
i,BND HUYEN XUAN LQC
vAx pgoNc

Xudn LQc, ngdy 0) thdng oZadm 2024S6: /TB-VPK
THONG BAo

V6 vigc phAn c6ng nhi$m vg cfra lSnh cl4o, c6ng chrtc vi lao tlQng
hqp tl6ng theo Nghitlinh s6 llll2L22lND-CP ngiry 3011212022
cria Chinh pht co quan Vin phdng HDND vir UBND huyQn

Cin cu Quy6t tlinh s6 4651/QD-LIBND ngdy ll/1212023 cta UBND
huy6n v6 ban hdnh Quy ch6 ldm viQc cria Uy ban nh6n dAn huyQn XuAn L0c,
nhiQm k! 2021-2026;

C6n cfr Quytit <tinh 
"6 

OltZOtZtqD-UBND ngdy l5ll ll20l2 cia UBND
huyQn v6 vi6c ban hdnh Quy dinh tO chtic vi ho4t dQng cria Vdn phong HDND
vd UBND huyQn Xudn LQc;

VEn phdng HDND vd UBND huyQn phgn c6ng nhiQm vp cira ldnh dao, c6ng
chric vd lao ilQng hgp d6ng theo Nghi tlinh sd lll/2022/l'ID-CP ngdy 30fl22022
cria Chinh phri co quan Vin phdng FDND vd UBND huy6n nhu sau:

A. Linh tl4o quin I1f:

1. Ong TrAn Scrn Kim - Ch6nh Vin phdng HEND vd UBND huyQn:

- Di6u hanh toan bQ ho4t dQng cria Vdn phdng HDND vd UBND huyQn;
chiu tr6ch nhiQm tru6c HDND vd LIBND huyQn, Chri tlch HDND huycn; Chu
tlch UBND huyQn, v6 toan bQ hoat d6ng cria Vdn phdng.

.:- Truc ti6p phlr tr6ch c6c lTnh vyc sau: C6ng uic nQi chinh; thi dua khen
thuong; tii chinh, tdi san; ddu tu; xdy dyng co bin; kiiim so6t thri tgc hinh
chinh; c6ng tdc citi cdchhdnh chinh, B0 phQn tiiip nh{n vd tra kiit qui huyQn; qudn
li tei chinh, tdi sAn co quan, hhnh chinh quan tri; tli6u hdnh xe phUc vU LEnh dqo
HDND vi UBND huy6n; xu lj vi ph4m hanh chinh trdn linh vgc php trrich.

- Theo d6i, tham mrru viQc thgc hiQn Quy ch6, Chuong trinh cria UBND huyQn;

- Ld chir tdi khoan ctra Vdn phong HDND vd UBND huy6n.

- Kj cric vdn ban th6ng b6o j kiiin cta Cht tich, cric Ph6 Chrl tich UBND
huygn, c6c vdn bdn cria Vdn phdng thuQc linh vgc phq tr6ch.

- ThUc hiQn c6c chi d4o kh6c do Chrl tich HDND huyQn, Chri tich LIBND
huyQn, Ph6 Cht tich HDND, UBND huyQn phdn c6ng.

2.}ngPhan Cao Ldm - Ph6 Ch6nh Vin phdng HDND vd UBND huyQn:

- Tham muu gitp Ch6nh Ven phdng, chlu tr6ch nhiQm v6 c6c linh vgc
dugc giao.

- Tr.uc ti6p phg tnich crlc linh vuc: T6ng hqp; c6ng tric HDND huyQn; v6n
h6a xd hQi; n6ng, lAm nehiQp, x6y {mg N6ng th6n moi; kinh ti5 t{p th6; c6ng
nehiQp, ti6u thrl c6ng nghiQp, thuong mai dich vp; giao th6ng; C6ng Th6ng tin diQn
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tir cria LIBND huygn; c6ng t6c vin thu ltru trfi xu lf vi pharn hdnh chinh tr€n linh
vgc phu tr6ch.

- Kj thav Ch6nh VEn phdng c6c vin bdn th6ng b6o y kiiin cira Cht tich,
cric Ph6 Chi tlch HDND, UBND huy6n, c6c v6n b6n ctia \'6n phong thu6c linh

4rc phq tr6ch.

- Thpc hi(in c6c chi d4o kh6c do Chri tich HDND, UBND hu1'6n, Ph6 Chu

tich HEND, UBND huyQn, Ch6nh Vin phdng phAn c6ng.

- Tham mrru lich c6ng t6c tuAn cira UBND huyQn.

3. 6ng Hodng Vin Nim - Ph6 Ch6nh Vin phdng HDND vd UE;ND huy€n,

- Tham nruu gitip Ch6nh Vdn phong vd chlu tr6ch nhiQm v6 c6c linh vuc
dugc giao.

- Tryc ti6p phg tr6ch c6c linh v.uc: DAt dai, tai nguy6n. m6i tnrdng, khoang

san; b6i thubng h5 trq t6i dinh cu; ti6p c6ng ddn, xu lf don thu; xu l;f vi ph4m hdnh

chinh tr€n linh vr"rc php trrich.

- Kf thay Ch6nh Vin phong c6c vdn birn th6ng b6o i kir5n cia Chir tich,
c6c Ph6 Cht tfch HDND, UBND huygn, c6c vdn b6n cria Vdn phorrg thuQc linh

4rc phg tr6ch.

- ThUc hiQn c6c chi d4o khric do Chir tlch HDND, UBND huyQn, Ph6 Cht
tich HDND, UB]{D huyQn, Ch6nh Vdn phdng phAn c6ng.

B. Cin b0, C6ng chri'c, Nhin viOn hqp ddng theo Nghi tlinh s6 tOt:
I. BQ ph{n T6ng hqp:
1. NhiQm vu chung:

Tham muu t6ng hqtp ho4t dQng cira HDND huyQn, UBND huyQn; Chi
tich LIBND huypn vC chi d4o, di6u hanh ho4t dQng kinh t6. x6 hQi, qu6c phong,

an ninh, xAy dprg chinh quy6n vd cung cdp th6ng tin phqc vu qu6n ly vd ho4t

dQng cta HDND. UBND vd c6c co quan nhd nu6c 6 dia phuong.

2. NhiQm vu cu th6r

2.1. Bit Ki0u Thi Hgi - Chuy6n vi6n: Tham muu linh vgc V,in h6a - Xd
hQi, d6n tQc; c6n61 t6c d6n vQn chinh quy6n vir thgc hign dAn chir 6 co'quan.

2.2. 6ngNguy6n Cao Cudng - Chuy6n vi6n: Tham muu linh vrrc xAy dlmg
co b6n; diu tu, d,ranh nghiQp; quin lf trat t.u xay dpg; giao th6ng v{n t6i; c6ng t6c

quy ho4ch phqc 'r'u ph6t tri6n kinh t6 xd hQi; UOi ttru<rng, h5 trq t6i dinh cu.

n. 6ng 1'rAn Anh TuAn - Chuy€n vi6n: Tham muu linh v*c khOi nQi

chinh, t6n gi6o; c6ng t6c thi dua khen thudng; an toirn giao th6ng; t6ng hgp h6
s<r giao ban, thanr dU hsp giao ban tuAn vd tham muu th6ng b6o k(it luAn cu6c
hgp giao ban dAu tuAn.

2.4. Bit N5SryEn Thi ThAi Thanh - Chuy6n vi€n: Phq tr6ch c6ng t6,c k6 to6n,

quan ly tdi chinh. riri s6n co quan Vin phdng HDND vd UBND huyQn; tham mrru

thgc hiQn c6ng t6c hanh chinh quan tr!. Theo ddi tham muu Chanh VAn phong di€u

xe phgc vq l6nh dao HEND, UBND, hflu c6n, nQi vg c6ng sd.

2.5.6ngFI6 Trung Kim - Chuy6n vi6n: Tham muu t6ng hgp tr€n linh vqc
khoa hgc vd c6ng nghQ, c6ng nghg vd th6ng tin, c6i crich hdnh chinh, chuy6n d6i
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s6; thuc hiQn c6ng tic kiiSm sodt thri tgc hanh chinh huyQn, co chi5 mQt cua, mQt cua

li€n th6ng huyen; B0 phAn tii5p nhfn vd tr6 k6t qu6 huyQn.

2.6. BirVy Th! Nhung - Chuydn vi6n: Tham muu, t6ng hgrp c6c ho4t dQng cua

HEND; tham mrru LIBND huyQn vdn ban chi d4o vd t6ng hgrp brio crio tr6 loi phan

iffi, ki6n nghi, y kii5n cir ti; ki6m thri qu! co quan.

2.7. 6ng L6 Trung Tin - Chuy6n vi6n: Tham mrru linh vyc quan ly d6t
dai, tii nguy6n, m6i trudng, khoing sin; thu hii d.fu tt5 thuc hi6n c6c dg 6n dAu

tu; quy hoach, k6 hoach sir dung d6t; giii quy6t h6 so, thir tuc hdnh chinh; ph6i
hqp gini quy€t tranh chdp v€ <l6t dai, tiri nguy€n, m6i trudrng, kho6ng siur.

2.8. BirNguy6n Thi.Khuy6n - Chuy6n vi6n: Tryc tiiip c6ng d6n; tiiSp nhan,
phAn lo4i, tham muu chuy6n, chi d4o xri lj, theo d6i k€t qua gi6i quy6t don thu;
tham mrru x6y dpg b6ro,crlo cdng t6c ti6p c6ng d6n, ki5t qui giii quytit don thu
phdn rinh, ki6n nghi, khi6u n?i, t6 c6o; c6ng t6c tu ph6p. Tham mtru xri phqt vi
ph4m hdnh chinh linh vgc qu6c phdng, an ninh, tr6t t.u an todm xE hQi; phdng,
ch6ng tQ nan xd hQi; phdng ch6y, chfta ch6y.

2.9. Ong UO.ttrantr TAn - Chuy6n vi6n: Tham mtru linh v.uc tai chinh, tai
s6n; c6ng nghiQp, ti6u thir c6ng nghi6p, thuong mqi dich vg.

2.10. Bit TO Thi Thty - Vi6n chric biet phAi: Tham muu linh 4rc n6ng
nehigp, lam nghiQp, n6ng thdn mdi, kinh tC t$p th6.

Luu f: Ngodi c6c nhiQm vU duo. c ph6n c6ng n6u tr6n c6c chuy6n vi6n trong
bQ.phan t6ng hqp c6 tr6ch nhiQm tham muu xri ph4t vi phqm henh chinh, cu0ng
ch6 thi hdnh quyiit dinh xri phqt vi phpm hanh chinh tr6n linh vgc phg tnich; dting
thdi, ph6i hgrp voi bA Vy Thf Nhung tham muu tr6 loi ph6n rinh, f.ki6n, ki6n nghi
cria cri tri. Theo d6i, d6n tl6c viQc thyc hiQn c6c f ki6n chi d4o, k6t luin cta Cht
tlch, Ph6 Chrl tich UBND huyQn vd c6c c6ng viQc kh6c do lSnh d4o Vdn phong
ph6n c6ng.

II. BQ phin vin thu, luu tr&:
1. NhiQm vg chung: Thpc hiQn thi5ng nh6t c6ng t6c vdn thu luu trt theo

quy dinh cria ph6p lu{t.
Vnn bin cta co quan, t6 chric phii dugc so4n th6o vd ban hdnh dung thAm

quyAn, trinh tg, thri tqc, hinh thtic, th,5 thric vd k! thu4t trinh bdy theo quy dlnh
cia phrip lu4t.

Vdn ban di. vdn ban tli5n cta co quan phii dugc qu6n li t{p trung t4i,vdn
thu d6 lam thri tqc tii5p nh4n, deng Fi trong ngdy vd chuy6n giao chim !!,1 11

ngdy ldm viQc ti6p theo. Vdn bin d6n c6 c6c mric dQ khdn: "H6a t6c", "Khan"
phii dugc <leng ky vi chuy6n giao ngay.

2. NhiQm vg cg th6:

2.1. Bit Le Thi Hoan - Chuy6n vi6n: Phg tr6ch v6n b6n tli5n, in 6n s6 ven

bin diin tr6n hQ thting phin mAm I-Office Plus, mail D6ng Nai. C6ng t6c luu trir,
T6ng hqp b6o c6,o c6ng t6c v6n thu luu trt dinh k) hdng thriLng quy nim'

2.2. BitTrinh Thi VAn - Chuy6n vi6n: Phr,r tr6ch vdn b6n ili (bao gdm tr6n

hQ thl5ng ph6n m6m l-Office Plus vd cdc v6n ban gi6y). Phiii hqp ba LC Thi

Hodn b6o c6o c6ng t6c vdn thu luu trt dinh k! hang th6ng, quy, nim.



III. B0 phin phgc vg:
1. NhiQm vg chung: T6 chuc quan l;i co quan dAm biro xanh, s4nh, dgp,

an todn tir ngodi vdo trong, tu trong ra ngoiri. Phgc vg voi tinh thAn tr6ch nhigm
cao, cht d6ng, trr giric, thudng xuydn. Tric phong nhanh nhgn, nghi€m chinh.

2. Nhi$m vr; cg th6 :

2.1. 6ng Phtrng Vdn Phric: Phu tr6ch chu6n bi hQi truong, hQ th6ng thi6t
bi 6m thanh, 6nb s6ng dO phgc v9 t4i c6c cuQc hgp, hQi nghi cta UtlND, HEND
huyQn; b6o tri, bio du&ng, v{n hdnh tru sd, trang thiet bi, miy m6c rhqc vp ho4t
dQng cria co qua.n.

2.2.BirBr)i Thi U6c: Phgc ru nu6c ui5ng tei c6c cu6c hgp Ban ri6p c6ng ddn

huy€n, don dep r'6 sinh khu v.uc B0 ph{n tiiip nhfn vd tri k6t qu6 huyQn, b0 phan

giii quy6t tht tU,: 86o hi6m xd hQi, Nhd c6ng 4r; phdng tr.uc ldnh dao huyQn.

2.3. Bit Nguy€n Thi Neoc Li6n: Don dep v0 sinh khu vuc tru sd UBND
huyQn (N1ii vt1; I,ao dQng - TB vd XH, Kinh ft vd Hq tdng),thu vgc thuQc try so.

UBND h:uygn t'Vdn phdng HDND vd UBND huyQn, Phong Tdi chinh - K€
hoqch, Thudng t"uc vd 02 ban IIDNP h"y€").QuAn llf cdn tin phur: vu cho c6n

bQ c6ng nh6n viOn chric nhu cdu thi€t y6u. Qu6n lj, sir dqng tdi s:in hi6u qu6,

thi6t thgc.

2.4.,Bir N5iuy6n Thi Ngqc Lan: Phqc vp n6u 6n vd phq tr6ch vQ sinh khu
v.uc nhir b6p, khu 1,us thuQc try sd UBND huyQn (Thanh tra huyQn, ,Dhdng N6ng
nghigp vd Phdt tri€n n6ng th.6n, Phdng Ddn tpc, Phdng Vdn h6a vi Th6ng tin,
Phdng Tu phdp, Bp ph,jn t6ng hqp Vdn phdng HDND vd UBND huygn), L,hu

vgc nhd xe LJBND huygn. QuAn ly, sti dgng tdi sdn hiQu qu6. thi6t th1rc.

2.5. Bir L€ Nggc Anh: Phuc vu nu6c t4i c6c cuQc hqp UBND huyQn vd
dgn dgp vQ sinh t'hdng hgp UBND huyQn, phong ldm viQc cta Chir tich, c6c Ph6
Chir tlch UBND huyQn; Thuong truc vd 02 Ban HDND huyQn; khu vqc HQi
trudng UBND huyQn.

2.6.}ngtld Ngoc D6ng - Nhdn vi6n bdo vQ.

2.7.6ngNghi6m Trung Thio - Nhdn vi6n b6o vQ.

2.8. 6ng Nguy6n Vin Son - Nhdn vi6n blio vQ.

*** NhiQm vg cg th6 cria 03 tldng chi bio vQ:

- Thpc hi(n cn6 aq Uao vQ trq sd UBND huyQn vir nhd c6ng vp, b9 ph4n
01 cta cfra huygn 24/24h theo lich phAn c6ng cta Vdn phong hdng th,ing;

- Quin llf chAt chC ngudi ra vio co quan theo quy dlnh;

- Thudng ruy6n ki6m tra ho4t dQng hQ thi5ng tliQn, nu6c xung quanh tru
sd UBND huyQn va nhi c6ng v1;, B,Q phan tii5p nhan vd trd k6t quA huy6n, khi c6
sg c6 xdry ra klp thdi b6o c6o, d6 xudt l6nh d4o V6n phdng d€ chi d4o, xu lli;

- Hang.tuAn ki6m tra v6n hdnh h€ th6ng phdng ch6y, chta chriy drlm bAo

sri dpng khi cdn;

- Chir dQng thuong xuy6n tuAn tra kiiim tra xung quanh co quan, nhAt ki
viro ban d6m. Ngr:iri ra, thuc hiQn mQt sil nhi€m vg dQt xudr do l6nr d4o ph6n
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c6ng giii qry6t khi dugc y6u cAu.

2.6. 6ngHoang Nggc Thir - NhAn vi6n l6i xe: V4n hanh vd bAo qu6n xe o

t6 c6ng vg bi6n s6 604-003.63.

2.7. OngKim Vang - nh6n vi6n l6i xe: Vfln hdnh vd b6o quin xe 6 t6 c6ng

vp biiin si5 ooe-oot.zg.
2.8. Ong.Ng6 Duy Khanh: Nhdn vi6n Lii xe vdn hdnh vi b6o quin xe 6 t6

c6ng vp bi6n s6 60A-000.96.
*** Nhigm vg cg th6 cria 03 tldng chi l6i xe: Dim b6o vin hanh xe an todn,

dirng thoi gian, dfa tliiim, quan ly, gift gin vQ sinh xe s4ch s6. Dinh kj'tham muu

b6o du0ng xe theo quy tlfnh. Xe dua d6n l6nh d4o ph6i c6 m{t tru6c gid kndi hnnh

it nh6t ld is pt,it.m.rong xuy6n ki6m tra xe tru6c khi di, l6i xe an todn.

C. T6 chrfrc thgc hiQn

Dri thuan lgi trong c6ng t6c chi dqo, tham muu cho c6c d6ng chi Thuong
trsc HDND huyQn, d6ng chi Chri t!ch, c6c d6ng chi Ph6 Cht tich UBND huyQn;

Ch6nh Vdn phdng phdn c6ng:

l. Theo ddi lfch c6ng t6c, d6n di5c chu6n bi tdi liQu phr,rc Ju vd nhfln i
ki6n chi dqo cria Chri tich UBND huyQn: Linh dao Vin phdng:-Ong TrAn Son

Kim, 6ng Hoang Vdn NEm; chuyEn vi6n Vdn.phdng: Ong Nguy6n Cao Culng,
bd Nguy6n Thi Th6i Thanh, 6ng TrAn Anh TuAn, 6ng HO Thanh Tdn.

2. Theo d6i lich c6ng t6c, d6n tl6c chu6n b! tdi liQu phuc vu vd nhan y

ki6n chi ilpo cria dting chi Cht tich, Ph6 Chir tich HDND huyQn: Ldnh d4o Vdn
phong: 6ng Phan Cao LAm; chuydn vi6n Vdn phdng: Bd Vy Thl Nhung.

3. Theo d6i lich c6ng t6c, d6n tt6c chuAn b! tdi liQu phpc vq vd nh4n y
kiiln chi dpo cta d6ng chi L€ IGic Son - Ph6 Chri tich LIBND huyQn: Ldnh dqo
Vin phdng,: Ong Tr6n S<m Kim, 6ng Phan Cao Ldm; chuy6n vi6n Vdn phdng:

Ong Nguy6n Cao Cuong, 6ng H6 Thanh Tdn.

4. Theo d6i lich c6ng t6c, tl6n di5c chu6n bi tdi li€u phqc vu vd nh{n 1i

ki6n chi d4o cta d6ng chi Hulnh Thi Lenh - Ph6 Cht tfch UBND huyQn: Ldnh
d4o Vdn phdng: 6ng Phan 9ao Ldm; chuy6n vi6n VIn phdng: Bd Ki6u Thl Hqi,
6ng H6 Trung Kim,6ng Tr6n Anh TuAn.

5. Theo d6i lich c6ng t6c, d6n dlic chuAn bi tdi liQu phsc vu vd nh4n i
ki.!n chi d4o cta tl6ng chi Nguy6n Vdn Linh - Ph6 Cht tlch UBND huyQn: Linh
d4o Vin phdng: Ong Hoing Vdn Ndm; chuy6n vi6n Vdn phdng: Ong L€ Trung
Tin, bd Nguy6n Thi Khuydn; vi6n chric biet phei - bd T6 Th! Thty.

6. C6n b0, chuy€n vi6n theo d6i tham muu tr€n cric linh vgc ph6n c6ng
phg tr6ch c6 tr6ch nhiQm t6ng hqp cdng t6c trong tuAn, nhimg viQc d6 tham mtru
xir lj, nhirng kh6 khdn cin dA xu6t cho l6nh d4o vin phdng phg tr6ch linh vr,rc

nim t6ng trqp Uao crio t$p th6 lanh d4o HEND, UBND huyQn. D6ng thdi ph6i

hqp chaichE vdi nhau ctng tham muu thgc hiQn c6ng viQc nhim b6o. d6m hoirn

thanh nhiQm vu duoc giao. Thdi gian b6o c6o tru6c 16h tht 6 hang tudn. Tap th6

l6nh tl4o vdn phdng hQi i denh gi6 ho4t itQng trong tuAn vio hic l6h ngdy thri 6.

Ngodi c6c nhiem vU cU th,5 da dugc ph6n c6ng n€u tr6n, c6n ct vito tinh
i

hinh thuc t6 vi y6u cAu nhiQm v9 c6ng t6c, Ldnh d4o Vdn phdng xem x6t phAn
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c6ng vir giao th6m mQt st5 nhiQm vp c6ng t6c dQt xu6t khric d6 bio tl6m hodn
thanh nhiQm vr,L cta co quan. Trong qu6 trinh thuc hi6n, tiy theo tinh hinh thqc
til vd y6u cAu nhiem vU, VAn phdng HDND vd LIBND huy6n xem x6t di6u chinh
nQi dung th6ng b6o cho pht hqp.

Th6ng b6o ndy thay th6 Th6ng Uao sO tS:ltg-VP ngdy 31l8li:.023 cta Vdn
phdng HDND vir UBND huy6n./.

Noi nhQn:
- Thudng truc HDNI) huyQn (brio c6o);
- Cht tich, cric PCT IJBND huyQn (b6o cio);
- VIn phdng HuyQn iry:
- tinh dao, CC, NV \1'. HDND vi UBND huyQn;

- Tht truong cric co quan, don vi thuQc huyQn;
- Chu tich UBND cir: x6. thi tr6n;
- Luu: VT-TH (cric J<hdi).

CHANH v,+N prrr)Nc

n Son Kim


