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THONG BAO
Phan cong nhiem vu cho can bo, cong chuc 

Cff quan To chirc - Noi vu Thanh pho

Can cu Quy dinh so 220-QD/TW, ngay 27/12/2013 cua Ban Bl thu “Quy dinh 
chuc ndng, nhiem vu, to chuc bo may Co quan chuyen track tham mim, giup viec 
Huyen uy, Quan uy, Thi uy, Thanh uy true thuoc Tinh uy, Thanh uy”; Nghi dinh so 
37/2014/NB-CP ngay 05/5/2014 cua Chinh phii quy dinh to chuc cac co quan chuyen 
mon thuoc Uy ban nhan dan Huyen, Quan, Thi xa, Thanh pho thuoc Tinh; Quyet dinh 
so 913-QB/TU, ngay 28/02/2018 cua Ban Thuong Vu Tinh uy Quang Ninh ve viec 
“Hop nhdt Ban To chuc Thanh uy vd Phong Noi vu thdnh pho Uong BN; Quy che so 
04-QC/TU, ngay 09/9/2019 cua Ban Thuong vu Thanh uy Uong Bi “Quy che lam
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viec cua Co quan To chuc - Noi vu thdnh pho Uong BP\ Thu truong co quan To chuc 
- Noi vu thanh pho Uong Bi phan cong nhiem vu doi voi can bo, cong chuc co quan 
To chuc - Noi vu, cu the nhu sau:

I. PHAN CONG NHIEM VU• •
1. Dong chi Nguyen Van Bkh - Uy vien Ban Thircmg vu Thanh uy, Thu 

trirdng Co quan
- Thuc hien nhiem vu chung cua Uy vien Ban thuong vu Thanh uy; La nguoi

A r •lanh dao toan dien cac boat dong cua co quan To chuc - Noi vu; bao cao, tham muu, 
de xuat ve cac mat cong tac cua co quan To chuc - Noi vu de tap the Ban Thuong vu
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Thanh uy quyet dinh; thay mat Ban thuong vu Thanh uy giai quyet cong viec hang 
ngay ve ITnh vuc cong tac cua co quan To chuc - Noi vu sau khi da xin y kien va 
duoc sir dong y cua Thuong true, Ban thuong vu Thanh uy; UBND Thanh pho hoac 
su chi dao true tiep cua dong chi Bi thu, Pho Bi thu Thanh uy, Chu tich UBND 
Thanh pho; phu trach mot so to chuc co so Dang cap duoi, theo doi cum dia ban duoc 
phan cong. True tiep chi dao, dieu hanh can bo, cong chuc trong Co quan thuc hien 
chuc nang, nhiem vu cua co quan To chuc - Noi vu Thanh pho.
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- La nguoi dai dien cua Co quan trong moi quan he voi Ban To chuc Tinh uy,
" X * r 9 \So Noi vu, cac Co quan, Phong, Ban, Nganh, Doan the Thanh pho, cac co so va co 

quan, don vi tren dia ban.
- True tiep phu trach cong tac tham muu ve to chuc bo may, bien che, can bo; 

chu tri cac hoi nghi cua Co quan.
2. Dong chi Cu Van Thang - Pho Thu trirong Co1 quan, phu trach cong tac 

can bo dien Ban Thircmg vu Thanh uy quan ly
- Tham muu giup viec Thu truong co quan; thay Thu truong co quan dieu hanh 

cong viec cua co quan ve cong tac to chuc xay dung Dang khi Thu truong co quan di 
vang hoac duoc uy quyen.



- True tiep tham muu cho Thu truong ca quan vk quan ly can bo, de bat, b6 
nhiem, mien nhiem, luan chuyen, nhan xet, danh gia can bo dien Ban Thubmg vu va 
Thuong true Thanh uy quan ly va doi ngu can bo lanh dao cua cac don vi cong quan; 
tong hop theo doi, don doc, tham tra va tong hop nhung van de lien quan den cong 
tac can bo; de nghi cua ca sa ve chinh sach can bo thupc quyen han cua Ban Thuong 
vu va Thuong true Thanh uy giai quyet.

- Giup Thu truong ca quan quan ly danh sach cap uy va doi ngu can bo chu chot 
cua ca sa. Can cu vao che do, chinh sach hien hanh, tham muu, de xuat vai Thu 
truong ca quan ve cong tac can bo, che dp, chinh sach cho can bp.

- Tham muu giup viec Thu truong ca quan cong tac bao ve chinh tri npi bp; ke 
khai tai san can bp.

- Tham muu giup Thu truong ca quan xay dung cac bao cao cum ca sa Bang 
hang thang; cac bao cao thang, quy, nam; cac bao cao chuyen de ve cong tac to chuc, 
can bp.

- True tiep quan ly ho so can bp dien Ban Thuong vu Thanh uy quan ly.
- Theo doi va bao cao tinh hinh boat dong cua cac ca sa Bang dupe phan cong 

vai dong chi Cum truong va Thuong true Thanh uy theo quy dinh.
- Bu cac cupc hop khi dupe Thu truong ca quan uy quyen va thuc hien mot so 

nhiem vu khac do Thu truong ca quan phan cong.
3. Dong chi' Hoang Kim Hoan - Pho Thu trirang ca quan, phu trach cong 

tac To chirc co* so’ dang va dang vien; cong tac cong tac dao tao, boi dirong, thu*c 
hien chinh sach doi vai can bp, cong chirc, vien chirc; bao ve, chain soc sire khoe 
can bp; chinh sach can bp tien khai nghla

- Tham muu giup viec Thu truong ca quan phu trach theo doi cong tac: ca sa 
dang va dang vien; chinh sach can bp; bao ve, cham soc sue khoe can bp; cong tac 
dao tao, boi duang can bp, cong chuc, vien chuc thanh pho quan ly va dpi ngu can bp 
lanh dao cua cac dan vi cong quan; cong tac van phong va npi vu cua ca quan.

- True tiep chi dao giup Thu truong ca quan ve cong tac tao nguon va phat trien 
dang vien mai.

- Giup Thu truong ca quan theo doi, huang dan, kiem tra, don doc ca sa thuc 
hien cac Chi thi, Nghi quyet va cac Quy dinh ve cong tac xay dung dang a ca sa.

- Tham muu, de xuat vai Thu truong ca quan che dp tham hoi 6m dau, che dp 
tang le... doi vai can bp dien Ban Thuong vu va Thuong true Thanh uy quan ly.

- Tham muu xay dung cac van ban, bao cao chuyen de ve cong tac ca sa dang
•A • »AA A«AAva dang vien; quan ly dpi ngu dang vien; tong hap bao cao so lieu to chuc ca sa dang 

va dang vien; ve chinh sach tien luong, nang luong, cong tac cham soc sue khoe can 
bp; cong tac dao tao, boi duang can bp, cong chuc, vien chuc thanh pho quan ly va 
dpi ngu can bp lanh dao cua cac dan vi cong quan theo quy dinh.

- Tham muu, huang dan thuc hien cac thii tuc xet cong nhan nguai boat dong 
each mang truac Cach mang Thang 8 nam 1945 va cac chinh sach cho nguai co cong.

- Theo doi va bao cao tinh hinh boat dong cua cac ca sa dang dupe phan cong 
vai dong chi cum truong va Thuong true Thanh uy theo quy dinh.

- Bu cac cupc hop khi dupe Thu truong ca quan uy quyen va thuc hien mot so 
nhiem vu khac do Thu truong ca quan phan cong.

2



4. Dong chi Nguyen Xuan Chu-o'ng - Pho Thu truong ca quan, phu trach 
cong tac Chinh quyen ca sa; thux hien Quy che dan chu cu s&; cong tac Dan van 
chinh quyen c& sff; cong tac quan ly nha nude ve ton giao; cong tac quan ly dang 
vien, cong chuc, vien chuc di cong tac, hoc tap, tham quan a n^dc ngoai; cong 
tac Van thir lu^u trir; to chuc Hoi, to chuc phi Chinh phu; Cong tac thanh nien

- Tham mini giup vice Thu tnrcmg ca quan; thay mat Thu trudng ca quan dilu 
hanh cong vice ciia ca quan ve cong tac Npi vu khi Thu trudng ca quan di vdng hoac 
dugc uy quyen.

- Kiem tra, tham dinh, ky tat cac bao cao, de an, quyet dinh va cac van ban, giay td 
do can bo, cong chuc soan thao trude khi trinh, bao cao Chu tich UBND, cac Phd Chu 
tich UBND thanh pho phe duyet.

- Tham mini giup viec Thu trudng ca quan cong tac Chinh quyen ca sd; thuc 
hien Quy che dan chu ca sd, cong tac Dan van chinh quyen ca sd; Quy che dan chu 
trong ca quan UBND thanh phd; cong tac dan van Chinh quyen cua UBND thanh 
phd; cong tac quan ly dang vien, cong chuc, vien chuc di cong tac, hoc tap, tham 
quan d nude ngoai; cong tac quan ly nha nude ve ton giao; cong tac Van thu luu tru; 
td chuc Hoi, td chuc phi Chinh phu; Cong tac thanh nien.

- Theo doi, ra soat, tham dinh hd so lien quan den td chuc Hoi, td chuc phi 
Chinh phu; Theo doi, tham muu thuc hien cac nhiem vu ve cong tac thanh nien.
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- Tham muu, de xuat, xay dung cac van ban, bao cao chuyen de ITnh vuc dugc 
phan cong phu trach.

- Phdi hgp vdi dong chi Hoang Kim Hoan, thuc hien che do tham hoi dm dau, 
* *** * • • •che do tang le... ddi vdi can bd dien Ban Thudng vu, Thudng true Thanh uy quan ly.

- Du cac cudc hgp khi dugc Thu trudng ca quan uy quyen va thuc hien mot sd 
nhiem vu khac do Thu trudng ca quan phan cong.

5. Dong chi Dang Nhat Hai - Pho Thu truoTig ca quan, phu trach cong tac 
cai each hanh chinh; td chuc, bo may, hien che, can bo, cac phong, ban, don vi 
thuoc UBND thanh phd; cong tac thi dua khen thudng

- Thudng true Hdi dong Thi dua khen thudng thanh phd; tham muu giup viec 
Chu tich Hdi dong Thi dua khen thudng thanh phd.

- Tiep nhan cac hd so de nghi khen thudng cua cac phong, ban, nganh, cac ca 
quan, don vj; tong hop bao cao Thu trudng ca quan trude khi trinh Hdi dong Thi dua 
khen thudng, UBND thanh phd va cong bd cac Quyet dinh khen thudng.

- True tiep tham muu cho Chu tich Hdi dong Thi dua khen thudng thanh phd giu 
mdi lien he vdi Ban Thi dua - Khen thudng tinh de tham muu giai quyet cac nhiem 
vu khen thudng cao.

- Tham muu giup viec Thu trudng ca quan ve cong tac cai each hanh chinh; td 
chuc, bd may, bien che, can bd cac phong, ban, dan vi thude UBND Thanh phd.

- Theo ddi, tham muu cho Thu trudng ca quan trien khai cac nhiem vu lien quan 
den cong tac cai each hanh chinh: Cac Be an, Ke hoach, bao cao cong tac kiem tra cai 
each hanh chinh.

- Theo doi cong tac td chuc, bd may, bien che, can bd cac phong, ban, dan vi.
- Theo ddi, ra soat, tham dinh viec thuc’hien cac che do, chinh sach lien quan 

den can bd, cong chuc, vien chuc cac phong, ban, don vi thude UBND Thanh phd.
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^ /N • f /K ^ *- Tham dinh cac ho so, lap du thao cac huong dan, to trinh, quyet dinh, bao cao 
co lien quan den can bq, cong chuc, vien chuc.

- True, tiep nhan va giai quyet ho so thu tuc hanh chlnh linh vuc Noi vu tai 
Trung tarn Hanh chinh cong thanh pho.

- Tham mini, de xuat, xay dung cac van ban, bao cao ITnh vuc dugc phan cong
phu trach.

- Du cac cuoc hop khi dugc Thu truong co quan uy quyen va thuc hien mot so 
nhiem vu khac do Thu truong co quan phan cong.

A m6. Dong chi Doan Thu Hoai - Chuyen vien tham mini, giiip viec, lam nghiep 
vu cong tac quan ly co’ so dir lieu dang vien, quan ly dang vien

- Tham muu giup Thu truong co quan mot so nhiem vu ve cong tac can bo va 
mot so nhiem vu khac do Thu truong co quan phan cong.

- Tham muu true tiep va chiu trach nhiem trude Pho Thu truong co quan phu 
trach cong tac co so dang va dang vien cac noi dung sau: Thuc hien quy dinh ve xay 
dung quan ly va sir dung co so du lieu ve dang vien. Thuc hien dung quy trinh nap 
tin, cap nhat, ket noi, sao luu du lieu, bao dam an ninh, an toan co so du lieu ve dang 
vien. Co trach nhiem giu gin bi mat co so du lieu, bao quan phieu dang vien va cac 
tai lieu co lien quan theo che do bao mat. Chi dugc cung cap co so du lieu dang vien 
cho co quan va can bo co trach nhiem.

- Quan ly ho so dang vien, lam Huy hieu Dang, the dang, quan ly the dang vien, 
chuyen dang vien chinh thuc, dang vien ra khoi Dang.

- Giiip viec Pho Thu truong co quan cong tac co so dang va dang vien, phat trien 
dang; cong tac bao ve sue khoe can bo.

- Tham muu, de xuat, xay dung cac van ban, bao cao linh vuc dugc phan cong
phu trach.

a* • \ r • ' • a* ^- Phoi hop voi dong chi Trinh Anh Diep, chuyen sinh boat Dang; quan ly va vao 
so dang vien tir tran.

- La thu ky ghi chep cac noi dung hpp co quan hang thang.
- Theo d5i va bao cao tinh hinh boat dong ciia cac co so dang dugc phan cong 

vdi dong chi Cum truong va Thubng true Thanh uy theo quy dinh.
- Thuc hien mot so nhiem vu khac do lanh dao co quan phan cong.

X r A A A A7. Dong chi Trjnh Anh Diep - Chuyen vien tham mini, giiip viec, lam nghiep
A X A X Avu cong tac quan ly to chuc, can bo; dao tao boi duong can bo; chinh sach can

bo; bao ve chinh tri noi bo • ' • • • •
- Tham muu, giiip viec, lam nghiep vu cong tac to chuc, can bo; quy hoach, bo 

nhiem, mien nhiem, luan chuyen, nhan xet, danh gia can bo dien Ban Thubng vu va 
Thubng true Thanh uy quan ly va doi ngu can bo lanh dao ciia cac don vi cong quan; 
cong tac chinh sach can bo; bao ve chinh tri noi bo, ke khai tai san.

- Lap so theo doi, tong hop, tham muu cac bao cao dinh ky, bao cao chuyen de 
ve cong tac to chuc, can bo; chinh sach can bo; bao ve chinh tri noi bo; ke khai tai san 
can bo.

•a a» \ si r ••- Tiep nhan, lam thu tuc chuyen sinh boat dang va vao so sach theo qui dinh.
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- Quan ly con dau cua Ban To chuc; quan ly theo doi cong van di, den; thuc hien 
nhiem vu cong tac Van phong cua co quan To chuc - Noi vu.

- Theo doi va bao cao tinh hinh boat dong cua cac co so dang dugc phan cong 
voi dong chi Cum trudng va Thuong true Thanh uy theo quy dinh.

- Thuc hien mot so nhiem vu khac do lanh dao co quan phan cong.
8. Dong chi' Vu Tien Ciroug - Chuyen vien tham mini, giiip viec, lam nghiep 

vu cong tac quan ly to chirc, bo may, bien che va can bo nganh giao due dao tao
X X * * *thanh pho; cong tac dao tao, boi dirimg can bo, cong chirc, vien chirc

- Tham muu viec thanh lap, sap nhap, giai the cac Truong pho thong cong lap 
thuoc UBND thanh pho theo quy dinh.

- Tham muu xay dung Ke hoach bien che cac Truong cong lap true thuoc Thanh 
pho, phan bo bien che cho cac Truong cong lap.

- Tham muu, giiip viec, lam nghiep vu cong tac dao tao, boi duong can bo, cong 
chuc, vien chuc, doi tuong Dang; tham muu cac cong viec lien quan den tuyen dung, 
su dung, quan ly, dieu dong, bo nhiem, bo nhiem lai, mien nhiem, tir chuc, each chuc, 
luan chuyen, danh gia, ky luat, dao tao, boi duong, thuc hien che do, chinh sach tien 
luong doi voi can bo, vien chuc, hop dong lao dong trong khoi cac Truong Mam non, 
Tieu hoc va Trung hoc co so.

- Tham muu, ra soat, tham dinh va huong dan thuc hien cac che do, chinh sach 
co lien quan den doi ngu can bo, vien chuc, hop dong lao dong trong khoi cac Truong 
Mam non, Tieu hoc va Trung hoc co so.

- Thuc hien viec bo sung, luu tru, theo doi, quan ly ho so cua can bo, vien chuc, 
hop dong lao dong trong khoi cac Truong Mam non, Tieu hoc va Trung hoc co so.

- Tham muu, lam nghiep vu cong tac to chuc, cong tac can bo dien Ban Thuong 
vu, Thuong true Thanh uy quan ly theo su chi dao cua Lanh dao co quan.

- Xay dung bao cao cong viec theo chuc nang, nhiem vu thang, quy, nam va cac 
bao cao chuyen de o ITnh vuc dugc giao.

- Theo doi va bao cao tinh hinh boat dong cua cac co so dang dugc phan cong 
voi dong chi Cum trudng va Thuong true Thanh uy theo quy dinh.

- Thuc hien cac nhiem vu khac khi dugc Lanh dao co quan giao.
9. Dong chi Nguyen Hun Nguyen - Chuyen vien tham mini, giiip viec, lam 

nghiep vu cong tac quan ly nha nude ve Ton giao, to chuc Hoi, to chuc phi 
Chinh phu

- Huong dan nghiep vu, phoi hop kiem tra viec thuc hien cac chu truong, duong 
loi cua Dang, chinh sach, phap luat ciia Nha nude ve cong tac Ton giao tren dia ban 
thanh pho; tham muu, phoi hop voi cac co quan co lien quan de thuc hien nhiem vu 
quan ly nha nude ve cong tac ton giao theo quy dinh cua phap luat.

- Tham dinh ho so de nghi va du thao cac quyet dinh cho phep thanh lap, giai the, 
phe duyet dieu le ciia Hoi, to chuc phi Chinh phu theo quy dinh va phan cap.

F F 9

- Tham muu, hudng dan viec thuc hien cac che do, chinh sach doi voi Hoi, to 
chuc phi Chinh phu theo quy dinh.

- Hudng dan, kiem tra, tham muu xu ly viec thuc hien Dieu le doi voi Hoi, to 
chuc phi Chinh phu theo tham quyen.
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^ /V X A- Tham mini, de xuat, xay dung cac van ban, bao cao ITnh vuc dugc phan cong
phu trach.

- Thuc hien mot so nhiem vu khac do lanh dao co quan phan cong.
10. Dong chi Nguyen Thi Hang - Chuyen vien tham mini, giup viec, lam 

nghiep vu cong tac chinh quyen co1 sff; there hien quy che dan chu ff ca sff; cong 
tac quan ly dang vien, cong chirc, vien chirc di cong tac, hoc tap, tham quan dr 
niroc ngoai

- Tham muu cho lanh dao co quan trien khai viec ban cir Dai bieu Quoc hoi, dai 
bieu HBND cac cap theo quy dinh, tham muu giai quyet khieu nai, to cao cua cong 
dan ve viec thuc hien cac quy dinh ve phap luat bau cu.

- Tham muu xay dung Be an thanh lap moi, nhap, chia, dieu chinh dia giai hanh 
chinh theo quy dinh. Quan ly ho so dia giai hanh chinh cua Thanh pho.

- Huong dan thanh lap, giai the, sap nhap va kiem tra, tong hap bao cao ve boat 
dong cua Thon, Khu pho tren dia ban thanh pho. Tham muu hoi duang cong tac cho 
Truong, Pho Thon, Khu pho.

- Tham muu huang dan UBND xa, phudng viec ban hanh Quy che lam viec cua 
UBND xa, phuong.

- Tham muu cac cong viec lien quan den cong tac quan ly dang vien, cong chuc, 
vien chuc di cong tac, hoc tap, tham quan a nude ngoai; tuyen dung, sir dung, quan 
ly, dieu dong, bau, phe chuan, mien nhiem, tir chuc, each chuc, luan chuyen, danh 
gia, ky luat, dao tao, boi duang doi vdi can bo, cong chuc, hop dong lao dong cap xa.

- Tham muu, ra scat, tham dinh va hudng dan cac xa, phudng thuc hien cac che 
do, chinh sach co lien quan den doi ngu can bo, cong chuc cap xa.

r 9 \ r

- Tham muu, thuc hien che dp, chinh sach tien luang doi vai can bo, cong chuc 
cap xa; can bp, cong chuc khoi Bang, doan the thanh pho.

- Giup lanh dao ca quan theo ddi cong tac thuc hien Quy che Le tang va vieng 
ngudi tir tran, Quy che bao ve, cham soc sue khde can bp theo Quy che cua Thanh uy.

••A 9 A A A A- Tham muu, giup viec cong tac thuc hien Quy che dan chu ca sd, cong tac Dan
\ r r *

van chinh quyen ca sd; Quy che dan chu trong ca quan UBND thanh pho, ca quan To 
chuc - Npi vu; cong tac dan van Chinh quyen cua UBND thanh pho.

- Tham muu, de xuat, xay dung cac van ban, bao cao ITnh vuc dupe phan cong
phu trach.

- Thuc hien mot so nhiem vu khac do lanh dao ca quan phan cong.
11. Dong chi Pham Thj Hong Hon - Chuyen vien tham mini, giup viec, lam 

nghiep vu cong tac van thir liru tru ; Thi dua Khen thirong; cong tac Thanh nien
- Tham dinh, bao cao lanh dao Ca quan trinh UBND thanh pho phe duyet "Danh 

muc ngudn va thanh phan tai lieu thupc dien npp vao luu tru thanh pho", tham tra 
"Danh muc tai lieu het gia tri" Luu tru thanh pho cua cac ca quan thupc ngudn luu

f

vao luu tru thanh pho va Luu tru xa, phudng.
A* 9 '

- Tham muu hudng dan, kiem tra cac ca quan, dan vi thupc UBND thanh pho, 
UBND cac xa, phudng viec chap hanh cac quy dinh cua phap luat va cap tren ve cong 
tac van thu, luu tru, quan ly ho sa luu tru. Phdi hap ra scat van ban, hudng dan each 
trinh bay soan thao van ban.
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- Thuc hien viec luu tru theo doi cong van, van thu cua ca quan mang cong tac Noi 
vu theo quy dinh.

- Giup lanh dao ca quan chuan bi, hoan thien ho so de nghi khen thudng khi 
dugc lanh dao ca quan phan cong. Thanh toan noi dung khen thuang theo quy dinh.

- Tham mini trien khai cac van ban cua Trung uang, cua Tinh, Thanh pho ve 
cong tac Thanh nien; du thao cac Quyet dinh, Chi thi, Quy hoach, Ke hoach dai han, 
nam nam, hang nam, chuang trinh, bien phap to chuc thuc hien cac nhiem vu thuoc 
ITnh vuc quan ly nha nuac ve cong tac Thanh nien.

- Tham muu, de xuat, xay dung cac van ban, bao cao ITnh vuc dugc phan cong
phu trach.

- Thuc hien mot so nhiem vu khac do lanh dao ca quan phan cong.
12. Dong chi Le Mai Anh - Chuyen vien tham mini, giup viec, lam nghiep 

vu cong tac cai each hanh chinh; to chuc bo may, cong chuc, vien chuc cac phong, 
ban, don vj thuoc UBND thanh pho

- Tham muu xay dung du thao cac De an, ke hoach, chu truang, bien phap trien 
khai cong tac cai each hanh chinh tren dia ban thanh pho.

- Huang dan, don doc, kiem tra cac phong, ban, dan vi va UBND cac xa, 
phuong trong thuc hien cong tac cai each hanh chinh theo quy dinh.

- Tong hop bao cao cong tac cai each hanh chinh theo quy dinh.
- Tham muu quy dinh chuc nang, nhiem vu, quyen han va to chuc cac ca quan 

chuyen mon, don vi su nghiep thuoc UBND thanh pho theo quy dinh. Theo doi cong 
tac to chuc, boat dong cua cac phong, ban, dan vi.

- Tham muu viec thanh lap, sap nhap, giai the cac ca quan chuyen mon, dan vi 
su nghiep thuoc UBND thanh pho theo quy dinh.

- Tham muu xay dung Ke hoach bien che cua Thanh pho, phan bo bien che cho 
cac dan v\.

- Theo ddi, tong hop viec thuc hien cac quy dinh ve che do tu chit, tu chiu trach 
• ^ • • • •nhiem doi vai cac ca quan chuyen mon, dan vi su nghiep theo quy dinh.

- Tham muu cac cong viec lien quan den tuyen dung, sir dung, quan ly, dieu 
dong, bo nhiem, bo nhiem lai, mien nhiem, tu chuc, each chuc, luan chuyen, danh 
gia, ky luat, dao tao, boi duang doi vai can bo, cong chuc, vien chuc, hop dong lao 
dong cac phong, ban, dan vi thuoc Uy ban nhan dan thanh pho quan ly (tru khoi cac 
Truong Mam non, Tieu hgc va Trung hpc ca sd).

t r

- Tham muu, ra soat, tham dinh va hudng dan thuc hien cac che do, chinh sach 
co lien quan den doi ngu can bo, cong chuc, vien chuc.

- Tham muu, thuc hien che do, chinh sach tien luang doi vai can bo, cong chuc, 
vien chuc, hop dong lao dong cac phong, ban, dan vi thuoc Uy ban nhan dan thanh 
pho quan ly (tru khoi cac Truong Mam non, Tieu hgc va Trung hgc ca sa).

- Thuc hien viec bo sung, luu tru, theo doi, quan ly ho sa cua can bo, cong chuc, 
vien chuc cac phong, ban, don vi (trir khoi cac Truong Mam non, Tieu hgc va Trung 
hgc ca sd).

- Xay dung bao cao cong viec theo chuc nang, nhiem vu thing, quy, nam va cac 
bao cao chuyen de d ITnh vuc dugc giao.
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- Thuc hien cac nhiem vu khac khi dugc Lanh dao ca quan giao.
II. TO CHlTC THlTC HIEN • •
- Can bo, cong chuc ca quan phai chap hanh nghiem tuc Quy che so 04-QC/TU, 

ngay 09/9/2019 cua Ban Thuang vu Thanh uy Uong Bi “Quy che lam viec ciia Ca 
quan To chuc - Noi vu thanh pho Uong noi quy ciia Ca quan Thanh uy; ky luat 
phat ngon, ky luat lao dong, thai gian va chat luong cong tac.

- Can cii vao nhiem vu dugc phan cong, tung can bo, cong chuc trong ca quan 
chu dong sap xep bo tri thai gian lam viec cho phu hgp va thuc hien nhiem vu khac 
khi Thu truang ca quan phan cong.

- Moi can bo, cong chuc trong ca quan neu cao tinh than hgp tac, phoi hgp de giai 
quyet cong viec chung ciia ca quan cung nhu nhiem vu rieng cua tung ca nhan.

- Can bo, cong chuc ca quan nghi viec rieng, nghi phep bao cao ro ly do tu ngay 
horn truac (tru truang hgp khi co viec dot xuat, bao cao qua dien thoai) khi Lanh dao 
Ca quan dong y ghi vao so theo doi cua Ca quan, can bo, cong chuc mai dugc nghi.

- Moi thang ca quan hgp 01 lan (tru hgp dot xuat), tung can bo, cong chuc ca
? • * r \ r

quan chuan bi noi dung bao cao ket qua cong tac trong thang; du kien va de xuat 
nhiem vu cua thang sau.

- Tai san ca quan mua, sam giao cho tung can bo, cong chuc su dung, bao quan, 
neu de xay ra hu hong (su dung khong dung quy trinh, thieu trach nhiem), lam mat 
mat tai san do nguyen nhan chu quan, phai chiu trach nhiem boi hoan theo quy dinh.

Trong qua trinh to chuc thuc hien co van de can xem xet, dieu chinh bo sung, 
Thu truang ca quan se dieu chinh phan cong nhiem vu can bo, cong chuc trong co 
quan cho phu hop.

THU TRUINGNoi nhan:
- Thirong true Thanh uy (de bao cao);
- Lanh dao UBND thanh pho (de bao cao);
- CBCC co quan TC-NV (thuc hien);
- Luu TC-NV.

vVba
I TO CHtiC $

9,
Nguyen Van Bich
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