
UBND QUAN BA DINH
PHONGNQIVV

sf>: 29/QD-NV

CQNG HoA xA HQI CHiT NGHiA VJl:T NAM
DQc I~p - T\I' do - H~nh phuc

Ba Dinh, ngay 25 thong 01 ndm 2022

QUYETDJ.NH
Philn cong hi~m v\I can b{},cfmg clnrc phong N{}iv\I qu~n Ba Dinh

TRUONGPHONGNQIVU, ..
Can cu Nghi dinh s6 37120141NfJ-CP ngay 05 thang 5 ndm 2014 cua

Chinh phil quy dinh t6 chuc cac co quan chuyen man thuoc Uy ban nhdn dan
huyen, qudn, thi xd, thanh. ph6 thuoc tinh va Nghi dinh. s6 108120201NfJ-CP
ngay 14 thang 9 ndm 2020 cua Chinh phil sua a6i, b6 sung mot s6 ai~u cua
Nghi atnh s6 3712014INfJ-CP ngay 05 thang 5 ndm 2014 cua Chinh phil;

Can cu Thong tu s6 05120211TT-BNV ngay 12/8/2021 cua so N9i v¥ v~
viec quy dinh. chuc nang, quyen han va co cdu t6 chtec cua SaN9i v¥, phong N9i
V~I thuoc UBND cdp tinh, cdp huyen;

Can cu Quyit dinh s6 2645IQfJ-UBND ngay 0411112021 cua UBND qudn
quy dinh chuc nang, nhiem v¥, quy~n hc;mcila phong N9i v¥;

Can cu Quyit ainh s6 28IQfJ-NV ngay 2510112021 cila phong N9i v¥ v~
vi¢c ban hanh Quy chi lam vi¢c cl.laphong N9i V{.L;

Can cu thvc trgng a9i ngu can b9, cong chuc hi¢n co cila phong.

QUYETDINH·
Di~u 1.Phan cong nhi~m V\l can bQ,.cong chilc phong NQi V\l th\Ic hi~n cac

chilc trach, nhi~m V\lnhu sau:
1. D/c Nguy~n M,nh CO'Crng- Bi thO' Chi bQ - TrO'o-ng phong
Ph\l trach diSu hanh toan di~n ho~t dQng cua phong va phan cong can bQ,

cong chilc thlJc hi~n cac cong vi~c thuQc chilc nang, nhi~m V\l cua phong. TnJc
tiSp chi d~o tham muu UBND qu~ cac IInh VlJCsau:

Xay dlJllg bQmay chinh quySn, t6 chilc can bQ (quy hogch, b6 nhi¢m, tiip
nhgn, tuydn d¥ng, ai~u a9ng, luan chuydn, chuydn a6i vi tri can b9 cong chuc,
vien chuc), vi tri vi~c lam, cai cach hanh chinh, thi dua - khen thuemg, ton giao,
dao t~o, b6i du5ng can bQ cong chilc, vien chilc; cai cach hanh chinh, cai cach
chS dQ cong chilc, cong V\l; chinh quySn dia phuong; quan Iy tin nguang, ton
giao; thi dua, khen thuemg. Tham gia cac Ban chi d:;lOcua Qu~n uy,UBND qu~n
trong Hnh VlJCNQiV\l.

a) Tham mUll fIDND - UBND qu~n t6 chilc thlJc hi~n cac cUQcb§u cll' D~i
biSu Qu6c hQi, fIDND, UBND cac c~p.

b) Xay dlJllg cac phuong an cung c6 Chinh quySn qu~n, phuOng, cong tac
quan ly nha nuac vS dia giai hanh chinh cua qu~n va phuOng, quy chSdan chu a
co sa.
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c) DS xu~t cac giai phap vS t6 chirc bQmay, nhan S\I,bien che, tuyen dung
cong chirc, vien chirc cac co quan, dan vi thuoc UBND quan,

d) Chi dao xay dung cac kS hoach bien chS, tuyen dung, diSu dong, b6
nhiem, luan chuyen can bQ cong chirc, vien chirc, cac dan vi thuoc quan,

d) Chi dao vS cong tac cai each hanh chinh; cong tac danh gia, xSp loai can
bQ, cong chirc, vien clnrc.

e) Chi dao cong tac dao tao, b6i duong can bQ, quan ly nha mroc, cong tac
thi dua - khen thuong, ton giao.

2. DIe Nguy~n Th] Anh HBng - Ph6 Trueng phong
Thay m~t Truong phong diSuhanh cac cong vi~c thuoc phong khi Truong phong

di vang; True tiep phVtrach chi d~o va chiu trach nhi~m cac cong vi~c sau:
a) Tham muu cho UBND qu~n xay d\Illg va th\Ic hi~n m6i quan h~ cong tac

vai Uy ban M~t tr~n T6 qu6c qu~n va cac doan thS.
b) Tham mUll th\Ic hi~n chS dQ chinh sach d6i vai can bQ, cong chuc, vien

chuc cac phong quan ly nha nuac, kh6i giao dvc.
c) Tham mUll UBND qu~, TruOng phong vS cong tac cai cach hanh chinh,

ISO, cong tac khoa h9C cong ngh~, lIng dVng cong ngh~ thong tin cua Qu~n va
cuaPhong.

d) Chiu trach nhi~m vS cong tac dao t~o, b6i duOng, tuySn d\lllg, vi tri vi~c
lam dQingu can bQ, cong chuc, vien chuc.

d) Chi d~o t6ng hgp vS nang b~c luang d6i vai can bQ, cong chuc, vien
chuc bao cao HQi d6ng luang.

e) Xay d\Illg d\I thao cac chuang trinh, chuyen dS vS xay d\Illg, cung c6
chinh quySn khi duqc phan congo

g) Xem xet, giai quySt dan thu khiSu n~i, t6 cao cua can bQ, cong chuc,
vien chuc va cong dan thuQc trach nhi~m cua phong thea lInh V\ICduqc phan
cong phV trach.

h) Chu tri chi d~o cac d6ng chi co lien quan thea S\Iphan cong cua Hinhd~o
phong dS c~p nh~t chuang trinh quan If h6 sa can bQ, cong chuc.

i) Tham gia thanh vien cac Ban chi d~o, cac HQi d6ng thea quySt dinh cua
UBND qu~n.

k) Th\Ic hi~n cac cong vi~c khac thea S\Iphan cong cua TruOng phong.
3. Die LU'u Quang Vii - Ph6 TrU'irng pbong
TIVc tiep phv tnich chi d~o quan If va chiu tnich nhi~m cac cong vi~c sau:
a) Chi d~o va phv tnieh vS cong hie tham muu che dQ, chinh sach, d6i v6i

can bQ, cong chuc kh6i phuOng, cac dan vi S\Inghi~p khong phai S\Inghi~p giao
d\lc thuQc qu~n.

b) Phv trach cong tac dia giai hanh chinh, phan lo~i dan vi hanh chinh, T6
dan ph6 tren dia ban qu~n.



3

c) Phu trach cong tac quan ly nha mroc vS cac HQi, cong tac Thanh nien,
T6 chirc phi chinh phu (neu co) thuoc tham quyen quan Iy cua UBND quan.

d) Tham muu Truong phong viec thuc hien cong tac cai each hanh chinh
thuoc kh&iphuong.

d) Chi dao cong tac quan ly nha mroc vSvan thu hru tnr; dan van chinh quyen.
e) Tham muu Truong phong vS cong tac nQiV\!cua phong.
g) Xem xet, giai quyet dan thu khiSu nai, t&cao cua can bQ, cong chirc va

cong dan vS linh V\ICthuoc trach nhiem cua phong lien quan dSn Iinh V\ICdiroc
phan cong phu trach.

h) Xay dung du thao cac chuang trinh, chuyen dS thuoc trach nhiem cua
Phong khi duoc phan congo

i) Chiu trach nhiem toan di~n vS kinh phi ho~t dQng cua phong.
k) Th\Ic hi~n cac cong vi~c khac thea S\I phan cong cua TruOng phong.
I) Tham gia thanh vien cac Ban chi d~o thea quySt dinh cua UBND qu~.
4. Die D&Vi~tBloh - Chuyen vien
Theo d6i, huang dan kh&i truOng Ti~u hQc, Mfun non vS cong tac t6 chuc

can bQ, kS ho~ch bien chS, chS dQ chinh sach (danh gia, xSp lo~i cu&inam, huu
tri, tiSn luang, BHXH, dao t~o-b6i duOng, quan Iy h6 sa vien chuc, chS dQtinh
gian bien chS, ph\! c~p tham nien nghS, ph\! c~p uu dai d&i vai kh&i duQ'cphan
cong ph\! trach ... ) va th\Ic hi~n cac nhi~m V\!:

a) Tham muu cho lanh d~o phong vS xac dinh, th~m dinh vi tri vi~c lam
cua kh6i duQ'cphan cong ph\! trach.

b) C~p nh~t chuang trinh quan Iy h6 sa can bQ, vien chuc cua kh6i duQ'c
phan cong ph\! trach.

c) Chiu trach nhi~m t6ng hQ'Pbao cao vS s&IUQ'llg,ch~t IUQ'llgdQingfi can
bQvien chuc, kS ho~ch bien chS cua kh&i duQ'cphan cong ph\! trach.

d) Tham muu cho lanh d~o phong t6ng hQ'P,bao cao th\Ic hi~n tinh gian
bien chS cua kh&i duQ'cphan cong ph\! trach.

d) Chiu trach nhi~m vS cac thu 1\lchanh chinh, cong tac ISO, ra soat thu 1\lc
hanh chinh co lien quan dSn lfuh V\ICduQ'cphan cong ph\! trach

e) Chiu trach nhi~m truac lanh d~o phong vS cong tac thi dua khen thuOng
cua kh6i duQ'c phan cong ph\! trach. Ph6i hQ'PchuySn s6 li~u vS thi dua khen
thuOng vS Chuyen vien ph\! trach cong tac thi dua khen thuOng cua Phong.

h) T6ng hQ'Ps6 li~u vS bao cao thang, quy, nam, cac chuyen dS, dS an thea
yeu d.u cua lanh d~o phong va cua UBND qu~n giao.

i) Tham muu cho lanh d~o phong vS cong tac Dang, cong tac HQi cua phong.
k) T6ng hQ'Ps&li~u danh gia can bQ, cong chuc, vien chuc;
I) Th\Ic hi~n cac cong vi~c khac thea S\I phan cong cua lanh d~o phong.

Y_HC--
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5. D/c Cao Th] NgQc Hmrng - Chuyen vien
Theo doi, huong d~n kh6i tnrong Trung h9C co sa vS cong tac t6 chirc can

bQ, k~ hoach bien che, ch~ dQchinh sach (danh gia, xep loai, hiru tri, tien luang,
BHXH, dao tao-boi dueng, quan ly h6 sa vien chirc, ch~ dQtinh gian bien che,
phu d.p tham nien nghe, phu c~p uu dai d6i voi kh6i giao due duoc phan cong
phu trach ... ) va thuc hien cac nhiem V\!:

a) Tham rmru cho lanh dao phong vS xac dinh, th~m dinh vi tri viec lam
cua kh6i duoc phan cong phu trach,

b) C~p nhat chuang trinh quan ly h6 sa can b9 cong chirc, vien chirc cua
kh6i duoc phan cong ph\! trach.

c) Chiu trach nhi~m t6ng hqp bao cao vS s6 luqng, ch~t luqng dQingil can
bQvien chuc, k~ ho~ch bien ch~ cua kh6i duqc phan cong ph\! trach.

d) Tham muu cho ltlnh d~o phong t6ng hqp, bao cao th\Ic hi~n tinh gian
bien ch~ cua kh6i duqc phan cong ph\! trach.

d) Tn!c ti~p ph\! trach cong tac thi dua khen thuang cua kh6i duqc phan
cong ph\! trach. Ph6i hqp chuySn s6 li~u vS thi dua khen thuang vS Chuyen vien
ph\! trach cong tac tm dua khen thuang cua Phong.

e) Chiu trach nhi~m vS cac thu t\!C hanh chinh, cong tac ISO co lien quan
d~n linh V\ICduqc phan cong ph\! trach.

g) T6ng hqp danh gia dQi ngil can bQ, cong chuc, vien chuc thea kh6i duqc
phan cong ph\! trach.

h) T6ng hqp s6 li~u bao cao thang, quy, nam, chuyen dS, dS an thea yeu
c~u cua lanh d~o phong va cua UBND qu~n.

i) Chiu trach nhi~m tham muu cho Hinhd~o phong vS cong tac dao t~o, b6i
duong chung toan qu~n.

k) T6ng hqp chung s6 li~u va tham mUll bao cao UBND qu~n: Nang luang,
ph\! c~p tham nien nghS, ph\! c~p uu dai cua cac kh6i; cong tac tinh gian bien
ch~',

1) Tham muu lanh d~o phong vS cong mc dao t~o, b6i duOng, tuySn d\!ng
kh6i giao d1}c.

m) Tham muu lanh d~o phong xay d\Illg k~ ho~ch, bao cao t6ng hqp vS.
cong tac thanh tra, kiSm tra vS quan ly, su d\!ng bQmay bien ch~.

n) Thl,Ichi~n cac cong vi~c khac thea S\Iphan cong cua lanh d~o phong.
6. D/c Giang Minh Huirng - Chuyen vien
Theo d6i, huang d~n chuyen mon nghi~p V\l cac phong QLNN, Dan vi Sl,I

nghi~p (khong phai kh6i Giao d\!c) vS cong tac t6 chuc can bQ, ch~ dQ chinh
sach (danh gia, x@plot;ti,huu tri, tiSn luang, BHXH, dao tt;tO- b6i duOng, ch~ dQ
tinh gian bien ch~, quan ly h6 sa can bQ, cong chuc ... ) va th\Ic hi~n cac nhi~m
V\!:

a) Tham muu cho lanh dt;tophong vS xac dinh, th~m dinh vi trf vi~c lam,
cong tac tuySn d\!ng cua kh6i duqc phan cong ph\! trach.
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b) Chiu trach nhiem bao cao s6 hrong, ch~t hrong dqi ngii can bq cong
chirc cua kh6i diroc phan cong phu trach.

c) Chiu trach nhiem tnroc lanh dao phong vS cong tac thi dua khen thuong
cua kh6i duoc phan cong phu trach.

d) Chiu trach nhiem vS cac thu tuc hanh chinh, cong tac ISO, ra soat thu tuc
hanh chinh co lien quan dSn linh V\ICduoc phan cong phu trach,

d) Chiu trach nhiem cong tac khoa hoc cong nghe co lien quan dSn nhiem
vu cua phong,

g) Tham rmru cho Ianh dao phong t6ng hQ'Pva bao cao UBND quan:
- T6ng hQ'P t6ng hQ'P chung vS cong tac cai each hanh chinh chung cua

Quan, bao cao cai each hanh crunh thea yeu c~u cua Qu~ va Thanh ph6. T6ng
hQ'P s6 li~u chb diSm chi s6 CCHC, chi s6 danh gia S\I hai long cua cac ca
nhan, t6 chuc d6i vai S\I ph\!c V\! cua cac co quan hanh chinh nha nuac ;

- T6ng hQ'Ps6 li~u bien chS, dqi ngu can bq, cong chuc, vien chuc, vi tn
vi~c lam;

- T6ng hQ'Pchung cong tac ISO; Thu 1\lchanh chinh;
- T6ng hQ'Pcong tac Khoa hQc cong ngh~;
- T6ng hQ'Pva bao cao th\Ic hi~n cong tac ky cuang hanh chinh, quy t~c

ung xu cua dqi ngli can bq, cong chuc, vien chuc;
h) Th\Ic hi~n cac nhi~m V\!chi nghi~p V\!chuyen mon cua Phong; Ph6i hQ'P

vai bQ ph~ KS toan cua phong dS quySt toan kinh phi ngan sach duQ'c·giao
trong th\Ic hi~n nhi~m V\!chuyen mon cua Phong thea quy dinh.

i) Th\Ic hi~n cac cong vi~c khac thea S\Iphan cong cua lanh d~o phong.
7. DIe Nguy~n PhU'O'ngQuynh - Chuyen vien:
Theo dai, huang d~n chuyen mon nghi~p V\l Kh6i phuOng vS cong tac t6

chuc can bq, chS dq chinh sach (danh gia, xSp lo~i, hUll tn, tiSn luang, BHXH,
dao t~o - b6i duOng, chS dq tinh gian bien chS, quan ly h6 so can bq, cong
chuc ... ) va th\IChi~n cac nhi~m V\l:

a) Tham mUll cho lanh d~o phong vS xac dinh, th~m dinh vi tri vi~c lam,
tuySn d\lllg cong chuc cua kh6i duQ'cphancong ph\! trach.

b) Chiu trach nhi~m bao cao s6 lUQ'llg,ch~t lUQ'llgdqi ngu can bq cong
chilc cua kh6i duQ'cphan cong ph\! trach.

c) T6ng hQ'Pcac s6 li~u co lien quan dSn cong tac b~u cu Qu6c hqi, HDND
cac c~p co lien quan a c~p phuOng; Cong tac quan ly dia giai hanh chinh; Phan
lo~i dan vi hanh chinh; T6 dan ph6 tren dia ban qu~n.

d)) Chiu trach nhi~m thea dai, t6ng hQ'PQuy chS dan chu cua kh6i phuOng.
d) Tham mUll cho lanh d~o phong t6ng hQ'P,bao cao th\Ic hi~n tinh gian

bien chS cua kh6i duQ'cphan cong ph\! trach.

,~
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e) Chiu trach nhiem vS cac thu tuc hanh chinh kh6i phuong va cong tac
ISO, thu tuc hanh chinh co lien quan den linh Vl!Cduoc phan cong phu trach.
T6ng hop s6 lieu lien quan CCRC cip phirong.

g) Tham rmru t~p huan dQingfi can bQco sa cac phuong,
h) T11!ctiSp phu trach cong tac thi dua khen thuong cua kh6i. Ph6i hop

chuyen s6 lieu vS thi dua khen thirong vS Chuyen vien phu trach cong tac thi dua
khen thuong cua Phong

k) Lam nhiem vu kS toan co quan.
1)Thuc hien cac cong viec khac then S\Iphan cong cua lanh dao phong
8. D/c D~ng Thuy Linh - Chuyen vien:
a) Tham muu UBND quan, lanh dao phong cong tac quan ly nha mroc vS

van thu, luu trif,
b) Tham muu cong tac qmin ly nha nuac vS thanh nien va cong tac cac RQi

va t6 chuc phi chinh phU.
c) Tham muu xay d\Illg cac KS hoc;tch,bao cao UBND qu~ lien quan dSn

cong tac quy chS dan chu a co sa. .
d) T6ng hqp s6 li~u ke khai tai san, nQPThanh tra Thanh ph6.
d) Th\IC hi~n cong tac NQi v\! cua phong: Van thu, luu tru cua Phong:

TiSp nh~n, quan ly, van s6 cac van ban di, dSn trinh Truang phong thea
quy dinh. C~p nh~t, then d5i, don d6c cac bQ ph~n chuyen mon th\Ic hi~n y
kiSn chi dc;tocua Truang phong. TiSp nh~n h6 so hanh chinh cua bQph~n tiSp
nh~n va ira kSt qua h6 so hanh chinh thuQc Van phong IIDND va UBND qu~n
chuySn trinh Hinhdc;tophong xu lY.

e) Tham muu cho Truang phong vS vi~c ra soat cac quySt dinh b6 sung,
ki~n toan cac Ban chi dc;to,cac T6 cong tac ... do cac dan vi, co quan co lien
quan trinh UBND qu~n.

g) Th;lm muu th\Ic hi~n cong tac Ton giao, Thi dua khen thuang.
h) Tham muu cho lanh dc;tophong vS cong tac thanh tra, phong ch6ng tham

nhung, th\Ic hanh tiSt ki~m ch6ng lang phi.
i) Xay d\Illg bao cao cua Phong dinh leY thang, quy, nam then yeu c~u cua

UBNDqu~.
k) Th\Ic hi~n cac cong vi~c khac thea S\Iphan cong cua Hinhdc;tophong.
9. D/c T~ Van DU'O'ng
Tham muu cho Truang phong vS vi~c xay d\Ing kS hoc;tch,huang d~n, t6

chuc th\Ic hi~n cong tac thi dua, khen thuang, cong tac ton giao then chi dc;toClla
cip co th~m quySn va th\IChi~n cac nhi~m V\l:

a) T6ng hqp thi dua, khen thuang tren co sa tiSp nh~n kSt qua thi dua,
khen thuang clla cac bQph~n chuyen mon ph\! trach cac kh6i clla Phong gui vS.

b) Tham muu Truang phong vS cong tac quan ly nha nuac vS ton giao tren
dia ban qu~n.
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c) Tham rmru cho lanh dao phong t6 chirc t~p huan, b6i duong nghiep vu
d6i voi cac don vi co lien quan vS cong tac thi dua khen thuong, ton giao,

d) True tiSp thu ly h6 sa thi dua khen thuong cua cac don vi Hiep quan;
Chiu trach nhiem tham rmru t6 chirc thuc hien khen thuong trong viec thuc hien
cac nhiem vu chinh tri cua quan, t6ng hop trinh cac phong trao thi dua, khen cao
.thea quy dinh.

d) Chiu trach nhiem cong tac thi dua khen thuong cua phong,
e) Chiu trach nhiem vS giai quyet cac thu tuc hanh chinh, cong tac ISO, ra

soat thu tuc hanh chinh co lien quan dSn linh V\1C duoc phan cong phu trach,
g) Lam nhiem vu thu quy co quan va quan ly quy thi dua khen thirong cua

qu~n va kinh phi thi dua do cac c~p, cac nganh chuySn vS.
h) Thvc hi~n cac cong vi~c khac thea sv phan cong cua Hinhdt;lophong.
Di~u 2. QuySt dinh nay co hi~u lvc kS tir ngay kY.MQi phan cong nhi~m V\l

trai v6i QuySt dinh nay dSu duQ'c ba:i boo Trong qua trinh thvc hi~n, nSu co
vu&ng milc se xem xet, diSu chinh.

Di~u 3. Lanh dt;lova toan thS cong chilc, lao dQng hgp d6ng phong NQi V\l
chiu trach nhi~m thi hanh QuySt dinh nay.!.

NO'inh~n:
- Lanb d~oUBND qu~n;
- Ban T6 ehue Qu~ uy;
- Cae phOng, ban, don vi co lien quan;
- Can bQphong NQi vv;
-Luu:NV.


