TINH UY BINH THUAN PANG CONG SAN VIET NAM
VAN PHONG
* Phan Thiét, ngay 25 thang 01 nam 2018

S6 359-TB/VPTU

THONG BAO
phan cong nhiém vu can bg, cong chirc,
nhan vién cia Phong Quan tri

Cin ctr Quyét dinh s 43-QD/VPTU, ngay 18 thang 5 nam 2011 cia Vin
phong Tinh ty ban hanh Quy dinh vé chirc ning, nhiém vu va quy ché lam viéc
cua Phong Quan tri;

Can ¢l tinh hinh thuc té cua Phong Quan tri va nang luc, trinh d§ cua
ting can bg, cong chirc, nhan vién ctia Phong Quan tri;

Theo dé nghi cta Phong Quan tri, Van phong Tinh uy phan céng nhiém
vu cu thé cua ting can bd, cong chirc, nhan vién Phong Quan tri nhu sau:

|. NHIEM VU CHUNG

- Tham muu phuc vu t6t cac Hoi nghi Ban Chap hanh Pang bo tinh, cac
cudc hop Ban Thuong vu Tinh uy va cac cudc hop, lam viéc cua Thuong truc
Tinh Uy véi cac sd, ban, nganh, Mt tran T6 qudc Viét Nam tinh, cac doan thé
tinh va cac cép uy truc thugc tinh theo nhiém vu dugc phan cong.

- Phyuc vu dua, don cic déng chi Thuong truc Tinh uy, 1dnh dao Vian
phong Tinh Uy Va cac dong chi nguyén lanh dao tinh di cong tac, di lam viéc an toan.

- Tham muu, dé xut, to chirc phuc vu cong tac ddi noi, déi ngoai cua Ban
Thuong vy, Thuong truc Tinh uy va Van phong Tinh uy.

- Tham muu quan 1y tai chinh, tai sdn co quan; bao dam kinh phi phuc vu
hoat dong thuong xuyén ctia Ban Thuong vy, Thuong truc Tinh uy va Van
phong Tinh @y; mua sam, bao tri, bao dudng cac trang thiét bi phuc vu nhu cau cong
tac ding quy trinh, quy dinh.

- Tham muu 1anh dao co quan bao ddm an ninh trat ty; an toan phong chay
chita chay co quan Tinh uy; gitt gin v¢ sinh moi1 truong va cham soéc cay canh
xanh, sach, dep.

- Thudng xuyén ra soat, kiém tra cong viéc clia cac bd phan dinh ky hang
thang; bao cao tinh hinh, tién do thuc hién céac y kién chi dao cua Thuong truc
Tinh uy, 1&nh dao Van phong Tinh uy.
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- Thuong xuyén theo doi, nim bit thong tin kip thoi phuc vu su chi dao cta
Thuong truc Tinh uy.

- Thyc hién tot cac nhiém vu dot xuét theo yéu cAu cua Thuong truc Tinh
uy, lanh dao Véan phong Tinh uy.

I1. NHIEM VU CU THE

1- Pong chi Lé Duy Xirng - Trudong phong Quan trj

Trudng phong lam vi¢c theo ché d6 thu truong; chiu trach nhi€ém trudc
Lanh dao Vian phong vé cong tac quan 1y, chi dao, diéu hanh hoat dong cia
Phong; khi di ving, phai uy quyén cho Phé Truéng phong hodc can bo cua
phong diéu hanh va bao cdo Phé Chanh Vin phong phu trach; ngoai ra, duoc
phan cong can bd, cong chirc, nhan vién, nguoi lao dong phdi hop thuc hién
nhiém vu thay thé phan viéc cua can bd, cong chuc, nhan vién, nguoi lao dong
khac khi can thiét, nhdm bao dam hoan thanh t6t nhiém vu duoc giao. Nhiém vu
cu thé nhu sau:

- Truc tiép phu trach bo phan lai xe, cdy canh va dién, nudc chung ctia Cac
co quan trong khoi.

- Tham muu bao dam cac diéu kién, phuong tién lam viéc cua Tinh uy,
Ban Thuong vy, Thuong truc Tinh uy va ctuia co quan; gitip Lanh dao Van phong
xay dung, stra chira, bdo tri, bdo dudng tai san ¢ dinh, trang thiét bi lam viéc
ctia co quan Tinh uy; cai tao, mua sam, cham soc cdy canh, san vuon; giit gin vé
sinh chung trong co quan.

- Tham muu, dé xuét, té chuc phuc vu cong tac ddi noi, doi ngoai cua Ban
Thuong vy, Thuong truc Tinh uy va Van phong Tinh uy.

- Theo ddi, tham muu t6 chirc tham hoi khi 6m dau diéu trj tai bénh vién
va viéng tang ddi v6i can bo, cong chirc, ngudi lao dong trong co quan (ké cd
nguyén chirc) va than nhan (b6 me dé, bé me vo hodc chong, vo hodc chong,
con) cua can b, cong chirc, nguoi lao dong trong co quan.

- Tham muu lanh dao co quan bdo dam an ninh trat tu, an toan phong
chay chita chay co quan Tinh uy.

- Theo ddi, tham muu phuc vu vé quan tri cac hoi nghi, cudc hop, lam viéc
ctua Tinh uy, Ban Thuong vu, Thuong truc Tinh uy, lanh dao co quan va phong
1am viéc ctia cac déng chi Thudng truc Tinh uy, lanh dao co quan.

- Nim va thuc hién tt cong tac tu tuong; td chure, thi dua khen thudng, ky
luat ctia Phong; 1am bao cao cua Phong hang thang, quy, 6 thang, nam.
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- Du thao mdt s6 bao cdo, van ban thudc linh vue duoc giao.

2- Pong chi Dwong Thi Ngoc Yén - Ké toan co quan. Nhiém vu cu thé
nhu sau:

- Giuup Lanh dao Van phong quén 1y tai chinh, tai san trong co quan; bao
dam kinh phi phuc vu hoat dong thuong xuyén ctia Ban Thuong vu, Thuong
tryc Tinh uy va Van phong Tinh uy; 1ap du todn, bdo cdo quyét toan cadc nguodn
kinh phi theo ding quy dinh cua Bang va Nha nudc.

- Dy trti mua, ban giao, cép phat tai san c¢d dinh, cong cu dung cu cho cac
phong va can b, cong chirc, ngudi lao dong trong co quan.

- Tham muu thue hién ché do, chinh sach; quan 1y, d6i chiéu, bo sung sd
bao hiém xa hoi cua can by, cong chirc, nguoi lao dong trong co quan.

- Tham gia d6n tiép khach ctia Thuong truc Tinh uy va co quan.

- Gitp Lanh dao Van phong du thdo mot sb bao cdo, van ban thudc linh
vuc cong tac dugc phan cong.

- Khi Truéng phong di vang, dugc su uy quyén, thay mit Truéng phong
giai quyéet moi cong viéc cua Phong.

3- Déng chi Tran Thi Hwong Giang - Thu quy kiém phuc vu. Nhiém vu
cu thé nhu sau:

- Quan ly tién mit ciia co quan chit ché; thi quy khong duoc xuat chi khi
phiéu chi chua dugc duyét.

- Truc tiép phuc vu phong 1am viéc cta dong chi Bi thu va cac Pho Bi thu
Tinh ty, phong tiép khach cta Thuong truc Tinh uy, phong hop co quan Van
phong Tinh uy.

- Cung vé6i dong chi lam cong tac phuc vu chuyén trach phuc vu cac cude
hoi hop, lam viéc ctia Tinh uy, Ban Thuong vu, Thuong truc Tinh uy.

- Mua hang ho4, van phong pham cho co quan.

- Tham gia d6n tiép khach ctiia Thudng tryc Tinh uy va co quan.

4- Pong chi Huynh Thi My Ly - Nhén vién phuc vu. Nhiém vu cu thé
nhu sau:

- Truc tiép quan 1y, lam vé sinh nha hop Ban Chap hanh, Ban Thudng vu
Tinh uy.

- Phuc vu céac cudc hdi hop, lam viéc cua Tinh uy, Ban Thuong vu,
Thuong tryc Tinh iy va cua co quan.
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- Phuc vu phong lam vi¢c cua Lanh dao Van phong Tinh uy.

- Tham gia d6n tiép khach ctia Thudng tryc Tinh uy va co quan.

5- Déng chi H6 Xuin Tuin - Nhan vién dién, nuéc. Nhiém vu cu thé nhu
Sau.

- Quan ly, theo doi bdo dudng, bdo tri, stra chita di¢n, nudc, may phat
dién, thang may, tru s& lam viéc cia co quan Tinh uy va trang thiét bi van phong
(trie trang thiét bi cong nghé thong tin) cua co quan.

- Trang tri cay canh, khau hiéu, 4nh sang, am thanh phuc vu cac cudc hoi
hop, 1am viéc cta Tinh uy, Ban Thuong vu, Thuong truc Tinh Gy va Van phong
Tinh uy.

- Lién hé thué, muon hdi truong dé phuc vu héi nghi theo chi dao cua
Thuong truc Tinh uy.

- Tham muu trang tri co quan nhan cac ngay 18, tét; cong tac phong chay
chira chdy co quan Tinh uy.

6- Cac dong chi 14i xe

6.1- Bong chi Nguyén Quéc Piép - Lai xe

Quan 1y xe 86A-000.89 va xe 86A-0739; truc tiép l4i xe phuc vu dong chi
Bi thu Tinh uy, Chu tich Ho1 dong nhan dan tinh; tham gia don, ti€p khach ctua
Thuong truc Tinh uy va co quan.

6.2- Bong chi Pham Duy Vinh - Lai xe

Quan 1y xe 86A-001.89; truc tiép lai xe phuc vu dong chi Pho Bi thu
Thuong truc Tinh uy, Truong Poan Pai biéu Quoc hoi don vi tinh Binh Thuén;
tham gia dén, tiép khach cua Thuong truc Tinh uy va co quan.

6.3- Bong chi Trwong Minh Hoai - L4i xe

Quan 1y xe 86A-002.78; truc tiép lai xe phuc vu dong chi Pho Bi thu Tinh
uy; tham gia don, tiép khach cia Thuong tryc Tinh uy va co quan.

6.4- Bong chi Pham Ngoc Thuén - Léi xe

Quan 1y xe 86A-0748 va xe 86A-0937; lai xe phuc vu cac dong chi
Thuong tryc Tinh uy va Van phong Tinh uy (khi dugc phan cong); dua don doi
tugng chinh sach; tham gia don, ti€p khach cua Thuong tryc Tinh uy va co
quan; thyc hién mot s6 nhiém vu do 1anh dao co quan va Phong Quan tri phan
cong.
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6.5- Bong chi Nguyén Kim Luan - L&i xe

Quan 1y xe 86A-0818; 1ai xe phuc vu cic dong chi Thudng truc Tinh uy
va Vin phong Tinh uy (khi duoc phan cong); dwa don d6i tuong chinh sach;
tham gia don, tiép khéach cua Thuong truc Tinh uy va co quan; thuc hién mot sb
nhiém vu do 1anh dao co quan va Phong Quan tri phan cong.

I11- TO CHUC THUC HIEN

1. Can ctr nd1 dung Thong bdo nay, can bd, cong chirc, nhan vién Phong
Quan tr1 ¢6 trach nhiém trién khai thuc hién nghiém tuc.

2. Giao Truong phong Quan trj thudng xuyén theo doi, don dbc viéc thuc
hién nhiém vu ctia can bd, céng chirc, nhan vién ctia Phong; néu phét sinh nhiing
van dé& vuot thim quyén thi chi dong tham muu 1anh dao Vian phong Tinh uy
xem xét, giai quyét.

3. Pé nghi cac phong truc thudc Vian phong Tinh iy tao diéu kién thuan
loi dé can bd, cong chirc, nhan vién Phong Quan tri - Van phong Tinh ay phdi
hop thuc hién t6t nhiém vu dugc giao theo ndi dung Thong bio nay.

4. Thong bao nay c¢6 hiéu lyc thi hanh ké tir ngay ky./.

Noi nhén: CHANH VAN PHONG
- Céac Phong truc thuéc VPTU; .
. ~ < \ ;1 (guri qua mang)
- Cac d/c 1anh dao Van phong Tinh uy;
- Cac dong chi Phong Quan tri; (da ky va déng dau)
- Luu Van phongTinh uy.

Lé Téan Lai
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