
THANH TRA CHINH PHU LONG HOA XA-  HOI CHU NGHIA VIET NAM 
DOc l4p - Tu. do - Hunh phtic 

S6: 0 1 /2023/TT-TTCP 	 Ha NOi, ngay 01 thong 11 nom 2023 

THONG TV 
Hmfmg dAn ve vi tri viec lam cong char nghiep vu 

chuyen nganh Thanh tra 

, Can ar Luat ,Can bO, cong chirc ngay 13 thong 11 nom 2008 va Luat sira 
10 sung mot so dieu cfia Luat Can bO, cong chirc va Luat Vien chirc ngay 25 

tiding 11 nom 2019; 

Can ar Luat Thanh tra ngay 14 thcing 11 nom 2022; 

Can arNghi clinh so 50/2018/ND-CP ngay 09 thong 4 nom 2018 cfia Chinh 
phu quy clinh chirc nang, nhiem vu, quyen han va co• cern to chirc cfia Thanh tra 
Chinh phfi; 

Can ar Nghi dinh so 62/2020/ND-CP ngay 01 thong 6 nom 2020 cfia Chinh 
pint quy clinh ve vi tri viec lam va Nen chi cong chirc; 

Can ar Nghi dinh so 43/2023/ND-CP ngay 30 thcing 6 nom 2023 cfia Chinh 
phi quy clinh chi tilt mot so clieu va hien phap thi hanh Luat Thanh tra; 

Sau khi thjng nhat voi BO NOi vu; theo nghi cfia Vu trtrang Vu To chirc 
can bO; 

Tang Thanh tra Chinh plat ban hanh Thong ttr htrOng don ve vi tri viec lam 
cong chirc nghiep vu chuyen nganh Thanh tra. 

Dieu 1. Pham vi dieu chinh 

Thong tu nay hung don danh muc vi tri vies lam, ban mo to cong viec va 
khung Wang lgc cua vi tri viec lam cong chirc nghiep vu chuyen nganh Thanh tra. 

Dieu 2. DOi tuvng Ai) dung 

Thong tu nay ap dung dai \Teri cac co quan thanh tra, gam: 

1. Co quan thanh tra theo cap hanh chinh bao gam: 

a) Thanh tra Chinh phil; 

b) Thanh tra tinh, thanh pha trirc thuac trung uong; 

c) Thanh tra qu4n, huyen, thi xd, thanh ph'a thuOc tinh, thanh pha thu'ac 
thanh pha trirc thuac trung uong; 

d) Co quan thanh tra tai don vi hanh chinh - kinh to d4c biet. 
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2. Co quan thanh tra theo nganh, link vgc bao gom: 

a) Thanh tra BO, ca quan ngang BO; 

b) Thanh tra Tong cuc, Cuc thuOc BO va tuang duang; 

c) Co. quan thanh tra trong ca quan ca y6u Chinh phir; 

d) Thanh tra she. 

3. Ca quan thanh tra a ca quan thuOc Chinh phir. 

Dieu 3. Nguyen ti"c va can cu' xac dinh vi tri viec lam cong chic nghiep 
vu chuyen nganh Thanh tra 

1. Vi tri viec lam cong chirc nghiep vu chuyen nganh Thanh tra dugc xac 
dinh teen ca sae nguyen tac quy dinh tai Dieu 3 Nghi dinh s6 62/2020/ND-CP ngdy 
01 thang 6 nam 2020 dm Chinh phir ye vi tri viec lam va Nen ch6 cong chirc (sau 
day vi6t tat la Nghi dinh s6 62/2020/ND-CP). 

2. Can dr xac dinh vi tri viec lam cong chirc nghiep vu chuyen nganh Thanh 
tra thvc hien theo quy dinh tai khoan 1 Dieu 4 Nghi dinh s6 62/2020/ND-CP. 

Dieu 4. Danh muc vi tri viec lam, ban mO to cong viec va khung nang 
ltrc cua vi tri viec lam cong chirc nghiep vu chuyen nganh Thanh tra 

1. Danh muc vi tri viec lam cong chic nghiep vu chuyen nganh Thanh tra 
trong cac ca quan thanh tra neu tai Dieu 2 dugc quy dinh tai Phu luc I ban hanh kern 
theo Thong tu. nay. 

2. Ban mo to cong viec va khung Wang lirc cua timg vi tri viec lam cong 
chirc nghiep vu chuyen nganh Thanh tra trong cac ca quan thanh tra neu tai Dieu 
2 dugc quy dinh tai Phu luc II.A, Phu luc II.B, Phu luc II.C, Phu luc HD ban hanh 
kern theo Thong tu nay. 

3. Khung cap dO xac dinh nang lvc d6i vai vi tri viec lam cong chirc nghiep 
vu chuyen nganh Thanh tra trong cac ca quan thanh tra neu tai Dieu 2 dugc quy 
dinh tai Phu luc III ban hanh kern theo Thong tu nay. 

Dieu 5. Trinh tty phe duyet vi tri viec lam; 114 trinh, not dung va thin 
han thAm dinh de an vi tri viec lam; dieu chinh vi tri viec lam 

1. Trinh tir phe duyet vi tri viec lam dugc thgc hien theo quy dinh tai Dieu 
7 Nghi dinh s6 62/2020/ND-CP. 

2. Ho sa trinh, nOi dung va tiled han tham dinh De an vi tri viec lam dugc 
thgc hien theo quy dinh tai Dieu 8 Nghi dinh se) 62/2020/ND-CP. 

3. Viec dieu chinh vi tri viec lam dugc thgc hien theo quy dinh tai DiL 9 
Nghi dinh se) 62/2020/ND-CP. 
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Dieu 6. Tti chfrc thtic hien 

Ca quan thanh tra neu tai Dieu 2 Thong tu nay c6 trach nhiem xay dung De 
an vi tri viec lam dm ca quan minh, trinh cap c6 tham quyen phe duyet theo quy 
dinh tai Dieu 5 Thong tu nay va cac quy dinh khac cua phap luat c6 lien quan. 

Dieu 7. Dieu khoan chuyen tiep 

Truang hop cong chirc dang gift ngach ding chirc cao hon so vai ngach 
cong chirc theo yeu cau cua vi tri viec lam dugc quy dinh tai Thong tu nay thi 
dugc bao km ngach cong chirc cho den khi c6 huang ddn mai. 

Dieu 8. Hieu luc va trach nhiem thi hanh 

1. Thong tu nay c6 hieu lirc thi hanh ice tir ngdy 18 thang 12 nam 2023. 

2. B8 tnxang, Thu truang co quan ngang B8, Thu tnxong co quan thu8c 
Chinh phu, Chu tich Uy ban nhan dan tinh, thanh phc') trgc thu8c trung uong, cac 
co quan Thanh tra va ca nhan c6 lien quan chiu trach nhiem thi hanh Th8ng tu nay. 

3. Tnxang hop cac van ban quy pham phap luat clan chieu tai Thong tu nay 
dugc thay c oi, be) sung hoac thay the thi thgc hien theo van ban mai ban hanh. 
Trong qua trinh thgc hien neu c6 kho khan, wrong mac, de nghi phan anh ve Thanh 
tra Chinh phu de dugc huang dan hoac sua de)i, bC') sung cho phu hop./. 

Nai nhon;-4' 
- Ban Bi thu.  Trung uang Dang; 
- Thu Wang Chinh phit; 
- Cac PhO Thu Wang Chinh phu; 
- Cac B6, co quan ngang B6, ca quan thu6c Chinh p 
- Van ph6ng Trung hang Dang va cac Ban ctia Dan 
- Van phong Quoc h6i; 
- Van phong Chu tich nuOc; 
- Van phong Chinh phi"; , 
- kiem sat nhan dan toi cao; 
- Toa an nhan dan t6i cao; 
- Kie'm toan nha ntrac; 
- Uy ban Trung hang Mat tran T6 qu6c V* Nam; 
- Ca quan Trung uong cua cac to chirc chInh tri - xa hOi; 
- HDND, UBND tinh, TP tru.c thuOc trung hang; 
- N6i vu tinh, TP truc thu6c trung trang; 
- C6ng bao; Website Chinh phil; Ca so dir lieu quoc gia 
ve van ban quy pham phap luat; Website TTCP; 
- T6ng TTCP, cac PhO TTTCP, cac cue, vu, 
dan vi true thu6c Thanh tra Chinh phd. 
- Cuc Ki6rn tra VBQPPL (B6 Tu.  phap); 
- Luu: VT, TCCB. 

KT. TONG THANH TRA 
PHO TONG THANH TRA 



Phu luc I 

I TRI VIEC LAM CONGIffC NGHIEP VU 
CHUYEN NGANH THANH TRA 

hang tu. s a 01/2023/TT-TTCP ngay 01 thcing 11 neim 2023 
cia Thanh tra Chinh phi) 

TT Ten vi tri yiec lam Ngach cong chIrc 
c Ap 

trung 
trang 

CAp 
tinh 

CAp 
huyen 

1 
Thanh tra vien cao cap lie' 
ding tac thanh tra 

Thanh tra vien cao cap x 

2 Thanh vien chinh v'e cong 
tac thanh tra 

Thanh tra vien chinh x x 

3 
Thanh tra vien li 	cong tac 
thanh tra 

Thanh tra vien x x x 

4 Chuyen vien cao cap AT' 
cong tac thanh tra 

Chuyen vien cao cap x 

5 Chuyen vien chinh ve cong 
tac thanh tra 

Chuyen vien chinh x x 

6 
Chuyen vien ve‘ cong tac 
thanh tra 

Chuyen vien x x x 

7 Thanh tra vien cao cap ye' . 
tip cong dan va xir 13'T don 

Thanh tra vien cao cap x 

8 
Thanh tra vien chinh ve' tiep 
cong dan va xir VT don 

Thanh tra vien chinh x x 

9 
Thanh tra vien ve tip cong 
d'an va xir VT don Thanh tra vien x x x 

10 17 Chuyen vien cao cap 	' ti6p 
cong dan va xir VT don Chuyen vien cao cap x 

11 Chuyen vien chinh ve tiep 
cong dan va xir 13'T dun Chuyen vien chinh x x 

12 Chuyen vien NT'' 	ti6p cong 
dan va xir VT dun Chuyen vien x x x 

13 
Thanh tra vien cao cap 1/' 
giai quyet khieu nai, to cao anh3 	tra vien cao cap x 

14 Thanh tra vien chinh 1/' giai 
guy& khiL nai, to cao Thanh tra vien chinh x x 

15 Thanh tra vien v' giai guy& 
khieu nai, to cao Thanh tra vier' x x x 
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16 
Chuyen vien cao cap v'e giai 
quyet khieu nai, to cao 

Chuyen vien cao cap x 

17 
Chuyen vien chinh ye giai 
quyet khi6u nai, t6 cao 

Chuyen vien chinh x x 

18 
Chuyen vien 1,/' giai quyet 
khieu nai, to cao 

Chuyen vien x x x 

19 
Thanh tra vien cao cap NT' 
pheng, chong tham nhfing, 
tieu circ 

Thanh tra vien cao cap x 

20 
Thanh tra vien chinh v6' 
phOng, ch6ng tham nhfing, 
tieu cuc 

Thanh tra vien chinh x x 

21 
Thanh tra vien v6 phong, 
chong tham nhfing, tieu cgc 

Thanh tra vien x x x 

22 
Chuyen vien cao cap v'e 
phong, chong tham nhang, 
tieu ege 

Chuyen vien cao cap x 

23 
Chuyen 	vien 	chinh 	v 
phOng, ch6ng tham nhiing, 
tieu cgc 

Chuyen vien chinh x x 

24 Chuyen vien 	v6 	phOng, 
chong tham nhiing, tieu cgc 

Chuyen vien x x x 



Phu luc HA 
'Ong tu so 01/2023/TT-TTCP ngay 01 tiding 11 nom 2023 

cita Thanh tra Chinh phit) 

LONG HOA xA Hoi CHU NGHIA VIVI NAM 
DO lb - Ttr do - Hunh pluic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Thanh tra vier' cao cap v" cong tic 
thanh tra 

Ma" vi tri viec lam: 
. 	L 	X Ngay bat dau thgc hiOn: 

Dia di6m lam viec: Cac ca quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hAnh NT' thanh tra 

1. Muc tieu vi tri viec lam 

,- Chi' tri cong tac hoach dinh, xay dung, to chirc thoc hiOn Chinh sach, phap luat 
va chitin lugc ve thanh tra, quy hoach, do an, de an, ke 'mach, sa ket, tong ket trong 
pham vi toan nganh; de xuat cac giai phap nham hoan thin ea che, Chinh sach va phap 
luSt thong qua cong tac thanh tra. 

- Chit tri tham muu d6 xuat va to chirc thoc hiOn cac nhiOm vu v' thanh tra c6 quy 
m6 lon, tinh chat phirc tap lien quan den nhieu nganh, rinn wc, dia phuong, bao Om cac 
nhiOm vg quan ly nha nuac ve cong tac thanh tra va cac nhiOm vu thanh tra co the. 

- Phat hiOn sa ho trong ca che's quan 1ST, Chinh sach phap luSt qua hoat dOng 
thanh tra de hen nghi vai ca quan nha nu& c6 giai phap, bin phap khac phoc, gop 
phan nang.cao hiOu lye, hiOu qua hoat d6ng quan y nha nuoc, bao vO lqi ich dm Nha 
nuerc, quyen va lgi ich hop phap dm co quan, to chirc, ca nhan; thuc hiOn cac bin 
phap phong ngira, phat hiOn va xir 1S,  theo tham quyen hoSc hen nghi cap c6 tham 
quyen xir ly &A vai hanh vi vi pham phap luSt cim cac ca quan, to chirc, ca nhan. 

2. Cfic cong viec va tieu chi dfinh gifi 

TT 
Cfic cong viec 

Tien chi dfinh gifi 
hoin thanh cong viec Mang cong 

viec Ging viec cu the 

2.1 Tham muu 
xay dung 
van ban 

1. Chu tri nghien ciru, xay dung cac do 
an Lust, Nghi quyet dm Quoc h6i, Phap 
lOnh, Nghi quyet dm Uy ban Thuo.ng vu 
Quoc h6i, Nghi ,quyet, Nghi dinh ciia 
Chinh phd, ,Quyet dinh dm Thu Wang 
Chinh phii ye thanh tra. 
2. Chit tri nghien ciru, xay dung chitin 

1. 	Cac do an LuSt, 
Nghi quy6t dm Qu8c 
hOi, , Phap le.nh, Nghi 
quyet 	dm 	Uy 	ban 
Thuoug vu Qu8c h'0i, 
Nghi quyet, Nghi dinh 
dm Chinh phii, Quy6t 
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huge, chinh sach, dinh huang, quy hoach, 
Ic'6 hoach, & an, du an ye thanh tra; ye to 
chile, can bO, dao tao, bOi cluang, thi dua, 
khen thuang, hgp tac quOc t6, hanh 
chinh, quart tri, tai chinh, tai IT, cat each 
hanh chinh dm nganh Thanh tra. 
3. Chit tri to chirc tham dinh, ra soat, he 
theing haa, phap din Ma cac van ban 
quy pham phap luat ye thanh tra. 

dinh dm Thu Wang 
Chinh phil ye thanh tra 
dugc 	cap 	có 	tham 
quyen ban hanh. 
2. ChiL hive, chinh 
sach, dinh huong,,quy 
hoach, ice' hoach, de an, 
dg an dtrgc 	cap 	có 
tham quyen phe duy'et 
ya ban hanh. 
3. TO chile thuc hiL có 
hiL qua cac nhiem vu 
dugc giao. 

2.2 litrOng clan 
\id triL 

khai thuc 
hien cac 
van ban 

1. Chit tri htrang dan phap luat y'e thanh 
tra theo tham quy'L doi yai cac nhiem IT 
dtrgc neu tai Muc 2.1 dm Phu luc nay. 
2. Chit tri t6 	chirc 	quail triet, 	tuyen 
truy'en, tri'L khai thuc hiL chinh sach 
dm Dang, phap luat oh Nha nu& ye 
thanh tra. 

Viec htrang dan dugc 
thuc hien &Mg tiL clO, 
ke ,hoach, tiled gian ya 
chat lugng. 

2.3 Kim tra Chit tri t6 chirc kiLa tra theo tham quyL 
clOi yai cac nhiem vu yL 
- Tinh hinh thi hanh phap luat NT' thanh tra; 

' - Tinh chinh xac, hop phap dm cac ket  
Juan ya quy& dinh xir ly sau thanh tra; 
vies thuc hien ket Juan, kien nghi, quyet 
dinh xir ly ye thanh tra; 
- Viec xay dung ya 6 chirc thgc hien Ic6 
hoach thanh tra hang nam, the clO thong 
tin, bao cao dm nganh Thanh tra; 
- Vi& thgc hien cong tac ciao tao, bOi 
du'ung, thi dua, khen thuOng,  theo quy 
dinh dia. phap luat ya phan cap quail ly 
Wit yai cong chirc thanh tra; 
- Viec thine hiL cong tac cai each hanh 
chinh theo phan cong dm cap co tham 
quyen; 
- Nhfing not dung khac lien quan den 
linh we thanh tra theo chirc nang, nhiem 
IT, quyen han. 

Van ban bao cat) k6t 
qua kiem tra doi yai 
cac 	not 	dung 	dugc 
kiem tra. 

2.4 Thanh tra 1. Chit tri xay dung Dinh huoing Chuang 
trinh thanh tra, ke hoach thanh tra hang 
nam dia co quan thanh tra. 
2. Chfi tri to chirc thuc hien cac cuec 
thanh tra theo quy dinh tai DiL 49, DiL 

1. Dinh htrong chucmg 
trinh 	thanh 	tra, 	ke 
hoach thanh tra, dugc 
ban hanh. 
2. Cac van ban dugc 
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50, Dieu 56 Luat Thanh tra; giam sat 
hoat dOng doan thanh tra. 

3. Chu tri don dOc, theo clod tin do thuc 
hien ke hoach thanh tra hang nam. 
4. Chutri theo ,clOi, don do,c viec thuc 
hien ket luan, kien nghi, quyet dinh xir 13'T 
ve thanh tra theo quy dinh tai Dieu 105 
Luat Thanh tra. 
5. Chii tri to chirc rut kinh nghiem, nhan 
xet, danh gia viec time hien nhiem vu 
thanh tra. 

ban hanh theo tham 
quyen hoc kien nghi 
co quan, ngirei co tham  
quyen; bao cao ket qua  
thanh tra, du thao kOt 
Juan thanh tra. 
3. Cac van ban ve cong  
tac theo clOi, don dOc 
viec thuc hien ket luan, 
kin nghi, quy& dinh 
xix VT ve thanh tra. 
4. Cac van ban khac co 
lien quan den viec thuc 
hien nhiem vu thanh 
tra. 

2.5 Tham dinh 
cac de an 

cong tac va 
dao tao, 

boi dutng 
nghiep vu 

1. Chil tri tham dinh cac du thao de an, 
du an, chuang trinh, cong trinh cap nha 
nude, cap 1)0, cap tinh ve thanh tra. 
2. Chit tri Bien soan, xay dung cac tai 
lieu bOi &fang nghiep vu 1/‘ thanh tra. 
3. Chu tri xay dung tai lieu hutng clan 
nghiep vu ve thanh tra. 
4. Chit tri t6 chat, tham gia giang day, 
tap huan, bOi duang nghiep vu thanh tra. 

1. Ni0 dung tham dinh 
&roc hoan thanh dam 
bao chat luong, theo 
clUng ke hoach. 
2. Cac tai lieu bOi cluang, 
huong clan nghiep vu 
duoc ban hanh. 
3. Dime co quan to chi 
16p dao tao, boi duong 
danh gia hoan thanh 
cong viec. 

2.6 So ket, tong 
ket viec 

thuc hien 
cac van ban 

1. CU, tri -t6 chirc thuc hien so ket, tong 
ket viec thuc hien chili twang, chinh sach 
dm Dang, phap lu'at ciia NW. nu& ye 
thanh tra; chien luoc, chuong trinh, ke 
hoach, du an, de an ve thanh tra. 
2. Chu tri to chirc thuc hien so ket, tong 
ket thuc tin cong tac thanh tra. 

Cac van ban ve so ket, 
tong 	ket 	&roc 	ban 
hanh. 

2.7 Phi hop 
thuc hien 
nhiem vu 

1. Chu tri phi hop trong xay dung va -CO' 
chirc thgc hien,  ke hoach thanh tra hang 
nam; xir VT chong cheo, trUng lAp glib 
hoat dOng thanh tra va hoat ciOng kiem 
toan nha nuerc, Oita hoat dOng dm cac 
co quan thanh tra. , 
2. Chu tri phi hop vdi cac co quan, to 
chirc c6 lien quan trong qua trinh thuc 
hien nhiem vu thanh tra, giam sat hoat 
&ling doan thanh tra va xir lyr sau thanh 
tra (nhu: co quan,kiem tra dm Dang, co 
quan dieu tra, Kiem toan nha nuac, cac 
to chirc tin dung, co quan, to chirc giam 

1. Ice hoach thanh tra 
duot ban hanh khong 
co 	not 	dung 	chong 
cheo, trunglA.'p. 
2. Cong viec, nhiem vu 
&roc thuc , hien hieu 
qua, tao rad quan he 
tich cue trong cong tac. 
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dinh ...). 
3. Chii tri phi hop chuan bi nei dung 
phuc vu cac hei nghi, cuec hop, lam viec 
dm cac co quan Bang, Ban chi dao, 
Quec hei, Chinh phi', cac be, nganh, Uy 
ban nhan dan, Hei deng nhan dan ... ve 
ding tac thanh tra khi có yeu cau. 

2.8 Thuc hien 
nhiem vu 
chung, hei 

hop 

1. Chu tri cac cuec hop chuyen mon 
dugc phan ding. 
2. Tham chy cac cuec hop don vi, hop co 
quan theo quy dinh. 

1. 	Tham du day dii, 
chuan bi tai lieu va ST kien 
P hat lieu theo yeu cau. 
2. Ket luan cac cuec 
hop dirge giao chi' tri. 

2.9 
Xay dung va thut hien ke hoach cong tac nam, quy, 
thang, tuan dm ca nhan. 

Ke 	hoach 	cong 	tac 
dirge xay dung va thuc 
hien theo dung lien de, 
dam bao chat lugng. 

2.10 Thuc hien cac nhiem vu khac do cap teen giao. 

3. Cac mai quan he trong cong viec 

3.1. Ben trong 

Dulyc quail 1ST trtfc tiep va kiem 
duyet ket qua bili Quart 15T trvc tiep Cac coon vi phoi hcrp 

chinh 

1. Thu truang co quan, don vi. 

2. Cap phO dm Thutrueng co 
quan, don vi va theo phan cong. 

Ong chirc dugc phan 
cong quail 1ST true tiep 
hoac theo mang cong tac. 

Cac co quan, don vi CO 
lien quan. 

3.2. Ben ngoai 

Ban, b(1, nganh, dia phtro'ng 
co quan he chinh  

Ban chat quan he 

Cac co quan, to chirc, don vi có hoat deng 
lien quan den nganh, linh vuc thanh tra 
thuc pham vi quail 1ST dm co quan, don vi. 

- Tham gia cac cuec hop có lien quan. 
- Cung cap cac thong tin theo yeu cau. 
_Thu thap cac thong tin can thiet cho 
viec thuc hien cong viec chuyen mon. 
- Lay thong tin thong ke, tong hop. 
- Thuc hien bao cao theo yeu cau. 

4. Pharr vi quyen han 

TT Quyen han cu the 
4.1 Dugc chii deng v'e pluming phap thuc hien cong viec dugc giao. 

4.2 Tham gia ST kien ye cac viec chuyen mon dm co quan, don vi. 

4.3 Dirge cung cap cac thong tin chi dao dieu hanh dm tochirc trong pham vi 
nhiem vu dugc giao. 
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4.4 Dugc yeu cau cung cap thong tin va danh gia mirc do xac thuc dm thong tin 
phuc vu cho nhiem vu dugc giao. 

4.5 Dugc tham gia cac cuOc hop trong va ngoai ca quan theo s4 phan cong dm thu 
truang. 

5. Cfic yeu cAu Are trinh do, 'fang hp 

5.1. Yeu au 14 trinh do 

Nhom yeu cAu Yeu eau cu t1). 

Trinh dO dao tao 
Tot nghiep dai hoc tr.& len voi nganh hoSc chuyen nganh dao tao 
phii hop yeti linh vuc ding tac. 

Bt)i duang 

- Co bang Vet nghiep cao cap 1.3",  luan chinh tri hoc bang cao cap 
VT luan chinh tri - hanh chinh; c6 chimg chi biii duang nghiep vu 
Thanh tra vien cao cap; c6 chimg chi b6i during kien thirc quan 
Vi nha nuac theo tieu chuan ngach chuyen vien cao cap. 
- ve trinh dO tin hoc, ngoai ngft hoc tieng dan tee thieu se, dap 
(mg theo tieu chuan chung dm cac van ban hien hanh va theo 
quy dinh dm timg vi tri viec lam. 

Kinh nghi01 
(thanh tich 
ding tac) 

- Co kinh nghiem chil tri xay dung, tham dinh it nhat 02 van ban 
quy pham phap lust hoSc de tai, de an, du an, chuang trinh 
nghien dm khoa hoc cap nha nuac, cap be, nganh ma ca quan 
sir dung Thanh tra vien chinh dugc giao chil tri nghien dm, xay 
dung da dugc cap c6 tham quyen ban hanh hoc nghiem thu. 
- Co kinh nghiem trong viec t6 chirc chi dao huemg dan, thanh 
tra, kiem tra doi voi nhang vu viec co tinh chat phirc tap, lien 
quan den nhieu nganh, tinh vuc. 
- Co kinh nghiem lam Truang doan, to twang Te kiem tra va 
tham muu ye cong tac thanh tra, kiem tra. 
- Co kien thdc va am hieu ve ding tac thanh tra. 
- CO thai gian deg tac a ngach thanh tra vien chinh va tuang 
duung tri thieu la 06 nam, trir twang hop la can b0, cong chirc, 
vien chirc, si quan Quan dOi nhan dan, si quan Cong an nhan 
dan cong tac a cc( quan, to chile, dun vi khac clang gift ngach 
cong chirc, vien chac, cap ham tuang duung ngach thanh tra 
vien chinh chuyen sang ca quan thanh tra. 

Pharr chat 
ca. nhan 

- Tuyet d6i trung thanh, tin Wang, nghiem tfic chap hanh chil 
truang, chinh sach dm hang, phap lust dm Nha nuac, quy dinh, 
quy the lam viec dm ca quan. 
- Tinh than trach nhiem cao voi cong viec, voi tap the. 
- Trung thuc, thong than, kien dinh va biet ran' g nghe. 
- Diem di-1h, can than; linh hoat va nhay ben. 
- Kha nang sang tao, tu duy dee lap; bao mat thong tin. 
- Kha nang quy tu, doan ket nOi b0. 
- Pham chat khae. 
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Cac yeu cau khac 

- Co nang lire phan tich, tong hop, danh gia thuc hi0n co.  66, 
chinh sach, N thong h6a va de xuat dirge cacphuang phap 
de hoan thin hoac giai quyet cac van de thuc tien dang dat ra 
thuOc chirc nang, nhi4m vg cua thanh tra. 
- Co kha nang nghien cuu xay dung van ban quy pham phap 
luat, hoach dinh chien lugc quan ly vi mo va de xuat cac giai 
phap thuc hien ve tinh we chuyen mon, chuyen nganh phuc vu 
cho cong tac thanh tra. 
- Co nang lire to chirc chi dao thuc h*L vice ung dung tien b0 
khoa hoc ky thuat de cai tien va nang cao chat lugng, hien qua 
trong cong tac thanh tra. 
- CO kha nang to chirc trie'n khai nghien dm, thuc hien cac d6 
tai, de an thuOc linh vuc chuyen mon cua thanh tra. 
- CO kha nang chiu ap lire cong vi& lon, co sire kh6e tot.  

  

5.2. Cac nang lrrc 
Nhom Wang lire Ten nang 17c Cap do 

Nh6m nang 
lire chung 

Dao dire va ban linh 4-5 
TO chirc thuc hi0n cong vi& 4-5 
Soan thao va ban hanh van ban 4-5 
Giao tip img xir 4-5 
Quan N phi hop 4-5 

Sir dung ngoai ngfr 
Phil 	hop 	voi 	chirc 
nang, nhik'm vu dm 
co.  quan, to chirc, don 
vi sir dung vi tri vi0c 
lam dugc cap co tham 
quy6n phe duy4. 

Sir dung ding ngN thong tin 

Nhom nang lire 
chuyen mon 

KM nang chi' tri nghien ciru, xay dung 
cac van ban (theo nhi@n vu ciia vi tri 
vi& lam) 

5 

KM Wang huang clan thuc Iii*i cac van 
ban (theo nhi'e'm vu ciia vi tri vi0c lam) 

5 

KM nang kiem tra vi& thuc 10n. cac van 
ban (theo nlii'm vu eila vi tri vi& lam) 

5 

KM nang phoi hop thuc hi'e'n cac van 
ban (theo nhi'e'm vu dm vi tri vi0c lam) 

5 

Kha nang tharn dinh, gop 5T cac van ban 
(theo nhi0i vu dm vi tri vi0c lam) 

5 

Nh6m nang lire 
quan iy 

Tu duy chin lugc 3-4 
Quan isr sir thay doi 3-4 
Ra quy6t dinh 3-4 
Quan ly ngu6n lvc 3-4 
Phat trie'n nhan vien 3-4 

PHE DUYET CUA LANH DAO 
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TEN QUAN 	LONG HOA ,cA HOI CHU NGHiA VIET NAM 
TEN TO CIIVC 
	

EICIc 1ap - Tkr do - II#nh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Thanh tra vie'n chinh vt cong tic 
thanh tra 

ma vi tri viec lam: 

Ngay bat dau thixc hien: 

Dia di6m lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh v'e thanh tra 

1. Muc tieu vi tri viec lam 

- Chu tri, tham gia cong tac tham muu hoach dinh, xay Ong, t6 chirc thgc hien 
chinh,sach,phap luSt va chien lugc ve thanh tra; quy hoach, dg de an, ke hoach, so 
ket, tong ket trong pham vi toan nganh; de xuat cac giai phap nham hoan thien co che, 
chinh sach va phap lust thong qua cong tac thanh tra. 

- Chu tri, tham gia xudt va to chirc thgc hien cac nhiem vu thanh tra c6 quy 
mo lan, tinh chat phirc tap lien quan den nhieu nganh, link vgc, dia phuong, bao gom 
cac nhiem vu quan 1.3'T nha nuac ve cong tac thanh tra va cac nhiem vu thanh tra cu the. 

- Phat hien so ha trong co ch6 quan 13'7, chinh sach phap luSt qua hoat &Ong 
thanh tra de kien nghi vol co quan nha nuot c6 giai phap, bien phap khac phuc, g6p 
phan nang,cao hieu lgc, hieu qua hoat dOng quan y nha nuac, bao ve lgi ich 	NM. 
nuac, quyen va lgi ich hop phap dm co quan, to chile, ca nhan; thgc hien cac bien 
phap pilling ngira, phat hien va xir 13"/ theo tham quyen hoac kien nghi cap c6 tham 
quy'en xir 157 doi vai hanh vi vi pham phap luSt cua cac co quan, to chirc, ca. nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 
Cac cong viec Tieu chi dinh 

gia hoan thanh 
cong viec 

Mang cong 
viec 

7, Cong viec cu the 

2.1 Tham muu 
xay dgng van 

ban 

1. CH tri nghien dm, xay ,dgng thong tu 
thu8c tham quyen dm T8ng Thanh tra 
Chinh phii, I38 truong, Thil tnrang co quan 
ngang 138;,nghi quyet dm 1-18i dong nhan 
cap tinh, ca huyen,,quyet dinh cua Uy ban 
nhan clan cap tinh, cap huyen. 
2. Tham gia xay dung cac dg an Ludt, Nghi 
quyet cilia Quoc h8i, Phap lenh, Nghi quyet 
dm ,Uy ban Thuang vu Qu8c h8i, Nghi 
quyet, Nghi dinh dm Chinh phil, Quyet 
dinh dm Thd Wang Chinh phii, Thong to 
lien tich ye thanh tra. 

1. Cac thong tu, 
nghi quyet, quyet 
dinh 	dugc 	ban 
hdnh. 
2. Cac nhiem IT 
dugc 	giao 	thgc 
hien 	theo 	&mg 
tien d8, dam bdo 
chat lugng. 
3. Chi6n 	lugc, 
chinh sach, dinh 
huong, 	quy 
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3. Chit tri, tham muu xay dung chitin lucre, 
chinh sach, dinh huang, quy hoach, ke 
hoach, de an, du an ve thanh tra; ve t6 auk, 
can b8, dao tao, boi Mang, thi dua, khen 
thugng, hop tac qu6c te, hanh chinh, quan 
tri, tai chinh, tai vu, cai each hanh chinh dm 
nganh Thanh tra. 
4. Tham gia to chirc tham dinh, ra sok, he 
thong hoe, phap dien hoa cac van ban quy 
pham phap 1* ve thanh tra. 

hoach, ke hoach, 
de an, du an dirge 
cap 	co 	thAm 
quyen phe duyet 
va ban hanh. 
4. T8 eh& thuc 
hien c6 hieu qua 
cac 	nhiem 	vu 
&roc giao. 

2.2 Hugng dan 
va trien khai 

thuc hien 
cac van ban 

1. Chit tri, tham muu huang dan phap 14.t ve 
thanh tra theo tham quyen doi vgi cac nhiem 
vu &roc neu tai Moc 2.1 dia. Phu luc nay. 
2. Chit tri, tham muu t8 chirc quail triet, 
tuyen truyen, trien khai thgc hien chinh 
sach cila Dang, phap 14t dm Nha ntrac ve 
thanh tra. 

Viec hugng clan 
dugc 	thuc 	hien 
dung tien d8, ke 
hoach, th6i gian 
va chat lugng. 

2.3 Kiem tra Chit tri, tham muu t8 chirc kiem ,tra theo 
tham quyen d8i vai cac nhiem vu ye: 
- Tinh hinh thi hanh phap luat ve thanh tra; 
- Tinh chinh xac, hop phap cila cac ket luan 
va guy& dinh xir VT sau thanh tra; viec thuc 
hien ket Juan, kien nghi, guy& dinh xir VT 

ye thanh tra; 
- Viec xay dung,  va t6 chirc thuc hien ke 
hoach thanh tra hang nam, the d8 thong tin, 
bao cao dm nganh Thanh tra; 
- Viec thuc hien cong tac dao tao, b8i 
throng, thi dua, khen throng theo quy dinh 
dia phap luat \Ta phan cap quart VT doi \Ted 
cong chirc thanh tra; 
- Viec thgc hien cong tac cai each hanh 
chinh theo phan cong dm cap c6 that-in 
quyen; 
- Nhiing not dung khac lien quan den frith 
vgc,thanh tra theo chirc nang, nhiem vu, 
quyen han. 

Van ban bao cao 
ke't qua kiem tra 
dot 	vai 	cac 	ttOi 
dung dirge kiem 
tra theo dung quy 

dinh* 

2.4 Thanh tra 1. Chit tri, tham muu )(ay dung Dinh huang 
chuong trinh thanh tra, ke hoach thanh tra 
hang nam dia co quan thanh tra. 
2. Chit tri, tham gia t6 chirc thgc hien cac 
cu8c thanh tra theo quy dinh tai Dieu 49, 
Dieu 50, Dieu 56 Lu4t Thanh tra; giam sat 
hoat &Ong down thanh tra. 
3. Chit tri, tham gia don do' c, theo doi lien 

1. Dinh 	huang 
chucmg 	trinh 
thanh 	tra, 	ke 
hoach thanh tra, 
dugc ban hanh. 
2. Cac van ban 
&roc 	ban 	hanh 
theo tham quyen 
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d'6 thuc hi6n ke hoach thanh tra hang nam. 
4. Chu tri, tham gia theo dOi, don d6c vies 
thuc hi6n ket luan, kien nghi, guy& dinh xir 
VT v6 thanh tra theo quy dinh tai Dieu 105 
Luat Thanh tra. 
5. Chill tri, tham gia tochirc rat kink 
nghi6m, nhan xet, danh gia vi6c thuc hi6n 
nhi6m vu thanh tra. 

hoac kien nghi co 
quan, 	ngi,thi 	CO 
tham 

ket 	
bao 

cao ket qua thanh 
tra, du thao ket 
luan thanh tra. 
3. Cac van ban ye 
cong tac theo dOi, 
don d6c vi6c thuc 
hi6n 	ket 	luan, 
kien nghi, quyet 
dinh 	)(if 	1y 	ve 
thanh tra. 
4. Cac van ban 
khac c6 lien quan 
den vi6c thuc hiesn 
nhi6m vu thanh tra. 

2.5 Tham dinh 
cac de an 

cong tac va 
dao tao 

nghi6p vu 

1.,  Chit tri, tham gia tham dinh cac du thao 
de an, du an, chuang trinh,,  cong trinh cap 
nha nuac, cap b6, cap tinh ye thanh tra. 
2. Chil tri, tham gia Wen soan, xay dung cac 
tai li6u b6i duO'ng nghi6p vu ve thanh tra. 
3. Chu tri, tham gia xay dung tai li6u huang 
dan nghi6p vu ye thanh tra. 
4. Chu tri, tham gia t6 chirc, tham gia giang 
day, tap huan, b6i &fang nghi6p vu thanh tra. 

1. N6i dung tham 
dinh dugc hoan 
thanh 	dam 	bao 
chat luting, theo 
dung ke hoach. 

tai lieu b6i 2. Cac tai 	.  
du'Ong, twang dan 

nghi •P 	• vu 	dugc  'e 
ban hanh. 
3. Dugc co quan 
to chirc lop dao 
tao, 	boi 	&fang 
danh 	gia 	hoan 
thanh cong vi6c. 

2.6 So ket, tong 
ket vi6c thgc 
hi6n cac van 

ban 

1., Chu tri, tham gia to chirc thuc hi6n so 
ket, tong ket vi6c thuc hi6n chil twang, 
chinh sach cua [Yang, phap luat dm Nha 
nuOc ve thanh tra;,chien,lugc, chuong trinh, 
ke hoach, du an, de an ve thanh tra. 

2., Chu tri,,  tham gia to chirc thuc hien so 
ket, tong ket thuc tin cong the thanh tra. 

Cac van ban ve so 
k6t, tong k& dugc 
ban hanh. 

2.7 Phi hop 
thuc hi6n 
nhi6m vu 

1. Chi' tri, tham gia phi hop trong xay 
dung,  va tochircthuc hi6n ke hoach thanh 
tra hang nam; xir ly chong cheo, thing lap 
giaa hoat d6ng thanh tra va hoat Ong kiem 
toan nha nuarc, giaa hoat d6ng dm cac co 
quan thanh tra. 
2. Chil tri, tham gia phoi hop vai cac co.  

1. Ke hoach thanh 
tra dugc ban hanh 
khong 	c6 	nOi 
dung ch6ng cheo, 
trimg lap. 
2. Cong 	vi6c, 
nhi6m vu 	dugc 
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quan, to chirc c6 lien quan trong qua trinh 
thuc hien nhiem vu thanh tra, giam sat hoat 
dOng doan thanh tra va xir ly sau thanh tra 
(nhu: co quan kiem tra cila Dang, co quan 
dreu tra, Kiem toan nha nizac, cac to chirc 
tin dung, co quan, Co chirc giam dinh ...). 
3. Chu tri, tham gia phOi hop chuan bi not 
dung phuc vu cac hOi nghi, cuOc hop, lam 
viec dm cac co quan Dang, Ban chi dao, 
QuOc hOi, Chinh phu, cac 1710, nganh, fly 
ban nhan dan, flOi dong nhan dan ... ye 
ding tac thanh tra khi co yeu cau. 

thgc 	hien 	hieu 
qua, tao mOi quan 
he tich cuc trong 
cong tac. 

2.8 Thuc hien 
nhiem vu 
chung, hoi 

hop 

1. Chu tri, tham gia cac cuOc hop chuyen 
mon dugc phan cong. 
2. Tham du cac cuOc hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day 
dil, 	chuan bi tai 
lieu 	va ,  y 	kien 
phat 	bieu 	theo 
ye^u cau. 
2. K6t luan cac 
cuOc 	hop 	dugc 
giao chu tri. 

2.9 
Xay dung va thuc hien ke hoach cong tac nam, quy, thang, 
tuan cua ca nhan. 

Ke 	hoach 	cong 
tac 	dugc 	xay 
dung va thuc hien 
darn bao tien dO, 
chat lugng. 

2.10 Thuc hien cac nhiem vu khac do cap tren giao. 

3. Cac na6i quan he trong cong viec 

3.1. Ben trong 

Dwoc quan ly trov titp va 
kiem duyet ket qua boi 

- Quan ly tro.c tip dun vi phi hop 
chinh 

1. Thu truerng co quan, don vi. 

2. Cap ph6 dm Thu truong co 
quan, don vi va theo phan cong. 

Cong chic dirge phan cong 
quan 13'T truc tip ho4c theo 
mang cong tac. 

Cac co quan, don vi c6 
lien quan. 

3.2. Ben ngoai 

Ban, b0, nganh, dia phiro'ng 
có quan he chinh Ban chat quan he 

Cac co quan, to chile, don vi c6 hoat dOng lien 
quan d6n nganh, linh NT-km thanh tra thuOc 
pham vi quail 13'T cila co quan, don vi. 

- Tham gia cac cuOc hop c6 lien quan. 

_ Cung cap cac thong tin theo yeu cau. 
;, 	• A - Thu th4p cac thong tin can thiet cho 

viec thuc hien cong viec chuyen mon. 
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- LAy thong tin thong ke, ding hop. 

- Thuc hien bao cao theo yeu cat'. 

4. Pham vi quyen hum 

TT Qu34n h#n cu th't 
4.1 Dugc chit dOng ve phtrang phap thuc hien cong viec dugc giao. 

4.2 Tham gia 3",  kien ve cac viec chuyen mon ctla cu quan, don vi. 

4.3 Dugc cung cap thong tin ve ding tac chi dao dieu hanh ctia ca quan trong pham 
vi nhiem vu dugc giao. 

4.4 Dugc yeu cAu cung cap thong tin, danh gia mire dO xac thuc dm thong tin phuc 
vu cho nhiem vu dugc giao. 

4.5 Dugc tham gia cac cuOc hop lien quan. 

5. Cie yeu cau Art trinh cao, 'fang hp 

5.1. Yen au ve trinh cao 

Nhom yeu cAu Yeu au cu the 

Trinh di) dao tao 
T6t nghiep dai hoc troy len vai nganh hoac chuyen nganh dao tao 
phi hop voi tinh vuc cong tac. 

B6i clang 

- CO chimg chi bei duong nghiep vu Thanh tra vien chinh. 
- Co chimg chi bei duEmg kien thirc quan 1ST nha,mr6c theo tieu 
churn ngach chuyen vien chinh hoac c6 bang cao cap lST luan chinh 
tri - hanh chinh. 
- Ve trinh dO tin hoc, ngoai ngii ho4c tieng dan tOc thieu so, dap 
irng theo tieu chuan chung dm cac van ban hien hanh va theo quy 
dinh dm timg vi tri viec lam. 

Kinh nghiem 
(thanh tich 
cong tac) 

- CO kinh nghiem tham gia xay dung, them dinh it nhAt 01 van ban 
quy pham phap 141 ho4c de tai, de an, du an, chucmg trinh nghien 
dm khoa hoc tir cap co so.  tra len ma co quan sir dung, quart VT 

Thanh tra vien dugc giao chit tri nghien dm, xay dung da dugc cap 
CO tham quyen ban hanh hoac nghiem thu. 

- CO kinh nghiem to chic huong dan, thuc hien cite dO, chinh sach, 
cac quy dinh ye ethic nang, nhiem vu; thuc hien de xuat cac bien 
phap thanh tra, kiern tra va danh gia. 

- CO kien thirc va am hien ve ding tac thanh tra. 

- Co thai gian cong tac 6 ngach Thanh tra vien va tuang duong t6i 
thieu tir 09 nam tra len, trir trtx6ng hop la can b0, cong chic, vien 
chirc, si quan Quan dOi nhan dan, si quan Cong an nhan dan, ngu6i 
lam cong tac ca yeu ding taco co.  quan, to chic, don vi khac va 
dang giir ngach ding chic, vien chile, cap ham tucmg duong ngach 
Thanh tra vien chinh chuyen sang ca quan thanh tra. Truong hop 
co than gian tucmg ducmg,vai ngach Thanh tra vien thi th6i gian 
gift ngach Thanh tra vien toi thieu la 01 nam (dii 12 thang). 

- Tu3tt doi trung thanh, tin Wang, nghiem tic chip hanh chi 
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Pham chat 
ca nhan 

truang, chinh sach dm Wang, phap luat dm Nha mac, quy dinh va 
quy the lam viOc dm ca quan. 
- Trach nhiOm cao vai cong viOc, vai tap th6. 
- Tiling thuc, thang than, kien dinh, bie't lang nghe. 
- Di6m tinh, can than. 
- KM nang down ke't nOi bO. 
- Co Sr thirc bao mat thong tin cao. 
- PhAm chat khac. 

Cac yeu cau khac 

- Co kha nang & xuat nhirng chit trucmg, giai phap giai quye't cac van 
de thuc tien lien quan den chirc nang, nhim vu dm cu quan, don vi. 
- Co kha nang to chirc trien khai nghien ciru, thuc hi'n cac & tai, 
de an thuc tinh vuc chuyen mon dia co quan, don vi. 
- Co kha nang chiu ap luc cong vi'& lan va c6 sire khoe tot. 

5.2. Cac Wang ltrc 

Nhom nang Itrc Ten nang lig Cip di) 

Nhom nang 
hrc chung 

Duo dire va ban linh 3-4 

T6 chirc thuc hiOn ding viOc 3-4 

Soan thao va ban hanh van ban 3-4 

Giao tiep img xir 3-4 

Quan N ph6i hop 3-4 

Sir dung ngoai ngfr 

Phil hgp vai chile 
nang, nhian vu oh 
co' 	quan, 	to 	chirc, 
don vi sir dung vi tri 
viOc lam dugc cap 
co tham quyen phe 
duya. 

Sir dung cong ngN thong tin 

Nhom nang luc 
chuyen mon 

Kha nang chit tri nghien cum, tham muu 
xay dung cac van ban (theo nhian vu dm 
vi tri viOc lam) 

4 

Kha nang huang an thuc hiOn cac van ban 
(theo nhian vu dm vi tri viOc lam) 

4 

Kha nang ki6m tra viec thuc hien cac van 
ban (theo nhian vu cua vi tri vice lam) 

4 

Kha nang phi hgp thuc hiOn the van ban 
(theo nhie'm vu dm vi tri vi'ec lam) 

4 

KM nang tham dinh, gop SI cac van ban 
(theo nhian vu dm vi tri viOc lam) 

4 

Nhom nang luc Tu duy chitin lugc 2-3 
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quan 1ST Quan 1ST gr thay di 2-3 

Ra quy6t dinh 2-3 

Quan 1ST ngu6n luc 2-3 

Phat tri6n nhan vien 2-3 

PHE DUYET Ct- A. LANH DA0 
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TEN CO QUAN 	CONG HOA xA Ho' CHU NGHIA VIET NAM 
TEN TO CIWC 	 Di)c lap - Ttr do - II#nh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Thanh tra vien ve cong tac thanh tra 
Ma vi tri viec lam: 

Ngay bat dau that hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: Theo cac van ban, quy dinh hien hanh ve thanh tra 

1. Muc tieu vi tri viec lam 

- Tham muu, tham gia hoach dinh, xay dung, to chirc that hien chinh sach, 
phap luat va chin lugc ve thanh tra; quy hoach, du an, de an, ke hoach, so ket, tong 
ket; de xuat cac giai phap nham hoan thien ca che, chinh sach va phap lust thong qua 
cong tac thanh tra. 

- Tham muu, tham gia that hien cac nhiem vu ve thanh tra. 

- Phat hien so ha trong co che quan ly, chinh sach phap luSt qua host dung 
thanh tra de kien nghi vai ca quan nha nu& co giai phap, bien phap khac phut, g6p 
phan nangcao hieu lac, hi'eu qua host dOng quan ly nha 'mac, bao ve lgi ich cua Nha 
nuac, quyen va lgi ich hop phap dm co quan, to chirc, ca nhan; that hien cac bien 
phap phong ngira, phat hien va xir 151 theo tham quyen hok kien nghi cap c6 tham 
quyen xir VT dui vai hanh vi vi pham phap luSt cua cac co quan, to chirc, ca nhan. 

2. Cie cong viec Ara tieu chi danh gia 

TT 
Cac cong viec Tieu chi danh 

gia hoin thanh 
cong viec 

Mang cong 
viec 

x Cong viec cu the 

2.1 Tham muu xay 
dkmg van ban 

1. Tham mini, tham gia xay dung cac dtr an 
Lust, Nghi quyet cila Quoc h6i, Phap lenh, 
Nghi quyet dm Uy ban Thir?mg vu Qu6c 
hOi, Nghi quyet, Nghi dinh dm Chinh phil, 
Quye't dinh dm Thu tuang Chinh phil, 
Thong tu, Thong to lien tich, nghi quyet 
dm ,I16i dung nhan cap tinh, cap ,huyen, 
quyet dinh dm Uy ban nhan clan cap tinh, 
cap huyen ye thanh tra. 
2. Tham mini, tham gia xay dung chien 
lugc, chinh sach, dinh huong, quy hoach, 
ke hoach, de an, du an ve thanh tra; ye to 
chirc, can b0, dao tao, boi diejng, thi dua, 
khen thuong, hop tac qu6c th, hanh chinh, 

Cac 	nhiem 	vu 
dugc 	giao 	that 
hien 	theo 	dung 
ti6n d6, dam No 
chat lugng. 
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quan tri, tai chinh, tai vu, cai each hanh 
chinh cita nganh Thanh tra. 
3. Tham muu, tham gia t6 chirc tham dinh, 
ra soat, he thong h6a, phap dien h6a cac van 
ban quy pham phap luat ye thanh tra. 

2.2 Huang an va 
trien khai 

thuc hien cac 
van ban 

1. Tham muu, tham gia,  huang dan,  phap 
luat ve thanh tra theo tham quyen doi vai 
cac nhiem vu duac neu tai Muc 2.1 dm Phu 
luc nay. 
2. Tham muu, tham gia t6 chirc quan triet, 
tuyen truyen, trien khai thgc hien chinh 
sach dm Dang, phap luat dm Nha ntrac ve 
thanh tra. 

Viec huang clan 
dirge 	thgc 	hien 
dung tie'n do, ke 
hoach, 	tiled 	gian 
va chat luong. 

2.3 Kiem tra Tham muu, tham gia t6 chirc kiem tra theo 
tham quyen d6i vai cac nhiem vu ye: 
- Tinh hinh thi hanh phap luat ve thanh tra; 
- Tinh chinh xac, hop phap cga cac ket luan 
va quye't dinh xir 13'i sau thanh tra; viec thgc 
hien ket luan, kien nghi, quyet dinh xir 157 
ve thanh tra; 
- Viec thgc hien cong tac dao tao, bei 
dtrang, thi dua, khen thuang theo quy dinh 
dm phap luat va phan cap quan VT doi vai 
cong chic thanh tra; 
- Viec xay dung,  va t6 chine thuchien ke 
hoach thanh tra hang nam, the d6 thong tin, 
bao cao dm nganh Thanh tra; 
- Viec thgc hien cong tae cal each hanh chinh 
theo phan cong cila cap c6 tham quyen; 
- Nhiing not dung khac lien quan den linh 
vtrc,thanh tra theo chine nang, nhiem vu, 
quyen han. 

Van ban bao cao 
ket qua kiem tra 
d6i vai 	cac not 
dung dtrac kiem 
tra. 

2.4 Thanh tra 1. Tham muu, tham gia xay dung Dinh 
huang chucmg trinh thanh tra, ke hoach 
thanh tra hang nam dm co quan thanh tra. 
2. Tham muu, tham gia t6 chirc thuc hien 
cac cu6c thanh tra theo quy dinh tai Dieu 
49, Dieu 50, Dieu 56 Luat Thanh tra; giam 
sat hoat d6ng doan thanh tra. 
3. Tham muu, tham gia don d6c, theo d'Oi lien 
d6 thgc hien ke hoach thanh tra Wang nam. 

4. Tham muu, tham gia theo &Si, don d6 c 
viec thuc hien ket luan, kien nghi, quyet 
dinh xir VT ye thanh tra theo quy dinh tai 
Dieu 105 Luat Thanh tra. 

1. Dinh 	huang 
chuong 	trinh 
thanh 	tra, 	ke 
hoach thanh tra, 
dtroc ban hanh. 
2. Cac van ban 
&rot 	ban 	hanh 
theo tham quyen 
hoac kien nghi ca 
quan, 	nglrad 	co 
tham quyen; bao 

- cao ket qua thanh 
tra, du thao k6t 
luan thanh tra. 
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5. Rift kinh nghiem, nhjn xet, danh gia viec 
thuc hien nhiem vu thanh tra. 

3. Cac van ban ye 
cong tac theo dOi, 
don d6c viec thuc 
hien 	ket 	lujn, 
kien nghi, quyet 
dinh 	xir 	1ST 	ve 
thanh tra. 
4. Cac van ban 
khac c6 lien quan 
den viec dux hien 
nhiem vu thanh tra. 

2.5 Tham dinh 
cac de an 

cong tac va 
dao tao, bOi 

duang nghiep 
vu 

1. Tham gia tham dinh cac du thao de an, 
du an, chuong trinh, cong trinh ye thanh tra. 
2. Tham muu, tham gia Bien soan, xay dung 
cac tai lieu b6i dirOng nghiep vu ve thanh tra 
3. Tham muu, tham gia xay dung tai lieu 
huang dan nghiep vu ve thanh tra. 
4. Tham mini, tham gia t6 chirc tap huan, 
b6i dirOng nghiep vu thanh tra. 

1. N6i dung than' 
dinh dugc hoan 
thanh 	dam 	bao 
chat 	luting, 	theo 
dling ke hoach. 
2. Cac tai lieu bei 
doting, hirang dan  
nghiep 	vu 	dirge 
ban hanh. 
3. Dugc co quan 
to chirc lop dao 
tao, 	bei 	&fang 
danh 	gia 	hoan 
thanh cong viec. 

2.6 So ket, tong 
ket viec thuc 
hien cac van 

ban 

1. Tham muu, tham gia to chirc thuc hien 
so ket, tong ket viec thirc hien chil truong, 
chinh sach dm Dang, phap lujt dm Nha 
nugc ve thanh tra; chien,lugc, chuong trinh, 
Ice hoach, du.  an, de an ye thanh tra. 
2. Tham muu, tham gia to chirc dux hien 
so k6t, tong ket thuc tin cong tac thanh tra. 

Cac van ban ye so 
ket, tong ket dugc 
ban hanh. 

2.7 Phi hop 
thuc hien 
nhiem vu 

1. Tham muu, tham gia phi hop trong xay 
dung va to chirc thirc hien ke hoach thanh 
tra hang nam; xir 13',7 ch6ng cheo, tang lap 

, 
giira hoat dOng thanh tra va hoat dOng kiem 
toan nha ntroc, giaa hoat dOng dm cac co 
quan thanh tra. 
2. Tham mum, tham gia phoi hop vgi cac co.  
quan, to chirc co lien quan trong qua trinh 
thgc hien nhiem vu thanh tra, giam sat boat 
dOng doan thanh tra va xir lY sau thanh tra 
(nhu: co quan kiem tra cila Dang, co quan 
dieu tra, Kiem toan nha ntrac, cac to chirc 
tin dung, co quan, to chirc giam dinh ...). 
3. Tham muu, tham gia phi hop chuan bi 

1. Ke hoach thanh 
tra dirge ban hanh 
kh6ng,ng 

cheo,  
Co 	not 

dung cho 
 trung lap.  

2. Cong 	viec, 
nhiem vu dugc 
giao thong su6t, 
tao 	throe 	m6i 
quan he cong tac 
phat 	trien 	hieu 
qua cao. 
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not dung phuc vu cac h8i nghi, cuOc hop, 
lam viec dm cac co.  quan Dang, Ban chi 
dao, Que)c hOi, Chinh phi', 1)8, nganh, 1:73: 
ban nhan dan, 1-18i &Ong nhan dan... ve 
cong tac thanh tra khi co yeu cau. 

2.8 Thgc hien 
nhiem vu 

chung, hOi 
hop 

1. Tham 0 cac ci& hop lien quan den linh 
vvc chuyen mon dugc phan cong. 
2. Tham 0 cac cu8c hop don vi, hop co,  
quan theo quy dinh. 

Tham dtx day dii, 
chuan bi tai lieu 
va,  y kien 	pljat 
bieu theo yeu cau. 

2.9 
, 

Xay Ong va thuc hien ke hoach cong tac nam, quy, thang, 
, 

tuan dm ca nhan. 

Ke 	hoach 	cong 
tac 	dugc 	xay 
Ong va thgc hien 
dam bao tien d8, 
chat luong. 

2.10 Thgc hien cac nhiem vu khac do cap tren giao. 

3. Cac miii quan he trong cong viec 

3.1. Ben trong 

Dtrot quan 1ST trtyc tiep va 
kiem duyet ket qua biii 

;, 
 tiep Quan 15, 

Cac don vi 
phili htyp chinh 

1. Thu trugng co quan, don vi. 

2. Cap pho dm Thu truong co 
quan, don vi va theo phan cong. 

COng chnc dugc phan 
cong 	quail 	ly/ 	tivc tiep 
hoac theo mang cong tac. 

Cac co quan, don vi 
c6 lien quan. 

3.2. Ben ngoai 

Ban, bi), nganh, dia phirong 
co quan he chinh 

Ban chat quan he 

Cac co quan, to chnc, don vi c6 hog &Ong - Tham gia cac cuOc hop c6 lien quan. 
lien quan den cong tac thanh tra thuc - Cung cap cac thong tin theo yeu cau. 
pham vi quan ly dm co quan, don vi. x 	• A - Thu thap cac thong tin can thiet cho 

viec thuc hien cong viec chuyen mon. 
- Lay thong tin thong ke, tong hop. 
- Thgc hien bao cao theo yeu cau. 

4. Pham vi quyen ham 

TT Quyen ham cu the 
4.1 Dirge chn long v'e phixong phap thgc hien cong viec dirge giao. 
4.2 Tham gia y kien ve cac viec chuyen mon cna co quan, don vi. 
4.3 Dugc cung cap thong tin ve cong tac chi dao dieu hanh cna co quan trong 

pham vi nhiem vu &roc giao. 
4.4 Dugc yeu cau cung cap thong tin, danh gia mdc dO xac thuc dm thong tin 

phuc vu cho nhiem vu dugc giao. 
4.5 Dugc tham gia cac cuOc hop lien quan. 
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5. Cfic yeu au ve trinh cao, nang hyc 

5.1. Yeu au ve trinh di) 

Nhom yen cfiu Yeu cfiu cu the 

Trinh do ciao tao Tot nghiep dai hoc trot len, chuyen nganh phi'. hop voi yeu cdu 
vi tri viec lam. 

B6i during 

- Co chimg chi b6i during nghiep vu ngach Thanh tra vien; 
chimg chi boi during nghiep vu quan ly,  nha nuac ngach 
chuyen vien. 
- V6s trinh del tin hoc, ,ngoai ngit hoac tie'ng dan tcic thieu s6, 
dap frng theo tieu chuan chung cita cac van ban hien hanh va 
theo quy dinh dm tirng vi tri viec lam. 

Kinh nghiem 
(thanh tich 
ding tic) 

- Co it nhAt 02 nam lam ding tic ding tic thanh tra khong ke 
thoi gian tap su hoac di it nhat 05 nam cong tic tr6 len d6i voi 
can b0, ding chirc, vien chirc, si quan Quan d0i,nhan dan, si 
quan Cong an nhan dan, ngu6i lam cong tic co.  yeu cong tic a 
co.  quan, to chile, dcm vi khac chuyen sang co.  quan thanh tra. 

- De xuat cac bien phap thanh tra, hem tra va danh gia. 

- Co kin thIrc va am hieu v'e cong tic thanh tra. 

Phdm chdt 
ca Whin 

- Tuyet d6i trung thanh, tin tu6ng, nghiem titc chip hanh chic 
trucmg, chinh sach dm bang, phap luat dm Nha nu6c, quy 
dinh va quy the lam viec dm co.  quan. 	, 
- Trach nhiem cao voi cong viec, voi tap the. 
- Trung thuc, thing thin, kien dinh, bi6t rang nghe. 
- Diem tinh, can than. 
- KM nang clown ke't not 1)0. 
- Coy Cothirc bao mat thong tin cao. 
- Phdm chdt khac. 

Cac yeu cau khac 

- CO kha nang de xuAt nhang cha tnxcmg, giai phap giai quy& 
cac van tie thuc tin lien quan den chirc nang, nhiem vg dm co. 
quan, dun vi. 
- CO kha nang to chirc trien khai nghien cuu, thuc hien cac tie 
tai, de an thuOc linh vuc chuyen mon dm co quan, dun vi. 
- Co kha nang chili ap luc cong viec lon va CO sire khoe tot. 

5.2. Cac nang hyc 

Nhom Wang luc Ten nang ltyc Cfip di) 

Nh6m nang luc 
chung 

Dao dile va ban tinh 2-3 

Ti chirc thuc hien cong viec 2-3 

Soan thao va ban hanh van ban 2-3 

Giao tip frng VI.  2-3 

Quan he ph6i hop 2-3 
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Sir dung ngoai ngit 

Phil hop vai chirc 
nang, nhiem vg dm 
co quan, to chirc, 
don vi sir dung vi 
tri viec lam dugc 
cap có thAm quyen 
phe duyet. 

Sir dung cong ngN thong tin 

Nhom nang luc 
chuyen mon 

Kha nang tham muu, tham gia xay dung 
cac van ban (theo nhiem vu dm vi tri viec 
lam) 

3 

Kha nang huang dan thgc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

3 

Kha nang ki'em tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

3 

Kha nang phi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

KM nang tham dinh, gop 5/ cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Nhom nang luc 
quan Vr 

Tu duy chien lugc 1-2 

Quan 1S,  su thay doi 1-2 

Ra quyet dinh 1-2 

Quan 13'T nguiin luc 1-2 

Phat tri6n nhan vien 1-2 

PHE DUYtT CUA LANH DAO 
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TEN CO QUAN 	LONG HOA XA HO' CHU NGIIIA VIET NAM 
TEN TO CH15 C 	 Dec 14p - Tv do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Chuy'en vien cao cap ve cong tac 
thanh tra 

ma vi tri viec lam: 

Ngay bat dau thirc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien With ve thanh tra 

1. Muc tieu vi tri viec lam 

- Chit tri nghien ciru, tham muu tong hop, tham dinh, hoach dinh chinh sach, 
chien lugc vi mo ye thanh tra hoac thgc hien nhiem vu lanh dao, chi dao to chirc trien 
khai thgc hien chinh sach, phap luat ve thanh tra. 

- Chu tri tham muu, to chirc trien khai thgc hien cac nhiem vu ye thanh tra có 
quy mo lan, pham vi rOng, tinh chat phirc tap. 

- Phat hien so ha trong co cite quart ly, chinh sach phap luat qua hoat dOng 
thanh tra de kien nghi lied co quan nha nu& có giai phap, bien phap khac phvc, gap 
phan nang,cao hieu lgc, hieu qua hoat dOng quart y nha ntrac, bag ve lgi ich 	Nha 
Dirac, quyen va lgi ich hop phap dm co quan, to chic, ca nhan; thgc hien cac bien 
phap phong ngira, pilot hien va xir ly theo tham quyen hoac kien nghi cap có tham 
quyen xir ly doi veri hanh vi vi pham phap luat cua cac co quan, to chirc, ca nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 
Cac cling viec Tien chi danh gia 

hoan thanh cong 
viec 

Mang cong 
viec Cong viec cu the 

2.1 Tham muu 
xay dung van 

ban 

1. Chil tri nghien dm, xay dgng, hoan 
thien the the hoac cac van ban quy 
pham phap luat, cac chit trucmg, chinh 
sach ve thanh tra. 

2. Chii tri nghien cal, xay dung quy 
dinh, quy the ve thanh tra. 

Cac van ban dtrgc 
cap có tham quyen 
ban hanh. 

2.2 Huang an, 
tong ket, 
kiem tra, 

thanh tra va 
dao tao, b6i 

1. Chit tri to chirc quail triet, tuyen 
truyen, trien khai thgc hien chinh sach 
dm,  Dang, phap luat dm Nha mac, 
chien lugc, dinh bating chuong trinh, 
ke hoach... ye thanh tra. 

Hoan thanh nhiem 
vu dam No tien dO, 
chat lugng theo quy 
dinh. 
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duong nghiep 
vu 

2. Tham mini, tham gia thanh tra, kiem 
tra. 

3.,  TO chile so.  ke't, ding k6t, danh gia va 
de xuat the phuong an sira doi, bo 
sung, tang cuang hieu luc, hieu qua dm 
cong tac quail I. 

4. Tham mmi, tham gia giang day, tap 
huan, boi difang nghiep vu lien quan 
den ding tac thanh tra. 

2.3 Tham dinh 
de an 

Chu tri tham dinh cac du than de an, du 
an, chuang trinh, ding trinh cap nha 
nuac, cap WO AT' thanh tra. 

NiO dung tham dinh 
dirge 	hoan 	thanh 
dam bao chat luting, 
theo dfing ke hoach. 

2.4 Phi hop 
trong cong 

tac 

Phi hop vai cac co quan, to chirc, don 
vi, ca nhan trong va ngoai co quan khi 
thuc hien nhiem vu. 

Cong viec, nhiem vu 
dugc dux ,hien hieu 
qua, tao moi quan he 
tich cue trong cong 
tac. 

2.5 Thuc hien 
ch6 dO hOi 

hop 

1. Chit tri the cuOc hop chuyen mon 
dugc phan cong. 

2. Tham du cac cuOc hop don vi, hop 
co quan theo quy dinh. 

1. Tham du day dii, 
chuan bi tai lieu va Si 
kien phat bieu theo 
yeu cau. 

2. Ket 1u4n cac cuOc 
hop dirge giao chii 
tri. 

2.6 
Xay dung va thuc hien k6 hoach cong tac nam, qu 'y, 
thang, tuan dm ca nhan. 

Ke hoach cong tac 
dirge xay dung va 
thuc hi'en ,  dam bao 
tiL dO, chat luting. 

2.7 Thuc hien cac nhiem vu khac do cap tren giao. 

3. Cac moi quan h? trong cong viec 

3.1. Ben trong 

Buyc quail l'y trirc tiep va kiem 
duyet ket qua bed Quan ly tryc tiep 

Cac dun vi phoi hyp 
chink 

- Thu truang ea quan, don vi. 

- Cap pho cua Thu truang co 
quan, don vi. 

- Lanh dao cap phOng va theo 
phan cong. 

Cong 	chirc 	thuc 
nhom cong tac dirge 
phan cong. 

Cac to chirc thuc co.  
quan. 
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3.2. Ben ngoai 

Ban, be, nganh, dia phifung 
co quan he chinh 

Ban chAt quan he 

Cac co quan, t8 chirc, dan vi c6 hog 
&Ong lien quan den nganh, linh voc 
thanh tra thuOc pham vi quan V/ dm 
co quan, dan vi. 

- Tham gia cac cuOc hop c6 lien quan. 
- Cung cap cac thong tin theo yeu cau. 
_ Thu thap cac thong tin can thi& cho vi& 
thirc hien cong vi& chuyen mon. 
- Lay thong tin thOng ke, tong hop. 
- Thoc hien bao cao theo yeu cau. 

4. Phalli vi quyen han 

TT A  Quyen hull cu the 

4.1 Duoc chil &Ong v" phuang phap thoc hien cong viOc duoc giao. 

4.2 Tham gia 3'7 kin NT'' cac vi& chuyen mon cila ca quan, dan vi. 

4.3 Duoc cung cap thong tin AT' cong tac chi dao di&T hanh dm ca quan trong 
pham vi nhi&n vu duoc giao. 

4.4 Dugc yeu au cung cap thong tin, clanh gia mirc dO xa.c thoc cila thong tin 
phoc vu cho nhi&n vu &roc giao. 

4.5 Duoc tham gia cac cuoc hop lien quan. 

5. Cac yen cau v'' trinh do, Wang hrc 

5.1. Yeu eau vt trinh do 

Nhom yeu can Yen can cu the 

Trinh dO dao tao Tot nghiep dai hoc tra len vai nganh hoac chuyen nganh dao tao 
' phit hop \Teri linh we cong tac. 

BOi duang 

- Co chimg chi bOi duang kin tilde, ky nang quail 13'T nha nuac 
doi vai cong chirc ngach chuyen vien cao cap hoac c6 bang cao 
cap 13"T luan chinh tri - hanh chinh. 
- Ws trinh dO tin hoc, ngoai ngii hoac tie'ng dan tOc thiL so, dap 
Ong theo tieu chuan chung dm cac van ban hien hanh va theo quy 
dinh dm timg vi tri viec lam. 

Kinh nghibn 
(thanh tick 
ding tac) 

- Co kinh nghi'&11 chi' tri xay dung, tham dinh it nhat 02 van ban 
quy pham phap luat hoac de tai, de an, do an, chuang trinh 
nghien dm khoa hoc cap nha nude, cap 130, nganh thuOc linh voc 
cong tac thanh tra; da duot cap co tham quyen ban hanh hoac 
nghiem thu. 
- Co kinh nghi&n to chirc huang dan, thuc hiOn the dO, chinh 
sach, cac quy dinh -N7' eh& nang, nhi&n vu; thoc hi&I de xuat cac 
bin phap kiem tra va danh gia. 
- Co kin thirc va am hiL li' cong tac thanh tra. 
- Co th8i gian giu ngach chuyen vien chinh va Mang &rang tir du 
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06 nam tro.  len. 

'I 	 1 

- Tuyet d6i trung thanh, tin ttrong, nghi'em Mc chap hanh chit 
truong, chinh sach ciia Dang, phap luat dm Nha nude, quy dinh 
va quy the lam viec cila co.  quan. 
- Trach nhiem cao vai Cling viec, voi tap the. 

Pham chat 
ca. nhan 

- Trung thuc, thang than, kien dinh, bi'et rang nghe. 
- Diem -firth, can than. 
- Kha nang doan ket not b6. 
- Coy thirc bao mat thong tin cao. 
- Pham chat khac. 

Cac yeu cau 

- Co kha nang de xuat nhang chili truang, giai phap gial guy& cac 
van de thirc tien lien quan den chirc nang, nhiem vu ciia co.  quan, 
don vi. 

khac - Co kha nang to chirc trien khai nghien ciru, thiyc hien cac de tai, 
de an thu6c linh vue chuyen mon oh co quan, don vi. 
- CO kha nang chiu ap luc cong viec lan va co sire kh6e tot. 

5.2. Cac 'fang hrc 

Nhom nang hp Ten 'fang hrc CAp cao 

Nh6m nang 
luc Chung 

Dao dire va ban linh 4-5 

TO chile thirc hien cong viec 4-5 

Soan than va ban hanh van ban 4-5 

Giao tiep img xir 4-5 

Quan he phi hop 4-5 

Sir dung ngoai ngcr 

Phu hop \red eh& 
nang, nhiem vu 
dm co quan, t6 
chirc, don vi sir 
dung vi tri viec 
lam duvc cap co 
tham quyL ph'e 
duyet. 

Sir dung cong nghe th6ng tin 

Nh6m nang luc 
chuyen mon 

Kha nang chil tri nghien ciru, xay dung cac 
van ban (theo nhiem vu ciia vi tri viec lam) 5 

Kha nang huong an thgc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

Kha nang kiem tra viec thkrc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

5 

Kha nang phi hop thkrc hien cac van ban 
(theo nhiem vu ciia vi tri viec lam) 

5 
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Kha nang than' dinh, Op S,  cac van ban (theo 
nhie:m vu dm vi tri vi'c lam) 

5 

Nhom nang luc 
quan 15/ 

Tu duy chitin lugc 3-4 

Quan 15,  six thay 6i 3-4 

Ra quy6t dinh 3-4 

Quan lS,  ngu6n luc 3-4 

Phat tri6n nhan vien 3-4 

PHE DUYET CUA LANH DAO 
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TEN CO QUAN 	CONG HOA XA HOT CHU NGHIA VIVI' NAM 
TEN TO CIWC 	 Dec 14p - Tir do - Honh phoc 

BAN MO TA VI TRI VItC LAM 

Ten VTVL: Chuyen vien chinh ye cong tic 
thanh tra 

Ma vi tri viec lam: 

Ngay bat dau thuc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh N4 thanh tra 

1. Mtn tieu vi tri viec lam 

- Chu tri, tham gia nghien dm, tham muu tong hop, thAm dinh, hoach dinh 
chinh sach, chien lugc vi me ve thanh tra hoa'c thuc hien nhiem vu lanh dao, chi dao 
to chirc trien khai thuc hien chinh sach, phap lust ye thanh tra. 

- Chu tri, tham gia to chile trien khai thuc hien cac nhiem vu ve thanh tra có quy 
mo lon, pham vi rung, tinh chat phirc tap. 

- Phat hien so ho trong co the quan 1ST, chinh sach phap luSt qua hoat dung 
thanh tra de kien nghi vai co quan nha nu& co giai phap, Wen phap khac phvc, gop 
phan nang‘cao hieu luc, hieu qua. boat dOng quan nha mac, bao ye lgi ich 	Nha 
ntrac, quyen va lgi ich hop phap dm co quan, to chirc, ca nhan; thuc hien cac bien 
phap phong ngira, phat hien va xir IST theo tham quyen hoSc kien nghi cap có tham 
quyen xir 1ST dui \Teri hanh vi vi pham phap luSt cua cac co quan, to chirc, ca nhan. 

2. Cfic cong viec va tieu chi dfinh gia 

TT 
Cfic cong viec Tien chi danh gia 

thanh cong 
viec 

Mang cong 
viec 

;,  
Cong viec cu th 

2.1 Tham muu 
xay dung van 

ban 

Chili tri nghien dm, tham mini xay 
dung, hoan thien the ch6 hoc cac van 
ban quy pham phap lust, cac chill 
trucmg, chinh sach, quy dinh, quy ch6 
NT6' thanh tra. 

Cac van ban dugc 
cap co tham quyen 
ban hanh. 

2.2 Quan triet, 
tuyen truyen, 
huong dan, 

ki6m tra, 
thanh tra va 
dao tao, boi 

duOng nghiep 
vv. 

1. Chii tri, tham gia to chirc quan triet, 
tuyen truyen, trien khai thuc hien 
chinh sach dm Dang, phap luSt dm 
Nha nuoc, chien hrgc, dinh huang 
chuong trinh, ke hoach... -vs thanh tra. 

2. Tham mim, tham gia thanh tra, 
ki6m  tra.  

3. To chirc tong ket, danh gia va de 
xuAt cac phuong an sira dOi, bo sung, 

Cong viec, nhiem vu 
dirgc thuc hien dam 
bao chat luting, tie'n 
dO theo quy dinh. 
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tang cuerng hieu lye, hieu qua cita 
cong tac quart 13'7. 
4. Tham muu, tham gia giang day, tap 
huan, boi duang nghiep vu lien quan 
den cong tac thanh tra. 

2.3 Tham dinh 
de an 

Chit tri, tham gia tham dinh cac du 
than de an, du an, chuang trinh, cong 
trinh ve thanh tra. 

N6i dung tham dinh 
dugc hoan thanh dam 
bao chat lugng, theo 
dimg ke hoach. 

2.4 Phi hop 
time hien 
nhiem vu  

Phi hop vai cac ca quart, t6 chirc, 
don vi, ca nhan trong va ngoai ca 
quan khi thuc hien nhiem vu. 

Cong viec, nhiem vu 
dugc thuc ,hien hieu 
qua, tao moi quan he 
tich cut trong cong 
tac. 

2.5 Thuc hien 
the d6 h6i 

hop 

1. Chit tri, tham du cac cu6c hop 
chuyen mon dugc phan cong. 
2. Tham du cac cu6c hop dan vi, hop 
ca quan theo quy dinh. 

1. Tham du day dit, 
chuan bi tai lieu va 

• '' hen ‘p hat bie u theo 
yeu cau. 
2. Ket luan cac cu6c 
hop dugc giao chit tri. 

2.6  
Xay dung va thuc hien ke hoach cong tac nam, quy, 
thong, tuan dm ca nhan. 

K6 hoach cong tac 
dugc xay dung va 
thuc hien,  dam bao 
tin d6, chat lugng. 

2.7 Thuc hien cac nhiem vu khac do cap tren giao. 

3. Cie m6i quan he trong cong viec 

3.1. Ben trong 

Duvc quan 1ST trtyc tip va 
kiem du et ket qua bed 

, 
Quan 1ST triic ticp 

Cac dun vi 
ph6i hyp chink 

- Thu twang ca quan, dun vi. 
- Cap pito dm Thil truang ca 
quan, dan vi. 
- Lanh dao cap phong va theo 
phan cong. 

Cong chirc thuc nhom 
cong tac dugc phan cong. 

Cac t6 chirc thuc ca 
quan. 

3.2. Ben ngoai 

Ban, bi), nganh, dia phuvng 
cif, quan he chink 

Ban chAt quan he 

Cac ca quan, t6 chirc, don vi co hoat 
d6ng lien quan den nganh, linh vtrc 
thanh tra thuOc pham vi quan ly7 dm 
ca quan, don vi. 

- Tham gia cac cuOc hop c6 lien quan. 
- Cung cap cac thong tin theo yeu cau. 
_ Thu thap cac thong tin can thi& cho viec 
thuc hien cong viec chuyen mon. 
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- Lay thong tin th6ng ke, tong hgp. 
- Thgc hien brio cao theo yeu cau. 

4. Phan." vi quytn han 

TT Quyen Ilan cu the 

4.1 Dugc chic dOng ve phuung phap thirc hien ding viec dugc giao. 

4.2 Tham gia 3'7 kien ve cac viec chuyen mon ciia ca quan, don vi. 

4.3 Dugc cung cap thong tin ye cong tac chi dao dieu hanh dm co quan trong 
pham vi nhiem vu dugc giao. 

4.4 Dugc yeu cau cung cap thong tin, danh gia mire Os xac thgc cila thong tin 
plwc vu cho nhiem vu dugc giao. 

4.5 Dugc tham gia cac cu'Oc hop lien quan. 

5. Cac yeu au vt trinh dt), 'Rang hfc 

5.1. Yen au vt trinh dii 

Nhom yeu can Yeu Cali cu the 

Trinh dO dao tao 
Tot nghiep dai hoc tra len, chuyen nganh pha hop vai yeu cat' 
vi tri viec lam. 

Boi during 

- Co chirng chi bei during nghiep vu quan VT nha mac ngach 
chuyen vial chinh. 
- Ve trinh dO tin hoc, ngoai ngil hoac tieng dan tOc thieu so, 
dap img theo tieu chuan chung dm cac van ban hien hanh va 
theo quy dinh cila tong vi tri viec lam. 

Kink nghiem 
(thanh tich 
cong tac) 

- Da tham gia xay dgng, tham dinh it nh'at 01 van ban quy pham 
phap luat hoac de tai, de an, dg an, chuang trinh nghien cfru khoa 
hoc tir cap co.  s6 tr6 len da dugc cap co tham quyen ban hanh 
hoac nghiem thu. 
_ Co kinh nghiem t6 chirc hung an, thgc hien the dO, chinh 
sach, cac quy dinh ve chirc nang, nhiem vu; thirc hien de xuat 
cac bien phap kiem tra va danh gia. 
- CO kien thirc va am hieu v'e deg tac thanh tra. 
- Co thoi gian cong tac a ngach chuyen vien va tucmg &rang 
to'i thieu la 09 nam. 

Pharr chat ca. nhan 

- Tuyet d6i trung thanh, tin tuOng, nghiem tile chap hanh chil 
truong, chinh sach cila Dang, phap luat cilia Nha nuac, quy 
dinh va quy the lam viec dm co' quan. 
- Trach nhiem cao voi cong viec, v6i tap the. 
- Trung time, thang than, kien dinh, biet Fang nghe. 
- Diem tinh, can then. 
- Kha nang down ket not bO. 
- Coy thirc bao mat thong tin cao. 
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- Pham chat khac. 

Cac yeu cau khac 

- CO kha nang de xuat nhang chit throng, giai phap giai quy6t 
cac van de thuc tien lien quan den chirc nang, nhiem vu dm ca 
quail, don vi. 
- CO kha nang to chirc trien khai nghien ciru, thuc hiOn cac de 
tai, d' an thuc linh vuc chuyen mon ciia ca quan, dan vi. 
- CO kha nang chiu ap luc cong viec 16n va có sirc khoe tot. 

5.2. Cac Wang luc 

Nhom nang lvc Ten 'fang lvc Cap coo 

Nh6m nang luc 
Chung 

Dao dire va ban linh 3-4 

T6 chirc thuc hi'0 cong viec 3-4 

Soan thao va ban hanh van ban 3-4 

Giao tip irng xir 3-4 

Quan N phi he 3-4 

Sir dung ngoai ngcr 

Phu hop vai eh& 
nang, nhiem vu 
dm ca quan, t6 
chirc, 	don vi sir 
dung vi tri viec 
lam dirge cap co 
tham quy&I phe 
duyet. 

Sir dung cong nghe thong tin 

Nhom nang luc 
chuyen mon 

Kha nang chu tri, tham muu xay dung cac 
van ban (theo nhiem vu cila vi tri viec lam) 4 

Kha nang huang dan thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Kha nang kiem tra viec thuc hi'0 cac van 
ban (theo nhiem vu ciia vi tri viec lam) 

4 

Kha 'fang phoi hop thuc hi.'0 cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Kha nang tham dinh, gop 3"/ cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Nhom nang lye 
quan Vi 

Tu duy chitin lucre 2-3 

Quan VT su thay doi 2-3 

Ra quye't dinh 2-3 

Quail 13"7 ngu6n luc 2-3 

Pilaf trie'n nhan vien 2-3 

PHE DUYET CUA LANH DAO 111/- 
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TEN CO QUAN 	CONG HOA XA-  HOI CHU NGHIA VIET NAM 
TEN TO CliffC 
	

Diic 14p - Tir do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Chuyen vien N4' cong tac thanh tra 
Ma vi tri viec lam: 

Ngdy bat dau thgc hien: 

Dia diem lam viec: Cac cu quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ye thanh tra 

1. Muc tieu vi tri viec lim 

- Tham muu, tham gia nghien cfru, xay dung chinh sach, phap luat, quy hoach, 
dg an, de an, ke hoach, tong hop, so ket, tong ket ve cong tac thanh tra. 

- Tham muu, tham gia thgc hien cac nhiem vu ve thanh tra. 

- Phat hien so ha trong co the quail 13"/, chinh sach phap luat qua hoat deng 
thanh tra de kien nghi vai ca quan nha nuac c6 gial phap, bien phap khac phuc, g6p 
phan nang,cao hieu lgc, hieu qua hoat &Ong quail y nha nuac, bao ve lgi ich dm NM. 
nuac, quyen va lgi ich hop phap dm co quan, to chic, ca nhan; thgc hien cac bien 
phap phong ngira, phat hien va xir IS,  theo tham quyen ho4c kien nghi cap c6 tham 
quyen xir l7 doi vai hanh vi vi pham phap 1114 cga cac co quan, to chfic, ca nhan. 

2. Cac cong viec vi lieu chi dinh gii 

TT 
Cac cong AO Tien chi danh gii 

hoan thanh cong 
viec 

Mang cong viec A Cong viec cu the 

2.1 Tham muu xay 
dung van ban 

Tham muu, tham gia xay dung, hoan 
thien the the hoac cac van ban quy 
pham phap luat, cac chg truung, 
chinh sach, quy dinh, quy che ve 
thanh tra. 

COng viec, nhiem 
vu dugc thgc hien 
dam 	bao 	chat 
limn, tien dO. 

2.2 Huang an, tong 
ket, kiem tra, 

thanh tra va dao 
tao, Woi duang 

nghiep vu 

1. Tham muu, tham gia t6 chirc quail 
triet, tuyen truyen, trien khai thgc 
hien chinh sach cga Dang, phap luat 
dm Nha nuac, chitin , lugc, dinh 
huong chuong trinh, ke hoach... ve 
thanh tra. 
2. ,  Tham muu, tham gia thanh tra, 
kiem tra. 
3. Tham muu, tham gia ding ket, 
danh gia va de xuat cac phucmg an 
sga doi, bo sung, tang cuang hieu 

COng viec, 	nhiem 
vu dugc thgc hien 
dam 	bac, 	chat 
lugng, lien de theo 
quy dinh. 
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lvc, hi6u qua dm cong tac quan 1ST. 
4. Tham mull, tham gia cong tac dao 
tao, 136i &tang nghi6p vv thanh tra. 

2.3 Tham dinh a an Tham gia tham dinh cac du thao a 
an, dix an, chuang trinh, cong trinh 
v6 thanh tra. 

N6i dung thAm dinh 
duoc 	hoan 	thanh 
dam bao chat luting, 
theo dung k6 hoach. 

2.4 Phi hop trong 
ding tac 

Phi hop vai cac ca quan, t6 chirc, 
don vi, ca nhan trong va ngodi co.  
quan khi thvc hi6n nhi6m vv. 

C6ng 	vi6c, 	nhi6m 
vu duoc thvc hi6n 
hi6u qua, tao moi 
quan N tich cvc 
trong cong tac. 

2.5 Thvc hi'6n ch6 
d6 h6i hop 

1.,  Tham du cac cuOc hop lien quan 
den linh vvc chuyen mon duoc phan 
cong. 
2. Tham du cac cu6c hop don vi, hop 
ca quan theo quy dinh 

Tham du day du, 
chuan bi tai li6u va 
ki6n pilaf bi6u theo 
yeu cau. 

2 6 . 
Xay dung va thvc hi6n k6 hoach cong tac nam, quy, 
thang, tuan dm ca nhan. 

K6 hoach cong tac 
dirge xay dung va. 
thvc hi6n ,  dam bao 
ti6n d6, chat luting. 

2.7 Thvc hi6n cac nhi6m vu khac do cap tren giao. 

3. Cac moi quan he trong cong vqc 

3.1. Ben trong 

Dtrqc plan 1ST trtyc tip va 
kiem du y0 ket qua boi Quan 15,  trtyc ti4 

Cac dolt vi 
pho'i hqp chink 

- Thil truong co quan, don vi. 
- Cap ph6 dm Thu truong co 
quan, don vi. 
- Lanh dao cap phOng va theo 
phan cong. 

Cong chirc thu6c nh6m 
cong 	tac 	&roc 	phan 
cong. 

Cac 6 chirc thu6c co.  
quan. 

3.2. Ben ngoai 

Ban, b(1, nganh, dia phu'ung 
có quan 4 chinh 

Ban chAt quan 4 

Cac ca quan, 6 chile, don vi c6 hog 
dOng lien quan den nganh, linh vvc 
thanh tra thu6c pham vi guar' 1S,  dm 
co quan, don vi. 

- Tham gia cac cu6c hop c6 lien quan. 

- Cung cap cac thong tin theo yeu cau. 
  • A - Thu thap cac thong tin can thiet cho vi6c 

thvc hi6n cong vi6c chuyen mon. 

- Lay thong tin th6ng ke, tong hop. 

- Thvc hi6n No cao theo yeu call. 
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4. Pham vi quyen hun 

TT Quytn hull cu tht 

4.1 Dirge chit dOng ve phuong phap thirc hien cong viec duge giao. 

4.2  
Dugc kien nghi sira ai, be,' sung co che, chinh sach, phap luit va cac bien 
phap hanh chinh nham tang cuOng quan 13'T nha nude. 

4.3 
di Dugc cung cap thong tin ve cong tac chi dao dial hanh cilia don vi trong pham 

vi nhiem vu duce giao. 

4.4 
Dugc yeu eau cung cap thOng tin, danh gia mire dO xac thirc dm thong tin 
phuc vu cho nhiem vu duge giao. 

4.5 Dugc tham gia cac cuOc hop lien quan. 

5. Cac yeu au vt trinh do, nang ltrc 

5.1. Yeu cAu ve trinh di) 

Nh6m yen au Yeu au cu tht 

Trinh dO dao tao 
Tot nghiep dai hoe tr6 len, chuyen nganh phii hop vai yeu 
cau vi tri viec lam. 

B6i &rang 

- CO chiing chi 1)1:ii du6ng nghiep vu quail 13'T nha nude ngach 
chuyen vien. 

- Ve trinh dO tin hoc, ngoai ngfr hoac tiLg dan tOc thieu so, 
dap irng theo tieu chuan chung dia cac van ban hien hanh va 
theo quy dinh dia timg vi tri viec lam. 

Kinh nghiem 
(thanh tich cong tac) 

- De xuat cac bien phap thanh tra, kiem tra N/a danh gia. 

- Kin thirc va am hieu ve cong tac thanh tra. 

Phim chit 
ca nhin 

- Tuyet ai trung thanh, tin Wang, nghiem Mc chap hanh chit 
trucmg, chinh sach dm fang, phap luat dia. Nha mac, quy 
dinh oda co.  quan. 

- Tinh thin trach nhiem cao v6i cong viec, vai tip the, phi 
hop cong tac tot. 

- Co 3'T thirc bac) mat thong tin cao. 

- Trung thirc, thong than, kien dinh, bie't lang nghe. 

- Diem tinh, can thin. 

- Kha nang doan ket not bO 

- Phim chat khac. 

Cac yeu ca u khac 
h. 

- Co kha nang a xuat nhung giai phap giai quye't cac vin de 
t trc tin lien quan an chirc nang, nhiem vu dm co quan, to 
chirc. 

- CO sire khoe tot. 
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5.2. Cac Wang lure 

Nhom nang hp Ten Hang lvc CAI) dO 

Nhom nang luc 
chung 

Dao dim va ban linh 2-3 

T6 chirc thuc hien cong viec 2-3 

Soan thao va ban hanh van ban 2-3 

Giao tiep irng xir 2-3 

Quan he phi hop 2-3 

Sir dung ngoai ngtr 

Phil hop vai chirc 
nang, 	nhiem vu 
dm ca quan, to 
chirc, don vi sir 
dung vi tri,  viec 
lam &roc cap c6 
tham quyen phe 
duyet. 

Sir dung cong nghe thong tin 

Nh6m nang luc 
chuyen mon 

Kha nang tham muu, tham gia xay dung 
cac van ban (theo nhiem vu dm vi tri viec 
lam) 

3 

KM. nang huong an thuc hien the van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Kha nang kiem tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

3 

Kha nang phOi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Kha nang tham dinh, g6p ST cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Nhom Wang luc 
quan 1ST 

Tu duy chief' hive 1-2 

Quail 1ST six thay deli 1-2 

Ra quyet dinh 1-2 

Quail 1ST nguOn luc 1-2 

Phat trien nhan vien 1-2 

PHE DUYET CUA LANH DAO 



Phu hp II.B 
(Ban hanh kern theo Thong tie so 01/2023/IT-TTCP ngay 01 thang 11 nam 2023 

cia Thanh tra Chinh phi) 

TEN CO QUAN 	LONG HOA XA HOI CHU NGHIA VItT NAM 
TEN TO CHITC 	 floc 14p - Ty do - Ilynh pink 

BAN MO TA VI MI VIEC LAM 

Ten VTVL: Thanh tra viten cao cap ye tiep cong 
dan va xir 15T dun 

Ma vi tri y* lam 

Ngay bat d'au thuc hien: 

Dia diem lam viec: Cac ca quan thanh tra 

Quy trinh cong viec 

lien quan: 

Theo cac van ban, quy dinh hien hanh ye tiep cong dan, xir 
13",  don 

1. Muc tieu vi tri viec lam 

- Chu tri cong tac tham muu hoach dinh, xay dung, t6 chirc thuc hien chinh sach, 
phap lust va chien luoc ye tiep cong dan va xir 1ST don; quy hoach, du an, de an, ke 
hoach, so.  ket, tong ket trong pham vi toan nganh; de xuat cac giai phap nham hoan thien 
co.  che, chinh sach va phap lust thong qua cong tac tiep cong dan va xir 1ST don. 

- Chu tri de xuat va t6' chirc thuc hien cac nhiem vu ve tiep ding dan va xir 1ST don 
doi \Teri nhang vu viec &Ong ngued, vu viec ton long, phirc tap, keo dai, lien quan den 
trach nhiem cua nhieu nganh, dia phuong. 

- Nang cao hieu qua ding tac tiep cong dan va xix ly dun, gop,phAn nang cao hieu 
luc, hieu qua quan 1ST nha mot; bao quyen va lgi ich hop phap 	to chirc, ca nhan. 

2. Cfic cong viec va tieu chi dfinh gifi 

TT 
Cfic cong viec Tien chi dinh 

gifi hohn thanh 
cong viec 

Mang cong 
viec Cling viec cu the 

2.1 Tham muu 
xay (twig van 

ban 

1. Chu tri nghien ciru, xay dung cac du an 
LuSt, Nghi quyet 

Uy 	
Qu6c hOi, Phap lsri, 

Nghi quyet cit,a. Uy ban Thueng vu QuOc 
hOi, Nghi quyet, Nghi dinh dm Chinh phii 
Quyet dinh dm Thil tuong Chinh phii ve 
tiep cong dan va xir 1ST don. 

1. 	Cac 	du 	an 
lust, nghi quyet, 
phap lenh, nghi 
dinh, guy& dinh, 
chi 	thi, 	chin 
lugc, 	chucmg 
trinh, Ice hoach, 
de 	an, 	du 	an, 
thong to ye tiep 
cong dan va xir 
1ST 	don 	dugc 
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2. Chil tri nghien cfru, xay dung chitin 'vac, 
chinh sach, dinh huang, quy hooch, ke 
hoach, de an, du an ve tiep ding dan va xir 
ly dan; ye to chirc, can b6, dao tao, blii 
d}fang, thi dua, khen thuong, hop tac qu6c 
te, hanh chinh, quan tri, tai chinh, tai vu, cai 
each hanh chinh dm nganh Thanh tra. ,  
3. Chu tri t6 chirc thAm dinh, ra soot, he thong 
h6a, phap dien Wm cac van ban quy pham 
phap luat ve tiep ding dan va xir lY don. 

frith., 	cap 	di 
tham quyen phe 
duyet 	va 	ban 
hanh. 

2. T6 chirc thirc 
hien CO hieu qua 
the 	nhiem 	vu 
&roc giao. 

2.2 Huang don va 
trien khai 

thuc hien cac 
van ban 

1. Chil tri huong dan phap luat ve,  tiep,  ding 
dan va xir ly dan theo tham quyen doi ved 
cac nhiem vu &rot neu tai Muc 2.1 cua Phu 
luc nay. 
2. Chu tri t6 chirc quan triet, tuyen truyen, 
trien khai thuc hien chinh sach dm bang, 
phap luat dm Nha mrac ve tiep ding dan va 
xir ly dan. 

Viec huOng clan 
duac thuc hien 
dung tien do, ke 
hoach, thOi gian 
va chat luting. 

2.3 Kiem tra Chu tri t6 chirc kiem tra theo thAm quyen 
doi v6i cac nhiem vu ve: 
- Tinh hinh thi hanh phap luat ve tiep ding 
dan va xiI.  ly dan; 
- Viec thgc hien yeu au, kien nghi dia ca 
quan, t6 chirc, Ca nhan co tham quyen ve 
tiep ding dan va xir lY don; 
- Viec xay dung va t6 chirc thus hien ke 
hoach, the d6 thong tin, bao coo ye ding 
tac tiep ding dan va xir ly dan; 
- Viec thuc hien deg tac cai each hanh 
chinh theo phan ding dm cap c6 tham 
quyen; 
- Nhang not dung khac lien quan den linh 
we tiep ding dan va xir ly dan theo chirc 
nang, nhiem vg, quyen han. 

Van ban bao coo 
ket qua kiem tra 
doi vai cac not
dung duce kiem 
tra 	theo 	dung 
quy dinh. 

2.4 Tiep ding 
dan va xir ly 

dan 

1. Chi' tri t6 chirc tiep ding dan, xir 1Y,  dan 
tai tru so tiep ding dan va dia diem tiep 
ding dan. 

2. Cho tri tiep ding clan, xir ly dan doi vai 
nhang vu viec dong nglari, vu viec ton 
dong, phirc tap, keo doi lien quan den trach 
nhiem dm nhieu nganh, dia phuang. 

3. Chil tri theo doi, don d6c cac ca quan, dan 
vi co tham quyen xir lyr, tra 1.6i ye viec giai 
quyet khieu nai, to coo, kien nghi, phan anh. 

Nhiem vu tiep 
ding dan, xir ly 

	

dan, 	theo 	dOi, 
. 	c 	duce 

	

„n 	doe  do 
hoan   thanh, dam 
bao dung phap 
luat. 
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2.5 Tham dinh 
cac de an 

ding tac va 
dao tao 

nghi0 vii. 

1. Chu tri tham dinh cac du thao a an, du• 
an, chuong trinh, cong trinh cap nha mac, 

N 	I 

cap bg ve tiep cong dan va xir VT don. 
2. Chili tri bien soan, xay dung cac tai HO 
b6i. dir•'ng nghi0 vu v'e tiep cong dan va xir 
VT don; hiremg an ngh4 vii ve tiep cong 
dan va xir VT dun. 

3. Chu tri to chirc, tham gia giang day, tap 
, 	• 

huan, boi duong nghi0 vu tiep cong dan va 
VI.  VT don. 

1. NOi 	dung 
tham dinh dugc 
hoan thanh dam 
bao chat faun. g.  
theo 	dung 	Ice 
hoach. 
2. Cac tai WO 
I:06i 	direMg, 
huang 	an 

 nghiesp vu dugc 
ban hanh. 
3. Dirgc 	co 
quan 	to 	chirc 
lop dao tao, bed 
duang danh gia 
hoan 	thanh 
cong vi&. 

2.6 So ket, tong 
k6t viec thuc • 	• 
hi@i cac van 

ban 

1. Chu tri to chic thuc hi4i so ket, tong ket 
viec thuc hien chit truong, chinh sach dm 

' Dang, phap luat dm Nha nuge; chirung 
trinh, ke hoach, dir an, a an NT' tiep cong 
dan va xir VT don. 

2. Chil tri -Co chirc thuc hie.n so k6t, tong k6t 
thirc ti6n cong tac tiep ding dan va xir VT don. 

. 
Cac van ban ve 
so ket, tong ket 
dugc ban hanh. 

2.7 
, 

Phi hop 
thirc hi4L 
nhiOn v1,1 

1. Chu tri phi hop \Tad cac co quan, -t6 
chirc, ca nhan c6 lien quan trong thuc hin 
cong the tiep cong dan va xir VT dun. 

, 
2. Chu tri phi hop chuan bi not dung phuc 
vu cac ligi nghi, eugc hop, lam v* efia cac 
co quan Dang, Ban chi dao, Quoe ligi, 
Chinh phu... v'e cong tac tiep cong dan va 
xir VT don khi c6 yeu cau. 

cong 	v*, 

nhim vv dugc  
thuc 	hi ri 	hi ti 
qua, 	tao 	moi 
quan he tich cuc 
trong cong tac. 

2.8 Thuc hin 
nhiOn vu 
chung, hgi 

hop 

1. Chii tri the cuOc hop chuyen mon dugc 
phan ding. 
2. Tham ducac cuOc hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day 
dU, chuan bi tai 
HO va y kien 
phat 	bieu 	theo 
yeu cau. 

2. K6t Juan the 
cu'6c hop dugc 
giao chil tri. 

2.9 
Xay dung va thuc hie.n ke hoach cong tac nam, quy, thang, 

, 
tuan dm ca nhan. 

K6 hoach cong 
tac 	dugc 	xay 
dung 	va 	thuc 
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hien 
tien 
lugng. 

dam 
do, 

bao 
chat 

2.10 Thuc hien cac nhiem vu khac do cap tren giao. 

3. Cac 'Mil quan he trong cong viec 

3.1. Ben trong 

Dtryc quin 15T trtrc tiep va 
kiem duyet ket qua boi 

-  tiep Quin 1ST 
Cac dun vi pheii hop 

chinh 

- Thu truang co quan, don vi. 

- Cap pho Thu truang co quan, 
don vi va theo phan cong. 

Cong 	chirc 	duoc 	phan 
cong quart 1y 	truc tiep 
hoac theo mang dog tac. 

Cac co quan, don vi co 
lien quan. 

3.2. Ben ngoai 

Ban, be, nganh, dia plurovg 
do quan he chinh 

Bin chit quan he 

Cac co quan, t6 chirc, don vi c6 hoat d'Ong 
lien quan den cong tac tiep cong dan va xir 
ly don thuc pham vi quail ly dm co quan, 
don vi... 

- Tham gia cac cuOc hop c6 lien quan. 
_ Cung cap cac thong tin theo yeu cau. 
- Thu thap cac thong tin can thiet cho 
viec tlurc hien cong viec chuyen mon. 
- Lay thong tin th6ng ke, tong hop. 
- Thuc hien bao cap theo yeu cau. 

4. Pham vi quyen hun 

TT Quyen hun cu the 

4.1 Duvc chu d'Ong ve phuong phap thuc hien cong viec duvc giao. 

4.2 Tham gia y kien ve cac viec chuyen mon dia co quan, don vi. 

4.3 
Dtroc cung cap cac thong tin chi dao dieu hanh dm to chile trong pham vi 
nhiem vu duvc giao. 

4.4 
Duvc yeu cau cung cap thong tin va danh gia mac di) xac thuc dm thong tin 
phuc vu cho nhiem vu &roc giao. 

4.5 
Tham gia cac cuOc hop trong va ngoai co quan theo su phan cong dm thil 
truong. 

5. Cac yeu can ve trinh dO, 'fang luc 

5.1. Yeu eau ve trinh de 

Nh6m yeu cau Yen can cu the 

Trinh dO dao tao 
Tot nghiep dai hoc tra len v6i nganh hoac chuyen nganh ciao tao 
phii hop v6i linh vuc cong tac. 
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Boi dutng 

- Co bang tot nghiep cao cap 15T luan chinh tri hoac bang cao cap 
l3',  luan chinh tri - hanh chinh; co chimg chi bOi du6ng nghiep vu 
Thanh tra vien cao cap; co chimg chi biii du6ng kien thirc quan 
ly nha nage theo tieu chuan ngach chuyen vien cao cap. 
- Ve trinh d6 tin hoc, ngoai ngft hoac tie'ng dan t6c thieu s6, dap 
img theo tieu chuan chung dm cac van ban hien hanh va theo 
quy dinh cila tfmg vi tri viec lam. 

Kinh nghiem 
(thanh tich 
ding tac) 

- CO kinh nghiem chit tri xay dung, tham dinh it nhat 02 van ban 
quy pham phap luat hoac de tai, de an, du an, clnrcmg trinh 
nghien ciru khoa hoc cap nha mac, cap b0, nganh ma co quan 
sir dung Thanh tra vien chinh dirge giao chit tri nghien cuu, xay 
dung dal dtrgc cap co tham quyen ban hanh hoac nghiem thu. 
- Co kinh nghiem trong viec t6 chile chi dao huang dan, thanh 
tra, kiem tra doi vgi nhang vu viec CO tinh chat phirc tap, lien 
quan den nhieu nganh, linh vise. 
- Co kinh nghiem lam Trugng down thanh tra, kiem tra va tham , 	, 
mint ve Up cong dan va xir ly don. 
- Kin thirc va am hieu ve ding tac t* cong dan va xirlSr don. 
- Co thoi gian cong tac 6 ngach Thanh tra vien chinh va tuong 
duang toi thieu la 06 nam, trir throng hop la can b6, cong chirc, 
vien chirc, si quan Quan doi nhan dan, si quan Cong an nhan dan, 
ngu&i lam cong tac co yeu cong tac a co quart, to chile, don vi khac 
va dang gift ngach cong chirc, vien chile, cap ham tuong ducmg 
ngach Thanh tra vien cao cap chuyen sang co quan thanh tra. 

Pham chat ca nhan 

- Tuyet deli trung thanh, tin Wong, nghiem tile chap hanh chit 
twang, chinh sach dm Dang, phap luat dm Nha nth:iv, quy dinh, 
quy the lam viec dm co. quan. 
- Tinh than trach nhiem cao yeti ding viec, voi tap the. 
- Trung thuc, thang than, kien dinh, biet lang nghe. 
- Di.em tinh, can than; linh hog va nhay ben. 
- Kha nang sang tao, to duy dOc lap; bao mat thong tin. 
- Kha nang quy tit, doan k6t nOi b0. 
- Pham chat khac. 

Cac yeu du khac 

- CO nang luc phan tich, tong hop, danh gia thuc hien co the, 
chinh sach, he thong hcia va de xuat dugc cacyhucmg phap 
de hoan thien hoac giai quyet cac van de thuc tien dang dat ra 
thuOc chirc nang, nhiem vu dm co quan, don vi. 
- Co kha nang nghien ciru xay dung van ban quy pham phap 
luat, hoach dinh chitin lugc quan ly vi m6 va de xuat cac giai 
phap thuc hien ye linh vuc chuyen m6n, chuyen nganh phuc vu 
cho ding tac tiep ding dan va xir 15/ don. 
- CO nang lue to chirc chi dao thuc hien viec,img dung tin b0 
khoa hoc icy thuat de cai tien va nang cao chat lugng, hieu qua 
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trong cong tac tip cong dan va xir' VT don. 

- CO kha nang Co chirc triL khai nghien cfru, thgc hien cac de 
tai, de an thu8c linh vgc chuyen mon dm ca quan, don vi. 

- CO kha nang chiu ap luc cong viec lon, c6 sire kh6e tot. 

5.2. Cac Hang hrc 

Nhom nang lip Ten nang hp CAI) di) 

Nh6m nang 
lixc chung 

Dao dire va ban linh 4-5 

T8 chirc thuc hien cong viec 4-5 

Soan thao va ban hanh van ban 4-5 

Giao tiep irng xir 4-5 

Quan he phoi hop 4-5 

Sir dung ngoai ngtt 

Phil hop vai chirc 
nang, nhiem vu dm 
ca quan, t6 chirc, 
don vi sir dung vi 
tri viec lam &roc 
cap c6 thAm quyen  
phe duyet. 

Six dung cong nghe thong tin 

Nhom nang lgc 
chuyen mon 

Kha nang chi' tri nghien ciru, xay dung cac 
van ban (theo nhiem vu elm vi tri viec lam) 

5 

Kha nang huong dan thgc hien cac van ban 
(theo nhiem vu cna vi tri viec lam) 

5 

Kha nang kie'm tra viec thgc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

5 

Kha nang phi hop tlwc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

Kha nang tham dinh, g6p y cac van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

Nhom nang ltrc 
quan 13'T 

Tu duy chitin ltroc 3-4 

Quan 1ST six thay doi 3-4 
• 

Ra quyet dinh 3-4 

Quan lST ngu8n lyc 3-4 

Phat trien nhan vien 3-4 

PHE DUYET CUA LANH DA0 * 
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TEN CO QUAN 	LONG HOA XA HOI CHU NGHIA VIET NAM 
TEN TO CHIC 
	

Dec rap - Tty do - Hanh phtic 

BAN MO TA VI Till VIEC LAM 

Ten VTVL: Thanh tra vien chinh ve* tiep ding 
dan va xir 157 don 

Ma" vi tri viec lam 

Ngay bat dau thuc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh ding viec 

lien quan: 

Theo cac van ban, quy dinh hien hanh ve tiep cong dan, xix 

VT dan 

1. Muc tie'u vi tri viec lam 

- Chu tri, tham muu hoach dinh, xay dung, to chirc thuc hien chinh sach, phap 
luat va chien ludic ve tiep cong dan va 	13'T don; quy hoach, du an, de an, ke hoach, so. 
k'et, tong ket trong pham vi toan nganh; de xuat cac giai phap nham hoan thien ca che, 
chinh sach va phap luat thong qua cong tac tiep cong dan va xfr 1.3"/ don. 

- Chu tri, tham muu de xuat va t6 chirc thuc hien cac nhiem vu ve tiep cong dan 
va xir 13',  don deli vai nhang vu viec c6 nei dung phirc tap, &Ong nguai, ton dong, keo dai 
lien quan den trach nhiem cua nhieu nganh, dia phuong. 

- Nang cao hieu qua cong the tiep cong dan va xfr 13'T don, g6p phan nang cao hieu 
luc, hieu qua quan ly nha nuac; bac, ve quyen va lui ich hop phap dm to chirc, ca nhan. 

2. Cac cong viec va lieu chi danh gia 

TT 
Cac cong viec Tien chi danh 

gia hoan thanh 
cong viec Mang cling viec Cong viec Cy the 

2.1 Tham muu xay 
dung van ban 

1. Chu tri nghien dm, xay dung thOng 
to thuec tham quyen dm Tong Thanh 
tra Chinh phil, Be truang, Thu truang 
co.  quan ngang BO; nghi ,quyet dm Hei 
dong nhan cap tinh, quxet ,4inh dm Uy 
ban nhan dan cap tinh ve tiep cong dan, 
xfr 13'T dan. 

2. Tham gia xay dung cac du an Luat, 
Nghi quyet oh Quoc hei, Phap l'enh, 
Nghi quyet dm Uy,  ban Thuong vu 
Quoc hei, Nghi ,quyet, Nghi dinh dm 
Chinh phd, Quyet dinh dm Thu Wang 
Chinh phi', Thong to lien tich ve tiep 
cong dan, xir 13"/ don. 

3. Chi' tri, tham mixu xay Ong chien 
lugc, 	chinh sach, 	dinh huang, 	quy 

1. Cac thong kr, 
nghi quyet, quyet 
dinh 	duuc 	ban 
hanh. 

2. Cac nhiem vu 
&we 	giao thuc 
hien 	theo 	dimg 
lien de, dam bao 
chat luang. 

3. T6 chirc thuc 
hien co hieu qua 
cac 	nhiem 	vu 
duac giao. 
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hoach, ice hoach, de an, du,  an ve tiep 
ding dan va xir b'T don; ve to chirc, can 
b6, dao tao, boi du'ang, thi dua, khen 
thuong, hop tac qu6c t6, hanh chinh, 
quail tri, tai chinh, tai Yu, cai each hanh 
chinh cila nganh Thanh tra. 
4. Tham muu, tham,gia to chile tham 
dinh, ra soat, he thong hOa, phap dien 
Ma cac van ban quy pham phap luat ve 
tiep ding dan va xi 13"7 don. 

2.2 Huang dan va 
trien khai thuc 
hien cac van 

ban 

1. Chi,' tri, tham muu huang dan phap 
luat ve tiep cong dan va xir 13'T don theo 
tham quyen doi vai cac nhiem vu &rue 
neu tai Muc 2.1 dm Phu luc nay. 

2. Chu tri, tham muu t6 chirc quail triet, 
tuyen truyen, trier' khai thuc hien chinh 
sach cna Dang, phap luat dm Nha nuac 
ye tiep cong dan va xir 1ST don. 

Nhiem vu chu tri, 
tham muu throe 
thuc 	hien 	dung 
tien d'O, ke hoach, 
tiled gian va chat 
11.1Vng• 

2.3 Kiem tra Chu tri, tham muu to chirc hem tra theo 
tham' 	quyen doi ATM cac nhiem Yu ye: 
- Tinh hinh thi hanh phap luat NT' r4 
cong dan va xir 1T don; 
- Viec thuc hien yeu du, kien nghl dm 
co quan, t6 chirc, ca. nhan co tham ''co  
quyen ye tiep ding dan va xir 1ST don; 
- Viec xay,dung va t6 chirc thuc hien ke 
hoach, the d6 thong tin, bao cao ye 
cong tac tiep cong dan va xir 1ST don; 
- Viec time hien cong tac cal each hanh 
chinh theo phan cong dm cap c6 tham 
quyen; 
- Nhfing not dung khac lien quan den 
linh yuc tiep cong dan Ira xir lST don 
theo chirc nang, nhiem vu, quyen han. 

Van ban bao cao 
ket qua kiem tra 
dc'ii 	vai 	cac 	nOi 
dung dugc kiem 
tra theo dung quy 

d • 

2.4 Tiep cong dan 
va xir 13'T don 

1. Chu tri, tham muu t6 chile tiep cong 
dan, xir 1. 'T don tai tru so.  tiep cong dan 
va dia diem tiep ding dan. 

2. Chit tri, tham muu tiep cong dan, xir
VT don d6i vai nhang vu viec ton dong, 
phirc tap, keo dai, vu viec &Ong nguoi. 

3. Chu tri, tham muu theo dOi, don d6c 
cac co quan, don vi c6 tham quyen xir 
1ST, tra 16i,  ye viec giai quyet khieu nai, 
to cao, kin nghl, phan anh. 

Nhiem 	vu 	tiep 
cong dan, xir 1T 
don, theo d'Oi, don 
d6c 	&r •o t 	hoar 
thanh, 	dam 	bao 
dung phap luat.  
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2.5 Tham dinh ac 
& an corm tac - 

va dao tao 
nghiep IT 

1. Chu tri, tham gia tham dinh cac du 
than de an, du an, chuong trinh, ding 
trinh cap nha nuac, cap b6 ve tip cong 
dan va xir 15,  don. 
2. Chil tri, tham gia bien soan, xay dung 
cac tai lieu b6i duang nghiep vu AT ti6p 
cong dan va xir VT don; fluxing dan 
nghiep vu ve tip ding dan va xir VT don. 

3. Tham muu, tham gia giang day, tap 
huan, b6i duong nghiep vu tie'p cong 
dan va xir 13'T don. 

1. NOi dung tham 
dinh dugc hoan 
thanh 	dam 	bao 
chat luting, theo 
dung ke hoach. , 
2. Cac tai lieu boi 
&rang, huang can 
nghiep vu dugc 
ban hanh. 
3. Dugc co quan

A  to chirc lap dao 
tao, 	boi 	duang 
danh 	gia 	hoan 
thanh cong viec. 

2.6 So kert, tong 
ke't viec thuc 
hien cac van 

ban 

1. Chu 	tham gia t6 chirc thuc hien so 
ket, tong ket viec thuc hien chu truong, 
chinh sach dm Dang, phap luat cua Nha 
nuac; chumg trinh, ke hoach, du an, de 
an ye tip cong dan va xir 13'7 don. 

2. Chu tri, tham gia to chirc thuc hien 
so k6t, tong 1c6t thgc tin cong tac tip 
cong dan va xir Vf don. 

Cac van ban v• so 
k6t, tong ke't dugc 
ban hanh. 

2.7 Phi hop thuc 
hien nhiem vu 

1. Chil tri, tham gia phi hgp ved cac co 
quan, t6 chirc, ca nhan co lien quan 

' trong thgc hien cong tac tip ding dan 
va xir 1S,  don. , 
2. Chu tri, tham gia phi hop chuan bi 
not dung phuc vu cac h6i nghi, cu6c 
hop, lam viec dm cac co.  quan Dang, 
Ban chi dao, Quoc h6i, Chinh pha, f.J3 ,7 
ban nhan dan, HOi d6ng nhan dan ... ye 
cong tac tiep cong dan va xir VT don khi 
co yeu cau. 

Cong viec, nhi'em 
vu. 

 ,,u qua, tao moi 
thgc hien 

hie  - 
quan N tich cuc 
rtrong cong tac. 

2.8 Thgc hien 
nhiem vu 

chung, h6i hop 

1. Chil tri, tham gia cac cuOc hop 
chuyen mon dugc phan cong. 
2. Tham du cac cu6c hop don vi, hop 
co quan theo quy dinh. 

1. Tham dg day 
du, chuan bi tai 
lieu 	va 	ST 	kien 
phat 	biesu 	theo 
yeu au. 

2. K6t luan cac 
cuOc 	hop 	dugc 
giao chu tri. 

2.9 
Xay dung va thuc hien ke hoach cong tac nam, q4, 
thang, tuan cua ca nhan. 

1(6 	hoach 	cong 
tac 	dugc 	xay 
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dung va thvc hien 
dam bao tin dO, 
chat lugng. 

2.10 Thvc hien cac nhiem vu khac do cap ten giao. 

3. Cac moi quan he trong cong viec 
3.1. Ben trong 

Dtrqc quin 1 'Y trqc tiep va , 
kiein duyet ket qua  Quin 19 true tiep 

Cac dun vi phi hqp 

- Thu twang ca quan, dun vi. 

- Cap pho Thil trixamg ca quan, 
dan vi va theo phan cong. 

Cong 	chirc 	dirge 	phan 
cong quan 	1ST trgc tiep 
hoac theo mang cong tac. 

Cac cg quan, dun vi 
CO lien quan. 

3.2. Ben ngoai 

Ban, be, nganh, dia phucrng 
có quan he chinh 

Bin chat quan he 

Cac co quan, t6 chirc, don vi co hoat _ Tham gia cac cugc hop c6 lien quan. 
dgng lien quan den cong tac tiep cong _ Cung cap cac thong tin theo yeu cau. 
dan va xit 1ST dan thu6c pham vi quan 1ST 
dm 	don co. quan, 	V. 

, 	.,: - Thu thap cac thong tin can thiet cho 
viec thvc hien cong viec chuyen mon. 
- Lay thong tin th6ng ke, tong hop. 
- Thuc hien bao cao theo yeu cau. 

4. Phalli vi quyen hun 

TT , 	x Quyen hun cu the 

4.1 Dugc cha dOng v6 phirang phap thvc hien cong viec dugc giao. 

4.2 Tham gia ST kin v6 cac viec chuyen mon dm ca quan, don vi. 

4.3 Dugc cung cap thong tin -Ve cong tac chi dao di&I hanh caa co quan trong 
pham vi nhiem vu dugc giao. 

4.4 Dirac yeu cau cung cap thong tin, danh gia mac d6 xac thvc dm thong tin 
phuc vu cho nhiem vu dugc giao. 

4.5 Tham gia cac cu6c hop lien quan. 

5. Cac yeu cau "44' trinh di), nang 
5.1. Yeu eau 1,*" trinh de 

Nhom yeu cau Yeu can cu the 

Trinh d6 &do tag Tot nghiep dai hoc tra len, chuyen nganh pha hop vgi yeu 
cau vi tri viec lam. 

B6i difgng 
- Co chirng chi boi dutng nghiep vu Thanh tra vien chinh. 
- Co chirng chi b6i du&ng kien thirc, ky nang quan 1ST nha 
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nu& d6i vai cong chirc ngach chuyen vien chinh va tuang 
&rang ho4c co bang cao cap 1.3'T luan chinh tri - hanh chinh. 

- V6 trinh dO tin hoc, ngoai ngir ho4c ti6ng dan tOc thi6u s6, 
dap img theo tieu chuan chung dm cac van ban hi6n hanh va 
theo quy dinh dm tirng vi tri vi6c lam. 

Kinh nghi6m 
(thanh tich cong tac) 

- Co kinh nghi6m tham gia xay dung, tham dinh it nhat 01 van 
ban quy pham phap luat hoc de tai, de an, du an, chuong trinh 
nghien cfru khoa hoc tir cap co so tra len ma co quan sir dung, 
quart 13'T Thanh tra vien dtroc giao chit tri nghien ciru, xay dung 
da duoc cap co tham quyen ban hanh hoac nghi6m thu. 
- CO kinh nghi6m t6 chirc htrang an, thuc hi6n ch6 d8, chinh 
sach, cac quy dinh ve eh& nang, nhi6m vu; thuc hi6n de xuat 
cac bin phap v6 ti6p cong dan va. xir 13'T don. 

- Kin thirc va am hi6u v6 cong tac tip cong dan va xir 13'T 
don.  
- Co then gian cong tac 6 ngach Thanh tra vien va Wang 
duong toi thieu tir 09 nam tra len, trig truang hop la can 13,0, 
ding chirc, vien chat, si quan Quan dOi nhan dan, si quan 
Cong an nhan dan, ngtrai lam cong tac co yeu cong tac a co 
quan, to chirc, don vi khac va dang gill ngach cong chirc, vien 
chirc, cap ham tuang ducmg ngach Thanh tra vien chinh 
chuyen sang co quan thanh tra. Twang hop CO thai gian 
tuang duang v6i ngach Thanh tra vien thi thoi gian gift' ngach 
Thanh tra vien toi thieu la 01 nam (du 12 thang). 

Pham chat ca nhan 

- Tuy6t d roi trung thanh, tin ttrOng, nghiem tac chap hanh chit 
truong, chinh sach dm Dang, phap luat dm Nha ntrac, quy 
dinh va quy the lam vi6c dm co quan. 

- Trach nhi6m cao vai cong vi6c, vai tap the. 
- Trung thuc, thang than, kien dinh, bi6t lang nghe. 
- Di6m tinh, can than. 
- KU. nang doan k6t not b8. 
- Coy thgc bao mat thong tin cao. 
- Pham chat khac. 

Cac yeu call khac 

- CO kha nang d6 xuat nhang chil,truang, gial phap giai quy6t 
cac van de thuc tin lien quan den chirc nang, nhi6m vu cila 
co quan, don vi. 
- Co kha nang to chirc trien khai nghien cfru, thuc hi6n cac d6s 
tai, d6 an thuc linh vgc chuyen mon dm co.  quan, don vi. 
- CO kha nang chiu ap luc cong vi6c 16n va co sirc khoe tot. 

5.2. Cac nang lirc 

Nhom nang Inv 
	 Ten nang lirc 

	
CA.p di) 

Dao due va ban linh 
	

3-4 
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Nhom 'tang 
bye chung 

TO chirc thgc hien cong viec 3-4 

Soan tilde, va ban hanh van ban 3-4 

Giao tier) irng xir 3-4 

Quan he phi hop 3-4 

Sir dung ngoai ngfr 

Phil hop voi chirc 
nang, nhiem vu eita 
co quan, to chirc, 
dun vi sir dung vi 
tri viec lam duoc 
cap có tham quyen  
phe duyet. 

Sir dung cong nghe thong tin 

Nhom nang luc 
chuyen mon 

Kha nang chi' tri nghien ciru, tham muu 
xay dirng the van ban (theo nhiem vu dia 
vi tri viec lam) 4  

KM. nang huo'ng an thgc hien cac van ban 
(theo nhiem vu tha vi tri viec lam) 

4 

KU. nang kiem tra viec thgc hien the van 
ban (theo nhiem vu dm vi tri viec lam) 

4 

Kha nang phi hgp thirc hien cac van ban 
(theo nhiem vu oh vi tri viec lam) 

4 

Kha nang tham dinh, Op 3'7 cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Nhom rang lgc 
quan 13"7 

Ttr duy chief' ltrgc 2-3 

Quart 13'T sir thay dOi 2-3 

Ra quyet dinh 2-3 

Quart 13"/ nguon lgc 2-3 

Phat trien nhan vien 2-3 

4V 
PHE DUYET CUA LANH DAO 	" 
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TEN CO QUAN 	LONG HOA XA Ho CHU NGHTA VIET NAM 
TEN TO CHITC 	 Doc lap - Ty do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Thanh tra vien ve tiep &Ong dan VA 
xir 1ST dun Ma vi tri viec lam 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 

lien quan: 

Theo cac van ban, quy dinh hien hanh ve tier, cong dan va 

xir VT don 

1. Myc tieu vi tri viec lam 

- Tham muu, tham gia hoach dinh, xay dung, to chirc thuc hien chink sach, phap 
luat va chien lugc ve tiep ding dan va xir V don; quy hoach, du an, de an, ke hoach, so 
ket, tong ket trong pham vi toan nganh; de xuat cac giai phap nhain hoan thien co che, 
chinh sach va phap luat thong qua cong toe tiep cong dan va xir VT don. 

- Tham muu, tham gia de xuat va to chirc thuc hien cac nhiem vu ve tiep cong 
dan va xir VT don. 

- Nang cao hieu qua ding the tier, cong dan va xir V don, goRphan nang cao hieu 
hieu qua quan ly nha mot; bao ve quy'en va loi ich hop phap cua to chirc, ca nhan. 

2. Cac cling viec va tieu chi danh gia 

TT 
Cac cong viec Tieu chi danh 

Oa hoan thanh 
cong viec Mang cong viec Cong viec cu the 

2.1 Tham muu xay 
dung van ban 

1. Tham muu, tham gia xay dung cac 
du an Luat, Nghi quyet dm Quoc ligi, 
Phap lenh, Nghi guy& dm Uy ban 
Thireng vu Quoc 118i, Nghi quyet, Nghi 
dinh dia. Chinh phi', Quyet dinh dm 
Thu Wang Chinh phil, Thong tu, Thong 
tu lien tich, nghi,  quyetcila HO ding 
nhan cap tinh, cap huyen, quyet dinh 
dm Uy ban nhan dan cap tinh, cap 
huyen ve tiep cong dan va xir VT don. 
2. Tham muu, tham gia xay dung chin 
hroc, 	chinh 	sach, ,  dinh 	liming,. quy 
hoach, ke hoach, de an, du,  an ye tiep 
c ong dan va xir VT don; ve to chirc, can 
138, ciao tao, boi di/Ong, thi dua, khen 
thming, hop tac quoc t6, hanh chinh, 

Cac 	nhiem 	vu 
throe 	giao 	thuc 
hien 	theo 	dung 
tin dO, dam bao 
chat luong. 
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quan tri, tai chinh, tai vu, cai each hanh 
chinh efia nganh Thanh tra. 
3. Tham muu, tham gia t6 chirc tham 
dinh, ra sok, N th6ng hoa, phap dien 
h6a cac van ban quy pham phap luat ye 
tiep ding dan va xir V don. 

2.2 Huang dan va 
trien khai thuc 
hien cac van 

ban 

1. Tham grin, tham gia huang dan 
phap luat ye tiep cong dan va xir VT don 
theo tham quyen doi vai cac nhiem v11  
dugc neu tai Muc 2.1 dm Phu luc nay. 

2. Tham mull, tham gia t6 chirc quail 
triet, tuyen truyen, trien khai thgc hien 
chinh sach dm Dang, phap luat dm Nha 
nuac ye tiep cong dan va xir VT don. 

Nhiem vu dugc 
thirc 	hien 	dung 
tin do, ic'e‘ hoach, 
thai gian va chat 
higng. 

2.3 Kiem tra Tham muu, tham,  gia t6 chirc kiem tra 
theo tham quyen &di vai cac nhiem vu ve: 
- Tinh hinh thi hanh phap luat ve t* 
ding dan va xir VT don; 
- Viec thine hien yeu cau, kien nghi dm 

, co quan, 6' chirc, ca nhan c6 tham 
quyen ye tiep cong dan va xfr V don; 
- Viec xay dung va t6 chine thuc hien k6 
hoach, the d0 thong tin, bao cao ye 
cong tac tiep cong dan va xir VT don; 
- Viec thuc hien cong tac cai each hanh 
chinh theo phan cong dm cap c6 tham 
quyen; 
- Nhung not dung khac lien quan den 
linh vgc tiep cong dan va xir VT dcm 
theo chirc nang, nhiem vu, quyen han. 

Van ban bao cao 
kat qua kiem tra 
doi vai cac not 
dung dugc kiem 
tra theo dung quy 
dinh.  

2.4 Tip ding dan 
va xir VT don 

1. Tham muu, tham gia t6 chirc tiep 
cong dan, xfry don tai tru so tiep cong 
dan va dia diem tiep cong dan. 

2. Tham muu, tham gia tiep cong dan, xfr 
V don d6i vai nhang vu viec ton Bong, 
pliirre tap, Ice° dai,  vu viec  dong ngtrol.. 

3.,  Tham mini, tham gia theo dOi, don 
doe cac co quan, don vi co tham quy&I 
xir VT, tra lai ,ve viec giai quyet khieu 
nai, to cao, kien nghi, phan anh. 

Nhiem 	vu 	tiep 
ding dan, xir VT 

don, theo d6i, don 
t 	hoar). d6c 	dugc  

thanh, 	dam 	bao 
dfing phap luat. 

2.5 Tham dinh cac 
de an cong tac 

va dao tao 

1. Tham muu, tham gia than' dinh cac 
du than de an' 	- du an, 	chuong trinh, •  
cong trinh cap nha ntrac, cap b0 ve tiep 

Th,  gc hien dung 
tien dO, Ice hoach, 
 ' 	• 	- tiled gian va chat 

1-gong cac nhiem 
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nghiep vu cong dan va xir 13'7 don. 
2. Tham mini, tham gia bien sown, xay 
dung cac tai lieu boi &fang nghiep vu ve 
tik3 ding dan va xir 13'7 don; huang dan 
nghiep vu ve tiep ding dan va xir 13'7 don. 
3. Tham muu, tham gia giang day, tap 
huan, boi duang nghiep vu A76' tie'p ding 
dan va xir ly don. 

vu 	&roc 	phan 
cong. 

2.6 So 1c6t, tong 
k'e't viec thuc 
hien cac van 

ban 

1. Tham muu, tham gia to chirc thuc hien  ', 
so ket, tong ket viec thirc hien chil twang 

• ' 	• 	' chinh sach dm bang, phap luat dm Nha 
nuac; chuong trinh, ke hoach, dg An, de 
an v'e tip cong dan va xir 13'7 don. 

2. Tham mini, tham gia to chirc thuc 
hien so k6t, tong k'et thuc an ding tac 
t4 cong dan va xir 157 don. 

Thuc hien dung 
tin do, k6 hoach, 

• ' 	• 	, tiled gian va chat 
luting cac nhiem 
vu 	dirge 	phan 

c6rig' 

2.7 Phi hop thuc 
hien nhiem vu 

1. Tham mini, tham gia phloi hop \Ted 
cac co quan, tochirc, ca nhan c6 lien 
quan trong thuc hien cong the tip ding 
dan va xix 13'7 don. 	 ., 
2. Tham mini, tham gia phi hop chuan 
bi not dung phuc vu cac hOi nghi, cuOc 
hop, lam viec dm cac co quan Dang, 
Ban chi dao, Quo'c hOi, Chinh phi'', Uy 
ban nhan dan, HOi d'ong nhan dan ... ye 
cong tac,tiep d xir dan va xr 13'7 don khi 
co yeu cau. 

Cong viec, nhiem 
vu dugc thuc hien 
hieu qua, tao moi 
quan he tich cuc 
trong cong tac. 

2.8 Thuc hien 
nhiem vu 

Chung, hOi hop 

1. Tham du cac cuOc hop lien quan den 
linh vuc chuyen mon duoc phan cong. 
2. Tham du cac cuOc hop don vi, hop 
co quan theo quy dinh. 

Tham du day dA, 
chuan bi tai lieu 
. 	•A 	• va y hen phat 

bieu theo yeu cau. 

2.9 
Xay dung va thuc hien ke hoach cong tac nam, qu 'y, 
thang, tuan dm ca nhan. 

K6 	hoach 	cong 
tac 	&roc 	xay 
dung va thgc hien 
dam bao tin dO, 
chat luting. 

2.10 Thgc hien cac nhiem vu khac do cap tren giao. 

3. Cac m6i quan he trong cong viec 

3.1. Ben trong 
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Diftrc quan 157 trtyc tiep va 
kiem duy0 ktt qua bOi 

;,  ti Quan 15r 	tp 
Cac don vi phOi hop 

chinh 

- Thu truong co quan, don vi. 
- Cap ph6 Thu trixong co quan, 
don vi va theo phan cong. 

Cong chirc 	dugc phan 
cong quan VT trgc tiep 
hoac theo mang cong the. 

Cac co quan, don vi 
co lien quan. 

3.2. Ben ngoai 

Ban, b6', nganh, dia plurang 
c6 quan lq chinh 

Ban chat quan 14 

Cac co quan, t6 chile, don vi c6 hoat dOng 
lien quan den cong tac tiep cong dan va xir 
1y don thu6c pham vi quail VT cua co quan, 
don vi. 

- Tham gia cac cu6c hop c6 lien quan. 
- Cung cap cac thong tin theo yeu cau. 
_ Thu thap cac thong tin an thiet cho 
viec thgc hien cong viec chuyen mon. 
- Lay th6ng tin th6ng ke, tong hop. 

- Thgc hien bao cao theo yeu au. 

4. Pham vi qu34n han 

TT Quy'n han et' the 
4.1 Dugc chii d6rig ve phuang phap thgc hien ding viec dugc giao. 

4.2 Dugc kien nghi sira d6i, 1)6 sung co che, chinh sach, phap luat va cac bien 
phap hanh chinh nham tang cung quail 1ST nha nugc. 

4.3 Dugc cung cap thong tin ve cong tac chi ciao dieu hanh cilia don vi trong pham 
vi nhiem vu dugc giao. 

4.4 
Dugc yeu cau cung cap thong tin, danh gia mirc d6 xac thgc dm th8ng tin 
phuc vu cho nhiem vu dugc giao. 

4.5 Tham gia cac cu6c hop lien quan. 

5. Cac yeu cau ye trinh do, nang hyc 

5.1. Yeu cau ve trinh dO 

Nhorn yeu can Yeu ca.  u cut the 

Trinh d6 dao tao 
T6t nghiep dai hoc tra len, chuyen nganh phi]. hop vgi yeu au 

• 	• 	• vi tri viec lam. 

Boi &rang 

- CO chimg chi b6i duOng nghiep vu ngach Thanh tra vien; 
chiing chi bed dung nghiep vu quan 1)"/ nha nu& ngach 
chuyen vien. 
- Ve trinh d6 tin hoc, ngoai ngir hoac tieng dan t6c thieu so, 
dap Img theo tieu chuan chung dm cac van ban hien hanh va 
theo quy dinh oh tixng vi tri viec lam. 

Kinh nghiem 
(thank tick 
cong tac) 

- CO it nhat 02 nam lam ding tac tiep cong dan va VI.  I 'y don 
kh8ng ke thOi gian tap sixhoac co it nhat 05 nam cong tac tra 
len doi voi can b'6, cong chirc, vien chirc, si quan Quan d6i 
nhan dan, si quan Cong an nhan dan, ngued lam Cling tac co 
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ye'u cong tac a co quan, t6 chirc, don vi khac chuy6n sang co 
quan thanh tra. 
- lE:0's xuat cac bien phap v' tiep cong dan va xir VT don. 
- CO kin thirc va am hi6u v'' tip cong dan va xir VT don. 

- Tuyet d6i trung thanh, tin Wang, nghiem titc chap hanh chit 
trucmg, chinh sach dm bang, phap luat dm Nha nage, quy 
dinh dm co.  quan. 
- Tinh thin trach nhiem cao vai cong viec, \Teti tap the, phi 

, hoop cong tac tot. 
Pham chat ca than - Coy thirc bao mat thong tin cao. 

- Trung thuc, thang than, kien dinh, bit tang nghe. 
- Di6 tinh, an than. 
- Kha nang doan ke't not b0. 
- PhAm chit khac. 

- CO kha. nang & xuat nhung giai phap giai quye't the An & thuc 
Cac yeu cOu khac tign lien quan den chirc nang, nhiem vu cila co.  quart, to chirc. 

- CO sire kh6e tot. 

5.2. Cac nang Itrc 

Nhom nang Ityc Ten ding ltrc Cap d0 

Nharn nang hxc 
chung 

Dao dire va ban firth 2-3 

T6 chirc thuc hien cong viec 2-3 

Soan thao va ban hanh van ban 2-3 

Giao tip irng xir 2-3 

Quan he phi hop 2-3 

Sir dung ngoai ngit 

Phil hop vai chirc 
nang, nhiem vu cila 
co.  quart, t6 chile, 
don vi sir dung vi 
tri viec lam duck 
cap co tham quy&  
phe duyet. 

Sir dung cong nghe thong tin 

NhOm nang luc  
chuyen mon 

Kha nang tham muu, tham gia xay dung cac 
van ban (theo nhiem vu dm vi tri viec lam) 3 

Kha nang huong dan thuc hien the van ban 
(theo nhiem vu dia. Nil tri viec lam) 

3 

Kha nang kiem tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

3 

Kha nang phi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Kha nang tham dinh, Op y cac van ban 3 
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(theo nhi4'm vu dm vi tri vie'c lam) 

Nhom nang luc 
quan 15,  

Tu duy chin hrgc 1-2 

Quart 13',  gr thay &A 1-2 
,; Ra quyet dinh 1-2 

Quan 1Si ngutm luc 1-2 

Phat tri6n nhan vien 1-2 

4111 
PHE DUYET CUA LANH DAO 
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TEN CO QUAN 	LONG HOA XA HOI CHU NGHIA VIET NAM 
TEN TO CHITC 
	

Dec lap - Tty do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Chuyen vien cao cap ye tie') cong 
dan va xir ly dem 

Ma vi tri viec lam 

Ngdy bat au that hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ve tiep cong dan va 
xir 19 dun 

1. Muc tieu vi tri viec lam 

- Chu tri nghien cfru, tham muu tong hop, than' dinh, hoach dinh,  chinh sach, 
chien lugc vi ma hoac that hien nhiem vu lanh dao, chi dao to chirc trien khai that 
hien chinh sach, phap luat ye tiep cong dan va xir 19 don. 

- Chu tri de xuat va to chirc that hien cac nhiem vu ve,tiep cong dan va xir 19 don 
dOi vai nhang vu viec co not dung phirc tap, &Ong ngued, ton dong, keo dai lien quan 
den trach nhiem cua nhieu nganh, dia phuong. 

- Nang cao hieu qua cong tac tiep cong dan va xir 19 don, g6p phan nang cao hieu 
luc, hieu qua quan ly nha nuac; bao v'e quyen va lgi ich hop phap dm to chirc, ca nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 
Cac cong viec Tieu chi danh gia 

hoan thanh cong 
viec Mang cling viec Ging viec cu the 

2.1 Tham gia xay 
dung van ban 

1. Chu tri nghien dm, xay dung, 
hoan thien the the hoac cac van ban 
quy pham phap luat, cac chi' truang, 
chinh sach ye cong tac tiep cong dan 
va xir 19 don. 
2. CU tri nghien dm, xay dung quy 
dinh, quy the guar' 19 nghiep vu ye 
tiep cong dan va xir 19 don. 

Cac van ban dugc 
ban hanh dam bao 
tien dg, chat luting. 

2.2 Husng On, tong 
ket, tiep cong 

dan, xir VT don, 
kiem,tra, dao 

tao, bOi du6ng 
nghiep vu 

1. Chu tri to chirc quail triet, tuyen 
truyen, trien khai thuc hien chinh 
sach dm Dang, phap luat cila Nha 
'mac, 	chin 	lime, 	dinh 	huoug 
chuong trinh, Ice hoach... ve tiep 
cong dan va xir 19.  don. 
2. Chit tri, tham muu cong tac tiep 

Hoan thanh nhiem 
vu dam bao tien dO, 
cht luting theo quy 
dinh. 
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cong dan \Ta xir ly don. 
3. Chit tri t6 chirc kiem tra theo quy 
dinh cita phap luat ye tiep cong dan 
va xir ly don. 
4. Chit tri t6 chirc so ket, tong k6t, 
danh gia va de xuat cac phuong an 
sira doi, bo sung, tang ctr6ng hieu 
luc, hieu qua cila cong tac quan ly. 
5. Chit tri bien soan gido trinh, tai 
lieu huang clan; giang day, tap huan, 
boi dung nghi'ep vu ye tiep ding 
dan va xir ly dcm. 

2.3 Tham dinh d6 an Chit tri tham dinh cac du thao de an, 
du an, chuang trinh, cong trinh cap 
nha mac, cap b6 lien quan den cong 
tac tiep cong dan va xfr lY don. 

N6i dung thAm dinh 
dtroc 	hoan 	thanh 
dam bao chat luting, 
theo dung 1(6 hoach. 

2.4 Phi hop trong 
cong tac 

Phi hop voi cac co quan, to chirc, don 
vi, ca nhan trong va ngoai co quan. 

C6ng viec, nhiem vu 
dugc thuc hien hieu 
qua, tao 	m6i quan 
he 	tich 	cuc 	trong 
cong tac. 

2.5 Thuc hien cite 
d6 116i hop 

1. Chit tri cac cu6c hop chuyen mon 
&roc phan cong. 
2. Tham du cac cu6c hop don vi, hop 
co quan theo quy dinh. 

1. Tham du day dit, 
chuan bi tai lieu va y 
kien Oat bieu theo 
yeu cau. 
2. K6t luan cac cu6c 
hop &roc giao chil tri. 

2.6 Xay dung va thuc hien k6 hoach cong tac nam, quy, 
thang, tuan dm ca nhan. 

K6 hoach deg tac 
dtroc xay dung va 
thuc hien ,  dam bao 
ti6n d6, chat luting. 

2.7 Thuc hien cac nhiem vu khac do cap tren giao. 

3. Cac m6i quan he trong cong viec 

3.1. Ben trong 

Duqc quan 1ST tr•c tiep va 
kiem duyet ket qua boi 

-  tiep Quan 157 Cac can vi ph6i hqp 
chinh 

- Thu twang co quan, don vi. 
- Cap pito dm TIM truing co 
quan, don vi. 
- Lanh dao cap phOng va theo 
phan cong. 

C6ng chirc thuc nhom 
cong tac duvc phan cong. 

Cac t6 chirc thuc co 
quan. 
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3.2. Ben ngoai 

Ban, WY, nganh, dia phirong 
có quan he chinh 

an chAt quan h 
 

Be 

Cac co quan, to chirc, don vi có - Tham gia cac cu6c hop co lien quan. 
host Ong lien quan den cong tac 
tiep cong dan, xir 1T don thuOc 

d pham vi quan 1T dm co quan, 
don vi. 

_ Cung cap cac thong tin theo yeu caw 

- - Thu thap cac thong tin can thi6t cho v* thuc 
hi''n cong visc chuyen mon. 
- Thuc Wen cac bao cao theo yeu cau. 
- Kim tra vi& thirc hiO cac quy dinh phap luSt. 
- Thu thap cac thong tin can thi6t cho vi& thirc 
hi'41 cong vi& quail V/. 
- Phi hop xay dung cac van ban quail VT cita co 
quan va hoong dan, don doe vi& thirc hie;n. 

4. Pham vi quyen han 

TT Quy'en han cu the 

4.1 Dugc chil d6ng v' phuong phap time hi@.1 cong vi& &roc giao. 

4.2 Tham gia T  kin v' cac vic chuyen mon cila co quan, don vi. 

4.3 Doge cung cap thong tin v' ding the chi dao diL hanh cila co quan trong 
pham vi nhi@n vu doge giao. 

4.4 Doge yeu eau cung cap thong tin, danh gia mtrc d6 xac thirc dm thong tin 
phuc vu cho nhi'm vu &roc giao. 

4.5 Tham gia cac cu6c hop lien quan. 

5. Cac yeu c'au v'e trinh di), nang luc 

5.1. Yeu c'au Art trinh di) 

Nhom yeu cAu Yeu cAu cu the 

Trinh d6 dao tao 
Tot nghi0 dai hoc tra len, chuyen nganh pha hop vai yeu call 
vi tri viec lam. 

Boi &rang 

- Co chirng chi b6i durang kin thirc quail VT,nha nuac theo tieu 
chuan ngach chuyen vien cao cap hoSc co bang cao cap 13'7 luan 
chinh tri - hanh chinh. 
- V6 trinh dO tin hoc, ngoai ngil hoac tieng dan t6c thieu so, 
dap img theo tieu chuan chung dm cac van ban hi'41 hanh va 
theo quy dinh dm tirng vi tri vi'& lam. 

Kinh ngh*n 
(thanh tich cong 

tac) 

- CO kinh nghi@n chi) tri xay dung, tham dinh it nil& 02 van 
ban quy pham phap lust hoSc de tai, de an, du an, chocmg trinh 
nghien dm khoa hoc cap bO, nganh thu6c linh vuc cong tac 
tiep ding dan va xir 13'T don da throe cap co tham quyen ban 
hanh hoSc nghim thu. 
- CO kinh nghirri t6 chirc hoong dan, thuc hi'0 the d6, chinh 
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sach, cac quy dinh v'e chirc nang, nhikn vu; thuc hikt de xuat 
cac bin phap kiem tra va danh gia. 
- CO kin thirc va am hiki "c/' cong tac tip cong dan va xu lyi 
don. 
- CO tiled gian gift ngach chuyen vien chinh va ttrcmg &rang tir 
dii 06 nam tra len. 

- Tuyk gi trung thanh, tin tuCmg, nghiem tiic chap hanh chit 
throng, chinh sach dm Dang, phap luat cila Nha nuac, quy 
dinh va quy the lam vi& dm ca quan. 
- Trach nhiOm cao vOi cong vi&, vai tap thO. 

Pham chit ca nhan - Trung thuc, thang than, kien dinh, bik lang nghe. 
- Dikn tinh, can than. 
- Kha nang doan kk not 130. 
- Co Si thirc bao mat thong tin cao. 
- Pham chat khac. 

- Co kha nang a xuat nhung chit truang, giai phap gial quyk 
cac van de thuc tien lien quan den chirc nang, nhikn vu dm Ca 
quan, dan vi. 

Cac yeu eau khac 
- Co kha nang to chirc trien khai nghien cuu, thuc hiki cac a 
tai, a an thuc linh we chuyen mon dm ca quan, don vi. 
- Co kha Wang chiu ap luc cong vi& lan va co sire kh6e tot. 

5.2. Cac Hang hyc 

Nhom Wang hyc Ten Wang lire Cap cao 

Nh6m nang 
lye Chung 

Dao dire va ban linh 4-5 

TO chirc thuc hiki cong vi& 4-5 

Soan thao va ban hanh van ban 4-5 

Giao tip ung xir 4-5 

Quan N phoi hop 4-5 

Sir dung ngoai ngit 

Phil hop voi chirc 
nang, nhikn vu 
oh ca quan, to 
chirc, don vi sir 
dung vi tri vi& 
lam duge cap cO 
tham quy'en phe 
duyk. 

Sir dung cong ngN thong tin 

Nhom nang luc 
chuyen mon 

Kha nang chit tri nghien ciru, xay dung cac 
van ban (theo nhikn vu dm vi tri vi& lam) 

5 

Kha nang huang din thuc hiki cac van ban 
(theo nhikn vu ciia vi tri vi& lam) 

5 

Kha. Wang kiOm tra vi& thuc hikt cac van 5 
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ban (theo nhi@n vu dm vi tri vi& lam) 

Kha nang phi hop thuc hi0 cac van ban 
(theo nhiesm vu dm vi tri vi& lam) 

5 

Kha nang tham dinh, gOp Srca.c van ban (theo 
nh*n vu dm vi tri vie'c lam) 

5 

Nhom Wang 14e 
qua il 1ST 

Tu duy chitin lugc 3-4 

Quan lST su thay doi 3-4 

Ra quyet dinh 3-4 

Quan 1ST ngu6n luc 3-4 

Phat trie'n nhan vien 3-4 

PHE DUYET CUA LANH DAC, 
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TEN CO QUAN 	LONG HOA xA HOI CHU NGHIA VIET NAM 
TEN TO CH1J'C 	 Doc 14p - Ty' do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Chuy'en vien chinh ve tiep cong  
dan va xir 157 dolt 

Ma vi tri viec lam 

Ngay bat dau thuc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ve tiep cong dan va 
xir 1ST don 

1. Mite tieu vi tri viec lam 

- Chu tri nghien cdu, tham muu tong hop, thAm dinh, hoach dinh chinh sach, 
chien lucre vi mo hoAc thuc hien nhiem vu lAnh dao, chi dao to chirc tri'en khai thuc hien 
chinh sach, phap luAt ye tiep cong dan va xir lyT don. 

- Chfi tri de xuk va t6 chile thuc hien cac nhiem vu ve tiep cong dan va xir VT don 
doi vai nhang vu viec có not dung phicc tap, (long nguai, ton dung, keo dai lien quan 
den trach nhiem cua nhieu nganh, dia phuong. 

- Nang cao hieu qua cong the tiep ding dan va xir lyT don, gap phAn nang cao hieu 
luc, hieu qua quan 15T nha nuac; bao ve quyen va loi ich hop phap cda to chirc, ca nhan. 

2. Cac cong  viec Ara tieu chi dinh gia 

TT 
Cac cong  viec Tieu chi clanh gia 

hoan thanh cong  
viec Mang  cong  viec Cong  viec cu  the 

2.1 Tham muu xay 
dung van ban 

Chu tri nghien dm, ,tham muu xay 
dung, hoan thin the the hoac cac 
van ban quy pham phap luk, cac chil 
truoug, chinh sach; quy ,dinh, quy 
che, quy trinh nghiep vu ve tiep cong 
dan va xir lyT dan. 

Cac van ban dugc 
ban hanh dam bao 
tien ctO, chat luting. 

2.2 Huang dan, 
kiem tra Aid dao 
tao, boi duang 

nghiep vu 

1. Chil tri, tham muu to chirc quan 
triet, tuyen truyen, trien khai thuc 
hien chinh sach dm Dang, phap luAt 
cila Nha nuac, 	chien lucre, 	dinh 
huang chuong trinh, Ice hoach... ve 
tiep cong dan va. xir 1ST don. 

2. Chil tri, tham muu cong the tiep 
cong dan va xix 1ST don. 

3. Chi" tri, tham muu t6 chirc kiem 
tra theo quy dinh ciia phap luk ye 

Cong 	viec, 	nhiem 
vu dugc thuc hien 
dam bao chat luting, 
lien 	dg 	theo 	quy 
dinh. 
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tip cong dan va xir 1ST.  don. 
4. Chu tri, tham muu t6 chirc so k6t, 
tong k6t, danh gia va ,de xuat cac 
phirong an situ doi, bo sung, tang 
cuong hi'OJ luc, hi'l.1 qua dm cong 
the quan 13'7. 
5. Chil tri, tham muu bien soan gido 
trinh, tai li'u huOng dan; giang day, 
tap huan, boi dutng nghiOp vu ye 
tiep cong dan va xir 1ST don. 

2.3 Tham dinh & an Chu tri, tham muu tham dinh cac du 
thao de an, du an, chuong trinh, cong 
trinh cap nha nuac, cap bO, cap tinh 
lien quan den ding tac ti6p ding dan 
va xir lf don. 

NOi dung tham dinh 
dugc 	hoan 	thanh 
dam bao chat lugng, 
theo &mg ke hoach. 

2.4 Phi hop trong 
cong tac 

Phi hop yed cac co quan, 6 chirc, don 
vi, ca nhAn trong va ngoai co quan. 

Cong yi&, nhi@n vu 
dugc thuc hi41 hiO 
qua, tao 	mOi quan 
he. 	tich 	cuc 	trong 
cong tac. 

2.5 Thuc hi.'0 ch6 
dO hOi h9p 

1. Chu tri, tham gia cac cuOc hop 
chuyen mon dugc phan Cong. 
2. Tham du cac cuOc hop don vi, hop 
co quan theo quy dinh. 

1. Tham du day 64 
chuan bi tai Ru va 3'T 

	

, 	, 
kien p 	u theo 

	

''s 	hat bie 
yeu cau. 
2. Ket Juan cac cuOc 
hop dugc giao chit tri. 

2.6 Xay dung va thuc hi.01 ke hoach cong tac nam, quy, 
thang, tuan dm ca nhan. 

K6 hoach cong tac 
dugc xay dung va 
dim hien theo &mg 
tien 	dO, 	dam 	bao 
chat ltrong. 

2.7 Thuc hin cac nhi'm vu khac do cap tren giao. 

3. Cac moi quan he trong cong viec 

3.1. Ben trong 

Du•c plan l'y trov tip Ira 
kiem duyet ket qua boi 

Quin 1S, trtic titp 
Cac dun vi phi hop 

chinh 

- Thit truong co quan, don vi. 
- Cap pho dm Thu twang co 
quan, don vi. 
- Lanh dao cap phong va theo 
phan cong. 

Ong chirc thuc nhom 
ding tac dugc phan cong. 

Cac t6 chirc thuc co 
quan. 
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3.2. Ben ngoai 

Ban, be, nganh, dia phirceng 
co quan he chinh 

Ban chAt quan he 

Cac co quan, to chirc,,  dun vi co _ Tham gia cac cuOc hop co lien quan. 
hog &Ong lien quan den cong tac 
tiep cong clan va xir 1Y,  don thuc 

ly d 	quan, pham vi quail 	m co 

- Cung cap cac thOng tin theo yeu cau. 
- Thu thap cac thong tin can thiet cho viec thuc • 

don vi. hien cong viec chuyen mon. 
- Thuc hien the bao cao theo yeu cau. 
- Kiem tra viec thuc hien cac quy dinh pita') luat. 
- Thu thap cac thong tin can thi6t cho viec thuc 
hien ding viec quan ly. 
- Ph8i hop xay dung cac van ban quan lY dm co 

quan va hu&ng dan, don doc viec th%rc hien. 

4. Pharr vi quyen han 

TT Quyen han cu the 
4.1 Dugc chit &Ong ve phtrang pita') thuc hien cong viec dugc giao. 

4.2 Tham gia y kin ve cac viec chuyen mon dm co quan, don vi. 

4.3 atrov cung cap thong tin ve cong tac chi dao dieu hanh dm co quan trong 
pham vi nhiem vu dugc giao. 

4.4 Dugc yeu cau cung cap thong tin, danh gia mire dO xac thirc cita thong tin 
phvc vv cho nhiem vv dugc giao. 

4.5  Tham gia cac cuOc hop lien quan. 

5. Cac yeu cau ye trinh de, 'fang lire 

5.1. Yeu au ve trinh de 

Nhom yeu au Yeu cau cu the ,  

Trinh &I) dao tao 
Tot nghiep dai hoc tro len, chuyen nganh phi' hop vai yeu cau vi 
tri viec lam. 

BOi du-ang 

- Co chirng chi b6i duOng nghiep vu quart ly nha ntrac ngach 
chuyen vien chinh. 
- W trinh d8 tin hoc, ngoai ngt hoac ti'eng clan t8c thieu s'8, dap img 
theo tieu churn chung dm cac van ban hien hanh va theo quy dinh 
dm ding vi tri viec lam. 

Kinh nghim 
(thanh tich 
cong tac) 

- Da tham gia xay dung, than' dinh it nit& 01 van ban quy pham 
phap luat hoac de tai, de an, du an, chuang trinh nghien cfru khoa 
hoc tir cap co so' trO len da dugc cap c6 than' quyen ban hanh 
hoac nghiem thu. 
- Co kinh nghiem t6 chirc hirong dan, thuc hien the di), chinh 
sach, cac quy dinh ve chirc nang, nhiem vv; thuc hien de xuat cac 
bien pita') kiem tra va danh gia. 
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- Co kien thirc va am hieu ve cong tac tiep cong dan va xir 13'T don. 
- Co th6i gian cong the a ngach chuyen vi'en va tuang ducmg t6i 
thieu la 09 nam. 

- Tuyet di trung thanh, tin Wong, nghiem tUc chap Minh chin 
trucmg, chinh sach dna Dang, phap lust dna Nha nu6c, quy dinh 
va quy the lam viec clia co.  quan. 
- Trach nhiem cao vai cong viec, vai tap the. 

Pham chat 
ca nhan 

- Trung thirc, thong than, kien dinh, Net lang nghe. 
- Diem tinh, can than. 
- Kha nang doan ket not b6. 
- Coy thirc bao mat thong tin cao. 
- Pham chat kink. 

Cac yeu cau 

- Co kha nang de xuat nhirng chin trtrang, gial phap giai guy& cac 
van de thkrc tien lien quan den chirc Wang, nhiem vu dna ca quan, 
dun vi. 

kink - Co kha nang to chirc trien khai nghien ciru, tinge hien cac de tai, 
de an thu'6c linh we chuyen mon dna ca quan, dan vi. 
- CO kha nang chiu ap luc cong viec 16n va co sire khOe tot. 

5.2. Cac Jiang hyc 

Nh6m Wang hyc Ten 'fang lire Cap de) 

NhOm nang luc 
Chung 

Dao dire va ban filth 3-4 

T6 chirc thkre hien cong viec 3-4 

Soan thao va ban hanh van ban 3-4 

Giao tiep img xir 3-4 

Quan he phoi hop 3-4 

Sir dung ngoai nga 

Phu hop vai chirc 
nang, nhiem vu 
dna ca quan, t6 
chirc, 	don vi 	sir 
dung vi tri viec 
lam du6c cap co 
tham quyen phe 
duyet. 

Sir dung cong nghe thong tin 

NhOm nang lye 
chuyen mon 

Kind nang chin tri, tham muu xay dung cac 
van ban (theo nhiem vu dna vi tri viec lam) 

4 

Kha nang huang cran thirc hien cac van ban 
(theo nhiem vu dna vi tri viec lam) 

4 

Kha nang kiem tra viec thuc hien cac van 
ban (theo nhiem vu cilia vi tri v* lam) 

4 
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Kha rang phi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Kha nang thAm dinh, g6p y cac van ban (theo 
nhiem vu cilia vi tri viec lam) 

4 

Nhom nang luc 
quail ly 

Tu duy chitin luoc 2-3 

Quan ly su thay doi 2-3 
• Ra quyet dinh 2-3 

Quan ly ngu'on lye 2-3 

Phat trie'n nhan vien 2-3 

PHE DUVET CUA LANH DAO kill< 
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TEN CO QUAN 	LONG HOA XA HO CHU NGIIIA VIET NAM 
TEN TO CIHTC 
	

DOc 14p - Tir do - Hanh phoc 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Chuyen vien ve tiep ding dan va 
xir 15T do'n 

Ma vi tri viec lam 

Ngdy bat dau thixc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ve tiep cong dan va 
xir ly don 

1. Muc tieu vi tri viec lam 

- Tham muu, tham gia trien khai thuc hien cac nhiem vu 1,f‘ thanh tra, time hien 
guy& dinh ve tiep cong dan va xir lY don. 

- Nang cao hieu qua cong tac tiep ding dan va xir ly don, gap phn nang cao hieu 
lire, hieu qua quan ly nha nuac;  bao ve quyen va lai ich hop phap da to chirc, ca nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 
Cac cong viec Tien chi danh gia 

hoan thanh cong Mang cong 
viec 

Cling viec cu the Cling  

2.1 Tham gia xay 
dung van ban 

Tham muu, tham gia xay dung, hoan 
thin the the hoac cac van ban quy pham 
phap luat, cac chu throng, chinh sach 
quy dinh, quy che, quy trinh nghiep vu  
ye tiep ding  dan va xir lY don. 

Cac van ban dugc 
ban hanh dam bao 
tien d'O, chat luting. 

2.2 Huang an, 
kiem tra va 
dao tao, boi 

dating nghiep 
vu 

1. Tham muu, tham gia to chirc quail 
tri'et, tuyen truyen, trien khai time hien 
chinh sach dia. Dang, phap luat dia. Nha 
nuac, chitin luoc, dinh huang chuang 
trinh, ke hoach... ye tiep cong dan va xir 
ly don. 
2. Tham muu, tham gia ding  tac tiep 
ding dan va xir ly don. 
3. Tham muu, tham gia, kiem tra theo 
quy dinh dm phap luat ye tiep ding dan 
va xir ly don. 
4. Tham muu, tham gia so kk, tong ke't, 
danh gia va de xuat cac phi/mg an siira 
doi, bo sung, tang cu mg hi0 lire, hiu 
qua cila cong the quail ly. 
5. Tham muu, tham gia cong tac dao tao, 

COng viec, nhiem 
Yu &roc time hien 
dam 	bao 	chat 
luting, tien d'O theo 
quy dinh. 
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b8i du.O'ng IT v" tiep cong dan va xir 13r/ 
don. 

2.3 Tham dinh 
a an 

Tham muu, tham gia tham dinh cac du 
thao de an, du an, chucmg trinh lien quan 
den cong tac tiep cong dan va x1113'7 don. 

MO 	dung 	tham 
dinh 	duqc 	hoan 
thanh dam bao chat 
luong, theo 	dung 
k'6 hoach. 

2.4 Phi hop 
trong cong 

the 

Phi hop vai cac co quan, t6 chirc, don 
vi, ca nhan trong va ngoai co quan khi 
thgc hi0 nhi"e'm vu. 

Cong vi'&, nhi'01 
vu duqc thgc hin 
hi'0 qua, tao 	in6i 
quan N tich cgc 
trong cong tac. 

2.5 Thuc hi0 
the dO h6i 

hop 

1. Tham du cac cu6c hop lien quan d6n 
linh vgc chuyen mon duqc phan cong. 
2. Tham du cac cu6c hop don vi, hop co. 
quan theo quy dinh. 

Tham du ay dil, 
chuan bi tai WO va 
3"7 	kien phat bieu 
theo yeu cau. 

2.6 
Xay dung va thgc hiO ke hoach cong tac nam, q4, 
thang, tuan dm ca nhan. 

K6 hoach cong tac 
duqc xay dung va 
thgc hi0 dam bao 
tien d8, chat luong. 

2.7 Thgc hi.n cac nhi6m vu khac do cap tren giao. 

3. Cac mit quan he trong cong viec 

3.1. Ben trong 

Duvc quan 157 &lye tiep va kiem 
duyet Wet qua Wert 

Quan 1ST trtyc tiep Cac don vi pilot. hvp 
chinh 

- Thu twang co quan, don vi. 
- Cap ph6 dm ThU truang co 
quan, don vi. 
- Lanh dao cap pheng NIA theo 
phan cong. 

COng 	chirc 	thu8c 
nhom cong tac duqc 
phan cong. 

Cac t6 chirc thu'6c co.  
quan, don vi. 

3.2. Ben ngoai 

Ban, be, nganh, dia phtrung 
co quan he chinh 

Ban chat quan he 

Cac co quan, t6 chirc, don vi co hoat 
d'6ng lien quan den nganh, linh vgc 
tiep cong dan va xir 1.3"/ don thu6c 
pham vi quail 13'T cila co quan, don vi. 

- Tip cong dan va xix 13'T don theo quy dinh. 
- Thu thap cac thong tin can thiet cho vi& 

thuc hi@n nhim vu. 
_  Lay cac thong tin de tong hop, bao cao theo 

yeu cau. 
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4. Pham vi quyen Ilan 

TT Quyen hull cu the 

4.1 Dugc chi' &Ong ve phuong phap thuc hien c8ng viec dugc giao. 

4.2 Dugc kien nghi sum d6i, b6 sung co.  che, chinh sach, phap luat va cac bien 
phap hanh chinh nham tang cuing quan ly nha ntrac. 

4.3 Dugc. cung cap thong tin ve cong tac chi dao dial. hanh dm don vi trong pham 
vi nhiem vu dugc giao. 

4.4 Dugc yeu cau cung cap thong tin, danh gia mire d8 xac thuc dm thong tin 
phuc vu cho nhiem vu dugc giao. 

4.5 Tham gia cac cu'Oc hop lien quan. 

5. Cac yeu can ve trinh do, 'ang luc 

5.1. Yeu can ve trinh di) 

Nhom yeu eau Yen can cu the 

Trinh do dao tao Tot nghiep dai hoc tra len, chuyen nganh pha hop vai yeu cau 
vi tri viec lam. 

Boi dtroMg 

- CO chirng chi b6i &fang nghiep vu quan lY nha nu& ngach 
chuyen vien. 
- Ve trinh d8 tin hoc, ngoai ngit hoac tieng dan t8c thieu so, 
dap ung theo tieu chuan chung cila cac van ban hien hanh va 
theo quy dinh dm tong vi tri viec lam. 

Kink nghiem 
(thank tick 
cong tac) 

_ 	:. De xuat cac bien phap tier) cong dan va xir ly don. 
- Kien thirc va am hieu ve chuyen m8n, linh vuc. 

Pham chat ca. nhan 

- Tuyet d6i trung thanh, tin Mang, nghiem tile chap hanh chi' 
twang, chinh sach cUa Dang, phap luat dm Nha nuac, quy 
dinh dm co quan. 
- Tinh than trach nhiem cao voi cong viec, vgi tap the, phi 
hop cong tac tot. 
- CO y tit& bao mat thong tin cao. 
- Trung thuc, thang than, kien dinh, biet lang nghe. 
- Diem firth, can than. 
- Kha nang down ket not b8. 
- Pham chat khac. 

Cac yeu cau khac 
- Co kha nang de xuat nhung giai phap gial guy& the van de thuc 
tiZn lien quan den chirc nang, nhiem vu cila co quan, t8 chile. 
- CO six khoe tot. 

5.2. Cac nang ltrc 

Nhorn "ang luc 	 Ten nang luc 	 Cap di) 
Dao dirc va ban linh 
	

2-3 
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Nhom nang luc 
Chung 

TO chirc thuc hien cong viec 2-3 

Soan than va ban hanh van ban 2-3 

Giao tip irng xi 2-3 

Quan he phi hop 2-3 

Sir dung ngoai ngfr 

Phil hop \Teri chirc 
nang, nhiem vu dm 
co quan, to chirc, 
dun vi sir dung vi 
tri viec lam duoc 
cap c6 tham quyen 
phe duyet. 

Sir dung cong nghe thong tin 

Nhom nang luc 
chuyen mon 

KM. Wang tham muu, tham gia xay dung 
cac van ban (theo nhiem vu dm vi tri viec 
lam) 

3 

KM. Wang hugng an thgc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

KM. nang kiem tra viec thgc hien cac van 
ban (theo nhiem vu ciia vi tri viec lam) 

3 

KM. Wang phoi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Kha nang tham dinh, Op ST cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Nh6m nang luc 
quan 1ST 

Tu duy chitin lugc 1-2 

Quan 1ST sir thay doi 1-2 

Ra quy6t dinh 1-2 

Quan 1ST nguOn luc 1-2 

Phat tri6n nhan vien 1-2 

PHE DUYET CUA LANH DAO 



Phu luc 
(Ban hanh kern theo Thong tu. se,  01/2023/TT-TTCP ngay 01 thang 11 nam 2023 

cia Thanh tra Chinh phi) 

TEN CO QUAN 	LONG HOA XA HOI CHU NGHIA VIET NAM 
TEN TO CHITC 	 Diic lap - Tu. do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Thant' tra vien cao cap ye giai quyet 
khieu nai, to cao 

Ma vi tri viec lam: 

Ngay bat dAu thuc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

A 	• A 	• 	A 	, Theo cac van ban, quy dinh hien hanh ye ldueu nai, to cao 

1. Muc tieu vi tri viec lam 

- Chit tri cong tac tham muu hoach dinh, xay dung, t6 chirc thuc hien chinh 
sach, phap luSt va chien lugc ye giai quyet khieu nai, to cao; du an, de an, ke hoach, so 
ket, tong ket trong pham vi toan nganh; de xuat cac giai phap nham hoan thien ca che, 
chinh sach va phap luat thong qua ding tac giai quyet khieu nai, to cao. 

- Chit tri tham muu, giai quy& cac vu viec (long ngtrati, vu viec ton (long, phirc 
tap, keo dai, lien quan den trach nhiem cua nhieu nganh, dia phuong. 

- Nang cao hieu qua ding tac giai quyet khieu nai, t6 cao, g6p phAn nang cao hieu 
hieu qua quan ly nha nuac; bao ve quyen va lgi ich hop phap dm to chirc, ca nhan. 

2. Cac cong viec va fiat chi danh gia 

TT 
Cac cong viec Tieu chi danh gia 

hoan thanh cong 
viec 

mang cong  

viec Cling viec cu the 

2.1 Tham muu 
xay dung 
van ban 

1. Chu tri nghien cfru, xay dung cac du 
an Lust, Nghi cluyet dm Quoc h6i, Phap 
lenh, Nghi quyet dm t.J.  y ban Thuerng vu 
Quoc h6i, Nghi ,quyet, Nghi dinh dm 
Chinh phit, Quyet dinh az Thil Wang 
Chinh phit ye khieu nai, to cao. 
2. Chit tri nghie'n cfro, xay dung chin 
lugc, chinh sach, dinh huang, ke hoach, 
de an, du an ve giai quy& khieu nai, t6 
cao; ye to chirc, can 110, dao t4o, b6i 
duang, thi dua, khen thuong, hop tac 

1. Cac du an luSt, 
nghi 	quyet, 	phap 
lenh, 	nghi 	dinh, 
quyet dinh, chi thi, 
chien lugc, chucmg 
trinh, ke hoach, de 
an, Oran, thong tu 
ye khieu nai, to cao 
dugc trinh cap CO 
thAin 	quyen 	phe 
duyet va ban hanh. 
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qu6c te, hanh chinh, quan tit tai chinh, 
tai vu, cai each hanh chinh dm nganh 
Thanh tra. 
3. Chit tri t6 chirc tham dinh, ra soot, he 
thong Ma, phap dien Ma cac van ban 
quy pham phap luat ye khieu nai, to cao. 

2. 	Ti 	chirc 	thuc 
hien co hi'eu qua 
cac nhiem vu duoc 
giao. 

2.2 Huang dan 
va trien khai 

thvc hien 
cac van ban 

1. Chil tr.' huang dan phap luat Ye khieu 
nai, to cao theo tham quy'en doi v6i cac 
nhiem vu dugc neu tai Muc 2.1 dm Phu 
luc nay. 
2. Chu tri t6 chirc quan triet, tuyen 
truyen, trien khai thuc hien chinh soch 
cila,  Hang, phap luat dm Nha nu& ye 
khieu nai, to cao. 

Viec 	huang 	clan 
duoc 	thuc 	hien 
dling tien 	do, 	ke 
hoach, then gian va 
chat luting. 

2.3 Kiem tra Chu tri t6 chirc kiem tra theo tham quyen 
d6i v6i cac nhiem vu 4 
- Tinh hinh thi hanh phap luat ve khieu 
nai, t6 cao; 
- Viec thuc hien yeu cau, kien nghi cua 
co quan, to chirc, ca nhan co tham quyen 
ve khieu nai, to cao; 
- Viec xay dung va t6 chire thuc hien ke 
hoach, the d6 thong tin, bao cao ye cong 
tac giai quyet khieu nai, to cao; 
- Viec thuc hien cong tac cai each hanh 
chinh theo phan cong dm cap co tham 
quyen; 
- Nhung not ,dung khac lien quan den 
linh we khieu nai, to cao theo chirc 
nang, nhiem vu, quyen han. 

Van ban bao cao 
ket qua kiem tra d6i 
vai cac,  not dung 
duoc kiem tra theo 
dung quy dinh. 

2.4 Giai guy& 
khieu nai, 

t6 cao 

1. Chu tri giai guy& cac vu viec &mg 
ngu6i, vu viec ton dong, phirc tap, keo 
doi, lien quan den nhieu nganh, nhieu 
dia phuong. 

2. Chutri theo dOi, don d6c cac co.  quan, 
t6 chirc, don vi, ca nhan thuc hien guy& 
dinh giai quyet khieu nai, ket Juan not 
dung to cao. 

Hoan 	thanh 	cac 
nhiem 	vu 	duoc 
giao, bao cao cap 
co tham quyen theo 
dfing quy dinh dm • 
phap luat. 

2.5 Tham dinh 
, an cac de 

cong tac va 
dao too 

nghiep vu 

1. Chu tri tham dinh cac du thao de an, 

- du an'  chuong trinh, cong trinh cap nha  , 
nude, cap b6 ve khieu nai, to cao. 
2. Chu tri Wen soap, xay dung cac tai 
lieu b6i duong nghiep vu ye giai quyet 

1. N'6i dung tham 
dinh 	duoc 	hoan 
thanh dam bao chat 
loon 	then theo dun g 
 ke hoach. 
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khieu nai, to cao; huang dan nghiep vu 
ve giai quyet khi6u nai, to cao. 

3. Chit tri to chirc, tham gia giang day, 
tap huan, bOi duang nghiep vu giai quyet 
khieu nai, to cao. 

2. Cac tai lieu b'oi 
du'dng, huang dan 
nghiep 	vu 	dugc 
ban hanh.  
3. throe co quan 
to chirc lop dao 
tao, 	b'oi 	during 
danh 	gia 	hoan 
thanh ding viec. 

2.6 I,t, tong So ke 
ket viec thuc  
hien cac van 

ban 

1. Chit tri to chirc thuc hien so ket, tong 
ket viec thuc hien chn truang

' 
chinh sach 

dm Dang, phap luat dm Nha nuac; 
chuong trinh, Ice hoach, du an, de an ye 
khieu nai, to cao. 

2. Chit tri t6 chirc thuc hien so kk, -COI-1g 
ket thuc tin ding tac giai guy& khiL 
nai, to cao. 

Cac van ban ve so.  
k&, tong ket dtroc 
ban hanh. 

2.7 Phi hop 
thuc hien 
nhiem vu 

1. Chu tri phi hop vai cac co quan, t6 
chirc, ca nhan di lien quan trong thuc hien 
dog tac giai quyet khieu nai, to cao. 
2. Chit tri phi hop chuan bi not dung 
phuc vu cac hOi nghi, click hop, lam viec 
cila,  cac co quan Dang, ,Ban chi dao, 
Quoc hOi, Chinh phu... ve cong tac giai 
quyet khieu nai, to cao khi có yeti cau. 

Cong viec, nhiem 
vu dugc thuc hien 
hieu qua, tao moi 
quan N tich cue 
trong cong tac. 

2.8 Thuc hien
nhikn vu 
chung, hOi 

hop 

1. Chu tri cac cuOc hop chuyen mon 
dugc phan cong. 
2. Tham du cac cuOc hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day du,  
chuan hi tai lieuva 
)'T 	kien 	pita 	bieu 
theo yeu cau. 

2. Ket 	luan 	cac 
cuOc hop dugc giao 
chit tri. 

2.9 
Xay dung va thuc hikt ke hoach cong tac nam, q4, 
thang, tuan dm ca nhan. 

K6 hoach cong tac 
dugc xay dung va 
thuc 	hien 	theo 
dung tie'n dO, dam 
bao chat luting. 

2.10 Thuc hikt cac nhiem vu khac do cap tren giao. 

3. Cac m6i quan he trong cong viec 
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3.1. Ben trong 

Dirge quan Ur trtyc tiep va , 	. 
kiem du et ket qua beri Quail 1ST trip tie'p 

Cac don vi 
phoi hqp chinh 

- Thu tnrang co.  quan, dan vi. 

- Cap ph6 Thu trixOng ca quan, 
dan vi va theo phan cong. 

Cong 	chirc 	droc 	phan 
ding 	quan 	13'7 truc tiep 
ho4c theo mang ding tac. 

Cac ca quan, dan vi 
co lien quan 

3.2. Ben ngoai 

Ban, bi), nganh, dia phtrung 
có quan he chinh 

Ban chAt quan he 

Cac co' quan, to chirc, don vi di hoat dOng 
lien quan den cong tac giai quyet khieu nal, 
to cao thuc pham vi quail VT dm co quan, 
don vi. 

- Tham gia cac cuOc hop co lien quan. 
_ Cung cap cac thong tin theo y8u cau. 
- Thu thap cac thong tin can thi'et cho 
viec thuc hien cong viec chuyen mon. 
- Lay thong tin thong ke, thug hop. 
- Thgc hien bao cao theo yeu caw 

4. Phalli vi qu34n han 

TT Quyen Ilan cu the 

4.1 Duoc chili dOng ve phi/mg phap thuc hien cong viec duot giao. 

4.2 Tham gia 3'7 kien v'e cac viec chuyen mon dia ca quan, don vi. 

4.3 Dixot cung cap cac thong tin chi dao dieu hanh cna t6 chirc trong pham vi 
nhiem vu duvc giao. 

4.4 Diroc yeti cau cung cap thong tin Ira danh gia mire dO xac thuc dm thong tin 
phuc vu cho nhiem vu dirge giao. 

4.5 Duvc tham gia cac cuOc hop trong va ngoai co quan theo su phan cong cua 
thii truang. 

5. Cac yen au v'e trinh do, 'fang hyc 

5.1. Yeu cau ve trinh do 

Nhom yeu Can Yeu cau cu the 

Trinh de) dao tao 
Tot nghiep dai hoc tit len vai nganh ho'ac chuyen nganh dao tao 

 phu hop vai linh vuc cong -lac. 

Boi duOng 

- Co bang tot nghiep cao cap 13'7 luas.n chinh tri,ho4c bang cao cap 
I 'Y luan chinh tri - hanh chinh; co chirng chi boi dual-1g nghiep vu 
Thanh tra vien cao cap; c6 chdng chi boi dutng kien thirc quan 
VT nha nu6c theo tieu chuan ngach chuyen vien cao cap. 
- Ve trinh dO tin hoc, ngoai ngil hoac tieng dan teic thieu se"), dap 
irng theo tieu chuan chung dm cac van ban hien hanh va theo 
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quy dinh dm timg vi tri viec lam. 

Kink nghiem 
(thanh tick 
ding tac) 

- CO kinh nghiem chit tri xay dung, tham dinh it nhat 02 van ban 
quy pham phap luat hoc de tai, de an, du an, chuung trinh 
nghien cfru khoa hoc cap nha nuac, cap b0, nganh ma co. quan 
sir dung Thanh tra vien chinh dirge giao chit tri nghien ciru, xay 
dung da dugc cap co tham quyen ban hanh hoac nghiem thu. 
- Co kinh nghiem trong viec t6 chirc chi dao huang dan, thanh 
tra, kiem tra „deli vai nhang vu viec co tinh chat phirc tap, lien 
quan den nhieu nganh, linh Niue; 
- Co kinh nghiem lam Truong doan thanh tra, kiem tra va tham 
muu ve giai quye't khieu nai, to cao; 
- CO kien thuc va am hieu ye cong tac thanh tra, giai quyet 
khieu nai, to cao; 
- CO thei gian cong tic 6 ngach Thanh tra vien chinh va tuong 
dtrcmg toi thieu la 06 Wain, trir truang hop la can b(s), cong chile, 
vien chirc, si quan Quan dOi nhan dan, si quan Cong an nhan dan, 
rived lam cong tic co yeu cong tic O.  co quan, to chirc, don vi khac 
va dang gift ngach cong chirc, vien chile, cap ham tuong ducmg 
ngach Thanh tra vien cao cap chuyen sang co.  quan thanh tra. 

Pharr chat 
ca. nhan 

- Tuyet d6i trung thanh, tin tuong, nghiem -Mc chap hanh chit 
truung,,  chinh sach dm Dang, phap luat cita Nha mac, quy dinh, 
quy the lam viec dm co.  quan. 
- Tinh than trach nhiem cao voi cong viec, vai tap the. 
- Trung thuc, thing than, kien dinh, bit Lang nghe. 
- Diem tinh, can than; linh hoat va nhay ben. 
- Kha nang sang tao, to duy dOc lap; bao mat thong tin. 
- Kha nang quy tit, doan k6t not b0. 
- Pham chat khac. 

, 
Cac yeti cau khac 

- CO nang lye phan tich, tong hop, danh gia thuc hien cu che, 
chinh sach, he thong Me va de xuat dirge cac phucmg phap 
de hoan thien hoc giai quyet cac van de thuc tie'n dang at ra 
thuiic chirc nang, nhiem vu dm cu quan, dun vi. 
- CO kha nang nghin dm xay dung van ban quy pham phap 
luat, hoach dinh chien luuc quan 15/ vi mo va de xuat cac giai 
phap thuc hien ye linh vuc chuyen mon, chuyen nganh phuc vu 
cho ding tic giai quy6t khi6u nai, to cao. 
- CO nang lire to chirc chi dao thuc hien viec,Ung dung lien b0 
khoa hoc ky thuat de cai tin va flans cao chat luong, hieu qua 
trong ding tic giai quyet khieu nai, to cao. 
- CO kha nang t6 chirc tri6n khai nghien cfru, thuc hi'n cac de 
tai, de an thuOc linh vue chuyen mon dia cu quan, don 14. 
- Co kha nang chiu ap lire cong viec lan, CO sire khee tot. 
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5.2. Cac nang ltrc 

Nh6m nang lig Ten nang luc CAp de? 

Nhom nang 
luc Chung 

Duo dire va ban l'inh 4-5 

T8 chirc thuc hien cong viec 4-5 

Soun thao va ban hanh van ban 4-5 

Giao tiep irng xir 4-5 

Quan he phoi hop 4-5 

Sir dung ngoai ngir 

Phil hop WA chirc 
nang, nhiem vu dm 
ca quan, to chirc, 
don vi sir dung vi 
tri viec lam dugc 
cap co thAm quy&I  
phe duyet. 

Sir dung cong nghe th8ng tin 

Nhom nang luc 
chuyen mon 

Kha nang chii tri nghien ciru, xay dung cac 
van ban (theo nhiem vu dm vi tri viec lam) 5 

Kha nang huang clan thuc hien cac van ban 
(theo nhiem vu cim vi tri viec lam) 

5 

Kha nang kie'm tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

5 

Kha nang phoi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

Kha nang tham dinh, g6p ST cac van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

Nhom nang luc 
quan VT 

Tu duy chitin lugc 3-4 

Quan 1S,  su thay doi 3-4 

Ra quy6t dinh 3-4 

Quan 1y ngutm luc 3-4 

Phat trien nhan vial 3-4 

it K 
PHE DUYtT CUA LANH DAO 
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TEN CO QUAN 	LONG HOA xik. HO' CHU NGHLA VIET NAM 
TEN TO CHITC 	 Dec lap - Tkr do - Hanh ph& 

BAN MO TA VI T121 VIEC LAM 

Ten VTVL: 
to 	

tra vien chinh Are giai quytt 
khieu nai, tO cao 

Ma vi tri viec lam: 

Ngay 13-"at dau thgc hien: 

Dia diem lam viec: Cac ca quan thanh tra 

Quy trinh cong viec 
lien quan: Theo cac van ban, quy dinh hien hanh v'e khieu nai, to cao 

1. Muc tieu vi tri viec lam 

- au tri, tham muu hoach dinh, xay dung, t6 chic thirc hien chinh sach, phap 
luat va chien luqc ye khieu nai, to cao; quy hoach, du an,,de an, ke hoach, so.  ket, tong 
ket trong pham vi toan nganh; de xuat cac giai phap nham hoan thien ca che, chinh 
sach va phap luat thong qua cong tac giai quyet khieu nai, to cao. 

- Chu tri, tham muu viec giai quy6t cac vu viec Ong ngued, viz viec ton dong, 
phirc tap, keo dai, lien quan den trach nhiem ciia nhieu nganh, dia phuang. 

- Nang cao hieu qua cong tac giai quyet khieu nai, t8 cao, Op phan nang cao hieu 
luc, hieu qua quail l7 nha ntrac; bao ve quyen va lgi ich hop phap dm to chirc, ca nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 

Cac cong viec Tien chi danh 
gia hoan thanh 

cong viec 
mang cong 

viec COng viec cu the 

2.1 Tham muu 
xay dung 
van ban 

1. Chii tri nghien dm, xay dung thong to 
thuOc tham quyen dm T8ng Thanh tra 
Chinh phii, BO truong, ThU truong,  co.  
quan ngang 130; nghi quy6t dm 1-10i dong 
nhan cap tinh, squyet dinh ciia Uy ban nhan 
dan cap tinh ye khieu nai, to cao. 

2. Tham gia nghien dm, xay dung cac dg 
an Luat, Nghi quyet cda Quoc hOi, Phap 
lenh, Nghi quyet dm il' y ban Thugng viz 
Qu'Oc hOi, Nghi quyei, Nghi dinh cila 
Chinh phii, Quyet dinh dm Thu Wong 
Chinh phil, Thong to lien tich ye khieu 
nai, to cao. 

3. Chil tri, tham muu xay dung chitin hive, 

1. Cac thong tu, 
nghi quyet, quyet 
dinh 	dirge 	ban 
hanh. 

2. Cac nhiem vu 
dugc 	giao 	thuc 
hien 	theo 	dAng 
tien dO, dam bao 
chat luong. 
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chinh sach, dinh huang, quy hoach, ke 
hoach, de an, du an ye khieu nai, t6 cao; 
ve to chirc, can b0, dao tao, boi durfing, thi 
dua, khen thuong, hop tac quoc te, hanh 
chinh, quan tri, tai chinh, tai vu, cai each 
hanh chinh dm nganh Thanh tra. 
4. Tham muu, tham gia to chile thAm dinh, 
ra soat, N thong hoa, phap dien h6a cac 
van ban quy pham phap luat ye khieu nai, 
to cao. 

2.2 Huang an va 
trien khai 

thirc hien cac 
van ban 

1. Chii tri, tham muu hm!mg clan phap luat 
ye khieu nai, to cao theo tham quyen WM 
vai cac nhiem vu dugc neu tai Muc 2.1 
dm Phu luc nay. 
2. Chi' tri, tham muu to chirc quan triet, 
tuyen truyen, tri6n khai thuc hien chinh 
sach dm bang, phap luat dm Nha nuac ye 
khieu nai, to cao. 

Nhiem vu tham 
mini 	dugc thuc 
hien dfing tien de, 
ke 	hoach, 	thdi 
gian 	va 	chat 
luting. 

2.3 Kiem tra Chii tri, tham mini to chirc kiem tra theo 
thAm quyen dOi vai cac nhiem vii ye: 
- Tinh hinh thi hanh phap luat ve khieu 
nai, to cao; 
- Viec thuc hien yeu au, kien nghi dm co. 
quan, to chirc, ca nhan c6 thArn quyen ve 
khieu nai, to cao; 
- Viec xay dung va to chile thuc hien ke 
hoach, the de thong tin, bao cao ye cong 
tac giai quyet khieu nai, to cao; 
- Viec thuc hien cong tac cai each hanh 
chinh theo phan cong dm cap c6 tham 
quyen; 
- Nhungrnei dung,khac lien quan den linh 
vuc khieu nai, to cao theo chile nang, 
nhiem vu, quyen han. 

Van ban bao cao 
ket qua kiem tra 
d6i vai cac nOi 
dung dugc kiem 
tra theo dung quy 
dinh. 

2.4 Giai quye't 
khieu nai, to 

ca.() 

1. Chu tri, tham gia giai guy& cac vu viec 
dong ngu?yi, vu viec,  ton dung, phdc tap, 
keo dai, lien quan den nhieu nganh, nhieu 
dia phuang. 

2. Chii tri, tham gia theo d6i, don doc cac 
ca quan, to chile, don vi, ca nhan thuc 
hien quyet dinh giai quy& khieu nai, ket 
Juan nOi dung to cao. 

Hoan thanh cac 
nhiem vu dugc 
giao, baocao cap 
c6 	tham 	quyen 
theo 	dung 	quy 
dinh dm 	phap 
luat. 

2.5 Tham dinh 1.,  Chu tri, tham gia tham dinh cac duthao 
de an, du an, chucmg trinh, ding trinh cap 

1. Nei dung thAm 
dinh dugc hoan 
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cac de an 
ding tac va 

dao tao 
nghiep vu 

nha 'mac, cap bg ve khiL nai, to cao. 
2. Chit tri, tham gia bien sop, xay dung 
cac tai lieu boi dung nghiep vu ve giai 
quyet khieu nai, to cao; hugng an nghiep 
vu ve giai quyet khieu nai, to cao. 

3. Chit tri, tham gia tochirc, tham gia 
giang day, tap huAn, 1346i duang nghiep vu 
giai quyet khieu nai, to cao. 

thanh 	dam 	bao 
chat 	luting, 	theo 
dung ke hoach. 
2. Cac tai lieu b6i 
dtfang, htrang dan 
nghiep vu dugc 
ban hanh. 
3. Dtroc co quan 
to chirc lOp dao 
tao, 	boi 	dtthng 
danh 	gia 	hoan 
thanh cong viec. 

2.6 So k6t, tong 
ke't viec thuc 
hien cac van 

ban 

1., Chit tri, tham gia to chirc thirc hien so 
ket, tong ket viec thuc hien chit trtrong, 

' 	• 	• chinh sach dm Dang, pita') luat dm Nha 
ntr•c; chuong trinh, ke hoach, du an, de an 
ve khiL nai, to CO.a 

2., Chit tri, tham gia to chirc thuc hien so 
ket,,  tong k6-t thgc tin ding tac giai quy6t 
khieu nai, t6' cao. 

Cac van ban ve so 
ke't, tong k6t dugc 
ban hanh. 

2.7 Phi hop 
thuc  hien  

nhiem vu 

1. Chu tri, tham gia phi hop \Tad cac co 
quan, t6 chirc, ca nhan c6 lien quan trong 
thuc hien cong tac giai guy& khiL nai t6 
cao. 

2. Chit tri, tham gia phoi hop chan bi nOi 
dung phuc vu cac Ithi nghi, cugc hop, lam 
viec cila cac co quan Dang, Ban chi dao, 
Quoc Ithi, Chinh phi, Uy ban nhan dan, 
I-10i ,  &Mg nhan dan... ve cong tac giai 
quyet khieu nai, to cao khi c6 yeu au. 

Cong viec, nhiem 
vu &roc thgc hien  
hieu qua, tao mot 
quan he tich cue 
trong cong tac. 

2.8 Thuc hien 
nhiem vu 

,s •t  chung, ho 
hop 

1. Chil tri, tham gia cac cuOc hop chuyen 
mon dugc phan Cong. 
2. Tham du cac cugc hop don vi, hop co 
quan theo quy dinh. 

1. Tham du ay 
du, chuan bi tai 
lieu 	va , 3", 	kin 
phat 	bieu 	theo 
yeu cau. 

2. K6t Juan cac 
cu'Oc 	hop 	&roc 
giao chit tri. 

2.9  Xay dung va thuc hien 1(6 hoach cong tac nam, quy, thang, 
tuan cna a nhan. 

Ke hoach cong tac 
&roc xay dung va 
-awe 	hien 	theo 
dung tin dO, dam 



10 

bao chit lugng. 

2.10 Thvc hien cac nhiem vu khac do cap ten giao. 

3. Cac Ida quan he trong cong viec 
3.1. Ben trong 

Duvc quan 1ST true tiep va 
kiem duyet ket qua bZri Quin 1ST true tiep 

Cac dun vi phai hop 
chinh 

- Thu truang ca quan, don vi. 

- Cdp phO TB truang ca quan, 
don vi va theo phan cong. 

Cong 	chirc 	dtrac 	phan 
cong 	guar' 	1ST 	trvc 	tiep 
hoac theo mang ding tac. 

Cac co quan, don vi 
CO lien quan. 

3.2. Ben ngoai 

Ban, bi), nganh, dia phtro•ng co quan he 
chinh 

Ban chat quan he 

Cac ca quan, t6 chirc, don vi c6 hoat dOng 
lien quan den cong tac giai quyet khieu nai, 
to cao thuOc pham vi quail 13'7 dm co quan, 
don vi. 

- Tham gia cac cuOc hop co lien quan. 
_ Cung cap the thong tin theo yeu ciu. 

- Thu thap the thong tin can thiet cho 
viec thvc hien cong viec chuyen mon. 
- Lay thong tin th6ng Ice, tong hop. 
- Thuc hien bao cao theo yeu ciu. 

4. Pham vi quyen hun 

TT Quyen h#n cu the 

4.1 Duac chit dOng ve phuong phap thvc hien cong viec doge giao. 

4.2 Tham gia 3"/ kien ye cac viec chuyen mon caa ca quan, don vi. 

4.3 Dugc cung cap thong tin ve cong the chi dao dieu hanh dm co quan trong 
pham vi nhiem vu duac giao. 

4.4 Duac yeu thu cung cap thong tin, danh gia mire d6 xac dive dm th6ng tin 
phuc vu cho nhiem vu dugc giao. 

4.5 Duac tham gia cac clthe hop lien quan. 

5. Cac yeu eau ve trinh dO, nang l•c 

5.1. Yeu can ve trinh di) 

Nhom yeu can Yeu can cu the 

Trinh d6 dao tao 
T6t nghiep dai hoc to len vol nganh ho4c chuyen nganh dao 
tao pha hop v6i linh vvc cong tac. 

Bei dtro.'ng 

- Co chung chi b6i duang nghiep vu Thanh tra vien chinh; 
- CO chang chi bol duong hen thirc quan 17 nha nuac theo tieu 

A 	 A 	, 	A chuan nganh chuyen vien chinh hoac co bang cao cap ly luan 
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chinh tri - hanh chinh; 
- Ve trinh dO tin hoc, „ngoai ngir hoac tieng dan tee thieu s6, 
dap irng theo tieu churn chung dm cac van ban hien hanh va 
theo quy dinh dm timg vi tri viec lam. 

Kinh nghiem 
(thanh tick 
cong tac) 

- CO kinh nghiem tham gia xay dung, tham dinh it nhat 01 van 
ban quy pham phap luat hoc de tai, de an, du an, chuong trinh 
nghien ciru khoa hoc tir cap ca so tro len ma co quan sir dung, 
quan 13', Thanh tra vien duo.c giao chi' tri nghien ciru, xay dung 
da duo.c cap c6 tham quyen ban hanh hoac nghiem thu. 
- Co kinh nghiem t6 chirc huong dan, thuc hien the de, chinh 
sach, cac quy dinh ye chirc nang, nhiem vu; thuc hien de xuat 
cac bien phap ye giai guy& khieu nai, to cao. 
- Co kien thirc va am hieu ve cong tic giai quyet khieu nai, to cao. 
- Co th6.i gian cong tac 6' ngach Thanh tra vien va tuong duong 
t6i thi6u tir 09 nam tro len, trir truong hop la can b0, cong 
chirc, vien chirc, si quan Quan dOi nhan dan, si quan Cong an 
nhan dan, nguoi lam cong tac co yeu cong tac 6.  co quan, to 
chirc, don vi khac va dang gift ngach cong chirc, vien chile, 
cap ham tuong duong ngach Thanh tra vien chinh chuyen sang 
co quan thanh tra. Throng hop c6 theii gian tuong duong voi 
ngach Thanh tra vien thi thoi gian gal ngach Thanh tra vien t6i 
thieu la 01 nam (du 12 thang). 

Pham chat ca nhan 

- Tuyet doi trung thanh, tin Mang, nghiem Mc chap hanh chi' 
tnrcmg, chinh sach dia. bang, phap luat dm Nha nuac, quy 
dinh va quy the lam viec cilia ca quan. 
- Trach nhiem cao vai cong viec, voi tap the. 
- Trung thuc, thang than, kien dinh, biet lang nghe. 
- Diem tinh, can than. 
- Kha Wang doan ket nOi b0. 
- C6 3',  thirc bao mat thong tin cao. 
- Pham chat khac. 

Cac yeti eau khac 

- Co kha nang de xuat nhftng chii trucmg, giai phap giai guy& 
cac van de thuc tien lien quan den chirc nang, nhiem vu ciia co.  
quan, don vi. 
- Co kha nang to chirc trien khai nghien ciru, thuc hien cac de 
tai, de an thuec linh vuc chuyen mon dm co quan, don vi. 
- Co kha nang chiu ap luc cong viec lan va c6 sire khoe tot. 

5.2. Cac nang luc 

Nhom Jiang hfc Ten nang Inv Cap dO 

Nh6m nang 
luc chung 

Dao dire va ban linh 3-4 

To chirc thuc hien cong viec 3-4 
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Soan tildes va ban hanh van ban 3-4 

Giao tip img xir 3-4 

Quan he ph6i hop 3-4 

Sir dung ngoai ngix' 

Phil hop vai chirc 
nang, nhiem vu 

A  dm co. 	an t qu,o 
chirc, dun vi sir 
dung vi tri viec 
lam duvc cap c6 
thAm quyen phe 
duyet. 

Sir dung cong nghe thong tin 

Nhom nang luc 
chuyen mon 

Kha nang chu tri nghien ciru, tham muu 
xay dung cac van ban (theo nhiem vu dm 
vi tri viec lam) 

4 

Kha nang hu6ng clan thuc hien cac van ban 
(theo nhiem vu ciia vi tri viec lam) 

4 

Kha nang kiem tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

4 

Kha nang phi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Kha nang th'Am dinh, g6p ST cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Nhom nang luc 
quail3',  1 

Tu duy chitin lugc 2-3 

Quan 1y su thay d6i 2-3 

Ra quy6t dinh 2-3 

Quan 1ST nguo\  n luc 2-3 

Phat trien nhan vien 2-3 

PHE DUYET CUA LANH DAO 
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TEN CO QUAN 	CONG HOA X.2-4i MX CHU NGHIA VIET NAM 
TEN TO CHITC 	 Diic 14p - Tir do - Hanh phtic  

BAN MO TA 'VI TRI VIEC LAM 

Ten VTVL: Thanh tra vien ve giai quyet khieu 
nai, to cao 

Ma vi tri viec lam: 

Ngdy bat dau thgc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: Theo cac van ban, quy dinh hien hanh ve khi6u nai, to cao 

1. Muc tieu vi tri viec lam 

- Tham mixu, tham gia,  hoach dinh, xay dung, t6 chirc thgc hien chinh sach, 
phap luat va chien lucre ve khieu nai, to,  cao;,  quy hoach, du an, de an, ke hoach, so.  ket, 
tong ket trong pham vi toan nganh; de xuat cac giai phap nham hoan thin co che, 
chinh sach va phap luat thong qua cong tac giai quyet khieu nai, to cao. 

- Tham muu, tham gia vi'ec,  giai quy& cac vu viec (long ngtr6i, vu viec ton
dong, phirc tap, keo dai, lien quan den trach nhiem dm nhieu nganh, dia phucmg. 

- Nang cao hieu qua cong tac giai guy& khi6u nai, to cao, g6p phan nang cao hieu 
luc, hieu qua quan 13'7 nha ntrac; bao ve quyen va loi Ich hop phap dm to chirc, ca nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 

Cac cong viec Tien chi danh gia 
hoan thanh cong 

viec 
Mang cong 

viec Cong viec cu the 

2.1 Tham muu 
xay dung 
van ban 

1. Tham muu, tham gia xay dung,  cac du 
an Luat, Nghi quyet cfla Quoc hOi, 
Phap lenh, Nghi quy6t dm Uy ban 
Thtramg vu Quoc h6i, Nghi quyet, Nghi 
dinh dm Chinh phil, Quyet dinh dia. 
Thu tuang Chinh phit, Thong tu, Thong 
tu lien ,tich, nghi,  quyet dm. Mi. Tong 
nhan cap tinh, cap huyen, quyet dinh 
dm tjy,  ban,  nhan dan cap tinh, cap 
huyen ye khieu nai, to cao. 
2. Tham muu, tham gia xay dung chin 
bloc, chinh sach, dinh hu6ng, quy hoach, 
k6 hoach, 

to 	
an, du an ye khieu nai, to 

cao; ve to chirc, can b '6, dao tao, boi 
dual-1g,,  thi dua, khen thtromg, hop tac 
quk te, hanh chinh, quart tri, tai chinh, 

Cac nhiem vu &roc 
giao thuc hien theo 
ding tien d6', dam 
bao chat luong 
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tai vu, cal each hanh chinh dm nganh 
Thanh tra. 
3. Tham muu, tham gia to chirc tham 
dinh, ra sok, 	N th6ng hoa, phap dien 
hoa,  cac van ban quy pham phap luat ye 
khieu nai, to cao. 

2.2 Huang dan va 
trien khai 

thgc hien cac 
van ban 

1. Tham muu, tham gia huong clan phap 
luat ye khieu nai, to cao theo tham quyen 
doi vgi cac nhiem vu dugc neu tai Muc 
2.1 dm Phu lye nay. 
2. Tham muu, tham gia to chirc quail 
triet, tuyen truy'en, trier' khai thuc hien 
chinh sach dm Dang, phap luat cila Nha 
ntrac ye khieu nai, t6 cao. 

Nhiem 	vu 	duct 
thgc hien dung lien 
dO, k'e hoach, th6i 
gian va chat luting. 

2.3 Kiem tra Tham muu, tham,  gia t6 chirc kiem tra 
theo tham quyen &I vai cac nhiem vu Ye: 
- Tinh hinh thi hanh phap luat ye khieu 
nai, t6 cao; 
- Viec thgc hien yeu cau, kien nghi dm 
ca quan, t6 chirc, ca nhan c6 tham quyen 
ye khieu nai, to cao; 
- Viec xay dung va t6 chirc thgc hien ke 
hoach, the d6 thong tin, bao cao ye cong 
tac giai quyet khieu nai, to cao; 

- Viec thuc hien cong tac cai each hanh 
chinh theo phan cong dm cap c6 tham 
quyen; 
- NhUng not ,dung khac lien quan den 
linh \Tye khieu nai, to cao theo chirc 
Wang, nhiem vu, quyen han. 

Van ban , bao cao 
ket qua kiem tra doi 
vai cac,  not dung 
dugc kiem tra theo 
&mg quy dinh. 

2.4 Gial quyet 
khieu nai, 

t6 cao 

1. Tham muu, tham gia giai quyet cac cac v1 
yiec dong ngu6i, AT vi'ec,ton dong, pink 
tap, keo dai, lien quan den nhieu nganh, 
nhieu dia plurcmg. 
2. Tham muu, tham gia theo &Si, don d6c 
cac ca quan, t':()' chirc, don yi, ca nhan 
thgc hien quyet dinh 

to 
 quyet khieu 

nai, ket Juan not dung to cao. 

Hoan 	thanh 	cac 
nhiemIT 	dirge 
giao, bao cao cap 
c6 that'll quyen theo 
dung quy dinh cila 
phap luat. 

2.5 Tham dinh 
cac de an 

cong tac va 
dao tao 

1. Tham gia tham dinh cac du than de an, 
du an, chtrang trinh, cong trinh cap nha 
nugc, cap b6 ye khieu nai, to cao. 

2. Tham muu, tham gia bien scan, xay 
dung cac tai lieu bei &fang nghiep vu ye 

1. Ni dung tham 
dinh 	dugc 	hoar' 
thanh dam bao chat 
luting, 	theo 	dung 
ke hoach. 
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nghiep vu giai guy& khieu nai, t6 cao; huang clan 
nghiep vu ye giai quyet khieu nai, to cao. 

3. Tham muu, tham gia t6 chirc, tham gia 
giang day, tap huAn, bad dif6ng nghiep 
vu giai quyet khieu nai, to cao. 

2. Cac tai lieu bOi 
duOng, huong clan 
nghiep 	vu 	dugc  
ban hanh. 
3. Dugc co quan t6 
chirc 16p dao tao, 
b.:1i duong danh gia 
hoan 	thanh 	cong 
viec. 

2.6 So ket, tong 
ket viec that 
hi, n cac van 

ban 

1. Tham muu, tham gia to chirc thuc hien 
so ket, tong ket viec thuc hien chit 
truong

, 
chinh sach dm Hang, phap luat 

dm Nha nuac; chuong trinh, ke hoach, 
du an, de an va khieu nai, to cao. 

2. Tham muu, tham gia t6 chirc thuc hien 
so ket, tong ket thuc ti6n cong tac giai 
quyet khieu nai, to cao. 

Cac van ban va so 
ket, tong kat duoc 
ban hanh. 

2.7 Phi hop 
thuc hien 
nhiem vu 

1. Tham muu, tham gia phOi hop v6i cac 
co quan, to chirc, ca. nhan co lien quan 
trong thuc hien cong tac giai quyat khiati 
nai, to CO.a 	 , 
2. Tham muu, tham gia phoi hop chuan 
bi not dung phuc vu cac Ithi nghi, cuOc 
hop, lam viec cna cac co quan Hang, Ban 
chi dao, Quoc hOi, Chinh phii, tj y ban 
nhan dan, 110i Tong nhan dan... va cong 
tac giai quyet khieu nai, to cao khi c6 
yeu cau. 

Cong viec, nhiem  
vu.  dugc that hien 
hieu qua, tao moi 
quan N tick cue 
trong cong tac. 

2.8 Thuc hien 
nhiem vu 
chung, Ithi 

hop 

1. Chit'  tri, tham du cac cuOc hop chuyen 
mon dirge phan cong. 
2. Tham du cac cuOc hop don vi, hop co 
quan theo quy dinh. 

Tham du day dii, 
chuAn bi tai lieu va 
Si 	kian 	pilaf 	biau 
theo yeti c'au. 

2.9 
Xay dung va thuc hien ke hoach cong tac nam, quy, 
thang, tuan. 	dm ca nhan. 

Ka hoach ding tac 
&roc xay dung va 

' 	• 
that 	hien 	theo 
dung tien dO, dam 
bac, chAt lugng. 

2.10 Thuc hien cac nhiem vu khac do cap teen giao. 

3. Cac moi quan h'e trong cong viec 
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3.1. Ben trong 

throv qufin 1ST trtyc tiep va 
kiem duy§t ket qua boi Quail 	true tiep 15r 

A . Cfic dun vi phot 
hyp chinh 

- Thil throng co quan, don vi. 
- Cap ph6 Thu tru6ng co quan, 
don vi va theo phan cong. 

Cong eh& &nye phan dog 
quan 1ST true tiep hoc theo 
mang cong tac. 

Cac co quan, don vi 
CO lien quan. 

3.2. Ben ngoai 

Ban, bil, nganh, dia phirong 
do quan 14 chinh 

Ban chat quan he 

Cac co quan, t6 chirc, don vi c6 boat &Ong 
lien quan den cong tac giai quyet khieu nai, 
to cao thuc pham vi quail 15T cila co quan, 
don vi. 

- Tham gia cac cuOc hop c6 lien quan. 
_ Cung cap cac thong tin theo yeu au. 
- Thu thap cac thong tin an thitt cho 
viec thuc hien cong viec chuyen mon. 
- Lay thong tin th6ng ke, tong hop. 
- Thuc hien bd.° cao theo yeu cau. 

4. Pham vi quytn han 

TT Quyen hull cu the 

4.1 Dugc chit dOng vt plurcmg phap thuc hien ding viec dugc giao. 

4 2 . Dugc kin nghi sira d6i, b6 sung co che, chinh sach, phap lust va cac bin 
phap hanh chinh nham tang mow quan VT nha nu6c. 

4.3 
Dugc cung cap thong tin ve ding tac chi dao dieu hanh dm don vi trong pham 
vi nhiem vu dugc giao. 

4.4 Dugc yeu cau cung cap thong tin, danh gia mire dO xac thuc ctia th8ng tin 
phuc vu cho nhiem vu dugc giao. 

4.5 Dugc tham gia cac cuOc hop lien quan. 

5. Cfic yeu cau ve trinh dO, nfing lire 

5.1.Yeu cau ve trinh dC) 

Nhom yeu cau Yen au cu the 

Trinh dO dao tao 
Tot nghiep dai hoc tr6 len, chuyen nganh phit hop vai yeu cau vi 

' 	• tri viec lam. 

13'8i chr -dng, 
c himg chi 

- CO chung chi b6i du6ng nghiep vu ngach Thanh tra vien; chimg 
chi b6i duO'ng nghiep vu quan 1ST nha nuac ngach chuyen vien. 
- Ve trinh dO tin hoc, ngoai ngfr hoSc tit ng dan toe thitu s6 dap 
img theo tieu churn chung cfm cac van ban hien hanh va theo quy 
dinh dm timg vi tri viec lam. 

Kinh nghiem 
(thanh tich cong 

- CO it nhk 02 nam lam cling tac ding tac giai quy6t Ichi6u n4i, t6 
cao khong ke thoi gian tap sit hoc c6 it nhat 05 n'am ding tac tr6 
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tac) len doi vgi can bO, cong elide, vial chirc, si quan Quan dOi nhan 
clan, si quan,Cong an nhan clan, ngugi lam cong tac ca yeu cong tac 
6 ca quan, to chirc, don vi khac chuyen sang ca quan thanh tra. 
- De xuat cac bien phap ve giai guy& khieu nai, t6 cao; 
- CO kien thirc va am hieu ve cong tac giai quyet khieu nai, t6 cao. 

- Tuyet d6i trung thanh, tin tugng, nghiem titc chap hanh chit 
truang, chinh sach dm Dang, phap luat dia. Nha nuac, quy dinh 
cita ca quan. 

- Tinh than trach nhiem cao vgi cong viec, vgi tap the, phoi hop 

Pham char t ca cong tac tot. 

nhan - Coy thirc bac) mat thong tin cao. 
- Trung thirc, thang than, kien dinh, Net Fang nghe. 
- Diem tinh, can than. 
- Kha nang doan ket not bO. 
- Pham chat khac. 

- CO kha nang a xuat nhang giai phap giai quy& cac van de thirc 
Cac yeu cat 

khac 
tin lien quan den chirc Wang, nhiem vu da ca quan, to chirc. 

- Co sirc khoe tot. 

5.2. Cac 'tang hrc 

Nhom 'fang 17c Ten 'fang hp CAp dO 

Nh6m nang 
luc chung 

Dao dirc va ban linh 2-3 

T6 chirc thirc hien cong viec 2-3 

Soan thao va ban hanh van ban 2-3 

Giao tiep irng xir 2-3 

Quan he phi hap 2-3 

Sir dung ngoai ngtt 

Phil hqp vai chirc 
Wang, nhiem vu dm 
ca 	quan, 	t6 	chile, 
don vi sir dung vi tri 
viec lam dagc cap 
c6 tham quyen phe 
duyet. 

Sir dung cong nghe thong tin 

Nhom nang luc 
chuyen mon 

KM. nang tham muu, tham gia xay dung 
cac van ban (theo nhiem vu dia vi tri 
viec lam) 

3 

KM. nang twang clan thirc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

3 

KM nang kiem tra viec thirc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

3 
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KM. Wang phoi hop thirc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

3 

Kha nang tham dinh, Op y cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Nhom nang inc 
quan 13'T 

Tu duy chitin lugc 1-2 

Quail 13'7 sir thay do" i 1-2 

Ra quyet Binh 1-2 

Quail 13'T ngu6n lye 1-2 

Phat trien nhan vien 1-2 

PHE DUYET CUA LANH DAD 
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TEN CO QUAN 	LONG HOA xA HOI CHU NGHIA VIET NAM 
TEN TO CHUG 	 DOc rap - Tu. do - Hanh phtic 

BAN MO TA VI TRi VIEC LAM 

Ten,  VTVL: , Chuyen vien cao cap vt giai quytt 
khieu nai, to cao 

Ma vi tri viec lam: 

Ngay bat dau thirc hien: 

Dia diem lam viec: Cac co.  quan thanh tra 

Quy trinh cong viec 
lien quan: 

 • A 	• 	A 	. Theo cac van ban, quy dinh hien hanh ye khleu nai, to cao 

I. Muc tieu vi tri viec lam 

- Chti tri nghien eau, tham mutt tong hop, tham dinh, hoach dinh,  chinh sach, 
chien lugc vi mo ho4c thuc hien nhiem vu lanh dao, chi dao to chirc trien khai thirc 
hien chinh sach, phap IWO ye khieu nai, to cao. 

- Chit tri tham mmt, giai quy& cac vu viec (long nguai, vu viec ton dong, phirc 
tap, keo dai, lien quan den trach nhiem cua nhieu nganh, dia phugng. 

- Nang cao hieu qua cong tac giai quy& khieu nai, to cao, gap phdn nang cao hieu 
lgc, hieu qua quan ly nha nuot; bao ve quyen va lgi ich hop phap dm to chirc, ca nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 

Cac cong viec Tieu chi danh 
gia hoan thanh 

cong viec 
Mang cong 

viec 
 Cong viec cu the 

2.1 Tham muu 
xay dtmg 
van ban 

1. Chit ,tri nghien ciru, xay dung, hoan 
thin the the ho4c cac van ban quy pham 
phap ludt, cac chit trucmg, chinh sach ve 
khieu nai, to cao. 

2. Chit tri,nghien dm, xay dung quy dinh, 
quy the ye khieu nai, to cao. 

Cac van ban dugc 
cap 	có 	tham 
quyen ban hanh. 

2.2 Huang dan, 
tong ket, 
kiem tra, 

dao tao, bOi 
duang 

nghi'ep v1,1 

1. Chit'  tri to chirc quan triet, tuyen truyen, 
trien khai thuc hien chinh sach dm Dang, 
phap luat cila Nha nuac, chien lugc, dinh 
huang chum-1g trinh, ke hoach... ve khieu 
nai, to cao. 

2. Chit tri tham mini giai quy& cac vu 

Hoan thanh nhiem 
vu dam,  bao tien 
(10, 	chat 	lugng 
theo quy dinh. 



20 

viec dong nguoi, vu viec ten dong, phirc 
tap, keo dai, lien quan den nhieu nganh, 
nhieu dia phuang; theo (lei, don dec viec 
thgc hien thgc hien quyet dinh, ket Juan 
ye khieu nai, to cao. 
3. Chil tri to chirc kiem tra theo quy dinh 
dm phap luat ve khieu nai, to cao; 
4. Chu tri tO,  chirc so ket, tong ket, danh 
gia va de xuat cac phuang an sua dei, be' 
sung, tang cuang hieu luc, hieu qua dm 
cong tac quan ly. 
5. CM. tri bien soan gido trinh, tai lieu 
hugng dan; giang,  day, tap huan, boi 
dueng nghiep vu ye giai quyet khieu nai, 
to cao. 

2.3 Tham dinh 
cac de an 

Chu tri tham dinh cac du thao de an, dg 
an, chuang trinh, cong trinh cap nha nuac, 
cap be ve khieu nai, to cao. 

Nei dung tham 
dinh duoc hoan 
thanh dam bao 
chat luting, theo 
dung ke hoach. 

2.4 Phi 119,p  
trong cong 

tac 

Phi hop vai cac co.  quan, to chirc, don vi, 
cd nhan trong va ngoai ca quan khi thgc 
hien nhiem vu. 

Cong viec, nhiem 
vu duac time hien 
hieu qua, tao mei 
quan he tich cgc 
trong cong tac. 

2.5 Thuc hien 
nhiem vu 
chung, hoi 

hop 

1. Chil tri cac cuec hop chuyen mon &roc 
Phan cong. 

2. Tham du cac cuec hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day 
du, chuan bi tai 

Ru, 	va3"T 	kien 
b .eu 	theo ph

yeu
at 

 cau.
l 
 

2. Ket luan cac 
cuec 	hop 	dtrOC 
giao chit tri. 

2.6 
Xay dung va thuc hien ke hoach cong tac Wain, quy, 
thang, tuan dm ca nhan. 

Ke 	hoach 	cong 
tac 	dirgc 	xay 
dung va thgc hien 
dam bao tin do, 
chat luong. 

2.7 Thgc hien cac nhiem vu khac do cap tren giao. 

3. Cac miii quan he trong cong viec 
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3.1. Ben trong 

Dirge quan 1ST trtyc tiep va 
kiem duyet ket qua bo• Quan 1ST trtrc tiep Cac don vi phi hop 

chinh 

- Thu twang co quan, don vi. 
- Cap ph6 dm Thu truong co 
quan, don vi. 
- Lanh dao cap ph6ng va theo 
phan cong. 

Cong chirc thithe nhom 
cong tac dugc phan ding. 

Cac to chirc thithe co 
quan. 

3.2. Ben ngoai 

Ban, b(1, nganh, dia phtrung 
c6 quan he chinh 

Ban chat quan he 

Cac co quan, to chirc, don vi co 
hoat Ong lien quan den cong tac 
giai quyet khieu nai, to cao thuOc 

d pham vi quan 13'7m co quan, 
don vi. 

- Tham gia cac cuOc hop c6 lien quan. 
_ Cung cap cac thong tin theo yeu Cali. 
- Thu thap cac thong tin can thi& cho viec thuc • 
hien cong viec chuyen mon. 
- Thirc hien cac bao cao theo yeu cdu. 
- Kim tra viec thirc hien cac quy dinh phap luat. 
- Thu thap cac thong tin Can thi& cho viec thuc 
hien cong viec quan 13'[. 
- Phi hop xay clung cac van ban quan 1S7 dm co 

quan va twang dan, don doc viec thirc hien. 

4. Phalli vi quyen han 

TT Quyen han cu the 

4.1 Dirge chu dOng va phuong phap thuc hien cong viec dugc giao. 

4.2 Tham gia y  kin va cac viec chuyen mon dia co quan, don vi. 

4.3 Dugc cung cap thOng tin va ding tac chi dao diau hanh dm co quan trong 
pham vi nhiem vu dirge giao. 

4.4 Dugc yeu Cau cung cap thOng tin, danh gia mirc dO xac thirc cila th6ng tin 
phuc vu cho nhiem vu dugc giao. 

4.5 Dugc tham gia cac cithc hop lien quan. 

5. Cac yeu can ve trinh do, 'fang ltyc 

5.1. Yeu can ve trinh do 

Nh6m yeu can Yeu can cu the 

Trinh dO dao tao 
rOt nghiep dai hoc trot len \fed nganh ho.ac chuyen nganh dao 
tao phu hop vai linh viec cong tac. 

Boi dung - CO chUng chi 136i duOng kin thirc, ky nang quan 13'7 nha nu,  6c 
dOi vOi cong chirc ngach chuyen vien cao cap hoc co bang 
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cao cap VT luan chinh tri - hanh chinh. 
- Va trinh dO tin hoc, ,ngoai ngit hoSc tiang dan tOc thiau s6, 
dap img theo tieu chuan chung cila cac van ban hian hanh va 
theo quy dinh dm tirng vi tri viac lam. 

Kinh nghiem 
(thanh tich 
cong tac) 

- CO kinh nghiem chili tri xay dung, thim dinh it nhat 02 van 
ban quy pham phap lust hoc de tai, de an, du an, chirong trinh 
nghien dm khoa hoc cap bO, nganh thutic linh vue ding tac giai 
quyet khieu nai, to cao da dugc cap c6 tham quyen ban hanh 
hoc nghiem thu. 
_ CO kinh nghiem t6 chirc huong dan, thuc hian the dO, chinh 
sach, cac quy dinh va chirc Wang, nhiam vu; thuc hian de xuat 
cac bin phap kiam tra va danh gia. 
- Co kin thirc va am hiau va cong tac giai quyat khiau nai, to 
cao. 
- CO thgi gian gift ngach chuyen vien chinh va tuning duong tit 
dir 06 nam tra len. 

Pham chat ca nhan 

- Tuyat d6i trung thanh, tin tuong, nghiem tfic chap hanh chit 
truong, chinh sach dm bang, phap lust dm Nha nuac, quy 
dinh va quy the lam viac dm ca quan. 
- Trach nhiam cao voi cong viac, vai tap the. 
- Trung thuc, thing than, kien dinh, biat Lang nghe. 
- Diem filth, can than. 
- Kha 'fang down kat nOi b0. 
- Co ST thirc bao mat thong tin cao. 
- Pham chit khac. 

Cac yeti eau khac 

- Co kha nang de xudt nhang chit twang, giai phap giai quy 
cac van de thuc tin lien quan den chirc rang, nhiam vu oh co.  
quan, don vi. 
- CO kha nang to chirc trien khai nghien dm, thuc hian cac de 
tai, de an thui)c linh vue chuyen mon dm cu quan, dcm vi. 
- CO kha nang chiu ap luc cong viac lon va co sirc khOe tot. 

5.2. Cac Wang ltyc 

NhOm nang ltrc Ten Hang hyc Cap di) 

Nhom nang 
luc chung 

Dao dire va ban linh 4-5 

T6 chirc thuc hian cong viac 4-5 

Soan thao va ban hanh van ban 4-5 

Giao tip tang xir 4-5 

Quan 114 phi hop 4-5 
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Sir dung ngoai ngir 

Phil hop voi chirc 
nang, nhiem vu 
cilia ca 	quan, 	t6 
chirc, 	don vi sir 
dung vi tri viec 
lam dtrov cap c6 
tharn quyL phe 
duyet. 

Sir dung cong nghe thong tin 

Nh6m nang lgc 
chuy'en mon 

Kha nang chn tri nghien dm, xay diyng cac 
van ban (theo nhiem vu ena vi tri viec lam) 

5 

Kha nang htrang d'an thgc hien the van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

Kha nang kiem tra viec thgc hien cac van 
ban (theo nhiem vu cila vi tri viec lam) 

5 

Klia nang phi hop thgc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

KM. nang tham dinh, g6p yT cac van ban 
(theo nhiem vu dia vi tri viec lam) 

5 

Nhom nang lge 
quan VT 

Tir duy chitin hrgc 3-4 

Quasi 1y six thay d6i 3-4 

Ra quy6t dinh 3-4 

Quan 15/ nguOn lgc 3-4 

Phat trien nhan vien 3-4 

11/ 
PHE DUYET CUA LANH DA° 
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TEN CO QUAN 	LONG HOA XA HOI CHU NGHIA VIET NAM 
TEN TO CHUC 	 DO 14p - Ty do - Hanh phtic 

BAN MO TA vi TRI VIEC LAM 

Ten VTVL: Chuyen vien chinh ye gili quyk khihi 
nai, to COa 

Ma vi tri viec lam: 

Ngay bat au thuc hien: 

Dia diem lam viec: Cac co.  quan thanh tra 

Quy trinh cong viec 
lien quan: 

 , Theo cac van ban, quy dinh hien hanh ve khieu nai, to cao 

1. Muc tieu vi tri viec lam 

- Chit tri, tham mutt hoach dinh, xay dung, to chile thuc hien chinh sach, phap 
luat va chitin hive ye khieu nai, to cap; quy hoach, du an,,de ke hoach, so.  ket, tong 
ket trong pham vi toan nganh; xuat cac giai phap nham hoan thien co che, chinh 
sach va phap luat thong qua cong tac giai quyet khieu nai, to cao. 

- Chu tri, tham muu viec giai quy& cac vu viec &mg nguai, vu viec ton dong, 
phac tap, keo dai, lien quan den trach nhiem cua nhieu nganh, dia phucmg. 

- Nang cao hieu qua ding tac giai quyet khieu nai, to cao, g6p phan nang cao hieu 
lye, hieu qua quan ly nha nuac; bao ye quyen va lqi ich hop phap dm to chirc, ca nhan. 

2. Cfic cong viec Ara tieu chi dfinh gia 

TT 

Cac cong viec Tien chi dfinh 
gifi hohn thanh 

cong viec 
Mang cong 

viec 
Cong viec cu the 

2.1 Tham muu 
xay dung van 

ban 

1. Chu tri nghien dm, tham muu xay 
dung, hoan thien the che hoac cac van 
ban quy pham phap luat, cac chi' tracing, 
chinh sach, quy dinh, quy che ye khieu 
nai, to cao. 

Cac van ban duot 
cap 	c6 	tham 
quyn ban hanh. 

2.2 Huang clan, 
tong ket, kiern 

tra, dao tao, 
boi duang 
nghiep vu 

1. Chil tri, tham muu t6 chirc quan triet, 
tuyen truyen, trien khai thirc hien chinh 
sach dm Dang, phap luat dm Nha nuac, 
chitin luoc, dinh huang chuong trinh, ke 
hoach... ve khieu nai, to cao. 

2. Chil tri, tham mini to chirc hem tra 
theo quy dinh dm phap luat ye khieu nai, 

Using viec, nhiem 
vu 	duot 	thuc 
hien 	dam 	bao 
chat luting, tien 
de theo quy dinh. 
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t6 cao. 
3. Chi" tri, tham muu giai, quye't cac vu 
viec (long nguti, vu viec ton dong, phirc 
tap, keo dal, lien quan den nhieu nganh, 
nhieu dia phirang; theo diii, don doe viec 
thuc hien thuc hien guy& dinh, ket luan 
ye khieu nai, to cao. 
4. Chil tri, tham muu to chirc so ket, 
tong ket,, clanh gia va de xuat cac phuong 
an sira doi, bo sung, tang cuong hi'eu lire, 
hi'eu qua dm cong the quan 13'T. 
5. Chu tri, tham muu bien soan giao 
trinh, tai lieu huang dan; giAng day, tap 
huan, b6i dutng nghiep vu v'e giai quyet 
khieu nai, to cao. 

2.3 Tham dinh 
cac de an 
cong tac 

Chu tri, tham muu tham dinh cac du thao 
de an, du an, chirung trinh, cong trinh 
cap nha nirac, cap bO, cap tinh v'e khieu 
nai, to cao. 

Ni dung tham 
dinh dugc hoan 
thanh dam bao 
chat lixong, theo 
Eng ice hoach. 

2.4 Phoi hop 
trong cong 

the 

Phi hop voi cac co quan, tochirc, don 
vi, ca nhan trong va ngodi co quan khi 
thuc hien nhiem vu. 

Cong viec, nhiem 
vu dirge thuc hien 
hieu qua, tao moi 
quan N tich cuc 
trong cong the. 

2.5 Thuc hien 
nhiem vu 

chung, WO 
hop 

1. Chit tri, tham muu cac cithc hop 
chuyen mon dugc phan cong. 

2. Tham du cac cithc hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day 
du, chuan bi tai 

e 	kien li
nh. u 
	va 	y 

at 	bleu 	theo 
- „ 	ca cau. u. 

2. Ket luan cac 
et* hop 	dugc 
giao chi' tri. 

2.6 
Xay dung va thuc hien ke hoach ding tac nam, q4, 
thang, tun ciia 6, nhan. 

K6 	hoach 	cong 
tac 	dugc 	xay 
dung va thuc hien 
theo diing lien dO, 
dam 	bao 	chat 
lugng. 

2.7 Thuc hien cac nhiem vu khae do cap ten giao. 

3. Cac moi quan he trong cong viec 
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3.1. Ben trong 

Dirac quail. 1ST trip tip Ara 
kiem duyet ket qua boi 15r 	t Quail tr rc trep Cac don vi ph6i hcrp 

chinh 

- Thu truang co quan, dan vi. 

- Cap pho Thii throng co quan, 
don vi va theo phan cong. 

Cong 	chirc 	dugc 	phan 
cong 	quail. 	1y 	true 	tiep 
hoac theo mang ding tac. 

Cac ca quan, dan vi 
co lien quan. 

3.2. Ben ngoai 

Ban, be, nganh, dia phuT•ng 
có quan he chinh 

Ban chat quan he 

Cac ca quan, t6 chirc, don vi c6 hoat dOng 
lien quan den cong tac giai quyet khieu nai, 
to cao thuOc pham vi quan ly dm co quan, 
don vi. 

- Tham gia the cuOc hop c6 lien quan. 
_ Cung cap cac thong tin theo yeu cau. 
- Thu thap the thong tin can thiet cho 
viec thkrc hien cong viec chuyen mon. 
- Lay thong tin th6ng ke, tong hop. 
- Thuc hien bao cao theo yeu cau. 

4. Pham vi quytn han 

TT Quytn h4n cu the 
4.1 Dirge chit &Ong ve phirang phap thkre hien cong viec duge giao. 

4.2 Tham gia 3'T kien ve cac viec chuyen mon cila ca quan, dun vi. 

4.3 Duqc cung cap thong tin ye cong tac chi dao dieu hanh dm ca quan trong 
pham vi nhiem vu duce giao. 

4.4 Dirge yeu eau cung cap thong tin, danh gia mire d6 xac awe dm thong tin 
phuc vu cho nhi'em vu dirge giao. 

4.5 Dirge tham gia cac cuOc hop lien quan. 

5. Cac yeu can vt trinh de, Jiang lye 

5.1. Yeu can ve trinh de 

Nhom yeu can Yeu can cu the 

Trinh d6 dao tao 
T6t nghi'ep dai hoc tra len, chuyen nganh phii hop vgi yeu cau 
vi tri viec lam. 

B6i du'O'ng 

- Co chung chi bOi dirong nghiep vu quan V nha mac ngach 
chuyen vien chinh. 

9 	 / 

- Ve trinh dO tin hoc, ngoai ngir hoac ti'eng dan toe thieu so, 
dap ling theo tieu chuan chung dm the van ban hien hanh va 
theo quy dinh dm tirng vi tri viec lam. 

Kinh nghi'em 
(thanh tich 
cong tac) 

_ Da tham gia xay dung, tham dinh it nhat 01 van ban quy pham 
phap luat hoac de tai, de an, du an, chucmg trinh nghien elm khoa 
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hoc tir cap co so tra len da &roc cap co tham quyen ban hanh 
hoac nghiem thu. 
- Co kinh nghiem to chirc hirong clan, thirc hien the dO, chinh 
sach, cac quy dinh ye chirc nang, nhiem vu; thirc hien de xuat 
cac bien phap kiem tra va danh gia. 
- Co kien thirc va am hieu v'e cong tac giai quye't khi'eu nai, t6 
cao. 
-,C6 thOi gian cong tac O.  ngach chuyen vien va Wong throng 
toi thieu la 09 nam. 

- Tuy'et d6i trung thanh, tin tuang, nghiem tlic chap hanh chit 
tru.cmg, chinh sach dm Dang, phap luat dm Nha ntrac, quy 
dinh va quy the lam viec dia co quan. 
- Trach nhiem cao voi cong viec, voi tap the. 

Phalli chat ca nhan - Trung thirc, thong than, kien dinh, biet Lang nghe. 
- Diem tinh, can then. 
- Kha nang doan ket not bO. 
- Coy COthirc bao mat thong tin cao. 
- Pham chat khac. 

- Co kha nang de xuat nhang chit twang, giai phap giai quy& 
cac van de thtrc tien lien quan den chirc nang, nhiem vu dm co 
quan, don vi. 

Cac yeu cau khac 
- Co kha nang to chirc trier' khai nghien ciru, thtrc hien cac de 
tai, de an thuOc linh vgc chuyen mon dm co quan, don vi. 
- Co kha nang chiu ap hrc cong viec lon va c6 sirc kline tot. 

5.2. Cac Bang lirc 

Nhom nang hre Ten nang bye Cip cao 

Nhom nang ltrc 
Chung 

Dao dire va ban linh 3-4 

TO chirc thirc hien cong viec 3-4 

Soan thao va ban hanh van ban 3-4 

Giao tip irng xir 3-4 

Quan he phi hop 3-4 

Sir dung ngoai ngi'r 

Phuhop voi chirc 
nang, nhiem vu 
dm co quan, t6 
&ire, don vi sir 
dung vi tri,  viec 
lam dirge cap co 
tham quyen phe 
duyet. 

Sir dung cong nghe thong tin 

Kha nang chi' tri nghien ciru, tham mtru 4 
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Nhom nang luc 
chuyen mon 

xay dung cac van ban (theo nhiln vu cita 
vi tri viec lam) 

Kha nang huang an thue hien cac van 
ban (theo nhiem vu oh vi tri viec lam) 

4 

Kha nang kiem tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

4 

Kha nang phi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

KM nang thAm dinh, g6p y de van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Nh6m nang luc 
quan ly 

Tu duy chitin lugc 2-3 

Quan 15/ su thay d6i 2-3 

Ra quy6t dinh 2-3 
, 	,, Quan ly nguon luc 2-3 

Phat trien nhan vien 2-3 

PHE DUYET CUA LANH DAO 
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TEN CO QUAN 	CONG HOA x 'A Ho CHU NGHIA VIET NAM 
TEN TO CIleC 	 WO 14p - Tu do - Hanh ph& 

BAN MO TA VI MI VIEC LAM 

Ten VTVL: Chuyen vie"n ve giai quyet khi'erti nai, 
to cao 

Ma vi tri viec lam: 

Ngay bat d'au thuc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ye khieu nai, to cao 

1. Muc tieu vi tri viec lam 

- Tham muu, tham gia,  hoach dinh, xay dung, to chirc thuc hien chinh sach, 
phap luat va chien lugc ve khieu nai, to,  cao;,  quy hoach, du an, de an, ke hoach, so' ket, 
tong ket trong pliant vi toan nganh; de xuat cac giai phap nham hoan thien co' che, 
chinh sach va phap luat thong qua ding tac giai quyet khieu nai, to cao. 

- Tham muu, tham gia viec,  giai quy& cac vu viec &Ong ngtroi, vu viec ton 
dong, phirc tap, keo dai, lien quan den trach nhiem cita nhieu nganh, dia phtrang. 

- Nang cao hieu qua cong the giai guy& khiL nai, to cao, Op phAn !tang cao hieu 
luc, hieu qua quail 13"/ nha nugc; bao ve quyen va lgi ich hop phap dm to chirc, ca. nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 
Cac cong viec Tieti chi danh 

gia 'loan thanh 
cong viec Mang cong viec Cong viec cu the 

2.1 Tham muu xay 
dung van ban 

1. Tham muu, tham gia xay dung, hoan 
thien the che hoac cac van ban quy ph4m 
phap luat, cac chi',  trucmg, chinh sach, 
quy dinh, quy che ve khieu nai, to cao 

COng viec, nhiem 
vu dugc thgc hien 
dam 	bao 	chat 
ingng, tin dO. 

2.2 Hugng dan, 
ding ket, kiem 

tra, ciao tao, 
bOi dir'ung 
nghiep vu 

1. Tham muu, tham gia to chirc quan 
triet, tuyen truyen, tri'en khai thuc hien 
chinh sach oh Dang, phap 14t dm Nha 
nude, chien lugc, ,dinh,  hirang 

to trinh, ke hoach... ve khieu nai, to cao. 

2. Tham muu, tham gia t6 chirc kiem 
tra ,theo quy dinh ciia phap 1114 ve 
khieu nai, to cao. 
3. Tham muu, tham gia giai guy& the 
vu viec khieu nai, to cao; theo dOi, don 

Nhiem vu dugc 
thuc 	hien 	dung 
tin dO, ke hoach, 

 thai gian va chat 
lugng 	theo 	quy 
dinh. 
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dec viec thuc ,  hien thuc hien guy& 
dinh, ket lOn ve khieu nai, to cao. 
4. Tham muu, tham gia to chirc so ket, 
tong ket, danh gia va ,  de xuat cac 
phuong an sib. doi, bo sung, tang 
cuOng hieu luc, hieu qua dm cong tac 
quail VT. 

5. Tham mull, tham gia cong tac dao 
tao,,boi du'ang nghiep vu ve gial quy& 
khieu nai, to cao. 

2.3 Tham dinh cac 
de an cong tac 

Tham muu, tham gia tham dinh cac du 
thao de an, du an, among trinh, cong 
trinh ve khieu nai, to cao. 

Nei 	dung 	tham 
dinh duoc hoan 
thanh 	dam 	bao 
chat 	luting, 	theo 
dung ke hoach. 

2.4 Phi hop trong 
cong tac 

Phei hop voi cac co quan, to chirc, don 
vi, ca nhan trong va ngoai co quan khi 
thkrc hien nhiem vu. 

Cong viec, nhiem 
vu &roc thuc hien 
hieu qua, tao mei 
quan N tich cue 
trong cong the. 

2.5 Thuc hien 
nhiem vu 

Chung, hei hop 

1. Tham du cac cuec hop lien quan den 
linh we chuyen mon &roc phan cong. 
2. Tham du cac wee hop don vi, hop 
co quan theo quy dinh. 

Tham du daxy du, 
chuAn bi tai lieu 
va y kien phat 
bieu theo yeu eau. 

2.6 
Xay dung va thuc hien ke hoach cong tac nam, qu3'f, 
thang, tuan' 	dm ca nhan. 

Ke hoach cong tac 
duot xay dung va 

. 
thuc 	hien 	theo 
dimg tin de, dam 
bao chAt luting. 

2.7 Thuc hien cac nhiem vu khac do cap teen giao. 

3. Cac meii quan he trong cong viec 

3.1. Ben trong 

Duvc quail 1Sr trite tiep va 
kiem duyet 1(64 qua boi 

;,  tiep ep Quail Cac dun vi phOi hop 
chinh 

- Thu truOng co quan, don vi. 
- Cdp pile Thu tnxOng co quan, 
don vi va theo phan cong. 

Cong chirc duvc phan cong 
quan 13'T true tiep hoac theo 
mang cong tac. 

Cac co quan, don vi 
c6 lien quan. 

3.2. Ben ngoai 
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Ban, be, nganh, dia phu'o'ng 
co quan he chinh 

Ban chat quan he 

Cac ca quan, to chirc, don vi có hoat dOng 
lien quan den cong tac gial quyet khieu nai, 
to cao thuc pham vi quart ly dm co.  quan, 
don vi. 

- Tham gia cac cu'Oc hop có lien quan. 
_ Cung cap cac thong tin theo yeu cau. 
- Thu thap cac thong tin can thiet cho 
viec thuc hien cong viec chuyen mon. 
- LAy thong tin thOng ke, tong hop. 
- Thuc hien bao ea() theo yeu cau. 

4. Pliant vi quyen han 

TT Quyen Ilan cu the 

4.1 Dirge chii Ong v'e phirong phap thuc hien cong viec dirge giao. 

4.2 Dirac kin nghi sera dOi, bO sung co che, chinh sach, phap luat va cac bien 
phap hanh chinh nham tang ctrang quan l 'Y nha nixoc. 

4.3 Dirge cung cap thong tin ve cong the chi dao dieu hanh ciia don vi trong pham 
vi nhiem vu dirge giao. 

4.4 Dixoc yeu cau cung cap thong tin, danh gia mire dO xac thuc ciia thong tin 
phuc vu cho nhiem vu dirge giao. 

4.5 Dirge tham gia cac ell& hop lien quan. 

5. Cac yeu eau ve trinh de, nang hyc 

5.1. Yeu cau ve trinh do 

Nhom yeu eau Yeu can cu the 

Trinh dO dao tao 
Tot nghiep dai hoc to' len, chuyen nganh phi' hop vai yeu cau vi 

• 
tri viec lam. 

Mi. du...Ong 

- Co chimg chi bOi &ang nghiep vu guar' VT nha nude ngach 
chuyen vier'. 
- W trinh dO tin hoc, ngoai ngu ho:ac ti6ng dan tOc thiL so dap 
img theo tieu chuan chung ciia cac van ban hien hanh va theo quy 
dinh dm tirng vi tri viec lam. 

Kink nghiem 
(thank tick 
cong tac) 

- De xuat cac bien phap ye giai quyer t khiL nai, to cao. 
- Ki'en thirc va am hieu Ais chuyen mon, libh vuc. 

Pham chat 
ca nhan 

- Tuyet doi trung thanh, tin -Luang, nghiem tdc chAp hanh chi' 
trirang, chinh sach ciia Dang, phap luat ciia Nha mrac, quy dinh 
cua ca quan. 

- Tinh than filch nhiem cao vai cong viec, vai tap the, phoi hop 
cong tac tot. 

- Coy thirc bao mat thong tin cao. 
- Trung thuc, thong than, kien dinh, biet Lang nghe. 
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- Di'dm tinh, can then. 

- Kha nang doan k'et n8i. 138. 
- Phem chat khac. 

Cac yeu cau 
khac 

- Co kha nang de xuat nhung giai phap gial quye't cac van de thuc 
tin lien quan d6n chirc nang, nhiem vu dm ca quan, to chirc. 

- Co sire kit& tat. 

5.2. Cac nang hyc 

Nh6m nang lvc Ten nang hyc Ch do. 

NhOm nang luc 
chung 

Dao dirc va ban linh 2-3 

TO' chirc thuc hien cong viec 2-3 

Soan iliac, va ban hanh van ban 2-3 

Giao tip irng xir 2-3 

Quan he phi hop 2-3 

Sir dung ngoai ngir 

Phit hop \Jai chi c 
nang, 	nhiem 	vu 
d 	 A m ca quan, to 
chirc, 	don 	vi 	sir 
dung vi tri viec lam 
dugc cap co tham  
quyen phe duyet. 

Sir dung cong nghe th8ng tin 

Nhom nang bye 
chuyen mon 

KU. nang tham muu, tham gia xay dung 
cac van ban (theo nhiem vu dm vi tri viec 
lam) 

3 

Kha nang hung den thuc hien cac van ban 
(theo nhiem vu da vi tri viec lam) 

3 

Kha nang kiem tra viec thgc hien cac van 
ban (theo nhiem vu oh vi tri viec lam) 

3 

Kha nang phoi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Kha !fang tham dinh, gOp 'y cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Nhom nang luc 
quan VT 

Tu duy chitin lugc 1-2 

Quan VT six thay d8i 1-2 

Ra quye't dinh 1-2 

Quan VT ngutm luc 1-2 

Pita trian nhan vien 1-2 

it/ PHE DUYET CUA LANH DAO 



Phu lye MD 
(Ban hanh kern theo Thong to so 01/2023/TT-TTCP ngay 01 thang 11 nani 2023 

cita Thanh tra Chinh phis) 

TEN CO QUAN 	LONG HOA XA WO CHU NG111A VIET NAM 
TEN TO CHITC 	 D(ic 14p - Ty do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Thanh tra vien cao cap ves phong, 
cluing tham nhiing, tieu cyc 

Ma vi tri viec lam: 

Ngdy bat dau thgc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh v'e phong, ch6ng tham 
nhung, tieu cgc 

1. Niue tieu vi tri viec lam 

- Chi' tri cong tac tham muu hoach dinh, xay dung, to chirc thgc hien chinh 
sach, phap luSt va chien lime ye phong, chong tham nhung, tieu cgc; quy hoach, dg an, 
de an, ke hoach, so ket, tong ket trong pham vi toan nganh; de xuat cac giai phap nham 
hoan thin co che, chinh sach NIA phap lust thong qua cong tac phong, chong tham 
nlifing, tieu cgc. 

- Chi' tri d6' xuat va t6 chirc thgc hien cac nhi'em vu v' phong, ch6ng tham nhfing, 
tieu cgc c6 tinh chat phirc tap, lien quan den nhieu nganh, linh virc, dia phuong. 

- Phat hien so ha trong co ch'6 quan 13'7, chinh sach phap lug thong qua cong tac 
phOng, chOng,tham nhiing, tieu cgc de kien nghi voi co quan nha nuac co gial phap, 
bien phap khac phuc, g6p phan nang cao hieu lgc, hieu qua hog dOng quan VT nha 
nuac, bao ye lgi ich dm NM. nuov, quyen va lgi ich hop phap dm co quart, to chirc, ca 
nhan; thgc hien cac bien phap phong ngira, phat hien \TA. xir 1Si theo tham quyen hose 
kien nghi cap c6 tham quyen xir ly deli \Ted hanh vi vi pham phap lust dm cac co quan, 
to chirc, ca nhan. 

2. Cac cong viec Ara tieu chi danh gia 

TT 
Cac cong viec Tien chi danh 

gia hoan thanh 
cong viec 

Mang cong  
viec 

Cong viec cu the 

2.1 Tham muu xay 
dung van ban 

1. Chit tri nghi'en dm, xay dgng cac dg an 
Lust, Nghi quy& cna Quoc h6i, Phap lenh, 
Nghi quyet cna Uy ban Thuang vu Qu6c 
WO, Nghi quyet, Nghi dinh dm Chinh phi'', 
Quyet dinh dm Thu Mang Chinh phi' ve 
phOng, chong tham nhiing, tieu cgc. 
2. Chu tri nghien dm, xay dgng chin 

1. 	Cac 	du 	an 
LuSt, Nghi quyet 
dm 	Qu6c 	hOi, 
Phap lenh, Nghi 
quyet dm Uy ban 
ThtrO•ng vu Quoc 
hOi, Nghi quyet, 
Nghi 	dinh 	dm 
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loge, chinh sach, dinh huang, quy hoach, 
ice hoach, de an, du an ye pilling, ch6ng 
tham nhung, tieu cgc; ye to chile, can b6, 
dao tao, boi duOng, thi dua, khen thuang, 
hop tac quoc te, hanh chinh, quan tri, tai 
chinh, tai vu, cai each hanh chinh dm 
nganh Thanh tra. 
3. Chu tri to chirc tham dinh, ra soat, 	N 
thong h6a, phap dien haa cac van ban quy 
pham phap luat ye phong, ch6ng tham 
nhfing, tieu cuc. 

Chinh phi', Quyet 
dinh 	cila 	Thu 
Wang Chinh phil 
ye pilling, chong 
tham nhfing, tieu 
cue dugc cap co 
tham quyen ban 
hanh. 
2. Chien 	loge, 
chinh sach, dinh 
huang, 	quy 
hoach, ke hoach, 
de an, du an dugc 
cap 	c6 	tham 
quyen phe duyet 
va ban hanh. 
3. T6 chirc thuc 
hien c6 hieu qua 
cac 	nhiem 	vu 
dugc giao. 

2.2 Huang dan va 
trien khai 

thuc hien cac 
van ban 

1. Chu tri huang clan phap luat ve pilling, 
chong tham nhiing, tieu cgc theo tham 
quyen doi yai cac nhiem vu dugc neu tai 
Muc 2.1 dm Phu luc nay. 
2. Chil tri t6 chirc quan triet, tuyen truy'en, 
trien khai thgc hien chinh sach dm Dang, 
phap luat dm Nha nu& ye pilling, ch6ng 
tham nhung, tieu cue. 

Viec huang clan 
dugc 	thuc 	hien 
dimg tien do, ke 
hoach, tiled 	gian 
va chat lugng. 

2.3 Kiem tra Chit tri to chirc kiem tra theo tham quyen 
doi yoi cac nhiem vu ye: 
- Tinh hinh thi hanh phap luat ye phong, 
chong tham nhung, tieu cue; 
- Kiem tra cong tac pilling, chong tham 
nhfing, tieu cue theo quy dinh; 
- Viec thuc hien cong tac dao tao, b6i 
&ang, thi dua, khen thuang theo quy dinh 
dm phap luat va phan cap quan VT cong 
chirc; 
- Viec xay dung va t6 chirc thgc hien ke 
hoach ye phong, ch6ng tham nhiing, tieu 
cue, the d6 thong tin, bao cao; 
- Viec thuc hien cong tac cai each hanh 
chinh theo phan cong dm cap di tham 
quyen; 
- Nhung not dung khac lien quan den rinh 

di.  

Van ban bao cao 
ket qua kiem tra 
doi vai cac not 
dung dugc kiem 
tra theo dung quy 

nh 
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vgc phong, ch6ng tham nhfing, tieu cue 
theo chirc nang, nhiem vu, quyen han. 

2.4 PhOng, ch6ng 
tham nhfing, 

tieu cuc 

Chu tri t6 chirc thuc hien cac nhiem vu ve 
phong, chong tham nhfing, tieu cuc theo 
tham quyen: 
- Cac giai phap phOng ngira tham nhfing, 
tieu eve; 
- Phat hien tham nhfing, tieu cue; 
- Xir 13'T tham nhang va hanh vi khac vi 
pham phap luat ye phong, cluing tham 
nhfing, tieu cuc; 
- Nhang not dung khac lien quan dn linh 
vvc phOng, chong tham nhfing, tieu cue. 

Cac 	nhiem 	vu 
dirge 	thgc 	hien 
dfing tin d6, ke 
hoach,, th6i gian 
va chat luong. 

2.5 Tham dinh 
cac de an va 
dao tao boi 

du'ang nghiep 
vu 

1. Chit tri tham dinh cac du than de an, du 
an, chuong trinh, cong trinh cap nha mac, 
cap b6 ve phong, chong tham nhfing, tieu 
cuc. 
2.,  Chu tri hien soan, xay dung cac tai lieu 
boi du'ang nghiep vu ye phong, ch6ng 
tham nhiing, tieu cuc; huang clan nghiep 
vu ye phOng, chong tham nhfing, tieu cuc. 

3. Chil tri t6 chirc, tham gia giang day, tap 
huan, boi clang nghiep vu ye phong, 
chong tham nhfing, tieu cuc. 

1. N6i dung tham 
dinh duoc hoan 
thanh 	dam 	bao 
chat luong, theo 
dung ke hoach. 
2. Cac tai lieu bOi 
du6ng, Wrong dan 
nghiep vu &roc 
ban hanh. 
3. Dixoc co quan 
to chew lop dao 
tao, 	bOi 	du'ang 
danh 	gia 	hoan 
thanh ding viec. 

2.6 So ket, tong 
ket viec thgc 
hien cac van 

ban. 

1., Chit tri t6 chirc thgc hien so ket, tong 
ket viec thgc hien chu truong, chinh sach 
dm Dang, phap luat dm Nha nu6c ye 
phong, chong tham nhang, tieu cuc; chien 
lugc, chuong trinh, ke hoach, du an, de an 
ye phOng, ch6ng tham nhUng, tieu cuc. 

2., CM tri 6 chirc thgc hien so ket, tong 
ket thuc tin cong tac phOng, ch6ng tham 
nhUng, tieu cuc. 

Cac van ban ye so 
ket, tong ket &roc 
ban hanh. 

2.7 Phi hop thgc 
hien nhiem 

vu 

1. CM. tri phi hop vai cac co quan, to 
chirc co lien quan trong qua trinh thgc 
hien nhiem vu phOng, chong tham nhfing, 
tieu cuc. 
2. Chii tri ph6i hop chuan bi not dung phuc 
vu cac hOi nghi, cu6c hop, lam viec cila cac 
co quan Dang, Ban chi dao, Quoc h6i, 
Chinh phil..... ye cong tac phong, chong 
tham nhfing, tieu cuc khi c6 yeu au. 

Cong viec, nhiem 
vu duot thuc hien 
hieu qua, tao tali 
quan N tich cuc 
trong cong tac. 
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2.8 Thuc hien 
nhiem vu 

chung, hOi 
hop 

1. Chu tri cac cuOc hop chuyen mon dugc 
phan cong. 
2. Tham du cac cuOc hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day 
dit, chuan bi tai 
lieu 	va ,  3"/ 	kien 
phat 	bieu 	theo 
yeu cau. 
2. Ket Juan cac 
cuOc 	hop 	dirge 
giao chit tri. 

2.9 Xay dung va that hien ke hoach cong tac nam, quy, thang, , 
tuan dm ca nhan. 

Ke 	hoach 	cong 
tac 	dugc 	xay 
dung va thgc hien 
diing -den dO, dam 
bao chat bong. 

2.10 Thuc hien cac nhiem vu khac do cap tren giao. 

3. Cac mei quan he trong cong viec 

3.1. Ben trong 

Duvc quan 1ST trwc tip Ara kiem 
duy et ket qua boi 

Quin 157 trite tiep Cac dun vi phi 
hop chinh 

1. Thu truong co quan, don vi. 

2. Cap pho dm Thu twang co 
quan, don vi va theo phan cong. 

Cong chirc 	dugc phan 
ding quan 1y7 true ti'ep 
hoac theo mang cong tac. 

Cac co quan, don vi 
co lien quan. 

3.2. Ben ngoai 

Ban, WO, nganh, dia phiro'ng 
có quan he chinh 

A Ban chat quan he 

Cac co quan, to chirc, don vi CO hoat Ong 
lien quan den cong tac phOng, thong tham 
nhiing, tieu cite thuOc pham vi quail lyf dm 
co quan, don vi. 

- Tham gia cac cuOc hop co lien quan. 
- Cung cap cac thong tin theo yeu cau. 
_ Thu thap cac thong tin an thiet cho 
viec that hien cong viec chuyen mon. 
- Lay thong tin thong ke, tong hop. 
- Thuc hien bao cao theo yeu cau. 

4. Phalli vi quyen han 

TT Quyen Ilan cu the 

4.1 Dirge chit dOng -ye phuong phap that hien cong viec dugc giao. 

4.2 Tham gia y7 kien ve cac viec chuyen mon dm co quan, don vi. 

4.3 
Dugc cung cap cac thong tin chi dao di'eu hanh cila to chirc trong pham vi 
nhiem vu dugc giao. 

4.4 
Dugc yeu cau cung cap thong tin va danh gia mire dO )(de that dm thong tin 
phut vu cho nhiem vu dugc giao. 

4.5 
Dugc tham gia cac cuOc hop trong va ngoai co quan theo sit phan cong dm 
thu trtrang. 
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5. Cac yeu cAu ye trinh do, 'fang luc 

5.1. Yeu au yt trinh di) 

Nhem yeu au Yeu au cu th 

Trinh del dao tao 
Tot nghiep dai hoc tra len vai nganh hoac chuyen nganh dao tao 
pha hop vo'i linh voc cong tac. 

Boi dtrana - 

- CO bang tot nghiep cao cap b'T luan chinh tri hoac bang cao cap 
1)i luan chinh tri - hanh chinh; CO chimg chi boi clang nghiep vu 
Thanh tra vien cao cap; c6 chi mg chi boi &rang kien thirc quan l7 
nha nude theo tieu chuan ngach chuyen vien cao cap. 
- Ve trinh d8 tin hoc, ngoai ngil hoac tieng dan t8c thieu s8, dap 
Ow theo tieu chuan chung cita cac van ban hien hanh va theo quy 
dinh dm timg vi tri viec lam. 

Kink nghiem 
(thanh tich 
cong tac) 

- Co kinh nghiem chil tri xay dtmg, that'll dinh it nhat 02 van ban 
quy pham phap luat hoac de tai, de an, do an, chtrong trinh 
nghien ciru khoa hoc cap nha ntrac, cap 138, nganh ma ca quan sir 
dung Thanh tra vien chinh throe giao chi' tri nghien ciru, xay 
dung da dtrac cap c6 tham quyen ban hanh hoac nghiem thu. 
- Co kinh nghiem trong viec t8 chirc chi dao huang an, thanh 
tra, kiem tra,doi vai nhttng vu viec c6 tinh chat phirc tap, lien 
quan den nhieu nganh, linh vgc. 
- Co kinh nghiem lam Twang doan thanh tra, kiem tra va tham 
mtru ye cong tac phong, chOng tham nhimg, tieu cuc. 
- Co kik' tilde va am hieu ve cong tac phong, chtmg tham nhfing, 
tieu cuc. 
- CO tiled gian cong tac a ngach Thanh tra vien chinh va Wang 
ducmg tai thieu la 06 nam, trir truong hop la can 1)8, cong chirc, vien 
chirc, a quan Quan d'Oi nhan dan, Si quan Cong an nhan dan, ngtrai 
lam cong tac ca yeti cong tac 6.  co quan, to chirc, dan vi khac va 
dang gill ngach cong chirc, vien chirc, cap ham tucmg dtrcmg ngach 
Thanh tra vien cao cap chuyen sang ca quan thanh tra. 

Pham chat 
ca than 

- Tuyet d'Oi trung thanh, tin Wang, nghiem tile chap hanh chit 
truang, chinh sach cu Dang, phap luat dm Nha nude, quy dinh, 
quy the lam viec dm ca quan. 
- Tinh than trach nhiem cao voi cong viec, vari tap the. 
- Trung thirc, thang than, kien dinh va biet lang nghe. 
- Diem tinh, can than; linh hog va nhay ben. 
- Kha nang sang tao, to duy dOc lap; bao mat thong tin. 
- Kha nang quy tu, doan ket not b8. 
- Pham chat khac. 

Cac yeu du 
khac 

- CO nang lgc phan tich, tong hop, danh gia dux hien ca che, 
chinh sach, N thong h6a va de xuat dirge cac phucmg phap 
de hoan thien hoac giai guy& cac van de thirc ti'en dang dat ra 
thu8c chirc nang, nhiem vu dm ca quan, dun vi. 
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- Co kha nang nghien ciru xay dung van bansquy pham phap luat, 
hoach dinh chien lugc quan vi mo va de xuat cac giai phap 
time hien ve linh vgc chuyen mon, chuyen nganh phuc vu cho 
dog tac phOng, chong tham nhung, tieu cue. 
- Co nang luc to chirc chi dao tlwc hien viec,ung dung tien b0 
khoa hoc ky thuat de tien va nang cao chat lugng, hieu qua 
trong cong tac phOng, chong tham nhfing, tieu cue. 
- Co kha nang to chirc trier' khai nghien ciru, thgc hien cac de tai, 
de an thui5c linh vgc chuyen mon cna co.  quan, dun 
- CO kha Wang chiu ap luc cong viec lon, c6 sirc khoe tot.  

5.2. Cac nang 

Nhom Wang lve Ten "tang lug CAI) dO 

Nh6m nang 
Arc chung 

Dao dirc va ban linh 4-5 
TO chirc thgc hien cong viec 4-5 
Soan than va ban hanh van ban 4-5 
Giao tiep irng xir 4-5 
Quan N phi hop 4-5 

Sir dung ngoai ngit 

Phil hop vai chirc 
nang, nhiem vu 
cila co quan, t6 
chirc, don vi sir 
dung vi tri,  viec 
lam dugc cap co 
tham quyen phe 
duyet. 

Sir dung ding nghe thong tin 

Nhom nang Arc 
chuyen mon 

Kha nang chi tri nghien ciru, xay dung cac 
van ban (theo nhiem vu dm vi tri viec lam) 

5 

Kha nang huang an time hien cac van ban 
(theo nhiem vu cila vi tri viec lam) 

5 

Kha nang kiem tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

5 

Kha nang phi hop thgc hien cac van ban 
(theo nhiem vu cna vi tri viec lam) 

5 

Kha nang tham dinh, Op y cac van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

Nhom nang luc 
quan 1Sr 

Tu duy chien lugc 3-4 

Quail 1ST su thay doi 3-4 
Ra guy& dinh 3-4 
Quan lST nguen Arc 3-4 
Phat trien nhan vien 3-4 

PHE DUYET CUA LANH DA° 
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TEN CO QUAN 	CONG HOA Xik HOI CHU NGHIA VIET NAM 
TEN TO CHIC 	 DO 14p - Ttr do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Thanh tra vien chinh ye phong, 
cheing tham nhfing, tieu env 

Ma vi tri viec lam: 

Ngdy bat dau thuc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh ding viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ve phong, chcing that-it 
nhUng, tieu cuc 

1. Mnc tieu vi tri viec lam 

- Chu tri, tham muu hoach dinh, xay dung, t6 chirc thuc hien chinh sach, phap 
lust va chitin lucre ye phOng, chong tham nhung, tieu cuc; quy hoach, du,  an, de an, ke 
hoach, so ket, tong ket trong pham vi toan nganh; de xuat cac,giai phap nham hoan thien 
co che, chinh sach phap lust thong qua cong tac phong, chong tham nhUng, tieu eve. 

- Chit tri, tham muu va to chirc thgc hien the nhiem vu ve phong, ch6ng tham 
nhimg, tieu cut co tinh chat phire tap, lien quan den nhieu nganh, linh vvc, dia phuong. 

- Phat hien so ha trong co che quail ly, chinh sach phap lust thong qua cong the 
phOng, chong,tham 	lieu cue de kien nghi voi co.  quan nha nu& c6 	phap, 
bien phap khac phuc, gop phan nang cao hieu luc, hieu qua hoat dEng quart 1y nha 
nugc, bao ve 10 ich cna Nha nuac, quyen va lgi ich hop phap dm co quan, to chirc, ca 
nhan, thuc hien cac bien phap phong ngira, Oat hien va xir 13'7 theo tham quyen hoac 
kien nghi cap c6 tham quyen xir ly doi vgi hanh vi vi pham phap lust cua cac co quan, 
to chirc, ca nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 
Cac cling viec Tieu chi danh 

gia hoan thanh 
cong viec 

ming  cong 
viec 

X Cong viec en the 

2.1 Tham muu 
xay Ong van 

ban 

1. Chit tri xay dung thong tu thuc tham 
quyen cna Tong Thanh tra Chinh phit, BE 
twang, Thu twang co quan ngang BE; nghi 
quyet dm HEi Tong nhan cap tinh, quyet 
dinh dm ,Uy ban nhan clan cap tinh ye 
phong, chong tham flitting, tieu eve. 
2. Tham gia xay dung the du an Luat, Nghi 
quyet,  dm Qu6c hEi, Phap lenh, Nghi quy6t 
dm ,Uy ban Thuong vu Qucic hEi, Nghi 
quyet, Nghi dinh dm Chinh phit, Quyet 
dinh oda Thu Wang Chinh phi', Thong tu 
lien tich ve phong, ch6ng tham nhung, tieu 

1. Cac thong tu, 
nghi quyet, guyet 
dinh 	dugc 	ban 
hanh. 
2. Cac nhiem vu 
dugc 	giao 	thuc 
hien 	theo 	dung 
tie, dE, dam bao 
chat lugng. 
3. Chien 	luge, 
chinh sach, dinh 
huang, 	quy 
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cuc. 
3. Chil tri, tham mu xay dung chitin lime, 
chinh sach, dinh huong, quy hoach, kE 
hoach, dE an, du an ve phong, chOng tham  
nhfing, tieu cue; ve to chirc, can bO, dao tao, 
boi difang, thi dua, khen thuang, hop tac 
quoc te, hanh chinh, quail tri, tai chinh, tai 
vu, cai each hanh chinh cna nganh Thanh tra. 
4. Tham gia to chirc tham dinh, ra soat, hE 
thong Ma, phap dien hoa cac van ban quy 
pham phap luat ye phong, chong tham 
nhiing, tieu cue. 

hoach, ke hoach, 
de an, du an dugc 
cap 	co 	tham 
quyen phe duyet 
va ban hanh. 
4. TO chic thuc 
hien có hi'eu qua 
cac 	nhiem 	vu 
dugc giao. 

2.2 Huang clan 
va trien khai 

thuc hien 
cac van ban 

1.,  Chu tri, tham muu huong dan phap lujt 
ve,phong, chOng tham nhfing, tieu eve theo 
tham quyEn dOi vai cac nhiem vu dirge neu 
tai Muc 2.1 dm Phu luc nay. 
2. Chu tri, tham muu to chirc quan tri'et, 
quyen truyen, tri'en khai thuc hien chinh 
sach caa Dang, phap luat dm Nha nu& ve 
phong, chong tham nhfing, tieu cue. 

Viec twang elan 
dugc 	thuc 	hien 
dung tien dO, ke 
hoach, thai gian 
va chat luong. 

2.3 KiEm tra Chil tri, tham muu t6 chirc kiem tra theo 
tha' m quyen doi vai cac nhiem vu ve: 
- Tinh hinh thi hanh phap luat ve phong, 
chong tham nhiing, flair cue; 
- Kiem tra cong tac phong, chOng tham 
nhung, tieu cue theo quy dinh; 
- Viec thut hien cong tac dao tao, bOi duang, 
thi dua, khen thuang theo quy dinh dm phap 
luat va phan cap quan 1y cong chile; 
- Viec xay dung va t6 chirc thuc hien ke 
hoach ye phong, chong tham nhfing, tieu 
cue, the (10 thong tin, bao cao; 
- Viec thuc hien cong tac cai each hanh 
chinh theo phan cong cita cap co tham 
quyen; 
- Nhang nOi dung khk lien quan den l'inh 
vuc phong, chong tham nhfing, tieu cue 
theo chirc nang, nhiem vu, quyen han. 

dinh.  

Van ban bao cao 
ket qua kiem tra 
M. vai cac not 
dung dugc kiem 
tra theo dung quy  

2.4 Phong, 
chong tham 
nhfing, tieu 

cue 

Chu tri tham mini, t6 ,chfic thuc hien cac 
nhiem vu ve phong, chong tham nhfing, tieu 
cue theo tham quyen: 
- Cac giai phap phong ngira tham nhfing, 
tieu cue; 
- Phat hien tham nhfing, tieu cue; 

Cac 	nhiem 	vu 
dugc 	thuc 	hien 
&mg tien 4 ke 
hoach, thai gian va 
chat 	lugng 	theo 
dUng quy dinh 
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- Xir li tham nhang va hanh vi khac vi 
pham phap luSt ve ph6ng, chong tham 
nhiing, tieu cuc; 
- Nhang not dung khac lien quan d6n linh 
we phong, chong tham nhiing, tieu cuc. 

2.5 Tham dinh 
cac de an 

cong tac va 
bien soan 
nghiOp vu 

1. Chia tri, tham gia tham dinh cac du than 
de an, du an, chuong trinh, cong trinh cap 
nha ntrac, cap b6 ve ph6ng, chong tham 
nhiang, tieu cuc. 
2. Chu tri, tham gia bien soan, xay dung cac 
tai ,  li6u b6i difang nghi6p vu v6 ph6ng, 
chong tham nhiang, tieu ,cgc; hating dan 
nghiOp vu v6 phong, chong tham nhimg, 
tieu cuc. 
3. Chia tri, tham gia t6 chire, tham gia giang 
day, tap huan, Val. duang nghi6p vu ye 
phOng, elating tham nhiang, tieu cuc. 

1. N6i dung tham 
dinh dugc hoan 
thanh 	dam 	bao 
chat luting, theo 
diang ke hoach. 
2. Cac tai li6u 136i 
duang, hWmg clan 
nghi6p vu 	dirge 
ban hanh. 

3. Dugc co.  quan 
to chirc lop dao 
tao, 	b6i 	duang 
danh 	gia 	hoan 
thanh cong viOc. 

2.6 Su kk, tong 
ket vi6c thgc 
hi6n cac van 

ban 

1. Chu tri, tham gia to chile thuc hi6n so k&, 
tong kk vi6c thirc hiOn chi" truong, chinh 
sach oh Hang, phap lust dm. Nha nu& ve 
phOng, chong tham nhiang, tieu cuc; chitin 
lugc, chuong trinh, ke hoach, du an, de an 
v6 phong, chong tham nhiang, tieu cuc. 
2. Chu tri, tham gia 6" chirc thgc hi6n so 
k6t, tong ket thgc tin cong tac phong, 
chong tham nhiing, tieu cuc. 

Cac van ban v6 so 
ket, tong ket dirge 
ban hanh. 

2.7 Phi hop 
thgc hiOn 
nhi6m vu 

1. Chu ,tri, tham gia ph6i. hop vai cac co 
quan, to claim co lien quan trong ,qua trinh 
thgc hiOn nhiOrn vu phong, chong tham 
nhiang, tieu cuc. 
2. Chia tri, tham gia phi hop chuan bi not 
dung phuc vu cac h6i nghi, cuc hop, lam 
vi6c cila cac co quan Hang, Ban chi dao, 
Qu6c h6i, Chinh pita, Uy ban nhan dan, 
H6i dung nhan dan.... ve cong tac phOng, 
ch6ng tham nhung, tieu cue khi c6 yeu call. 

Gang vi6c, nhi6m 
vu dugc thgc hi6n 
hika qua, tao moi 
quan N tich cuc 
trong cong tac. 

2.8 Thgc hiOn 
nhiOtn vu 
chung, 116i 

hop 

1. Chia tri, tham gia cac cuc hop chuyen 
mon dugc phan cong. 
2. Tham du cac cuc hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day 
dia, chuan bi tai 
li6u 	va ,  ST 	kin 
phat , bieu 	theo 
yeu cau. 
2. K6t luan cac 
cuOc 	hop 	dugc 
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giao chit tri. 

2.9 Xay dung va thuc hien ke hoach ding tac nam, qu3'f, thang, 
tuan dm ca nhan. 

Ka hoach cong tac 
dugc xay dung va 
thuc 	hien 	theo 
dung ti'en di), dam 
bao chat lugng. 

2.10 Thuc hien cac nhiem vu khac do cap tren giao. 

3. Cac moi quan he trong cong viec 

3.1. Ben trong 

Duvc quan 1ST trtyc tiep Ira kiem 
d uyet ket qua bed Quin l'y trkrc tip Cac don vi phi 

hop chinh 

1. Thu trikmg co quan, don vi. 

2. Cap pho dm TM truong co 
quan, don vi va theo phan cong. 

COng chirc dugc phan 
cong quail V/ true tiap 
hoc theo mang cong tac. 

Cac co quan, don vi 
co lien quan. 

3.2. Ben ngoai 

Ban, bil, nganh, dia phirong 
có quan he chinh 

A Ban chat quan he 

Cac ca quan, to chirc, don vi có hoat Ong 
lien quan den cong tac phong, chong tham 
nhling, tieu cue thu(ic pham vi quail VT dm 
co quan, don vi. 

- Tham gia cac cug‘c hop co lien quan. 
- Cung cap the thong tin theo yeu cau. 
_ Thu thap cac thong tin can thiat cho 
viec thuc hien ding viec chuyen mon. 
- Lay thong tin thong Ice, tong hop. 
- nue hien bao cao theo yeu cau. 

4. Pham vi quyen han 

TT 7. 	 A Quyen hp cu the 

4.1 Dirge chili dOng ye phuong phap thuc hien cong viec dirge giao. 

4.2 Tham gia ST kin va cac viec chuyen mon cila co quan, don vi. 

4.3 Dugc cung cap thong tin va cong tac chi dao dial' hanh dm co quan trong 
pham vi nhiem vu dirge giao. 

4.4 Dirge yeu cau cung cap thong tin, danh gia mire d'g xac thuc dm thong tin 
phuc IT cho nhiem vu dirge giao. 

4.5 Dirge tham gia cac cui5c hop lien quan. 

5. Cac yeti can ve trinh do, 'fang line 

5.1. Yeu eau ve trinh dO 

Nhom yeu can Yeu cau cu the 

Trinh dt) dao tao 
Tat nghiep dai hoe tro len vai nganh holac chuyen nganh dao tao 
phii hop voi l'inh Niue cong tac. 
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Boi throng 

- Co chimg chi b6i clang nghiep vu Thanh tra vien chinh. 
- Co chirng chi b6i dirOng kien thirc quan ly nha nuot theo tieu 
chuan ngach chuyen via chinh hoac c6 bang cao cap ly luan 
chinh tri - hanh chinh. 
- Ve trinh d6 tin hoc, ngoai ngii hoac ti6ng dan t6c thieu so, dap 
irng theo tieu chuan chung ciia cac van ban hien hanh va theo quy 
dinh cna tong vi tri viec lam. 

Kinh nghiem 
(thanh tich 
cong tac) 

- Co kinh nghiem tham gia xay,  dung, tham dinh it nhat 01 van 
ban quy pham phap lust hoac de tai, de an, du an, chuong trinh 
nghien ciru khoa hoc tir cap co so tra len ma ca quan sir dung, 
quail ly Thanh tra vien &roc giao chn tri nghien ciru, xay dung da 
&roc cap c6 tham quyen ban hanh hoac nghiem thu. 
- Co kinh nghiem t6 chirc huong an, thuc hien the d'6, chinh 
sach, cac quy dinh ve chirc nang, nhiem vu; thuc hien de xuat cac 
bien phap thanh tra, kiem tra va danh gia. 
- Co kien thirc va am hieu ye cong tac ph6ng, chong tham nhfing, 
lieu cuc. 
- Co died gian cong tac a ngach Thanh tra vien va tuang &rang t6i 
thieu tir 09 nam ta len, trir tnx6ng hop la can bo, cong chirc, vien 
chirc, si quan Quan d0i nhan dan, si quan Cong an nhan dan, ngu6i 
lam cong tac co y6u cong tac 6 ca quan, to chirc, don vi khac va 
dang gift ngach cong chirc, vien chirc, cap ham tucmg throng ngach 
Thanh tra vien chinh chuyen sang co quan thanh tra. Tra6ng hop 
co thai gian tuong ducmg vai ngach Thanh tra vien thi thai gian gift 
ngach Thanh tra vien t6i thieu la 01 nam (du 12 thang). 

Phalli chat 
ca nhan 

- Tuyet gi trung thanh, tin Mang, nghiem Mc chip hanh chn 
twang, chinh sach dm Dang, phap lust dm Nha mac, quy dinh 
va quy the lam viec dm co quan. 
- Trach nhiem cao vai cong viec, vai tap the. 
- Trung thuc, thang than, kien dinh, bit Fang nghe. 
- Dikn tinh, can than. 
- Kha nang doan kk not b0. 
- Co y thirc bao mat thong tin cao. 
- Pham chat khac. 

Cac yeu cau 
khac 

- Co kha Wang de xuat nhang chit truang, giai phap giai quy6t cac 
van de thuc tin lien quan den chirc nang, nhiem vu ciia co quan, 
don vi. 
- CO kha Wang to chirc trien khai nghien dm, thuc hien cac de tai, 
de an thuc linh vuc chuyen mon ciia co quan, don vi. 
- Co kha nang chiu ap lirc cong viec 16n va di sire khoe tot. 

5.2. Cac 'Ong hrc 

Nh6m nang inc Ten 'fang Inv Cap di) 

Nh6m Wang Dao dire va ban linh 3-4 
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luc chung T6 chirc  thyc  hien cong viec 3-4 

Soan thao va ban hanh van ban 3-4 

Giao tip fing xir 3-4 

Quan he phi hop 3-4 

Sir dung ngoai ngit 

Phu hop voi chirc 
nang, nhiem vu oh 
co quan, t6 chirc, 
don vi sir dung vi 
tri viec lam throe 
cap c6 tham quyen  
phe duyet. 

Sir dung cong nghe thong tin 

Nhom nang lye 
chuyen mon 

Kha nang chit tri, tham muu xay dung cac 
van ban (theo nhiem vu dm vi tri viec lam) 

4 

Kha Wang huOng clan thuc hien cac van ban 
(theo nhiem vu ciia vi tri viec lam) 

4 

Kha Wang ki6m tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

4 

KM. nang phi hop time hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

KM. nang tham dinh, g6p 3'T cac van ban 
(theo nhiem vu dm vi tri viec lam) 

4 

Nhom nang li,rc 
quan VT 

Tyr duy chitin hroc 2-3 

Quan VT sit thay doi 2-3 

Ra quyet dinh 2-3 

Quail VT ngu6n luc 2-3 

Phat tri6n nhan vien 2-3 

V'6/ 
PHE DUYET CtJA LANH DAO 
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TEN CO QUAN 	CONG HOA XA HOI CHU NGHIA VIET NAM 
TEN TO CHIC 	 D6c 1Sp - Tkr do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Thanh tra vien 14 phong, ch6ng 
tham nhting, tieu clic 

Ma vi tri viec lam: 

Ngay bat dau thgc hi4n: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh cong viec 
lien quan: 

Theo cac van ban, quy dinh hiO hanh NTs phOng, ch6ng tham 
nhting, tieu cut 

1. Muc den vi tri viec lam 

- Tham muu, tham gia hoach dinh, xay dung, t6 attire thuc hien chinh sach, 
phap luSt va chien lugc ye phong, chong tham nhfing, tieu cue; quy hoach, dg an, de 
an, ke hoach, so ket, tong ket; de xuat cac giai phap nha'm hoar thin co.  che, chinh 
sach va phap lust th6ng qua cong tac phong, ch6ng tham nhting, tieu cgc. 

- Tham muu, tham gia thgc hien cac nhi?in vg ve phong, ch6ng tham nhiing, 
tieu cgc. 

- Phat hi'0 so.  hi trong ca ch6 quan 1y, chinh sach phap luSt qua phong, ch6ng 
tham nhiing, lieu cgc de kien nghi voi co quan nha nuac c6 giai phap, bin phap khac 
Ow, gop phan nang cao hien lgc, h* qua hoat dOng quart 15, nha nuac, bao vO lgi ich 
cua Nha nuac, quyen va loi ich hop phap dm co. quan, to chirc, ca nhan; thgc hi4n cac 
bien phap phong ngira, phat hiOn va xir ly theo tham quyen hoac kien nghi cap c6 tham 
quyen xir ly doi vai hanh vi vi pham phap luat cua cac co quan, to chirc, ca nhan. 

2. Cfic cong viec Ara tieu chi dfinh gia 

TT 
Cac cong viec 

Tien chi dfinh 
gia hoan thanh 

cong viec 
Mang cong 

viec 
Cong viec cu the 

2.1 Tham mini 
xay clung van 

ban 

1. Tham muu, tham gia xay dong cac dg an 
LuSt, Nghi quyet dm Qu6c hOi, Phap 14111, 
Nghi quyet cila Uy ban ThuOmg vu Qu6c 
hOi, Nghi quy6t, Nghi dinh dm Chinh phii, 
Quy6t dinh dm Thil tuong Chinh phii, 
Thong tu, Thong tu lien tich, nghi quyet 
dm ,H0i dong nhan cap tinh, cap ,huyn, 
quyet dinh dm Uy ban nhan dan cap tinh, 
cap huyn N4 phong, chong tham nhimg, 
tieu cp. 
2. Tham muu, tham gia xay dung chin 

Cac 	nhi'01 	vg 
dugc 	giao 	thgc 
hi'en 	theo 	thing 
ti69 dO, dam bao 
chat luting. 



14 

loge, chinh sach, dinh hu6ng, quy hoach, 
ke hoach, de an, du an ve phong, chtmg 
tham nhiing, tieu cue; 17&' to elide, can 118, 
dao tao, boi difung, thi dua, khen thuong, 
hop tac qu6c te, hanh chinh, quan tri, tai 
chinh, tai vu, cai each hanh chinh dm 
nganh Thanh tra. 
3. Tham muu, tham gia t6 chirc tham dinh, 
rd soat, he thong Ma, phap dien hoa cac van 
ban quy pham phap luat v6 phong, ch6ng 
tham nhting, tieu cue. 

2.2 Huang an 
va trien khai 

thuc hien 
cac van ban 

1. Tham muu, tham gia hu6ng an phap 
luat ve,pheng, chong tham flitting, tieu cue 
theo tham quyn d6i vai cac nhiem vu duge 
neu tai Muc 2.1 dm Phu luc nay. 
2. Tham muu, tham gia t6 chirc quart triet, 
tuyen truyL, trie'n khai thuc hien chinh 
sach dm Dang, phap luat dm Nha nude ve 
phong, chong tham nhfing, tieu cue. 

Cac 	nhiem 	vu 
duvc 	giao 	thuc 
hien theo 	&mg 
lien do, dam bao 
chat luting. 

2.3 Kim tra Tham muu, tham gia t6 chirc kiem,  tra theo 
tham quyen d6i vOi cac nhiem vu ye: 
- Tinh hinh thi hanh phap luat ve phOng, 
chong tham flitting, tieu cue; 
- Kiem tra cong tac phOng, chong tham 
flitting, tieu cue theo quy dinh; 
- Viec thut hien cong tae dao tao, b6i du6'ng, 
thi dua, khen thuang theo quy dinh dm phap 
luat va phan cap quart b'T cong chirc; 
- Viec xay dung va t6 chirc thuc hien k'6 
hoach ye phong, ch6ng tham flitting, tieu 
cue, the d8 thong tin, bao cao; 
- Viec thuc hien cong tac cai each hanh 
chinh theo phan cong dm cap c8 tham 
quyen; 
- Nhting not dung khac lien quan d6n firth 
vue phong, chong tham flitting, tieu cue 
theo chirc nang, nhiem vu, quyen han. 

dinh.  

Van ban bao ea° 
ket qua kiem tra 

'• 	 l• 

	cac doi Vat cac not 
dung dirge kiem 
tra theo dung quy 

2.4 Phong, 
chong tham 
flitting, tieu 

cyc 

Tham muu, tham gia t6 chirc thuc hien cac 
nhiem vu ye phOng, chong tham flitting, tieu 
cue theo tham quyen: 
- Cac giai phap phong ngira tham flitting, 
tieu cue; 
- Phat hien tham flitting, tieu cuc; 
- Xir 1S7 tham nhfing va hanh vi khac vi 

Cac 	nhiem 	vu 
dirge 	thuc 	hien 
dung ti6n d8, ke 
hoach, thed gian 
va 	chat 	hrong 
theo 	dung 	quy 
dinh. 
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pham phap 1114 ve phong, ch6ng tham 
nhung, tieu cuc; 
- Nhirng not dung khac lien quan den linh 
yuc phong, chong tham nhung, tieu cuc. 

2.5 ThAm dinh 
cac de an 

cong tac va 
Bien soan 
nghiep vu 

1. Tham gia tham dinh cac du thao d'' an, 
du an, chuong trinh, cong trinh cap nha 
nuo.c, cap b6 ye ph6ng, ch6ng tham nhiing, 
tieu cue. 
2. Tham muu, tham gia bien soan, xay dung 
cac tai lieu b6i duong nghiep vu ye phong, 
chong tham nhling, tieu rcuc; hugng dan 
nghiep vu ye phong, chong tham nhfing, 
tieu cue. 
3. Tham muu, tham gia t6 chirc, tham gia 
giang day, tap huan, boi duong nghiep vu 
ye ph6ng, chong tham nhung, tieu cuc. 

1. Ngi dung thAm 
dinh 	dirge hoan 
thanh 	dam 	bao 
chat luting, theo 
dung Ice hoach. 
2. Cac tai lieu b6i 
dir'Ong, huang an 
nghiep vu dugc 
ban hanh. 
3. Dugc co quan 
to chirc lop dao 
tao, 	boi 	duong 
danh 	gia 	hoan 
thanh cong yiee. 

2.6 So ket, tong 
ket vi& thgc 
hi@i cac van 

ban. 

1. Tham muu, tham gia to chirc thgc hin so.  
ket, thug ket vi& thuc hi@'i chit twang, 
chinh sach dm Hang, phap luat dm Nha 
nu& ye ph6ng, ch6ng tham nhung, lieu cue; 
chin ltruc, chuong trinh, ke hoach, du an, 
de an ye phong, chong tham nhung, tieu cue. 
2. Tham inni, tham gia t6 chirc thuc hien 
so ket, tong ket thuc tin cong tac phong 
ngira tham nhung, tieu cue. 

Cac 	nhi'01 	vu 
dugc 	thuc 	hien 
(tang tien d'6, ke 
hoach, 	tiled 	gian 
va chat luting. 

2.7 Phi hop 
thuc hien 
nhiem IT 

1. Tham muu, tham gia phi hop vai cac co.  
quan, t6 chirc cc') lien quan trong qua trinh 
thuc hien nhiem vu phong, ch6ng tham 
nhung, tieu cue. 
2. Tham muu, tham gia phi hop chuan bi 
not dung phuc vu cac h6i nghi, cuc hop, 
lam \flee,  dm cac co.  quan Hang, Ban chi 
dao, Quoc h6i, Chinh phi', Uy ban nhan 
dan, H6i long nhan dan... ye ding tac 
phong, ch6ng tham nhung, tieu cue khi c6 
yeu cau. 

Cong viec, nhiem 
vu dugc thuc hien 
hieu qua, tao m6i 
quan he tich cue 
trong cong tac. 

2.8 Time hien 
nhiem vu 
chung, h6i 

hop 

1. Tham du cac cuc hop lien quan den linh 
yuc chuyen mon dirge phan cong. 
2. Tham du the cuc hop don vi, hop co.  
quan theo quy dinh. 

Tham du dAy dii, 
chuan bi tai lieu 
IAy hen phat 
bieu theo yeu cau. 

2.9 Xay dung va thuc hien 1(6 hoach cong tac nam, quy, thang, 
, 

tuan dm ca nhan. 

K6 	hoach 	cong 
tac 	dugc 	)(ay 
dumg va thuc hien 
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theo dung tin a 
dam 	bao 	chat 
luting. 

2.10 Thuc hi41 cac nhi'm vu khac do cap tren giao. 

3. Cac mei quan he trong cong viec 

3.1. Ben trong 

Dtryc quan 15T truc tiep va kiem 
duyet ket qua heti Quart 1Sr truc tiep Cac don vi phei 

hop chinh 

1. Thu truang co quan, don vi. 

2. Cap pito cua Thutwang co 
quan, dan vi va theo phan cong. 

Cong chirc 	dugc phan 
cong 	quart 	ly7 ttvc tiep 
ho4c theo mang cong tac. 

Cac ca quan, dan vi 
co lien quan. 

3.2. Ben ngoai 

Ban, be, nganh, dia phiro'ng co quan he 
chinh 

Ban chit quan he 

Cac co quan, 6 chitc, dan vi c6 hoat dOng 
lien quan den cong tac phong, chong tham 
nhfing, tieu cgc thuc pham vi quan ly/ dm 

quan, don V. co' 

- Tham gia cac cuOc hop co lien quan. 
_ Cung cap cac thong tin theo yeu cau. 
- Thu thap cac thong tin can thiet cho 
viOc thuc hiOn cong vi& chuyen mon. 
- Lay thong tin thong ke, tong hop. 
- Thgc hi'n bao cao theo yeu cau. 

4. Pham vi quyen han 

TT Quyen han cu the 
4.1 Dirac chit Ong v6' phuong phap thuc hin cong vi& dugc giao; 

4.2 Tham gia 3"7.  kin v'e cac vi& chuyen mon cita co quan, don vi; 

4.3 Dugc cung cap thong tin v'e cong tac chi dao di6su hanh cilia co quan trong 
pham vi nhi@rt vu dugc giao; 

4.4 Mtge yeu au cung cap thong tin, danh gia mirc dO xac thuc dm thong tin 
phuc vu cho nhiOt vu dugc giao; 

4.5 Dugc tham gia cac cuOc hop lien quan. 

5. Cac yeu eau ve trinh de, 'tang hrc 

5.1.Yeucauvetrinhde 

Nhom yeu cau Yen eau cu the 

Trinh do dao tao Tot nghi0 dai hoc tra len, chuyen nganh phit hop v6i yeu cau vi 
tri vi& lam. 

Boi doting - Co chltng chi bo' i dutng ngh4 vu ngach Thanh tra vien; chimg 
chi 136i du'ang nghi0 vu quail 1ST nha nu& ngach chuyen vien. 

- Ve trinh dO tin hoc, ngoai ngfr hoc ti6ng dan tOc thi6u s6, dap 
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ling theo tieu chuan chung dm the van ban hi0n hanh va theo quy 
dinh dm tirng vi tri vi0c lam. 

Kinh nghi0m 
(thanh tich 
cong tic) 

- CO it nhat 02 nam lam ding tic phong, ch6ng tham nhfing, tieu 
cgc khong ke thoi gian tap sit hoar co it nhat 05 nam cong tic tr6 
len d6i vai can b6, cong chirc, vien chirc, si quan Quan dOi nhan 
dan, si quan Cong an nhan dan, nguoi lam cong tic co.  yeu cong 
tic 6 co quan, t6 chirc, don vi khde chuyen sang co quan thanh tra. 
- De xuat cac bi'n phap thanh tra, kiem tra va danh gia. 
- CO kien thirc va am hieu ve cong tic phong, ch6ng tham nhung, 
tieu cuc. 

Pham chat 
ca. nhan 

- Tuy0t d6i trung thanh, tin Wong, nghiem Vic chap hanh chit 
truang, chinh saeh dm Dang, phap luat dm Nha mr6c, quy dinh 
va quy the lam vi0c dm co.  quart. 
- Trach nhi0m cao vai cong vi0e, vai tap the. 
- Trung thuc, thing than, kien dinh, biet Fang nghe. 
- Diem tinh, can than. 
- Kha nang doan ket nOi b0. 
- CO 57 thirc bao mat thong tin cao. 
- Pham chat khac. 

Cac yeu cau 
khde 

- Co kha nang de xuat nhang chit truang, giai phap giai guy& cac 
van de thuc till lien quan den chirc nang, nhi0m vu oh co quart, 
don vi. 
- CO kha nang to chirc trien khai nghien dm, thuc hin cac de tai, 
de an thu6c tinh vac chuyen mon dm co quan, don vi. 
- CO kha nang chiu ap luc cong vi0c lan va co sire khoe tot. 

5.2. Cfic 'fang hp 

Nhom nang hie Ten Wang ltyc Cap di) 

Nhom nang lac 
chung 

Dao dirc va ban l'inh 2-3 

T6 chirc thuc hiO cong vi& 2-3 

Soan thao va ban hanh van ban 2-3 

Giao tier) irng xir 2-3 

Quan N phi hop 2-3 

Sir dung ngoai ngit 

Phil hop von chirc 
nang, nh*n vg dm 
co quan, to chirc, 
don vi sir dung vi 
tri vi& lam dugc 
cap co tham  quyen 
phe duye't. 

Sir dung ding ngl* thong tin 

Nhom nang lac 
chuyen mon 

Kha nang tham muu, tham gia xay dung cac 
van ban (theo nh*n vu cila vi tri viec lam) 

3 
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Kha nang huang an thuc hien cac van ban 
(theo nhiem IT dm vi tri viec lam) 

3 

Kha nang kiem tra viec thuc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

3 

KM nang phi hop thuc hien cac van ban 
(theo nhiem vu dm vi tri viec lam) 

3 

Kha nang them dinh, g6p ST cac van ban 
(theo nhiem vu dm vi tri vies lam) 

3 

NhOm nang luc 
quan 15,  

Tu duy chitin lugc 1 -2 

Quan 15,  six thay dOi 1 -2 
• Ra quyet dinh 1 -2 

Quan 1ST ngutm luc 1 -2 

Phat trie'n nhan vien 1-2 

PHE DUYET CUA L -A' NH DAO 
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TEN CO QUAN 	LONG HOA XA-  HO CHU NGHiA VIET NAM 
TEN TO CIItrC 	 WO 14p - Tu do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Chuyen \Tien cao cap ve phOng, 
chOng tham nhiing, tieu cuc 

Md vi tri viec lam: 

Ngay bat dau thuc hien: 

Dia diem lam yiec: Cac co quan thanh tra 

Quy trinh cong vi'ec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ve pilling, chling tham 
nhiing, tieu cue 

1. Muc tieu vi tri yiec lam 

- Chil tri cong,tac tham muu hoach dinh, xay dung, to chirc thuc hien chinh 
sach, phap lust va chien lugc ye phong, chong tham nhfing, tieu cue; quy hoach, du an, 
de an, ke hoach, so ket, tong ket trong pham vi toan nganh; de xuat cac giai phap nham 
hoan thien co che, chinh sach va phap lust thong qua cong tac pilling, chong tham 
nhung, tieu cuc. 

- Chit tri de xuat va to chirc 'awe hien cac nhi'em vu ye pilling, chOng tham nhfing, 
tieu cut CO tinh chat phirc tap, lien quan den nhieu nganh, linh yuc, dia. phuang. 

- Phat hien so ha trong co the quan 13'7, chinh sach phap lust thong qua cong the 
phong, chOng,tham nhfing, tieu cuc de kien nghi vai co quan nha mac co gial phap, 
bien phap khac phuc, Op phan Wang cao hieu luc, hieu qua hoat dOng quan ly nha 
nuo.c, bao ve 10 ich dm Nha nuoc, quyen va lgi ich hop phap dm co quan, to chirc, ca 
nhan; thuc hien cac bien phap pilling,  ngira, phat hien va xir ly7 theo tham quyen hoac 
kien nghi cap có tham quyen xir 13'7 doi vgi hanh vi vi pham phap lust cila cac co quan, 
to chirc, ca nhan. 

2. Cac cong ITO Ira tieu chi danh gia 

TT 
Cac cong AO Tien chi danh 

gia hoan thanh 
cling yiec 

Mang cong 
AO Cong AO cu the 

2.1 Tham muu 
xay dung van 

ban 

1. Chu tri nghien ciru, xay dung, hoan thien 
the the hoac cac van ban quy pham phap 
lust, cac chill trucmg, chinh sach ve pilling, 
ch'6ng tham nhling, tieu cue. 
2. Chil tri,nghien dm, xay dung quy dinh, 
quy che ye pilling, chong tham nhfing, tieu 
cue. 

Cac van ban dugc 
cap 	co 	tham 

^ 	b 	' quyen ban hanh. 

2.2 Huang clan, 
tong ket, 

kiem tra, va 

1. Chu tri to chirc quail tri'et, tuyen truyen, 
trien khai thgc hin chinh sach dm Dang, 
phap lust dm Nha nuac, chin luoc, dinh 

Hoan 	thanh 
nhiem,  vu 	dam 
bao tin dO, chat 
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dao tao, b6i 
dtfang 

nghiep vu 

huang chuong trinh, k6 hoach... ve phong, 
ch6ng tham nhUng, tieu cuc. 

2. Chit tri to chirc thuc hien cac cac nhiem 
vu ve phong, ch6ng tham nhUng, tieu cuc 
theo tham quyen; 

3. Chu tri kiem tra viec thuc hien phap lujt 
ve phong, ch6ng tham nhUng, tieu cuc. 

4. Chit tri so ke't, tong yt, danh gia va de xuat 
cac phuong an sira doi, bo sung, tang ctrong 
hieu luc, hieu qua cila ding tac quart 13'T. 

5. Chit tri giang day, tap huan, b6i duong 
nghiep vu lien quan den cong tac phong, 
ch6ng tham nhcing, tieu cuc. 

ltrgng theo quy 
dinh. 

2.3 Tham dinh 
cac de an 

Chit tri tham dinh cac du utak) de an, du an, 
chuong trinh, cong trinh cap nha ntrat, cap 
1)8 ve phong, ch8ng tham nhang, lieu cuc. 

N6i 	dung 	tham 
dinh dugc hoan 
thanh 	dam 	bao 
chat hrong, theo 
dung ke hoach 

2.4 Phi hop 
trong cong 

tac 

Phi hop vai cac co quan, to chirc, don vi, 
ca nhan trong va ngoai co quan khi thuc 
hien nhiem vu. 

Cong viec, nhiem 
vu duoc thuc hien 
hieu qua, tao m6i 
quan N tich cuc 
trong cong tac. 

2.5 Thgc hien 
nhiem vu 
chung, h8i 

hop 

1. Chu tri cac cuc hop chuyen mon dugc 
phan cong. 
2. Tham du cac cuc hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day 
du, chuan bi tai 
lieu 	va ,  3'7 	kien 
phat 	bieu 	theo 
yeu cau. 
2. K6t lujn cac 
cuc 	hop 	dugc 
giao chit tri. 

2.6 
Xay dung va thgc hien lce hoach cong tac Wain, q4, thang, 
tuan dm ca nhan 

K6 	hoach 	cong 
tac 	dtrgc 	xay 
dung va thgc hien 
theo dung ti'en d8, 
dam 	bao 	chat 
ltrang. 

2.7 Thgc hien cac nhiem vu khac do cap tren giao. 

3. Cac moi quan he trong cong viec 

3.1. Ben trong 
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Dtryc quan VT trtyc tiep va kiem 
duyet ket qua beri 

Quan VT trip tiep Cac don vi phtii 
hyp chinh 

1. Thu triMmg ca quan, don vi. 

2. Cap pho dm Thu truang ca 
quan, don vi va theo phan cong. 

COng 	chirc 	dirge phap 
cong quart VT trgc tiep 
hoac theo mang cong tac. 

Cac ca quan, don vi 
c6 lien quan. 

3.2. Ben ngoai 

Ban, b0, nganh, dia phiro'ng 
co quan he chinh 

Ban chat quan he 

Cac co quan, t6 auk, dun vi c6 hoat 
(Ring lien quan den cong tac phong, 
chong tham nhilng, tieu cue thuOc 

d l pham vi quail l3"7 dm ca quan, don vi. 

_ Tham gia cac cu8c hop co lien quan. 
_ Cung cap cac thong tin theo yeu cau. 

, 
- Thu Map cac thong tin can thiet cho viec 
thuc hien ding viec chuyen mon. 
- Lay thong tin thOng ke, tong hop. 
- Thgc hien bao cao theo yeu cau. 

4. Pham vi quyen han 

TT Quyen han oil the 

4.1 Dirge chil dOng ve plurang phap thgc hien cong viec dugc giao; 

4.2 Tham gia 3'T kien ve cac viec chuyen mon dm co quan, don vi; 

4.3 Dirge cung cap thong tin ve ding the chi dao dieu hanh dm co quan trong 
pham vi nhiem vu &roc giao; 

4.4 Duoc yeu cau cung cap thong tin, danh gia mix d8 xac thirc cila thong tin 
phuc vu cho nhi'em vu duoc giao; 

4.5 Dirge tham gia cac cu8c hop lien quan. 

5. Cac yeu eau ve trinh cho, Hang hrc 

5.1. Yeu au ve trinh di) 

Nhom yeu au Yeu au cu the 

Trinh (18 dao tao 
T6t nghiep dai hoc to.  len, chuyen nganh pha hop vori yeu cau vi 

• 	• 	• tri viec lam. 

B6i duang 

- Co chung chi 136i duOng kien thirc, ky nang quan lS7 nha nu6c 
doi vai cong chirc ngach chuyen vien cao cap hoac c6 bang cao 
cap lST luSn chinh tri - hanh chinh; 
- Ve trinh d8 tin hoc, ngoai ngir' ho'4c tieng dan tOc thieu s6, dap 
frng theo tieu chuan chung dm cac van ban hien hanh va theo quy 
dinh cila timg vi tri viec lam. 

Kinh nghiem 
(thanh tich 
cong tac) 

- Co kinh nghiem chil tri xay dung, thamdinh it nhat 02 van ban 
quy pham phap lust hoac de tai, de an, du an, chuong trinh 
nghien cfru khoa hoc cap 1)8, nganh thuOc linh vgc,  ding tac 
phOng, chong tham nhcing, tieu cgc da dirge cap CO tham quyen 
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ban hanh hoac nghiem thu. 
- Co kinh nghiem to chirc twang dan, thuc hien the dO, chinh 
sach, cac quy dinh ve chirc nang, nhiem vu; thuc hien de xuat cac 
bien phap kiem tra va danh gia. 
- CO kien thire va am hies'u ve cong tac phong, chOng tham nhfing, 
tieu cue. 
- CO tiled gian gift ngach chuyen vien chinh va Mang ducmg tir du 
06 nam tra len. 

- Tuyet dOi trung thanh, tin Mang, nghiem Mc chap hanh chi' 
twang, chinh sach dm Dang, phap luat cua Nha nuac, quy dinh 
va quy the lam viec dm ca quan. 
- Trach nhiem cao vai cong viec, voi tap the. 

Pham chdt 
ca nhan 

- Trung thuc, thang than, kien dinh, biet Fang nghe. 
- Diem tinh, can than. 
- Kha nang doan ke't nOi b0. 
- Coy tilde bao mat thong tin cao. 
- Pham chdt khac. 

Cac yeti eau 

- Co kha nang de xudt nhftng chi' truong, giai phap giai quy'et cac 
van de thuc tin lien quan den chirc nang, nhiem vu dm cor quan, 
dan vi. 

khac - CO kha nang to chirc trien khai nghien eiru, time hien cac de tai, 
de an thuc linh we chuyen mon dm cor quan, don vi. 
- Co kha nang chiu ap luc cong viec Fan va co sue kh6e tot. 

5.2. Cac "ang lire 

Nhom Hang lug Ten 'fang hrc CAp di) 

Nh6m nang lac 
chung 

Dao dire va ban linh 4-5 

T8 chirc thuc hien cong viec 4-5 

Soan thao va ban hanh van ban 4-5 

Giao tiep img xir 4-5 
,: i  Quan he pho hop 4-5 

Sir dung ngoai nyi 

Phil hop vai chirc 
nang, nhiem vu cua 

A 	, co quan, to chac, 
dan vi sir dung vi 
tri viec lam dirge 
cap co tham quyen  
phe duy'et. 

Sir dung cong nghe thong tin 

Nh6m nang lac 
chuyen mon 

Kha nang chil tri nghien dm, xay dung cac 
van ban (theo nhiem vu dm vi tri viec lam) 

5 

Kha nang hu6ng ddn thuc hien cac van ban 5 
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(theo nhiem vu dm vi tri viec lam) 

Kha Wang ki'em tra viec thuc hien cac van 
ban (theo nhiem vu cila vi tri viec lam) 

5 

Kha nang phi hop thgc hien cac van ban 
(theo nhiem vu oh vi tri viec lam) 

5 

Kha nang tham dinh, g6p 3'7 cac van ban 
(theo nhiem vu dm vi tri viec lam) 

5 

Nhom nang lire 
quan VT 

Tu duy chitin lucre 3-4 

Quan VT su thay doi 3-4 

Ra quyet dinh 3-4 

Quan VT ngu6n luc 3-4 

Phat trie'n nhan vien 3-4 

PHE DUYET CUA LANH DINO 



24 

TEN CO QUAN 	LONG HOA XA-  HOI CHU NGHIA VIET NAM 
TEN TO CHIC 	 DOc 14p - Tv do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Chuyen vien chinh ve phong, cheing 
tham nhiing, tieu care 

Ma vi tri viec lam: 

Ngdy bAt du thgc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh ding viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ve phong, chO'ng tham 
nhung, tieu cue 

1. Muc tieu vi tri viec lam 

- Chit tri, tham muu hoach dinh, )(ay dung, t6 chirc thgc hien chinh sach, phap 
luat va chien lugc ye phong, chong tham nhung, lieu cgc; quy hoach, dg,  an, de an, ke 
hoach, so ket, tong ket trong pham vi toan nganh; de xuat cac,giai phap nham hoan thien 
co che, chinh sach va phap luat thong qua cong tac phOng, chong tham nhung, tieu cgc. 

- Chit tri, tham muu va to chirc thgc hien cac nhiem vu ve phong, chong tham 
nhung, tieu cue c6 tinh chat pithy tap, lien quan den nhieu nganh, linh vut, dia phucmg. 

- Phat hien so ha trong co che quart VT, chinh sach phap luat thong qua cong tac 
phong, chong,tham 	lieu cuc de kien nghi vai co quan nha nu6c co 	phap, 
bien phap khac phuc, gop phan nang cao hieu lgc, hieu qua hoat dOng quan ly nha 
nude, bao ve lgi ich cita Nha ntrac, quyen va lgi ich hop phap cua co quan, to chirc, ca 
nhan; thuc hien cac bien phap phong ngira, phat hien va xir ly theo tham quyen hoac 
kien nghi cap co tham quyen xir 1ST doi vai hanh vi vi pham phap luat cua cac co quan, 
to chine, ca nhan. 

2. Cac cong viec va tieu chi danh gia 

TT 
Cac ding viec Tien chi danh 

gia hoan thanh 
cong viec 

Mang cong 
viec 

Cong viec cti. the 

2.1 Tham mutt 
xay dung 
van ban 

Chit tri nghien ciru, xay dung, hoan thien the 
che hoac cac van ban quy pham phap luat, 
cac chit tnrong, chinh sach, quy dinh, quy 
che ve ph6ng, chong tham nhfing, tieu cgc. 

Cac van ban dugc 
c6p , 	co 	tham 
quyen ban hanh. 

2.2 Huang 
dan, kiem 
tra va gao 
tao, boi 
doting 

nghiep vu 

1. Chit tri, tham mutt t6 chirc quan triet, 
tuyen truyen, trien khai thgc hien chinh sach 
dm Dang, phap luat ctla Nha mot, chin 
luoc, dinh hugng chuang trinh, ice hoach... 
ve phong, chong than]. nhung, tieu cgc. 

2. Chit tri, tham mint to chirc thuc hien cac 
nhiem vu ve phong, chong tham nhung, tieu 

Cong viec, nhiem 
vu 	dugc 	thuc 
hien 	dam 	bao 
chat 	luting, 	tien 
d6 theo quy dinh. 
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cvc theo thdm quyen. 

3. Chit tri, tham muu kie"rn tra viec thvc 
hien phap luat ve phong, chong tham 
nhfing, tieu cvc. 
4. Chi' tri, tham muu to chirc so.  ke't, tong 
ke't, danh gia va de xudt cac phuang an sira 
gi, be sung, tang cu6ng hieu lvc, hieu qua 
dm cong tac quan 13"/. 
5. Chil tri, tham mini bien soan giao trinh, 
tai lieu hung clan; giang day, tap huan, boi 
dung nghiep vu ye phong, chong tham 
nhang, tieu cvc. 

2.3 Thdm dinh 
cac de an 

Chii tri, tham mini thdm dinh cac du thao de 
an, du an, chuang trinh, cong trinh cap nha 
nuac, cap be, cap tinh ye phong, chong 
tham nhang, tieu cvc. 

Nei 	dung thdm 
dinh dugc hoan 
thanh 	dam 	bao 
chat lugng, theo 
dung ke hoach. 

2.4 Phi hop 
trong cong 

tac 

Phei hop vai cac ca quan, to chirc, don vi, 
ca nhan trong va ngoai ca quan khi thvc 
hien nhiem vv. 

Cong viec, nhiem 
vv dirge thvc hien 
hieu qua, tao mei 
quan N tich eve 
trong cong tac. 

2.5 Thvc hien 
nhiem vu 
chung, hOi 

hop 

1. Chii tri, tham gia cac cuec hop chuyen 
mon dugc phan cong. 
2. Tham du cac cuec hop don vi, hop co 
quan theo quy dinh. 

1. Tham du day 
di', 	chudn bi tai 
lieu 	va 	Si 	kien 
phat 	bleu 	theo 
yeu cau. 
2. K& Juan cac 
cuec 	hop 	dugc 
giao chi' tri. 

2.6 Xay dung va thvc hien ke hoach cong tac nam, guy, 
thang, tuan dm ca nhan. 

1(6 	hoach 	cong 
tac 	dugc 	xay 
dung va thvc hien 
&mg tien de, dam 
bao chdt lugng. 

2.7 Thvc hien cac nhiem IT khac do cap tren giao. 

3. Cac moi quan he trong cong viec 

3.1. Ben trong 

Ducre quail 1S,  trtrc tiep va kiem 
duyet ket qua biii 

A Quin 1ST tro'c tiep 
Cac do'n vi phi hop 

chinh 

1. Thu truing ca quan, don vi. 
2. Cdp phi dm Thu truing co. 

Cong chirc dugc phan 
cong quan ly trvc tiep. 

Cac ca quan, don vi 
co lien quan. 



26 

quan, dan vi va theo phan cong. hoac theo mang cong tac 

  

3.2. Ben ngoli 

Ban, bi), nganh, dia phirung 
có quan he chinh 

Ban chit quan he 

Cac co quan, t6 chirc, dan vi c6 hoat dOng 
lien quan den cong tac phong, chong tham 
nhung, tieu cue thuc pham vi quail l7 dm 
co quan, don vi. 

- Tham gia cac cu6c hop c6 lien quan. 

_ Cung cap cac thong tin theo yeu cAu. 
- Thu th4p cac thong tin can thi& cho 
vi6c thuc hi6n cong vie:c chuyen mon. 
- Lacy thong tin thong ke, tong hop. 
- Thuc hi6n bao cao theo yeu cau. 

4. Pham vi quyen han 

TT Quyen han cu the 
4.1 Duoc chil d6ng v6 phuang phap thuc hi6n cong vi6c duoc giao. 

4.2 Tham gia yT kin v6 cac vie:c chuyen mon cila co quan, don vi. 

4.3 Duoc cung cap th8ng tin v6 cong tac chi dao ditu hanh cila ca quan trong 
pham vi nhi6m vu duoc giao. 

4.4 Duoc yeu cAu cung cap thong tin, danh gia mirc d6 xac thuc cila th8ng tin 
phuc vu cho nhie:m vu dugc giao. 

4.5 Duot tham gia cac cu6c hop lien quan. 

5. Cac yeu au ve trinh do, 'fang Itre 

5.1. Yeu eau ve trinh d() 

Nhom yeu eau Yeu eau cu the 

Trinh d6 dao tao 
Tot nghi6p dai hoc tra len, chuyen nganh pha hop Arai yeu ca'u vi 
tri viec lam. 

136i throng 

- Co chirng chi b6i throng nghi6p vu quan 13'r nha nu& ngach 
chuyen vien chinh. 
- V6 trinh d6 tin hoc, ngoai ngit hoac ti6ng dan t6c thi6u s6, dap 
irng theo tieu chuan chung dm cac van ban hi6n hanh va theo quy 
dinh dm tirng vi tri vi6c lam. 

Kinh nghiem 
(thanh tich 
cong tac) 

- Da tham gia xay dung, tham dinh it nhtat 01 van ban quy pham 
phap luat hoac de tai, de an, du an, chuong trinh nghien ciru 
khoa hoc tir cap ca sof tra len da duoc cap c6 tham quyen ban 
hanh hoac nghi6m thu. 
- CO kinh nghi6m t6 chirc hu6ng clan, thuc hi6n ch6 d6, chinh 
sach, cac quy dinh v6 chirc nang, nhi6m vu; thuc hi6n de xuat cac 
bin phap kiem tra va danh gia. 
- CO kin thirc va am hiL v' cong tac phong, cluing tham nhimg, 
lieu cuc. 
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- Co tiled gian cong taco ngach chuyen vien va tuong &rang tai 
thieu la 09 nam. 

- Tuyet dOi trung thanh, tin Wang, nghiem tiic chdp hanh chit 
trucmg, chinh sach dm Dang, phap ludt cua Nha nu6c, quy dinh 
va quy the lam viec ciia co quan. 
- Trach nhiem cao v6i cong viec, vai tap the. 

Pham chat 
ca nhan 

- Trung thgc, thang than, kien dinh, biet Fang nghe. 
- Diem tinh, can than. 
- Kha nang loan ket not be. 
- Coy Cothirc bao mat thong tin cao. 
- Phdm eh& khac. 

Cac yeu cdu 

- CO kha nang de xudt nhang chi' truong, giai phap giai quye't cac 
van de thgc tien lien quan den chirc nang, nhiem vu ciia co.  quan, 
don vi. 

kha.c - CO kha Wang to chirc trien khai nghien ciru, thgc hien cac de tai, 
de an thuec linh vgc chuyen mon ciia co quan, don vi. 
- CO kha nang chiu ap lire cong viec lan va co sire khOe tot. 

5.2. Cac nang lire 

Nhom nang bye Ten "ang lip Cap dii 

Nhom nang lgc 
Chung 

Dao dire va ban linh 3-4 

TO chirc thgc hien cong viec 3-4 

Soan thao va ban hanh van ban 3-4 

Giao tiep irng xir 3-4 

Quan he phoi hop 3-4 

Sir dung ngoai ngit 

Phil hop voi chirc 
Wang, nhiem vu 
dm co quan, t6 
chirc, don vi sir 
dung vi tri viec 
lam &roc cap co 
thdm quyen phe 
duyet. 

Sir dung cong nghe thong tin 

Nhom nang luc 
chuyen mon 

Kha nang chit tri nghien ciru, tham mini xay 
dung the van ban (theo nhiem vu dm vi tri 
viec lam) 

4 

Kha nang huang clan thgc hien cac van ban 
(theo nhiem vu ciia vi tri viec lam) 

4 

Kha nang kiem tra viec thgc hien cac van 
ban (theo nhiem vu dm vi tri viec lam) 

4 

Kha Wang phOi hop thuc hien cac van ban 4 
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(theo nhim vu dm vi tri v* lam) 

KM. nang tham dinh, goy 3'T the Van ban (theo 
nhi.01 vu dm vi tri vi'& lam) 

4 

Nhom nang lire 
pan ly 

Tu duy chitin lugc 2-3 

Quan ly sly thay di 2-3 

Ra guy& dinh 2-3 

Quart 13'r ngu6n Fp 2-3 

Phat trie'n nhan vien 2-3 

4te 
PHE DUYET CUA LANH DA0 
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TEN CO QUAN 	LONG HOA XA HOI CHU NGHIA VIET NAM 
TEN TO CI-WC 	 Dec 14p - Tu. do - Hanh phtic 

BAN MO TA VI TRI VIEC LAM 

Ten VTVL: Chuyen vien ve phong, cluing tham 
nhiing, tieu cue 

Ma vi tri viec lam: 

Ngdy bat au thuc hien: 

Dia diem lam viec: Cac co quan thanh tra 

Quy trinh ding viec 
lien quan: 

Theo cac van ban, quy dinh hien hanh ve phong, ch6ng tham 
nhting, tieu cuc 

1. Muc tieu vi tri viec lam 

- Tham muu, tham gia hoach dinh, xay dung, t6 chirc thuc hien chinh sach, 
phap luat va chien lugc ye phong, chong tham nhfing, tieu cuc; quy hoach, du an, de 
An, ke hoach, so k'et, tong ket; de xuat cac giai phap nham hoan thien co che, chinh 
sach va phap luat thong qua cong tac phong, chong tham nhting, lieu cuc. 

- Tham muu, tham gia thuc hien cac nhi'em vu ye phOng, ch6ng tham nhang, 
tieu cuc. 

- Phat hien so ha trong co ch6 quart ly, chinh sach phap luat qua phOng, ch6ng 
tham nhting, tieu cuc de kien nghi vai co quan nha nuac co giai phap, bien phap khac 
phuc, gap phan nang cao hieu hrc, hieu qua hoat &Ong quart ly nha 'mot, bao ve lgi ich 
cua Nha mac, quyen va lgi ich hop phap cua co quan, to chirc, ca nhan; thuc hien cac 
bien phap phOng ngira, phat hien va xir ly theo tham quyen hoac kien nghi cap c6 tham 
quyen xir ly doi vgi hanh vi vi pham phap luat cua cac co quan, to chirc, ca. nhan. 

2. Cac cong viec va tieu chi clanh gia 

TT 
Cac cong viec 

Tieu chi clanh 
gia hoar' thanh 

con viec 

Mang ding 
viec Cong viec et.' the 

2.1 Tham muu 
xay dung van 

ban 

Tham muu, tham gia xay dung, hoan thien the 
che hoac cac van ban quy pham phap luat, cac 
chit tnrong, chinh sach, quy dinh, quy che ve 
phOng, chong tham nhung, tieu cuc. 

Cong viec, nhiem 
vu dugc thuc hien 
dam 	bao 	chat 
lugng, tien dO. 

2.2 Huang an, 
kiem tra va 
dao tao, boi 

du'ang 
nghiep vu 

1. Tham mull, tham gia t6 chirc quart triet, 
tuyen truyen, triL khai thuc hien chinh sach 
dm Dang, phap luat dm Nha nugc, chin 
lugc, dinh twang chuong trinh, ke hoach... 
ve' phong, ch6ng tham nhung, tieu cuc. 

2. Tham muu, tham gia t6 chirc -dux hien 

Nhi'em vu dugc 
thuc 	hien 	dung 
tien dO, ke hoach, 
died gian va chat 
lugng 	theo 	quy 
dinh. 
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cac cac nhiem vu y&s phong, ch8ng tham 
nlifing, tieu cue theo tham quy'en. 

3. Tham muu, tham gia kie'm tra viec thuc 
hien phap 14t ve phong, chOng tham 
nhung, tieu cue. 

4. Tham muu, tham gia to chirc so k6t, tong 
ke't, danh gia va de xuat cac phuung an sira 
doi, b6 sung, tang cuerng hieu luc, hieu qua 
dm cong the quail lyT. 
5.,  Tham muu, tham gia cong tac ,dao tao, 
b8i duang nghiep vu ye phong, chong tham 
nhung, tieu cuc. 

2.3 Tham dinh 
cac de an 

Tham muu, tham gia tham dinh cac du.  thao 
de an, du an, chuong trinh, cong trinh ye 
phOng, chOng tham nhung, tieu cuc. 

I\18i 	dung 	tham 
dinh dugc hoan 
thanh 	dam 	bao 
chat luong, theo 
dung ke hoach. 

2.4 Phi hop 
trong cong 

tac 

Phi hop yoi cac co quan, to chile, don vi, 
ca nhan trong va ngodi co quan khi thuc 
hien nhiem vu. 

Cong viec, nhiem 
vu dugc thgc hien 
hieu qua, tao moi 
quan he tich cuc 
trong cong the. 

2.5 Thuc hien 
nhiem vu 
chung, hOi 

hop 

1. Tham du cac cuc hop lien quan den linh 
yuc chuyen mon dugc phan cong. 
2. Tham du cac cu8c hop don vi, hop co 
quan theo quy dinh. 

Tham du day dil, 
chuan bi tai lieu 
va 	y7 	kien 	phat 
bieu theo yeu cau. 

2.6 Xay dung va thuc hien ke hoach cong tac nam, quy, thang, • 
tuan dm ca nhan. 

K6 	hoach 	cong 
tac 	dugc 	xay 
dung va dive hien 
dam bao tin d8, 
chat lugng. 

2.7 Thuc hien cac nhiem vu khac do cap tren giao. 

3. Cac miii quan he trong cong viec 

3.1. Ben trong 

Duqc quill 1ST tryc tip Ara ki;ern 
duyet ket qua Uri 

 Quin 1ST tryc tip Cac don vi pho'i 
hqp chinh 

1. Thu twang co quan, don vi. 

2. Cap pho dm Thu tnxang co 
quan, don vi \Ta theo phan cong. 

Cong chirc dugc phan 
cong quail lYT truc ti6p 
ho4c theo mang cong tac. 

Cac co quan, don vi 
co lien quan. 
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3.2. Ben ngoai 

Ban, bi), nganh, dia phu'ong 
co quan h? chinh 

Ban chat quan he 

Cac co quan, to elide, don vi co hoat dOng 
lien quan den cong tac phong, chong tham 
nhang, tieu circ thuOc pham vi quan b'T dm 
co quan, don vi. 

- Tham gia cac cuOc hop có lien quan. 
_ Cung cap cac thong tin theo yeu au. 
- Thu thap cac thong tin an thiert cho 
vi& thoc hiOn cong vi& chuyen mon. 
- Lacy thong tin dieing ke, tong hop. 
- Thuc hiOn bao cao theo yeu au. 

4. Pharr vi quyen han 

TT Quyen hun cu the 

4.1 Buoy chili dOng v'e phuong phap thirc hiOn cong vi& &roc giao. 

4 2 . DIAN kin nghi saa d6i, bO sung co che, chinh sach, phap lust va cac bin 
phap hanh chinh nham tang cuong quail 1)',  nha. nude. 

4.3 
Dtroc cung cap thong tin ve cong tac chi dao dial hanh cila don vi trong pham 
vi nhiOm vu &roc giao. 

4.4 
Buoy yeu au cung cap thong tin, danh gia mac dO xac time caa thong tin 
phuc vu cho nhiOm vu &roc giao. 

4.5 Duoc tham gia cac cuOc hop lien quan. 

5. Cac yeu can ve trinh cho, Wang luc 

5.1. Ye'n can ve trinh di) 

NhOm yeu can Yen eau cu the 

Trinh dO dao tao 
Tot nghiep dai hoc tr .& len, chuyen nganh pha hop vai yeu cau vi 

• 	• 	• 
tri vi& lam. 

Boi difang 

- Co chirng chi bOi difOng nghie;p vu quan I Si nha nu& ngach 
chuyen vien. 

- W trinh dO tin hoc, ngoai nga hoac ti6ng clan tOc thiL se), dap 
irng theo tieu chuan chung ciia cac van ban hin hanh va theo quy 
dinh dm tang vi tri vi& lam. 

Kinh nghiem 
(thanh tich 
cong tac) 

- D'd xuAt cac bin phap thanh tra, kiLn tra va danh gia. 

- Kin thirc va am hiL v'e cong tac phOng, chOng tham nhung, 
tieu eve.  

Pham chat 
ca nhan 

- TuyOt d6i trung thanh, tin Wong, nghiem tac chap hanh cha 
truong, chinh sach dm Bang, phap lust caa Nha mac, quy dinh 
dm co quan. 

- Tinh thSn trach nhiOni cao voi cong vi&, vai tap th6, phi hop 
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cong tee tot. 

- Co ST thirc bao met thong tin cao. 

- Trung thirc, thong than, kien dinh, Net reng nghe. 

- Diem firth, can then. 

- KM nang doan ket not bO. 

- Phem chat khac. 

- CO kha nang de xuAt nhung giai phap gial quy& cac yen de thgc 
Cac yeu cau 

khac 
tin lien quan den chirc nang, nhiem vu cilia co.  quan, t6 chirc. 

- Co sire kit& tot. 

5.2. Cac nang lire 

Nhom nang hyc Ten 'fang ltyc CAp di) 

Nhom nang 
luc chung 

Deo dire va ban linh 2-3 

T6 chirc thirc hien cong viec 2-3 

Soen than va ban hanh van ban 2-3 

Giao tiep irng xir 2-3 

Quan N phi hop 2-3 

Sir dung ngoai ngu 

Phil hop vai chirc 
nang, 	nhiem vu 
cite 	co.  quan, t6 
chirc, don vi sir 
dung vi tri,  viec 
lam dugc cap co 
them quyen phe 
duyet. 

Sir dung cong nghe thong tin 

Nhom nang luc 
chuyen mon 

Kha nang tham mmt, tham gia xay dung cac 
van ban (theo nhiem vu cite vi tri viec lam) 3 

KM nang huang den thgc hien cac van ban 
(theo nhiem vu ale vi tri viec lam) 

3 

Kha nang kiem tra viec thirc hien cac van 
ban (theo nhiem vu cila vi tri viec lam) 

3 

Kha 'tang phi hop thirc hien cac van ban 
(theo nhiem vu cue vi tri viec lam) 

3 

KN. Wang them dinh, g6p y cac van ban (theo 
nhiem vu cita vi tri viec lam) 

3 

Nhom nang lire 
quan 1ST 

Ttr duy chien lugc 1-2 

Quart lY sir thay dOi 1-2 
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Ra guy& dinh 1-2 

Quan 1ST ngutm hrc 1-2 

Phat trie'n nhan via 1 -2 

PHE DUYET CUA LANH DAD 



Phu luc III  
G CAP DO XAC DINH NANG LVC 
RI VIEC LAM CONG CIWC NGHIEP VU 
UYEN NGANH THANH TRA 

g tu. so  01/2023/TT-TTCP ngay 01 thang 11 nam 2023 
ciia Thanh tra Chinh phi() 

I. NHOM NANG LI1C CHUNG 

CAp 
di) 

Duo dtic 
va ban 

linh 

TO chik 
thyc hien 
cong viec 

Soan thao va 
ban hanh 
van ban 

Giao 
tiep ling 

xir 

Quan • he phOi 
hyp 

dun • g 
ngoui 
ngii• 

Sir dung 
cong nghe 
thong tin 

5 

Tao dung 
van 	hoa 
dan 	dat 
viec 	thgc 
hi6n 	dao 
dire va ban 
linh. 

Dua ra cac 
dinh hiking 
chitin lugc. 

Phan 	tich, 
danh 	gia, 
phan 	bi6n, 
hoach 	dinh 
chinh sach. 

Giao tiep 
tot y'd van 
de mang 
tinh 
chitin 
lilac. 

Thiet 
llap 	cac 
dinh 
huang 
quan h6 
doi,  tac 
chitin 
luoc. 

Sir 
dung 
thanh 
thao 
ngon 
ngit. 

Am 	hi6u 
v6 	cong 
ngh6 thong 
tin; 	sir 
dung dirge 
nhieu cong 
cu a trinh 
d6 cao va 
tham 	gia 
xay dung 
cac 	phan 
mem 
chuyen 
mon. 

4 

Chit d6ng, 
trach 
nhi'6in cao 
vai 	cong 
viec; 
huang ,  
dan, kiem 
tra 	viec 
thgc hi6n. 

Nh4ri 	bit 
tru6c 	va 
thich 	irng 
vai yeu cau 
mad 	dm 
cong 	viec; 
pilaf 	huy 
nguon 	lgc 
ben trong va 
ben ngoai de 
c6 giai phap 
darn 	bao 
chat 	lugng 
cong viec. 

Hi6u bit v6 
vai 	tro, 	tac 
dOng xa h6i 
dm 	chinh 
sach; 	xay 
dung 	khung 
phap 1.7 ho trq 
viec thgc thi 
chinh sach. 

Giao tiep 
tot trong 
va ngoai 
ca quan, 
don vi. 

Thi6t 
14p 
mang 
ltroi 
quan h6 
6,  nhieu 
cap. 

Giao 
tiep 
troi 
chay, 
linh 
hoat. 

Am 	hi6u 
ye 	eking 
ngli'6 thong 
tin 	va 	sir 
dung mot 
so, 	phan 
mem nang 
cao, 	quail 
tri co so du' 
li6u. 

3  

Trach 
nhi6m cao 
vai 	cong 
viec 	dirge 
giao, 
gtrang 

De xuat di6u 
chinh 	thii 
tuc, 	quy 
trinh 	lam 
viec... 	kip 
thOi a dap 
irng tot han 

Phan 	tich, 
danh gia, d6 
xuat 	chinh 
sach phi' hop 
Wei 	chitin 
1u c, 	dinh 
huang 	dai 

Giao tiep 
tot vai to 
chu' c 
trong not 
bO 	co 

Tim 
kiem co 
h6i xay 
dung va 
ma 
rOng 
mang 

Trao 
d6i, 
giai 
thich 
dugc 
nhang 
th6ng 

Hi6u 	Net 
co ban ye 
cong ngh"6 
thong 	tin 
va sir dung 
mot 	so 
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mau trong 
thuc hien. 

nhu can dm 
co quan, dia 
phucmg. 

hart 	cilia 	co. 
quan, dan vi, 
dia phucmg. 

quan, 
don vi. 

hx6i 
quan 
N. 

tin 
phirc 
tap. 

phan mem 
nang cao. 

2 

Tu 	nhan 
trach 
nhiem voi 
ding viec 
dugc giao, 
chuan muc 
trong thgc 
hien. 

Linh 	hoat 
trong 	to 
chirc 	thuc 
hien 	ding 
viec 	nham 
dam bao cac 
lieu 	chuan' 
chat 	luting -, 
da 	thong 
nhat. 

Nam 	yi:mg 
cac quy dinh 
va vai fro, tac 
dOng cua he 
thong van ban 
dm 	Hang, 
van ban phap 
quy va van 
ban 	hanh 
chinh dia co 
quan c6 tham 
quyen. 

Tillie day 
giao tiep 
hai chieu. 

Thiet 
lap 
dugc 
mang 
ltrai 
quan he 
tot 
trong 
nei be. 

Trao 
doi, 
trinh 
bay 
thong 
tin, 
ngan 
gon. 

Hieu 	biet 
co ban ye 
may 	tinh 
14 sir dung 
met 	so 
phan mem 
nang cao. 

1 

Trach 
nhiem yai 
cong viec 
dugc giao, 
chuan muc 
trong thuc 
hien. 

To 	chirc 
thuc 	hien 
cong 	viec 
theo 	fieu 
chuan 	chat 
luting, 	quy 
trinh c6 san. 

Nam 	dugc 
cac quy dinh 
ye van ban 
cila 	Hang, 
van ban phap 
quy va van 
ban 	hanh 
chinh de ap 
dung 	vao 
cong 	viec 
chuyen mon. 

Nghe va 
trinh bay 
thong tin 
met cach 
re rang. 

To 
m6i 
quan he 
tot, chil 
d'eng 
phei 
hop vOi 
clang 
nghiep 
trong 
cong 
viec. 

Giao 
tiep 
co 
ban. 

Hieu 	biet 
va sir dung 
may 	tinh 
va met so 
phan mem 
co ban. 

Ghi 	Ccip clo cluac xac clinh tic cao xudng thcip, twang Ling tic 5 clin 1. 

II. NHOM NANG LIIC CHUYEN NGANH THANH TRA 

Cap 
01 

Tham muu xay 
dung van ban 

Huolig 
din Kiem tra 

Thanh tra, tiep cong 
din, giai quytt khieu 

nai, to cao, phong, 
chang tham nhung, 

tieu cuc 

Kha nang 
phai hop 

5 

- Chit tri nghien 
ciru, xay dung: 
Lug, Nghi quyet 
dm Quoc hei, 
Phap lenh, Nghi 
quyet 	dm 	1:Jy 
ban Thuong vu 
Quec hei, Nghi 
quyet, Nghi dinh 
dm Chink phit, 
Quyet dinh dm 
Thu 	tuang 

- Chit tri 
huang 
clan phap 
luat 	ye 
thanh tra, 
tiep cong 
dan 
khieu 	, 
nai, 	to 
cao 	va 
phOng, 
chong 

Chit' 	tri to 	chirc 
kiem tra ve: 

- Tinh hinh thi 
hanh phap lug v'e 
thanh 	tra, 	tier) 
cong dan, khieu 
nai, 	to 	cao , va 
phang, 	chong 
tham nhung, tieu 
clic.  

- Thanh tra: 

+ Chit tr1 xay dung 
Dinh huong chuong 
trinh 	thanh 	tra, , ke 
hoach thanh tra hang 
nam. 

+ Chit' tri tó chirc thuc 
hien cac cuoc thanh 
tra; giam sat hog Ong 
down thanh tra. 

- 	Chit 	tri 
phoi 	hop , . 	, 
vat cac co. 
quan, 	to 4  
chile, 	ca 
nhan 	co 
lien 	quan 
trong thuc 
hin nhiem 
vu 	thanh , 
tra, 	tiep 
cong dan, 
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Chinh 	phis 	ye 
thanh 	tra, 	tiep 
cong dan, khi6u 
nai, to 	cao , va 
phong, 	chong 
tham nhang, tieu 
cuc. 

- 	Chit tri 	xay 
dung chi6n lucic, 
chinh sach, dinh 
hu6ng, 	quy 
hoach, k6 hoach, 
de.  an, du an ve 
thanh 	tra, 	tiep 
ding dan, 	giai 
quyet khieu nai, 
to cao va phong, 
chong 	tham 
nbilng, tieu cuc; 
ve to chirc, can 
b6, dao tao, boi 
duang, thi dua, 
khen 	thtrong, 
hop tac qu6c ye', 
hanh chinh, quan 
tri, tai chinh, tai 
vu, cai each hanh 
chinh cita nganh 
Thanh tra. 

- Chit tri t6 chirc 
tham 	ra 
sok, 	he 	thong 
h6a, phap di6n 
hoa cac van ban 
quy pham phap 
luat ye thanh tra, 
tiep 	ding ,dan, 
khieu nai, to cao 
va phong, chong 
tham nhimg, tieu 
cuc. 

tham 
Wiling, 
tieu cue. 
_ A Chit tri 
to 	chirc 

, quan 
triet, 
tuyen 
truy6n, 
tri6n khai 
thuc hien 
chinh 
sach dm 
Bang, 
phap luat 
ciia Nha -, 
nu6c ve 
thanh tra, 
tiep cong 
dan, giai 
quy6t 
khieu 	, 
nai, 	to 
cao 	va 
phong, 
ch6ng 
tham 
nhfing, 
tieu cuc. 

- Tinh chinh xac, 
hop phap cila cac 
ket 1uan va quyet 
dinh xir 	1ST 	sau 
thanh 	tra; 	viec 
thuc 	hien 	ket - 	— 
luan, 	kien nghi, • , 	• 
quyet dinh xir 1ST 
ye thanh tra. 

- Viec xay dung 
va t6 chirc thuc 
hien 	k6 	hoach 
thanh 	tra 	hang 
na'm. 
_ Viec thuc hien 
yeu cAu, kien nghi 
du co quan, to 
chirc, ca nhan c6 
tham 	quy6n 	v6 

A tiep cOng dan, xir. 
„ don, , , •A 13T aon, xmeu nai, 
to cao. 

- yiec thuc hien 
the d6 thOng tin, 
bao cao dm ngarth 
Thanh tra; 

- Cong tac phong, 
ch6ng 	tham 
nhimg, 	fieu 	cuc 
theo quy dinh; 

- Vi'ec thuc hien 
ding tac dao tao, 
b6i 	du6ng, 	thi 
dua, khen thuang 
theo quy dinh cila • 
P, 	luat va phan -;- 
cap quan 1ST doi 
vai 	cong 	chirc 
thanh tra. 

- Viec thuc hien 
ding tac cai each 
hanh chinh theo 
phap 	cong 	cita 
Chinh phi. 

+ Chit tri don d6c, theo 
doi tin d6 thut hien 
ke hoach thanh tra. 

+ Chu tri theo doi, don 
d6c viec thuc hien k6t 

.. • A , • A. 1uan, hen nghi, quyet 
dinh dmh xtr ly' 1/6 thanh tra. 
' 

+ Chu tri to chirc rat 
kinh nghiem, nhan xet, 
dank gia viec thuc hien 
nhiem vv thanh tra.  

, 
- Tip .cOng dan, xir !Sr 
don, pal quyet khieu 
nai, to cao: 

+ Chit tri t6 ch.& tiep 
cong dan, xir 1ST don tai 
triA s6 tiep cong dan va 
dia di6m tiep ding dan. 

+,, Chit,  tri,  tiep cong.  
dan, xir 1y don, , pat 
quy6t khi6u nai, to cao , . 	, . 	_ 
dot vat nhftng vu viec 
Bong nguat, vu viec 
ton Ong, phirc tap, 
keo dai lien quan den . 
trach nhi.e.m du nhieu 
nganh, do. phucmg. 

+ Chit tri theo dOi, don 
doe cac co quan, don 
vi c6 tham quy6n xir 
15T, tra 16i v6 viec giai 

 khieu •A 	• 	.A 	, quyet xtueu nal, to cao, , 	•A 	, 	• 	, 	, 	, 	1 	. nen nghi, pnan ann, 
thuc hien quytt dinh 

— • 	— • A 	• pat quyet xrueu nal, 
ket luan not dung to 
cao. 

,  
- Phong, chong tham 
nhung, tieu cuc: Chit 
tri to chirc thuc hien 
cac giai phap phong 
ngira tham nhcmg; phat 
hien tham &Ong; xir 1ST 
tham nhang va hanh vi 
khac vi pham phap luat 
v6 phong, chong tham 
nhfing, tieu cuc. 

)(ft 1ST don, 
giai, quyet 
kyieu nai, 
to cao va 
phong, 
chong , 
"lam  
nhfing, 
tieu cuc. 

- 	1.111 	tri 
phoi 	h9p 
chuan 	bi 
nOi 	dung 
phijc 	vu 
cac 	hOi 
nghi, cuc 
h9P, 	lam 
v* dm 
the 	co 

Dquanang, Ban  
chi 	dao, 
Qu6c h6i, 
chinh, 	phu' , 
cac 	b6,, 
nganh 	ve 
cong 	tac 
thanh 	tra 
khi co  yen 

cau. 
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- 	Chu tri 	xay 
dung thong 

tham  thuOc 	tham 
quyen cila Tong 
Thanh tra Chink 
phil, BO tnroug, 
Thu truC'mg co 
quan ngang BO; . 
nghi ctuyet cu' a 
HOi Ong nhan 
cap 	tinh, 	cap 
huyen, 	quyet 
dinh cila Uy ban 
nhan 	dan 	cap 
tinh, cap huyen 
ve thanh tra, tiep 
cong dan, khieu 
nai, t6 cao va 
phong, 	chong 
tham nhfing, tieu 
cvc. 

- Tham gia xay 
dung cac cdr an 
Lust, Nghi quyet 
cila 	Qu6c 	hoi, 
Phap lenh, Nghi 
quyet dm U y 
ban Thuong vu 
Qu6c hOi, Nghi , 
quyet, Nghi dinh 
cita ,Chinh phit, 
Quyet dinh cua 
Thu 	Wang 
Chinh 	phii, 
Thong 	to 	lien 
tich ye thanh tra, 
tiep 	ding dan, 

	

, 	, 
khieu nai, to cao 
va phong, chong 
tham nhung, tieu 
MP. 

- 	Tham 	muu, 
tham 	gia 	xay 
dtmg chien luoc, 
chinh sach, dinh 
huoug, , 	quy 
hoach, ke hoach, , 
de an, du an ye 
thanh 	tra, 	tiep 
cong dan, khieu 
nai, to 	cao va 

- Chu tri, 
tham 
muu 
huang 
clAn phap 
lust 	ve 
thanh tra, 
tiep cling 
dan,  
khieu 	. 
nai, 	to 
cao 	va 
phong, 
chOng 
tham 
nhiing, 
tieu cvc. 

- Chu' tri'  th 
 am 	, muu 	to 

chfic 
quan 
triet, 
tuyen 
truyen, 
trien khai 
thuc hien 
chinh 
sach dm 
Dang, 
phap lust 
cila Nha 
nu& ve 
thanh tra, 
tiep cong 
dan, 
khieu 

' nai, 	to 
cao 	va 
phOng, 
chong 
tham 

tang' 
tieu ctrc. 

Chu tri, tham muu 
to chirc kiem tra 
ve: 

_ Tinh hinh thi 
hank 	p pha' 	lust ve 
thanh 	tra, 	tier, 
con., dan, khi6n  

. '' A 	„ nai, 	to 	cao , va 
phong, 	_ 	Chong 
tham nhung, tieu 
cm.  

- Tinh chinh xac, 
hop phap cila cac 
ket luan Va. quyet 
dinh xir l57 	sau 
thanh 	tra; 	viec 
thuc 	hien 	ket 
luan, kin nghi, 
quyet dinh xir 15r 
ye thanh tra. 

- Viec xay dung , 
va to chirc thuc 
hien 	ke 	hoach 
thanh 	tra 	hang 
nam• 

- Viec thuc hien 
yeu call, kien nghi 
eta co quan, t6 
chile, ca nhan có 
thArn 	quyen 	ye 
tiep ding dan, xu 
1ST don, khieu nai, 
to cao. 

- Viec thuc hien 
che dO thong tin, 
bao cao cilia nganh g 
Thanh tra. 

- Cong tac phong, 
chtmg 	tham  
nhling, 	tieu 	cue 
theo quy dinh. 

- Vic thuc hien 
ding tac dao tao, 
boi 	duang, 	thi 
dua, khen thuong 
theo quy dinh cila 
phap lust va phan 
cap quan ly Mi 

- Thanh tra: 

+ Chu tri tham muu , 
xay dung Dinh huong 
chucmg trinh thanh tra, 
ke hoach thanh tra 
hang nam. 

, 
+ Chu tri, tham gia to 
chirc 	thtrc 	hien 	cac 

., 	, 	tra; CUOC thank um; giam 
sat host dOng doan 
thanh tra. 

+ Chil tri, tham gia don 
Mc, theo din ti6n dO 
thuc hien ke hoach 
thanh tra. 

+ Chu tri, tham gia 
theo dai, don Mc viec 
thvc 	hien ket 	luan, 

- - hen nghi, quyet dinh 
xfr 157 ve thanh tra. 

, 
+ Chu tri, tham gia to 
chile rut kinh nghiem, 
nhan xet, danh gia viec 
thuc hien nhiem vu 
thanh tra tra.  

- Tiep cong dan, xir 1Sr 
don, giai quy6t khi6u 
nai, to cao: 

+ Chu tri, tham gia t6 
g 	, xu chine tiep cong dan, 	' 

l - 	- 
tai 	

- 	, 	.,f, 
y dan tai tru so tiep 

cong dan va dia diem 
tiep cong dan. 

+ Chu tri, tham gia tiep 
cong 	- 	, 	• cong dan, xu ly don, 
giai quyet khieu nai, to 
cao d6i voi nhimg vu 
viec dong nguei, vu 
viec ton dong, phirc 
tap, keo dai lien quan 
den trach nhiem dm 
nhiu nganh, dia 
phuong. 

+ Chn tri, tham gia 
theo doi, don Mc cac 
co quail,. don vi CO 
tham,quyen xir VT, tra 
lost ye viec giai quyet 

- Chu tri, 
tham 	gia 
pho:i 	hop 
yen cac co: 
quan, 	to 
chirc, 	ca. 
nhan 	co 
lien 	quan 
trong thus .,, 	.,, 
hien nhiem 
vu 	thanh 
tra, 	tiep 
cong  dan, 
xir 15T don, 

giai quYet 
khieu nai, 
t6 cao va 
phong, 
chong 
tham 
nhfmg,  
tieu ctrc. 

- Chu tri, 
-Limn 	gia 
phoi 	hop 
chuan 	bi 
not 	dung 
phuc 	vu 
cac 	hOi 
nghi, cuOc 

h9P' 	lam  viec 	cila 
,, cac 	co 

quan  

Dang, Ban  
chi 	dao, 
Qutic hOi, 
Chinh phii, 
cac 	b0, 
nganh, lily 
ban 	nhan 
dan, 	HOi 
&mg nhan 
dan 	ve 
citing 	tac 
thanh 	tra 
khi co yeu cAu.  
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phong, 	ch6ng 
tham nhUng, tieu 
cuc; ve to chic, 
can b0, dao tao, 
b6i 	duong, 	thi 
dua, 	khen 
thuong, ,hop tac 
quoc 	te, 	hanh 
chinh, quan tri, 
tai chinh, tai vu, 
cai 	each 	hanh 
chinh cila nganh 
Thanh tra. 

- 	Tham 	muu, 
tham gia t6 chirc 
thAm 	dinh, 	ra 
scat, 	he 	thong 
hoa, phap din 
hoa cac van ban 
quy pham phap 
luat ve thanh tra, 
tiep 	ding ,dan, 
khieu nai, to cao 
va phong, chong 
tham nhUng, tieu 
cuc. 

voi 	cong 	chic 
thanh tra. 

- Viec thuc Men 
cong tac cai each 
hanh chinh theo 
phan 	cong 	cilia 
Chinh phi. 

khieu nai, t6 cao, kin 
nghi, phan anh; thuc 
hien quyet dinh giai • • 	• 
quyet khieu nai, ket 

• - luan not dung to cao. 

- PhOng, chong tham 
nhfing, tieu cuc: Chu
tri, tham muu t6 chirc 
thuc hien cac giai phap 
phong ngira tham 
nhting; phat hien tham 
nhfing; xir 1Sr tham 
nhUng va hanh vi khac 
vi pham phap luat ve 
phong, ch6ng tham 
nhang, tieu cuc. 

3 

- 	Tham muu, 
tham 	gia 	xay 
dung cac du an 
Luat, Nghi quyet 
cilia 	QuOc 	h6i, 
Phap lenh, Nghi 
quyet 	cila 	Uy 
ban Thuong vu 
Queic hol, Nghi 
quytt, Nghi dinh 
cila Chinh phi, 
Quyet dinh cila 
Thu 	Wong 
Chinh 	phi'', 
Th6ng tir, Thong 
to lien tich, nghi 
quytt 	cila HOi 
dong nhan cap
tinh, cap huyen, 
rytt dinh cila 
Uy ban nhan &- 
cap 	tinh, 	cap 
huyen ye thanh 
tra, 	tiep 	cong 
dan, khieu nai, to 

- 	Tham 
muu, 
tham gia 
huang 
dan phap 
luat 	ye 
thanh tra, 
tiep cong 

khieu 	, 
nai, 	to 
cao 	va 
phong, 
ch6ng 
tham 
nhiing, 
tieu cuc, 
- 	Tham 
muu, 

 

tham gia 
to 	chic 
quan 
triet 
twi'en 

Ti  

Tham hum, tham 
gia t:6 chic kiem 
tra ve: 

_ Tinh hinh thi 
hanh phap luat ve 
thanh 	tra, 	tiep  

ding dan, khitu 
 

nai, 
	t6 	cao • va 

pnong, 	chong 
, - 	tieu tham nnung, ueu 

cuc . 

- Tinh chinh xac,
hop phap dm cac --, 
ket Juan va quyet 
dinh xi 15r sau 
thanh 	tra; 	viec 
thuc 	hien 	ket 

kien nghi, 
quytt dinh xir 1S, 

ye thanh  tra. 
- Viec xay dung 
va to chirc thuc 
hien 	kt 	hoach 

clan, 
 

- Thanh tra: 

+ Tham muu, tham gia 
xay dung Dinh huong 
chucmg trinh thanh tra, 
kt hoach thanh tra 
hang nam.  

+ Tham mini, tham gia 
to chirc thuc hien cac 

- 	thanh tra; giam 
sat  hoat d6ng  loan  

thanh tra. 

+ Tham mini, tham gia 
don d6c, theo doi tiers 
do thuc hien ke hoach 
thanh tra. 

+ Tham mini, tham gia 
theo doi, don doe viec 
thuc 	hien 	ket A  lu.an, 
hen nghi, quyet dinh 
'dr l5r ve thanh tra. 

+ Tham mini, tham gia 
t6 	chirc 	nit 	kinh 
nghiem, 	nhan 	xet, 

- 	Tham 
mini, tham 

i_gia 	phi 

11" 	vai  
cac 	co.  
quan, 	to 
chirc, 	ca 
nhan 	có 
lien 	quan 
tong thuc 
hi'0 nhie.in 
vu 	thanh 

• A 

tra, 	tiep 
cong dan, 
xii 1ST don, 
giai quyet 
khieu nai, 
to 	va 
phong, 
ch6ng 
tham 
nhimg, 
tieu cuc.  
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cao va phong, 
chong 	tham 
nhting, tieu cue. 

- Timm muu, 
tham 	gia 	xay 
dung chin luoc, 
chinh sach, dinh 
huong, 	quy 
hoach, k6 hoach, 

tiep thanh 	tra, 	tiep 
. • cong dan, khieu 

nai, to cao va 
phong, 	ch6ng 
tham /thong, tieu  

ve" to" chirc,
can b0, dao tao, 
b6i 	&rang, 	thi 
dua, 	khen 
thuong, hop tac 
quoc 	te, 	hanh 
chinh, quart tri,
tai chinh, tai vu, 
cai 	cach 	hanh 
chinh dia nganh 
Thanh tra. 

- 	Tham ,  muu, 
tham gia to chirc 
tham 	dinh, 	ra 
sok, he thong 
hoa, phap di6n 
hoa cac van ban 
quy pham phap 
luat ve thanh tra, 
tiep 	cong 	dan, 
khieu nai, t6 cao 
va phong, chong 
tham nhibig, tieu 
cue. 

d6 an, du an v6 
 

truy6n, 
trien khai 
thuc hien 
chinh 
sach eta 0, 
Hang,  
phap luat 
dia. NU. 
nuac 	ye

. 

thanh tra' 

clan bri,:,1 
7`u to 

 
cao 	va 
p
ch
h
6
o,
n
n
g
g' 

tharn  
nhang,  
tieu ctrc - 	• 

	

-cue; 	 COng tac phong, 

con - 

nai,  

thanh 	tra 	hang 
nam. 

. - Viec thud hien 
yeu cau, kin nghi 
dm co quan, to 
chirc, ca nhan co 
th,1 

.r. 	
quy6n 	v6 

tiep cong dan, xir 
1ST don, khi6u nai, 
to cao. 

. - Viec thud hien 
ch6 d6 thong tin, 
bao do caa nganh 
Thanh tra. 

ch6ng 	tham 
nhfing, 	tieu 	cue 
theo quy dinh. 

- Viec thud hien 
cong tac dao Oa, . 
boi 	doing, 	thi 
dua, khen thuong 
theo quy dinh dm 
phap luat va phan 
cap quan 1ST doi 
voi 	cong 	chirc 
thanh tra. 

- Viec thud hien 
cong tac cai cach 
hanh chinh theo 
phan 	cong 	cilia 
Chinh phi. 

danh gia viee thud hien 
nhiem vu thanh tra. 

- Tip cong dan, xir 13-T 
• 	• don, giai quyet khieu 

nai, to cap: 

-F.,  Tham muu, tham gia 
to chirc tiep ding dap, 
xir 1ST don tai tru so tiep 
dog dan va dia. diem 
tiep cong dan. 

+ Tham muu, tham gia 
tiep cong dan, xir 1ST 
don, giai quyet khi6u 
nai, to cao. 

+ Tham mtm, tham gia 
theo dOi, don doc cac 
co quan, don vi có 
tham quyen xir 1ST, tra 
16i ye viec 

to 	
quy 6t 

lchieu nai, to cao, kien 
nghi, phan anh; thud 
hien quyet dinh giai 
quy6t khi6u nai, ket 
Juan nOi dung to cao. 

- Phong, ch6ng tham 
thong, tieu cuc: Tham 
muu, tham gia to chirc 
thud hien cac giai phap 
phong ngira tham 
nhimg; phat hien tham 
nhfing; xir 1ST tham 
nhung va hanh vi khac 
vi pham phap luat ve 
phong, chting tham 
nhising, tieu cuc. 

- 	Tham 
muu, tham 
gia 	phoi 
hop chuan : 
bi 	not 
dung phpc 
vu cac hOi 
nghi, cuc 
hop, 	lam 
viOe 	cila 
cac 	ca 

quan  
Hang, Ban 
chi , 	dao, 
Quoc hOi, 
Chinh phi', 
can 	be, . , 
nganb,  fjy 

ban 	than  
dan,^ 	Hoi 
dingthan- 
dan 	v ,  
cong 	tac 
thanh 	tra 
khi có you  

Call. 

Ghi  

- Cap ctO cluoc xac clinh tie cao xuang thap, twang irrng tit 5 clan 3. 
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III. NHOM NANG LIIC QUAN LY 

CAp 
dt1 

Ttr duy chitin 
hrov 

Quin ly sir thay 
doi Ra quyet dinh Quin 15/ 

nguon ltrc 

Phat trien 
dol. ngti cling 

• chtic 

5 

Dinh 	hung 
xay duns muc 
tieu, chitin luoc 
phat trien dai 
han 	cho 	co 
quan, 	nganh, 
linh vuc. 

Chu d6ng chuan 
bi va tien hanh 
nhung 	thay 	dei, 
cai to co ban trong 
co quan, don vi. 

Ra quy& dinh có 
anh hirong lan 
den uy tin, hoat 
dong 	dm 	co 
quan, don vi. 

Huy 	dOng 
nguon 	lac 
trong 	va 
ngoai 	co 
quan, 	don 
vi. 

Tao 	m6i 
 

trirong 	phat 
 

trien, 	hoan 
 

thirc, ky nang, 
 

thien 	kien 

kink nghiem. 

4 

Xay dung dinh 
haling muc tieu 
dm 	cac 	linh 

gop phan xay 
• A dung 	chitin 

hroc tong the. 

vuc phu trach, 
 

Chu dong nghien 
• 

dm. xay dung va 
.,, 	. tien 

 
thuc 	hien 	tien 
trinh 	thay 	doi 
trong cac link vuc 
phu trach. 
' n 
	

• 

Ra quyet dinh 
phirc tap khong 

• ' 
chuan tat 

,, 
thuc quyen han, 
chin  nang cila 
linh 	vuc 	phu 

• 
trach. 

Quan 	1ST, 
phat 	huy 
duoc ngu6n 
lac 	, 
• 
c cua Jinn 

vuc 	phu 
trach. 

Tao 	co 	hoi 
cho cap dui 
ghat 	, phat trien ban 
than. 

3 

Xay dung throe 
muc tieu, dinh 
huong dich vu 
cho dm mang 
linh vuc phu 
trach. 

Chu &Ong nghien 
dm, xay dung va 
dm 	hien 	lien 
trinh 	thay 	d6i 
trong linh vuc phu 
trach. 

Ra quyet dinh 
kho, 	phirc 	tap 
thuc quyen han, 
chin nang dm 
phong/rinh 
vuc/nhom 	phu 
trach. 

Quan 	1ST, 
pilot 	huy 
duoc nguon 
luc 	dm 
phang. 

nix day hoc 
tap lien tut va 
phat trien. 

2 

Xay dung throe 
muc 	tieu, 	ke 
hoach 	cong 
viec cho nhom, 
b6 phan. 

Chit dOng nghien 
ciru, xay dung va 
thuc 	hien 	tien 
trinh thay d6i cho 
nhom, bo phan. 

Ra quyet dinh 
the 	hien 	duoc 
cac nguyen tac. 

Quan 	1ST, 
phat 	huy 
duoc nguon 
lac 	cila 
nhom/b6 
phan. 

Ho tro viec 
phat 	trien, 
hoan 	thien 
ban than. 

1 

Xac dinh duoc 
muc 	tieu, 	ke 
hoach 	tong 
viec 	cho 	ban 
than. 

Chd d6ng nghien 
cfm, xay dung va 
that 	hien 	tien 
trinh 	thay 	dei 
trong cong viec. 

Ra quyet dinh 
dya theo nguyen 
tat, quy trinh co 
san. 

, 
To 	chile 
that 	hien 
tong 

 

tiet 	kiem , 
hieu qua. 

Chia se kien 
thin, chuyen 
mon 
	

\Ted 
ngirei khac. 

Ghi chi: Ccip do cluov xcic dinh tir cao xuang thap, twang ling tit 5 ctjn 1. 41/ 
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