








Tieu  chili')  ye dao  tao,  boi dwiyng,  kinh  nghiem  
cong  tac  theo  vi tri viec  lam' 

Co trinh do  dai hoc  trO len  mot  trong  cac  

nganhichuyen  nganh .NT s mon  hoc  trong,chuang  

trinh giao  duc  trung  hoc  (Giao  due  the  chat)  va có 

it  nhat  03 nam  kink nghiOm  giang  day  Giao  duc  

the chdt  va/ho4c  quan  ly  giao  duc  trung  hoc.  
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STT 	 Vi  tri,  mo to cong  viec  

VU  GIAO DUC TRUNG HOC:  

VI  tri:  Quail  157 chtrcrng  trinh giao  duc  trung  hoc  
(mon  Giao  duc  the chat)  
MO to cong  viec:  

-  Ban  hanh quy  dinh tieu  chuAn,  quy  trinh xay  dung  

chuong  trinh gild°  due  phei thong;  to chirc  va hog  dOng  
dOng  quOc  gia  tham  dinh chuong  trinh giao  duc  

phii thong;  quy  dinh tieu  chua'n,  quy  trinh Bien  sop  

sach gido  khoa  giao  due  phiS thong;  6 chirc  va hog  

dOng 	TIN  dOng  qutic  gia  thAm  dinh  sach gido  khoa  

gido  duc  phO thong.  

-  Ban  hanh chuang  trinh gido  due  trung  hoc;  to chirc  

thArn  dinh sach gido  khoa  cap  trung  hoc;  phe duyet  sach 

gido  khoa  duac  pile")  sir  dung  trong  cac  co  so gido  due  

trung  h9c;  huang  dan  viec  Iva  chon  sach giao  khoa  

trong  cac  co  sa giao  duc  trung  hoc.  
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Tien  chuan  ve dao  tao,  boi dtrong,  kinh nghiem  
cong  tic  theo  vi  tri viec  lanai  

Co trinh do  dai h9c  trer  len  mot  trong  cac  

nganh/chuyen  nganh ve mon  hoc  trong  chuong  

' trinh giao  due  trung  hoc  (Vat  l3")  va có it  nhat  03 

nam  kinh nghim  giang  day  Vat  17  ya/hoac  quan  

13'T  gido  duc  trung  hoc.  
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Vi tri,  mo to cong  viec  

-  Huang  dan  viec  thgc  hien  not dung  chuong  trinh gido  
cbjc  trung  hoc;  thiet  bi  day  hoc,  tai lieu  tham  khao;  
phucmg  phop,  hinh thirc  to chirc  day  hoc;  kiem  tra  danh 
gia ket  qua hoc  tap  cua  hoc  sinh trung  hoc;  kiem  tra,  
danh gia viec  thgc  hien  chuong  trinh gido  dijc  trung  
hoc,  chat  lugng  gido  dijc  trung  hoc  va phli cap  gido  dgc  
trung  hoc  co  sa.  

VI  tri viec  lam:  Quan  l57 chtroug  trinh giao  dtic  trung  
hoc  (mon  Vat  l5r)  

MO to cong  viec:  

- 

Ban  hanh quy  dinh tiou  chuan,  quy  trinh xay  clgng  
chuong  trinh gido  dgc  ph6 thong;  to chirc  va hoat  Ong  

ding  qu6c  gia  tham  dinh chuong  trinh gido  dpc  
ph6 thong;  quy  dinh tieu  chuan,  quy  trinh bien  sop  
sach gido  khoa  gido  dijc  pho thong;  to chirc  va boat  
dOng  cua  I-10i d6ng  qu6c  gia  than'  dinh sach gido  khoa  
gido  dgc  ph6 thong.  

- 

Ban  hanh chuong  trinh giao  dgc  trung  hoc;  to chirc  
tham  dinh sach giao  khoa  cap  trung  hoc;  phe duyet  sach 
gido  khoa  dugc  pile')  sir  dung  trong  cac  co  ser  gido  dgc  
trung  hoc;  huang  dan  viec  lga  chon  sach gido  khoa  
trong  cac  co  see  gido  dgc  trung  hoc.  

- 

Huang  dan  viec  thgc  hien  not  dung  chuong  trinh gido  
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Tien  chitin  ye dao  tao,  b6i citron,  kinh nghqm  
ding  tic  theo  vi  tri viec  lam' 

TOt  nghiep  dai hoc  tra len  mot  trong  cac  
nganh/chuyen  nganh ve sit  pham,  giao  dpc;  hoac  tot  
nghiep  cac  nganh khac  phi].  hop  Ira co chimg  chi bOi 
duang  nghiep  vu  sit  pham.  

Uit  tien:  

- 

La  ngubi dan  t6c  thieu  so;  

- 

Co bang  dai hoc  nganh/chuyen  nganh NO  van;  

-  Co it  nhat  5  nam  cong  tac  a yang  dan  tOc  thieu  so 
hoac  quan  ly,  chi dao  ve gido  dpc  dan  t6c  hoac  cong  
tac  tai cac  tru6ng,  khoa  du  bi  dai hoc  dan  tOc,  
trugng  phis)  thong  dan  t6c  not tru,  truong  phO thong  
dan  t6c  ban  trii;  

- 

Co  hieu  Net  sau  ve tieng  noi,  chit  viet  DTTS;  da  
tham  gia  viec  sach gido  khoa  hoac  tai lieu  day  hoc  
tieng  DTTS;  da  timg  day  hoc  tieng  DTTS.  
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Vi  tri,  mo ti ding  viec  

die  trung  hoc;  thiet  bi  day  hoc,  tai lieu  tham  khao;  

phuong  phap,  hinh thirc  to chirc  day  hoc;  kiem  tra  danh 

gia ket  qua hoc  tap  caa  hoc  sinh trung  hoc;  kiem  tra,  

danh gia viec  thpc  hien  chucmg  trinh gido  dpc  trung  

hoc,  chat  lugng  giao  dpc  trung  hoc  va phifi cap  giao  dpc  

trung  hgc  co  so..  

VI;  GIAO DUC DAN TOC:  

Vi tri  viec  lam:  Kiem  tra,  dinh gia cac  di'eu  kien  bao  
dam  chat  lircrng  giao  due  er  yang  dan  t(ic  thieu  so,  

,  mien  nui,  vung  dac  biet kho  khan.  

MO to cong  viec:  

- 

Kiem  tra,  danh gia so lugng,  chat  lugng,  co  cau  dgi 

ngu nha  giao,  can  b6  quail  11T  cong  tac  a  yang  dan  tOc  

thieu  so,  mien  nui,  yang  dac  biet  khO khan.  

- 

Kiem  tra,  danh gia  Co  kr  vat  chat,  trang  thiet  bi  cua  co  

s6 giao  dpc  mam  non,  gido  dpc  phO thong  a  viing  dan  

tOc  thieu  so,  mien  nui,  vang  dac  biet  kh6  khan.  

- 

Kiem  tra,  danh gia Day  hoc  tieng  Viet  cho  tre em,  hoc  

sinh dan  t6c  thieu  so;  Day  hoc  ngoai ngu cho  hoc  sinh 

dan  t6c  thieu  so trong  cac  co  sa gido  dpc  \ Tang  dan  tgc  

thieu  se),  mien  nui,  yang  dac  biet  kilo khan.  

- 

Kiem  tra,  danh gia Day  hgc  tieng  dan  t6c  cho  hoc  sinh 
dan  tOc  thieu  so trong  tru6ng  phO thong  va day  tieng  
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Tien  chuin  ye dao  tao,  bill duiTng,  kinh nghiem  
cong  tic  theo  vi tri viec  lams  

Co  trinh do  dai hoc  tro len  mot  trong  cac  
nganh/chuyen  nganh dao  tap  ve luat,  quan  ly  (khoa  
hoc,  cong  nghe,  moi tru6ng);  hoac  O

c
t  nghiep  nganh 

khac  phi'  hop  va ce,  tit  3 nam  kinh nghiem  lam  viec  
trong  linh vuc  khoa  h9c,  cong  nghe  va  moi tru6ng.  

Zhu  tien:  

- 

CO  trinh d6  Tien  si;  

-  Da  hoac  dang  cong  tac o ca  s6 gido  chic  dui hoc  it  
nhat  5 nam;  

- 

CO  kinh nghiem  nghien  cfru  khoa  hoc,  quart  lY  
khoa  h9c  phu  hop  voi cong  viec.  
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Vi  tri,  mo to cling  AO  

dan  tOc  thieu  so cho  can  b6,  cong  chirc,  vien  chirc  

nganh  giao  due  cong  tac  6 \rang  dan  tOc  thieu  se),  mien  
vimg  dac  biet  kilo khan;  gido  due  van  hoa  dan  t6c  

trong  cac  ca  so.  gido  cluc  viing  dan  tOc  thieu  se),  mien  

mai,  \Tung  dac  biet  kho khan.  

VU KHOA HOC,  CONG  NGHt  VA MOI TRVONG:  

Vi tri viec  lam:  Hoat  &Ong  khoa  hoc,  cong  ughe  va 
bio  vg  mill 	throw.  
MO to cong  viec:  

-  Xay  dung,  htrOng  an,  tong  hop  ke hoach  trung  hurl  \ Ta  

hang  nam,  to chirc  dux  hien  cac  nhiem  vu  khoa  hoc,  

cong  nghe  va bao  ve  moi tru6ng;  phan  be)  ngan  sach cac  
nhiem  vu  khoa  hoc,  cong  nghe  va  bao  ve  moi truerng  

trong  cac  dcm  vi  thuOc  va true  thuOc  b6.  

- 

Tham  dinh cac  not dung  lien  quan  den  phe duyet  chit  
tnrong  dau  tu;  phe duyet  quye't  dinh au  tir  chuang  

trinh,  du  an  au  tu,  phe duyet  ke hoach hra  chon  nha 

thAu;  quy& toan  du  an  hoan  thanh doi vai  du  an  co cAu  

phan  trang  thiet  bi  lien  quan  den  khoa  hoc,  ding  nghe  

va bao  ve  moi tnremg.  Phi hop  vai cac  don  vi  vu,  cuc  
lien  quan  trong  viec  guy& toan  von  din  tu  hang  nam;  

- 

Kiem  tra,  danh gia viec  thuc  hien  cac  nhiem  vu  khoa  

h9c,  cong  nghe  va bao  ve  moi tru6ng  trong  cac  don  vi  
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Tien  chuin  vt dao  Mo,  bill thrimg,  kinh nghiOn  
ding  Mc  theo  vi  tri AO  Min
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NI  tri,  mo tá ding  vii0  

thuOc  va  tivc  thuOc  BO.  

VU  ICE HOACH -  TAI CHINH 
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Tien  chuin  ve dao  4o,  bed throng,  kinh nghi§m  
cong  tic  theo  vi  tri vi§c  lams 
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STT 	 Vi  tri,  mo ti ding  vi0  

ho4c  &roc  giao  quan  
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Tien  chuin  N4' ciao  tao,  bill dir&ng,  kinh  nghqm  
cong  tac  theo  vi  tri  vi'Oc  lam

s 
 

-  Co  trinh dO  dai hoc  tra len  nganh/chuyen  nganh ve 

Lust,  Quan  VT,  Six  pham,  XS  hOi,  Ky  thuat...;  

- 

Co van  bang  hoac  chimg  chi bOi duang  nghi'8p  vu  

ngach thanh tra  vien;  

- 

Co  thai gian  it  nhat  02  nam  lam  cong  tac  thanh tra  
(khOng  ke died gian  tap  su,  thir  vi8e).  Tn.rang  hop  la  
can  b0,  cong  chirc,  vien  chirc,  sy  quan  Quan  dOi 
nhan  dan,  sy  quan  Cong  an  nhan  dan  cong  tac  a co  
quan,  to chirc,  don  vi  khac  chuy'L sang  co  quan  
thanh tra  nha nu& thi phai c6  thai gian  it  nhat  05 

nam  gift  ngach cong  chirc,  vien  chirc,  cap  ham  tuong  
duong  ngach thanh tra  vien.  

- 

Co trinh dO  dai hoc  tra len  va  dang  lam  vi8c  lien  
quan  cong  tac  quan  VT  thi va danh gia chat  luong  
gido  due;  
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Vi  tri,  mo 6' cong  vi'e'c  

dung  nguizin  vien  try  phi chinh phu  ntrac  ngoai (NGO).  

THANH TRA:  

Vi  tri vi;ec  lam:  Thanh tra  chuyen  nganh 
MO to cong  vi8c:  

- 

Thanh tra  chuyen  nganh doi vai cac  co  sa gido  duc  

dao  tao,  cac  to chirc,  ca nhan  tham  gia  hog  dOng  gido  

dnc  thu0e  pham  vi quan  VT  nha  mac  dm  BO.  

- 

Don  dac,  ki6m  tra  vie'c  thgc  hi8n  ket  Juan,  kien  nghi,  

guy& dinh xir  ly  sau  thanh tra;  xfr  phg  vi pham  hanh 

chinh theo  quy  dinh.  

- 

Kim  tra  tinh hop  phap  cua  k
l
et  luan  thanh tra  va quye't  

dinh xir  ly  sau  thanh tra  cua  Chit  tich Ay  ban  nhan  dan  

cap  tinh doi vai cac  vu  vi8c  thuOc  link vuc  quail  ly  nha  

nuac  dm  BO;  thanh tra  lg  vu  viec  da dtrac  Chu tich Uy  

ban  nhan  dan  tinh k8t  Juan  nhung  phat  hi8n  c6 dau  hi8u  

vi  pham  phap  lust  thuOc  pham  vi,  tham  quy'en  quail  VT  

nha nuac  efia  BO.  

CUC QUAN  LY CHAT  LU'QNG:  

Vi  tri viec  lam:  Quail  1ST  van  bing  chti.ng  chi.  
MO to cong  vi8c:  

- 

Xay  dung  cac  quy  dinh va huang  dan,  ki8‘m  tra  vi8c  
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Tien  chuin  ve dao  4o,  bill dinTng,  kinh nghqm  
ding  tic  theo  vi tri viec  lams  

- 

CO thai gian,  kinh nghiem  ding  tac  trong  cac  co  sa 
giao  duc  dai h9c  hoac  co  quan  quan  ly  ve giao  due  it  
nit& 05 nam.  

- 

CO  trinh d6  dai hoc  tra len  mot  trong  cac  
nganh/chuyen  nganh:,Do  hrong  Ira Danh gia trong  
giao  due,  Quin  ly  chat  ltrong;  ho4c  cac  nganh khac  
phi'  hop  va  dang  lam  viec  lien  quan  cong  tic  dam  
bao  va kiem  dinh chat  luong  giao  duc;  

- 

Co kha nang  img  dung  cong  nghe  thong  tin  va  sir  
dung  ngoai ngfr  trong  cong  viec;  

-  Lru  tien  lga  chon:  Ngtrai dang  cong  tac  tai cac  co  
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Vi  tri,  mo to cong  viec  

quan  11/  van  bang,  chimg  chi trong  pham  vi quan  

Bo  Giao  duc  va Dao  tao.  

-  Xay  dung  hiep  dinh ve tuong  throng  van  bang  hoac  

cong  nhan  Ian nhau  ve van  bang  vai cac  nuac,  to chirc  

qu6c  te;  quy  dinh va thuc  hien  dich vu  cong  ve cong  

nhan  van  bang  do  co  sa giao  duc  mr6c  ngoai cap  cho  

nguai Viet  Nam;  quy  dinh van  bang  cong  nhan  trinh  d6  

ky• nang  thuc  hanh,  (mg  dung  cho  nguai duqc  dao  tao  

chuyen  sau  sau  khi tot  nghiep  dai hoc  6.  mot  so nganh 

chuyen  mon  d4c  thin.  

- 

Quy  dinh trach nhiem  va tham  quyen  cap  van  bang  

dra  co  sa giao  duc  dai h9c  Viet  Nam  khi lien  ket  dao  

tan  vai co  sa giao  chic  dai h9c  ntrac  ngoai;  quy  dinh 

trach nhiem  cira  co  sa giao  duc  dai hoc  CO  von  dAu  to  

nuac  ngoai thuc  hien  viec  cap  van  bang  giao  due  dai 

hoc  tai Viet  Nam.  

Vi  tri viec  lam:  Dim  bio  va kiem  dinh chit  lam  
giao  (Inc  

M6 to cong  viec:  

- 

Xay  dung,  huang  dan,  kiem  ,tra,  danh gia thuc  hien  
cac  quy  dinh ye dam  bao  va kiem  dinh chat  ltrong  giao  
due.  

- 

Tham  dinh viec,thanh lap  hodc  cho  phep  thanh 
giai  the to chirc  kiem  dinh chat  ltrong  giao  duc;  cap  giay  
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Tien  chuin  ye dao  tao,  !Ai therng,  kinh  nghiem  
ding  tic  theo  vi  tri viec  lams 

quan  quail  ly  nha  nude  ve gido  chic,  can  110,  chuyen  
trach ye cong  tac  bao  dam  va kiem  dinh chat  luong  
gido  d9c  tai cac  truang  dai hoc.  

Co  trinh  do  dai  hoc  tra len  mot  trong  cac  
nganhichuyen  nganh:  Xay  dung,  Kien  trac,  Cong  
nghe  thong  tin,  Kinh te,  Tai chinh,  Su  pham,  Quan  
tri/Quan  ly  (co  sa vat  chat,  thiet  bi);  hoac  tot  nghiep  
cac  nganh khac ,va c6 tir  03 nam  kinh nghiem  lam  
viec  lien  quan  den  co  the chinh sach Oat  trien  co  sa  
vat  chat  hoac  thiet  bi  twang  hoc.  
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Vi  tri,  mo to ding  viec  

phep  hog  &Ong,  dinh chi  hog  dOng  ki8m  dinh chat  
luong  gido  d9c  doi vai cac  to chirc  kiem  dinh chat  
luong  gido  chic;  ,giao  nhiem 	dao  tao,  boi duang  
kiem  dinh vien  kiem  dinh chat  lugng  gido  chic.  Huang  
dan,  kiem  tra  hog  dOng  cita  cac  to chirc  kiem  dinh chat  
lucyng  gido  d9c,  cac  co  sa dao  tao,  boi du6ng  ki8m  dinh 
vien;  tuye'n  chgn  kiem  dinh vien,  cap  va thu  h6i the 
kiem  dinh vien.  
-  Tham  dinh viec  cong  than  to chirc  kiem  dinh chat  
luong  gido  d9c  nu&  ngoai hog  dOng  a Viet  Nam.  
Using  bO danh sach cac  to chirc  kiem  dinh chat  luong  
gido  chic  trong  nuac  va ,ntrac  ngoai dugc  Viet  Nam  
cong  nhan.  Cong  khai  ket  qua  kiem  dinh chat  luong  
gido  d9c.  

CUC CCU SO VAT CHAT 

Vi tri viec  lam:  Co  the chinh sach Oat  trien  co  so' 
vat  chat  NI thiet bit  truirng  hoc  

MO to cong  viec:  

-  Xay  dung,  ban  hanh theo  tham  quy'en,hoac  nghi  ca  
quan  c6 tham  quyen  ban  hanh tieu  chuan,  quy  chuan  ye 
ca  sa  vat  chat,  thiet  bi  tilting  hoc;  kiem  tra,  danh gia 
cac  sa  gido  chic, 	the  co  sa dao  taa thuc  hien  tieu  chuan,  
quy  chuan  ve  co  sa vat  chat  va  thiet  bi  truang  hoc.  

-  Xay  dung,  huong  clan  thuc  hien  co  the chinh sach thu  
but  dau  to  .hat  trien  co  sa vat  chat,  thiet  bi  truan:.  hoc.  
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Tieu  chuin  ve dao  too,  bOi dtrekng,  kinh nghiem  
cong  tic  theo  vi tri viec  lam1  

CO  trinh do  d4i hoc  tra len  mot  trong  cac  
nganh/chuyen  nganh:  Xay  dung,  Kien  true,  Cong  
nghe  thong  tin,  Kinh te,  ,Tai chinh,  Su  pham,  Quan  
tri/Quan  15/  (co  sa vat  chat,  thiet  bi);  hoac  tot  nghiep  
cac  nganh khac ,va c6 tir  03 nam  kinh nghiem  lam  
viec  lien  quan  den  chuang  trinh de an  ca  se(  vat  chat,  
thiet  bi tnrang  hoc.  

Co trinh dO  dai hoc  tra  len  mot  trong  cac  
nganh/chuyen  nganh:  Xay  dung,  Kien  truc,  COng  
nghe  thong  tin,  Kinh te,  .Tai  chinh,  Su  pham,  Quan  
tri/Quan  13i (ca  so.  vat  chat,  thiet  bi);  hoac  tot  nghiep  
cac  nganh khacva c6 tir  03 nam,kinh nghiem  lam  
viec  lien  quan  den  quan  1ST  du  an  Mu  tu.  
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Vi  tri,  mo to  cong  viec  

- 
Quan  13'T  not dung,  quy,cach,  chat  luong  va  hoat  Ong  

kinh doanh,  san  xuat,  xuat  nhap  khau  thiet  bi  day  hoc.   

Vi  tri viec  lam:  Chuang  trinh,  de an  ca  so' vat  chit,  
thiet  hi  truirng  hoc  
MO to cong  viec:  

-  Huang  dan,  tong  hop  nhu  cau  ca  so vat  chat,  thiet  bi  
tnxang  hoc  dm  cac  don  vi  thuOc,  true  thuOc  BO  va toan  
nganh.  

- 

Xay  dung  cac  chuong  trinh,  de an  tang  cuemg  co  sa 
vat  chat,  thiet  bi  truong  hoc  cua  cac  dan  vi  thuOc,  truc  
thuOc  BO  va nganh.  

-  Huang  an,  kiem  tra,  danh gia thuc  hien  cac,  cac  
chuang  trinh,  de an  cuemg  ca  se(  vat  chat,  thiet  bi  
truang  hoc  dm  cac  don  vi  thuOc,  true  thuOc  BO  va  
nganh.  	

Vi  tri viec  lam:  Quin  1S7  du  an  din  tir  

MO to cong  viec:  

- 

Phi hop  tham  dinh cac  y6u  to 1(5' thuat  cua  cac  du  ,an  
(fall  tu  co  sa vat  chat  va  thiet  bi  throw  hoc  thuOc  tham  
quyen  cua  B.  

- 

Ph i hop  tham  dinh ice hoach lua  chon  nha than  cac  
du  an  du  tu  co  sa vat  chat  va  thiet  bi truOng  hoc  thuOc  
tham  quyen  cua  BO.  
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Tien  chuan  ve dao  tao,  boi throng,  kinh nghi§m  
cong  tic  theo  vi tri viec  lams  

CO trinh do  dai h9c  tra len  mot  trong  cac  
nganh/chuyen  nganh:  Cong  nghe  thong  tin,  Dien  
tir  -  Vien  thong,  Toan  -  Tin  Ong  dung,  Tin  h9c,  
An  toan  thong  tin  

-  Co trinh dO  dai h9c  tra len  mg,  trong  cac  
nganh/chuyen  nganh:  Quan  he  quOc  te,  Chinh tri  
cluck -le,  Lug  phap  quoc  te,  Kinh te doi ngoai,  
Ngoai ngfr;  hoc  tot  nghiep  nganh khac  va c6  05 
nam  kinh nghiem  lam  viec  lien  quan  den  hoat  
dOng  quan  he  quoc  te;  

-  Co trinh dO  tie'ng  Trung  hoc  ti'eng  Nga  tuang  
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VI  tri,  mo to cong  viec  

CVC CONG NGHV  THONG TIN 

VI  tri viec  lam:  Ung  dung  cong  nghe  thong  tin  
trong  giao  dyc  (02 chi tieu  lam  viec  tai  Phong  
ling  dung  cong  nghe  thong  tin  va 01 chi den  lam  
viec  tai Phong  Chinh sach cong  nghe  thong  tin)  
MO to cong  viec:  
-  Xay  dung,  huong  clan,  kiem  tra,  danh gia thuc  
hien  quy  dinh ye Ong  dung  cong  nghe  thong  tin  
trong  day  va hoc.  

- 

Xay  dung,  huomg  clan,  kiem  tra,  danh gia  thoc  
hien  quy  dinh ung  dung  cong  nghe  thong  tin  trong  
quan  ly  nganh va cac  co  so' giao  doc.  

- 

Xay  ckmg,  quan  VT,  van  hanh ha  tang  cong  nghe  
thong  tin  \Ta cac  phan  mem  quan  ly,  dieu  hanh cua  
BO  va co  sa gido  doc.  

OK  HOP TAC QUOC TE 

VI  tri viec  lam:  Quan  he  qu6c  to 
MO to cong  viec:  
-  Xay  Ong  chien  luoc,  ke hoach  hop  tac  queic  to cna  
nganh;  to chirc  darn  phan,  1c3'i  ket,  gia  nhap  cac  dieu  
uac,  th6a  thuan  quoc  to Ira  cac  van  ban  hop  the  khac  
trong  linh  vtrc  gido  dnc  va ciao  tao;  don  doc,  danh gia 
ket  qua thkrc  hien,  kien  nghl  tiep  toc  hoac  dinh  chi  cac  
hog  Ong,  chucmg  trinh hop  tac  quoc  te.  
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Tien  chuin  ve dao  tao,  bill dtrirng,  kinh nghitm  
cong  tac  theo  vi  tri Ate  lam' 

dtrcmg  bac  4 Khung  nang  1uc  ngoai ngit  6 bac  
dung  cho  Viet  Nam  (uu  tien  irng  vien  có them  
trinh dO  tieng  Anh tuCmg  throng  bac  3).  

- 

CO trinh do  dai hoc  to len;  

- 

CO  kinh nghiem  lam  viec  phit  h9p  vai cong  viec  
hanh  chinh,  tong  hop  hoac  chuyen  mon  Cuc  Tiff  tac  
quoc  te.  
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STT 	 Vi  tri,  mo to cong  viec  

- 
Xay  dung  ice hoach va to chirc  doan  ra  hang  nam  cua  

co  quan  BO;  quyet  dinh cir  can  bO,  deg  chirc,  vien  chirc  
thuOc  co  quan  BO  va cac  du  an,  don  vi  true  thuOc  di 
cong  tac  nuac  ngoai ngan  hart;  giai  quyet  cac  thit  tqc,  to 
chirc  danh gia ket  qua lam  viec  cua  cac  doan  ra  do  lanh 
dao  BO  chit  tri va doan  c6 nhieu  co  quan,  don  vi  tham  
gia;  huang  dan  cong  tac  lanh sit  va quan  ly  ho  chieu  
ngoai giao,  cong  vu  cho  can  130,  cong  chirc  trong  nganh 
gido  duc  theo  quy  chinh cua  phap  luat;  

- 

Xay  dung  ke hoach  doan  vao  va to chirc  don  tier)  
khach quoc  to den  lam  viec  voi BO;  htrmg  dan  the  dcm  
vi  thuOc  BO  va  cac  co  so  gido  due  trong  viec  quail  ly  va  
giai  quyet  cac  thu tue  nhap  canh doi voi ngir&i nuot  
ngoai vao  hoc  tap,  nghien  cfru,  lam  viec  tai Viet  Nam;  
huOng  dan,  boi dtrey'ng  nghiep  vu  cho  dOi nga  lam  cong  
tac  hop  tac  quoc  to  tai cac  co  kr  gido  due.  

Vi  tri viec  lam:  Hanh chinh -  Ttng  hov  
MO to cong  viec:  
-  Quan  ly,  to chirc  thArc  hien  cong  tac  hanh chinh,  kiem  
sok van  ban;  phuc  vu  doan  ra,  doan  vao  hOi nghi,  hOi 
thao,  ky  niem  cac  ngay  le,  tet  va cac  hoat  dOng  cua  Cpc;  
xay  dung  va to chile  -dux  hien  ke  hoach  truyen  thong  
cila  Cue.  
-  T6 chirc  130  may;  quart  lY  cong  chirc,  vien  chirc,  lao  
dOng  hop  &Ong  theo  pham  vi  Cue  duvc  phan  cap.  

-  Quart  ly  website  va he  tlthng  thong  tin  hanh chinh dien  
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Tien  chuin  ye dao  tao,  boi duffing,  kinh  nghiem  
cong  tic  theo  vi tri viec  lam' 

Np.ch 
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. Vi  tri,  me tá  ding  AO  

tir  dm  Cue;  quan  1y  N  thong  mang  not be;  dux  hien  
cong  tac  cal each hanh chinh;  hien  dai h6a  cong  
-  Xay  dung,  theo  doff,  don  dOc,  tong  hop,  danh,gia ket  
qua  that  hien  cac  chucmg  trinh,  nhiem  vu,  ke  hoach 
cong  tac  va Quy  the lam  viec  cua  Cue;  xay  dung  cac  
bao  cao  dinh ky,  bac)  cao  dot  xuat,  bao  cao  tra lei chat  
van  cna  dai  bieu  quoc  hOi,  kien  nghi  cir  tri;  xay  dung  
lich lam  viec  va chuan  bi  cac  chuyen  di cong  the  cda  
lanh dao  Cue.  
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