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Phu luc X
NOI DUNG VA CAP PQ XAC PINH CUA NHOM NANG LUC CHUNG
POl VOI CONG CHUC LANH PAO, QUAN LY; CONG CHUTC, VIEN CHUC
TRONG CO QUAN, TO CHUC HANH CHINH, PON VI SUNGHIEP CONG LAP

(Ban hanh kém theo Théng tw sé 12/2022/TT-BNV
ngay 30 thang 12 nam 2022 cua B¢ truong Bé Noi vu)

Nhom nang luc chung

Ca PTY A
dﬁp Pao dirc va | T6 chirc thue hién Soan thao va ban G’1a0 tl?p ngn he Siwr dung cong Swr dung
| ban linh cong viée hanh van ban ung xu phoi hop nghé thong tin | ngoai ngir
Tao dung | Pua ra cac dinh huéng | Phan tich, danh gid, | Giao tiép tdt | Thiét lap cac dinh | Am hiéu vé | Su dung
van hoa din | chién luoc. phan bién, hoach dinh vé van dé hudéng quan hé dbi cong ngh¢ | thanh thao
dat viéc thuc chinh séch. mang tinh | tac chién luoc. thong tin va cé | mot ngdn ngir
5 hién dao dtrc chién lugc. kha ndng 13p | nudc ngoai.
va ban linh. trinh phan
mém  chuyén
nganh.
Chu  dong, | Nhan biét trudc va | Hiéu biét vé vai tro, tac | Giao tiép t6t | Thiét 1ap mang | Am hiéu vé | Giao tiép troi
trach nhiém | thich tng véi yéu cau | dong xa hoi cta chinh |trong va ngodi | ludi quan hé & | cong ngh¢ | chay, linh hoat
cao v6i cong | mdi cua cong viée; | sach; xay duyng khung | co quan, donvi. | nhiéu cip. thong tin va st | mot ngédn ngir
4 viéc; huong | phat huy ngudn lyc bén | phap ly hd tro viéc thuc dung dugc | nude ngoai.
dan, kiém tra | trong va bén ngoai d¢ | thi chinh sach. nhiéu coéng cu
viéc thuc | co giai phap dam bao vé cong nghé
hién. chit lugng cong viéc. thong tin &
trinh do cao.
3 | Trach nhigm | P& xuat dieu chinh thu | Phan tich, dénh gia, d¢ | Giao tiép tot | Tim kiém co hoi | Hiéu bict co ban | Trao doi, giai

cao vbi cong

tuc, quy trinh, céch thurc,

xuét chinh sach phi hop

trong ndi bd

xay dung va mo

vé cong ngh¢

thich  duoc
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viec  duoc | phuong phap lam viéc | v6i chién lwoc, dinh | co quan, don |rong mang lu6i | thong tin va st | nhitng thong
giao, guong | kip thoi, dé dap tng t6t | huéng dai han cua co | vi. quan hé cong téc. | dung mot sb | tin phirc tap
miu  trong | hon nhu ciu ciia co | quan, don vi, dia phwong. phin mém nang | bang mot
thuc hién. quan, dia phuong. cao, quan tri co | ngén ngit
s& dir lidu. nudc ngoal.
Ty nhan | Linh  hoat trong t0 | Nim viing cac quy | Thuc ddy giao | Thiét 14p duoc | Hidu biét co | Trao d6i,
trach nhiém | chic thyc hién cong | ginh va vai trd, tac | tiép hai chidu. | mang lu6i quan hé | ban v& may | trinh bay
voi cong | Viéc nhdam dam bdo | dong cua hé théng van 6t trong nodi bo. tinh va st dung | thGng tin
2 |viéc  dugc |cac tiéu chuan chat | pan cua Pang, van ban mot s6 phan | ngin gon
giao, chuin | luong dathong nhat. | phap quy va van ban mém nang cao. | bang mot
myc  trong hanh chinh cua co quan ngon ngi
thuc hién. c6 tham quyén. nudc ngoai.
Trach nhiém | T6 chtc thuc hién | Ndm duoc cac quy | Nghe va | Tao mdi quan hé Hiéu biét va st Giaotiép co ban
Vi cong | cong viéc theo tiéu | dinh vé& vin ban cua | trinh bay | tot, cha dong | dung may tinh | bang mot ngon
1 viéc  duogc chuan Ch&ilt luong, quy | Pang, van ban phép | thong tin mot phéi hop  voi | va mét s6 phan | ngit nurdc ngodi.
giao, chuan | trinh c6 san. quy va van ban hanh | cach rd rang. | dong nghiép | mém co ban.
myc  trong chinh dé ap dung vao trong cong viéc.
thuc hién. cong viéc chuyén mon.

Ghi chl: Cdp dé dwoc xdc dinh tir cao xuong thdp, firong vmg tir 5 den 1.




NQI DUNG VA CAP PQ XAC PINH CUA NHOM NANG LUC CHUYEN MON
POI VOI CONG CHU'C LANH PAO, QUAN LY; CONG CHUC, VIEN CHUC
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TRONG CO QUAN, TO CHUC HANH CHINH, PON VI SUNGHIEP CONG LAP

(Ban hanh kém theo Thong i s6 12/2022/TT-BNV
ngay 30 thang 12 nam 2022 cua Bé truong Bo Néi vu)

Nhom ning luc chuyén mon

C(-;:A)p Tham muu xay dung Huéng din thwe hién Kiém tra thwc hién Tham dinh viin ban To chirc thuc hién
) vin ban vin ban vin ban 7 q vin ban
- Chu tri nghién ctu xay | - Chu tri xay dung huéng Chu tri t6 chuc tham
dyng vin ban thudc pham vi | dan thuc hién cic vin ban dinh cac van ban thuoc
quan 1y, trinh cip c6 tham | thudc pham vi quan 1y. linh vye cong tic dugc
quyen ban hanh. - Chu tri xay dung gi4o phan cong.
S |- Chu tri nghién ctru dé xuét | trinh; tham gia giang day - -
xay dung cac d& an cua hé | cac 16p dao tao, bdi dudng
théng chinh tri hoic cua | chuyén mén, nghiép vu cho
nganh, linh vuc céng tac dugc | can bd, cong chuc.
phén cong.
- Chu tri nghién cau xay | - Cha tri xay dung huéng | Chu tri to chic kiém tra, | To chirc tham dinh céc
dung cic van ban thudc | dan trién khai thuc hién cac | Phan tich danh gia, béo | van ban thugc linh vuc -
pham vi quan ly, trinh cap |vdn ban thuoc pham vi |Ca0 tong ket viéc thuc | cong tac duoc phan cong.
c6 tham quyén ban hanh. quan ly. hign cac van ban thugc
4 | - Chu tri xay dung ké hoach |- Tham gia giang day cac lop mffr]n Vi/uqudagg(l:y ;Egg

trién khai thuc hién cac vin
ban thuoc pham vi quan ly.

- Tham gia xay dyng dé 4n trinh
cap c0 tham quyén theo linh vuc
cong tac dugc phén cong.

dao tao, bdi dudng nghiép vu
cho can bg, cdng chec.

cong; dé xuat chu
truong, bién phap uon
nan, diéu chinh.
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- Chu tri xay dung cac van ban
quan ly cia nganh, dia phuong.

- Tham gia xay dung cac van

ban thudc pham vi quan ly.

- Tham gia xay dung ké

hoach trién khai thuc hién

cac van ban thuoc pham vi

quan ly.

- Tham gia xay dung dé an trinh

cap c6 tham quyén theo linh vyc
cong tac duoc phén cong.

- Chu tri xay dung cac van ban

quan ly cia nganh, dia phuong.

- Tham gia xay dung hudng
dan thuc hién cac vin ban
thuoc pham vi quan ly.

- Tham gia huong dan nghi¢p
vu cho cap dudi.

Chu tri t6 chuc kiém tra,
phan tich danh gid, béao
cao tong két viéc thuc
hién cac van ban thudc
pham vi quan ly theo
nhiém vu dugc phéan
cong; d& xuat cha
truong, bién phap khic
phuc, diéu chinh.

Tham gia tham dinh cac
van ban thudc linh vuc
cong tac duoc phén cong.

Chu tri hoac tham gia
t6 chuc trién khai
thuc hién cac hoat
dong thudc chuyén
mon nghiép vu.

- Tham gia xay dung cac van
ban thudc tham quyén ban
hanh cua co quan.

- Soan thao cac quy dinh cu
thé, cac van ban khac thudc
phan viéc dugc phan cong.

- Kha nang hudng dﬁn thyc
hién nghiép vu cho cap dudi.

T6 chuc theo ddi, kiém tra
va béo céo tinh hinh vé két
qua thuc hién cac van ban
thudc pham vi quan ly; dé
Xuét bién phap khic phuc,
diéu chinh.

Chu dong phdi hop
Vol cac don vi lién
quan va phéi hop Vi
cac cong chac khac
trién khai cong viéc,
lam  dung  tham
quyén va trach
nhiém duoc giao.

Ghi cha:
- Cap do dwoc xac dinh tir cao xuong thdp, twong ung tur 5 den 1.
- P6i V6i cdc 6 dé trong, dé nghi cdc co quan, té chirc bé sung ngi dung theo yéu cau vé nganh, linh viec (néu co).
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NOI DUNG VA CAP PQ XAC PINH CUA NHOM NANG LUC QUAN LY

POl VOI CONG CHUC LANH PAO, QUAN LY; CONG CHUTC, VIEN CHUC

TRONG CO QUAN, TO CHUC HANH CHINH, PON VI SUNGHIEP CONG LAP

(Ban hanh kém theo Théng tw sé 12/2022/TT-BNV
ngay 30 thang 12 nam 2022 cua B¢ truong Bé Noi vu)

Cap
do

Nhém ning luc quan ly

Tw duy chién luge

Quin Iy su thay doi

Ra quyét dinh

Quan ly nguén luc

Phat trién nhan vién

DPinh hudéng xay dung muc
tiéu, chién luogc phat trién dai
han cua co quan, don vi/
nganh, linh vuc/ dia phuong.

Chu dong chuan bi va
tién hanh nhing thay doi,
cai t6 co ban trong co
quan, don vi.

Ra quyét dinh c6 anh
huong 16n dén uy tin,
hoat dong cua co quan,
don vi.

Huy dong ngudn luc
trong va ngoai co quan,
don vi.

Tao méi trudng phat trién,
hoan thi¢n kién thtrc, ki
nang, kinh nghiém.

Xay dung dinh hudéng muc
tifu cua cac linh vuc phu
trach, gop phan xay dung
chién lugc tong thé.

Chu dong chuan bi va
thuc hién tién trinh thay
d6i trong cac linh vuc
phu trach.

Ra quyét dinh phuc tap,
khéng theo chun tic thudc
quyén han, chiic ning ctia
linh vuc phu trach.

Quan ly, phat huy duoc
nguon luc cua linh vuc
phu tréach.

Tao co hdi cho cép dudi
phat trién ban than.

Xay dung muc tiéu, dinh
huong dich vu d6i véi mang
linh vyc phu trach.

Chu dong chuan bi va
thuc hién tién trinh thay
d6i trong mang linh vuc
phu trach.

Ra quyét dinh kho, phirc
tap thudoc quyén han,

chtrc nang cua
phong/linh vuc/nhém
phu trach.

Quan ly, phat huy dugc
nguén luc cua to chue
cap phong.

Thic day hoc tap lién
tuc va phat trién.

Xay dung muc tiéu, ké hoach
cong viéc cia nhém/bo phan.

Chu dong chuan bi va
thuc hién tién trinh thay
do1 cia nhdm/bod phan.

Ra quyét dinh thé hién
duogc cac nguyén tac, yéu
cau cua co quan, don vi.

Quan ly, phat huy dugc
nguon lyc cia nhdém/bo
phan.

HO trg viéc phat trién,
hoan thién ban than.

Xac dinh muc tiéu, ké hoach
cong viéc cua ban than.

Chu dong chuan bi va
thuc hién tién trinh thay
doi trong cong viéc.

Ra quyét’ dinh dua theo
nguyén tac, quy trinh c6
san.

T6 chtc thyc hién cong
viée tiét kiém, hi€u qua.

Chia s¢ kién thirc, chuyén
mon voi nguoi khéc.

Ghi chl: Cdp dé dwoc xdc dinh tir cao xuong thap, fieong 1mg tir 5 dén 1.
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