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NGHIEP VU
HANH CHINH VAN PHONG

Chuong 1
VAN PHONG

L. KHAI NIEM

1. Van phong:

Van phong dugc hi€u 1a try s3 lam viéc cUa cO quan, don vi, 1 dia di€m giao
ti€p d6i ndi, ddi ngoai cla cO quan, don vi dé.

Vin phong 1a m6t dang hoat déng cla co quan, t& chlfc, trong d6 dién ra viéc thu
nhan, bdo quan, Iuu tr(f cc loai vin ban, gidy t0, nhiing cong viéc lién quan dén cong
tic van thu.

Vin phong 12 bd may lam viéc tOng hgp va truc ti€p clla mOt cO quan chlic ning ,
phuc vu cho viéc chi dao, di€u hanh cUa lanh dao. Cic cO quan thdm quy€n chung
hodc ¢6 quy md 16n thi thanh 1ap vin phong, nhitng cO quan nho thi ¢6 phong hanh
chinh.

Tom lai: Vin phong la b0 mdy lam viéc tdng hop va truc tiép cla mdt cO quan
chlc ndng , phUc vU cho viéc di€u hanh cUa lanh dao; la nOi thu th@p, xU' 1y thong tin
hO trg cho hoat ddng qudn ly; dOng thOi ddm bdo cdc di€u kién vé vat chat ky thudt
cho hoat ddng chung cUa toan cO quan, t0 chlc do.

2. Hanh chinh & hanh chinh vin phong
- Hanh chinh néi chung 12 viéc 10 chifc, quan Iy va diéu hanh cla mOt quic gia
(hanh chinh quOc gia), mOt nganh, mOt dia phuong (tinh, huyén, xa), mot tG chlic, mot
doanh nghiép ...
- HC-VP la viéc 10 chlc, quan Iy va di€u hanh cong viéc vin phong.

1. TG CHUC, CHUC NANG, NHIEM VU CUA VAN PHONG:

1. CO c@u to chuic cla Vin phong:

a. Lanh dao Van phong (Phong HC) :

- Chanh viin phong (Tru@ng phong hanh chinh): Chanh VP 1a ngudi diéu hanh
chung, chiu trach nhi€m vé toan b0 cong tic VP, chi dao mOt sO cdng vi€c quan trong
nhU xay dung va theo doi thuc hi€n chuong trinh, k€ hoach cong tic, hoan chinh cic du
thdo VN quan trong, cong tic cO yéu...

- Gidp vi€c c6 cac Phé Chéanh Vin phong (hoac Phé Trudng phong HC)
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Vin phong 1am vi€c theo ch€ d0 thU trudng. Chanh, Phé Chanh vin phong phai
dé cao trach nhi€ém qudn 1y trong VP va chiu trach nhiém trudc thU trudng.

b. Cdc b0 phan truc thudc Vin phong :

- BO phan hanh chinh,vin thu :

+ Qudn ly, di€u hanh cdng tic ti€p nhan, x(r 1y, bdo quan, chuyén giao vin ban
trong va ngoai cO quan, doanh nghiép;

+ T6 chlc cong tac 1€ tan, khanh tiét

+ Quan ly, st dung c6 hi€u qua céc trang thi€t bi kY thudt phuc vu cho hoat
dOng cUa vin thu

- BO phan tGng hgp: gom mot sO chuyén vién, c6 nhi€m vu nghién cltu chl
truong, duong 10i, chinh sdch cla cap trén, cdc linh vuc chuyén mon c6 lién quan;

+ TU van vin ban cho thu trudng trong cdng tdc lanh dao, di€u hanh hoat dOng;

+ Theo doi, tGng hgp tinh hinh hoat dOng cla cO quan don vi d€ bdo cap kip thoi
cho thU truéng va dé xudt phuong 4n gidi quyét.

- BO phan luu trlt : Thuc hi€n cong tac luu trlr

+ Phén loai, danh gi4, chinh ly, thOng ké tai liéu luu tr(r;

+ Khai théc, t0 chUc st dung tai liéu Iuu trit

- BO phan Quan tri :

+ Cung cap day du kip thdi cic phuong tién, di€u ki€n vat chat cho hoat d0ng
cla cO quan, doanh nghiép;

+ SUa chita , quan 1y, s dung cdc phuong ti€n vat chat cé hiéu qua.

- BO phan tai vy ( tuy tUng c¢O quan )

- BO phan bdo vé, 1€ tan, tap vu ...

2. T® chtic va bd tri noi lam viéc :

Noi 1am vi€c 14 nhing khodng khong gian nhat dinh dugc trang bi va bo tri
nh{ing phuong ti€n can thiét, trong d6 Can b0, cong chlc thuc hién cong vy, nhi€m vu
cUa minh.

a Nhiimg yéu c@u chung can thiét cla noi lam viéc:

- Phit hgp v6i tinh chat va quy md hoat dOng cla cO quan: try sG cO quan phai
th€ hién dugc bd mat co quan, tudng thich v4i vi trf, tuy nhién khong phd truong qud
mUc 1am lang phi tién cla d6i vGi cO quan nha nudc. Cac cO quan can sap x€p, bO tri,
st dung hagp 1y tru s& 1am viéc va phuong tién hién c6 d€ phuc vy cong viéc.

- Tinh thuan 10i phuc vU coéng viéc: moi triOng xung quanh thich hgp (khong qué
On 20), trang bi phuong tién day dU (luon dugc hoan thién, cdi ti€n) phuc vu cho cong
vU va sinh hoat cd nhan, cich thlc t6 chlc va tao ra mOt tim 1y tich cuc, gidm cing
thang, mét nhoc, tinh cAm gan b6 gilta can bO, nhan vién ciing nhu gilta ho va ndi lam
viéc.

- Tinh dé dang lién hé giao dich
- Tinh bdo mat.
b. Sap x€p b6 tri noilam viéc:



Tai liéu nghi€p vU vin phong
phuccgc@gmail.com

- C4c b0 phan lanh dao, vin phong: can dudc bo tri & noi dé giao dich nhat va cé
tu th€ nhat. Cdc phong 1am viéc dugc bo tri theo nguyén tac bdo dam gidi quyét day
chuyén gidi quyét cong viéc, cic phong ban c6 quan hé thudng xuyén v&i nhau dugc bd
tri gan nhau , c4c phong ban ti€p khach dugc b tri gan 10i ra vao ...

- C4c phong c6 phuong ti€n mdy moéc, kY thudt, Iuu tr(f nén bo tri & vi trf biét
1ap, can trang bj cdc phuong ti€n bdo qudn gilr gin may mdéc, thi€t bi

- Dién tich phong lam viéc phdi phit hgp vdi tinh chat cla ting b0 phan

- Céc d0 dung vin phong, ban gh€ , tU hO s0, cic 10ai sO sich, gidy bit...can bo
tri sdp x€p phit hgp vGi dOng tic 1am viéc, ngin nap tao khong khi thodi mdi trong lam
viéc.

- Phong 1am viéc phdi bdo ddm phat huy hét tic dung tich cuc cla céc y€u t0 tic
dOng dén niing sudt lao dOng nhu sy thodng mat, nhiét d0, ti€ng On, dnh sdng, mau
sac....

- C6 hé thOGng bang chi dan hanh chinh toan cd quan, tUng phong lam viéc, tlng
chlrc danh cong vu d€ dé tim, lién hé cong tic.

c. Cac phuong phap b0 tri viin phong:

* Vin phong “mo”:

Hién nay céc cO quan, Doanh nghié€p c6 xu hudng sap x€p hé thOng vin phong
md. Céc phong ban duQc ngin cdch bdi vach ngin kinh, mica trong , cdc 6 vudng cao
khodng 2m....

- Uu diém:

+ Tiét kiém chi phi dién tich;

+ Dé gidm sit quan ly;

+ Thudn tién trong viéc giao ti€p gilta nhan vién va cong viéc;

+ Dé tap trung cdc hoat dOng trong vin phong;

+ D& thay d6i khi can thiét

* Van phong “dong”:
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Hé thOng vin phong déng dugc ngin cich bdi cac phong riéng. U di€m cla né
1a d@m bao tinh an toan, bi mat, sy riéng tU, va phu hgp v&i cong vi€c doi hoi tap trung
cao.

Tuy nhién, n6 co nhCl‘ng nhugc di€m 1a chi€m dién tich, tﬁng chi phi trong viéc
chi trd tién dién, trang thi€t bi vin phong, khé ki€m tra va 1am tri tré luOng cong viéc.

LTI V— ==

d. Cdc yéu t6 giy anh hubng dén kha ning lam viéc :

- Anh sdng: day du, thich hgp lam gidm mét moi, gidm sai s6t va nang cao hiéu
ning. Anh séng noi lam viéc phai dat d0 ddng déu. nén tan dung t0i da dnh sing thién
nhién

- Mau sdc: c6 tic dung tam 1y d€n ngudi 1am viéc trong vin phong va khach dén.
Mau sac phdn chi€u 4dnh sing rat da dang. Sau ddy 1a mOt sO khdi niém vé sy phan
chi€u 4nh sdng :

+ Mau trang : 85%; mau trang nga: 77%; Mau kem: 66%; Mau x4m bac: 50%:;
mau xanh da trOi: 50%; Mau xanh 14 ciy 40%; N6i chung céc vin phong thudng dung
mau trang trén tran nha, mau mat trén blc tuOng trudc mat nhan vién vi né 1am diu mat.
Céc phong ti€p tin nén ding mau vui vé, trung hoa tranh don di€u; phong tdng ham
hodc kho nén diing mau sang va phdn chi€u 4nh séng cao.

- Ti€ng 6n: 12 mOt nhan t0 mdi trudng c6 nhi€u anh hudng dén hiéu ning cla
vin phong . can s dung vach ngin ciach 4am mot s@ trang thiét bi d€ gidm ti€ng On,
tranh diing nhi€u vat dung bang kim loai, gd cUing. Bao ddm an toan khi diing céc thiét
bi dién , thuc hién phong chdy chlra chdy theo ding quy dinh.

- Ngoai ra, yéu t0 phong thly (xét theo géc dO0 khoa hoc, sy hgp 1y, hai hoa
khéng gian ki€n tric va b tri, sap dat) ciing rdt dugc quan tim va cé khd ning anh
huéng dén hiéu suat 1am viéc

3. Chtrc ning cUa Vin phong :
a. ChUrc ning giiip viéc diéu hanh :
- Xay dung chuong trinh, k€ hoach, lich 1am viéc.
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- Theo ddi, ddn dOc cac don vi thuc hién k& hoach.

- T chlc, di€u phOi cdc hoat ddng chung cUa cG quan

b. Chic ning tham muu téng hop:

TGOng hgp, xU 1y va cung cap thong tin mQi mat vé tinh hinh hoat ddng cla co
quan va tham mUu cho 1anh dao v€ céc bién phdp gidi quy€t va x(rly.

c. Chirc nang h@u can, gUan tri:

D3Am bao co s& vat chat va phuong ti€n, di€u ki€n 1am viéc cho c0 quan

4. Nhi€m vu cua Vin phong :

- Xay dung chuong trinh cong tic cUa cO quan va don dOc thuc hién chuong trinh
d6; bo tri; sdp x€p chudng trinh 1am viéc hang tudn, quy, 6 thdng, nim cla cO quan;

- Thu thdp, xU 1y, qudn 1y va t8 chlc s& dung thong tin d€ tUr d6 tEng hgp, bio
cdo tinh hinh hoat dOng trong don vi, d& xudt ki€n nghi cdc bi€n phap thuc hién, phuc
vU su chi dao, di€u hanh cla thU truéng

- Tu van viin ban cho thU trudng, chiy trach nhi€m phap 1y, kY thuat soan thdo
viin ban cla cO quan ban hanh

- Thuc hién cong tic vin thu — 1uu trilf, gidi quyét c4c vin thu td trinh cla céc
don vi va c4 nhin theo quy ché clUa cO quan; tG chUc theo doi viéc gidi quy€t cac vin
thu, tO trinh dé;

- TG chlc giao ti€p doi ndi, d6i ngoai, gitip cO quan t6 chlfc trong cong tic thu
tUr, ti€p khach, gilt vai tro 1 chi€c cau ndi cO quan, tO chlc minh v&i cO quan, t0 chiic
khéc;

- Lap k€& hoach tai chinh, du to4n kinh phi hang nim, quy, du ki€n phan phOi han
mUc kinh phi, bdo cdo k€ todn, can dOi hang quy, nim; chi trd tién 1uong, thudng,
nghiép vu;

- Mua sam trang thi€t bj cO quan, xay dung cO ban, sUa chifa, quan 1y cd s& vat
chat, ky thudt, phuong tién lam viéc cla cO quan , ddm bdo yéu cau hdu can cho hoat
dOng va cong tdc cla cO quan;

- TG chlc va thuc hién cong tic y t&€, bdo vé sUc khde; bdo vé trat tU an toin cO
quan; t0 chlc phuc vu cdc buGi hop, 1€ nghi, khanh ti€t, thuc hién cong tac 1€ tan , ti€p
kh4ch mOt céc khoa hQc va vin minh

- ThuOng xuyén ki€n toan bd may, xay dung ddi ngii C4n b0 nhan vién trong vin
phong, ting budc hién dai hod cong tac hanh chinh - viin phong; chi dan va huéng dan
nghi€p vU vin phong cho cic vin phong cap dudi hodc don vi chuyén mén khi can thiét

5. Hién dai hoéa cong tac van phong:
La mOt doi hdi cap thi€t clia nha qudn tri , né c6 th€ thuc hién theo cac hudng:
vin phong dién tl, viin phong tu' dOng hoa. ..

a. MuUc tiéu cUa hién dai hod vin phong:
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+ Tao tién dé dé€ phat tri€n cho mbi cO quan t6 chlic

+ Gidm thOQi gian lang phi va nhiing dch tdc trong ti€p nhan, xU 1y, chuyén tai
thong tin phuc vu cho hoat d0ng clla cO quan tG chlc

+ Nang cao ning sudt lao dOng cUa t& chlec, gitdp cho nha qudn 1y thoat khoi nhitng
cong vi€c hanh chinh mang tinh sU vu,tao di€u ki€n phat huy tinh sing tao cla mOi Cén
b trong VP, tim ki€m cic gidi phdp t6i Uu d€ di€u hanh cong vi€c dat hi€u qud cao
nhat.

+ Thuc hién ti€t kiém chi phi cho cong tic vin phong .

b. Nhitng n6i dung co' ban cUa hién dai héa cong tdc vin phong:

- TG chlc b0 may vin phong khoa hoc, gon nhe, ding chlc ning

- TUng budc cong nghé héa cong tic vin phong, tin hoc héa vin phong, st dung
mang LAN, internet,wireless...

- Trang bi c4c thi€t bi hién dai nhu mdy tinh, fax, photocopy, mdy scan, mdy ghi am,
mdy chi€u da ning...Cic mdy méc hi€n dai nay gidm thi€u chi phi sUc Iuc, dem 1ai ning
sudt cao trong hoat dOng.

- Khong ngUng hoan thi€én kY ning va nghiép vu
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Chu"\dng 2 . R
THU KY VAN PHONG - MOT NGHE CHUYEN NGHIEP

I. KHAI NIEM:

— - Thu ky 1a ngudi nam vitng nghi€p vu hanh chinh vin phong, c6 kha
ning hanh dOng ddc 1ap ma khong can cé sy ki€m tra truc ti€p, c6 6c phan dodn, 6c
sang ki€n va c6 th€ dua ra cic quy€t dinh trong pham vi quyén han cla minh.

- Thu ky vin phong 1a nhitng ngudi dugc giao ddm nhan mot phén hodc toan bd
cdc cong viéc c6 lién quan dén nhiing linh vuc chuyen mon cUa mOt vidn phong nhu:
quan 1y viin bdn, hO s0O tai li€u; d&dm bdo céc yéu cau vé thong tin, lién lac, giao t1ep va
t6 churc, sap x€p cdng viéc hang ngiy nham ho trg, phuc vu cho hoat dOng cla cO
quan hodc ngudi lanh dao cla mdt co quan, t6 chlic va doanh nghiép.

1. CHUC NANG CUA THU KY:
- Nhém chic ning lién quan dén viéc t6 chlc thong tin: x 1y viin ban di - dén
(ding ky cdc vin ban, gitip lanh dao ki€m tra vi€c thi hanh cic chi thi, quyét dinh cla
thU trudng, thdo cdc vin ban,...)
- Nhém chUc ning thudc qudn 1y cong viéc: t0 chlc ti€p khach, hop, hdi nghi, dam
thoai dién thoai, chudn bij cho thU trudng di cong tic,...

I1L. NHIEM VU CUA THU KY:

1. Nhiém vu cUa thu ky néi chung:

- Thu thap, x& 1y va cung cé'p thﬁng tin v€ c4c linh vUc ma minh dugc giao phu
trach d€ phUc vU cho hoat dOng quan ly cla cO quan, don vi;

- Bién tap Van ban, t6 chlic sap x€p, quan 1y vin ban, ho so tai liéu

- TG chlic sap x€p céc hoat ddng hanh chinh cla cG quan, don vi;

- Gidi quyét cic th( tuc hanh chinh d€ ddm bdo kinh phi va c0 sG vat chat cho
hoat dOng cla cO quan, dOn vi.

2. Nhiém vu cla thu ky giam doc:

a. Nhiimg nhiém vu thuéc vé quan hé nhén su:

- Ti€p khach dén lién hé cong tic vGi thl trudng va chudn bi cdc chuyén di cong
tdc cUa thu trubng;

- Gilt vimg lién lac vGi thU trudng trén duOng di cong tdc cUa thU trudng.
HuGng dan mot cach khéi quét cong viéc cla nhlng ngudi thdp ting va thu thdp tinh
hinh khi ho trd vé;

- Lam trung gian trong quan hé dién thoai cUa thU trudng;

- Chudn bi, triéu tap va ghi bién ban cic cudc hop va thdo ludn do thU trudng
tri€u tap.

b. Nhitng nhiém vu thudc quan hé vin ban
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- Phén chia vin ban, tai li€u cho cic b0 phan thudc quyén thl trudng, vao sO cic
vin bdn, tai li€u dén va di;

- Chuyé€n giao vin ban gilta cac b0 phan;

- Gidi quyét viéc trao dGi vin ban don gidn theo chi thi cUa thU trudng;

- Ki€m tra thé€ thlc cdc viin ban trinh thd trudng ky.

c. Nhitng nhiém vu thudc vé t6 chiic cong viéc

- Lap lich hang ngay, tudn, thang cUa thU trudng;

- ThOng ké va ki€m tra viéc thuc hién céc chi thi cUa thd trudng;

- Chiim lo sap x€p phong lam viéc cla thU trudng.

d. Nhitng nhiém vu khdc

- Sap x€p, bdo quan nhiing viin ban, hd sO nguyén tac;

- Bdo cdo mOt c4ch tOng quit nhitng cudc hoi y, nhitng 1an di lién hé cong tac,
nhing su ki€n quan trong trong cO quan, xi nghiép;

- Quan ly thu vién, tu liéu riéng cUa thU trudng; chim lo chuyén tap chi trong
cdc b phan thudc quyén cUa thU trudng;

- T6 chlc mOt sO cong viéc thudc hanh chinh, su vU cé tinh chat c4 nhan (cla
nh(ing b0 phan cUla th( trudng) cic van dé thubc vé phuong tién di 1ai, cdc van dé
thudc linh vuc kinh t€ (trang bi cho vin phong th( trudng);

- Thuc hién mot s cong viéc can thi€t khic do thU trudng giao.

IV. NHUNG PHAM CHAT CAN THIET CUA NGUOI THU KY:
1 - Yéu nghé va cé y thirc vuron lén trong nghé nghiép
Long yéu nghé sé& gitp cho ngU0i thu ky vin phong ludn c6 trach nhi€m va nhiét
tinh v&i cong vi€c; lu6n mubn déng gép vao thanh cong chung cla cO quan va doanh
nghi€p bang nhlig nghiép vu cy thé ma minh dugc giao ddm nhén; ludn tim toi cai
ti€n d€ cong vi€c ngay cang khoa hoc, hgp 1y va c6 hi€u qua cao.
Long yéu nghé ciing s& 13 dOng luc thiic day cic thu ky vin phong khong ngling
phdn ddu vuon 1én d€ dat dugc nhig ndc thang cao hon trong nghé nghiép.
2 - Co y thikc ky ludt, tw gidc va triét d€ trong cong viéc
Tinh ky ludt gitip ngudi thu ky ddm bdo ding gi® lam viéc, nghiém tic chdp
hanh c4c nbi quy, quy ch&, gép phan tao nén su thOng nhat trong hoat dOng cla co
quan.

Tinh tU gidc doi hoi ngudi thu ky ludn ch( dbng trong coéng viéc, ndm viing
nhiém vy cla minh. Ty biét sap x€p va tri€n khai cong vi€c mdt cach hgp 1y; khi gidi
quy€t cong vi€c phai tim cach khac phuc khé khin, trd ngai, tim ra nhi€u hudng, nhiéu
phuong 4n gidi quyét.

Tinh triét d€ gidp ngudi thu ky rén luyén thém y thirc tu gidc va ky ludt.

3 - Can th@n va chu ddo

Tinh c&n thdn ddi hdi ngudi thu ky phdi c6 thdi d0 nghiém tic khi thuc hién

nhiém vu, tranh chU quan, dai khéi, qua loa.
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Tinh chu ddo ddi h6i ngudi thu ky phdi du liéu tat cd céc tinh huOng c6 thé xay
ra khi thuc thi nhiém vy va chudn bi cdc bién phdp, cidc phuong 4n dOi phé va gidi
quy€ét khi can thiét.

4 - Quang giao, c6i mO va biét tu kiém ché khi can thiét

Ngu0i quang giao 1a ngu’dl c&i m@, hoa nh3, vui vé&, chl dOng trong giao ti€p va
bi€t tan dung cdc co hdi c6 th€ d€ md rOng giao ti€p, mG rOng cdc mOi quan hé cla
minh.

Thu ky viin phong phdi chl dOng trong giao ti€p, qua giao ti€p gitip cho ngudi thu
ky c6 thém nhi€u thong tin, hoc hodi thém nhi€u kinh nghi€m, tyU di€u chinh minh cho
phtt hgp vGi cidc mOi quan hé & trong va ngoai cG quan.

Tinh cOi m0, vui v€, t€ nhi va ding muc cla ngUdi thU ky vin phong trong giao
ti€p con gép phan gy thién cdm, d€ lai nhiig an tugng t6t dep cho khiach dén co
quan, gép phan m& rOng va gilt viing cidc mOi quan hé clia ¢ quan vGi bén ngoai.

5 - Kin dao

Pay 1a pham chat ddc biét can thi€t cla ngudi thu' ky viin phong. Phdm chat nay
gitip ho bié€t gilt kin nhling tin tUc can thi€t ma do tinh chat cong viéc ho c6 thé dugc
bi€t qua cic thong tin tU vin bdn, tU di€n thoai hodc tU cic cudc hop ma ho dugc
quyén tham du d€ ghi chép hodc thu thap thong tin.

Tinh kin ddo con gitp cdc thU ky vin phong trong vi€c giao ti€p v&i ngudi khéc,
trong vi€c 1uu gilf cac tai liéu, ho so, biét sap x€p tai liéu ngin ndp, gon gang, biét st
dung cdc hé thOng bdo mat thong tin trén may tinh.

6 - Ning dOng va linh hoat

Su ning ddng gitip ngUdi thu ky ludn tim tdi, hoc hoi va cdi ti€n trong cdng viéc,
ludn cO gang d6i mbi vé chuyén mén nghi€p vu d€ dat hiéu qua cao hon., chl dOng
sap x€p cong vi€c cho phit hgp vdi cudng dO hoat ddng clia ca quan.

Su linh hoat rat can thi€t dOi v4i cic thu ky vin phong khi ho dugc giao ddm
nhan cic cong viéc nhu tG chlic hdi nghi, hdi thdo, ti€p khach hodc khi t& chlic cic
chuy€n di cong tac cho cdn b0 va lanh dao cla cO quan.

7 - Tuong tro'va doan két

Su tuong tro s€ gidp cac thu ky vin phong ting cuOng tinh doan két. Va ngugc
1ai, su doan két sé gitip ho ludn san sang biét phdi hgp va tuong trg 1an nhau.

V. CAC YEU TO VE TRINH bO, KHA NANG CUA THU KY:

1 - Ky ning nghi€p vu hanh chinh vin phong:

+ Soan thdo vin ban. Qudn 1y vin ban di-dén, Iuu tr(f ho so, hién dai hod cdng tic
van phong ...

+ SU dung thanh thao mdy tinh, thi€t bi viin phong...

+ Trinh d0 ngoai ng( nhat dinh

+ Ti€p khach

+ Lén lich cong tac

+ Giao ti€p di€n thoai
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2 - Cac ki€n thitc téng quat v& moi mat: kinh t&, phap lut, quan tri , K& todn
tai chinh, tAm 1y xa hOi, vin hoa nghé thuat, ngoai ngl...

3 - Trach nhiém t& chiic cong vi€c mdt cich khoa hoc , 1am cho cdp trén thay
dugc moi viéc trong tam ki€m soat

. Chuong3
THU THAP, XU LY VA CUNG CAP THONG TIN
TRONG NGHIEP VU VAN PHONG

I. THONG TIN TRONG QUAN LY HANH CHINH:

1. Kh4i niém:

Thong tin 1a qua trinh trao d0i gilta ngudi gUi va ngUdi nhan, 12 sy truy€n tin hiéu ,
truyén tin tUc v€ nhimg sy kién, hoat dOng dd, dang va s€ xdy ra cho nhi€u ngudi cling
biét.

Thong tin trong hoat dOng quan 1y 1a tap hop tat cd cic thdng bdo khic nhau vé céc
su kién xdy ra trong hoat ddng qudn 1y va moi trudng bén ngoai c6 lién quan dé€n hoat
dOng quan ly dé, vé nhiing thay d6i thudc tinh cla hé thOng quan ly va mdi trudng
xung quanh, nham ki€n tao cdc bién phép t6 chlic cdc y€u tO0 vat chat , ngudn luc,
khong gian va thdi gian vGi cdc khach th€ quan ly.

Thong tin qudn 1y nha nudc rat da dang, trong d6 thong tin phap 1y chi€m vi trf ddc
bi€t bén canh nhitng thong tin phdn dnh viéc tri€n khai va két qua cUa qu4 trinh quan 1y
x4 hOi. Thong tin phdp 1y tao di€u kién d€ cdc cO quan hoat ddng ding PL hién hanh,
cén thong tin thuc tién cho phép cdc cO quan ti€p can dugQc thuOng xuyén cic nhu cdu
v€ xi h0i , vGi d0i sOng chinh tri-kinh t€ cla dat nudc.

2. Phan loai thong tin:

D& xUr 1y tOt cdc thong tin cdn phdi ndm ving kY thudt phan loai thong tin mot
cdch khoa hoc . Thong tin c6 thé phan loai theo céc tiéu chi sau:

a. Phan loai theo kénh tiép nhén

- Thong tin c6 hé thOng : 12 nhiing thong tin dugc cap nhat theo nhiing chu ky hé
th6ng dd dinh san nhu ban tin hang tudn, bdo cdo thang, quy, hang nim.. .

- Thong tin khong hé thOng : thong tin khong dinh ky, dugc cdp nhat ngdu nhién ,
thudng c6 lién quan dé€n nhiing vi€c bat ngd xady ra khong thé 1uOng trudc duQc trong
qu4 trinh hoat ddng , song doi hdi phdi c6 sU can thi€p gidi quy€t cla ngudi nhan tin

b. Phén loai theo tinh chat, dac diém st dung thong tin:

- Thong tin tra cfu : nhiing ni dung tai li€u c6 tinh quy Udc, VD: nhiing thong tin
phdp 1y ch(ta dung trong cdc vin ban quy pham phép luat., thong tin vé thanh tuu khoa
hoc kV thuat...

- Thong tin bdo cdo : tinh hinh su kién, hoat ddng. C4c nha quan 1y can dugc
cung cap cic ban tin hang ngay, hang tudn, bdo cdo thng, quy...
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c. Phan lo@i theo pham vi cUa linh vuc hoat déng

- Thong tin kinh t&: nh(ing thong tin phdn dnh qua trinh hoat ddng mOi mat cla
linh vuc hoat ddng kinh t€ nhu cdng nghi€p, ndng nghiép, thuong mai, giao thong van
tdi, dich vu, dau tu xay dung, tai chinh ngan hang, gia cd, thi truOng. ...

- Thong tin chinh tri — xd hdi: nhiing thdng tin lién quan dén tinh hinh vin ho4,
gido duc, y t€, dan sO, mdi truOng, an ninh quOc phong, ngoai giao...

d. Theo tinh chét thoi diém nbi dung:

- Thong tin qua kh(r.

- thong tin hién hanh

- thong tin dU bdo

e Phadn loai thong tin theo cdc tiéu chi khdc:

- Theo quan hé quadn ly: thdng tin tU trén xubng dudi, thong tin tUr dudi 1én trén,
thong tin ngang, thong tin lién lac dan chéo

- Theo ngudn thdng tin: thdng tin chinh thlc, thong tin khong chinh thic

IL. VAN PHONG VA HOAT PONG TO CHUC THONG TIN:

1. Yéu cau:

- Thong tin phdi phu hgp

- Thong tin phdi chinh xéc

- Thong tin phai day du

- Thong tin phai kip thoi

- Thong tin phdi c6 tinh hé thOng va tGng hop

- Thong tin don gidn dé hiéu

- Thong tin phdi ddm bdo yéu cau bi mat

2.Quy trinh cdng nghé thong tin:

Cong nghé thong tin la tap hOp cac phuong phédp khoa hQc, céic phUGng tién va
cong cu kY thuat hién dai — chu yeu la ky thuét mdy tinh va vién thong nham t& chur,
khai thac va st dung c¢6 hi€u qud cd nguOn tai nguyén, thdng tin rdt phong phid va tiém
tang trong mOi linh vUc hoat ddng cla con ngUdi va xa hOi. GOm cdc budc sau day:

a. Xdy dung va t6 chirc nguén tin:Cin c( vao yéu cau cla lanh dao va quan ly
v€ thong tin, ti€n hanh x4y dung va t0 chlc ngudn tin

* Tim cdch hi€u mOt cich chinh x4c yéu cau cUa ngudi lanh dao hodc bd phén
can cung cap tin;

- Yéu cau cung c@p thong tin vé van dé gi?

- Pham vi thong tin can phadi cung cap?

- Thoi gian cho phép d€ c6 thé€ thu thdp va chudn bj thong tin.

- Hinh th'c cung cdp tin (Bdng vin ban hodc sao chup céc tai liéu hodc bdo cdo
truc ti€p).

b. Thu thap thong tin:

* NguOn thu thap thong tin bao gOm:
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- Thong tin tU viin bdn, bao gbm: Vin ban tU cap trén hodc tU cdc noi khic gUi
dén (con goi 1a cdng vin dén) va vin bdn do cO quan sdn sinh ra (con goi 1a cong vin
di).Pay 1a nguon thong tin chinh thlkc, quan trong hang dau

- Thong tin tU sdch béo, tap chi, dai phat thanh, vo tuy€n truyén hinh, internet. ..

- Thong tin truy@n mi€ng (qua cédc y ki€n déng gép hodc phdn 4nh tU cdc cude
hop, qua dién thoai, qua trao d6i truc ti€p,

- Thong tin qua khdo sit, do dac, quan sit, phan dodn, tOng hop cic sO liéu ...

* Phuong phép 1ay tin:

- Dboc va ghi chép

- Sao chup mOt phan hodc toan bd vin ban, tai liéu

- ThOng ké s0 liéu, tinh ty 1€, tinh x4c sudt.

- Po dac, quan sét, so sanh va d6i chi€u thong tin.

Tuy nhién, di1 4p dung phuOng phdp nao thi cdc thong tin déu phdi cé ghi rd xudt
x( d€ tién cho lanh dao hodc cic bd phan quan 1y c¢6 thé xdc minh, tra tim khi can
thiét.

c. Nghién cQu, phén tich va x@ ly thong tin:

- Tap hgp va hé thOng ho4 thdng tin theo tUng van dé, linh vuc:

+ Thu ky VP phdi c6 kha niing tém tat tin va phan loai thong tin theo nhém nhu
thong tin kinh t&, thong tin chinh tri- xa h0i, thong tin qua kh(, hién tai, du déan.. ..

+ tém tat nhing thong tin co ban, nhlig thong tin mdi, thong tin ¢6 di€m khic
biét vGi nhing thong tin trudc

- Phan tich va ki€m tra d§ chinh x4c cUa céc thong tin, tinh hgp 1y cUa céc tai

liéu, sO liéu: xdc dinh dO tin cdy cUa cdc nguln tin, 1y gidi duQc sU mau thudn gilra cdc
thong tin (n€u c6) va chon ra nhiing thong tin day dU hon, c6 d0 tin cdy cao hon, chinh
1y chinh xdc tai liéu, sO liéu

d. Cung c8p, ph@ bién thong tin: thong tin phdi duQc cung c&p nhanh chéng, kip
thoi, ding d6i tugng bang cdc hinh thic thich hgp nhu: phd bién tai hdi nghi, vin ban,
qua cac kénh thong tin dai ching.

e. Bdo quan. luu trit thong tin: Viéc bdo quan va luu trlt thdéng nham dam bao
cho tai li€u thong tin khong bi hu hdng va phuc vU cho cong tdc hang ngay va lau dai .

Viéc bdo quan , luu tr(f thong tin cn dugc bdo ddm vé ca sG vat chat, nhiing
thiét bj tién tién...
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Chuong 4.’0
HOACH PINH VA KIEM TRA
CONG VIEC HANH CHINH VAN PHONG

L. HOACH DPINH CONG VIEC HANH CHINH VAN PHONG:

1. Khai niém:

Hoach dinh 14 ch(c ning cUa quan tri, bao gOm cac hoat dOng x4c dinh ra cic
muUc tiéu cho tuong lai va cic phudng ti€n thich hgp d€ hoan thanh cdc muc tiéu
d6. K&t qua cla hoach dinh 14 xAy dung k€ hoach, chuong trinh cong téc.

Hoach dinh HC-VP bao gbm viéc thu thdp thong tin , x( 1y thong tin, st
dung ching va tri€n khai cic budc thuc hién.

2. Tam quan trong cla hoach dinh:

“Trong kinh doanh néu ban khong 14p k& hoach thi c¢é nghia la ban dang
chudn bi mOt ké hoach dé€ that bai” (Crawford H.Greenewalt). Hoach dinh gitp
cho:

- Gidm thi€u lang phi cdng sUc, thdi gian, ti€én bac.

- Tranh viéc tring 1ap va gidm chan nhau

- Gidp ngu0i thuc hi€n thay rd muc tiéu, hubng di

Bat kY cap quan tri ndo ciing phdi 1am cong tdc hoach dinh. Cap quan tri
thap thi hoach dinh mang tinh tic vU, tic nghi€p (hoach dinh HC-VP), cdp quan
tri cao thi hoach dinh mang tinh chi€n lugc.

3. Phan loai hoach dinh:

a. Hoach dinh chién luoc (strategic planning):

L3 dé ra k€ hoach t6ng quit cho toan cong ty, cé tinh chat dai han (trén 5
nim) va do nha qudn tri cao cap thuc hién.

b. Hoach dinh chién thudt (Tactical planning):

12 d€ ra cdc k€ hoach tOng quét cho cdc bd phan chuyén mdn, cé tinh chat
trung han (tU 1 dén 5 ndm)va do cap qudn tri trung gian thuc hién

c. Hoach dinh tdc vu, tic nghi€p (Operational planning):

La dé ra cdc k€ hoach cu thé cho moi hoat dOng sdn xudt, kinh doanh, dich
vU (trong d6 c6 hoach dinh HC-VP) va do cap quan tri tuyén co sé thuc hién.
ThGi gian dudi 1 nam.

4. Cac cin ctt hoach dinh:

- Chu truong, duOng 10i, chinh sach cla Pdng va phap luat cla nha nudc;

- Cé4c chi tiéu cla Nha nudc , quy€t dinh cUa cap trén truc ti€p;

- Yéu cau thuc t€& dat ra trong tUng giai doan lich s tuong Ung v3i chlic ning,
nhiém vy cuy thé cUa ting cO quan.
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- Chuong trinh, k€ hoach dai han, trung han, ngdn han cla cO quan, t6 chif,
doanh nghiép.

- * Ngoai ra con phai quan tam nghién cGu nhimg van dé sau:

- Tinh hinh giao dich v&i céc cO quan khéc

- Sy trudng thanh va phit tri€n cla td chlic cong s&

- Suthay d6i nhan sy (Iinh dao, bién ché...)
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- Nhimg bi€n dOng chinh tri, kinh t&, xa hi néi chung c6 tic dOng dé€n hoat dOng
cUa cO quan, doOn vi.
5. Cac cong cu hoach dinh:

Céc cdng cU hoach dinh HC-VP bao gbm céc du 4n 16n, nhd khic nhau. MOt sO

cong cy d€ 1én k& hoach va lich cong tic hang ngay la:
- Lich th0i gian bi€u cong tac (lich 1am viéc);
- SO tay, sO nhat ky;
- Lich d€ ban, treo tuOng.

MALL: Bang danh sich cac viéc phai lam trong ngay

COMPLETED
1) 7]
2) ]
3) ¥ ]
MAU: Lich théi gian bigu cho Giam dée & Thur ky
GIAMBPOC |  THUKY

8:00 = 8:15 Hem xét ke hoach trong noay

8:15 - 8:45 Hop giao ban

8:45 -10:15 | Tiép khach Soan CV phic dap

10:15 - 11:158 | Xem cac ban twdng trinh | Cdng vieéc HCVP

Ngay nay, cdc Ung dung san c6 trén céc Trang Google, Yahoo gitip ngudi

dung Internet hoach dinh céng viéc trong ngay, tudn, thang dé dang, thuén tién va

khoa hQc.
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LICH LAM VIEC CUATRAI 14.00

Tasks

Add | Settings 15:00

Other calendars

HCVP tai Bao tang

6. Nghi€p vu t6 chttc 1 ngay lam viéc:

a. Lén lich lam viéc:

- Lich 1am viéc cUa lanh dao

- Lich lam viéc cUa vin phong

- Lich 1am viéc cUa c4 nhan

b. MOt 56 cong viéc thuc hién hang ngay cla nguoi thu ky:

1. Khéi ddu ngay lam viéc:

- Pén vin phong 1am viéc ding gi0, tOt nhat nén dén sGm vai phit dé:

+ MG clra phong, ban 1am viéc, céc t0 hO s0, ki€m tra di€n thoai;

+ Ki€m tra phong 1am vi€c cUa linh dao: nhiét d0, m& mdy lanh, m& den ,
sap x€p ban lam viéc, xé lich;

- Khén truong gidi quy€t viin ban di, viin ban dén

- Khi 1anh dao xem va cho y ki€n gidi quyét cdc vin thu, td trinh, thu ky
chuy€n giao ngay cho céc cd nhan, don vi c¢6 trach nhi€m thi hanh, d0ng tgho72i
phai ghi vao sO tay cUa minh nhing céng vi€c dugc giao.

2. Lén k€ hoach lich lam viéc trong ngay:

- Lén k€& hoach cong tic trong ngay:

C6 3 loai lich 1am viéc trong ngay:

+ Lich lam viéc hang ngay cUa Thu ky;

+ Lich 1am viéc hang ngay d€ trén ban cUa lanh dao;
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+ Lich b0 tdi cUa ngudi lanh dao.

Céc lich nay phdi luon dugc thOng nhat véi nhau.

Ngay chi€u hom trudc, thu ky xem 1ai céc lich tudn, s6 tay d€ 1én k€ hoach
cho hom sau. Cong viéc trudc tién cla buli sang va ki€m tra 1ai 3 lich , di€u
chinh, bG sung kip thdi d€ 3 lich nay luon thOng nhat.

- Lich ti€p khach:

+ Thu ky can xé&p lich ti€p khach hang ngay cuing v6i lich 1am viéc ngay.

+ Vi cic cuOc giao ti€p mang tinh xa hdi hodc kinh doanh can ghi chinh
x4c ngay gi0 hen, cdc chi ti€t vé quan 4o, 4n mdc, dinh kém theo gidy moi,
chuong trinh cubc hop.

+ Néu dia di€m giao ti€p ngoai cO quan, thu ky phdi tinh cd thOi gian dé
ngU0di 1anh dao khi dén tham du cuQc hop c6 thOi gian nghi ngoi, doc qua tai 1iéu

+ Khi ¢6 cuQc hen gap hodc bdo qua dién thoai, thu ky phdi ghi ngay ngay
hen vao tap lich 1am viéc.

3. Cdc cubc hbi hop trong ngay:

- GUi chuong trinh cuGc hop cho nhitng ngUdi ¢6 lién quan.

- Chudn bi céc tai li€u can thi€t kém theo chuong trinh nhu cic bdo céo, tai
liéu tham khdo...

- MG ho s0O (1 tO bia, 1 bia kep) danh cho m0i cudc hop. Tap hd sO phai
d€y du cdc tai liéu lién quan ndi dung cudc hop va phdi dugc dat trén ban lanh
dao vao dau gid lam viéc mOi ngay.

4. Thuc hién vai tro tro' 1y tham gia qud trinh ban hanh cdc quyét dinh
cUa lanh dao:

Thu ky c6 trach nhi€m thu thap, xU 1y, cung cap thong tin chinh x4c, kip
thOi cho ldnh dao, tham muu, dua ra nhi€u gidi phdp d€ thu trudng ra quy€t dinh
t0i Uu.

Khi c6 quy€t dinh thU trudng, thu ky ho trQ vi€c truyén dat , t6 chlc thuc
hié€n, 1ap ho sa theo doi.

5. TO chitc soan thdo vian bdn: Day 12 nhiém vU quan trong hang ddu.

6. Cdc tinh huéng dét xudt xay ra:

s La nhiing vu viéc xdy ra ngoai du ki€n, bat thudng. VD: M4y hong,

dinh cong, tai nan lao dOng ... Thu ky can xem xét van dé va c6 ciach Ung xU khéo
1é0. Nhanh chéng bdo cdo vGi gidm dc vu viéc d€ c6 bién phap xU 1y kip thoi
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7. Sap xép uu tién:

Cong viéc ddi khi nhi€u va vuot khdi tdm qudn 1y theo lich ngay. Vi vay,
van dé sap x€p cong vi€c Uu tién dugc dat ra va hau nhu thudng xuyén phai
di€u chinh lich 1am vi€c ngay sao cho phu hop.

- Cin cU x4c dinh th( ty Uu tién:

+ Y kién chi dao cla gidm dOc.

+ ThUI ty tham gia cUa k& hoach 1am viéc.

+ Lich ngay cUa chdnh viin phong.

- Th( tu gidi quy€t cdc cong viéc:

+ XE&p th(r tu Uu tién cong vi€c theo A, B, C. Lam xong A r0i 1am B, 1am C

+ Né€u khi cap trén yéu cdu mOt cong viéc gdp, theo han dinh st nit thi dé 1a
Uu tién mOt, cd vin phong can don sUc cho kip thGi han quy dinh.

8. Quan Iy hé so:

Thu ky thuc hién tOt cdng tdc qudn 1y ho s0 tai liéu theo quy dinh cla cong
tac vin thu, luu trr.

€— SO bd phan loai tai liéu, vio s8 ding ky va chuy&n vin ban dén th

trudng don vi, ngudi c6 thdm quyén xU Iy viin ban d€ gidi quyét.

DGi vai tai li€u doi hdi gidi quy€t ngay thi 1ap thanh ho sO “chd gidi quyét”
va ghi sO hO sO vao s6 ding ky ho sO “ch0 gidi quyét”.

9. Tranh thu tiét kiém thoi gian:

Phai biét tranh thU ti€t kiém thdi gian sao cho danh dudgc tU 3-5 phiit/1 gi0,
khodng 45 dén 60p/1 ngay va st dung khodng th0i gian d6 that c6 ich. Vi du:

- Tim hi€u nhng van dé cla cong ty, qua xem hO soO 1uu, trao dGi vGi cic
dong nghiép.

- Lam ngay nh{ng viéc thuGng gdy tin tac vio gi0 cao diém.

- Tinh todn sao cho cong vi€c minh 1am dugc nhanh hon, hi€u qua hon.

- Thu don ban 1am vi€c cUa minh, chi d€ 1ai nhiing th( that can thiét.

- Gitip dG cdc ban dOng nghi€p dang bi “qud tdi” v&i cong viéc, dit phdi 1am
thém ngoai gid.

10. Trdch nhiém cla ngudi thu ky d6i véi nhitng hoat déng mang tinh
chat xa héi cla nguoi linh dao:

Lianh dao cO quan don vi d6i khi tham gia vao c4c hoat ddng xa hbi. Thu ky
c6 trach nhiém gitip lanh dao nham bdo ddm cho cong viéc cla DN va bén ngoai
dugc ti€n trién tOt. Hoat ddng bén ngoai c¢6 th€ 1am thay d6i nhip d0 hoat ddng
hang ngay nhung né gitip cho thu' ky c6 di€u ki€én md rdng quan hé giao ti€p, tich
lity nhitng kinh nghi€m b0 ich.

11. Két thiic ngay lam viéc:
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Khi ngay 1am vi€c sap két thiic, ngudi thu ky phdi ti€n hanh mot sO céc hoat
dOng ti€p theo nhu:

- Hoan chinh cic thu tU, ki€m tra cdc tai li€u kem theo va trinh lanh dao ky;

- X4c dinh d6 khdn cUa tUng loai thu tir, yéu cau b0 phan vin thu chuyén
gé‘)p. A ~ AN X
GUi qua buu dién nhiing thu tU can gUi.

- Ki€m tra 1ai cong vin, gidy t0 gidi quy€t ngay hom sau d€ trinh linh dao
ngay dau gio;

- Lap danh sich c4c khich hen gdp vao ngay hom sau, thong bao danh sdch
dy dén céc nhan vién bdo vé&, nhin vién phuc vu & phong khach;

- Banh mdy danh muc cdc cubc hop va hen gap ngay hom sau va dat 1én ban
giam dOc.

- Khi 1anh dao c6 cuOc hop & ngoai cong sG vio ngay hdm sau, can bdo ddm
c6 dU nhing th(r can thiét (tai li€u, cdc ban bdo cdo, ban chi dan dudng di...).

- Tinh to4n s&m nhing céng vi€c cla ngay hom sau nhu chudn bi hO so gidy
t0, ghi ra gidy nhling yéu cu cla lanh dao doi v&i cic b0 phan

- Thu x€p ban lam viéc, sap xé’p ngin nap cac ho sa, tai liéu, tat den, tat
quat, cdc thiét bi trong phong lam vié€c truGc khi ra ve.

I1. KIEM TRA CONG VIEC HANH CHINH VAN PHONG:

1. Khai niém ki€m tra:

Ki€m tra 12 mOt tién trinh quy dinh c4c hoat ddng cUa t& chlic sao cho két
quad hoan thanh trong thuc t€ phit hgp vGi céc tiéu chudn va muc tiéu ky vong cla
t6 chlc. Ki€m tra nham muc dich:

- Khuy€n khich c4c hoat ddng, hanh vi phu hop

- Ngin chdn, phat hi€n, chan chinh va x( 1y kip thGi nhling hoat dOng, hanh
vi khong phu hop.

2. Mc d6 ki€m tra:

a. Kiém tra chién luoc (Strategic con trol): Bao gbm viéc gidm sét cic yéu
tO moi trudng c6 th€ anh huéng dén khd ning tOn tai cUa cic k& hoach chién
lugc , do cic cap qudn tri cao cdp thuc hién. ThGi gian thuc hién: hang quy, 6
thang, hang nam.

Yé&u t0 mdi trudng dugc phan thanh 2 loai chinh:
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- Méi truOng vi mo: y€u tO chinh tri, kinh t€, vin héa, su phat trién cUa
KHKT, y€u t0 tu nhién... Nha qudn tri hau nhu khong thay d6i dugc cic y€u td
vi mo.

- Méi truOng vi mo: khach hang, dGi thUl canh tranh, nha cung cdp, nha moi
gidi...Nha quan trj c6 thé thay d6i dugc cic y€u t6 vi md nham dem 1ai 10i ich
lau dai va t0i Uu cho t6 chifc.

b. Kiém tra chién thudt (Tactical control):

Panh gid vi€c thuc hién cdc k€ hoach chi€n thuat & cic b0 phan chuyén
mon, giam sat k€t qud theo dinh kY va chan chinh khi can thi€t. Do nha qudn tri
trung gian thuc hi€n hang tudn va hang thing.

c. Kiém tra tdc vu, tdc nghi€p (Operational control):

Giam st viéc thuc hién cdc k& hoach tic vu, gidm sét cac k€ hoach hang
ngiy va ti€n hanh céc hoat dOng sUa sai theo yéu cau.Do cdp qudn tri tuy€n cO s&
thuc hién

3. Phan loai ki€m tra:

- Ki€m tra hanh chinh : ki€m tra cic cong viin, gidy t& dugc hinh thanh trong
qua trinh hoat ddng cla cO quan, don vi, doanh nghiép.

- Kiém tra cong viéc tdc vu/tac nghiép: ki€m tra c4c hoat dong chuyén mon
nhu sap x€p ho so, luu trlt, thong tin lién 1ac va cac hoat ddng hanh chinh trong
cdc tO chlrc dua trén cdc quy dinh, tiéu chudn ban hanh..

4. Phuong phap ki€m tra: 11 phuong phap

- Thanh tra: xem xét, nghién cUtu va dénh gid tinh hinh.

- Ki€m tra ngan sach: mOt cdng cu tOt nhat cho vi€c ki€m tra

- Ki€m tra tap trung: vao mOt van dé cu thé.

- Kiém tra bi€u mau

- Kiém tra bang mdy méc

- Ki€m tra chinh sich

- Kiém tra cdc thU tuc

- Ki€m tra hO sO vin ban

- Ki€m tra c4c ban tuOng trinh, bdo cdo

- Ki€m tra bang cic tiéu chudn

- Ki€m tra bang lich cdng tac.

5. Ti€n trinh ki€m tra:

a. Tién trinh ki€m tra téng quidt:
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