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Ve vice ban hanh Danh muc vj tri vice lam ciia Truong Dai hoc GTVT

HOI DONG TRUONG
TRUONG DAI HOC GIAO THONG VAN TAI

Can cu Quyet dinh so 42/CP ngdy 24/3/1962 ciia Hoi dong Chmh phi (nay Id 

Chink phii) ve vice thdnh lap Truang Dai hoc Giao thong van tdi;
Can civ Luat Giao due dai hoc ngdy 18/6/2012 vd Luat sita doi, bo sung mot so 

dieu ciia Luat Giao due dai hoc ngdy 19/11/2018;
Can civ Nghi dinh so 99/2019/ND-CP ngdy 30/12/2019 ciia Chink phu quy dinh 

chi tiet vd hudng dan thi hanh mot so dieu ciia Luat siva doi, bo sung mot so dieu ciia 

Luat Giao due dai hoc;
Can civ Nghi dinh so 106/2020/ND-CP ngdy 10/9/2020 ciia Chinh phu ve vi tri 

viec lam vd so hvang ngivoi lam viec trong dan vi siv nghiep cong lap;
Can civ Quyet dinh so 3205/QD-BGD&DT ngdy 26/10/2020 ciia Bo Giao due 

vd Ddo tao ve viec cong nhan Hoi dong truang Truang Dai hoc Giao thong van tdi 
nhiem ky 2020-2025;

Can civ Nghi quyet so 34/NQ-HDT ngdy 30/12/2021 ciia LI6i dong truang Ban 

hanh Quy che To chive vd hoat dong ciia Truang Dai hoc Giao thong van tdi;
Theo ket qua Phien hop Hoi dong Truang Ian thiv muai bon nhiem kj' 2020-

2025;
Hoi dong truang da thao lucin, thong nhdt,

QUYET NGHI:

Dieu 1. Ban hanh kem theo Nghi quyet nay Danh muc vj tri vice lam cua Truong Dai 
hoc Giao thong van tai.

Dieu 2. Nghi quyet nay da dirge Hoi dong Truong thong qua, bieu quyet vdi 100% 

so thanh vien co mat va co hieu lire ke tu ngay ky ban hanh.

Dieu 3. Thanh vien Hoi dong truang, Hieu truang, cac Pho I lieu truang, Truang cac 

don vi thuoc Truong va vien chuc, nguoi lao dong trong toan Truong chin 

trach nhiem thi hanh Nghj quyet nay./.
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Bieu so 1BO GIAO DUG VA DAO TAO
TRUONG DAI HOC GTVT

DANH MUC Vj TRI VIEC LAM 

CUA TRUONG DAI HOC GIAO THONG VAN TAI
(Ban hanh kem theo Nghi quyet so: 49/NQ-HDT ngay 16 thdng 9 nam 2022 

cua Hoi dong truang Truong Dai hoc GTVT)

Hang chuc danh 
nghe nghiepDanh muc vj tri vice lam Chuc danh nghe nghiep toi 

thiem
STT

c

Lanh dao, quan lyA ;U
VTVL lanh dao, quan ly TruongI

\CChu tich Hoi dong Truong I/llGV1.
l/IIGVHieu truang2. 7

I/IlGVPho Hieu truang3.
VTVL lanh dao, quan ly trong to chuc, don vj thuoc, true thuoc I ruong (don vj cap 2 
thuoc Truong)II

Giam doc Phan hieu I/I IGV4.
I/II/IIIGV/CVTruang phong va tuang duang5.
I/II/IIIGVTruang khoa6.

Pho Giam doc Phan hieu I/II/IIIGV7.
I/II/IIIGV/CVPho Truang phong va tuang duang8.
I/II/IIIGVPho Truang khoa va tuang duang

VTVL lanh dao, quan ly to chuc, don vj can thanh don vj thuoc, true thuoc I ruong (don vj cap 
3 thuoc I ruong) 

9.

Ill

I/II/IIIGVTruong Bo mon va tuang duang10.
I/II/IIIGVPho Truong Bo mon va tuang duang11.

Chuc danh nghe nghiep vien chuc giang dayB
Giang vien cao capGiang vien cao cap I lang I1.

1 lang 11Giang vien ehinhGiang vien ehinh2.

I lang IIIGiang vienGiang vien3.

Hang IIITra giangTrg giang4.



Bic;u so 2
VI TRI VIEC LAM CHUG DANH NGHE NGHIEP CHUYEN MON 

DUNG CHUNG VA HC) TRO, PHUC VU
(Ban hanh kem theo Nghj quyet so: 49/NQ-IIDT ngay 16 thdng 9 nam 2022 

cua Hoi dong truang Trm'mg Dai hoc GTVT)

A. DANH MUC \\ TRI VIEC LAM CHUG DAN 11 NGHE NGHIEP CHUYEN MON 
DUNG CHUNG VA HO TRO, PHUC VU

STT Khung danh muc vj tri vice 
lam

Danh muc vj tri 
vice lam cua 

don vj

Hang chuc 
danh nghc 

nghicp
Chuc danh nghc 
nghicp toi thieu •C

A • /\Chuc danh nghc nghicp 
chuycn mon dung chung

1

NChuyen vien 
phu trach cong 
tac tuyen dung, 
tiep nhan, dieu 

dong, bo nhiem, 
mien nhiem, 
dao tao, boi 
duong, khen 

thircmg. ky luat, 
danh gia vien 
chuc; cac che 
do chinh saeh 
ve lien luang, 
phu cap, bao 
hiem xa hoi.

16 chuc nhan sir 11/1111 CV

Chuyen vien phu 
trach cong tac 

hanh chinh, tong 
hop, bao cao, xay 

dung ke hoach 
cong tac.

Chuyen vien phu 
trach cong tac 
xay dung kc 

hoach, to chuc va 
quan ly dao tao. 
tham dinh khoi 
luang boat dong

9

dao tao, tham tra 
va quan ly diem.

9

Hanh chinh, tong hop 1I/II1CV2

II/II1CVQuan ly boat dong dao tao3

2



STT Khung danh muc vj tri vice 
lam

Danh muc vj tri 
vice lam ciia 

don vj

Hang eh ire 
danh nghe 

nghiep
Chue danh nghe 
nghiep toi thieu

Chuyen vien phu 
trach cong tac 

khao tin', cong tac 
dam bao chat 
lugng dao tao, 
kiem djnh va 
danh gia chat 

lugng dao tao cua 
Truong, cua 

nganh.

Quan ly chat lugng giao due II/III4 CV

Chuyen vien phu 
trach cong tac ve 

xay dung kc 
hoach, to chuc va 

quan ly boat 
dong ve NCK1T 
chuyen giao cong 

nghe, lao dong 
san xual.

'N
10

II/IIICV HC5 Quan ly khoa hoc va cong nghe
Tt

r_

Chuyen vien phu 
trach cong tac ve 
doi ngoai, an ninh 
doi ngoai, hgp tac 

quoc te. phien 
dich, soan thao, 
dich cac tai lieu 
bang tieng nuoc 

 ngoai. 

Hgp tac quoc te II/III('V6

Chuyen vien phu 
trach cong tac 

quan ly sinh vien; 
cong tac chinh tri 

- lu tux’rng. 
Chuyen vien vc 

xay dung kc
n

hoach, to chuc, 
quan ly, thuc hicn 
cong tac tai chinh 

va che do ke 
loan.

Quan ly sinh vien; cong lac 
chinh tri - lu tuong II/IIICV7

Ke hoach, tai chinh, ke loan II/IIICV8

Chuyen vien phu 
trach cong tac 
thanh tra, kiem 

tra, phap che, giai 
quyet khicu nai, 
to cao; tong hgp, 
thong ke, bao cao 

cong tac thanh

Thanh tra, phap che II/IIICV9

tra.
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sir Khuiig danh muc vi tri vice 
lam

Danh muc vj tri 
vice lam ciia 

don vj

Hang eh ire 
danh nghe 

nghiep
Chuc danh nghe 
nghiep toi thieu

Chuyen vicn phu 
trach cong lac 

quan ly Ihicl hi, 
tai san, ca sa vat 
chat; Ky thuat, 

thiet bi va phong 
thi nghiem; mua 
sam, tiep nhan, 
cap phat trang 

Ihicl bi.

Quan tri thiet bi, tai san; Ky 
thuat, thiet bj va phong thi 

nghiem
II/III10 cv

Chuyen vicn phu 
trach cong lac xay 
dung quy hoach, 

Quan ly du an

jII/III11 Quan ly du an CV i\
:NGChuyen vicn phu 

trach cong tac 
xuat ban Tap chi 
khoa hoc G'l'V’l 
va cac an pham, 
thong tin khoa 
hoc cong nghe

o

11/111CVTap chi khoa hoc12

Che ban thiet 
ke tai lieu, an 

pham xuat 
ban; ky thuat 

vien van hanh, 
bao duang

I I/I 1 I/I VCV/CS/KTVXuat ban13

may m
Chuyen vien, Ky 
su, ky thuat vicn 
phu trach cong 

tac quan ly, khai 
thac va ung dung 
CNT T; quan ly 

ky thuat, an ninh 
he thong mang, 
cac phan mem 

ung dung

II/III/IVKS, CV. KTVCong nghe thong tin14

Chuyen vicn phu 
trach cong tac 
truyen thong, 

quang ba thuang 
hieu cua Truong, 

cua nganh dao
Truyenthong II/IIICV15

tao.

(L-
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SIT Khung danh muc vj tn vice 
lam

Danh muc vj tri 
vice lam ciia 

don vj

Hang eh lie 
danh nghe 

nghiep
Chiic danh nghe 
nghiep toi thieu

Chuyen vien phu 
trach cong tac 

tham tra va quan 
ly diem ciia SV 
va cac cong tac 
khac ciia van 

phong Klioa

II/I1I/IVcv/cs16 Giao vu

Chuyen vien, can 
sir tir van ho trg 

sinh vien
Tir van ho trg sinh vien III/IVCV/CS17

III/IVThu quy CV/CS18 Thu quy
Chuyen vien. can 
sir van thir, lint II/II1/IVVan thir, liru trir CV/CS19

trir
Thu vien vien 
phu trach cong 

tac quan ly, khai 
thac, sir dung tai 
nguyen TY- I W.

quan ly vice 
mugn. tra sach,

____ tai lieu
Chuyen vien, can 
sir, ky thuat vien 
phu trach cong 

tac quan ly ky tuc 
j(a va SV noi tni 
Chuyen vien. can 
sir, ky thuat vien 
ve quan ly, khai 

thac, sir dung 
giang dirong, 
dieu do phong

y
ii/mTVVThu vien20

II/III/IVCV/KTV/CSQuan ly ky tuc xa va SV noi tni21

1I/I11/IVCV/KTV/CSQuan ly giang duong22

hoc
Bac si, Y sT chain 

soc sire khoc, 
kham dura berth, 
cap phat thuoc, 
bao hi Can y tc, 
phong chong 

dich berth

Yt6 II/III/IVBS, YS, Y r23

Ho tro’, phuc vuII
VNVLai xeNhan vien Lai xe1
VPhuc vu NVNhan vien ky thuat2
VPhuc vu NVNhan vien tap vu3
VNVBao veNhan vien bao ve4
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B. KHUNG NANG LUC VI TRJ VIEC LAM 
I. Khung nang luc vj tri vice lam chuc danh nghc nghicp chuycn mon dung cluing

Khung nang lire tdi thicu ciia vj tri vice lamSTT Ten vj tri 
vice lam

- Tot nghiep dai hoc, sir dung thanh lhao tin hoc van phong, co kha 
nang ung dung cong nghc thong tin va sir dung ngoai ngir trong llurc 
hien cac nhiem vu, co kinh nghiem. kha nang lam vice doc lap va 
phoi hop vdi cac bo phan lien quan.
- Nam duoc dirdng Ibi. chinh sach chung; chu truong, chinh sach cua 
nganh, ciia don vi ve ITnh virc to chuc, can bo.
- Nam dirge cac kien tlurc co ban ve chuycn mon nghiep vu.
- Biet xay dung cac phuong an, ke hoach, cac quyet dinh cu the va 
thong hicu thu tuc hanh chinh nghiep vu cua don vi. viet van ban tot.
- Tham muu va chu dong cac cong vice lien quan den cong lac to

9

16 chuc nhan1 su­

ch uc^canj^
- Tot nghiep dai hoc, sir dung thanh lhao tin hoc van phong. co kha 
nang ung dung cong nghc thong tin va sir dung ngoai ngu trong thirc
hien cac nhiem vu, co kinh nghiem, kha nang lam vice doe lap va 
phoi hop voi cac bo phan lien quan.
- Nam duoc duong loi, chinh sach chung; phuong huong, chu 
truong, chinh sach cua nganh, cua don vi ve ITnh vuc hanh chinh. 
tong hop.
- Nam duoc cac kien thuc co ban ve chuyen mon nghiep vu thugc 
ITnh vuc hanh chinh.
- Biet xay dung cac phuong an, ke hoach, cac the loai quyet dinh cu 
the va thong hieu thu tuc hanh chinh nghiep vu cua don vi, viet van 
ban tot.
- Tham muu va chii dong cac cong vice lien quan den cong tac hanh
chinh, tong hop._______________
- T6l nghiep dai hoc, sir dung thanh lhao tin hoc van phong, co kha 
nang ung dung cong nghc thong tin va sir dung ngoai ngir trong thuc 
hien cac nhiem vu, co kinh nghiem. kha nang lam vice doc lap va 
phoi hop voi cac bo phan lien quan.
- Nam duoc duong loi, chinh sach chung; phuong huong, chu 
truong, chinh sach cua nganh. cua don vi ve ITnh vuc dao tao.
- Nam duoc cac kien thuc co ban ve chuycn mon nghiep vu thupc 
ITnh vuc dao tao.
- Biet xay dung cac phuong an, ke hoach. cac the loai quyet dinh cu 
the va thong hicu thu luc. quy trinh lam vice cua don vi; co ky nang 
soan lhao van ban.
- Tham muu va chii dong cac cong vice lien quan den cong tac quan

TR
D/

I lanh chinh. 
tong hop

•ilAC2
vV/

Quan ly boat 
dong dao tao3

ly boat dong dao tao.
- T6l nghiep dai hoc, sir dung thanh lhao tin hoc van phong, co kha 
nang ung dung cong nghc thong tin va sir dung ngoai ngir trong thuc 
hien cac nhiem vu. co kinh nghiem, kha nang lam vice doc lap va 
phoi hop voi cac bo phan lien quan. ___________

Quan ly chat 
luong giao diic4

6



A» «X • r • A >Khung nang luc toi thieu ciia vj tri viec lamTen vi tri 
viec lam

STT

- Nam dirge dirang loi, chinh sach cluing; phirong hirang, chu 
trirang, chinh sach ciia nganh, cua dan vi ve ITnh virc khao thi, dam 
bao chat lugng dao tao.
- Nam dirge cac kien Ihuc ca ban ve chuyen mon nghiep vu thuoc 
ITnh vuc khao thi, dam bao chat lugng dao tao.
- Diet xay dung cac phirong an, ke hoach, cac the loai quyet dinh cu 
the va thong hieu thu tuc, quy trinh lam viec cua don vi; co ky nang 
soan thao van ban.
- Tham mini va chu dong cac cong vice lien quan den cong tac khao 
thi, cong tac danh gia va dam bao chat lugng dao tao.
- Tot nghiep dai hoc. cao dang, su dung thanh thao tin hoc van 
phong, co kha nang ung dung cong nghe thong tin va sir dung ngoai 
ngu trong thuc hien cac nhiem vu, co kinh nghiem, kha nang lam 
vice doc lap va phoi hgp voi cac bg phan lien quan.
- Nam dirge duong loi, chinh sach chung; phuong hudng, chu 
truong, chinh sach cua nganh, cua don vi ve ITnh vuc khoa hpc va 
cong nghe.
- Nam dirge cac kien thuc co ban vc chuyen mon nghiep vu thuoc 
ITnh vuc khoa hpc, cong nghe.
- Diet xay dung cac phuong an, ke hoach. cac the loai quyet dinh cu 
the va thong hieu thii tuc, quy trinh lam viec ciia don vi; co ky nang 
soan thao van ban.
- Tham mini va chii dong cac cong vice lien quan den cong tac quan 
ly boat dong ve NCKH, CGCN va lao dong san xuat.
- Tot nghiep dai hpc, cao dang, sir dung thanh thao ngoai ngu. tin hoc 
van phong, co kha nang ung dung cong nghe thong tin trong thuc 
hien cac nhiem vu, co kinh nghiem, kha nang lam viec doc lap va 
phoi hgp voi cac bg phan lien quan.
- Nam dugc duong loi, chinh sach chung; phuong huong chu truong, 
chinh sach cua nganh. ciia don vj ve ITnh vuc hgp tac quoc te.
- Nam dugc cac kien thuc co ban ve chuyen mon nghiep vu thuoc 
ITnh vuc hgp tac quoc tc.
- Biet xay dung cac phuong an, ke hoach. cac the loai quyet dinh cu 
thd va thong hieu thu tuc, quy trinh lam vice ciia don vj; co ky nang 
soan thao van ban.
- Tham mini va chu dong cac cong vice lien quan den cong tac quan
ly boat dong hgp tac quoc te, xay dung chien luge phat trien hgp tac 
quoc tc; thiet lap va duy tri quan he hgp tac quoc te._______
- Tot nghiep dai hpc, cao dang, su dung thanh thao tin hpc van 
phong. co kha nang ung dung cong nghe thong tin va sir dung ngoai 
ngu1 trong thuc hien cac nhiem vu, co kinh nghiem, kha nang lam 
vice doc lap va phoi hgp voi cac bg phan lien quan.
- Nam dugc duong loi, chinh sach chung; phuong huong, chu 
truong, chinh sach cua nganh. cua don vi ve cong tac quan ly sinh 
vien, cong tac chinh trj-tu tudng.
- NSm dugc cac kien thiic co ban ve chuyen mon nghiep vu thuoc

Quan ly khoa 
hpc va cong 

nghe
5

Jd
I H
n

N 1

*

Hgp tac quoc6 4 -te

Quan ly sinh 
vien; cong tac 
chinh tri - tu 

tuong

7
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V r< • • 'A •> • r • f\ -yKhung nang lire toi thieu cua vj tri vice lamTen vj tri 
vice lam

STT

ITnh vuc quan ly sinh vien.
- Biet xay dung cac phuong an, ke hoach, cac the loai quyet dinh cu 
the va thong hieu thu tuc, quy trinh lam vice cua don vi; co ky nang 
soan thao van ban.
- Tham muu va chu dong cac cong vice lien quan den cong tac quan 
ly sinh vien; cong tac chinh lrj-tu tirdng. Quan ly. to chuc thuc then 
cac boat dong giao due chinh trj-tu tirdng cho vien chuc, NLD va 
sinh vien.
- Tot nghiep dai hoe, chuyen nganh kinh te, tai chinh-ke loan hoac ke 
loan, kiem toan trd len; Co chung chi bdi duong nghiep vu ngach ke 
loan vien; sir dung thanh thao tin hoc van phdng, co kha nang irng 
dung cong nghe thong tin va sir dung ngoai ngu trong thuc hicn cac 
nhiem vu va sir dung thanh thao phan mem ke loan phuc vu cong tac 
chuyen mdn.
- Nam vfrng chu trirong, duong Idi chinh sach cua Dang, phap luat 
cua Nha nude va chu truong, chinh sach ciia nganh, cua don vi ve 
ITnh vuc tai chinh-ke toan; cac quy dinh ciia phap luat ve tai chinh-ke 
toan; co kha nang quan ly va to chuc dieu hanh cong tac ke toan d 
don vi.
- Hieu rd va tuan thu Luat ke loan, cac chuan muc ke toan, cac quy 
dinh ciia phap luat khac ve ke loan, nguyen ly ke loan, cac che dp tai 
chinh. thong ke, va thong tin kinh te cd lien quan; Cac quy dinh cu 
the ve hinh thuc va phuong phap ke loan; cac che dp ke toan ap dung 
trong nganh, ITnh vuc ke loan nha nude.
- Biet xay dung phuong an ke hoach tai chinh va thong hieu thu tuc 
hanh chinh nghiep vu cua don vi, cd ky nang soan thao van ban.
- Cd kha nang ticp thu. nam bat va to chuc dieu hanh cac ky nang sir
dung cong cu ho trp, phuong lien ky thuat hien dai de trao ddi va sir 
dung cac tai lieu ke loan, thong tin ke loan, phan mem ke loan, chung 
tu dien tu va giao dich dicn tu. ______
- Tot nghiep dai hoc. cao dang, cd chung chi bdi duong nghiep vu 
thanh tra, sir dung thanh thao tin hoc van phdng, cd kha nang irng 
dung cong nghe thong tin va sir dung ngoai ngu trong thuc hien cac 
nhiem vu, cd kinh nghiem, kha nang lam vide ddc lap va phdi hop 
vdi cac bp phan lien quan.
- Nam dupe duong Idi. chinh sach chung. nam phuong hudng chii 
truong, chinh sach ciia nganh, cua don vj ve cong tac thanh tra, phap 
che.
- NTim dupe cac kien thuc co ban ve chuyen mdn nghiep vu thude 
ITnh vuc thanh tra, phap che.
- Biet xay dung cac phuong an, ke hoach, cac the loai quyet dinh cu 
thd va thong hieu thu tuc, quy trinh lam vide cua don vj; vidt van ban

- Tham muu va chii dong cac cong vide lien quan den cong tac thanh
tra, phap che.______ _________________
- Tot nghiep dai hoc, cao dang, sir dung thanh thao tin hoc van

Kd hoach, tai 
chinh, kd loan8
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Thanh tra, 
phap che9

tot.

Quan trj thidt10
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>\» •> • r • /\ >Khung nang lire toi thieu ciia vj tn vice lamTen vj tri 
viec lam

STT

bi, tai san; Ky 
thuat, thiet bj 
va phong thi 
nghiem; thiet
bj, thi nghiem

phong, eo kha nang ung dung cong nghe thong tin va sir dung ngoai 
ngu' trong thuc hien cac nhiem vu, eo kinh nghiem, kha nang lam 
vice doc lap va phoi hop vbi cac bo phan lien quan.
- Nam vung duang loi. chu truang, chinh sach ciia don vj ve ITnh vuc 
nghiep vu quan trj thiet bj, tai san.
- Nam dupe cac kien thuc eo ban ve chuyen mon nghiep vu thupe 
ITnh vuc quan trj thiet bj, tai san; co ky nang soan thao van ban.
- Tham muu va chii dong cac cong vice lien quan den cong tac quan 
trj thiet bj, tai san; mua sam trang thiet bj, sua chira, quan ly va su
dung eo so vat chat hop ly, hieu qua.

r n '

- Tot nghiep dai hoc, cao dang, su dung thanh thao tin hoc van
phong, co kha nang ung dung cong nghe thong tin va su dung ngoai 
ngu trong thuc hien cac nhiem vu. co kinh nghiem, kha nang lam 
vice doc lap va phoi hop vbi cac bo phan lien quan.
- Nam vu'ng dubng loi, chu truong. chinh sach cua don vj ve ITnh vuc 
quan ly du an.
- Nam vung cac quy djnh cua phap luat, che do chinh sach trong ITnh 
vuc dau tu, quan ly du an; co ky nang soan thao van ban.
- Tham muu va chii dong cac cong vice lien quan den cong tac quan 
ly du an, thiet ke, tham djnh giam sat dir an.
- Tot nghiep dai hoc, cao dang, su dung thanh thao tin hoc van
phong, co kha nang ung dung cong nghe thong tin va sir dung ngoai 
ngu1 trong thuc hien cac nhiem vu. co kinh nghiem, kha nang lam 
vice doc lap va phoi hop vbi cac bo phan lien quan. \
- Nam dupe dubng loi, chinh sach chung. chu truong, chinh sachTuja>
nganh, cua don vj vc quan ly tap chi khoa hoc.
- Bien tap va viet van ban tot.
- Nam vung quy djnh, tham muu va chii dong cac cong vice vco^oat 
ban tap chi khoa hoc.

11 Quan ly du an

Tap chi khoa12 hoc >•jo

•<
- Tot nghiep trung cap trb len, sir dung thanh thao tin hoc van phong, 
cb kha nang ung dung cong nghe thong tin va sir dung ngoai ngu 
trong thuc hien cac nhiem vu, cb kinh nghiem. kha nang lam vice doc 
lap va phoi hop vbi cac bo phan lien quan
- Nam dupe cac kien thuc co ban ve chuyen mon nghiep vu thupe 
ITnh vuc xuat ban, cb nghiep vu vc cong tac in an van ban, tai lieu.
- Tham muu va chii dong cac cong vice lien quan den cong tac xuat 
ban.
- Tot nghiep dai hoc, cao dang chuyen nganh CN IT’, cb kha nang 
ung dung cong nghe thong tin va su dung ngoai ngir trong thuc hien 
cac nhiem vu, cb kinh nghiem, kha nang lam vice doc lap va phoi 
hop vbi cac bp phan lien quan.
- Nam vung dubng loi, chii truong, cac quy djnh ciia phap luat vc 
ITnh vuc cong nghe thong tin.
- Tham muu va chii dong cac cong vice lien quan den cong tac quan 
ly, khai thac va ung dung CNTT trong cac boat dong cua Nha

Xuat ban13

Cong nghe 
thong tin14

9
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truong.
- Tot nghiep dai hoc, cao dang, su dung thanh thao tin hoc van 
phong, co kha nang ung dung cong nghc thong tin va sir dung ngoai 
ngir trong thuc hicn cac nhiem vu, co kinh nghiem, kha nang lam 
vice doc lap va phoi hop voi cac bo phan lien quan.
- Nam vung dirdng loi, chii truong, cac quy djnh cua phap luat ve 
ITnh vuc thong tin, truyen thong; co ky nang soan thao van ban.

Truyen thong, 
thong tin. 

tuyen truyen
15

- Tham muu va chii dong cac cong vice lien quan den cong lac truyen
thong.
- Tot nghiep dai hoc, cao dang, sir dung thanh thao tin hoc van
phong, co kha nang ung dung cong nghc thong tin va sir dung ngoai 
ngir trong thuc hicn cac nhiem vu, co kinh nghiem, kha nang lam 
viec doc lap va phoi hop voi cac bo phan lien quan.
- Nam dupe duong loi, chinh sach cluing, nam vung phuong hudng 
chu truong. chinh sach cua nganh, cua don vj ve ITnh vuc nghiep vu.
- Nam dupe cac kien thuc co ban ve chuyen mon nghiep vu dupeGiao vu16
giao.
- Bict xay dung cac phuong an. kc hoach, cac the loai quyet djnh cu 
the va thong hieu thu luc, quy trinh nghiep vu ciia don vi; co ky nang 
soan thao van ban.
- Tham muu va chu dong cac cong vice lien quan den cong tac giao
vu.
- Tot nghiep dai hoc, cao dang, sir dung thanh thao tin hoc van 
phong, co kha nang ung dung cong nghc thong tin va su dung ngoai 
ngu trong thuc hien cac nhiem vu, co kinh nghiem, kha nang lam 
viec doc lap va phoi hop voi cac bp phan lien quan.
- Ndm dupe duong loi, chinh sach cluing, nam virng phuong huong 
chu truong, chinh sach cua nganh. cua don vi ve ITnh vuc nghiep vu.
- Nam dupe cac kien thuc co ban ve cong tac tu van ho trp sinh vien.
- Bik xay dung cac phuong an. ke hoach, cac the loai quyet djnh cu 
thd va thong hieu thu tuc. quy trinh nghiep vu ciia don vj; co ky nang 
soan thao van ban.
- Tham muu va chu dong cac cong vice lien quan den cong tac tu van 
ho trp sinh vien.
- Co bang tot nghiep cao dang chuyen nganh kinh te. tai chinh-ke 
loan; co kha nang ung dung cong nghc thong tin va su dung ngoai 
ngir trong thuc hien cac nhiem vu, co kinh nghiem, kha nang lam 
viec dpc lap va phoi hop voi cac bp phan lien quan.
- N&m dupe nguyen tac ve to chuc cong tac ke loan va cong tac to 
chuc bp may ke loan
- Nam dupe nguyen lac, cac quy djnh ve chi lieu tai chinh. giao nhan. 
xudt. nhap, vice giu gin. bao quan. luu tru ho so tai lieu kc loan va su 
dung tai san.
- N&m ch^c che dp ghi so ke loan, quy tac va the thuc mb so, ghi so. 
khoa so ke loan theo quy djnh ciia van ban phap luat ve ke loan
- Su dung dupe cac loai cong cu tinh loan thong thubng, may vi tinh

Tu van ho trp 
sinh vien17
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I hii quy18
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- Nam du'O'c che do thu chi tai chinh, che do quan ly tien mat, cac quy 
trinh nghiep vu ve kiem dcm. thu chi va bao quan tien mat; cap nhat
vice thu chi cua quy tien mat.
- Tot nghiep trung cap trb len chuyen nganh Ilanh chinh hoac Van 
thir - Luu tru, sir dung thanh thao tin hoc van phong, co kha nang 
ung dung cong nghc thong lin va sir dung ngoai ngu trong thuc hicn 
cac nhiem vu, co kinh nghiem, kha nang lam vice doc lap va phoi 
hop voi cac bo phan lien quan.
- Nam vung dubng loi, chii truong cua Dang; chinh sach. phap luat 
cua Nha nuoc va cac kien thuc vc cong tac van thu; cac quy djnh vc 
bao ve bi mat Nha nuoc.
- Co nang lire kiem tra, kiem soat vc tham quyen, trinh Ur, thu tuc cua 
qua trinh soan thao van ban; thuc hicn thanh thao cac cong vice lien 
quan den nghiep vu cua cong tac van thu, thuc hicn dung cac quy 
djnh vc ticp nhan, ban giao trong vice chuyen giao, tiep nhan van 
ban, tai lieu.
- Tham mini va chii dong cac cong vice lien quan den cong tac van 
thu - luu tru.

Van thu, luu19 tru

' 7 • A A A • A- Tot nghiep dai hoc, cao dang chuyen nganh thu vicn, neu tot nghiep 
chuyen nganh khac phai co chung chi bbi duong kien thuc, ky nang 
nghe nghiep chuyen nganh thu vicn do co' quan, to chuc co tham 
quyen cap; sir dung thanh thao tin hoc van phong, co kha nang ung 
dung cong nghe thong tin va sir dung ngoai ngu1 trong thuc hicn cac 
nhiem vu, co kinh nghiem, kha nang lam vice doc lap va phoi hop 
voi cac bo phan lien quan.
- Nam dupe duong loi, chinh sach chung, nam phuong huong chii 
truong, chinh sach cua nganh, cua don vi; nam duoc cac kien thuc cir 
ban ve chuyen mbn nghiep vu thuoc ITnh virc thu vicn.
- Biet xay dung cac phuong an, ke hoach va thong hicn thu tuc, quy 
trinh nghiep vu cua don vj
- Tham mini va chu dong cac cong vice lien quan den cong tac thu

Thu vien20

ua\
I HIvien.
TH- T6t nghiep cao dang tro len, su dung thanh thao tin hoc van phong. 

co kha nang ung dung cong nghe thong tin va sir dung ngoai ngu 
trong thuc hicn cac nhiem vu, co kinh nghiem, kha nang lam vice doc- 
lap va phoi hop voi cac bo phan lien quan.
- Nam duoc duong loi. chinh sach chung. nam phuong huong chii

N Tj

•Ar

Quan ly ky Lie 
xa va SV noi

truong, chinh sach cua nganh, cua don vj ve ITnh vuc nghiep vu.
- Nam duoc cac kien thuc co ban vc chuyen men nghiep vu dirge21

tru giao
- Bidt xay dung cac phuong an, ke hoach va thong hieu thu tuc, quy 
trinh nghiep vu cua don vj
- Tham muu va chu dong cac cong vice lien quan den cong lac quan 
ly ky tuc xa va sinh vien noi tru.
- T6t nghiep cao dang trb len, sir dung thanh thao tin hoc van phong. 
co kha nang ung dung cong nghc thong lin va sir dung ngoai ngu

Quan ly giang 
dubng22
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trong thirc hien cac nhiem vu, co kinh nghiem, kha nang lam vice doc 
lap va phoi hop vai cac bp phan lien quan.
- Nam dupe duong loi, chlnh sach chung, nam phuang Huang chu 
truang, chinh sach cua nganh. cua don vj ve ITnh vuc nghiep vu.
- Nam dupe cac kien thuc ca ban ve chuyen mon nghiep vu dupe
gmo.
- Biet xay dung cac phuang an, ke hoach, thong hieu thu tuc. quy 
trinh nghiep vu ciia dan vi.
- I ham muu va chu dong cac cong vice lien quan den cong lac quan
ly giang duong.
- Tot nghiep trung cap y sy hoac dicu duong tra len, su dung thanh
thao tin hoc van phong, co kha nang ung dung cong nghc thong tin 
va su dung ngoai ngu trong thuc hien cac nhiem vu, co kinh nghiem, 
kha nang lam viec doc lap va phoi hop vai cac bp phan lien quan.
- Nam bat quy trinh co1 ban, chain soc sue khoe thong thuong va ve 

sinh phong chong dich benh.
r r r r

- Nam bat quy che su dung thuoc hop ly. an loan.
- Nam ro chuc trach, nhiem vu cua vicn chuc y te, cac che dp, chinh 
sach ciia Nha nuoc va cua nganh Y te doi vai cac doi tupng phuc vu
- Tham muu va chu dong cac cong vice lien quan den cong tac y te 
ciia Nha truang,

23 Y te

Khung nang lire vj tri vice lam ho trp’, phuc vuII.

Khung nang lire toi thieu ciia vj tri vice lam
- Trinh dp 12/12.

r X X A- Co giay phep lai xe dupe co quan co tham quyen cap.
- Nam vung quy che, quy trinh tac nghiep theo yeu can 
nhiemvu dupe giao;
- Su dung thanh thao cac phuang lien, thiet bj ky thual phuc
vu yeu cau nhiem vu. ______
- Tot nghiep cao dang, trung cap ky thuat, su dung thanh thao 
tin hoc van phong, co kha nang ung dung cong nghc thong 
tin va su dung ngoai ngu trong thuc hien cac nhiem vu. co 
kinh nghiem, kha nang lam vice dpc lap va phoi hop vai cac 
bp phan lien quan.
- Su dung thanh thao cac phuang lien, thiet bj ky thuat phuc 
vu yeu can nhiem vu.
- Co kien thuc ca ban va su dung thanh thao cac phuang lien, 
thidt bj ky thuat phuc vu yeu cau nhiem vu; co ky nang soan 
thao van ban.
- Chu dong cac cong vice lien quan den cong tac quan ly thiet 
bj, tai san; trang thiet bj, sua chua. quan ly va su dung ca so 
vat chat hop ly, hieu qua.

Ten vj tri viec lamSTT
Nhan vien Lai xe1

JG
X
)NGNhan vien ky thuat2
I
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- Trinh do 12/12.
- Nam vtrng quy che, quy trinh tac nghiep theo yen can nhiem 
vu dirge giao;
- Su' dung thanh thao cac plurong lien, thiet bi ky thuat phue
vuj/eiycau nhiem vu. ________________
-Trinh do 12/12.
- Nam vung quy che, quy trinh tac nghiep theo yeu cau nhiem 
vu dirge giao;
- Su dung thanh thao cac phuong tien, thiet bi ky thuat phue 
vu yeu cau nhiem vuL

Nhan vien tap vu3

4 Nhan vien bao ve
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