
Phl} luc 01
MO TA vr TRi VI~C LAM, YEU cAu DIEU KI:BNDOl VOl vi TRl VI~C LAM nrr TUYEN

(kern thea Thong bao s6533 ITB-CVHHNT ngay c:.C~Jthang 6 narn 2022)

I. Yeu c§u chung v~ trinh 09 ngoai ngfr, tin hoc o&i voi cac V! tri viec lam (VTVL)

1. V~ trinh 09 ngoai ngu: C6 chirng chi ngoai ngU' Anh van voi trinh aQ tuong duong bac 2 khung nang hrc ngoai ngU'Viet Nam tro
len thea quy dinh tai Thong tu s6 01/2014/TT-BGDDT ngay 24/01/2014 cua BQ truorig BQ Giao due va Dao tao ban hanh khung nang luc
ngoai ngir 6 bac dung cho Viet Nam.

2. V~ trinh 09 tin hoc: C6 chirng chi tin hoc voi trinh 09 tuang duong dat chuan k9 nang ~ll' dung cong nghe thong tin co ban tro len
thea quy dinh tai Thong tir s6 03/2014/TT-BTTTT ngay 11/3/2014 cua B9 tnrong BQ Thong tin va Truyen thong quy dinh Chuan k9 nang
sir dung cong nghe thong tin.

II. Yeu c§u rieng o&i vot tirng v] trf vi~c lam

Mft s6 vi Ten vi tri Ng~ch sa Yeu du dj~u ki~n v~
ChiTT t1'1 vi~c vien Mo ta vi tr1 vi~c lam dl! tuy~n chuyen mon nghi~p V\lvi~c hIm IU'ol1u chulam chuc • b ella vi trl "i~c lam
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- Tham gia gop y xay dlJng cae van ban quy ph<;tmphap Iu?.!
v~ lInh VlJCcong tac thuQc chuc nang tham muu cua phong.
-Xay dlJng dlJ thao chuc nang, nhi~m V\lquy~n h<;tnva ca du

T6t nghi~p o<;tih9C cact6 chuc cua cac bQph?il chuyen mon nghi~p \'\1, cac D<;tidi~n
trvc Cang V~lHang hai Nha Trang; tham muu, d~ xu~t thanh nganh:

l?-p, giai th~ cac bQph?-n chuyen mon nghi~p V\1,8<;tidi~n theo - Hanh chinh, quan tri
Chuyen quy dinh. nhan I\l'c, Iu?t;

- Kinh t~, kinh t~ v?-n taiT6 chuc- vien - Thvc hi~n quy trinh b6 nhi~m, b6 nhi~m I9i, Iwln chuy~n,1 23.3.12
Nhan sv ai~u QQng,tu chuc, mi6n nhi~m, chuy~n obi vi tri cong tic. 01 bi~n, kinh t~ v~n tai thuy,(H<;tng

t6 chtl'c quan 1y v?-n tai,III) - Thl)'c hi~n cong tac thi aua khen thuang, ky Iu?-td6i v6i cong
kinh t~ ngo<;titlmong, taichuc, vien chuc va ngucyi lao dQng thuQc ph<;tIDvi quan l~;·Clla
chinh, k~ toanocO'quan.
- f)i~u khi~n tau bi~n,-f)~ xu~t phuong an s~p x~p, ki~n toan t6 chile, bQmay, bien
khai tMc may tau bi~n.ch~ phu hgp.
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-Xay d~rng f)~ an vi tri vi~c lam va cO'du ng?ch cong chuc,
i i vi en chuc,
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I Ma s6 v] T~n vi tri
Ngach s6 Yeu du di~u ki~n v~

TT tri vi~c vien Mf ta vi tri vi~c lam du tuyen chuyen mon nghiep vu Ghi
viec lam 1iron0 chu

lam clnrc • l:> cua v] tri viec lam
I 2 3 4 6 7 8 9

! -.' -Xay dung cac quy ch~ quan ly, di~u hanh, cac quy che quan
ly nQi bo, quy dinh v~ che dt~ chinh sach, cac van ban chan
chinh, huang d~n thuc hi~n nh~m bao dam tuan thu ky cuong,
ky luat va dao due cong vu.
- Lap k~ hoach dEWtao, b6i duan& mlrw cao vS chuyen man
nghiep vu, ngoai ngtr, tin h9C... De xuat ClICCVC trong quy
hoach tham gia cac lap b6i duong ki~n thirc quan ly nha nuoc,
ly luan chinh tri theo tieu chuan clnrc danh.
- Lap k~ hO<;l.chva th\1'chi~n cang tac tuy~n d\ll1g, quan ly cang
chirc, vien ehuc va nguai lao dQng theo quy dinh ella phap
lu~t. So?-nth2.ocac quy~t dinh tuy~n dVng, h9P d6ng lao dQng,
cac van ban, [i{~nquan d~n cang tac quan ly lao dQng.
- SO?-Dthao cac quy~t dinh tuySn d\lng, hgp d6ng lam vi~c, hQ'p
d6ng lao dQng, cac van ban lien quan d~n cang tac quan ly
CCVC NLD.
- So?-nthao cac van bi'm huang d~n va tri~n khai quy hO<;l.chcan
bQ, t6ng hQ'P,trinh ky Hinh d<;l.o,bao eao k~t qua t1we hi~n.
-Tri~n khai cong tae danh gia CCVC NLD, b6 sung ly lich, ke
khai tai san h<'mgnam, b6 sung VaGh6 sa luu trll.
-Thl,l'chi~n c?ng tac bao v~ chinh t~'inQ}bQ Cllaca quan thea
quy dinh. Trien khai d.c quy dinh ve quac phong, an ninh, dan
quan tlJ v~, t?p hu~n an to~mv~ sinh lao dQng, quan ly va cham
s6c sue khoe nguai lao dQng.
-T6n~ hQ'Pba_0cao, ehu~n bi nQi dung eho cae cUQch9P cae
hQi dong tu van; hQi nghi CCVC hang nam.

I -Tham mUll xay dVng b~hO<;l.chbien ch~ va tiSn luang hang
nam va giai ao?-n.
-Tham gia, gop 'Y' xay dlJng CCI ch~ chin~ saeh v~ ti~n luang,

I
I tien th~o'~fo' ehlnb s~~h phu? lQ'i; quy che, chirrh sach Clla Ca

I l quan ve tlen luo'ng, hen thuang,
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I Ma s6 V! Ten v] tri Ngach
S6

I

Yeu diu di~u kien v~
GhiTT tri viec vien Mo ta vi tri vi~e Hun du' tuyen chuyen mfin nghi~p VlJvi~e lam luonz chulam clnrc • b cua V! tr ivi~e lam

J 2 3 4 6 7 8 9I -T5ng hop, o~ xu~t k~ hoach nang bac luang thuong xuyen,
nang luang tru6e thai han hoac tang phu cap tharn nien vUQ'1
khung eho CCVC NLD trong co quan. Soan thao cac quyet
dinh trinh lanh dao phong ky trinh Giam 06e va thirc hien che
oQti~n luang kip thai.
-Quan ly h6 So' CCVC NLD. Kien toan thanh phan h6 So' thea
quy dinh ella phap luat. Cap nhat thong tin, bi~u m~u tren may
tinh/ phan mem phuc V\1eho cong tac khai thac h6 So' va bao
cao.
-Thuc hien cac ch~ dQvSbao hiern xa hoi; theo doi, ki~m tra,
ghi s6li~u nghi phep hang thang, hang nam clla CCVC NLD.
Thanh toan eong tac phi, hQct~p GaO~o cho CCVC NLD.
-Xay d\1ng k~ hO<;lchva tri~n khai th'l}'chi~n eae quy dinh vS
an toan lao oQng, bao hQ lao dQngva trang ph\1Ceho CCVC
NLD.
-Tham gia tham muu xay dVng h~ th6ng quan ly chfrt IUQ'llg
thea tieu chu:in ISO thea phan eong CllaCo' quan.
- L~p k~ hO<;lch,t5ng h?,p k€ hO<;lch"l~p ta tri~, d\1'toan x~n
phe duy~t chll twang dall tu, mua sam trang thiet bi trinh cap
co th§.mquy~n phe duy~t;
- Giam sat, ki~m tra, don d6e, ph6i hgp cac ca nhan, dO'nvi

Hanh Chuyen thvc hi~n k~ hO<;lchd~u tu Gugepbe duy~t; T6t nghi~p d?i hQc cac
2 23.3.15 chinh - vien - Quan ly cong tac sua chua thuoog xuyen, sua chu.'adinh ky

01 nganh: Lu~t, himh chinh,
quan tri (H<;lng plmO'ngti~n (tau cong V1),0 to), thi~t bi, may moe t?i tT\1 SC), cO' kinh te, tai ehinh, k~toan,

III) quan; quan trio
- Tri~n khai cac quy trinh diu tll',mua s~m theo guy dinh hi~n
hanh;
- SO<;lnthao d.c quy dinh vS quim ly tai san, phuong ti~n pl1l)c

I V1)cong tac, l~y y ki@ntham gia, ~5nghgp, bao d.o HinhO?O
il'-"'". ,.
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I Ma s6 vi Ngach

I
Yeu diu di~u kien v~I Ten vi tri S6 Ghi

TT I tri vi~~ vien Mf ta vi tri vi~c lam d\f tuyen chuyen mon nghiep vu
vi~c lam Iiro'n 0- chu

lam chuc • b cua vi tri vi~c lam
J I 2 3 4 6 7 8 9

phong kiern tra, xem xet va trinh giam doc ky ban hanh de
trien khai thirc hien:. .,
- L«1ps6 thea doi, quan ly tai san cua co quan;
- Tham gia cong tac ki~m ke dinh ky, kiem ke dQt xuat. Hoan
t~t cac thu tuc d~ nghi thanh ly tai san, cong cu dung cu, 1?p
cac bao cao, bien ban hQP, to trinh va quan 1y h6 so ki~m ke,
thanh ly thea quy dinh;
- Quan 1y diSu dong, tham gia dinh mire, danh gia, kiem tra
viec tieu hao nhien lieu ph\.!e v\.! eong 1<ic d6i vo-i cae phuO'ng
ti~n, trinh 1anh di;lOphe duy~t;
- Can cu k~ hOi;lChcong tae eua CCVC d~ vi~t l~nh di~u dQng
xe, ea no hang ngay, trinh lanh d~o phong phe duy~t va di~u
dQng phuO'ng ti~n;
- L?p s6 thea doi v~ vi~c dang ki~m, mua bao hi~m, sLrachua
bao duang oinh ky thea quy plwm, giam sat vi~e sua chua va
ti~p n11«1nban giao dua VaGsu dVng;
- Th"re hi~n cong tac l~ tan cua cac eUQchQP, hQi nghj eua oO'n
vi, bao g6m: m6'i hQP, b6 tri phong hQP, huo-ng d~n nghi thue,

I th~ thue trong vi~c d6n ti~p kh,kh, p1we v\.!ti~p khaeh.

23.2.28
An toan,
an ninh
hang hai

Chuyen
vien
(H~ng
III)

- Tham gia tuyen tnly~n, giao dl)e, ph6 bi~n phap lu«1tVi~t
Nam va cae di~u nae qu6c t~ rna Vi~t Nam 1a th~mh vien v~
an toan, an ninh hang hai, lao dQng hang hai va phong ?gua I
a nhiem moi trucmg trong ho~t dQng hang hiE ti;licang bien va
khu v\Ie quan lY.
- Tr\Ic ti~p thve hi~n nhi~m v\.! ki~m tra, giam sat vi~e ch~p
hanh cae quy dinh pMp Iu?t Vi~t Nam va cae Bi~u uae qu6e
t~ v~ hang hai rna Vi~t Nam 1a thanh vien ho~e tham gia ky
k~t. Dam bao t1'«1ttv an toan an ninh hang hai va phong ngua
a nhiem moi trucmg trong khu V\ICd.ng bi6n duQ'c giao quan
1Y·

T6t nghi~p Di;li h9c eac
nganh: Di~u khi~n tau
bi~n, khai thac may tau
bi~n, quan ly hang hai
ho~c cae nganh hQc khac
c6 lien quan d~n lInh V\XC
hang hai neu tren (da qua
b6i duong b6 tuc trai
nganh).
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Ma s6 vi Ten v] tri Ngach

I S6 Yeu diu oi~u kj~n v~
ChiTT tI"l vi~c vi en Mo ta vi tri vi~c lam d~r tuyen chuyen mon nghiep vuvi~c lam hronz chulam chirc , b cua ,,~ tri viec lam

/ 2 3 4 6 7 8 9
- Tham muu thuc hien cong tic an ninh cang bien, tri€n khai
cong tic phong chong thien tai.
- Tham muu cong tac an toan hang hai, di~u tra tai nan hang
hai, ki~m tra tim bien, cong tac tim kiem ciru nan.
- Th1Jc hien xu ly tai san chim d~m thea tham quyen.
- Thuc hien cong tac quan ly nha 11UO-Cv~ an toan giao thong
thuy tai cac b~n thuy n9i dia trong vung mroc cang bien.
- Huorig diin cac doanh nghiep cang bien danh gia anninh cang
, bien; kiern tra, giam sat viec thirc hi~n kehoach an ninh cang
biSn dil dugc phe duy~t.
- Ph6i hgp v6i Bien phong, cac cO' quan quan ly nha nu6c
chuyen nganh khac tq_icang bi€n va d,c 11Jclugng huu quan,
chinh quy~n dia plmO'ng va doanh nghi~p cimg t1'ong hOq_t
d9ng quan 1y, bao v~ an ninh, t1'~ttv' tq_icang bi~n. I
- Pha! hi~n, l~p bien ban vi phq_mhanh chinh trong llnh V1JC
dugc giao trinh dp co th~m q~y~n quy~t djnh xu phq_tV!phq_m
hanh chinh thea quy oinh;phoi h9'P, theo doi va don ooc vi~c
th1Jc hi~n Quy~t dinh Xll.' phq_tvi phq_mhanh chinh.
- Tham gia tn,l'c ca bi~n va ca bo-; thvc hi~n cac nhi~m V\l theo
l~nh CLla Thuy~n truong. Co t1'inh 09 dao tq_Ova
- Ki~m tra cac khu V\l:C,vi tri xung quanh tau d~ bao quan ho~c Gi~y chlmg nh~n kha

Thuy thu
Thuy~n co k~ hOq_chsua chua, v~ sinh hay khoi ph\lc 1q_idi~u ki~n lam nang chuyen mon thuy

4 23.2.23 tau eong vi~e eua cae thi~t bi. Hang thang phai ghi luo'ng tieu hao v~t 01 thu tn,re ea AB tro- len,vien tu boong va bao cao cho Thuy~n tmcmg. phu hgp v6'i tau eong V\lvv
- Do kiSm tra mue nuo-c cac h~tnuo-e ngot va lacanh hfun tau. cua Cang Vl,l Hang hai
Quan ly kho tang, p1w tung do b9 ph~n boong quan lY. Nha Trang.

I - T1wc hi~n cac nhi~m V\l khac do Thuy~n truOng giao.
,
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