
BQ Y TE CONG HoA XAHOI cnu NGHiA VI~T NAM
TRUONG D~I HQC DUQC HA NOI DQc l~p - Tl}' do - H~nh phuc

S6: It61-IHD-DHN Ha N(5i, ngay 13 thong r ndm 2013

HVONGDAN
Xac djnh vi tri vi~c lam

Can cir Nghi dinh s6 41/20121ND-CP ngay 08/5/2012 cua Chinh phu quy dinh
v~ vi tri viec lam trong don vi sir nghiep cong l~p;

Can cir Thong ill s6 14/20 12/TT-BNV ngay 18112/2012 cua BONOi V1)huong
d~n thuc hien Nghi dinh s6 41/20121ND-CP ngay 08/5/2012 cua Chinh phu quy dinh
v~ vi tr:iviec lam trong don vi sir nghiep cong l~p (sau day goi t~t la Thong tu 14);

Thuc hien chi dao, huong d~n cua BOY t~,
TWOng Dai hoc Diroc Ha Noi huang d~n cac don vi true thuoc TWOng xac

dinh vi tri viec lam C1)th6 nhu sau:

I. NQI DUNG BAN MO TA CONG VI~C CUA vt TRi VIJ~C LAM
(Theo m~u dinh kern)

1. Phan I: Nhiern vu cua don vi
1.1. Dbi voi cdc phong, ban, tram Y ti...:Iiet ke day du cac nhiem V1)cua don vi
duoc giao theo Quyet dinh s6 598/QD- DHN ngay 2211212009 cua Hieu twang hoac
cac Quyet dinh khac co lien quan d~n nhiern V1)don vi khi thanh l~p hoac di~u chinh,
b6 sung chirc nang nhiem V1)cua don vi.
1.2. Dbi voi Vi¢n Cong ngh¢ Dirac phfim Qube gia, Trung tan Qube gia v~ thong
tin thuoc va theo diii phdn teng co hai cua thube: liet ke dfry du cac nhiem V1)cua
don vi duoc giao theo Quyet dinh cua Bo Y t~ hoac cac Quyet dinh, van ban c6 lien
quan khi thanh l~p hoac di~u chinh, b6 sung chirc nang nhiem V1)cua don vi.
1.3. Dbi voi cdc bo mon:

- Liet ke d~y du cac ten, s6 gio giang quy ra gio chuan, s6 bu6i thirc t~p cac
men hoc, hoc phan (uoc tinh dao tao dinh hirong) don vi phai dam nhan iroc tinh
tren quy mo tuyen sinh khoang 1000 nguoi/nam (theo Nghi quyet s6 05-NQ/DU
ngay 2116/2013), C1)the:
Dai hoc chinh quy: khoang 550
Lien thong trung cfrp dai hoc: khoang 110
Cao ding: khoang 100
Cao hoc: khoang 120
CK I: khoang 100
Nghien ciru sinh: khoang 10
CK II: khoang 10

- Uoc tinh: quy mo (khoang 80 SV/l6p (neu vuot tinh he s6); 12-13 SV/t6 (voi
dai hoc chinh quy khoang 7 lap, 42 t6), s6 gio cham thi, huang d~n lu~n van, kh6a
luan, tv chon; mon hoc, hoc phan tinh theo chuang trinh moi (theo tin chi) cia diroc
Hoi d6ng Khoa hQCva Dao tao nha twang thong qua.
2. Phan II: Mo ta cong vi~c'

- S6 thir nr theo thir tir nhiem V1)mo ta phan I



- Yeu cau trinh aQ: ghi r6 yeu celu chtrc danh ngh€ nghiep/ngach vien chtrc
(chuyen vien, chuyen vie~ chinh, giang vien, giang vien chinh hay can sir, ky thuat
vien, nghien ciru vien, ke toan vien ... ); trinh dQ, hoc ham, hoc vi (GS, PGS, TS,
ThS, dai hoc, trung dp ...)

, - Vi tri viec lam g~n voi cong viec quan ly, dieu hanh: Mo ta cong viec quan
ly, dieu hanh cua Tnrong/Phu trach, Ph6 twang don vi

- vi tri viec lam g~n voi cong viec chuyen mon, nghiep vu: Mo ta toan bo
cong viec cU,adon vi leln hrot theo nh6m nhiem vu liet ke tai phan I; yeu celu trinh dQ
vien clnrc de dap ling nhiem vu; luong thai gian d~ thirc hien nhiem vu (s6 Iuong
ngay hoac gio chuan hoac s6 bu6i ... )

- Vi tri vice lam g~n voi cong viec h6 tro, phuc vu: (kiem nhiem, tham gia cac
HQi dong, Ban chi dao thirong xuyen; cong tac dang, dean th~ ... )
3. Ph§n III: DO'n vi nh~n xet danh gia
3.1. Tinh s8 luong nhiin Iuc can thiit dd ddp tcng nhiem Vfl:
*/D8i y6'i phong, ban, don vi lam theo giiJ hiinh chinh:

- So ngay lam viec cua vien chirc trong nam:
365 ngay/? ngay = 52 tueln
S6 ngay nghi tuan: 1 tuan c6 2 ngay nghi: 52 tuan x 2 ngay = 104 ngay
S6 ngay nghi theo Luat Lao dong: + L~, T€t: 10 ngay

+Nghi phep (t6i thieu): 12 ngay
S6 ngay lam viec trong nam = 365 - 104 - 10 - 12 = 239 ngay

- Thai gian lam cong viec gift clnrc vu lanh dao quan ly, dang, doan the ... : tinh
tuong duong mire % gio chuan cua giang vien diroc giam tnr do gift chirc vu lanh
dao quan ly, dang, dean the ... trong ch€ dQ lam viec cua giang vien (tinh theo s6
ngay lam viec trong nam. Vi du: Tnrong/Phu trach phong 25% cua 239 ngay = 60
ngay; Ph6 twang phong 20% cua 239 ngay = 48 ngay)
*/D8i voi br miin:

- Trung binh gio' chuan/nam cua 1 giang vien: 280 gio
- S6 buoi thirc tap/nam t6i da cua 1 KTV:
+ 44 tuan (nam hoc) - 7 tuan (BM thi va cham thi 2 ky) = 37 tuan;
+ S6 buoi thirc t?p/tu~n: 4 ngay = 8 bu6i (khong tinh 1 ngay d~ chuan bi, v~

sinh phong thuc tap)
S6 buoi thirc t?P t6i da /nam/cua 1 KTV = 37 tu~n x 8 buoi = 296 bU6i
- Gio chuan diroc giam tnr do gift chirc vu Ianh dao quan ly, Dang, dean th€,

giao vu, giao tai ... tinh theo quy dinh v€ ch€ dQ lam viec cua giang vien
- Tinh ca giang vien cong tac tai phong ban kiem nhiem giang day tai bQ mon

3.2. DUn vi nhiin xet, danh gill:
- Du/thira/thieu nhan hrc?
- N€u thieu thi celn b6 sung bao nhieu; yeu c~u trinh dQ th€ nao?

II. XAY DUNG DE AN VI TRI vrac LAM CUA TRUONG
Theo· huang dftn c~a BQ Y· t€ va Thong tir s6 14/20 12/TT -BNV ngay

1811212012 cua BQ NQi Vl,1.

III. TO CHUC THl/C HI:¢N
1. Tnich nhiem
1.1. Phong T6 clnrc can bQ .
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- Huong d~n don vi hoan thanh ban Mo ta cong viec then vi tri viec lam cua don
vi then hirong d~n cua nha tnrong.

- Tong hop cong vice then vi tri viec lam cua don vi sau khi duoc nha tnrong phe
duyet; soan thao d~ an vi tri viec lam cua Truong.
1. 2. TrU'Ong/PhV trach cac don vi thudc Truong:

Hoan thanh ban Mo ta cong viec then vi tri viec lam cua don vi then hu6ng
d~n cua nha tnrong.
2. Thoi gian hoan thanh:

- Cac don vi hoan thanh ban Mo ta cong viec then vi tri viec lam cua don vi giri
v~ phong TCCB truce 15/8/2013;

- H9i d6ng nha truong tham dinh ban Mo ta cong viec cua cac don vi: tir 20/8-
10/912013

- Phong T6 chirc can b9 soan thao d~ an Vi tri viec lam cua Truong trinh Ban
Giam hieu: hoan thanh trurrc 20/9/2013

Cac don vi trong qua trinh thuc hien neu co virong mac lien h~ voi phong T6
chirc can b9 CDS.86 Hung Vuong) trao d6i, giai quyet.,'.

(xin gui kern ban Mo ta cong viec theo vi tri viec lam mdu; Cac don vi co th~
tham khao ban Mt) ta cong viec theo vi tri viec lam cua phong T6 chuc can hi) tren
website cua Truong)

Noi nhtin:
- Cac don vi;
- Ban Giam hieu;
- LUll: TCCB; HCTH:r-
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CQNG HOA..xA HQI cnu NGHIA VI:E:TNAM
DQc l~p - Tl! do - H~nh phuc

BAN MO TA CONG VI~C CDA VJ TRl VI~C LAM
DON VI (phong, ban, Vi~n, Trung tam, ): .

I. Nhiem vu ciia don vi:

II. Mo ta cong vi~c:

ThOi hrong
s6

V] tri vi~c lam va nQi dung cong vi~c Yeu du giai quy~t
Ghi chuTT trinh dQ cong vi~c

(ngay lam viec)
1 2 4 5 6
I Cong vi~c lanh dao, quan Iy, di~u hanh

1 Tnrong/Phu trach don vi

l.1 ..................
1.2 ...................

2 Ph6 Truong don vi 1

2.1 .......................
2.2 ....................
... ...
3 Ph6 Truong dun vi 2
3.1 ....................................
3.2 ........................................
... ...
II Cong vi~c chuyen mfm, nghiep vu
1 C6ng viec/nhiem vu 1...........................
1.1 ...
1.2 ...
... .. ,
2 C6ng viec/nhiem vu 2 ...........................
2.1 ...
2.2 ...
'" ...
III Cong vi~c h6 tro, phuc vu
1 Kiern nhiem c6ng tac .........
2 C6ng tac dean th€ ............ ...
3 Tham dtr cac ban chi dao, H9i d6ng ...

CQug: ................
III. Nh~n xet, danh gia:

Ngay ..... thang .... nam ...
TRUONG DaN VI



CQNG HOA xA HQI CUU NGHIA VI~T NAM
DQc l~p - TV'do - H~nh phuc

BANMO TA CONG VI~C CUA VJ Till VI~C LAM
DON V] (bQ mfm): .

1. Nhiern vu ciia d011vi:

II Mf tit conz viec:.~
Yeu eftu trinh Thrri IU'Q11ggiai

s6 Vi tri vi~c Him va nQi dung cong vi~c dQ quy~t cong vi~c Ghi clniTT (guy ra gio chuan,
s6 buo! thuc t~p)

1 2 4 5 6
I Cong viec Ianh dao, quan Iy, di~u hanh

1 Truong/Phu trach b9 mon

1.1 ..................
... ...................
2 Ph6 tnrong BM 1

2.1 .......................

... ....................
3 Ph6 Truong BM 2 ...

3.1 ....................................
... ........................................

Cong vi~c chuyen mon, nghiep vu
II (Vi du nhiern vu giang day cua BM Boa

duoc)
1 B6a duoc I

Dai hoc chinh guy: 716"p; 42 to 915 gio
- Ly thuyet: 31 gio x (7 16"p/550SV) = 217 294 bu6i
gia

1.1 - Thuc tap: 7 bai x 42 t6 = 294 bai; 7 bai x
42 t6 x 2 gio = 588 gio
- Cham thi: 550 bai/S bai x 1 gio chuan =
110 gio'
Lien thong: ...

1.2 - Ly thuyet: ...
- Th\!,c tap: ...
- Cham thi: ...

2 H6a duoc II
Dai h9C chinh guy: ...

2.1 - Ly thuyet: ...
- Th\!'c tap: .,.
- Ch~m thi: ...
Lien thong:

2.2
- Ly thuyet:
- Thuc hanh:
- Ch~m thi:
H6a diroc cao dang
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- Ly thuyet:
- Thuc hanh:
- Ch~m thi:



4 Nghien ciru phat trien thuoc
Cao h9C

4.1 - Ly thuyet:
- Cham thi:
Huang dfrn luan van, kh6a luan
Chuyen de, tu chon, ...

... ...
III Cong viec h8 tro' phuc vu
1 Giang vien BM kiem nhiem don vi khac
2 Giang vien don vi khac kiem nhiern tai BM
3 Cong tac dang, doan the ............ ...

...
CQng: - se giO'giang ............ (A) ....

- s6 bu6i thirc tap ............ (D)
III. Nh~n xet, danh ghi:
- T6ng s6 gio chuan phai giang day theo chuong trinh dao tao cho cac lap, cac h~ (A): (Vi du: 3000
gio')
- S6 gio chuan duoc giam tnr (B):
Vi du: Truong BM (PGS): 25% x320 = 80 gic

Ph6 tnrong BM (giang vien) (GittO vu): 25% x 280 = 70 gio
Giao tai (giang vien): 15% x 280 = 42 gio
Kiem nhiern cong tac khac (Vi du 1 giang vien kiern nhiem phong H9'P tac quoc t€ giam tnr

30% gio chuan): 30% x 280 = 84 gio
Cong: B = 276 gio

- T6ng s6 gio chuan giang vien hien c6 (D) (tinh ca giang vien phong ban, don vi khac kiern nhiem
giang day tai BM) (Vi du: 2500 gio)
- S6 giang vien thira/thieu (D) = A - (C - B)/280

Vi du: 3000 - (2500 - 276)/280 = 2,7 giang vien
B(>mon dn b6 sung 2 giang vien; Trinh d(>: ... (Vi du: thac SI duoc)

- T6ng s6 bai thirc t~p theo chuong trinh dao tao cho cac lap, cac h~: E (Vi du: 1000 bai)
- S6 KTV t6i thieu dn c6 (F): F = E/296 (Vi du: 1000/296 = 3,3 nguoi
- S6 KTV hien c6: 2 nguoi

B(>mon cfrn b6 sung t6i thi~u 1 KTV; Trinh d(>: ... (Vi du: Trung c~p duoc )

N gay ..... thang .... nam ...
TRUONG DON VJ


