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CONG HOA xA HOI CHU NGH'iA VI~T NAM
DOcI,p - TV do - H,nh phuc

Gia Lam, ngay2.9 thdng 6 nam 2021

THONGBAo
Phan cong nbi~m V\I cong ch.rc phong NQiv\I huy~n Gia Lam

Can ctr Nghi dinh sd 37/2014/Nl)-CP ngay 05/5/2014 cua Chinh phu .quy
dinh t6 chirc cac co quan chuyen men thuoc UBND huyen, quan, thj xa, thanh ph6 .
tnrc thuQc tinh;

Can cu Nghi dinh s6 1OS/2020/Nl)-CP ngay 14/9/2020 cua Chinh phil v~ viec
sua d6i, b6 sung mQt s6 di~u cua Ngh] dinh s6 37/20 14INB-CP ngay 05/5/2014 cua
Chinh phu quy dinh t6 chirc cac co quan chuyen mon thuoc UBND huyen, quan, thi
xa, thanh ph6 true thuoc tinh;

Can cir Thong nr s6 15/2014/TT-BNV ngay 31 thang 10 nam 2014 cua B¢ .
NQi vu huang dAn chirc nang, nhiem vu, quyen han va co d.u t6 chirc cua S6 N¢i
vu thuoc Uy ban nhsn dan tinh, thanh phd true thuoc Trung irong; Phong N¢i vu
thu¢c Uy ban nhan dan huy~n, qu~n, thi xa, thanh ph6 thuQc tinh;

Can cu Quy~t dinh s6 3263/QB-UBND ngay 25/5/2017 cua UBND thanh phd
Ha NQiv~ vi~c phe duy~t Bim mo ta cong vi~c va Khung nang h,rcvi tri vi~c lam cac
co quan hanh chinh thuQc UBND qu~n, huy~n, thi xa tren dia ban thanh ph6 Ha N¢i;

Can cu quy~t dinh s6 06/2017 IQB-UBND ngay 11 thang 7 nam 2017 cua .
UBND huy~n Gia Lam v~ Quy dinh chuc nang, nhi~m Vl,l,quy~n h~ va co d.u t6
chuc cua Phong NQi V\l; sau khi thao lu~, th6ng nhdt, phong N¢i V\l huy~n Gia Lam
phan cong nhi~m vv cho cong chuc, Cl,lthS nhu sau:

1. Trmmg phong: Trin Trung Tuy~t- Mii VTVL: LDQL 07/QHTX-HC
- Lanh d~o, chi d~o, qmin ly va di~u hanh toan di~n mQi ho~t d¢ng clla

Phong theo chuc nang, nhi~m vv, quy~n h~n dUQ'cgiao; chiu trach nhi~m truac .
lanh d~o S6 NQi vv Thanh ph6, Thucrng tfl,l'CHuy~n,uy, Ban !huang V\lHuy;n uy,
Thuang tlV'CHDND, Lanh d~o UBND huy~n ve tien dQ, chat luqng toan b¢ cong
vi~c cua Phong.

- Tfl,l'cti~p phv trach cac linh V\1C:
+Quan ly chinh quy~n dia phuang va cong tac thanh nien;
+ Cong tac cai cach hanh chinh, cong tac Van thu, lUlltru.
- Ky cac van ban cua Phong; chu tri cac cUQchQp ella Phong, chiu tnich .

nhi~m v~ quan ly tai chinh cua Phong.

2. PhD Trmmg phong: VOQuan~ TIoh - Mil VTVL: LDQL 10/QHTX-HC
- Giup truang phong chi d~o, dieu hfmh va chiu trach nhi~m truac TniOng

phong v~ cac nhi~m V\l dUQ'cphan cong;
- TlV'c ti~p phl,ltrach cac linh V\1C:
+Quan ly T6 chuc - Bien ch~ va HQi;
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+ Quan ly DQingu can bQ,cong chirc, vien chirc;
+ Quan ly Thi dua - Khen thuong; Quan ly Ton giao;
+ Cong tac t6ng hop, xay dung bao cao tudn, thang, quy, nam cua Phong.
- Giai quyet dan thu khi~u nai, t6 cao lien quan d~n linh V\lCphu trach.
- Ky cac van ban cua Phong khi duoc uy quyen.
- Thuc hien cac nhiern Vl,1khac do Tnrong phong phan congo

3. <;huyen vien: Khuc Thi Thuy - Mii VTVL: CMNV 01lQHTX-~C
- To chirc thuc hien va chiu trach nhiem tnroc tnrong phong, ~p the phong

vS cac nhiem vu diroc phan congo
- Tnrc ti~p tham muu cong tac Quan ly T6 chirc - Bien ch~ va HQi, cac

hie h..tn iem Vl,1Cl,1 t e:
+ Tham muu lanh dao xay dung cac van ban chi dao, cac chuang trinh, kS

hoach cong tac v~ qmln ly t6 chuc - bien ch~ va hQi;
+ Tham muu ra soat chuc nang, nhi~m V\l cua cac cO'quan chuyen mon, t6

chuc hanh chinh, dan vi S\l nghi~p thuQc huy~n;
+ Tham muu t6 chuc th\lc hi~n cac nQi dung cong vi~c thea chuang trinh, k~

ho~ch da xay d\ll1g;
+ Tham muu, th\le hi~n quan 1yt6 chuc bQmay, bien ch~, vi tri vi~c lam, cO'

c~u ng~ch cong chuc, chuc danh ngh~ nghi~p vien chuc d6i voi can bQ, cong chuc,
vien chuc nha nuoc va can bQ, cong chuc xa, thi tr~;

+Ki~m tra, thea d5i ti~n dQth\lc hi~n cac cong vi~c dugc giao;
+ Xay dvng bao cao k~t qua th\lc hi~n cac nhi~m V\l duQ'c giao va bao cao

thea yeu cAucua nganh dQc, cua lanh dl;\O;
+ Thfun dinh, tham muu thanh l~p, ki~n toan cac HQi dang, cac Ban chi d~o,

t6 giup vi~c ... thea d~ nghi cua cac dan vi.
- Tham muu cong tac thanh quy~t toan tai chinh cua Phong.
- Tham mUll~i9.iquy~t dan thu khi~u n~i, t6 cao thuQclinh V\lCdUQ'cphan congo
- Ph\l trach To cong doan phong NQiV\l.
- Ph6i hqp trong cong tac tham mUll, dS xu~t khen thuOng, ky lu~t.
- Thl,lc hi~n cac nhi~m Vl,1khac do lanh d~o phong phdn congo

4. Chuyen vien: Nguy~nTrung Dung - MiiVTVL: CMNV 02/QHTX-HC
- T6 chuc th\lc hi~n va chiu trach nhi~m truoc truOng phong, t~p thS phong

vS cac nhi~m V\lduQ'cphdn congo
- Tr\lc ti~p tham muu cong tac Quan ly DQi ngii can bQ, cong chuc, vien

chuc, cac nhi~m V\1C\1thS:
+ Tham muu truOng phong giup UBND huy~n xay d\1Ilgcac van ban chi d~o,

cac chuang trinh, k~ ho~ch cong tac quan ly dQi ngii can bQ, cong chu:c, vien chuc,
lao dQng hqp dang cac cO'quan chuyen mon, dan vi S\l nghi~p (bao gom ca truOng
M~m non, TiSu hQc,THCS cong l~p) thUQCHuy~n;

+ Tham muu t6 chuc th\lc hi~n cac phuang an, k~ ho~ch, cac quy~t dinh Cl,1
th~ trong quan ly dQi ngii can bQ, cong chuc, vien chuc, lao dQng hqp d6ng cac cO'
quan chuyen mon, dan vi S\l nghi~p thuQcHuy~n;
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+ Tham rmru huang ddn, kiSm tra, giai quyet thea thfun quysn ho~c d~ ngh]
cdp co thfun quyen giai quyet nhfrng vuong m~c trong viec thuc hien chinh sach, ch6 .
dQti~n luang, phu cdp d6i voi can bQ,cong chirc, vien chtrc, lao dQng hop d6ng cac
cc quan chuyen mon, dan vi S\I nghiep thuec Huyen

+Th§m dinh, tham rmru giai quyet cac ch~ dQchinh sach d6i voi can bQ,cong
clnrc, vien chirc, lao dQng hop d6ng, g6m: tuyen dung; b6 nhiem vao ngach sau khi
hSt t~p sir, tlnr viec; nang ngach, thang hang chirc danh ngh~ nghiep; nang ngach
khong qua thi d6i voi cong clnrc, vien chirc da co thong bao nghi hiru; chuyen
ngach; tiSp nh~, di~u dQng, thuyen chuySn, bi~t phai; chS dQti~n luang, ph\! cdp va .
cac chS dQchinh sach dai ngQkhac; tinh gian bien ch6, thai vi~c, nghi hUll thea quy
dinh cua phap lu~t va thea phan cdp;

+ Tham mUll thea doi, quan ly cong chuc, vien chuc, lao dQng hqp d6ng
thuQc huy~n; quan ly h6 sO'can bQ,cong chuc; quan ly nhan S\l tren phAnm~m;

+ Tham mUll th\lc hi~n cong tac ky lu~t d6i vai can bQ, cong chuc, vien
chuc, lao dQng hQ'Pd6ng; can bQ, cong chuc xa, thi trAn.

- TAnghQ'p,xay d\ffigdv thao k€ ho~ch,boo cao tuAn, thang, quy, nam Clla Phong;
- Tham mUllgiai quy€t dan thu khi€u n~i, t6 cao thuQc linh V\IC duQ'cphan congo
- Ph6i hqp trong cong tac tham mUll, d~ xudt khen thuang.
- Thvc hi~n cac nhi~m V\l khac do lanh d~o phong phao cong.

5. Chuyen vien: Nguy~nTuin Trung -Ma VTVL: CMNV 02/QHTX-HC
- T6 chuc thvc hi~n va chiu trach nhi~m trucrc truang phong, t~p the phong

v~ cac nhi~m V\l duQ'cphan cong.
- TIVc ti€p tham mUll cong tac qmln ly dQi ngii can bQ, cong chuc, vien chuc,

cac nhi~m V\l C\l thS:
+ Tham mUll xay dvng K€ ho~ch, f)~ an dao t~o, Mi duang can bQ, con~

chuc, vien chuc va can bQ, cong chuc xa, thi trAnthuQc huy~n; t8 chuc thvc hi~n ke
ho~ch dao ~o, b6i duang can bQ, cong chuc, vien chuc sau khi duQ'c cdp co thAm
quy~n phe duy~t thea quy dinh;

+ Ph6i hQ'Pvcri cac dan vi lien quan th§m dinh trinh UBND huy~n rna cac lap .
dao t~o, b6i duang thea k€ ho~ch; thfun dinh h6 sO',tham mUll UBND huy~n cli can
bQ,cong chilc, vien chilc tham gia cac lap dao t~o, b6i duang do Thanh ph8, BQ,Sa
t6 chuc; Huang ddn, kiSm tra, danh gia ch~t IUQ11gvi~c thvc hi~n chS dQdao ~o, b6i
duang can bQ, cong chilc, vien chilc; tAng hQ'P,bao cao k€t qua ho~t dQng dao t~o,
b6i duang hfuIg nam thea yeu cAucua UBND huy~n, Sa NQi V\l thanh ph6 Ha NQi
thea quy dinh;

+ Tham mUll cong tac daub gia, x~p lo~i chdt lugng, ke khai tfti san thu .
nh~p; cong tac phong ch6ng tham nhiing lang phi d6i vcri can bQ, cong chuc, vien
chilc, lao dQng hQ'PdAng; can bQ, cong chuc xa, thi trAn.

+ Tham mUll thvc hi~n ch€ dQchinh sach cho can bQ, cong chilc, nguai ho~t
dQngkhong chuyen trach xa, thi trAn;

+ Tham mUll huang ddn, kiSm tra, giai quy~t thea thfun quy~n ho~c d~ nghi
c~p co thfun quy~n giai quySt nhUng vuang m~c trong vi~c th\lC hi~n chfnh sach, chS
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dQ ti~n hrong, phu cftp d6i voi can bQ, cong chirc, ngiroi hoat dQng khong chuyen
trach xii, thi trAn;

+ Ki~m tra, thea doi tiSn dQ thuc hi~n cac cong vi~c. Xay dung bao cao kSt
qua thirc hien cac nhiem V\1 diroc g!ao va bao cao th~o yeu cAucu~ nganh doc, cua
lanh dao; Cap nh~t cac thong tin, so li~u lien quan ve so hrong, chat hrong dQingu
can bQ, cong chirc, nguoi hoat dQng khong chuyen trach xii, thi trftn. C~p nhat kip
thoi cac van ban mci quy dinh ve ch8 dQ, chinh sach d6i voi can bQ, cong chirc,
nguoi hoat dQng khong chuyen trach xii, thi trftn.

- Tham muu giai quyet don thu khiSu nai, t6 cao thuQclinh V\lC dugc phan congo
- Ph6i hqp voi cac dang chi trong Phong d~ thvc hi~n cac nhi~m V\1 lien

quan dSn chuc nang, nhi~m V\1 cua Phong dam bao tiSn dQ thai gian, kh6i luc;mg,
chAtlUQ'Ilgcong vi~c thea quy dinh.

- Ph6i hqp trong cong tac tham muu, de xuftt khen thuemg, ky lu~t.
- Thvc hi~n cac nhi~m V\1 khac do lanh d~o phong phan congo

6. Chuyen vien: Trin Minh Nghia - Mii VTVL: CMNV 03/QHTX-HC

- T6 chuc th\lc hi~n va chiu trach nhi~m truoc truang phong, t~p thS phong
ve cac nhi~m V\1 dUQcphan congo

- Tf\lc tiSp tham muu th\lc hi~n quan ly chinh quy~n dia phuong va cong tac
thanh nien, cac nhi~m V\1 C\1 thS:

+ Tham muu xay dvng cac van ban chi d~o, cac chu<mg trinh, kS ho~ch cong
tac ve quan ly chinh quySn dia phu<mgva cong tac thanh nien;

+ Tham muu t6 chuc cac quy trinh bAucu, mi~n nhi~m, biii nhi~m, b6 nhi~m,
b6 nhi~m l~i ... cac chuc danh can bQ,cong chuc, vien chuc;
. + Tham muu !ruang phon&giup Huy~~ uy, ~ND, UB!'ID Huy~n !rong vi~c
to chuc va huang dan cong tac bau cu d~i bieu Quoc hQi va bau cu d~i bieu HDND
cae cAp;

+ ThAIndinh, tham muu truang phong trinh Chu tich UBND huy~n phe chuAn
kSt qua b~u cu, phe chuAn vi~c mi~n nhi~m, biii nhi~m Chu tich UBND, Ph6 Chu
tich UBND xii, thi trAn; dinh chi cong tac Chu tich UBND, Ph6 Chu tich UBND xii,
h. I.t !tran;

+ Th6ng ke, t6ng h9p tham muu bao cao s6 lugng, chAt luc;mgd~i biSu HQi
dang nhan dan, thanh vien Uy ban nhan dan cac cdp thea quy dinh;

+Tham muu truang phong giup UBND huy~n huang ddn, kiSm tra, t6ng hgp,
bao cao vi~c thvc hi~n phap lu~t vS dan chu i:J xii, thi trAn, (] ca quan, don vi hanh
chinh, don vi S\l nghi~p, (] doanh nghi~p tren dia ban va vi~c thlJc hi~n cong tac dan
v~ chinh quy~n thea quy dinh;

+ Tham muu truang phong chuAn bi cac D~ an, thli t\}c lien quan d~n vi~c
thanh l~p, sap nh~p, chia tach, d6i ten thon, t6 dan ph6 bao cao cApc6 thAmquy~n
thea quy dinh; phan lo~i thon, t6 dan ph6 thea quy dinh;
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+ Theo doi, tham rmru quan Iy dia gici hanh chinh, phan loai don vi hanh
chinh tren dia ban huyen thea quy dinh cua phap lu~tva thea huang dfuIcua S6 NQi.
vu thanh ph6 Ha NQi;

+ Tham muu t6 chirc thirc hien cac d8 an, van ban lien quan d~ncong tac dia
gioi don vi hanh chlnh, d6i ten don vi hanh chinh, phan loai don vi hanh chinh tren
dja ban huyen sau khi duoc cdpco thdmquyenphe duyet;

+ Tham muu tnrong phong huong ddnva ph6i hQPvoi xa, thi trdn giai quy~t
vuong mic lien quan d~n dia gioi hanh chinh thea phan cdp. Nghien ciru, d8 xudt
phirong an giai quyet vuong m!c lien quan d~ndia gioi hanh chinh (khi chua co su .
th6ngnhit) trinh cdp co thdmquyenxem xet, quyet dinh;

+ Thtrc hi~n quan Iy hB so, ban dB dia giOi,m6c, dia gi6i hanh chinh cua
Huy~nthea quy dinh cua phap lu~t;

+ Tham muu t6 chuc th\lC hi~n cac van ban quy ph?m phap lu~t,chi~n lugc,
chuong trinh, k~ho?ch phat tri~nthanh nien va cong tac thanh nien;

+ Hu6ng ddn, tuyen truy8n, ph6 bi~n, giao dl,lcphap lu~t vS thanh nien va
congmc thanh nien thea quy dinh; giai quy~tvin dBlien quan d~n thanh nien, cong .
tac thanh nien thea quy dinh va thea ph§.ncip;

+ Chu tri tham muu, ph6i hQ'Pv6i cac don vi lien quan va cac t6 chuc khac
cua thanh nien trong vi~c th\Ic hi~n ho~c d8 nghi cip co thfun quyBnth\l'chi~n co
ch~,chinh sach d6i vOithanh nien va cong tac thanh nien thea quy dinh.

- Thammuu giai quy~tdon thu khi~un~i,t6 caothuQclinhVl,l'C dugc ph§ncongo
- Ph6i hQPtrong cong tac thammuu, dBxUdtkhen thuang, Icy lu~t.
- Ph6i hQP v6i cac dBng chi trong Phong dS thl,l'chi~n cac nhi~m V\l lien .

quan d~n chuc nang, nhi~mV\lcua Phong dam bao ti~n dQthOi gian, kh6i lugng,
chit lugng cong vi~c thea quy dinh.

- Thl,l'chi~n cac nhi~mV\lkhac do lanh d~ophong ph§.ncongo
7. Chuyen vien: Nguy~n Thj Phllong Thao - Mil VTVL: CMNV 04/QHTX

He; CMNV 07/QHTX-HC
- T6 chuc th\Ic hi~n va chiu trach nhi~m tru6c truang phong, t~p thS phong .

vBcac nhi~mVl,l dugc pharrcong.
- Tn,rcti~p tham muu cong tac Cai cach hanh chinh, quan Iy Van thu - Luu

tro, cac nhi~mV\lC\lth8:
* vJ eong tae cai each himh ehinh:
+ Tham muu truang phong giup Huy~nuy, lIDND, UBND Huy~nxay d\ffig

cac van ban chi d~o, diBuhanh, hu6ng ddn thl,l'chi~n cong tac cai cach h8.nhchinh;
cong tac ki~mtra cong V\ltren dia ban huy~n;

+ TriSnkhai cac giai phap, don d6c, hu6ng ddn, kiSm tra, giam sat vi~c th\lc
hi~ncac nQidung cai cach hanh chinhdugc ph§.ncong; thl,l'Chi~n bQchi s6 cai cach
hanh chinh dp huy~nva cdpxa;

+ T6 chuc th\lC hi~n cong tac ki~m tra, giam sat cac co quan chuyen mon,
UBND cac xa, thi trin thuQchuy~n th\Ic hi~n cong mc cai cach hanh chinh thea

...!(~
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chirong trinh, k~ hoach, d~ an cai each hanh chinh dii diroc cApc6 thAmquyen phe
duyet; HUOng dLI, don d6e, kiem tra viec tlnrc hi~n CCI ch~ mQt cira, mQt cua lien
thong tren dia ban huyen, chu trong giam sat Be)ph~ Ti~p nh~ va tra k~t qua cua
UBND huyen va UBND xii, thi trAn;

+ Ph6i hQ'Pvoi cac don vi c6 lien quan trong viec ra soat, ki~m soat, c~p nh~t
cac thu tuc hanh ehinh, hien dai hoa hanh chinh, cai each tai chinh cong va tuyen
truyen cong tac cai each hanh chinh.

* vJ cong tdc qudn If! Van thu - Luu tric
+ Tham rmru xay dung dtr thao cac van ban chi dao, di~u hanh, huang d~n

thuc hien cong tac Van thu, Liru trft;
+ Tri~n khai tai cac CCI quan chuyen mon, don vi Sl,l'nghi~p va UBND xii, thj

trAnthuQChuy~n thl,l'Chi~n quy dinh, k~ ho~ch cong tac Van thu, LllU tm;
+Huang ~, thea d3i, don d&, ki~m tra va tham mllUd~ xuAtcac bi~nphap d~

thl,l'Chi~n cong tac van thu, lllUtrfr d~t k~t qua; ~p hQ'P'1 kiSn pharr anh v~ cac vAnd~
lien quan den linh Vl,l'Cvan tim, l1lUW, nghien Clmd~xuAtv6i lanh ~o phong;

+ Ph6i hQ'Pvai cac don vi lien quan tiSn hanh khao sat, thAm dinh tai li~u
quy hiem, tai li~u lllU tm Ijch su tren dja ban huy~n. ThAm dinh tai li~u lllUtm h~t
gia trj d~ nghj tieu huy cua xii, thj trdn;

+ Ph6i hQ'Pv6i Van phong lIDND-UBND huy~n trong vi~c thu th~p tai li~u
lllUtrfr CCIquan, tiSn hanh chinh 1'1va tieu huy thea quy trinh, quy dinh;

+Thl,l'chi~n chS dQbao cao thuOng xuyen, dQtxudt.
- Tham mllUcong mc ISO Clla Phong (lo~ trir cac quy trinh lien quan dSnTTHC).
- Lam cong tac Van phong;
- Tham mllUgiai quySt dan thu khieu n~i, t6 cao thuQclinh Vl,l'CduQ'cpharrcongo
- Ph6i hQ'Ptrong cong tac tham mllU, d~ xuAtkhen thuOng.
- Th\lc hi~n cac nhi~m Vl,l khac do lanh d~o phong phan congo
8. Chuyen vien: H6 Quang Thing - Mil VTVL: CMNV 05/QHTX-HC;

CMNV 06/QHTX-HC
- T6 chuc thl,l'chi~n va chiu trach nhi~m wac TruOng phong, ~p th~ phong

v~ cac nhi~m Vl,l duQ'cpharr congo
- Tf\lc tiSp tham mllU cong tac Quan 1'1Thi dua - Khen thuOng, Ton giao,

cac nhi~m Vl,l C\l th~:
* vJ cong tac quan If! Thi Qua - Khen thuimg
+ Tham mllU liinh d~o xay dvng cac van ban chi d~o, cac chuang trinh, k~

ho~ch eong tac thi dua, khen thuOng;
+ Tham mllU nQi dung d~ nghj khen cao cac danh hi~u vinh d\l cua Thu do,

cac dQ'tkhen thuOng chuyen d~ cua Thanh ph6, Trung uang;
, + Xay dvn~, th\l~ hi~n cac quy trinh xet khen thuOng cac danh hi~u thi dua

hang nam, khen tong ket nam;
+ Tham mllU phat dQng cac phong trao thi dua yeu nuac, cUQcthi vi~t v~

guong di~n hinh tien tiSn, nguai t6t, vi~c t6t;
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+ Huang d~n, tiSp nhan h6 so khen khang chien chong Phap chon M-'
+ Tham rmru khen third d" :. ' g y,

thuong, giin bi~n cong trinh ~~~ ~~t~~~~~~~huyen d~, cuoc thi, hiep Ykhen

.;{ +.Tham rmru tri~n khai dang kY thi dua, thea doi t6ng hQP danh ., h:'
diem thi dua thea quy dinh; 'gla c am

+ Tham rmru cac hoat dQng C\1mthi dua Thanh ph6, Huyen;
+ Thirc hien chi tra thuong va thiSt l~p h6 so thea doi tra thirong;

" ~ To~g h?p b~o ~ao d!nh ky, de;>txugt Iinh V\lCduoc phan cong; Theo doi,
cap nh~t t~8nh tich cac ~p the, ca nhan tren dia ban huyen,

* Ve qudn If Ton giao
+ Tham muu lanh d~o xay dung cac van ban chi dao, cac chuang trinh kS

hoach cong tac ton giao; ,

+ Thal!l mUll t6 ehuc th\lc hi~n cac nQi dung cong vi~c thea chuong trinh da
xay d\lllg; kiem tra, thea doi tiSn dQth\lc hi~n cac cong vi~c;

+ X~y d\lllg bao cao kSt qua th\lc hi~n cac nhi~m V\1duQ'c giao va bao cao
thea yeu cau ella lanh d~o huy~n, Ban Ton giao Thanh ph6, Ban chi d~o cong tac
ton giao huy~n;

+ Ph6i hQP v6i Cong an huy~n n~m b~t tinh hinh ton giao t~i co sa, ph6i hQP '
v6i UB,ND xa, thi trdn va phong Van hoa va Thong tin trong cong tac qulin ly nha
nuae ve ton giao;

+ C~p nh~t cac thong tin, s6 li~u lien quan dSn chuc s~c, co sa ton giao tren
dia ban huy~n.

- Tham mUllgiai quySt dan thu khiSu n~, t6 cao thuQc linh VlJCdugc phan cong.
- Ph6i hgp v6i cae d6ng chi trong Phong d~ th\lc hi~n cac nhi~m V\1lien

quan dSn ehuc nang, nhi~m V\1 clla Phong dam bao tiSn de;>thai gian, kh6i luqng, ,
chAt 1ugng cong vi~c thea quy dinh. Th\lc hi~n cac nhi~m V\l khac do lanh d;;to
phong phan congo

Tren day 1a phan cong nhi~m V\l Clla cong chuc phong NQi,V\l huy~n Gi~
Lam, b~t dAu th\lc hi~n til ngay 01/7/2021 (Thong bao nay thay the Thong bao so
35/TB-NV ngay 05/3/2021 clla Phong NQi V\1huy~n Gia Lam). Cac nhi~m V\1 duQ'c
giao truac ngay 01/7/2021, eong chuc Phong co nhi~m V\l hoan thanh xong truac
khi ban giao. Tronp, qua tri~ th\l~ ~i~n_nhi~m V?, ~ong C?UC~o trac~"nhi~m C~ll'
dQng, sang t~o, phOl hgp, ho trQ',glUp do nhau de cung hoan thanh nhlC(mV\1.Nel!
co kho khan, vuOng mac bao cao Truang phong, Pho truang phong ph\l trach de
chi d~o giai quySt.!.
Ndi nhan: ..--==-:-TRlfONGPHONG
- Lanh d(lo UBND huy~n; ~~::;__c-~ ~
- Thli tnIemg CC1 quan UBND huy~n;. • 1 ~• it..)~::>' ~;~
_Cac CC1 quan chuyen mon, I>VSN thuQcHuy~n; (de phOihQ)'~I pl-\ • '. .
- UBND xA,thi trAn;(d~phOihQ'P); Ii;! I t
_Cac truOngMN, TH, THCS cong l~p thuQchuy~n; '\ ..\ NQ' . I !.
- Cong chuc Phong NV; \\,:. >~. /,',:/1
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