
UBND THANH PHO UONG BI
PHONG NOI VV

S6: 99/TB-NV

CONG HoA xA HOI CHU NGHiA VIJ~T NAM
D{}cI~p - Tl}'do - H~nh phuc

UongBi, ngay 03 thdng 4 ndm 2023

THONGBAo
V~ phan ding nhi~m vy. cho can b{),ding chjrc

Phong N{}ivy. Thanh phB

Can cu Nghi dinh s6 108/20201ND-CP, ngay 14 thang 9 nam 2020 sua d6i,
b6 sung mot s6 diSu cua Nghi dinh s6 37/20 14IND-CP ngay 05 thang 5 nam 2014
cua Chinh phu quy dinh t6 clnrc cac co quan chuyen mon thuoc uy ban nhan dan
huyen, quan, thi xa, thanh ph6 thuoc tinh, thanh ph6 tnrc thuoc trung uong;

Can cir Thong tu s6 OS/20211TT-BNV, ngay 12 thang 8 nam 2021 cua
BQ tnrong BQ NQi vu Huang d~n chirc nang, nhiem vu, quyen han cua Sa
NQi vu thuoc Uy ban nhan dan cc1ptinh va Phong NQi vu thuoc Uy ban nhan
dan cc1phuyen;

Can cu Quyet dinh s6 03/2022/QD-UBND, ngay 28 thang 12 nam 2022 cua
Uy ban nhan dan Thanh ph6 Uong Bi vS Quy dinh clnrc nang, nhi~m V\l, quySn
h~n va cO'cciut6 chuc bQmay cua Phong NQi V\l.

Can cu kSt qua lc1yy kiSn cua can bQ, cong chuc cua Phong NQi V\l vS phan
cong cong tac d6i vai can bQ, cong chuc cua phong.

Nh~m thvc hi~n t6t chuc nang, nhi~m V\l, quySn h~n cua Phong NQi V\l thea
quy dinh va t~o diSu ki~n thu~n Iqi cho cac phong ban, dan vi, Uy ban nhan dan
10 phuOng, xii trong vi~c lien h~ cong tac, Truang Phong NQi V\l Thanh ph6 thong
bao vi~c phan cong cong tac d6i vai can bQ, cong chuc cua dan vi nhu sau:

I. PIIAN CONG CONG VI~C

1.Ong Nguy~n Khanh Toan- TrU'o-ngphong

Chiu trach nhi~m truac Chu tich Uy ban nhan dan thanh ph6 vS vi~c thvc
hi~n chuc nang, nhi~m V\l, quySn h~n duQ'cgiao va toan bQ ho~t dQng cua Phong
NQi V\l. Ph\l trach tham muu giup Chu tich Uy ban nhan dan thanh ph6 trvc tiSp
cac m~t cong tac:

- Cong tac t6 chuc, bQ may, bien chS cac phong, ban, dan vi thuQc UBND
thanh ph6; Cong tac quan Iy, su d\lng bien chS cong chuc, vien chuc, s6 IUQ'llg
nguai lam vi~c trong cac dan vi sv nghi~p cong I~p.

- Cong tac tuySn d\lng, luan chuySn, diSu dQng, b6 nhi~m, b6 nhi~m I~i can
bQ, cong chuc, vien chuc; danh gia can bQ, cong chuc, vien chuc.

- Quan Iy va chiu trach nhi~m vS tai san, tai chinh cua Phong NQi V\l.



2. Ong Nguy~n Xuan Churrng - Pho phong, phu trach cong tac Chinh
quyen co SO';thtrc hi~n Quy ch~ dan chii co SO';cong tac Dan v~n chinh quy~n
co SO';cong tac quan Iy nha mroc v~ ton giao; cong tac quan Iy cong chirc,
vien clnrc (khong la (tiing vien) di cong tac, hoc t~p, tham quan 0' nmre ngoai;
cong tac Van thtr hru. trw; tA clnrc HQi, tA chirc phi Chinh phii; Cong tac
thal!h nien; Cong tac Thi dua - khen thuO'ng; Thuc hi~n HTQL~L theo tieu
chuan TCVN ISO 9001: 2015 ciia CO' quan; Thuirng true dieu hanh khi
Trufrng phong di v~ng ho~c iiy quy~n. .

- KiSm tra, th~m dinh, ky t~t cac bao cao, dS an, quyet dinh va cac van ban, gi§.y
to do can bQ, cong chilc so~n thao truac khi trinh, bao cao Chu tich UBND, cac Ph6
Chu tich UBND thanh ph6 phe duy~t.

- Tham muu giup vi~c TruOng phong tlVc tiSp chi d~o va chiu trach nhi~m
truac TruOng phong vS: Cong tac Chinh quySn ca sa; cong tac quan ly cong chilc,
vien chilc (khong la aang vien) di cong tac, hQc t?P, tham quan a nuac ngoai; cong
tac quan ly nha nuac vS ton giao; cong tac Van thu luu trii; t6 chilc HQi, t6 chilc
phi Chinh phu; Cong tac thanh nien.

- Thuang tlVc HQi d6ng Thi dua khen thuOng thanh ph6; tham muu giup vi~c
Chu tich HQi d6ng Thi dua khen thuOng thanh ph6: Xem xet, phe duy~t cac h6 sa
dS nghi khen thuOng cua cac phong, ban, nganh, cac ca quan, dan vi; t6ng hqp bao
cao TruOng phong truac khi trinh HQi d6ng Thi dua khen thuOng, UBND thanh
ph6 va cong b6 cac QuySt dinh khen thuOng.

- TlVc tiSp tham muu cho Chu tich HQi d6ng Thi dua khen thuOng thanh ph6
giii m6i lien h~ vai Ban Thi dua - Khen thuOng tinh dS tham muu giai quySt cac
nhi~m V\lkhen thuOng cao.

- Tham muu vS quy trinh kY lu?t can bQ, cong chilc, vien chuc thuQcUBND
thanhph6.

- Tham muu vS cong tac ke khai tai san cac phong ban dan vi thuQc thanh ph6.

- TlVC, tiSp nh?n va giai quySt h6 sa thu t\lChanh chinh lInh VVCNQi V\l t~i
Trung tam Hanh chinh cong thanh ph6.

- Theo d6i, ra soat, th~m dinh h6 sa lien quan dSn t6 chilc HQi, t6 chuc phi
Chinh phu; Theo d6i, tham muu thvc hi~n cac nhi~m V\lvS cong tac thanh nien.

- Tham muu, dS xu§.t, xay dvng cac van ban, bao cao chuyen dS lInh V\IC
duqc phan cong ph\l trach.

- Tham muu giup TruOng phong vS th\Ic hi~n Quy chS dan chu, cong tac dan
v?n Chinh quySn.

- Ph6i hqp vai cac phong, ban, thvc hi~n chS dQ tham hoi 6m dau, chS dQ
tang IS... d6i vai can bQ di~n Ban Thuang V\l, Thuang tlVCThanh uy quan ly va
cac nQi dung khac lien quan.

- Chi d~o xay dvng bao cao, thang, quy, nam cua phong thea quy dinh.
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- Du cac cuoc hop khi diroc Truong phong uy quyen va thirc hien mot s6
nhiern vu khac do Truong phong phan congo

3. Ong Vii Ti~n Cuong - Ph6 phong phu trach eong tac quan ly tA chirc,
b(}may, bien eh~ va can b(} nganh giao due dao tao thanh phB; Cong tac dao
tao, b8i dufrng; tlnrc hi~n chinh sach dBi vo-i can b(}, eong chirc, vien clnrc;
Cai each hanh chinh, eh~ d(}eong vI}..

- Tham muu viec thanh l~p, sap nhap, giai thS cac Truong ph6 thong cong l~p
thuoc UBND thanh pho thea quy dinh,

- Tham muu xay dung KS hoach bien chS cac Tnrong cong l~p tnrc thuoc
Thanh ph6, phan b6 bien chS cho cac tnrong cong lap.

- Tham muu cac cong vi~c lien quan dSn tuySn d\lng, su d\lng, quan ly, diSu
d<)ng,b6 nhi~m, b6 nhi~m l~i, mi@nnhi~m, tiI chilc, cach chilc, luan chuySn, nghi
huu, danh gia, kY lu~t, chS dQ, chinh sach tiSn luong d6i vai can bQ, vien chilc,
hgp d6ng lao d<)ngtrong kh6i cac TruOng Mam non, TiSu hQCva Trung hQc ca sa.

- Th\lc hi~n vi~c b6 sung, luu tm, thea d5i, quan ly h6 sa cua can bQ, vien
chuc, hgp d6ng lao d<)ngtrong kh6i cac TruOng Mam non, TiSu hQCva Trung hQc
ca sa.

- Tham muu vS cong tac ke khai tai san cac phong ban don vi thea linh V\fC
ph\l trach. I

- KiSm tra cong V\l, tang cUOngkY lu~t, kY cuong hanh chinh Nha nuac, cong
tac bao cao thanh tra nganh NQi V\l thea linh V\lC.

- Ph6i hgp vai cac phong, ban, th\lc hi~n chS d<)tham hoi 6m dau, chS d<)
tang l@... d6i vai can b<)di~n Ban ThuOng V\l, ThuOng tf\lC Thanh uy quan ly va
cac n<)idung khac lien quan.

- Quan ly phan mSm ly lich can b<),cong chilc, vien chilc.

- Cong tac chuySn d6i vi tri cong tac thea Nghi dinh 59/2019IND-CP.
- Tham muu, lam nghi~p V\l cong tac t6 chilc, cong tac can b<)di~n Ban

ThuOng V\l, ThuOng tf\lCThanh uy quan ly thea S\l chi d~o cua TruOng phong.

- Xay d\fllg bao cao cong vi~c thea chuc nang, nhi~m V\l thang, quy, nam va
cac bao cao chuyen dS a linh V\lCduQ'cgiao. .

- Th\lc hi~n cac nhi~m V\lkhac khi duQ'cTruOng phan congo

4. Ba Nguy~n Thi H~ng - Chuyen vien tham muu, giup vi~e, lam nghi~p
vI}.eong tae ehinh quy~n eO'sO'; thl}'e hi~n quy eh~ dan ehii 0' CO'sO'; eong tae
quan ly eong ehrre, vien ehrre (khong la dang vien) di eong tae, hQe t~p, tham
quan 0' nuo-e ngoai.

- Tham muu cho thanh ph6, Hinh d~o phong triSn khai cong tac bau cu D~i
biSu Qu6c h<)i,d~i biSu HDND cac cftp thea quy dinh, tham muu giai quySt khiSu
n~i, t6 cao cua cong dan vS vi~c th\lc hi~n cac quy dinh vS bau cu.
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- Tham rmru xay dung D@an thanh l~p moi, sap nhap, chia tach, di@uchinh dia
gioi hanh chinh thea quy dinh. Quan ly h6 sa dia gioi hanh chinh cua Thanh ph6.

- Huang d~n thanh lap, giai thS, sap nhap va kiSm tra, t&ng hop bao cao v@
hoat dong cua Thon, Khu ph6 tren dia ban thanh ph6. Tham rmru b6i dirong cong
tac cho Truong, Pho Thon, Khu ph6.

I - Tham rmru huang d~n UBND xa, plnrong viec ban hanh Quy chS lam viec
cua UBND xa, phirong.

- Tham rmru cac cong viec lien quan dSn cong tac quan ly cong chirc, vien
chirc di cong tac, hoc tap, tham quan a mroc ngoai; tuyen dung, su dung, quan ly,
di@udQng, bau, phe chuan, miSn nhiem, til chirc, each chirc, luan chuyen, danh
gia, kY lu~t, dao t~o, b6i duang d6i vai can bQ, cong chilc cap xa.

- Tham mUll, ra soat, th~m dinh va huang d~n cac xa, phuOng th\lc hi~n cac
chS dQ, chinh sach co lien quan dSn dQingu can bQ, cong chilc cap xa.

- Tham mUll, th\lc hi~n chS dQ, chinh sach ti@nluang d6i vai can bQ, cong
chilc cap xa.

- Giup lanh d~o phong thea d5i th\lc hi~n Quy chSLS tang va viSng ngum til tr~,
Quy chSbao v~, cham soc silc khoe can bQthea Quy chS cua Thanh uy.

- Tham mUll, giup vi~c cong tac th\lc hi~n Quy chS dan chu co sa, cong tac
Dan v~n chinh quy@nco sa; Quy chS dan chu trong co quan UBND thanh ph6,
phong NQi V\l; cong tac dan v~n Chinh quy@ncua UBND thanh ph6.

- Tham mUll, d@xuat, xay d\ffig cac van ban, bao cao lInh V\fC dugc phan
cong ph\l tnich.

- Th\lc hi~n mQt s6 nhi~m V\l khac do TruOng phong phan congo

5. Ba Ph~m Thj HAng HO'n - Chuyen vien tham mllu, giup vi~c, lam
nghi~p VI} cong hic van thll Illu trw; Thi dua Khen thmmg; cong tac Thanh
nien; Thl}'c hi~n HTQLCL theo tieu chuAn TCVN ISO 9001: 2015 clla phong.

- Tham mUll huang d~n, kiSm tra cac co quan, dan vi thuQc UBND thanh
ph6, UBND cac xa, phuOng vi~c chap hanh cac quy dinh cua phap lu~t va cap tren
v@cong tac van thu, lUll tm, quan ly h6 sa lUll tm thea quy dinh. Ph6i hqp ra soat
van ban, huang d~n cach trinh bay so~n thao van ban.

- Th~m dinh, bao cao lanh d~o phong trinh UBND thanh ph6 phe duy~t danh
m\lc ngu6n va thanh ph~n tai li~u thuQc di~n nQPvao lUll tm tm lich su, th~m tra
danh m\lc tai li~u hSt gia tri cua cac co quan chuyen mon thuQc ngu6n lUllvao lUll
tm lich su va xa, phuOng. Tham mUll cac van ban h6 so lien quan dSn vi~c chinh
ly tai li~u va giao nQp tai li~u vao lUlltm lich su cua tinh.

- Theo d5i, tiSp nh~n ph6i hqp vai cac dan vi chilc nang va tham mUll cac
quySt dinh khen thuOng chuyen d@,dQtxuat, t&ngkSt cac m~t cong tac cua Thanh
ph6 dam bao dung quy dinh.
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- Theo doi, t6ng hop thanh tich cua cac t~p thS, ca nhan dam bao thea lQ trinh
khen thirong thanh tich cao. Tham rmru, hoan thien h6 so dS nghi khen thirong c~p
tinh, c~p Trung uong,

- Hoan thien chirng tir thanh toan nQi dung khen thirong va c~p phat tiSn
thirong thea quy dinh,

- True, tiSp nhan va giai quyet h6 so thu tuc hanh chinh linh VlJc,NQi vu tai
Trung tam Hanh chinh cong thanh ph6.

- Tham rmru triSn khai cac van ban cua Trung irong, cua Tinh, Thanh ph6 vS
cong tac Thanh nien; dir thao cac Quyet dinh, Chi thi, Quy hoach, KS hoach dai
han, nam nam, hang nam, chuang trinh, bien phap t6 chirc thirc hien cac nhiem vu
thuoc linh vue quan ly nha mroc vS cong tac Thanh nien.

- Tham mUll, dS xu~t, xay d\lllg cac van ban, bao cao lInh VlJCdugc phan
cong ph\! trach.

- Quan ly con d~u cua Phong NQi V\l; quan ly thea d5i cong van di, dSn; thgc
hi~n nhi~m V\1cong tac Van phong, ph\! trach van thu, chinh qUYSndi~n tir cua
phong NQi V\!.

- Th\lc hi~n mQt s6 nhi~m V\l khac do Hinhd~o cO"quan phan congo

6. Ba TrAn Thi HAng NgQc - Chuyen vien tham muu, giup vi~c, lam
nghi~p vI} cong tac quan ly tA chuc, can bQ, cong chuc, vien chuc cac phong,
ban, dO'nvi thuQc UBND thanh ph8.

- Tham mUll, giup vi~c, lam nghi~p V\l cong tac t6 chuc, can bQ; b6 nhi~m, b6
nhi~m l~i, miSn nhi~m, luan chuySn, nh~n xet, danh gia can bQ t~i cac phong, ban,
dan vi kh6i cac TruOng M~m non, TiSu h9C va Trung h9C cO"sa thuQCUy ban
nhan dan thanh ph6 quan lY.

- Tham mUll cac cong vi~c lien quan dSn tuySn dvng, sir d\!ng, quan ly, diSu
dQng, luan chuySn, nghi hUll, nh~ xet, danh gia, d6i vai cong chuc, vien chuc, hqp
d6ng lao dQng cac phong, ban, dan vi kh6i cac TruOng M~m non, TiSu h9C va
Trung h9C cO"sa thuQCUy ban nhan dan thanh ph6 quan lY.

- Tham mUll quy dinh chuc nang, nhi~m V\!, quySn h~n va t6 chuc cac cO"
quan chuyen mon, dan vi S\l nghi~p thuQc UBND thanh ph6 thea quy dinh. Theo
d5i cong tac t6 chuc, ho~t dQng cua cac phong, ban, dan vi.

- Tham mUll vi~c thanh l~p, sap nh~p, giai thS cac cO"quan chuyen mon, dan
vi S\l nghi~p thuQc UBND thanh pho thea quy dinh.

- Theo d5i, t6ng hqp vi~c thgc hi~n cac quy dinh vS chS dQ t\l chu, t\l chiu
trach nhi~m d6i vai cac cO"quan chuyen mon, dan vi S\l nghi~p thea quy dinh.

- Tham mUll cong mc ke khai tai san t~i cac phong, ban, dan vi thuQc Uy ban
nhan dan thanh ph6 quan ly kh6i cac TruOngM~m non, TiSu h9Cva Trung h9CcO"sa.

- Tf\lc tiSp quan ly h6 sO"can bQh6 sO"cong chuc, vien chuc, nguai lao dQng
t~i cac phong, ban, dan vi thuQc thuQc UBND thanh ph6. Th\lc hi~n vi~c b6 sung,
lUlltm, thea d5i, quan ly h6 sO"cua can bQ, cong chuc, vien chuc theo quy dinh.
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, - L~p s6 thea doi, t6ng hop, tham rmru cac bao cao dinh ky, bao cao chuyen
de thea linh yVC diroc phan congo

- Tl1Jc tiSp tham rmru vS t6 chirc, bQmay bien che, can bQ, cong chirc vien
chirc toan thanh ph6 khi Truong phong chi dao.

- Thirc hien mot s6 nhiem vu khac do Truong phong phan congo

I 7. Ba Pham Th] Ha - Chuyen vien tham rmru, giup vi~c, lam nghi~p v\l
cong tac quan Iy nha ntr6'c v~ Ton giao, tA chjrc Hqi, tA clnrc phi Chinh phu;
Cdng tac cai ca<:hhanh chinh, ch~ dq cong V\l; Dao tao, bBi ~trOng; Thuc hi~n ch~
dq, chinh sach doi v6'i can bq, cong clnrc, vien clnrc (Cung trien khai thl!Chi¢n m(Jtso
nhi¢m V¥ lfnh WC cua dang chi Trdn Tht Hang Ng9C).

- Huang d~n nghi~p V\l, ph6i hgp kiSm tra vi~c th\Ic hi~n cac chu truang,
dUOngl6i cua Dang, chinh sach, phap lu~t cua Nha nuac vS cong tac Ton giao tren
dia ban thanh ph6; tham mUll, ph6i hgp vai cac ca quan co lien quan dS thvc hi~n
nhi~m V\l qwin ly nha nuac vS cong tac Ton giao thea quy dinh cua phap lu~t.

- Thfun djnh h6 sa dS nght va dv thao cac quySt dinh cho phep thanh l~p, giai thS,
phe duy~t diSu l~ cua HQi,t6 chilc phi Chinh phu thea quy dinh va phan d.p.

- Tham mUll, huang d~n vi~c thvc hi~n cac chS dQ, chinh sach d6i vai HQi, t6
chilc phi Chinh phu thea quy dinh.

- Huang d~n, kiSm tra, tham mUll xu ly vi~c thvc hi~n DiSu l~ d6i vai HQi, t6
chilc phi Chinh phu thea thAmquySn.

- Tham mUll xay dvng dV thao cac DS an, kS hO':lch,chu truang, bi~n phap
triSn khai cong tac cai cach hanh chinh tren dia ban thanh ph6.

- Huang d~n, don d6c, kiSm tra cac phong, ban, dan vi va UBND cac xa,
phuOng trong thvc hi~n cong tac cai cach hanh chinh thea quy dinh.

- T6ng hgp bao cao cong tac cai cach hanh chinh thea quy dinh.

- Tham mUll, giup vi~c, lam nghi~p V\l cong tac dao t':lO,b6i duoog can bQ,
cong chilc, vien chilc thuQc UBND thanh ph6.

- Xay dvng bao cao cong vi~c thea chilc nang, nhi~m V\l thang, quy, nam va
cac bao cao chuyen dSb linh yVC duQ'cgiao.

- Th\Ic hi~n mQt s6 nhi~m V\l khac do TruOng phong phan congo

II. TO CHUC THlfc HIEN. .
- Can bQ, cong chilc phong phai chftp hanh nghiem ruc quy chS cua UBND

thanh ph6; nQi quy cua phong, kY lu~t phat ngon, kY lu~t lao dQng, thai gian va hi~u
qua va chftt luqng cong vi~c duQ'cgiao.

- Can cil vao nhi~m V\l duQ'cphan cong, timg can bQ, cong chilc chu dQng s~p
xSp b6 tri thai gian lam vi~c cho phil hgp va thvc hi~n nhi~m V\l khac khi TruOng
phong phan congo

- M6i can bQ,cong chuc phong neu cao tinh th~n hgp tac, ph6i hgp dS giai quySt
cong vi~c chung cua phong cling nhu nhi~m V\l rieng cua timg ca nhan.
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- can bQ, cong chirc phong nghi viec rieng, nghi phep bao cao r5 ly do tir ngay
hom tnroc (trie triarng h9P khi co viec a<}txudt, bao cao qua ai¢n thoai) khi Truong
phong d6ng y ghi van s6 thea doi cua phong, can bQ, cong chirc moi diroc nghi.

- M6i thang co quan hop 01 l~n (trie h9P a<}t xudt), tirng can bQ, cong chirc
chuAnbi nQi dung bao cao k~t qua cong tac trong thang; dir ki~n va dS xuat nhiem
vu cua thang sau.

- Tai san mua, sam giao cho tirng can bo, cong chirc sir dung, bao quan, nSu
dS xay ra hu hong (sit dung kh6ng dung quy trinh, thieu trdch nhiem), lam m~t mat
tai san do nguyen nhan chu quan, phai chiu trach nhiem b6i thirong thea quy dinh.

- Trong tnrong hop dQt xuat, ho~c thvc hi~n y kiSn chi d~o cua Chu tich Uy
ban nhan dan thanh ph6; ho~c do yeu c~u cong vi~c, TruOng phong se phan cong,
diSu ph6i cong vi~c trong phong cho phil hQp.

- Trong qua trinh thvc hi~n cong vi~c thea phan cong, do yeu c~u thvc t~,
TruOng phong co thS thay d6i ho~c phan cong l~i cong vi~c dS dam bao thvc hi~n
co hi~u qua nhi~m V\l cua phong NQiV\l.

Trong qua trinh t6 chilc thvc hi~n co v~n dS c~n xem xet, diSu chinh b6 sung,
TruOng phong se diSu chinh phan cong nhi~m V\l can bQ, cong chilc trong co quan
cho phil hqp.l.

Nai nhan:
- Ulnh d~o UBND thanh ph6 (D~ bao cao);
- Ban T6 chuc Thanh uy;
- TruOng, phOng ban don vi lien quan;
- Chli tich UBND 10 phubng; xii;
- CBCC phOng N9i V\l (T/h);
-LuuNV.
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