cua Ban theo Iich, chuang trinh, ke ho~ch cong mc va theo
chi d~o cua lanh d~o dan vi.
- Nfun viIng nghi~p V\l v~ cong mc I~p h5 sa va cong mc luu trfr d~ t5
chuc luu trii', bao qulin va khai thac sir d\}ng cac van ban, tlii li~u trong
qua trinh ho~t dQng cua dan vi.
- L~p h5 sa theo doi thu chi theo cong mc chuyen mon;
- Chi tra dUng d6i tuQ'Ilgtrong h5 sa.
- C6 trach nhi~m trong cong vi~c; trung thgc, dn th~, chinh xac

trong cong vi~c.
- C6 kha nan~ lam vi~~ dQc I~p, biet dinh huang xir Iy, d~ xuAt giai

phap phil hQ'Pde giai quyet cong vi~c.
2. Kynang
- Ky nang bao cao, trinh bay m~ I~c, ro rang.
- Ky nang giao tiep, Ung xir.
- Ky nang ph6i hQ'Ptrong cong vi~c.
-. Ky nang xir Iy tinh hu6ng trong cong vi~c.
- Ky nang thgc hi~n cong vi~c dUng quy trinh, dUng tien dQtheo phan
cong;
- Ky nang quan Iy h5 sO',luu trii' tlii li~u, luu trfr chUng tir, s6 li~u chinh
xac, dUng nguyen tAc.
- Ky nang dn th~, chinh xac trong thgc thi cong V\l.
- Ky nang so~ thao van ban va sir d\}ng thanh th~o cac phc1nm~m Ung
d\}ng cong ngh~ thong tin trong ho~t dQng chuyen mono
- Ky nang t5 chuc lam vi~c theo nh6m.

S BAo~ 1. Nang l'Fc
- Hi~u cac quy dinh cO'ban cua phap lu~t v~ cong mc bao v~, nguyen tAc
dam bao an toan, an ninh tr~t tg, sir d\}ng t6t cac cong C\lh6 trQ',phuang
ti~n thong tin lien I~c;
- Hi~u ro cac m\lc tieu va d6i tugng quan Iy.
- C6 Y thuc trach nhi~m d6i vm cong vi~c;
- Nfun viIng cac kien thuc v~ chuyen mon nghi~p V\lbao v~;
- C6 du suc kh6e d€ hoan thanh t6t nhi~m V\lduQ'cgiao.
2. Ky nang:
- Ky nang trinh bay, bao cao dp tren cac vAnd~ duQ'c giao;
- Ky nang thgc hi~n cong vi~c dUng quy trinh, dUng tien dQ theo phan
cong;
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STT Vj tri vi~clam YA ). ). x I IA'7 ¥eu cau ve nilng 1}'C''''3 nang

- Ky nang giao ti~p, ll'ng xu phil hQ'P,than thi~n.
- Ky nang xu ly tinh huang
- Ky nang phai hQ'Ptrong cong vi~c
- Ky nang tufu1tra canh gac bao v~ hi~n truemg, bao v~ m\lc tieu
- Ky nang sa dp CUu khi g~p S\I ca: chay n8, CUu ngum ...
- K - nan su d\lll cac thi~t bi v~ di~n, hon chan cha n8.
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