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Mo ta ng~n gQn vi tri vi~c
lam

- Ti~p nhan, xu ly van ban di,
d~n, quan ly con d~u, photo,
dong d~u van ban va h6 so san
pham;

- Quan ly van ban mat;

- Hu6ng dfrn vien chirc, lao
dong hQ'P d6ng trong dan vi
thuc hien quy trinh xu 1y van
ban tren phan mem quan 1yvan
ban;

- Thi~t l~p h6 sO'cong vi~c ph\lc
V\lcong tac 1uu trfr tai 1i~u;

- Th\fc hi~n chinh ly h6 sO'luu
trfr;

- Th\fc hi~n cac nhi~m V\lkhac
do Linh d~o phong phan congo

1. Trinh dQ dao tao: C6 bang t6t
nghiep dai hoc tro len cac chuyen
nganh: van thu hanh chinh, van thu
- 1uu till, luu tnr, quan tri van
phong,
2. Yeu c~u ve nang hrc:
- N~m duoc cac chu tnrong, duong
l<;'icua Dang; chinh sach, phap lu~t
cua Nha nuoc ve cong tac luu tnr;
- N~m vfrng quy trinh nghi~p V\lva
_cac_nhi~m V\l_c\l-th~cua van thu--=- I

luu tru cO'quan thea quy dtnh
- N~m duQ'c V! tri, chuc nang,
nhi~m V\l, cO'c~u t6 chuc va m6i
quan h~ cua cO'quan, dan vi trong
h~ thfmg t6 chuc bQmay nha nu6c;
- C6 nang l\fc th\fc hi~n duQ'c cac
quy trinh, thu wc nghi~p v\lluu trfr
theo quy dinh;

Yeu c§u ella vi tri vi~e lam
Ghi
ehu
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Vi tri vi~e S81U'Q'Ilg Chtfe danh Mo ta ngan gQn vi tri vi~e GhiStt ngh~ Yeu eiu cua vi tri vi~e lamlam ein tuyen lam ehunghi~p

- Co sue khoe t6t; Co y thirc t6
chirc ky luat; Co ky nang giao tiep;
ky nang t6 chtrc die h01;1tdong;
- N5m duoc va co nang luc thuc
hien t6t cac nguyen tac bao ve tai
lieu hru tnr, quy pham ky thuat
nham dam bao an toan, bao mat
eho kho hru tnr, tai lieu hru tnt va
trang thiet bi bao quan, sir dung tai
lieu.

- Quan ly trang Web cua Trung 1. Trinh d<)dao t1;10:Co bang T6t
tam, dam bao trang web duoc nghiep dai hoc tro len cac chuyen
v~n hanh lien tuc, xu ly cac SlJ nganh: Cong nghe thong tin, Cong
e6 lien quan d~n trang web. nghe phan mem, H~ thong thong

- Bien t~p n<)idung va quan Iy tin, Khoa hoc may tinh, mang may

vi~e dang bai len trang thong tin tinh va truy€n thong.
2. Yeu ec1uv€ nang l\1e:di~n tu eua dan vi.

2 Cong ngh~ 01 Chuyen vien - Sang t1;1o,tri~n khai cae Ung d\mg,
thong tin - Quan Iy tai khoan eua don vi phc1nm€m may tinh;

tren trang H~ th6ng dfru thc1u - Tham gia nghien elm, thi~t k~ va
qua m1;1ngqu6e gia. Uang tM l~p trinh phc1nm€m va ung d\mg.
cae thong tin co lien quan eua - Giai quy~t cae vfrn d€ ky thu~t.
don vi len h~ th6ng thea quy - Cai thi~n h~ th6ng ling d\1ngphc1n
dinh· m€m eua don vi.. ,

- Nghien elm cae phc1nm€m, ung
d\1ngmaio
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Stt Vi tri vi~c
lam

sa hrong
cAn tny~n

Chtfc danh
ngh~
nghiep

M6 ta ngiin gQn vi tri vi~c
lam Yen cAn cua vi tri vi~c lam Ghi

chu

3

Tuvan L~p
k~ ho~ch su
dVng d~t, xu
If s6Ii~u do
d~c bim d6

01 Chuyen vien

- Co sire khoe t6t; Co f thirc t6
chirc ky luat; Co ky nang giao tiep;
ky nang t6 clnrc cac hoat dong,

- Theo doi trang web thong tin
dau thau va tham rmru d~ xuat
cac goi thftu phil hQ'Pd~ don vi
tham gia dir thftu.
- Admin tai khoan cua don vi
tren h~ thong egov;
- Tham gia xay dung va quan If
phan mem dap irng yeu cftu
quan If cua dan vi;
- Lap thu tuc thanh If hQ'Pd6ng,
thea doi thong tin lien quan d~n
hQ'Pd6ng, cung cap dich vu cua
don vi Dinh ky bao cao thea
yeu cau;
- Thuc hien cac nhiem vv khac--1---
do Lanh Q<;lO phong phan congo

- Thuc hien cac nhiem vu lien
quan thea hQ'Pd6ng ky k~t v~
vi~c·L~p Quy ho~ch, k~ ho~ch
su dVng dat.
- Thvc hi~n nhi~m V\l xu If s6
li~u, bien t~p bim d6, xuit h6 sa
thua dfit, t6ng hQ'Ps6 Ii~u.

1. Trinh dQdao tao: T6t nghiep Dai
hQc tra len cac chuyen nganh:
Cong ngh~ thong tin, quan If dat
dai, Tr5c dia - ban d6, Uia If tv
nhien, Tai nguyen va Moi truang
2. Yeu cftu v~ nang Ivc:
- N5m vung cac van ban quy ph~m
phap Iu~t v~ do d~c ban d6, h~
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Vi tri vi~e SfilU'Q'ng Chirc danh Mo ta ngin gQn vi tri vi~e GhiStt ngh~ Yeu eiu ella vi tri vi~e lamlam ein tuy~n lam chunghi~p

- Thuc hien cac nhiem khac do thong tieu chuan, quy chuan ky
Lanh dao phong phan cong .thuat trong linh V\IC do dac ban db;

hieu bi~t v€ mot s6 linh V\IC chuyen
mon khac c6 lien quan d~n cong
tac do dac ban db;
- Co kha nang trien khai thuc hien
cac nhiem vu chuyen mon v€ do
dac ban db;
- SU dung thanh thao cac phan
mem c~p nhat, quan ly, xu ly s6
lieu;
- C6 sire khoe t6t; C6 y thirc t6
clnrc ky luat; C6 ky nang giao tiep;
ky nang t6 chirc cac hoat dQng;
- C6 nang hrc lam viec dQc l~p
hoac ph6i hQ'P theo nh6m; c6 ky
nang soan thao van ban va thuyet
trinh cac vfrn d€ dUQ'cgiao tham
muu, d€ xufrt.


