BAN MO TA CONG VIEC VA KHUNG NANG LUC
TUONG UNG VOI VI TRi VIEC LAM CUA VIEN CHUC

VI TR

STT VIEC LAM MO TA CONG VIEC KHUNG NANG LUC
1 | Téng hop - 1. Vi tri, chite trach: Thyc hién cong tac tong hop - hanh chinh - quén tri 1. Ning lue cot 16
Har}h chmh ~ | 2. Quan hé cong viéc: Vién chirc, nguoi lao dong cua Trung tam - Co kha nang t6 chic, sip
Quan tri xEp va 1ap ké hoach.

3. Nhiém vu chinh

- T6 chtic thyc hién va thong bao cho vién chirc, nguoi lao dong cong tac 18
tan, khanh tiét va cac hoat dong, su kién do Trung tdm dam nhiém.

- Thu ky cac cugc hop, hdi nghi do Lanh dao Trung tam chu tri, theo ddi tinh
hinh thuc hién géc thong bao két luan giao ban, cac chuong trinh, ké hoach,
cac hoat dong tong hop khac cuia Trung tam.

- Quan ly cac phong hoc, phong hop, héi truong cho thué mudn, thuc hién
cac dich vu hau can hanh chinh cta don vi.

- Tham muu véi lanh dao phong, xdy dung va trinh ban hanh ké hoach lién
quan cOng tac quan tri.

- Soan thao van ban theo yéu cau cua Giam ddc.
- Soan thao Lich cong tac tuan cho Ban Gidm doc.

- Thyc hién cac tha tuc, hd so ding ky, thay doi cac nodi dung cé lién quan
dén hoat dong hanh chinh cia Trung tdm (con dau, dia chi, ...).

- Cham cong, theo doi ngay nghi cua vién chiic va nguoi lao dong.

- Thyc hi¢én céc cong vigéc phat sinh khac theo phan cong nhi€ém vu ting thoi
di€ém cua Lanh dao phong.

- X1r Iy tinh huéng.

- Kha nang phan tich.

- K§¥ ning giao tiép.

- K§¥ ning phdi hop.

- Ky nang soan thao van ban.
2. Nang luc quan ly

3. Nang lwc chuyén mon

- Am hiéu vé cong tac quan
tr1 van phong, quan ly tai san
- St dung thanh thao may vi
tinh.

- Giai quyét van dé

- Tham muu va tao su dong
thuan




