
SCJ LAO DONG -tb&xh tinh br-vt
TRUNG TAM DICH VU VIEC LAM

CONG HOA XA HOI CHU NGfflA VDET NAM 
Doc lap - Tir do - Hanh phuc

S6: 303/QD-TTDVVL Ba Ria - Vung Tau, ngay 29 thong 06 nam 2020

QUYET DINH
Ve vice Ban hanh quy che to chirc va hoat dong 

cua Trung tam Dich vu vice lam tinh Ba Rja-Vung Tan

GIAM DOC TRUNG DICH VU VIEC LAM• • •

Can cu Quyet dinh 3725/QD-UBND ngay 31/12/2019 cua UBND tinh ve viec sap 
nhqp Trung tam Dich vu viec lam true thuoc Tinh doan vdo Trung tam Dich vu viec 
lam thuoc So Lao dong - Thuong binh & Xd hoi;

Can cu Nghi dinh so 196/2013/ND-CP ngay 21/11/2013 cua Chinh phu quy 
dinh thdnh lap vd hoat dong cua Trung tam Dich vu viec lam;

Can cu Quyet dinh so 04/2014/QD-UBND ngay 24/01/2014 cua UBND tinh Bd 
Ria - Vung Tau ve viec ban hanh Quy dinh thdm quyen tuyen dung, su dung vd qudn ly 
vien chuc trong ede co quan hanh chinh, don vi su nghiep edng lap thuoc Tinh Bd Ria 
- Vung Tau;

Theo de nghi cua Truong phdng TC-HC Trung tam Dich vu viec lam.

QUYET DINH:
A r r A 9

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy che ve to chuc va hoat dong 

cua Trung tam Dich vu vice lam tinh Ba Ria -Vung Tau.
Quy che gom 4 chuong va 17 dieu

Dieu 2. Can cu Quyet dinh nay, Truong phong HC-TH, Truong phong chuyen 

mon, nghiep vu thuoc Trung tam Dich vu viec lam phan cong nhiem vu va trach 

nhiem cu the doi voi tung chuc danh thuoc phong minh quan ly.
Dieu 3. Quyet dinh nay co hieu luc ke tu ngay 01/07/2020 va thay the Quyet 

dinh s6 128/QD-TTGTVL ngay 4/05/2016 cua Giam d6c Trung tam Dich vu viec lam 

tinh Ba Ria -Vung Tau.
Di6u 4. Truong phong HC-TH, Truong phong chuyen mon, nghiep vu cua 

Trung tam Dich Vu viec lam tinh Ba Ria -Vung Tau co trach nhiem thi hanh Quyet 
dinh nay./.

Nffi nhan:
- So Lao dong -TB&XH tinh (Bao cao);
- Nhu dieu 4 (Thirc hien);
- Luu:VT.
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SO LAO DONG - TB&XH TINH BR-VT 
TRUNG TAM DICH Vy VIEC LAM

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tir do - Hanh phuc

QUY CHE
TO CHlTC vA BOAT DONG CUA TRUNG TAM DICH VU VIEC LAM

TINH BA RIA - YUNG TAU
(Ban hanh kem theo QD so: 303/QD - TTDVVL ngay 29/06/2020 

cua Giam doc Trung tam Dich vu vice lam)

CHlTONG I
VI TRI, CHlTC NANG, NHIEM VU VA QUYEN HAN

Dieu 1. Vj tri, chii'c nang:
r

1. Trung tam Dich vu vice lam Tinh Ba Rja -Vung Tau (sau day goi tat la Trung 

tam) la don vj sir nghiep co thu, tir bao dam mot phan chi phi boat dong thubng xuyen 

true thuoc So Lao Dong - Thuong binh&Xa hoi Tinh BR-VT.

Trung tam co chuc nang to chuc thuc hien cac boat dong tir van, gioi thieu vice 

lam, cung ling lao dong, tao nguon Gioi thieu, cung ung lao dong cho don vi, doanh nghiep 

duoc cap phep dua nguoi lao dong Viet Nam di lam viec d nuoc ngoai theo hop dong; day 

nghe; dir bao thong tin thi trudng lao dong; Thirc hien chinh sach bao hiem that nghiep 

va cac dich vu khac theo quy dinh cua phap luat.

2. Trung tam co tu each phap nhan, co con dau rieng va dugc mo tai khoan tai 
Ngan hang Nha nuoc, Kho bac Nha nuoc de boat dong va giao dich theo quy dinh cua 

phap luat.

3. Trung tam chiu sir quan ly true tiep loan dien cua Sd Lao dong - Thuong binh 

va Xa hoi. Dong thdi chiu sir chi dao, hudng dan, kiem tra ve chuyen mdn nghiep vu 

cua Cue Viec lam, Trung tam Quoc gia ve Dich vu viec lam - Bo Lao dong - Thuong 

binh va Xa hoi va cac ca quan, don vj co lien quan.

Dieu 2. Nhiem vu va quyen han

I. Nhiem vu:• •
r ^

1. Thuc hien cac boat dong tu van, bao gdm:

a) Tu van hoc nghe cho nguoi lao dong ve lua chon nghe, trinh do dao tao, nod hoc 

phii hop voi khd nang va nguyen vong;
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b) Tie van viec lam cho nguai lao dong ve lira chon cong vice phu hap vai khd 

ndng vd nguyen vong; ve ky ndng thi tuyen; ve tie tao viec lam, tim viec lam trong nuoc 

vd ngodi nude;

c) Tu van cho ngudi sie dung lao dong ve tuyen dung lao dong; ve qudn tri vd phdt 
trien nguon nhdn luc; ve sie dung lao dong vd phdt trien viec lam;

d) Tu van ve chinh sdeh, phdp luat lao dong cho ngudi lao dong, ngudi sie dung
lao dong.

9

2. Thyc hien giai thieu viec lam cho nguai lao dong; cung ung va tuyen lao 

dong theo yeu cau cua ngudi su dung lao dong, bao gom:

a) Gidi thieu ngudi lao dong can tim viec lam vdi ngudi sie dung lao dong can tuyen
lao dong;

b) Cung ieng lao dong theo yeu cau cua ngudi sie dung lao dong;

c) Tuyen lao dong thong qua thi tuyen de lua chon nhung ngudi dii dieu kien, dap ieng 

yeu cau cua ngudi sie dung lao dong;

d) Gidi thieu, cung ieng lao dong cho don vi, doanh nghiep duac cap phep dua ngudi 
lao dong Viet Nam di lam viec d nude ngodi theo hap dong;

3. Tuyen chon, gidi thieu va quan ly ngudi lao dong Viet Nam lam viec cho to 

chuc, ca nhan nude ngoai tai Viet Nam theo Quy dinh tai Nghi dinh so 75/2014/ND-CP 

ngay 28/07/2014 cua Chinh phu quy dinh chi tiet thi hanh mot so dieu cua Bo Luat lao 

dong ve tuyen dung, quan ly ngudi lao dong Viet Nam lam viec cho to chuc, ca nhan 

nude ngoai tai Viet Nam.

4. Thu thap, phan tich, du bao va cung ung thong tin thi trudng lao dong.

5. To chuc dao tao, tap huan nang cao nang luc tim kiem viec lam va dao tao ky 

nang, day nghe khac theo quy dinh cua phap luat; Buqc to chuc day nghe gan vdi giai 
quyet viec lam va to chuc thuc hien cac boat dong dich vu huan luyen an toan lao dong, 
ve sinh lao dong theo Quy djnh cua Phap luat.

6. Ho trg ngudi lao dong trong trudng hop chuyen tu nghe nay sang nghe khac, di 
chuyen tu dja phuang nay sang dia phuang khac, di chuyen ra nude ngoai lam viec va 

cac ho trg khac theo quy dinh cua phap luat.

7. Tuyen truyen, pho bien chinh sach, phap luat ve lao dong, viec lam.

8. Thuc hien cac chuang trinh, du an ve viec lam.
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9. Thirc hien chmh sach Bao hiem that nghiep theo quy djnh cua Phap luat.

10. Quan ly va van hanh Phan mem CSDL ngan hang lao dong cua tinh.

11. Thirc hien cac dich vu khac theo quy djnh cua phap luat.

II. Quyen han
r \ t

1. Ky ket hop dong de thirc hien nhiem vu theo quy dinh cua Phap luat.

2. Khai thac thong tin ve lao dong, viec lam va day nghe.
r t * * r *

Phat hanh an pham va dang tai ban tin ve thong tin thi trubng lao dong theo3.
quy dinh cua phap luat.

> r \

4. Yeu cau nguoi su dung lao dong cung cap thong tin ve tinh trang viec lam 

cua ngudi lao dong do Trung tarn gioi thieu hoac cung ung lao dong.

5. Thu phi theo quy dinh cua Phap luat ve phi.

6. Tir chu ve tai chmh theo quy dinh cua phap luat.

7. Tuyen chon, su dung va quan ly cong chuc, vien chuc va ngudi lao dong 

theo quy dinh cua phap luat.

CHlTONG II
CO CAU TO CHlTC BIEN CHE

Dieu 3. Co’ cau to chiic:
1. Lanh dao Trung Tam:

r r r y

1.1. Trung tarn co Giam doc va 02 Pho giam doc. Giam doc la ngudi dung dau 

Trung tarn, chiu trach nhiem cao nhat trudc Giam doc Sd Lao dong -Thuong binh & Xa 

hoi va trudc phap luat ve toan bo cac boat dong cua Trung tarn. Giam doc Trung tarn do 

Giam doc Sd Lao dong -Thuong binh & Xa hoi tinh bo nhiem, miem nhiem.

1.2. Cac Pho giam doc la ngudi giup Giam doc phu trach trach mot so ITnh vuc cdng 

tac duqc phan cdng va chiu trach nhiem trudc Giam doc, dong thdi cung giam doc hen ddi 
chiu trach nhiem trudc cap tren va trudc phap luat ve phan viec duoc phan cdng phu trach. 
Cac Pho giam ddc Trung tarn do Giam ddc Sd Lao dong -Thuong binh&Xa hdi tinh bd

> r

nhiem theo de nghi cua Giam ddc Trung tarn.

2. Co cau to chirc cua Trung tarn:
Can cu Quydt dinh 3725/QD-UBND ngay 31/12/2019 cua UBND tinh ve viec sap 

nhap Trung tarn Dich vu viec lam true thude Tinh doan vao Trung tarn Dich vu viec
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lam thuoc Sa Lao dong - Thirang binh & Xa hoi. To chuc bo may bao gom Ban giam 

d6c va 04 phong nghiep vu chuyen mon:

+ Ban Giam doc.

+ Phong Hanh chinh - Tong hop.

+ Phong Dich vu vice lam - Thi trubng lao dong 

+ Phong Dao tao nghe.

+ Phong Bao hiem that nghiep

Tmng tarn dirge giao bien che va hop dong lao dong theo Nghi dinh 

161/2018/NB-CP cua Chinh phu la 23 bien che va 11 HDLD theo Nghi dinh so 

161/2018/NB-CP.
Cue Vice lam - Bo Lao dong - Thirang binh va Xa hoi giao dinh xuat hap dong 

lao dong (Birgc hudng tir nguon kinh phi Bao hiem that nghiep cho tmng tarn la 24
ngiroi).

Dieu 4. Chii’c nang, nhiem vu cu the nhu sau:
1. Ban giam doc:
1.1. Giam doc: Phu trach chung, chiu trach nhiem true tiep tnrac Giam doc Sa 

Lao dong - Thuong binh & Xa hoi va truac phap luat ve moi boat dong ciia Tmng tarn, 
phu trach ve cong tac to chuc, tai chinh.

r r t r

1.2. Cac pho giam doc: La nguai giup giam doc phu trach va thay mat giam doc 

dieu hanh cong viec khi giam doc di vang, chiu trach nhiem ve cac mang: Hanh chinh 

quan tri, tai san, dao tao nghe, bao hiem that nghiep, Tir van - Giai thieu viec lam, to chuc 

dieu tra cap nhat Cung - Cau lao dong, to chuc van hanh cac phien giao dich viec lam, 
quan ly lao dong va thuc hien cac dich vu cho cac van phong dai dien .

2. Phong Hanh chinh - Tong hap
2.1. Cong tac HC-TH:
2.1.1. Chuc nang.
Tham muu va chiu trach nhiem truac giam doc, tong hop, de xuat y kien, giup 

Giam doc Tmng tarn to chuc quan ly ve cong tac to chuc, hanh chinh tong hop, Thi dua 

- Khen thubng, bao ve noi bo va quan ly vien chuc va nguai lao dong thuoc cac phong 

theo sir phan cap cua Giam doc.

2.1.2. Nhiem vu: • •
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t r r r

- Quan ly to chirc, bien che, thuc hien che do tien luong va chinh sach, che do dai 
ngo, dao tao, boi duong, bo nhiem, bo nhiem lai, mien nhiem, Thi dua - Khen thirbng, ky 

mat va quan ly ho so vien chuc, dieu tra nang lire, nhan xet danh gia de xuat vien chuc vao 

cac vi tri thlch hop theo kha nang va trinh do thuoc pham vi quan ly cua Trung tam dung 

quy dinh cua phap luat, theo sir phan cap cua UBND tinh.
r 9 f

- Dir thao ban hanh Quy che to chuc va boat dong; Quy che Thi dua - Khen 

thuong; Quy che thuc hien dan chu trong boat dong cua Trung tam Djch vu viec lam 

tinh Ba Ria-Vung Tau...
r y

- Xay dung ke hoach dao tao, boi duong vien chuc hang nam; Bao ve noi bo;
r r

Cong tac An ninh quoc phong, phong chay chua chay; Phoi hop thanh tra So phong
r r r

chong tham nhung, tieu cue, thuc hanh tiet kiem va chong lang phi.
nr r

- Thuc hien cong tac tong hop, thong ke, thong tin, bao cao dinh ky va dot xuat 
ve tinh hinh thuc hien nhiem vu duoc giao theo quy dinh cua So Lao dong - Thuong 

birth va Xa hoi va Cue Viec lam - Bo Lao dong - Thuong binh&Xa hoi; Xay dung co so
r \

du lieu, he thong thong tin, luu tru phuc vu cong tac chuyen mon, nghiep vu ve ITnh vuc 

duoc giao.

- To chuc va thuc hien cong tac hanh chinh quan tri cua Trung tam.

- Thuc hien, quan ly cong tac van thu, luu tru, giai quyet cac van thu, to trinh cua 

cac don vi va ca nhan theo quy che cua co quan, to chuc theo doi viec giai quyet cac
r r

van thu va to trinh do. Quan ly dau va dong dau cac van ban cua Trung tam.

- Xay dung ke hoach sua chua, quan ly co so vat chat, ky thuat, phuong tien lam 

viec lam viec cua co quan. Bao dam cac yeu cau hau can cho boat dong va cong tac cua 

co quan. Dieu xe di cong tac.

- Thuc hien cong tac mua sam tai san, trang thiet bi, cong cu dung cu theo ke
hoach.

- Trien khai thuc hien chuong trinh cai each hanh chinh cua So theo muc tieu 

chuong trinh cai each hanh chinh cua UBND tinh.

- Lap ke hoach cong tac tuan, thang, quy, 6 thang, nam cua co quan, theo doi ket 
qua thuc hien ke hoach cua cac phong chuyen mon, nghiep vu thuoc Trung tam.

- Thuc hien mot so nhiem vu khac theo sir phan cong cua Giam doc Trung tam.
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2.2. Bo phan Ke toan
2.2.1. Chii’c nang: Tham muu giup Giam doc trong viec thirc hien cong tac ke 

hoach va tai chlnh cua Trung tam.

2.2.2. Nhiem vu:• •

- Xay dimg ke hoach kinh phi, lap dir toan; Thirc hien thanh toan lirong, thirdng, phu 

cap va cac khoan thanh toan ca nhan cho VC va nguoi lao dong.
- Thirc hien thu tuc, thanh quyet toan cac khoan lien quan den mua sam, sira 

chua, thanh ly cong cu, dung cu van phong cung nhu tai san.

- Thirc hien kiem ke, tong hop, quan ly tai san, cong cu, dung cu trang thiet hi 
van phong cua don vi; Tong hop so lieu, lap bang doi chieu so lieu giua don vi voi 
KBNN.

- Thirc hien cap nhat so sach, lap bao cao quyet toan dinh ky hang quy, nam ve 

nguon kinh phi.
- Quan ly cong tac kinh phi chi khong thuong xuyen. Xay dung dir toan, lap ke 

hoach sir dung kinh phi thirc hien hang nam; Cong tac kinh phi dao tao, day nghe lao 

dong nong thon; Cong tac kinh phi DV va phi, le phi.

- Quan ly cong tac kinh phi Bao hiem that nghiep (Nguon kinh phi TW).
r t ^

- Phoi hop cac phong chuyen mon, theo doi tien do thirc hien cac hop dong, thanh 

ly hap dong day nghe; Chuang trinh muc tieu, thanh toan ve mat tai chinh theo dung 

quy dinh.
’ 9 • 1 • 4- A- Kiem ke danh gia tai san hang nam, tong hop tai san bao cao Ban giam doc va 

gui bao cao len ca quan cap tren theo quy dinh. Dinh ky kiem tra tinh hinh sir dung tai 
san het thai gian sir dung de xuat Giam doc thanh ly.

r

- Thirc hien che do bao cao thuang xuyen hang tuan, thang, quy va nam that cu 

the va chinh xac ve thu chi tai chinh cho Ban giam doc; Tong hop bao cao quyet toan 

cac khoan thu chi theo dinh ky quy, nam.

- Cong khai tai chinh theo dung luat.

- Thirc hien mot so nhiem vu khac theo su phan cong cua Giam doc Trung tam.

Chiu trach nhiem true tiep truac Giam doc ve moi boat dong tai chinh cua don vi.

3. Phong Djch vu viec lam - Th{ triremg lao dong: 

3.1.Chirc nang.
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r r \

Tham mini giup Giam doc trong vice thirc hien cac boat dong tir van ve vice lam 

chmh sach phap luat ve quan he lao dong, gioi thieu viec lam, cung ung lao dong, Xuat 
khau lao dong; Thirc hien cong tac to chuc dieu tra, cap nhat bien dong thong tin cung - 
cau lao dong hang nam de dam bao thirc hien dir bao ngan han, dai han; Thu thap, xu ly, 
phan tich dir bao va cung cap thong tin thi truong lao dong; Quan ly va van hanh Phan 

mem CSDL ngan hang lao dong.

3.2.Nhiem vu:• •
• r • • r •• r y r- Tiep nhan phan loai phieu dang ky xin viec lam. Tu van ve cac che do chmh

sach lien quan den lao dong viec lam, tu van ve viec lam, hoc nghe cho nguoi lao dong 

va nguoi su dung lao dong; phoi hop phong dao tao tu van va to chuc giang day luat lao 

dong cho nguoi lao dong; Tu van viec lam, hoc nghe va Gioi thieu viec lam cho nguoi 
lao dong dang hubng tro cap that nghiep.

> y 9

- Quan ly viec cap nhat thong tin ve nhu cau tuyen dung lao dong tu cac doanh 

nghiep, thong tin ve nhu cau tim viec lam tu nguoi lao dong va xay dung ke hoach gioi 
thieu, cung ung lao dong tren dia ban tinh tung quy hang nam trinh Ban giam doc.

- True tiep gioi thieu nguoi lao dong den noi can nguoi, to chuc va lam tot cong 

tac chuan bi cho nguoi lao dong va nguoi su dung lao dong khi tham gia phong van tai 
Trung tarn cung nhu b tai doanh nghiep.

- Xay dung ke hoach chi tiet cu the to chuc, trien khai va van hanh cac phien giao 

dich viec lam cung nhu tong hop bao cao kip thbi ket qua sau moi phien ket thuc; Quan 

ly va bao quan co so vat chat cua phong va San giao dich viec lam.

- Phoi hop ke toan soan thao Hop dong cung ung lao dong va cac dich vu cho cac
don vj.

- Thuc hien viec tuyen chon, su dung va quan ly nguoi lao dong Viet nam lam 

viec cho to chuc, ca nhan nguoi nubc ngoai tai Viet Nam theo quy djnh.

- Thuc hien boat dong gioi thieu, cung ung lao dong Viet Nam di lam viec b nubc 

ngoai theo hop dong.
- Thuc hien Dich vu cho cac don vj khi cb nhu cau nhu:

+ Giang day Luat lao dong.
>

+ Xay dung don gia tien luong.

+ Xay dung noi quy lao dong.
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+ Xay dung thoa uac tap the.

+ Lap so lao dong.
- Xay dung ke hoach, to chuc dieu tra cap nhat bien dong Thong tin Cung cau lao 

dong hang nam. Tham muu Ban giam doc ve du bao ngan han, dai han. Thu thap xu ly 

phan tich du bao va cung cap Thong tin Thi truong lao dong.

- Nam vung, phan tich kha nang phat trien kinh te xa hoi cua vung va dia phuong; 
Xay dung va trien khai thuc hien ke hoach dieu tra Cung - Cau lao dong tren co so khao 

sat nhu cau lao dong va nguon lao dong tren co so do hinh thanh co so du lieu ve thong 

tin thi trubng lao dong tai dia phuong.
- Thu thap, phan tich va cung ung thong tin ve thi truong lao dong, bao gom: 

cung lao dong, cau lao dong, cac dieu kien lam viec lien quan den phap luat lao dong, 
cac chinh sach, tieu chuan lao dong, tien luong, tien cong ...d tren dia ban boat dong 

trong tinh va ca nuoc. Ngoai ra con phuc vu cho viec to chuc dinh ky cac phien giao 

dich viec lam.
- Quan tri va khai thac co hieu qua Website cong Thong tin dien tu tai dia chi: 

“www.vieclambariavungtau.vn”; “vlvungtau.vieclamvietnam.gov.vn”; phan mem co so 

du lieu Cung - Cau lao dong, Bao hiem that nghiep cua tinh Ba rja - Vung tau de phuc 

vu cho cong tac chuyen mon cung nhu quang ba hinh anh cua Trung Tam. Dong thdi,
> 7

tao dieu kien thuan loi cho doanh nghiep va ngudi lao dong trong viec truyen dung lao 

dong va tim kiem viec lam.

- Quan ly website va thiet bi tin hoc boat dong tot; duy tri va phat trien cac ung
r

dung cong nghe thong tin. Quan ly van hanh may chu(server), mang LAN. Khac phuc
r 7

cac su cd ky thuat may tinh, dam bao an toan cho viec to chuc cac phien giao dich 

viec lam; Cap nhat va luu tru du lieu cua Trung tarn; Hd trq cac phdng ve viec ung 

dung cong nghe thong tin va nghiep vu chuyen mdn; Quan ly va van hanh Phan mem 

CSDL ngan hang lao dong.
7 r 7 >

- Hang thang, to chuc tiep nhan, tong hop cac thong bao ve viec su dung lao
tr r

dong, bien dong lao dong cua cac Doanh nghiep va co sd san xuat tren dia ban tinh Ba 

Ria - Vung Tau.

- To chuc quan ly va van hanh, sua chua bao dudng cac thiet bj Thong tin - Dien 

tu cua Trung tarn.
7 r y r #

- Tong hop bao cao sd lieu ve ket qua boat dong cua phdng mdi thang, quy, nam 

gui phdng HC-TH theo dung quy dinh.
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- Thuc hien mot so nhiem vu khac theo sir phan cong ciia Giam doc Trung tam.

4. Phong dao tao nghe:

4.1. Chu-c nang: Tham mini giiip Giam doc trong vice thuc hien cong tac day 

nghe trong tinh.

4.2. Nhiem vu:• •
r n \ r

- Thong ke, tong hop nhu cau dao tao nghe cua cac DN; Cung cap thong tin dao 

tao phuc vu tu van cho nguoi lao dong; Quan ly thong tin ve nhu cau hoc nghe va xay 

dung ke hoach dao tao tren dia ban tinh hang nam trinh BGD.
r t 9 \

- Lap ke hoach tuyen sinh mb lop: noi dung, thbi gian, dia diem, hop dong giao 

vien, xay dung chuong trinh dao tao, kinh phi, cac thu tuc va dieu kien de trien khai tot 
ke hoach dat ra trinh Giam doc duyet, qu&i ly giao vien va chuong trinh giang day; Lap 

ke hoach kiem tra, giam sat tien do giang day cua giao vien noi dung, chuong trinh cua 

lop hoc; Phoi hop vbi phong Ke toan xay dung dinh muc thu, chi hoc phi cua cac lop 

hoc va thu hoc phi.
- Xay dung va to chuc thuc hien ke hoach dao tao cac lap nghe cho nguai lao

r

dong, nguai dang hubng che do BHTN.

- Phoi hop ke toan Soan thao cac hop dong ve dao tao nghe; hop dong lien doanh 

,lien ket hop dong dich vu dao tao va hop dong vbi giao vien giang day.

- Tu van ve hoc nghe, nam chac he thong dao tao nghe trong cung nhu ngoai 
Tinh ve (Quy mb, nganh nghe, hoc phi, thbi gian, bac thg, kha nang lam viec); Tu van 

hoc nghe cho ngubi lao dong dang hubng che do BHTN.
t}

- To chuc bien soan giao trinh giao trinh, giao an va giang day cac lap day nghe 

cac nganh theo quy dinh.
- Quan ly va thuc hien cac thu tuc, so sach, cap giay chung nhan nghe, chung chi 

so cap nghe cho hoc vien; Quan ly cac ho so hoc sinh, bai kiem tra, bai thi cua hoc sinh 

khi man khba.
- T6 chuc thuc hien cac boat dong dich vu huan luyen an toan lao dong, ve sinh 

lao dong theo quy dinh cua phap luat.
r •A* A«A^11*- Xay dung, thuc hien ke hoach quang cao, chieu sinh, tuyen sinh, to chuc khai 

giang, bb giang theo ke hoach da dugc phe duyet; True tiep theo doi quan ly cac lap tai 
Trung tam, don doc hpc sinh dong hpc phi dung thbi gian theo hgp dong day nghe giua 

hoc sinh va Trung tam.
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- Quan ly va bao quan su dung cac thiet bi day nghe trong kho cua phong va co 

so sach theo ddi.
- T6ng hop bao cao so lieu cua phong hang thang, quy, nam gui phong TC-HC 

theo dung quy dinh.
- Thuc hien mot so nhiem vu khac theo su phan cong cua Giam doc Trung tam.

5. Phong Bao hiem that nghiep:
5.1 Chirc nang: Tham muu giup Giam doc trong vice to chuc thuc hien chinh 

sach bao hiem that nghiep tren dia ban tinh theo quy dinh.

5.2 Nhiem vu:• •

- Tham muu va to chuc thong tin, tuyen truyen, pho bien chinh sach, phap luat ve 

bao hiem that nghiep.
- Tiep nhan ho so de nghi huong trq cap that nghiep va ho so de nghi ho tro hoc 

nghe. Kiem tra, nhap thong tin ho so de nghi huong BHTN vao phan mem BHTN.

- Tham dinh, kiem tra, xet duyet ho so huong tro cap that nghiep, ho tro hoc 

nghe. Trinh Giam doc Trung tam ky Thong bao khong duoc huong BHTN, xet duyet 
cac du thao Quyet dinh huong TCTN, Quyet dinh tam dirng, cham dut, hiiy huong 

TCTN va thu h6i TCTN. Trinh Giam doc So LDTB-XH ky cac Quylt djnh.

- Nhan cac quyet dinh huong TCTN tu So giao ve, photo nhan ban Quyet dinh, 
tra ket qua cho NLD, lap danh sach NLB huong TCTN (kem quyet dinh) gui BHXH 

tinh de thuc hien chi tra TCTN.
r 9

- Phoi hop phong Dich vu viec lam - Thi trubng lao dong, phong Bao tao de tu 

van, gioi thieu viec lam, hoc nghe cho ngubi lao dong. Xem xet giai quyet moi van de
r r \ r r

thac mac cua ngubi lao dong ve giai quyet che do BHTN.

- Tiep nhan, theo dbi tinh hinh thong bao ve viec tim kiem viec lam hang thang 

cua ngubi lao dong dang huong TCTN. Bao cao va lap danh sach tam dung, tiep tuc va 

cham dut huong TCTN gui BHXH tinh de kip thbi dung chi tra TCTN theo dung thbi 
gian quy dinh.

- Bao cao tinh hinh thuc hien BHTN tuan, quy, nam gui So Lao dong, Cue Viec
Lam.

- Luu tru, bao quan ho so huong bao hiem that nghiep theo quy dinh cua phap
luat.
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__ • /\ A A • '- Thyc hien mot so nhiem vu khac theo su phan cong cua Giam doc Trung tam.

CHlTONG III
QUI CHE LAM VIEC, PHOI HOP CONG TAC

Dieu 5. Che do lam viec cua Trung tam Dich vu viec lam:
1. Trung tam Djch vu viec lam tinh lam viec theo che do thu trudng.

2. Giam doc Trung tam chju trach nhiem true tiep toan dien truoc Giam doc So 

Lao dong - Thuong binh & Xa hoi va truoc phap luat ve viec thuc hien chuc nang, 
nhiem vu, quyen han cua Trung tam Djch vu viec lam.

r r

3. Cac pho Giam doc Trung tam la ngudi giup Giam doc Trung tam chi dao mot 
so ITnh vuc cong tac, chju trach nhiem truoc Giam doc Trung tam va truoc phap luat 
ve nhiem vu duoc phan cong; Thuc hien dieu hanh cac boat dong cua Trung tam khi 
dupe Giam doc Trung tam uy quyen .

4. Cac phong nghiep vu giup ban lanh dao Trung tam thuc hien chuc nang quan 

ly, chi dao thuc hien nhiem vu chuyen mon dupe giao. Moi phong co mot trudng phdng 

la ngudi true tiep dieu hanh cac cong viec cua phdng va chju trach nhiem truoc Giam 

doc Trung tam ve mpi mat boat dong cua phdng minh theo quy djnh cua phap luat.

Giup viec cho trudng phdng co pho trudng phdng. Pho trudng phdng chju trach 

nhiem truoc trudng phdng va ban lanh dao Trung tam ve nhiem vu dupe phan cong. 
Cac can bp vien chuc chju trach nhiem truoc trudng phdng va ban lanh dao Trung tam 

ve nhiem vu dupe giao.
5. Trong trudng hop Giam doc Trung tam lam viec true tiep vdi chuyen vien, can 

su, nhan vien thi chuyen vien, can su, nhan vien do co trach nhiem thi hanh nhung sau 

do phai bao cao lai cho ngudi phu trach true tiep.

Dieu 6. Che do lap ke hoach va chiroTig trinh cong tac.
1. Ke hoach va chuong trinh cong tac cua Trung tam dupe ban lanh dao Trung 

tam xay dung, thao luan trinh lanh dao So quyet djnh.

2. Ke hoach va chuong trinh cong tac cua phdng nghiep vu do trudng phdng lap 

gui phdng HC-TH de tong hop thanh ke hoach chuong trinh cong tac cua co quan trinh 

lanh dao Trung tam phe duyet.
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3. Trong chucmg trinh cong tac can ghi ro noi dung, pham vi giai quyet va thai 
gian thuc hien.

4. Ke hoach va chucmg trinh cong tac nam sau dugc lap tu thang 10 nam truoc 

(tru nhung quy dinh khac ciia cac phong chuc nang hoac So Lao dong -TB&XH, ke 

hoach thang dugc lap tu ngay 28 cua thang truoc, ke hoach tuan phai dugc lap tu thu 

nam tuan truoc).

Dieu 7. Che do tiep nhan, chuyen giao, luu trir van ban va sir dung con dau:
Phong HC-TH chju trach nhiem truoc Giam doc ve viec tiep nhan va chuyen giao

r

van ban di - den, bao quan va su dung con dau.
1. Doi voi van ban den

• X 7 A 1 r- Van ban di phai dugc quan ly theo trinh tu sau: Tiep nhan van ban den; Dang ky 

van ban den; Trinh, chuyen giao van ban den; Giai quyet va theo doi, don doc viec giai 
quyet van ban den.

- Van ban den phai dugc Van thu co quan trinh trong ngay, cham nhat la trong 

ngay lam viec tiep theo den nguoi co tham quyen chi dao giai quyet va chuyen giao cho 

phong chuyen mon hoac ca nhan dugc giao xu ly. Truong hgp da xac dinh ro phong
7 f

hoac ca nhan dugc giao xu ly, Van thu co quan chuyen van ban den phong, ca nhan xu 

ly theo quy che cong tac van thu cua co quan. Van ban den co dau chi cac muc do khan 

phai dugc trinh va chuyen giao ngay sau khi nhan dugc. Viec chuyen giao van ban phai 
bao dam chinh xac va giu bi mat noi dung van ban.

- Doi voi van ban giay: Sau khi co y kien chi dao giai quyet cua nguoi co tham 

quyen, van ban den dugc chuyen lai cho Van thu co quan de dang ky bo sung thong tin, 
chuyen cho phong hoac ca nhan dugc giao giai quyet. Khi chuyen giao van ban giay 

den cho phong, ca nhan phai ky nhan van ban.

- Trinh, chuyen giao van ban dien tu tren He thong: Van thu co quan trinh van 

ban dien tu den nguoi co tham quyen chi dao giai quyet tren He thong. Nguoi co tham 

quyen ghi y kien chi dao giai quyet van ban den tren He thong va cap nhat vao He thong 

cac thong tin: phong hoac nguoi nhan; y kien chi dao, trang thai xu ly van ban; thbi han 

giai quyet; chuyen van ban cho phong hoac ca nhan dugc giao giai quyet. Truong hgp 

van ban dien tu gui kem van ban giay thi Van thu co quan thuc hien trinh van ban dien 

tu tren He thong va chuyen van ban giay den phong hoac ca nhan dugc nguoi.
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2. Doi voi van ban di
- Van ban di phai dirge quan ly theo trinh tg sau: Cap so, thdi gian ban hanh van 

ban; Dang ky van ban di; Nhan ban, dong dau co quan, dau chi do mat, muc do khan, 
(doi voi van ban giay); ky so cua co quan, to chuc (doi voi van ban dien tu); Phat hanh 

va theo d5i viec chuyen phat van ban di; Luu van ban di.

- Van ban di phai hoan thanh thu tuc tai Van thu co quan va phat hanh trong ngay 

van ban do dirge ky, cham nhat la trong ngay lam viec tiep theo. Van ban khan phai 
dugc phat hanh va gui ngay sau khi ky van ban.

3. Quan ly va sir dung con dau

- Bao quan an toan, sir dung con dau, thiet bi luu khoa bi mat cua co quan, to 

chuc tai tru so co quan, to chuc.

- Chi giao con dau, thiet bi luu khoa bi mat cua co quan cho ngubi khac khi dugc 

phep bang van ban cua nguoi co tham quyen. Viec ban giao con dau, thiet bi luu khoa 

bi mat cua co quan phai dugc lap bien ban.

- Phai true tiep dong dau, ky so vao van ban do co quan ban hanh va ban sao van
ban.

- Chi dugc dong dau, ky so cua co quan vao van ban da co chu ky cua nguoi co 

tham quyen va ban sao van ban do co quan true tiep thuc hien.

Dieu 8. Che do thong tin, bao cao:
1. Phong HC-TH thuc hien viec to chuc thong tin noi bo hai chieu hang ngay 

phuc vu cho BCD Trung tarn chi dao, dieu hanh cong tac kip thoi.

2. Giam doc Trung tarn quyet dinh viec bao cao va cung cap thong tin thuoc ITnh vuc 

quan ly cho co quan cap tren, cac nganh va cac co quan thong tin dai chung

3. Pho GD Trung tarn dugc bao cao va cung cap thong tin thuoc ITnh vuc quan ly 

cho cap tren va cac don vi khac khi dugc giam doc Trung tarn uy quyen.

4. Vien chuc chi dugc bao cao, truyen dat nhung noi dung co tinh chat tuyen 

truyen, pho bien giai thich, huong dan... De thuc hien cac che do chinh sach cua nha 

nuoc, nganh, cua Trung tarn ban hanh.

5. Khong dugc cung cap cac thong tin thuoc noi bo cua don vi cho cac co quan, 
to chuc, ca nhan biet khi chua co y kien cua BGD.
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Dieu 9. Che do hoi hop:

1. Hop co quan:
1.1. Giua nam ca quan hop mot lan de kiem diem danh gia cong tac 6 thang, pho 

bien cac van ban, chlnh sach lien quan va de ra chuong trinh cong tac 6 thang cuoi nam.

1.2. Cuoi nam hop mot lan de kiem diem cong tac trong nam, binh bau ca nhan 

tieu bieu va de ra chuong trinh cong tac cho nam toi. Ngoai nhung cuoc hop dinh ky 

Trung tarn con co nhung cuoc hop dot xuat theo yeu cau cong tac.

2. Hop giao ban:

- Hop giao ban lanh dao Trung tarn, Truong va pho phong phong chuyen mon, 
nghiep vu 2 tuan mot lan.

- Cac phong, bo phan cong tac thuc hien giao ban 3 thang mot lan de kiem diem
y r tr

cong tac duoc phan cong va de ra ke hoach quy, thang tiep theo.

3. Noi dung cac cuoc hop, giao ban can cu the, thiet thuc va dam bao chat luong.

Dieu 10. Che do kiem tra giai quyet khieu to.
Don thu va moi thac mac gui den Trung tarn thuoc trach nhiem bo phan nao thi bo 

phan do chu dong giai quyet. Neu qua tham quyen trinh giam doc giai quyet.
AAA A ADieu 11. Che do sir dung cac phuwng tien phuc vu cong tac:

r y %

1. Cac phuong tien, may moc thiet bi, do dung phuc vu cong tac nhu: xe 6 to, may vi 
tinh, may photocoppy, may dien thoai, cac may nghe nhin, den chieu, cac do dung de lam 

viec... cac phong, bo phan VC va nguoi lao dong co nhu cau su dung dot xuat, ngoai ke
y r r r r

hoach de xuat voi phong HC-TH xin y kien giam doc Trung tarn xem xet giai quyet.

2. VC va nguoi lao dong can co y thuc trach nhiem bao ve, giu gin va su dung 

dung muc dich, co hieu qua co so vat chat, may moc thiet bi hien co cua Trung tarn.
3. Phong HC-TH co trach nhiem bao quan cac phuong tien, do dung lam viec va 

phuc vu cong tac, thuc hien dung cac quy dinh ve viec su dung cac phuong tien, do 

dung lam viec.

Dieu 12. Che do di cong tac:
1. Giam doc Trung tam di cong tac ngoai tinh phai bao cao voi lanh dao So va 

phai uy quyen dieu hanh toan bo cong viec cua Trung tam cho pho giam doc .

2. Pho giam doc va Truong phong Trung tam di cong tac phai bao cao voi Giam 

doc Trung tam va dupe su dong y cua Giam doc Trung tam.
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3. Vien chuc va nguai lao dong di cong tac phai co ke hoach cong tac dugc su 

dong y cua Truong phong. Neu di cong tac dot xuat theo yeu cau cua cap tren phai dugc 

lanh dao Trung tam quyet dinh.

4. Khi di cong tac VC va ngudi lao dong Trung tam dugc hudng che do theo quy 

che chi tieu noi bo quy dinh.

Diei 13. Che do bao ve an toan co quan.
1. Moi vien chuc va ngudi lao dong deu phai co y thuc, trach nhiem bao ve an 

ninh trat tu, an toan co quan khong de hien tugng trom cap, mat mat tai san xay ra tai 
Trung tam. Thuc hien tot viec thuc hanh tiet kiem, chong lang phi ve su dung dien, 
nude va mgi boat dong khac trong don vj.

2. Nhan vien bao ve chiu trach nhiem trude Trung tam ve cong tac bao ve toan bo 

tai san cua co quan, chiu trach nhiem trude phap luat neu de xay ra viec trom cap, mat 
mat tai san.

Dieu 14: Phoi hop cong tac.
1. Doi vdi Cue Vice lam va cac co quan, don vj thuoc Bo Lao dong-Thuong

binh va Xa hoi:•

1.1 Trung tam la don vj thuoc he thong dich vu viec lam cong do nganh Lao dong- 

Thuong binh va Xa hoi to chuc va quan ly, chiu su hudng dan va chi dao ve nghiep vu cua 

Cue Viec lam va cac co quan, don vi co lien quan cua Bo Lao dong-Thuong binh va Xa
hoi.

1.2 Trung tam dinh ky bao cao cong tac cho Cue Viec lam va cac don vi thuoc Cue 

Viec lam theo che do bao cao dinh ky da quy dinh, dong thdi co trach nhiem thuc hien cac 

yeu ciu bao cao chuyen dl, dot xuat trong pham vi chuc nang, nhiem vu cua Trung tam.
1.3 Trung tam quan he phoi hgp vdi cac don vi thuoc Cue Viec lam theo chi dao, 

hudng din cua Cue Viec lam hoac theo hgp dong, thoa thuan true tiep vdi cac don vi nay.

2. Doi vdi So LD-TB&XH
Trung tam chiu su quan ly va chi dao true tiep, toan dien cua So, cd trach nhiem 

bao cao ket qua cong tac cho So theo quy dinh va tham muu de xuat vdi So ve ITnh vuc 

cong tac do Trung tam phu trach.

3. Doi vdi cac do’ll vj Sd LD-TB&XH
Trung tam cd moi quan he hgp tac, binh dang, cung phoi hgp trong cong tac de 

hoan thanh tot nhiem vu dugc giao. Khi cd nhung van de chua nhat tri thi cac ben phai
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chu dong trao doi, ban bac, tim bien phap thao go va t6 chuc thyc hien. Truong hop 

chua co sir thong nhat y kien thi cac ben bao cao, de nghi So LD-TB&XH xem xet, chi 
dao giai quyet.

J ry

4. Doi vo’i cac to chu’c, do’n vj thuoc UBND cac huyen, thj xa, thanh pho:
Trung tam phoi hop voi to chuc, don vi thuoc UBND cac huyen, thi xa, thanh 

ph6 de thuc hien nhiem vu dupe giao; dong thdi cac huyen, thi xa, thanh pho co trach 

nhiem tao dieu kien thuan loi cho boat dong cua Trung tam tren dia ban.

CHlTONG IV 

QUYCHE THI HANH

Dieu 15. Quy che nay co hieu luc tu ngay ban hanh. Moi VC va ngubi lao dong 

trong Trung tam co trach nhiem thi hanh. Trong qua trinh thuc hien neu co gi vubng
mac de nghi cac phong, bp phan phan anh kip thbi ve phong HC-TH de trinh lanh dao

7 • 7Trung tam xem xet sua doi bo sung.
Dieu 16. Truong cac phong chuyen mon co trach nhiem pho bien Quy che nay

r 9 r

den vien chuc, ngubi lao dong thuoc minh quan ly de thuc hien. Can cu vao quy che 

nay, co trach nhiem phan cong nhiem vu, trach nhiem cu the cho tung VC va ngubi lao 

dong phong minh quan ly.

Dieu 17. Truong phong HC-TH co trach nhiem pho bien, kiem tra viec thuc hien 

ban quy che nay doi voi VC va ngubi lao dong trong toan don vi./.


