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THONG BAO
Ve vice tuyen dung giao vien, nhan vien 

lam vice tai triro'ng THCS Chu Van An, quan Long Bien, Ha Noi

Can cu Quyet dinh cua UBND thanh pho Ha Noi “ve viec phe duyet 
danh muc vj tri viec lam, Ban mo ta cong viec va Khung nang lire vj tri viec 
lam trong cac dan vi sir nghiep cong lap true thuoc So Giao due & Dao tao”;

Can cu De an so 01/DA-PGD&BT ngay 28/02/2020 cua Phong Giao due 
& Dao tao quan Long Bien duoc Chu tich UBND quan Long Bien phe duyet ve 
viec xay dung trudng THCS Chu Van An theo mo hinh truang chat luong cao 
co he song bang; Quyet dinh so 1062/QB-UBND ngay 05/3/2020 cua UBND 
quan Long Bien ve viec thanh lap trudng THCS Chu Van An,

Thuc hien chu truang tuyen, chon dpi ngu giao vien Trudng THCS Chu 
Van An chat luong cao, UBND quan Long Bien thong bao tuyen dung giao vien, 
nhan vien lam viec tai trudng THCS Chu Van An, quan Long Bien nhu sau:

I. SO LlTONG GIAO VIEN, NHAN VIEN CAN TUYEN
So luong giao vien, nhan vien can tuyen dung 27 ngudi, trong do: 20 giao 

vien, 05 nhan vien, 02 bao ve, cu the nhu sau:
1. Giao vien la vien chu*c thupc trircmg THCS cong lap tren dia ban quan: 11

o
z
t-

giao vien

TiengAnh GDCD Toan Sinh TD Am nhac MT TPTMon Van Su Dia

SL 01 01 01 01 01 01 01 01 01 01 01

2. Doi voi giao vien tuyen tir nguon khac: 09 giao vien

Tieng AnhMon Van Toan Ly Sinh CN TD

SL 02 01 02 01 01 01 01

3. Nhan vien hanh chinh: 05 nguxri

Thict bj, 
thi nghifm

YteVTVL VP-Thu quy Thn vifn CNTT

SL 01 01 01 01 01

4. Nhan vien bao vf: 02 ngudi
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II. CO CAU, DOI TU’O'NG, TIEU CHUAN TUYEN DUNG
1. C(y cau tuyen dung:
- Giao vien: 60-70% giao vien dirge tuyen tir nguon vien chuc giao vien 

hien giang day tai cac truang THCS cong lap tren dia ban quan. 30-40% tir 

ngu6n lehac (vien chuc giao vien thuyen chuyen tu cac dia phuang khac ngoai 
quan hoac giao vien hop dong)

- Nhan vien: tuyen dung nhan vien tai cac dia phuong trong ca nuoc. Uu 
tien co ho khau tren dia ban quan Long Bien va thanh pho Ha Noi.

2. Doi tirong, tieu chuan tuyen dung
Boi tuong, tieu chuan tuyen dung dugc quy dinh tai Phu luc 1 kem theo 

Thong bao nay.
III. THANH PHAN, DIA DIEM, THOI GIAN NOP HO SO
1. Thanh phan ho so’ dir tuyen
Ca nhan nop 01 bo ho so (ban chinh), co bien muc ho so kem theo, ho so

va bien muc dung trong bao bi giay, ben ngoai ghi ro ho ten, dia chi, so dien\ > \
thoai lien he cua ca nhan. Thanh phan ho so gom:

(1) - Don xin ung tuyen;
(2) - Ban so yeu ly lich cua ca nhan (theo mau so yeu ly lich 2C- 

BNV/2008 ban hanh kem theo Quyet dinh so 02/2008/QD-BNV ngay 
06/10/2008 cua Bo Noi vu, co gia tri trong thoi han 06 thang), co dan anh va xac 
nhan cua ca quan, don vi noi ca nhan hien dang cong tac (doi vai vien chuc lam 
viec tai cac truong hoc) hoac cua dia phuong noi ca nhan sinh song;

(3) - Ban sao chung thuc bang cap, chung chi dao tao (theo dieu kien va 
tieu chuan cua vi tri viec lam);

(4) - Ban sao chung thuc cac quyet dinh: tuyen dung, bo nhiem vao ngach
/ o \ r

vien chuc, nang bac luang hien huong cua cap co tham quyen (doi vai vien chuc 
lam viec tai cac truong hoc);

7 7

(5) - Ban sao chung thuc so Bao hiem xa hoi cua ca nhan;
7 7

(6) - Ban sao chung thuc (du 08 trang) so ho khau thuong tru cua ca nhan tai 
TP Ha Noi (doi vai truang hap da co ho khau thuong tru tai TP Ha Noi); nhung 
truong hop chua co ho khau thuong tru tai TP Ha Noi thi phai co giay to hop phap 
chung nhan dugc dang ky ho khau thuong tru theo quy dinh hoac dugc ca quan co 
tham quyen cua TP Ha Noi ban hanh van ban tiep nhan va cho phep dugc nhap hg 
khau thuong tru tai TP Ha Noi theo quy dinh hien hanh cua phap luat);

(7) - Phieu ly Ijch tu phap so 2 (co gia tri trong thoi han 3 thang)
• r r iirry o A r X aa(8) - Phieu kham sue khoe cua ca nhan do ca sa y te co tham quyen cap 

(co gia tri trong thoi han 6 thang).
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^ X ^ A A2. Thanh phan ho so’ bo sung sau khi tham djnh ho so* va sat hach

Cac ca nhan dap ung tieu chuan sau khi tham djnh ho so va sat hach nop
o \

bo sung ho so nhu sau:
2.1. D6i vai vien chuc thuoc cdc tinh, thdnh pho ngodi Hd Noi:
- 01 bp ho so day du nhu muc 1 phan III Thong bao nay;
- Don xin chuyen cong tac cua ca nhan co xac nhan cua Hieu truong, 

phong GD&DT noi ca nhan cong tac, xac nhan cua Hieu trudng truong THCS 
Chu Van An, xac nhan cua phong GD&DT, phong Noi vu quan Long Bien;

- Van ban dong y cho chuyen cong tac (hoac cho di lien he cong tac) cua cap 

co tham quyen noi ca nhan dang cong tac (co gia tri trong thoi han 03 thang);
- Ban nhan xet danh gia qua trinh cong tac cua ca nhan do co quan, dan vj 

co tham quyen quan ly xac nhan.
2.2. D6i vai vien chuc thuoc cdc quan, huyen, thi xd khdc thuoc TP Hd Noi
- Don xin chuyen cong tac cua ca nhan co xac nhan cua Hieu truong, 

phong GD&DT noi ca nhan cong tac, xac nhan cua Hieu trudng trudng THCS 
Chu Van An, xac nhan cua phong GD&DT, phong Noi vu quan Long Bien.

- Ban nhan xet danh gia qua trinh cong tac cua ca nhan do ca quan, don vi 
cd tham quyen quan ly xac nhan.

2.3. D6i vai vien chuc hien cong tdc tqi cdc truong THCS cong lap tren 
dia ban quan Long Bien

- Dan xin chuyen cong tac cua ca nhan cd xac nhan cua Hieu trudng noi 
ca nhan cong tac va trudng THCS Chu Van An, xac nhan cua phong GD&DT, 
phong Noi vu quan Long Bien.

- Ban nhan xet danh gia qua trinh cong tac cua ca nhan do ca quan, don vi 
cd tham quyen quan ly xac nhan.

3. Bja diem, then gian nop ho so1
Hd sa du tuyen va hd sa bd sung ndp ve phong Ndi vu quan Long Bien 

(So 01 pho Van Hqnh, Khu do thi Viet Hung, quan Long Bien, thdnh pho Hd Noi)
Thai gian, tien dp thuc hien

- Tu 10/5/2020 den 20/5/2020 Phong Ndi vu tiep nhan hd sa cua giao vien.
- Tu 20/5/2020 den 20/6/2020 Phong Ndi vu phdi hop Phong Giao due & 

Dao tao quan tham djnh, tuyen chon giao vien theo quy djnh, to chuc sat hach 
(theo Be an), bao cao Chu tjch UBND quan ket qua tuyen chon.

- Tu 20/6/2020 cho den khi ket thuc ndm hoc 2019-2020:
+ Tham muu quyet djnh dieu dong ddi vdi giao vien thuoc cac trudng 

THCS cong lap dam bao tieu chuan, dieu kien theo cac van ban hien hanh.
+ Tiep nhan, tuyen dung 09 giao vien tu ngudn khac (khdng phai la giao 

vien thuoc cac trudng cong lap cua quan), nhan vien.

<0
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Tren day la thong bao tuyen dung giao vien, nhan vien lam vice tai truong 

THCS Chu Van An, UBND quan Long Bien yeu cau Ban giam hieu cac truong 
THCS cong lap tren dja ban quan bao cao cap uy chi bo, nghiem tuc trien khai 
toi dpi ngu giao vien, nhan vien; lam cong tac tu tuong, dong vien doi voi cac 
truong hop giao vien du tieu chuan, dieu kien dong thoi co trach nhiem thuc 
hien chu truong cua quan trong viec xay dung dugc doi ngu giao vien Truong 
THCS Chu Van An chat lupng cao dam bao theo yeu cau cua De an; dong thoi 
thong bao viec tuyen dung giao vien, nhan vien lam viec tai truong THCS 
Chu Van An, quan Long Bien, Ha Npi de cac don vi, ca nhan biet ./.

Noi nhan:
- Cac truang THCS tren dja ban quan;
- Cac thi sinh dir tuyln;
- Cong TTBT quan;
- Luu: VT,

TM. UY BAN NHAN DAN 
CHU TICK

NV. (05)^ m :

inh Ha



Phu luc 1
TIEU CHUAN TUYEN DUNG

GIAO VIEN, NHAN VIEN TRlTOfNG THCS CHAT LlT^NG CAO CHU VAN AN
(Kem theo Thong bdo so 178/TB-UBND ngdy 05/5/2020 cua UBND quan)

I. DOI v6l VI TRI GIAO VIEN
1. Tieu chuan chung
- Trinh do chuyen ntdn:
Co bang cu nhan thupc nganh dao tao giao vien tra len hoac co bang cu 

nhan chuyen nganh phu hop va co chung chi boi duong nghiep vu su pham.
l/u tien cac truong hop co bang cu nhan thuoc nganh dao tao giao vien.
- Tin hoc: Co chung chi tin hoc dat trinh dp Ung dung CNTT co ban hoac 

tuong duong tro len
- Ngoai ngir: Co chung chi ngoai ngu dat trinh dp bac 2 khung nang luc 

ngoai ngu 6 bac dung cho Viet Nam hoac tuong duong tro len. Doi voi giao vien 
Tieng Anh phai co chung chi ngoai ngu dat trinh dp bac 2 khung nang luc ngoai 
ngu 6 bac dung cho Viet Nam hoac tuong duong tro len ngon ngu khac.

- Chung chi chitc danh nghe nghiep: hang III tro len (doi voi giao vien 
da la vien chuc)

- Nang luc:
+ Nam vung chu truong cua Dang, quy djnh cua phap luat ve nganh, linh 

vuc cong tac;
+ Nam vung va thuc hien co hieu qua ke hoach, chuong trinh giao due 

THCS; Xay dung ke hoach cong tac chu nhiem (neu duoc phan cong); Bam sat ke 
hoach boat dong cua to chuyen mon va chuong trinh boat dong cua nha truong;

+ Nam vung mon hoc da hoac dang dam nhan giang day, co hieu biet ve 
phuong phap giang day cac mon hoc khac;

+ Thuc hien hieu qua phuong phap day hpc tich cue, to chuc cac boat 
dong giao due phu hop doi tuong hpc sinh, dam bao chat lupng giao due toan 
dien, phat huy tinh tich cue, chu dong, sang tao cua hpc sinh nang cao chat 
lupng va hieu qua giao due cua nha truong;

+ Thuc hien kiem tra, danh gia ket qua hpc tap, ren luyen cua hpc sinh; 
cong tac thi dua khen thuong, ky luat doi voi hoc sinh theo quy djnh;

+ Su dung hieu qua tai san, thiet bi day hpc phuc vu doi moi giao due 
. THCS, quan ly ho so, so sach theo quy djnh.

- Ky nang:
+ Ky nang thuyet trinh, dien dat luu loat;
+ Ky nang giao tiep, ung xu;

-1
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+ Ky nang phoi hop trong cong vice; phoi hop voi cha me hoc sinh va 

cong dong de nang cao hieu qua giao due hoc sinh THCS;
+ Ky nang lam viec nhom;
+ Ky nang xu ly tinh huong;
+ Ky nang tong hop, phan tich, de xuat giai phap;
+ Ky nang su dung thanh thao CNTT trong soan giang giao an dien tu;
+ Ky nang su dung dung muc dich, dung quy dinh va hieu qua thiet hi day 

hoc cua nha truong;
+ Ky nang khuyen khich, tao dong lire hoc tap cho hoc sinh, huong dan hoc 

sinh phat trien cac mat ve kien thuc, nang lire, pham chat phu hop vdi tung ca nhan;
+ Ky nang giai quyet kien nghi cua dong nghiep, phu huynh hoc sinh lien 

quan den giang day hoac cong tac chu nhiem (neu duoc phan cong), kip thdi bao 
cao Ban giam hieu cac noi dung vuot qua tham quyen.

2. Tieu chuan rieng:
- Vien chuc hoac giao vien hop dong hien giang day tai cac truong THCS 

cong lap tren dia ban quan hoac noi khac: co kinh nghiem giang day 05 nam tro
t \

len (tinh tu ngay duoc tuyen dung hoac ky hop dong lao dong). Dat danh hieu 
giao vien gioi cap huyen tro len. Ket qua sat hach: 02 tiet day dat loai gioi.

- Sinh vien: tot nghiep dai hoc tro len loai gioi, xuat sac he chinh quy. Uu 
tien sinh vien do thu khoa, sinh vien tot nghiep khoa chat luong cao, sinh vien dugc 
dao tao ve chuong trinh song bang. Ket qua sat hach: 02 ti4t day dat loai gioi.

II. DOI VOfI VITRI NHAN VIEN HANH CHINH
1. Nhan vien thu’vien
- Trinh do chuyen mon:
Tot nghiep trung cap hoac cao dang ve chuyen nganh thu vien hoac 

chuyen nganh khac co lien quan. Neu tot nghiep trung cap hoac cao dang chuyen 
nganh khac phai co chung chi boi duong kien thuc, ky nang nghe nghiep chuyen 
nganh thu vien do co quan, to chuc co tham quyen cap.

- Tin hoc: Co chung chi tin hoc dat trinh do Ung dung CNTT ca ban hoac 
tuong duang tra len.

- Ngoai ngir: Co chung chi ngoai ngu dat trinh do bac 1 khung nang luc 
ngoai ngu 6 bac dung cho Viet Nam hoac tuong duong tro len. Doi voi giao vien 
Tieng Anh phai co chung chi ngoai ngu dat trinh do bac 2 khung nang luc ngoai 
ngu 6 bac dung cho Viet Nam hoac tuong duong tro len ngon ngu khac.

- Nang lire:
+ Nam duoc cac quy dinh cua phap luat, che do chinh sach cua nganh, Imh vuc 

va cac kien thuc co ban ve llnh vuc chuyen mon nghiep vu thu vien truong hoc;
+ Hieu cac muc tieu va doi tuong quan ly, co kien thuc am hieu ve sach 

bao, truyen phu hop voi lua tuoi;
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/ •> \ f r+ Co kha nang tham muu, de xuat, lap ke hoach vdi thu trirong don vj cac noi 

dung, giai phap sang tao de thuc hien nhiem vu thuoc Imh virc thu vien truong hoc;
+ Doi mai quy trinh boat dong cua thu vien truong hoc, khuyen khich tao 

dong lire cho hoc sinh say me nghien cuu, thu thap thong tin trong he thong thu 
vien nha truong phuc vu tot cho viec hoc tap;

+ Phoi hop vai dong nghiep, cha me hoc sinh va cong dong gop phan 
nang cao chat luong day hoc thong qua he thong thu vien nha truong.

- Ky nang:
+ Ky nang trinh bay, bao cao ro rang, mach lac

/
+ Ky nang giao tiep, ung xu

r m #

+ Ky nang phoi hop trong cong viec
+ Ky nang lam viec nhom
+ Ky nang xu ly tinh huong
+ Ky nang biet su dung cac ung dung, phan mem cong nghe thong tin 

theo yeu cau cong viec;
0 /X

+ Ky nang to chuc boat dong thu vien nha truong co hieu qua, ho tro tich 
cue cac boat dong giao due cua nha truong;

+ Ky nang bao quan sach, bao, tai lieu, trang thiet bi khoa hoc dung nghiep vu.
2. Nhan vien thiet bi - thi nghiem
- Trinh do chuyen mdn:
Co bang tot nghiep cao dang chuyen nganh Cong nghe thiet bi truong hoc 

(hoac co bang tot nghiep cao dang cac chuyen nganh khac phu hop voi vi tri 
viec lam thiet bi, thi nghiem o truong trung hoc) tro len.

- Tin hoc: Co chung chi tin hoc dat trinh dp Ung dung CNTT co ban hoac 
tuong duong tro len.

- Ngopi ngir: Co chung chi ngoai ngu dat trinh dp bac 1 khung nang lire 
ngoai ngu 6 bac dung cho Viet Nam hoac tuong duong tro len.

- Nang lire:
+ Nam dupe cac quy dinh cua phap luat, che dp chinh sach cua nganh, 

linh vuc va cac kien thuc co ban ve Imh vuc chuyen mon nghiep vu ITnh vuc 
thiet bj, thi nghiem truong hoc;

+ Hieu biet co ban ve cac mon hpc thupc cap THCS, biet su dung he 
thong thiet bi day hpc nh^m h§ trp tdt cho giao vien trong viec chuan bi do dung 
hpc tap truoc khi len lop;

r r

+ Nam vung nhiem vu cua nhan vien thiet bi trong truong THCS;
+ Co hieu biet chuyen sau ve cong tac thiet bi, thi nghiem trong truong THCS;
+ Co kha nang tham muu, de xuat, lap ke hoach thuc hien cac npi dung, giai 

phap sang tao de thuc hien nhiem vu thupc ITnh vuc thiet bi thi nghiem truong hpc;

1
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+ Boi mai quy trinh boat dong cua phong do dung, thu thap, tim toi cac 
do dung day hoc phuc vu tot cho vice day hoc cua giao vien trong truang;

- Ky nang:
+ Ky nang trinh bay, bao cao ro rang, mach lac

r

+ Ky nang giao tiep, urng xu 

+ Ky nang phoi hap trong cong vice 

+ Ky nang lam vice nhom 

+ Ky nang xu ly tinh huong
9 \ f

+ Ky nang tong hap, phan tich, de xuat giai phap
9/^/9 r r X+ Ky nang soan thao van ban dung the thuc, su dung cac ung dung, phan 

mem cong nghe thong tin theo yeu cau cong viec;
+ Ky nang quan ly, thiet lap ho sa va luu tru van ban hanh chinh, thu tuc 

hanh chinh theo quy dinh; luu giu cac trang thiet bi, do dung day hoc ngan nap,
*%» r

khoa hoc, de tim kiem;
+ Ky nang huang dan su dung, bao quan thiet bi, do dung day hoc trong 

nha truang dung nghiep vu.
3. Nhan vien cong nghe thong tin
- Trinh do chuyen mdn:
Co bang tot nghiep trung cap cac nganh dung hoac cac nganh gan vai 

nganh dao tao ve CNTT tra len.
- Ngoai ngfr: Co chung chi ngoai ngu dat trinh do bac 1 khung nang lire 

ngoai ngu 6 bac dung cho Viet Nam hoac tuang duang tra len.
- Nang luc:
+ Thanh thao ve cong nghe thong tin;

9 r 9 9 r

+ Kha nang phoi hop trong cong viec tot;
t r n. /k r x x+ Quan ly he thong may tinh va cac phan mem ung dung trong truang hoc.

- Ky nang:
+ Xu ly tinh huong;
+ Kha nang phan tich;
+ Ky nang giao tiep;
+ Ky nang phoi hap;
+ Su dung ngoai ngu;
+ Ky nang tin hoc, may tinh.
4. Nhan vien y te
- Trinh do chuyen mdn: Co bang tot nghiep trung cap y sy hoac trung cap 

nganh y tra len.
- Tin hoc: Co chung chi tin hoc dat trinh dp ling dung CNTT ca ban hoac
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tuang duang tra len.
- Ngoai ngu: Co chung chi ngoai ngu dat trinh do bac 1 khung nang lire 

ngoai ngu 6 bac dung cho Viet Nam hoac tuong duang trd len.
- Nang lire
+ Nam dugc cac quy dinh cua phap luat, che do chinh sach cua nganh,

linh vuc va cac kien thuc ca ban ve y te hoc duang cua tung cap hoc;
* r r + Nam ro quy trinh xay dung cac phuang an, ke hoach, co kien thuc am

hieu ve cong tac y te hoc dudng;
+ Co phuang phap nghien cuu, tong ket va de xuat, cai tien nghiep vu chuyen mon;
+ Co kha nang tham muu xay dung thuc don khoa hoc, dam bao du dinh•> /

duang, an toan thuc pham cho hoc sinh (neu truong co ban tru)
a r+ To chuc kham sue khoe cho vien chuc, nhan vien va hoc sinh theo quy 

dinh. Quan ly ho sa sue khoe cua vien chuc, nhan vien va hoc sinh, trang thiet bi 
y te, danh muc thuoc toi thieu, cong tac phong chong dich benh, phong tranh tai 
nan thuang tich, ve sinh moi trudng, y te hoc duang...

+ Cai tien quy trinh boat dong, thu thap thong tin, theo doi, thong ke tinh 
trang sue khoe cua tre hang nam khoa hoc, quan ly ho sa so sach, thu tuc hanh 
chinh dung nguyen tac;

+ Phoi hop vai giao vien chu nhiem trien khai cac cong viec ve cham soc 
sue khoe doi vai hoc sinh theo dinh ky;

f \ \ •>

+ Phoi hap vai dong nghiep, cha me hoc sinh va cong dong de nang cao 
chat luong cham sue khoe cho tre.

- Ky nang:
+ Ky nang trinh bay, bao cao ro rang, mach lac;
+ Ky nang giao tiep, ung xu;
+ Ky nang phoi hop trong cong viec;
+ Ky nang lam viec nhom;

r

+ Ky nang xu ly tinh huong;
*» \ /

+ Ky nang tong hop, phan tich, de xuat giai phap;
+ Ky nang soan thao van ban dung the thuc, su dung cac ung dung, phan 

mem cong nghe thong tin theo yeu cau cong viec;
+ Ky nang sa cuu mot so tinh huong ve tai nan, thuang tich;
+ Ky nang sir dung dung muc dich, dung quy dinh va hieu qua thiet bi y 

te cua nha truong.
5. Nhan vien van thir kiem thu quy
- Trinh do chuyen mon: Co bang tot nghiep trung cap trd len chuyen 

n^anh van thu luu tru (neu tot nghiep chuyen nganh khac thi phai co chung chi 
boi duang bo sung kien thuc nghiep vu van thu) va trung cap trd len chuyen 
nganh ke toan.

i
i
•Si
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- Tin hoc: Co chung chi tin hoc dat trinh do \Sng dung CNTT co ban hoac 
tuong duong tro len.

- Ngoai ngu: Co chung chi ngoai ngu dat trinh do bac 1 khung nang lire 
ngoai ngu 6 bac dung cho Viet Nam hoac tuong duong tro len.

- Nang lure:
r r

+ Nam vung cac quy dinh cua phap luat, che dp chinh sach cua nganh, 
llnh vuc va cac kien thuc co ban ve llnh vuc chuyen mon nghiep vu dupe giao

+ Co kien thuc ve quan ly van ban hanh chinh nha nuoc;
+ Nam duoc co cau to chuc, chuc nang, nhiem vu cua don vi;

■> r \+ Hieu ro cac quy che cua don vi ve cong tac van thu;
r /

+ Nam vung cac quy che bao mat van thu va sao in tai lieu
+ Hieu ro va tuan thu cac quy dinh cua phap luat ve nghiep vu thu quy;
+ Co nang lire lam viec dpc lap hoac phoi hop theo nhom; co nang lire 

trien khai cong viec bao dam tien dp, chat lupng va hieu qua;
+ Biet xay dung ke hoach cong tac, quy trinh cong viec va thuc hien

r r

nhiem vu dung quy trinh, tien dp, chat lupng;
+ Thuc hien cong tac chuyen mon theo cac van ban chinh sach quy dinh 

cua nha nuoc;
+ Lap ho so theo doi thu chi theo cong tac chuyen mon;
+ Chi tra dung doi tuong, dung quy dinh;

f f • /K 0+ Co trach nhiem, trung thuc, can than, chinh xac trong cong viec;
+ Co kha nang lam viec dpc lap, biet dinh huong xu ly, de xuat giai phap 

phu hop de giai quyet cong viec;
- Ky nang:
+ Ky nang trinh bay, bao cao ro rang, mach lac;
+ Ky nang giao tiep, ung xu;
+ Ky nang phoi hop trong cong viec;
+ Ky nang lam viec nhom;
+ Ky nang xu ly tinh huong;
+ Ky nang soan thao van ban dung the thuc, su dung cac ung dung, phan 

mem cong nghe thong tin theo yeu cau cong viec;
+ Ky nang biet sap xep cong viec hpp ly va uu tien thuc hien cong viec theo 

thdi gian; thuc hien cong viec dung quy dinh, quy trinh, dung tien dp theo phan cong;
+ Ky nang quan ly, thiet lap ho so va luu tru van ban hanh chinh, thu tuc 

hanh chinh theo quy dinh; luu tru chung tu, so lieu chinh xac, dung nguyen tic;
+ Ky nang can than, chinh xac trong cong viec.
III. DOI vdl VI TRI NHAN VIEN BAO VE
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- Trinh do: tot nghiep THPT tro len.
- Nang lire:
+ Hieu cac quy dinh ca ban cua phap luat ve cong tac bao ve, nguyen tac 

dam bao an toan, an ninh trat tir, su dung tot cac cong cu ho trg, phuong tien
thong tin lien lac;

• 7 '+ Hieu ro cac muc tieu va doi tugng quan ly;
r

+ Co y thuc trach nhiem doi voi cong viec;
+ Nam vung npi quy truong hoc, quy trinh quan ly truong hoc de hudng dan 

phu huynh hoc sinh, cac to chuc, ca nhan khi den lam viec va lien he cong tac;
- Ky ndng:
+ Ky nang trinh bay, bao cao cap tren cac van de dugc giao;
+ Ky nang thuc hien cong viec dung quy trinh, dung tien do theo phan cong;

r

+ Ky nang giao tiep, ung xu;
+ Ky nang xu ly tinh huong;
+ Ky nang phoi hop trong cong viec;
+ Ky nang tuan tra canh gac bao ve hien trudng, bao ve muc tieu;

/ rt

+ Ky nang so cap cuu khi gap su co: chay no, cuu ngubi...
r y rt

+ Ky nang su dung cac thiet bj ve dien, phong chong chay no.


