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LO1 GIOI THIEU

Gi¢i thiéu Dw an

Trong nhitng ndm gan day, Bé phan Boi duwéng va Nang cao nang luc
(HCD) clia T chirc Hop tac Phat trién Birc GIZ da phat trién moét hinh thirc
dao tao nang cao nang lwc mai, theo dinh hwéng nhu ciu, nham ciing cb
va phat trién nang lwc quan Iy va xay dwng chinh sach cho cac can bd Ianh
dao va quan ly hién dang cong tac tai cac Vu, Cuc trwc thudc Bo Y té ciing
nhw cac co s& y té, dé cung chung tay gidi quyét cac thach thirc ciia hé
théng y t& quéc gia. V&i tén goi CBEH - Nang cao nang lwc dé mot hé
thong y té hoat déong hiéu qua, chwong trinh dao tao dwoc thiét ké cho
nhom dbi twong hoc vién 1a cac can bd Ianh dao chiu trach nhiém trong
viéc hoach dinh chinh sach va chién lwoc vé hé théng y té cling nhw hanh
chinh y té, t&i tr bdn nwéc & hai chau luc 1a Campuchia va Viét Nam tw
chau A va Kenia va Tanzania tir chau Phi.

1
AN

Khoa hoc vé “Ngubn Nhéan luc Y té” tb chirc trong thoi gian tir 2012 -
2013 la khda thir ba, sau khéa hoc vé “Tai chinh Y t&” 2009/2010 va “Quan
ly Chét lwong Dich vu Khédm, Chira bénh” 2010/2011 trong khuén khé
chwong trinh dao tao trén. Trong khudn khé chd dé& chung cda tirng khéa
hoc, sau nhiéu hoi thdo lay y kién cla dai dién cac co quan hiru quan va
clia cac chuyén gia y té trong nwéc va ngoai nwéc, nhém hoc vién ctia méi
nwéc da thao luan va lwa chon ra chi @& dy an cla nhém minh, phu hop
va déac thu véi diéu kién va bdi canh cla tirng nwéc.

O khoa hoc thi ba, trong khudén khé chi d& chung Ia Ngudn Nhan
lwc Y té, véi trong tam 1a tdng cwéng hiéu qua cdng viéc cla nhan vién
y t&, nhém CBEH Viét Nam vé&i tén goi Ia Nhém Tre Xanh da lwa chon
chl dé& dy an “Tang cuong viéc 4p dung Ban mé ta céng viéc (BMTCV)
nhw mét céng cu quén ly nhdm néng cao hiéu qua céng viéc cta nhan
vién y té tai Viét Nam” dé tién hanh trong subt thoi gian 6 thang thuc
hién dy an tr 01/01/2013 — 30/06/2013. Nhém Tre Xanh v&i 4 thanh
vién va mot diéu phéi vién da thwc hién thi diém dy an tai hai co sé y té
la Trung tam Phong, chéng HIV/AIDS thanh phé Da Nang va Bénh vién
Hiru nghj Viét Drc.

~ Sau khi két thic giai doan trién khai thi diém, dw an da dat dwoc cac
két qua nhw sau:

1. Biéu mau Ban mé ta cong viéc

2. Tailiéu hwéng dan dé xay dwng va sir dung BMTCV
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3. 5—7 viducu thé vé mot sb vi tri viec lam da dwoc xay dwng
BMTCV tai 2 co s& y té néu trén

4. Cac can bo y‘té duwoc lwa chon & hai co sé& y t{é trén dwoc dao tao,
hl’f(yng dan vé cach thirc xay dung BMTCV dé c6 thé tw ap dung
két qua dw an trén dién réng hon

Trong khudn khé tai liéu nay, ching t6i chi xin dé& cap t&i cac két qua
dw an tr (1) — (3). Cac san pham nay da dwoc chuyén gia trong linh vuc
nhan lyc y té va lanh dao cac don vi danh gia cao vé kha ndng ap dung.
Déc biét, cac s&n phdm nay cé thé duwoc sir dung dé hé trg cac don viy
té trong qua trinh trién khai va thwc hién Nghj dinh 41 vé dé an vi tri viéc
lam, ma trong d6 viéc xay duwng BMTCV cho céc vi tri viéc lam la mot cau
phan chinh.

Puwoc sy hé tro clia T chirc GIZ va sw quan tam, Gng ho tir cac chuyén
gia cia Bo Y t&, chung t6i manh dan phat trién ba s&n pham nay thanh mot
Tai liéu hwéng dan “Xay dwng va sir dung Ban mé ta cdng viéc cho nhan
vién y té tai Viét Nam”. Chung tdi hy vong rang tai liéu hwéng dan nay sé
cung cap cho cac nha lanh dao va quan ly cla cac co sé y té tai Viét Nam
mot cong cu hivu ich phuc vu cho céng tac quan Iy ngudn nhan lwc nham
gop phan nang cao chat lwong dich vu y té.

Trong qua trinh xay dwng tai liéu, ching téi da nhan dwoc sy hé tro
nhiét tinh ctia bdé phan Boéi duwéng va Nang cao nang lwc HCD cua van
phong GIZ Ha Néi va nhiéu y kién déng gop gia tri clia cac chuyén gia va
ddng nghiép. Tuy vay, day la cudn sach dwoc viét va xuét ban lan dau, nén
khéng tranh khai sai sét, do vay ching téi rat mong nhan duoc y kién déng
gop cla quy vi ddc gid dé 1an tai ban sau dwoc tét hon.

Gi®i thiéu cubn sach

Quan ly con ngum & mét chirc nang quan trong clia nha quan ly. Khoa
hoc quan tri ngudn nhan lwc ngay cang phat trién gép phan nang cao hiéu
qua hoat ddng ctia cac t6 chirc. V&i muc tiéu nang cao nang lwc va hiéu
qua hoat ddng cac co sé y té thdng qua viéc ap dung cac phuwong phap
quan ly nhan sy chuyén nghiép hon va bai ban hon, dwoc sy giup d& cua
Té chirc GIZ, Nhédm Tre Xanh Viét Nam sau qua trinh né lwc nghién ctu va
ap dung th&r nghiém tai Bénh vién Hiru nghi Viét Birc va Trung tdm Phong,
chéng HIV/AIDS Thanh phé Da Nng tran trong gidi thiéu cubn Tai liéu
hwéng dan “Xay dwng va st dung Ban mé t& cong viéc cho nhan vién y té
tai Viét Nam”.
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Tai liéu gébm 4 phan chinh va phan phu luc:

e Phanl:

e Phanll:

e Phan il
e PhanIV:

e Phan Phu lyc:

Néu cac co s& phap ly dé xay dwng BMTCV va loi ich
cua viéc str dung BMTCV

Hwéng dan cach thire xay dwng mét BMTCV bao gdm
cac nguyén tac xay dwng, cac bwdc tien hanh va cach
viet moét BMTCV

Hwéng dan cach thire sir dung BMTCV tai cac co sy
té & Viét Nam

Hwéng dan phwong phap danh gia thue hién céng viéc
clia can bd va nhan vién

Cung cép cac biéu mau dé xay dung BMTCV va danh
gia thyc hién cong viéc cing nhu mét so vi du cu the
vé BMTC)/ dwa trén viéc ap dung biéu mau trén tai hai
cosdyte

Dé viéc viéc ap dung tai lieu hwéng dan nay duoc hiéu qua, nguoi truc
tiep str dung tai liéu va bieu mau rat can tap huan cho, cu thé la cac can bd
quan ly va cac can bd phu trach nhan sy & cac phong To chirc can bd &

cacco so'y te.

Trong qué trinh bién soan tai liéu hwéng dan nay, cac thanh vién cla
Nhém Tre Xanh da rat c6 gang lwa chon cach dién dat dé hiéu va ngan gon,
tuy nhién tai liéu s& khong tranh khai con déi chd can dwoc cai tién. Chang
t6i rAt mong nhan dwoc gop y clia quy ddc gid va nguoi siv dung.

Ha Nbi, thang 7/2014
Nhom Tre Xanh
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PHAN I: CO' S& PHAP LY VA LQ' iCH CUA BAN MO TA CONG VIEC

1.1. Co s& phap ly

Viéc xay dwng Ban mé ta cdng viéc (BMTCV) la mét quy dinh clda phap
luat di v&i ngudi st dung lao dong. Co thé tim thay cac quy dinh lién quan
dén viéc xay dwng BMTCV cho can bd, cong chirc nganh Y té trong cac van
ban phap luat sau:

- Luat Vién chirc s6 58/2010/QH12 quy dinh vé vién chirc; quyén
nghia vu cla vién chirc; tuyén dung, str dung va quan ly vién chirc
trong don vi sy nghiép cong lap.

- Nghi dinh sb 21/2010/NB-CP ngay 8 thang 3 nam 2010 cta Chinh
phu vé quan ly bién ché céng churc.

- Nghi dinh sé 24/2010/NB-CP ngay 15 thang 3 nam 2010 cua Chinh
phu quy dinh vé tuyén dung, st dung va quan ly cong chtrc.

- Théng tw 13/2010/TT-BNV ngay 30 thang 12 nam 2010 quy dinh chi
tiét mot sb diéu vé tuyén dung va nang ngach céng chirc clia Nghi
dinh s 24/2010/ND-CP ngay 15 thang 3 ndm 2010 cta Chinh ph
quy dinh vé tuyén dung, st dung va quan ly cong chirc.

- Nghi dinh 41/2012/ND-CP ngay 08 thang 5 nam 2012 cua Chinh
phu quy dinh vi tri viéc lam trong don vi sy nghiép cong lap.

- Thoéng tw 14/2012/TT-BNV ngay 18 thang 12 nam 2012 cua B6
Noi vu vé viéc hwéng dan thuwe hién Nghi dinh s6 41/2012/ND-CP
cua Chinh phu quy dinh vi tri viéc lam trong cac don vi si nghiép
cong lap.

1.2. Lovi ich ciia Ban mé ta cong viéc

1.2.1. Déi v&i nha quan ly

Ban mo t& cong viéc gitp cho ngudi quan ly trong viéc td chire thuc
hién coéng viéc, giao nhiém vu cho tirng nhan vién, tranh chdng chéo hay
bd sét cdng viéc, 1a co s& dé kiém tra danh gia thwc hién cong viéc va
mic d0 hoan thanh cbng viéc cia nhan vién. Ngwdi quan ly con dua
vao Ban moé ta cong viéc dé tuyén dung dung ngudi dung viéc va xac
dinh nhitng nang lwc va k§ ndng ma nguwdi nhan vién can dugc phat
trién va bdi dwdng thém.
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1.2.2. Béi v&i nhan vién

Ba&n mo t& cong viéc chi cho nhan vién biét rd nhiém vu ctia minh, biét

duwoc yéu cau két qua cong viéc clia minh la gi; biét dwoc ho can cé nhirng
nang lwc ndo va can phai tham gia vao nhirtng chwong trinh dao tao nao dé
thwe hién dwoc cong viéc cliia minh; va ho can nhitng théng tin khac lién
quan dén vj tri cong viéc hién dang dam nhan.

1.2.3. B4n mé ta céng viéc dwoe st dung lam co sé dé

Tuyén dung va giao viéc: Ban moé ta cong viéc 1a tai liéu quan trong
dinh kém v&i hop ddng lao dong, thé hién sw cam két ctia hai bén vé
trach nhiém va muc tiéu cong viéc. Ban mé ta céng viéc cling chinh
la diéu kién can trong tuyén dung cong chikc.

Mot mat, BMTCV gilp cho nguwdi tuyén dung, thd trwdng co quan,
don vi hiéu rd minh can can bo/nhan vién nhw thé ndo. Mat khac,
BMTCV gitp cho nguwdi nhan viéc biét chinh xac minh can phai lam
gi va thu trwédng mong doi nhirng gi tr ho.

DPanh gia gia tri cong viéc va xép ngach lwong: Can clv vao trach
nhiém, khdi lwong cong viéc, mirc dd phirc tap trong cong viéc,
cwdng do, diéu kién va méi trwdng lam viéc v.v., BMTCV dwoc dung
dé danh gia, so sanh va phan tich cac nhém ngudi lao déng. Nhirng
chirc danh cé cling gia tri cong viéc dwoc xép vao cling mét nhém
lwong. Moi thay dbi vé trach nhiém, khéi lwong cong viéc déu duoc
cap nhat va danh gia lai theo ding thyc té, nham bao dam sy cong
bang va khach quan trong viéc tra lwong.

Panh gia thwc hién va hoan thanh céng viéc: Trén co s& cac
nhiém vu va muc tiéu cong viéc, theo dinh ky nguw®i quan ly va nhan
vién sé tién hanh thao luan, danh gia két qua thwc hién cong viéc.
Thanh tich, khuyét diém ciing nhw nguyén nhan chuwa hoan thanh
déu dwoc hai bén lam rd. Tw do, hai bén sé& xac dinh ra nhirng yéu
diém ma nguoi nhan vién can khac phuc; nhitng kién thirc va ky
ndng chuyén mén ma ngwdi nhan vién can dwoc dao tao phat trién
thém. Hai bén ciing sé thoa thuan cac muc tiéu céng viéc trong ky
danh gia ké tiép. Cac théa thuan va cam két thyc hién (dbi véi nhan
vién) va cam két hé tro (d6i véi nguwdi quan ly) sé dwoc thé hién cu
thé bang van ban. K&t qua danh gia sé la co s& dé xem xét mirc
lwong va dé bat can bo.

Phan tich sw hop ly clia co’ cau t6 chirc, phan céng lao dong va
dinh bién nhan sw: Thong qua hé thong cac BMTCV, ngwdi quan ly
c6 thé nhan biét vé sy chong chéo, trung lap trong viéc phéan céng
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cbng viéc, khoang cach gitra nang lwc thue té clia nguoi lao dong so
véi yéu cau cla cong viéc cling nhw vé sy du thira hodc thiéu hut
nhan sw dbi va&i tirng vi tri viéc lam. Twr d6, két hop véi cac phuong
phap phan tich khac, nguwdi quan ly cé thé diéu chinh lai co céu t6
chirc, dinh bién nhan sy, 1ap k& hoach dao tao cho nhan vién trong
giai doan ké tiép, nhdm dap ng yéu cau kinh doanh va muc tiéu phat
trién cGia doanh nghiép.

Dao tao va phat trién: Thong tin chi tiét vé cac yéu cau nang luc
(kién thtee, ky nang, thai do) trén BMTCV chinh la co s& dé xac dinh
nhu cau dao tao va phat trién cho nhan vién.
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PHAN II: XAY DUNG BAN MO TA CONG VIEC

2.1. Khai niém Ban mo ta cong viéc

BMTCV la mét van ban mé ta nhitng cdng viéc ma ngudi dwoc tuyén
dung cén phai thuc hién trong mét thdi gian nhat dinh. Ngoai ra, BMTCV con
cung cap thong tin ve nhi*ng yéu ciu nang luc va diéu kién lam viéc lién quan
dén vi tri cong viéc ay.

Ban MTCV duwogc xay dwng cho mét vi tri cong viéc cu thé trong bd may
nhan sy ctia mot td chire. Vi tri cdng viéc do6 cé thé do mot hodc mét sé ca
nhan ndm gitr. Ngoai ra, mdt ca nhan cling cé thé ndm gitr mot vai vi tri
cobng viéc cung mdt luc. Viéc thay ddi ngwdi thwe hién cong viéc thuong
khéng lam thay d6i BMTCV. Nguwoi nhan vién dam nhiém cong viéc can cé
dd nang luc thuwe hién cong viéc. Diéu nay cé nghia la ngudi nay phai cd
da kién thire, k§ ndng va kinh nghiém can thiét cho vi tri cong viéc do.

2.2. Y nghia cia Ban mé ta cong viéc trong cong tac quan ly nhan sw

Nhw d& dwge mo ta cu thé trong phan 1.2., BMTCV duwoc st dung lam
co s& cho cac cong tac chinh trong quan ly nhan sy nhw sau:

. Ra quyét dinh Iwa chon va tuyén dung nhan suw.

e B trinhan sw, sép xép phan cong cong viéc va theo ddi thwc hién.
° Danh gia hiéu qua cbng viéc.

e Lap ké hoach phat trién nhan lwc, dao tao va phat trién nghé nghiép.

° Danh gia gia tri cong viéc dé xay dwng thang, bang lwvong.

11
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Lap ké hoach
nhan sw

Khuyén khich &
Gilr nhan vién

PHAN TIiCH _
CONG VIEC VA
MO TA CONG VIEC

Dao tao & Danh gia
phat trién nhan vién

Hinh 1: ich lgi cha viéc phan tich cdng viéc va str dung Ban moé ta cong viéc

Néu duoc thue hién tét, viéc xay dung va st dung BMTCV tai mét co
quan, t0 chtrc s€ gop phan cai thién dang ké cong tac quan ly nhan sy va
tang cwdng hiéu qua sir dung ngudn nhan lyc tai co’ quan/to chirc nay.

2.3. Noi dung Ban mé ta cong viéc

Do dac thu vé quy mo va céch thir t6 chirc ciia mdi co s& hoac don vi
nén BMTCV & cac don vi khég nhau co thé sé khac nhgu vé hinh thirc van
ban. Tuy nhién, mét BMTCV can cé cac ndi dung chu yéu sau:

° Nhan dién cdng viéc: gdm cd cac thdng tin vé chirc danh, ngach bac,
bd phan va ma so cong viéc;

° Cac mdi quan hé trong thwc hién cong viéc: quan hé bao céo, quan
hé bén trong va bén ngoai;

° Muc tiéu cong viéc hay tém tat cong viéc: néu ly do can cé vi tri nay
trong t0 chirc, giai dap cau hdi ve thyc chat cia cong viéc gi;

e  Cac chlrc ndng va nhiém vu chinh trong cong viéc; yéu cau két qua can
dat dwoc;

° Cac quyén hanh va trach nhiém ctia nguoi thuc hién cong viéc;

e  Cac yéu cau vé nang luc dbi véi nguoi thue hién cong viéc.

12
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2.4. Nguyén tic xay dwng Ban mé ta cong viéc
Khi xay dwng BMTCV, can tuan tha cac nguyén tac sau:

. BMTCV nén dugc viét voi ngon nglr mo ta don glan Cac cong viéc,
trach nhiém can dwoc mo ta dé hiéu, rd rang, ngan gon, chinh xac,
suc tich nhwng cu thé va phai day da nhivng chi tiét chinh nhdm dam
bo rang moi nguoi déu cé thé hiéu dwoc day da ndi dung cdng viéc
dwoc mo ta.

. Cac nhiém vu chinh dwoc mé ta theo m(f)t’tr‘lnh tw logic, phl‘.l’ h(_yp VoI
quy trinh thyc hién cong viéc trong thirc té va theo tht tw bat dau tir
nhirng nhiém vu doi héi nhieu thoi gian nhat va’/hoac quan trong nhat.

e Van phong st dung khi mé ta: M& dau méi cau bang cac dong tir chi
hanh dong (xem Phu luc 2), khdng cd chd ngtr. Moi nhiém vu phai
dam bao cé 3 thanh to:

(i) T chi hoat ddng, thwong la mot dong tir hanh dong, vi du: tién
hanh, lam sach, vé sinh v.v.

(i)  Caigi, vidu: nha ctra, thiét bi, dung cy, v.v. va

(i)  Muc dich ctia hoat dong d6 dé lam gi, vi du: dé& chuan bi m6, d¢é
tranh nhiém khuan v.v.

Vi dy minh hoa cho mét nhiém vu hoan chinh: Sat trang dung cy dé
chuan bj trirdec khi mé cho moét bénh nhan viém rubt thira.

. BMTCV cé thé do nhan vién phong nhan sw, ngwdi phan tich coéng
viéc hodc chuyén gia tw van viét. Nguoi quan ly truc tiép ciing cé thé
la nguoi viét BMTCV. Trén thyc té ngwdi quan ly sé lam cong viéc
nay tot hon véi sy hwéng dan, tw van vé ky thuat cia can bd nhan
sw. Can bd nhan sw co thé 1a ngudi xem xét lai BMTCV dé dam bao
rang trong BMTCV da cé day du nhirng théng tin can thiét, phu hop
véi thue té cong viéc.

e  BMTCV can c6 di cac muc va ndi dung (co6 thé tham khdo méu &
Phu luc 1) va dwoc cac bd phan co thAm quyén phé duyét va théng
qua trwdc khi dwoc ap dung chinh thirc dé lam co s& phap ly cling
nhw phuc vu trong cdng tac quan ly nhan s tai co’ so.

2.5. Quy trinh xay dwng Ban mé ta cong viéc

2.5.1. Quy trinh phéan tich céng viéc

Dé xay dung BMTCV, trwdc hét can tién hanh phan tich céng viéc
(PTCV) véi cac bude sau day:
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Quyét dinh st dung théng tin
vao viéc gi

Xem xét cac thong tin lién quan

Chon nhirng vi tri dai dién

Tién hanh phan tich céng viéc

Tham tra thong tin phan tich
cong viéc

Xay dwng Ban mé ta cong viéc

Hinh 2: Quy trinh phan tich céng viéc

Buwoc 1: Xac dinh muc dich cua viéc PTCV, tir d6 xac dinh hinh thirc thu
thap thdng tin PTCV hop ly nhat.

Buwéc 2: Thu thap/xem xét cac thdng tin co ban co sén trén co s& clia cac
so d6 td chire, cac van ban vé muc dich, yéu cau, chirc nang,
quyén han cla t6 chirc va cac bd phan/don vj trong té chirc,
hodc so dd quy trinh cong nghé va BMTCV cii (néu cd).

Buéc 3:  Chon lwa cac phan viéc déc trung, vi tri then chét lam dai dién

dé thwc hién PTCV nhdm lam gidm bét thoi gian va tiét kiém
hon trong thie hién PTCV twong tw nhw nhau.
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Buwéc 4: Tién hanh phan tich cong viéc: Ap dung cac phwong phap khac
nhau dé thu thap théng tin cho viéc PTCV. Tuy theo yéu cau vé
mirc d6 chinh xac va chi tiét clia théng tin can thu thap, tuy theo
loai hinh cong viéc va kha nang tai chinh cha t& chirc ma cé thé
st dung mot hodc két hop mot sé phwong phap thu thap théng
tin ding cho viéc PTCV nhw phdng van, ban cau hdi va quan
sat. Cac thong tin can thu thap cé thé 1a vé cac hoat ddong nghé
nghiép, nhirng hanh vi can cé cla nguwoi lao dong, diéu kién lam
viéc, nhirng d&c diém tinh cach va kha néng can cé dé thuc hién
cong viéc. Thong thuwong ching ta ap dung phiéu thu thap théng
tin (xem Phu luc 3 v& mau phiéu thu thap thong tin).

Buéc 5: Tham tra lai théng tin PTCV: Nhirng thong tin thu thap dé PTCV
can dugc kiem tra lai vé mirc do chinh xac va day du thong qua
chinh cac nhan vién can xay dwng BMTCV.

Buéc 6:  Xay dyng BMTCV. Trong phan 2.5.5 s& co6 hwéng dan cu thé
cach viet BMTCV.

2.5.2. Cdch viét Ban mé ta céng viéc

Ban MTCV dwoc viét theo trinh tw tirng muc véi hwéng dan cu thé
nhuw sau:
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[Tén & Logo ctia Té churc]
BAN MO TA CONG VIEC
Ngay hiéu lyc: ..... [oodoii.

Chutrc danh: Cap trén truc tiép:

(Néu chirc danh cua vi tri trong t6 chirc) | (Néu chirc danh cép quan
ly/giam sat ma vij tri nay phai
bao cao cho)

bon vi: (C6 thé Ia khoa/phong, co s& | Noi lam viéc: (Ghi dia phuong,
y té, co s¢ dao tao v.v.) khéng ghi dja chi)

Loai hop dong: Ngach/Bac: Ma hiéu CV:
Dai han[] Ngan han[]

Quy trinh lam viéc (Néu céac chuén chuyén mén do BYT ban hanh,
chuan, van ban lién | quy dinh vé chirc nang, nhiém vu cua co quan)
quan:

Cap dwéi trwe tiép: | (Néu chirc danh nhitng ngudi ma vij tri chju trach
nhiém quén ly, giém sat, ghi ré sé luong néu cé
hon mét nguoi cé cung chirc danh. C6 thé nhin
so db tb chirc dé thdy nhiing chirc danh bao céo
trure tiép cho vi tri nay)

Quan hé coéng viéc: | Bén trong: Bén ngoai:
Néu tén céc don vi, té
chtec ma vij tri nay cé
quan hé céng viéc toi

TOM TAT CONG VIEC

Tém tét chire ndng chinh cta vi tri, ly do vi sao t6 chirc cén cé vi tri nay, dé
tra loi cho cau hoi: Nguoi thuc hién céng viéc nay lam gi? Két qua mong
muon la gi?
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Vi du: Tém tat cong viéc cla vi tri Giam déc Nhan sw: X4y dung va thuc
hién céc chinh sach va quy trinh nhan sw, huéng dén va gép y cho BGP
va cac cap quén ly dé dadm bao céng tac Iwa chon, phat trién va duy tri
nguén nhén lyc dat hiéu qua.

CHU'C NANG & NHIEM VU

Cac chtrc nang & nhiém vu chinh cua vi tri

[Chdre nang 1]
o Nhiémvu 1
o Nhiémvu 2

[Chdre nang 2]
o Nhiémvu 1
o Nhiémvu 2

[Chdre nang 3]
[ ]

Va cac nhiém vu lién quan khac theo sw phan cong clia cap trén:

Chirc nang la tébng hop clia mét nhém cac nhiém vu. Nhém cac nhiém
vu lai duéi tiéu dé cta chirc ndng néu vi tri thuc hién céc nhiém vu
thuéc nhiéu chirc ndng khéc nhau. Vi du: chirc ndng quan ly, chire ndng
chuyén mén, chirc ndng dw én v.v. Cén bat dau liét ké tur chirc ndng
quan trong nhét.

Néu vi t,ri ch,/’ thylc hién mét chitee nang, nén Iiét ké tL‘lj 6 - 8 nhiém vu co
ban nhat, bat dau tir nhiém vu quan trong, chiém nhiéu thoi ltrong nhat.

Nhiém vu nén dwoc md ta véi cac dong tir hanh dong cu thé nhwng

khdéng phai la dang quy trinh. M6 ta “lam cai gi” ch&r khéng mé ta “lam nhw
thé nao”. Tranh dung nhirtng déng tr moé ta chung chung, dé dwoc hiéu
theo cac cach khac nhau nhw “gilp viéc”, “thu hat” v.v. Nén tham khao
thém danh muc goi y cac dong tir dé viét BMTCV trong Phu luc 2.

Yéu cau két qua mo ta két qua mong doi téng thé clia mot nhiém vu
hodc mdt nhém cac nhiém vu ma nguwoi thue hién cong viéc co trach
nhiém tao ra/mang lai (khéng can néu céc chi sb, b&i cac chi sé6 danh
gia sé duoc xay dung va thay déi theo yéu céu cua tumg thoi ky).
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QUYEN HAN

Néu quyén han tuong tmg véi cac chire ndng va nhiém vu da ghi & muc
trén, cha yéu la:

e Quyén ra céc quyét dinh lién quan téi cong viéc dang thuc thi (vé
tai chinh, nhan sw, chuyén mén)

e Quyén can thiép vao céng viéc clia cap dudi hodc déng nghiép
e Quyén Umg xtr véi cac tinh hubng khéc biét véi quy trinh da quy dinh
e Quyén dai dién khi lam viéc véi doi téc

NHO’NG HOAT DONG DAO TAO CAN THAM GIA

Liét ké nhitng néi dung dao tao bat bubc cho vij tri nay theo quy d’_inh‘ cla
don vj (cac ndi dung chuyén nganh/quan ly/ngoai ng/ ky ndng mém/vi
tinh v.v.)

YEU CAU NANG LUC

Phén nay néu céc yéu cau vé ndng luc can cé dé thuc hién cac nhiém vu
néu & phén trén. Cac yéu céu ndng luc cuia mot cé nhén cén duoc néu &
mirc téi thiéu dé co6 thé bat ddu cong viéc nay. Tuyét d6i khéng mé ta& mirc
dbé hién coé clia mot ca nhan da ndm giik chirc vu nay kha lau.

Trinh dd hoc van: | Néu bang cép tbi thiéu va cac chung chi dao tao

chuyén mén
Kién thirc can Néu cac kién thirc chuyén nganh lién quan can
thiét: thiét, vi du nhw kién thac vé HIV/AIDS, cac quy

dinh phép luét véi nguoi mic bénh AIDS v.v.

Ky nang can thiét: | a. Néu céc ky nidng nghiép vu, vi du nhw ky
ndng tiém truyén, chdm séc bénh nhén déc
biét, ky ndng thao téc méy chup, chiéu
X-quang, may siéu am, ndi Soi v.v.

b. Néu cac ky nang lam viéc chuyén nghiép, vi
du nhw ky ndng lap ké hoach, quédn ly thoi
gian, phén tich va téng hop théng tin, dam
phéan, giao tiép, gidi quyét van dé v.v. dic
tring cho nganh nghé va vi tri nay.
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c. Néu céc ky ndng bé tro’ khac nhw st dung cac
chuong trinh, phan mém, may tinh, ngoai ng¥
(chi néu néu thuere sw can thiét cho céng viéc).

T6 chét: Néu nhiing nadng lyc va pham chét dao dirc can co
0 nguwoi dam trach vj tri nay, vi du nhw vé:
a. Thai dé: tich cuc, chu dong, co trach nhiém,
long nhéan &i, cam théng v.v.
b. T(nh cdch: trung thue, hoa nha, vui vé, hoa
doéng v.v. hay
c. Nang lwe dac biét: kha nang chju ap luc cao,
kha nang phan doan, can nhac thau dao v.v.
Kinh nghiém: Co6 thoi gian cdng tac [ vi tri twong duong] it

nhat ... ndm/thang

Chi néu yéu céu kinh nghiém lam viéc & vi tri turong
duwong hodc kinh nghiém lam viéc néi chung néu
thure sy can thiét cho vi tri.

Yéu cau khac:

C6 thé néu yéu céu vé strc khoé néu mang tinh
quyét dinh cho vj tri céng viéc va néu céac yéu
cau khac nhw dé tudi, khd ndng di céng tac xa
thuong xuyén, kha nang linh hoat, thich &ng voi
méi trong v.v. néu that cén thiét va déc thu cho
nganh nghé.

PIEU KIEN LAM VIEC

Ché lam viéc:

Néu nhiing dja diém lam viéc cy thé cda vj tri nhuw
van phong, khoa budng bénh, dja ban quan ly v.v.

Trang thiét bi:

a. Néu nhiing trang thiét bj cd nhan duoc cap
cho ngudi thue hién cdng viéc (néu co), nhw
may tinh, laptop, dién thoai v.v.

b. Néu nhiing may méc, thiét bj dung trong cong
viéc nhw cac may chuyén dung cu thé, cac
trang thiét bi chung cua van phong (néu cé).

c. Néu nhiing trang bj bdo hé (néu co).

Cac diéu
khac:

kién

Néu nhing tiéu chudn riéng cho vi tri céng viéc
(néu cb) nhw xe dua dén, thé taxi v.v. hay nhiing
diéu kién dac biét nhw méi trurong lam viéc c6 hbéa
chét doc hai/chét phéng xa v.v.
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SO PO TO CHUC LIEN QUAN PEN V| TRi

Chén phén so dé t6 chirc c6 lién quan dén vi tri, thé hién ré mbi quan hé
bao cao voi cap trén va cap dwdi cua vi tri.

CAP TREN TRU'C TIEP

VI TRi CONG VIEC KHAC

(Clung bao cao cho
cap trén trwc tiep)

VI TRI CONG VIEC

VI TRi CONG VIEC KHAG

(Cung bao céo cho
cap trén truec tiep)

CAP DUQ1 TRYC TIEP

CAP DUO1 TRUC TIEP

CAP DUO1 TRUC TIEP

THONG TIN BO SUNG VE VI TRi

- Nhiing thach thiec trong cbng viéc:

- Co hoi phét trién nghé nghiép:

NGUO'l SOAN THAO

CAP TREN TRUC TIEP
cua vi tri

NGUOI PHE DUYET

Ngay: ..... loo.d.....

Ngay: ..... lood.....

Ngay: ..... lo.d.....
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2.6. Tieu chuan danh gia mot Ban mé ta coéng viéc tot
Mot BMTCV tét can cé nhivng déc diém sau:
e  Don gian va ngén gon.

° Khach quan va chinh xac. M6 ta theo cach cong viéc phai dwoc thuwc
hién trén thuc te.

e D& cap dén cac chirc danh va vi tri hon 1a nhitng ngudi cu thé.

e  Sap xép cac nhiém vy va trach nhiém theo ding trinh tw thwc hién.
Hay bat dau bang nhiém vy doi hoi nhiéu thoi gian nhat hoac mang
tinh trach nhiém I&n nhat.

. S dung cach dién dat “cac nhiém vu co ban” & dau va két thuc voi
cau “thyc hién cac nhiém vu lién quan khac theo yéu cau”. Blrng ¢o
gang liét ké tat ca cac nhiém vu.

3 Thé hién cac nhiém vu riéng biét mot cach rd rang va ngan gon.
Khéng s&r dung ngdén nglr chuyén mon, va dwa vao cac vi du cu thé
vé nhiém vu bat ctr luc nao co the.

o S dung cac déng t hanh déng. Nh4n manh nhitng gi ma nguoi
dam nhan cdng viéc can phai lam ma khéng giai thich quy trinh can
dwoc ap dung.
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PHAN IiI: S0’ DUNG BAN MO TA CONG VIEC

3.1. Str dung Ban mé ta cong viéc tai bé phan, don vi cia co sé y té

Khi BMTCV cho mét vi tri cong viéc dwoc phé duyét xong, tai liéu nay
can duoc lwu & mot sé noi dé phuc vu cho cong tac thue thi, quan ly, theo
doi, giam sat va danh gia viéc thyc hién cong viéc cua can bd, nhan vién,
vi du nhw lwvu & Phong Quan ly nhan sy (Td chirc can bd), Phong Ké
hoach tdng hop, trong hd so 1anh dao bdé phan va hodc lwu triy tai noi lam
viéc cla can bo.

Can bd, nhan vién co thé sir dung ban mé ta cdng viéc nhw 1a cong cu
dé tw theo ddi va danh gia tién trinh va mdc do thwe hién cong viéc, nhiém
vu d& néu trong BMTCV. Trong qué trinh thwc hién céng viéc, néu cé cac
nhiém vu phét sinh hoac khéng phiu hop, nhan vién lién quan can ghi chép
lai d& 1am co' s& cho viéc diéu chinh trong chu ky/thdi gian téi.

Khi thyee hién/ap dung BMTCV, can bd quan Iy{lénh dao bd phan cén
chudn bi cho su ké tuc, thay thé méi khi nhan vién vdng mat. Tuy nhién can
lwu y khdng dwoc phan cong cong viéc chdng chéo gitra cac ca nhan.

3.2. Str dung Ban mo ta cong viéc cho cong tac quan ly

Ngoai viéc cé thé st dung lam co s& cho viéc danh gia cong viéc,
BMTCV c6 thé cé nhiéu ng dung khac trong cong tac quan ly. Tuy vay,
BMTCV chwa phai la cong cu hoan chinh cho viéc danh gia thwc hién céng
viéc cla can bd y t&, ma ngudi quan ly con co thé két hop str dung céac
cbng cu khac nhau, tuy theo chirc nang nhiém vy va muc tiéu thyc hién
cbng viéc clia can bé. Cac rng dung khac ctia ban mé ta céng viéc la:

(i)  Trao déi gitka nguoi quan ly/giam sét va can bé nhan vién vé chuyén
mén nhiém vu:
Thong tin c6 trong BMTCV cho biét nhirtng céng viéc ma nguwdi can
bd nhan vién can phai lam. Do vay, day la mét tai liéu rat hivu ich cho
ca ngudi quan ly 1anh dao va can bd nhan vién lam co s& dé théng
tin vé& nhiém vu ctia méi bén. Ngoai ra, BMTCV con gilp can bd nhan
vién hiéu dwgc nhitng viéc gi ma ddéng nghiép khac (can bd khac)
dang lam, dé& lam co s& cho viéc hop tac, 16ng ghép cac nhiém vu tai
noi lam viéc.
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(ii)

(iii)

(v)

Tuyén dung, bé nhiém va ludn chuyén cén bo:

Thong tin vé& kién thirc, kj nang va kha ndng can cé dé thuc hién
nhiém vu & mrc dé dat chuan chap nhan dwoc la co s& dé dwa ra
cac tiéu chi vé quy trinh tuyén dung, bo nhiém va luén chuyén can bé.

Danh gia sw thure hién cdng viéc:

DPé& dam bao tinh khach quan va hop ly, viéc danh gia sw thwc hién
cong viéc can phai dwa vao chinh nhiém vu cdng viéc ma can bd nhan
vién thuc hién; thong tin vé chirc ndng nhiém vu clia can bo dwoc thé
hién trong BMTCV, nén viéc danh gia thwc hién cong viéc cua can bd
nhan vién & hoan toan cé thé thuc hién duwoc tét. Theo phwong phap
nay, khi str dung nhiém vy trong BMTCV lam co s& cho viéc danh gia,
can bd quan ly va nhan vién sé thao luan théng nhat vé muc tiéu
cong viéc can dat dwoc trong tirng giai doan la gi. Ho ciing can théng
nhat vé cac tiéu chi danh gia mirc d6 hoan thanh coéng viéc. Cach
lam nay gilp lam giam tinh chd quan clda ngw®i danh gia trong danh
gia thuc hién cong viéc clia can bd, nhan vién cap duéi.

Lap ké hoach phét trién nhan luc, dao tao va phat trién nghé nghiép:

Ba quy trinh nay c6 lién quan mat thiét v&i nhau. BMTCV véi cac
thong tin cu thé vé yéu cau kién thirc, ki ndng va kha nang cla can
bd dé thwe hién hiéu qua cac nhiém vu dwoc giao sé la co s& phu
hop cho thwe hién cac quy trinh nay. Viéc phan tich sau cac loai céng
viéc mot mat sé giup xac dinh cac nguén hé trg can thiét cho cac can
bé & cac trinh d6 khac nhau khi thyc hién cac cong viéc dugc giao,
mat khac sé xac dinh dwoc sw chénh léch gitra yéu ciu vé kién thirc,
va k§ ndng can thiét cho cong viéc va kha ndng hién tai ciia can bod
nhan vién, trén co s& do dé thwc hién cac bién phap dao tao boi
duéng va phat trién nghé nghiép can thiét cho can b, nhan vién. D6
cling la mét phan nhiém vu trong quy hoach phét trién can bo.

Quan hé noi lam viéc:

Tai noi lam viéc, cac van dé lién quan dén nhan lwc thuwdng nay sinh
tr cac mdi quan hé lam viéc co lién quan dén nhiém vu cong viéc
duwoc giao va thuc hién. Do d6, BMTCV c6 thé dwoc s dung lam co
s& dé thao luan thdng nhat va dé cung gidi quyét cac van dé.

Phan tich té chirc va quy trinh té chirc

Chirc nang va nhiém vu néu trong BMTCV c6 thé dwoc st dung dé
phan tich to chirc va quy trinh to chirc bdi vi phan I6n cac BMTCV
thé hién rd cach thirc to chirc va thyc hién cbng viéc.
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PHAN IV: DANH GIA THUPC HIEN CONG VIEC CUA CAN BO
VA QUAN LY THEO MYC TIEU

Ban MTCV sau khi dwgc xay dwng xong sé la co s& hiru hiéu cho
cong tac quan ly, trong d6 c6 phan danh gia thwc hién cong viéc cha can
b6 nhan vién. Banh gia thwe hién cong viéc clia can b nhan vién la rat can
thiét dé tr d6 ngwdi quan ly co thé dwa ra cac quyét dinh nhan sy, nhw
dao tao, bdi dwdng, duy tri, ddng vién va khich Ié khen thuwdng can b v.v.
Dwéi day 1a mot s hwéng dan co ban cho viéc danh gia thwe hién cong
viéc clia can bd nhan vién.

4.1. Khai niém danh gia thwc hién cong viéc

DPanh gia thuc hién cdng viéc la sy danh gia cé hé thdng va chinh thirc
vé tinh hinh thwe hién cong viéc clia nguoi lao ddng trén thwe té so véi cac
tiéu chi, két qua mong doi va chi sb do lwong dwoc xay dwng va thdo luan
trwdc d6 voi ngudi lao dong. Viéc danh gia can dwoc thwe hién nghiém tuc
va thwdng xuyén theo dinh ky.

4.2. Muc dich cua viéc danh gia thwc hién cong viéc

Danh gia thyc hién céng viéc la mét khau trong qua trinh quan ly hiéu
qué cong viéc cla té chirc nhdm khuyén khich nhan vién thuc hién tét cac
muc tiéu, yéu cau trong cong viéc, dam bao rang két qua cong viéc clia cac
nhan vién dang huéng t&i viec hoan thanh cac muc tiéu cda té chirc.

Muc dich cta cong tac danh gia la nang cao hiéu qua thyc hién cong
viéc. Trong qua trinh danh gia thwc hién cdng viéc, nguwdi quan ly can gitp
nhan vién ctia minh biét rd nhirng gi ho da lam t6t, nhirng gi ho can lam t6t
hon va chi ra nhitng diém yéu ma nguwoi nhan vién can phai kh&c phuc,
nhirng kién thirc va k§j ndng ma ngudi nhan vién can bd sung hoac cai thién
théng qua mot ké hoach dao tao phat trién nang lwc cu thé. Trong cong tac
danh gia, ngudi danh gia ciing can chi ra nhirng hanh vi nao la tiéu chuan va
can tiép tuc dwoc khuyén khich trong cdng viéc.

4.3. Quan ly theo muc tiéu

Quan ly theo muc tiéu la danh gia mrc d6 hoan thanh cong viéc dwa
theo mirc do dat dwoc cac muc tieu dé ra. Cac muc tiéu cu thé cia mdi
nhan vién thanh vién dwoc thiét 1ap trén co s& muc tiéu chung clia t6 chirc
va nhém/bé phan (vi du: khoa/phong) cua nhan vién do.
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Phwong phap nay chi trong vao viéc dét ra cac muc tiéu c6 thé do
lwong dwoe dung dé danh gia két qua hoat dong, vi du nhuw “sé dé tai

khoa hoc duorc thuc hién trong ndm”, “sé bubi tuyén truyén duorc thuc hién
trong quy” v.v.

Bén canh d6 can cé ca nhivng muc tiéu vé chat lwong nhu “mirc dé
hai Iong ctia bénh nhan” hay “chét luong bao céo dw &n” v.v. Nhivng muc
tiéu nay c6 thé dwoc lwong héa thanh nhirtng muc tiéu do lwdng dugc
nhw “100% bénh nhén (khéch hang) hai Iong vé thai dé6 phuc vu ctia nhan
vién” hay “100% bao cao nép dung han cho chu dw an” hoac “70% bao
cdo dw an khéng phai lam lai dén lan thir 2”,

Khi xay dwng muc tiéu dé danh gia két qua thwc hién cong viéc, tiéu
chi SMART (hay 5T) thwéng dwoc ap dung. SMART trong tiéng Anh co
nghia 1a “thdng minh”. D& kiém tra xem mét muc tiéu dwoc dat ra da dap
rng cac tiéu chi SMART chuwa, can dung cac cau hoi sau:

SMART 5T Cau hoi
S (Specific): cu thé, dactrung  That cu thé Két qua cu thé Ia gi?

M (Measurable): do lwvong dwgc Thuwdc do Két qua dugc do luong
bang cach nao?

A (Achievable): c6 thé dat dwoc Thuchiénduwoc C6 thé dat duoc khong?

R (Realistic): c6 tinh thuc t& Thuyc té Co lién quan va thyc tién
cho t6 churec khéng?

T (Time bound): c6 thdi han rd rang Thoi gian Khi nao phai hoan thanh?

4.4. Thwe hién quan ly hiéu qua cong viéc va danh gia nhan vién
Quan ly hiéu qua céng viéc cla nhan vién bao gdm qua trinh trao
doi, ho trg, giam sat gilra ngwoi quan ly va nhan vién véi nhirng buéc
co ban sau:
() Trao d6i vé mong muén cla nguwdi quan ly vé& vai trd clia nguoi
nhan vién v&i to chire khi nhan vién nay duwgc tuyén chon — Bat dau
v&i BMTCV va muc tiéu trong thiwc hién cong viéc.
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(ii)

(vii)

(viii)

Thiét l1ap muc tiéu ca nhan cho nhan vién phu hop véi muc tiéu

chung cta té chirc.

Lwu y:

= P& nhan vién tham gia vao viéc xac 1ap muc tiéu.

= Muc tiéu can co tinh thach thirc nhwng hién thye, khé nhung co
thé dat dwoc va co6 thoi han cu thé.

= Muc tiéu c6 thé dwoc xem xét va diéu chinh trong qua trinh
thwe hién.

Xay dwng ké hoach phat trién nang Iwc cho nhan vién.

Phan hoi thuong xuyén va kip thoi vé cong viéc cda nhan vién thong

qua qua trinh hoé trg va giam sat thyc hién.

Banh gia 6 thang dau nam (néu co thé) dé theo sat voi tién do thuc

hién cépg viéc clia nhan vién‘so v@i muc tiéu dé ra va co cac bién

phap dieu chinh muc tiéu khi can thiet.

Banh gia cudi nam va ghi lai nhan xét danh gia bang van ban. Thuc

hién viéc danh gia can dwa vao muc tiéu trong BMTCV va muc tiéu

da thiét 1ap tr ddu ndm, xac dinh xem cac muc tiéu d&t ra da duoc
hoan thanh/dat dwoc hay chwa.

Xac dinh muyc tiéu méi va ké hoach phat trién cho nhan vién trong
ky danh gia tiép theo.

Cac quyét dinh nhan sw (thwdng, diéu chinh lwong, thdng chirc,
dao tao, ky luat v.v.).

4.5. Cach thirc thwe hién danh gia cuéi nam

Viéc danh gia thyc hién cdng viéc dinh ky hang nam nén dugc thyc
hién trén co s& cac tiéu chi danh gia da dwoc trao doi va thdng nhét truéc
v&i nhan vién tlr dau ky. Tha tuc (hay quy trinh) danh gia dinh ky hang nam
bao gdbm cac bwéc sau:

Bwéc 1:  B6 phan nhan sw chuan bj phiéu danh gia, gli téi trwdng bd phan.

Bwoc2: Trwdng bd phan gl phiéu danh gia t&i ngudi quan ly/ gidm sat

truc tiép.

Bwoc 3:  Ngwdi quan ly/giam sat truc tiép glri mot ban copy cho ngudi
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Buwdc4: Ngwdi quan ly/giam sat chudn bj va hen gdp nguoi dwoc

danh gia.

Bwdc 5:  Ngwdi quan ly/giam sat hop, trao ddi nhan xét va thao luan

véi ngudi dwoce danh gia.

Bwoc 6:  Nguwoi dwoc danh gia xac nhan va dwa ra y kién.

Buwoc 7:  Nguwoi quan ly/giam sat giri ban danh gia cho trwdng bé phan

dé xem xét lai va ky duyét.

Bwdc 8:  Trwdng bd phan gl phiéu danh gia hoan chinh cho nhan sy

duyét 1an cubi.

Nguwdi quan ly trwe tiép chuan bi va thwc hién cudc hop danh gia nhan

vién nhw sau:

Chuén bi cho cudc hop danh gia nhan vién:

GUri phiéu danh gia cho nhan vién (can dwoc danh gia) xem va chuan
bi trwdc cau hdi va cac van dé can thao luan.

Hen gap riéng dé tién hanh danh gia (danh da thoi gian dé trao di).

Xac dinh ndi dung danh gia: két qua cong viéc, nang lyc — dwa vao
tieu chuan mau trong ban MTCV va muc tiéu da thiét 1ap tr dau nam.

Chuén bj trwdc nhan xét trén phiéu danh gia (dung but chi dé co thé
stra chira), cac ghi chép hé tro cho nhan xét (nhirng thanh tich (dat
dwoc mong doi/veot mong doi); nhivng 1an khoéng dat dwoc mong
doi, diém manh va nhirng diém can cai thién).

Thu thap cac théng tin nhan xét vé viéc thuc hién cong viéc ctia nhan
vién tr ddng nghiép, dbi tac, khach hang nhu khéi lwong va chét
lwong thwc hién céng viéc, mirc d6 tuan tha; tham khao cac quan ly
khac va nhan sy lién quan dé co théng tin da chiéu.

Tién hanh cudc hop danh gia nhan vién:

Chon dia diém riéng biét, khdng bi quay ray, tat dién thoai di dong.

M¢& dau: Gitip nhan vién cam thay thoai mai, gidi thich ngan gon muc
dich va thoi gian can thiet clia budi hop, khich I&é nhan vién tich cuyc
tham gia va trao doi.

Trong qua trinh hop: Tap trung trao déi va thao luan 3 ndi dung chinh:

" Két qua thwc hién cong viéc trong ky vira qua.
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. Muc tiéu cdng viéc dat ra cho nam/ky toi.

= Chwong trinh phat trién ca nhan, bao gém ké hoach dao tao,
tap huan.

Két thic: Dua ra danh gia két luan, tom tat nhitng diém chinh cua
cuéc trao doi va ke hoach tiép theo.

Ky vao Phiéu danh gia nhan vién.

D& nhan vién xem lai, nhan xét va ky.

M6t sé lwu y cho ngwoi thwe hién danh gia trong cuéc hop danh gia
nhan vién:

Khéng nén thé hién thai dd ngac nhién.

Ludn cb géng két hop khen ngoi va phé binh cé tinh xay dwng khi
thwe hién danh gia nhan vién.

Ghi chép day du nhirng van dé néu ra trong cudc hop danh gia nhan vién.

Dé cap dén van dé hanh vi chir khéng phai ca nhan nhan vién, chi
tap trung dén van de lién quan dén cbng viéc.

L&ng nghe tich cuc, khuyén khich nhan vién chi déng théo luan.

Tranh hira hen, cam két nhirng viéc co thé xay ra trong twong lai néu
khéng chac chan.

M6t s6 16i can tranh trong qua trinh danh gia

Tiéu chuan danh gia khong r6 rang: Diéu nay dan dén hau qua danh
gia khéng chinh xac vé nhan vién.

Xu hwéng danh gia qua cao hodc qua thap.
Xu hwéng trung binh chu nghia.
Binh kién.

Tham khéo thém mot sb biéu mau danh gia két qua thwec hién cong viéc

cla nhdm can bd nhan vién trong Phu luc 4 va cia nhém can b6 quan ly &
trong Phu luc 5.
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PHU LUC 1: MAU BAN MO TA CONG VIEC

[Tén & Logo ctia Té churc]

BAN MO TA CONG VIEC
Ngay hiéu lyc: ..... [ood.. ...

Chirc danh:

Cap trén truc tiép:

Don vi:

Noi lam viéc:

Loai hop dong: Dai han [ ] Ngén han[]

Ngach/Bac: | Ma hiéu CV:

Quy trinh lam viéc
chuan, van ban lién
quan:

Cap dwéi truwe tiép:

Quan hé coéng viéc | Bén trong:

Bén ngoai:

TOM TAT CONG VIEC

CHUC NANG & NHIEM VU

Cac chirc nang & nhiém vu chinh

[Chdre nang 1]
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[Chdre nang 2]

[Chire nang 3]

Va cac nhiém vu lién quan khac theo sw phan cong clia cap trén.

QUYEN HAN

CAC HOAT PONG DAO TAO CAN THAM GIA

YEU CAU NANG LUC

Trinh dd hoc van:

Kién thirc can thiét:

Ky nang can thiét:

T6 chit:

Kinh nghiém: C6 thoi gian cong tac [6 vi tri tvong duong] it
nhat ...nam/thang

Yéu cau khac:

30



Tai liéu hwréng dan xay dwng va str dung ban mé ta céng viéc cho nhéan vién y té tai Viét Nam

PIEU KIEN LAM VIEC

Ché lam viéc:

Trang thiét bi:

Cac diéu kién khac:

SO PO TO CHUC LIEN QUAN PEN V| TRi

THONG TIN BO SUNG VE VI TRi

- Nhikng thach thiec trong cbng viéc:

- Co hoi phét trién nghé nghiép:

NGUOI SOAN THAO |CAP TREN TRUC TIEP | NGUO'l PHE DUYET
cua vi tri
Ngay: ..... loo.d..... Ngay: ..... [ooid..... Ngay: ..... [ooid.....
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PHU LUC 2: DANH MUC DPONG TU’ DUNG VIET BAN MO TA
CONG VIEC

Ban lanh dao — Cac dang hoat déng “Thiét lap chién lwoc”

Phé duyét

Cho phép

Xac dinh

Phat trién/xay dung

Cac hoat dong quan ly

Té chire

Phan céng/giao viéc
Danh gia

Thu hat

Pao tao

DBinh gia

Dat dwoc sy chap thuan/
phé duyét

Nhan biét/xac dinh
Thwc hién

Cai tién

Cha tri

Binh hwéng/chi dao

Ban hanh

Lap ké hoach/lap ngan sach
Chuén bi/soan thao

Diéu hanh

Xét doan/danh gia
Duy tri

Theo dbi/giam sat
Xem xét, ra soat
Thiét lap

Chird

Chuén hoa
Poén déc
bam bao
Quy dinh

Cac hoat dong ciia nhém Hé tro’ & Chuyén mén sau
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Phan tich

Danh gia

Thwc hién

Dy doan

Phién dich/giai thich
Dé trinh

Lam dau méi

XAac minh

Dé nghi

Dé xuat
Téng hop
Ho tro

Tw van/gop y
Diéu phdi
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Cac hoat dong cua Nhan vién

Kiém tra

Déi chiéu
Phan phdi
Thu thap
Phat hanh
Lai/diéu khién
Pat dwoc
Van hanh
Thwc hién
Trinh bay
Cung cép/cung &rng
Tién hanh
Hoan thanh

Kham bénh
Chén doan
Ké don
Tiém/truyén
Lam tha thuat
Theo doi
Cham séc
Tuyén truyén
Nhap

Bao quan
Bao cao

Xt ly

Phéi hop

Cac hoat dong chung chung (str dung can than vi kha mo’ ho)

Trébng nom, quan ly
Giup viéc

Tham muwu, thu hat, thuc day
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PHU LUC 3: PHIEU THU THAP THONG TIN VE CONG VIEC

DO Vit e,
Nguwoi Quan Iy tre tiEp cla Vitris ......ocoooeii e
Nguwoi dién phiéu la:

[ ] Ngwoi thwe hién cong viéc [ ] Ngwoiquanly
Thoi gian lam viéc hang ngay: tw ............... 8N o,
Bia @IEM JAM VIBC: ..ot

1. Chc nang chinh cia vi tri nay la gi?

2. Néu vi tri nay c6 nhan vién dwai quyén, hay liét ké nhirng nguoi duo
quyen doé theo chirc danh; néu la hon 1 ngwdi ma co cung chirc danh
thi dé s6 nguwdi trong 6 vudng:

3. Hay danh d4u nhirng hoat dong trong pham vi quan ly cta vi tri nay:
[] Lap ké hoach
[] Panh gia két qua cong viéc cta nhan vién

[] Giam sat thwec hién cong viéc

[ ] Lap va’hoadc quan ly ngan sach ctia don vi
[] Pao tao va phat trién nhan vién

[] Lap bao cao vé két qua hoat ddng ctia don vi
[ ] Viéc khac (vui long néu rd):

4. Theo anh (chi) vi tri nay can cé nhitng quyén han nao?
[] Ra quyét dinh vé nhan su: cu thé

"'Pon vi ¢o thé 1a co s6 y té, co sé dao tao, khoa, phong
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[] Ra quyét dinh tai chinh: cu thé 1a

I OT= T I (1T ST
] X& ly tinh hubéng dac biét (ngoai quy trinh lam viéc théng thwdng):

nay:

6. NHIEM VU: Hay md ta ngwoi dam nhiém vi tri nay LAM CAI Gi. Bao
gom nhirng nhiém vu theo phan loai sau:

a. Nhiém vu hang ngay
(nhirng viéc dwoc thue hién hang ngay hodc gan nhw mdi ngay)

b. Nhiém vu dinh ky
(nhirng viéc dwoc thue hién theo dinh ky hang tuan, thang, quy,
nam-...)
C. Nhiém vu dét xuat, khéng theo dinh ky
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7. Ngudi thyc hién cdng viéc co phai ’Ehl.J’C hién nhirng nhiém vu khéng
thudc chirc nang ctia minh khéng? Néu cd, xin hdy mo ta?

9. HOC VAN: Hay danh dau vao 6 chi hoc van can thiét cho vi tri nay
(khdéng phai cua ngwdi dang nam gilr vi tri nay):

[] Khéng can béng cap [] Cao dang chuyén nganh
[ Ca&p2PTTHhoacBTVH [ Daihoc khac chuyén nganh

[] Cap3PTTHhodcBTVH [] Daihoc chuyén nganh hodc
cao hon

[l Trungcldpchuyénnganh [ Cuthé:...........................

10. KY NANG: Hay danh dau vao 6 chi kj nang can thiét cho vi tri nay
(khéng phai cia ngwdi dang nam gilr vi tri nay):

[] Giaotiép [] Té chlrc, diéu hanh hoat doér

[ ] Lam viéc nhdm [] Lap ké hoach

[] Giai quyétvan dé &ra [] Tdng hop, phan tich théng

quyét dinh tin

[]  Quan ly thoi gian [] Soan thdo van ban

[] Twvén [] Ngoaingi (tiéng: ........... )

[]  Lang nghe tich cuc ] Vitinh

[ ] Phan héi tich cwc [
11. Nhitng KIEN THU'C quan trong lién quan dén thyc hién cong viéc la gi?

[ ] Chuyén nganh [ ] Swpham

[] Quanly—lanh dao (] Tamly

[ ] Phap luat [ R

[ Xahoi T o]
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12. Vi tri nay can nhitng PHAM CHAT CA NHAN (thai 6 dac biét, thé chét,
tinh canh, kha nang dac biét . . .) nao?

[] Co stckhde [] Hoaddng

[ ] Nnhiéttinh [ ] Séanlong gitp d& moi nguoi
[ ] Tinh than trach nhiém [] Khanang lam viéc doc lap
[] Cau thi, ham hoc hdi [] Kha nang chiu ap luc

L] e L e,

13. KINH N,GH!EM: Hay danh d4u vao 6 chi sbé thang/ndm kinh nghiém
can thiét toi thieu dé thwc hién cong viéc (khong phai clia nguoi
dang nam gi vi tri nay):

[] Khéng can [l 3-5nam
[] 1-6thang [ 5-10nam
[] 6-12thang [] Trén 10 ndm
[] 1-3nam L]

14.SUC KHOE VA AN TOAN: Hay danh d4u vao bat ky diéu kién lam viéc
khong mong muon nao cé thé anh hwdng toi stre khde va an toan cia
cla ngwdi nam gir vi tri nay.
[] O nhiém phong xa []  Nguy co chay, nd

[J Nguycolaynhiémbénh [ Nguy co phoinhiém voi
vat sac nhon

[] Bénh nghé nghiép []  Nguy co bi anh hwéng béi
hoéa chat déc hai
L] KhaC...oioeoiioiieiiiiie,

15.MAY MOC, THIET BI, PHUONG TIEN, BAO HO: Mé ta ngén gon
nhirng may maéc, céng cu, thiét bi, phwong tién hoac bao hd lao déng
ma vi tri nay thwdng xuyén van hanh/st dung.
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16.

17.

18.

19.

20.

21.

22.

38

Co tiéu chuan cong viéc cu thé nao (thoi gian can thiét ¢é tién hanh 1
thao tac/thd thuét/nhiém vu cu the, sai s6 cho pheép...) dwoc thiét lap
cho vj tri nay chwa? Néu co, dé la nhirng ti€u chuan nao?

C6 nhirng thach thirc, tinh hudng gay cang thdng ma vi tri nay phai
ddi mat khi thwe hién coéng viéc trong diéu kién binh thwdng khong?
Néu co, xin hdy mo ta?

Nguoi thye hién céng viéc hién dang dwgc danh gia theo tiéu chi va
cach thirc nao?

Néu vi tri nay khong thuc hién tot cong viéc thi s& gay nén hau qua gi?
Ai hay cai gi sé bj anh hudng tryc tiep?

Néu thanh cong & vi tri nay, nguoi thwe hién cong viéc cé co hoi phat
trien nhw thé nao?



PHU LUC 4: PHIEU BANH GIA THU'C HIEN CONG VIEC
CUA NHAN VIEN

Tén Don vi Form [01]
I. Muc tiéu céng viéc
(Téng diém thuc hién muc tiéu téi da la 50. Nén dét ter 3-5 muc tiéu la vira phéi)
Chi s6 do lwong Thoi . .
STT Muc tiéu thwc hién Trong sé ket qua viéc thuc han Két qua thwc té | % Muc tiéu Didm
cong viéc (%) hién muc tiéu (So hoan dat dwoc dat dwoc
lwong/Chat lwong) | thanh
A B C D E F G=(F*50)*B

1

2

3

4

5

Piém thwe hién muc tiéu
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Il. Panh gia nang lwc

(Piém t6i da cho mdi chi tiéu nang luc la 5, trong do: 1=yéu; 2=chua dat mirc mong doi; 3=nhw mong doi; 4=tét hon mong doi;
5=xuat sac)

STT Chi tiéu danh gia Nang lwc Thuwec té dat dwoc Piém/Score

Tuén tha y dic

Nang luc va kién thirc k§ thuat/chuyén mén

Tinh than trach nhiém

Ky néng giao tiép

Ky nang giai quyét van dé

Tinh than ddng doi

Quan ly tai chinh/vat tw/thiét b

Tuan thd ndi quy lam viéc

Ol N[O D|W|IN|=-

Tinh sang tao

-
o

Tw hoc héi va phat trién ban than

Biém trung binh

Diém téng cong

lll. Ké hoach phat trién ca nhan

STT| Linh viec chuyén mén/ky nang Hoat dong dao tao/tap huan/ho Thei han Két qua
can phat trién tro/kém cap hoan thanh
1
2
3
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Nhan xét ctia cap quan ly trwc tiép

Piém manh

Piém can lam tét hon

LR L

Y kién cta ngwoi dwore danh gia

LR L
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PHU LUC 5: PHIEU DANH GIA THUC HIEN CONG VIEC CUA CAN BO QUAN LY

Tén Don vi Form [02]

l. Muc tiéu céng viéc

(Téng diém thuc hién muc tiéu tbi da la 50. Nén dét ter 3-5 muc tiéu la vira phéi)

Tiéu chi do lwéng két Thoi

Muc tiéu thwe hién Trong| ~ . a vige thwe hisn han | Kétquathwcté | % Muc tiéu o
STT N A so in % N Piem
cong viéc (%) muc tiéu (So hoan dat dwoc dat dwoc
E Iwong/Chét Iwong) thanh
A B c D E F G=(F*50)*B

—_

Al DN

Piém thwe hién
muc tiéu
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Il. Panh gia nang lwc

(Piém tbi da cho méi chi tiéu ndng luc la 5, trong do: 1=yéu; 2=chwa dat mirc mong doi: 3=nhw mong doi: 4=tét hon mong doi;
5=xuét sc)

STT

Chi tiéu danh gia Nang Iwc

Thuwec té dat dwoc

Piém/Score

1

Tuén tha y dic

N&ng lwc va kién thire ki

2 | thuat/chuyén mon

3 | Tinh than trach nhiém

4 | Ky nang giao tiép

5 | KV néng giéi quyét van dé vara
quyét dinh

6 |Lép ké hoach va té chtrc trién khai
cbng viéc

7 Quan ly tai chinh/vat tu/thiét bi

8 Hwéng dan va Phat trién nhan vién

g | Taodonglucva truyén cam hirng
cho nhéan vién

10 | Kha nang quan ly va dan dat thay dbi

Biém trung binh

Piém téng cong
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lll. Ké hoach phat trién ca nhan

Theoi han
Linh vwe chuyén mén/ky Hoat d6ng dao tao/tap hoan i
STT ning can phat trién huan/ho tro/kém cap thanh Két qua
1
2
3

Nhan xét ctia cap quan ly trwc tiép

Piém manh

Piém can lam tét hon

LR L

Y kién ctia ngwoi dwore danh gia

KY B8N ceeereeeeeee e sssssesesss s s nssenns
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PHU LUC 6: Vi DY BMTCV CHO MOT V| TRi
TRONG LINH VU'C LAM SANG

A BENH VIEN VIET BUC

75\

Ngay hiéu lwc: tr ngay ... thang .....nam.............

BAN MO TA CONG VIEC

Chtre danh: biéu dwdng Cap trén truc tiép: Trwdng khoa
trwdng khoa

Don vi: Khoa phu thuat No'i lam viéc: Bénh vién Hiru nghij Viét
nhiém khuan Purc — Ha Noi
Loai hop dong: Ngach/bac: 16a120 | Ma hiéu CV: A609

Dai han [X] Ngan han []

Quy trinh lam viéc | - Luat KBCB

chuan,vanban | 15041, 07/2011/TT-BYT

lién quan )

- Quyét dinh 41/2005/QD-BNV

- Théng tw 18/2009/TT-BYT

- Théng tw 23/2011/TT-BYT

- Chuén nang luc co ban diéu duwéng Viét Nam

- Chuén dao dirc nghé nghiép diéu dwéng Viét
Nam

- Cac quy dinh hién hanh clia bénh vién vé quan
ly, vé giao tiep trng xtr...

Cap dwéi true tiép:| 15 didu dwdng vién, tro giip chdm soéc

Quan hé cdéng viéc | Bén trong: Bén ngoai:

- Céac dbng nghiép trong | - Céac bénh vién khac
bénh vién

- Cac trwdng dao tao
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- Cac khoa Iam sang, can y khoa: Pai hoc Y Ha
l&m sang N6i, Dai hoc Y Nam
Binh...
- Céc nha cung cép
dich vu

TOM TAT CONG VIEC

Diéu duéng trwdng khoa chiu trach nhiém quan ly ddi ngi diéu dwdng,
t6 chirc thue hién cong tac chdm séc ngudi bénh trong khoa va giam sat,
kiém tra, dén dbc viéc thwc hién cac quy dinh, quy trinh ky thuat bénh
vién, quy dinh vé vé sinh kiém soat nhiém khuan, dam bdo bénh nhan
dwoc chdm séc chu dao, chuyén nghiép, phong bénh dat yéu cau vé
sinh va trang thiét bj van hanh tét.

TRACH NHIEM VA NHIEM VU

Cac chirc nang & nhiém vu chinh

Quan ly

e Quan ly d6i ng diéu dwdng, phan cong viéc, bd tri diéu dwdng tryc
theo ca vé‘ khoa, phong bénh; theo doi, giam sat, danh gia céng viéc
cua cac dieu dwdng vién.

e Tham gia vao viéc tuyén dung, t6 chirc dao tao va phat trién doéi ngi
diéu dwong.

e Quan ly tai san cb dinh trong khoa. Kiém tra viéc dy tru va st dung
y dung cu, vat tv tiéu hao, str dung tai san, vat tw theo quyét dinh
hién hanh.

e Lap cac bao cao, dé xuét vé tinh hinh nhan sy, cdng tac cham séc
bénh nhan va viéc sir dung trang, thiét bi y té trong khoa.

T6 chirc cham sé¢ ngwei bénh

e Quan ly budng bénh. Té chirc thwe hién kip thdi cac chi dinh diéu tri,
theo ddi, xét nghiém, cham séc cla cac bac si diéu tri. Bao cao kip
thdi cho trwdng khoa cac viéc dot xuat va dién bién bat thwong cla
nguwoi bénh.
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Kiém tra, d6n ddc viéc thuc hién cac quy dinh vé y dirc, quy trinh ky
thuat bénh vién, cac quy dinh vé vé sinh, kiém soat nhiém khuén.
Giam sat viéc lam vé sinh buéng bénh, bdo hanh, bao dwdng trang
thiét bj y té trong khoa an toan, hiéu qua dé phuc vu kham va diéu tri
nguwoi bénh.

Tw van cho ngwdi bénh va ngwdi nha nguoi bénh vé phong ngira lay
nhiém cac bénh lay nhiém.

Pao tao, nghién ctru khoa hoc va coéng tac khac

Tham gia lap ké hoach va thyc hién dao tao, kém cap lién tuc cho
diéu dwdng vién, hoc vién,tro' gitp chdm séc, y cong.

Tham gia nghién ctru khoa hoc.
Tham gia cong tac chi dao tuyén theo sy phan cong.

Thuwe hién cac nhiém vu lién quan khac theo sw phan cong clia cap trén.

QUYEN HAN

B tri va diéu dong cong viéc cho diéu dwéng va tro gitp chdm séc
trong khoa.

DPanh gia sw hoan thanh cong viéc, d& xuét khen thuwéng, ky luat, tang
lwong va dao tao cac diéu duwéng, tror gitp chdm séc, nhan vién ICT
trong khoa.

Tham gia va gép y kién trong tuyén dung nhan su tai khoa: Panh gia
sau thoi gian thr viéc,...

Dé xuat mua céc trang thiét bi phuc vu céng viéc va chuyén mén.

CAC HOAT PONG DAO TAO CAN THAM GIA

Khoéa hoc Ly luén Chinh tri

Khéa hoc Quén ly Diéu dwéng

Khoéa hoc Quan ly Bénh vién

Thwéng xuyén nang cao va cap nhat kién thirc chuyén mén
Khoéa hoc TT, Ngoai ngly
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YEU CAU NANG LUC

Trinh dd hoc van:

Cl nhan diéu duéng, chirng chi quan ly diéu
duwdng

Kién thirc can thiét:

Ky thuat diéu dwéng co ban, quan ly diéu dudng....

Ky nang can thiét:

- Ky nang giao tiép, l&ng nghe

- Ky nang lanh dao va quan ly (lap k& hoach,
giao viéc, quan ly nhan sw...)

- Ky nang st dung cac thiét bi may moc y té
can thiét cho cham soc chuyén khoa

- K§ nang vi tinh: st dung thanh thao cac phan
mém Microsoft Office

Té6 chét: C6 tinh than trach nhiém cao, trung thuwc,nhiét
tinh va ham hoc hoi (wu tién)
Quyét doan trong cong viéc, linh hoat, mém déo.
Cé src khoe tot

Kinh nghiém: 5 nam lam diéu dwéng tryc tiép

Uu tién ngwdi da c6 kinh nghiém cham sdc
ngudi bénh lay lao, nhiém HIV/AIDS

Yéu cau khac:

S dung thanh thao tiéng anh va tin hoc co ban

PIEU KIEN LAM VIEC

Ché lam viéc:

C6 phong lam viéc riéng, c6 du anh sang, diéu
hoa nhiét d6

Trang thiét bi:

- May tinh c6 néi mang, dién thoai ban, ta, tai
liéu ndi bo lién quan dén nhiém vu

- Phong c6 da anh sang, co diéu hoa nhiét do

Cac diéu kién khac:

DPdng phuc theo quy dinh
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SO PO TO CHUC LIEN QUAN PEN V| TRi

TRUONG KHOA

v

DPIEU DUONG TRUONG KHOA

v

TRUONG NHOM HAU PHAU

v

4

v

SINH VIEN
HOC VIEN

~ BACSI
PIEU DUONG VIEN

TRO GIUP CHAM SOC
NHAN VIEN VE SINH

THONG TIN BO SUNG VE VI TRi

Nhirng thach thirc trong céng viéc:

e Co s& vat chat chat hep chwa dap rng yéu cau.

e Bénh nhan qua tai, nhiéu bénh nhan nang, lay lao, HIV....

e (Cobng viéc qua tai.

 Déi khi can st dung ngoai ngi¥ trong céng viéc.

Co héi phéat trién nghé nghiép:

e Tu nghiép nwéc ngoai.

¢ Dé bat vj tri cao hon.

NGUO'l SOAN THAO

CAP TREN TRUC TIEP
cua vi tri

NGUOI PHE DUYET

Ngay... thang ... nam...

Ngay... thang ... nam...

Ngay... thang ... nam...
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PHY LUC 7: Vi DY VE BAN MO TA CONG VIEC CHO MQT V| TRi
CONG VIEC TRONG LINH VU'C Y TE DU PHONG

Trung tam Phong, chéng HIV/AIDS thanh phé Pa Nang

BAN MO TA CONG VIEC
Ngay hiéu lyc: ..... /.....120..

Chirc danh: Trwéng co s& diéu | Bao cdo truc tiép cho: Giam doc
tri Methadone Trung tdm Phong chong HIV/AIDS

Phong/Khoa: Co s& diéu tri Noi lam viéc:

Methadone so 2 Co s& diéu tri Methadone s6 2

163 Hai Phong, Da Néng

Loai hop dong: Dai han Ngach: 16.117 | Ma hiéu CV: T.04-

Ngan han Bac: 3

Quy trinh lam - Quyét binh: 25/2005/QD-BYT ngay 05/ 9/ 2005 vé

viéc chuan, van viéc‘ ban hanh: Quy ,dinh’ chrc nang, nhiém vu,

ban lién quan: quyén han va co cau to chiec cia Trung tam
phong, chong HIV/AIDS tinh, thanh pho tric thude
Trung wong

- Quyét Dinh 3140/ @D- BYT vé hudng dan diéu tri
thay thé nghién cac CDTP bang Methadone

- QD 3521/QD-UBND vé phé duyét trién khai
chwong trinh diéu tri thay thé nghién cac CDTP
bang Methadone

- Nghi dinh 96/2012/ND-CP vé quy dinh diéu trj thay
thé nghién cac CDTP bang methadone
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Péi twong quan
ly/giam sat:

- 12 Nhan vién Co s& diéu tri Methadone sb 2

- Bénh nhan diéu tri tai Co s& diéu tri Methadone sb 2

Quan hé cong
viéc

Bén trong:

- Cac  khoa:  Truyén
théng, Gié‘m sat, Xét
nghiém, Diéu tri

- Cac phong: Ké hoach -
Te}i chinh, Hanh chinh -
To chire

-Co so diéu tri
Methadone s 1

Bén ngoai:

-SeYTé

- UBND Quén,
Phudng

- Dy an Life-Gap, SCMS

- Qéc bénh vién,thng Y
te, Trung tam y té va cac
Tram y t,é trén dia ban
thanh pho

- Coéng ty dwoc TU 1

- Chi cuc Phong chéng té
nan ma tdy mai dam

Xa

-Cac co sé& diéu tri

Mejthadone trén toan
quoc
- Céng an Quan, Xa

Phwong
- Doi y té dw phong Quan
Hai Chau

- M6t sb don vi khac

TOM TAT CONG VIEC

Quan ly, diéu hanh chung cac hoat déng clia co' s& diéu tri.

2. Theo dbi, giam sat, danh gia viéc thwc hién nhiém vu ctia nhan vién

co sO.

3. T chirc cong tac kham diéu tri thay thé nghién cac chét dang
thudc phién bang Methadone cho bénh nhan tai co s& dieu tri.
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NH(NG NHIEM VU CHIiNH

-_—

Lap ké hoach hoat ddng co s& diéu tri hang tuan, thang, nam.

2. Tb chire giao ban co sé dinh ky va dot xuat.

Quan ly, giam sat, chi dao thwc hién cac cong viéc cia nhan vién
co s&, cac hoat dong cua co s&, danh gia ket qua qua cac budi
giao ban.

Giam sét viec mé va dong kho thubc hang ngay.

5. Truc tiép kham, diéu tri b&énh nhan (1/3 s6 bénh nhan clia co s&),

9.

ghi hd so bénh an.

Hb tro cac bd phan khi co yéu cau, kiém tra sd sach, hé so bénh
an, bao cao.

Tiép bénh nhan va gia dinh bénh nhan, giai quyét cac van de lién
quan dén bénh nhan.

Bao cao tinh hinh hoat dong co' s& tuan, thang, quy, ndm, bao céo
dot xuat.

Ch tri hdi chan co sé, trinh ca 1am sang.

10. Tham dw gido duc nhém, sinh hoat cau lac bd bénh nhan, nguoi

nha bénh nhan.

11. Tham gia kiém nhap thubc, kiém ké kho thubc va sinh phdm xét

nghiém hang thang.

NHNG NHIEM VU NGOAI V| TRi

1.

Lam viéc véi Phudng dé gidi quyét cac van dé lién quan dén bénh
nhan.

Hop v&i Ban chi dao Quéan, Thanh phd.

Chuén bj doén tiép cac doan khach dén tham va lam viéc véi
CO sO.

Tham dy tap huan chuyén mén.
Tham dw hdi chan véi cac bénh vién khac.

Can thiép, x& ly cac tinh huéng béat thwdng xay ra tai co sé.
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QUYEN HAN

1. Lap ké hoach hoat dong cla co s&.

2. Giam sat viéc thuc hién cong viéc, danh gia két qua hoat dong cua
nhan vién.

3. Ra quyét dinh vé& nhan sy khi cé yéu cau.

4. Can thiép:

+ P& xuét gidi quyét cac van dé lién quan dén co s& diéu tri, nhan
vién co s& va bénh nhan phu hgp v&i hoat dong clia co sé .

5. X ly tinh hudng dac biét (ngoai quy trinh lam viéc théng thuwéong):
+ X ly cac trwong hop bénh nhan gay réi trat tw an ninh tai co
s®&, de doa nhan vién...

6. Dai dién khi lam viéc véi dbi tac khi dwoc Gy quyén:

+ Lam viéc v&i cac don vi khac dén lam viéc véi co sé.
+ Lam viéc v&i ngwdi nha bénh nhan.

CAC NOI DUNG PAO TAO CAN THIET

1.
2.

3.

Kién thirc vé Methadone va cac chat gay nghién khac.

Tap huan nang cao vé diéu tri thay thé nghién cac chéat dang
thudc phién bang thuéc Methadone.

Pao tao lién tuc vé kién thire ndi khoa.

YEU CAU NANG LU'C CHO VI TRi

1. Trinh d6 hoc van: Bac si Noi khoa co Chirng chi diéu tri thay thé nghién
cac chat dang thudc phién bang Methadone.

2. Kién thrc can thiét:

+ Chuyén nganh vé diéu tri nghién cac chat dang thudc phién bang
thuéc Methadone

+ Phap luat

+ Quan ly — Lanh dao

+ Sw pham
+ Xa hoi

+ Tamly
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3. K§ nang can thiét:

+ Giao tiép + Lang nghe tich cuc

+ Lam viéc nhém + Phan hdi tich cuc

+ Lap ké hoach + Soan thao van ban

+ T6 chirc, diéu hanh hoat dong + Ngoai ngi¥ (Anh van)
+ Gidi quyét van dé va ra quyét dinh + Vi tinh

+ Téng hop, phan tich thdng tin + Tw van

+ Quan ly thoi gian

4. T6 chéat:
+ Co6 strc khde + C6 kha nang lam viéc doc lap
+ Hoa déng + CAu thi
+ Nhiét tinh + Ham hoc hdi
+ Co tinh than trach nhiém + Kha nang chiju ap lwc

+ S&n sang gitup d& moi nguoi
5. S6 nam kinh nghiém: C6 th&i gian cong tac [& vi tri twong duong]
5-10 nam.
6. Yéu cau khac: Can nang dong, cb ky nang ngoai giao, thwong thuyét,
méem mong, tao dwoc long tin v&i bénh nhan, biet doi phoé v&i khd khan,
chiu ap Iwc cbng viéc.
DIEU KIEN LAM VIEC
1. Ché lam viéc: C6 phong Trudng co s&
2. Trang thiét bi:
- May tinh c6 két néi Internet
- Dién thoai
- Phuwong tién kham bénh: Ong nghe, dén pin...

3. Cac diéu kién khac: - Bao ho lao dong
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THONG TIN BO SUNG VE VI TRi

So d6 t6 chirc lién quan dén vi tri

BAN GIAM BOC

TRUONG ~ TRUONG
CAC KHOA, PHONG LIEN QUAN | | CO SO BIEU TRI METHADONE
sO2

Quy trinh 1am viéc cu thé cho tirng céng viéc.

Nhirng thach thirc trong cong viéc:

- Péi twong tiép xuc hang ngay la bénh nhan nghién ma tdy nén tinh
tinh hung hang, rat manh dong, nhiéu luc bénh nhan phan t&ng, co 16i 1€
khéng van héa, de doa... gdy ap lwc, cang thang trong qua trinh lam viéc
va de doa an toan ban than va gia dinh.

- Nhiéu bénh nhan bi nhiém HIV, Viém gan B,C... nguy co bj bénh
nghé nghiép néu khéng can than.

SOAN THAO XEM XET PHE DUYET
(Ky tén) (Ky tén) (Ky tén)
Chtrc danh Chtrc danh Chtrc danh
Ngay:.....cocoenenee Ngay:.....cocoevene Ngay:.....cocoenenee
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INTRODUCTION

Introduction of the project

In recent years, the Human Capacity Development Unit (HCD) of the
German International Cooperation (GIZ) has developed a new model of
capacity building based on training needs in order to consolidate and
strengthen management competency in policy and decision making for
leaders and managers of Departments of MOH and health facilities in order
to jointly tackle national challenges of the health system. Named as CBEH -
Capacity Building for Effective Health, the training program is designed
for participants who are the leaders and managers of health facilities and
institutions responsible for policy making and strategy determination of the
health system and health administration from four participating countries in
two continents, namely Cambodia and Vietnam from Asia and Kenya and
Tanzania from Africa.

The course on "Human Resources in Health" held in the period from
2012 - 2013 is the third training course, after the course on "Health
Financing" in 2009/2010 and “Quality Management in Health Services" in
2010/2011. In the framework of the overarching theme of each course, after
receiving comments and recommendations from national and international
experts and representatives of relevant health institution and organisations,
participants in each country discussed and selected a country-specific topic
for their country project, in accordance with the conditions, characteristics
and context of each country.

In the third training course, in line with the overall theme of “Human
Resource in Health”, focusing on strengthening performance of health staff,
CBEH Vietnam team named Green Bamboo Team selected its project
theme as: “Strengthening the Application of Job Description as a
Management Tool to Improve Performance of Health Staff in Vietnam”.
The project was implemented for 6 months from January 1, 2013 to June
30, 2013. The Green Bamboo Team, including 1 team leader, 3 team
members and 1 national team coordinator, piloted their project in PAC Da
Nang and Viet-Duc Friendship Hospital.

After completing the pilot phase, the project has achieved the following
results:

1. Template of the JD

2. The manual providing instruction on developing and using JD
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3. 5-7 specific examples of JDs have been developed in 2 selected
health facilities.

4. Health staff in two selected health clinics were trained and guided
on how to develop JD and to widespread apply JD the project result.

In this document, we only referred to the project results No. 1 to No. 2.
These results are highly appreciated by HR experts and leaders of health
facilities for their applicability. Especially, these results could be used to
support health facilities in implementing Decree No. 41 defining project of
working position, in which the development of JD for each position is a
main component.

With support of GIZ and experts of the MOH, we enterprizingly
developed these results into a manual named: “Developing and Using Job
Description for Health staff in Vietham”. We hope this manual will provide
health leaders and managers with an useful tool for human resource
management in Vietham that partly contributes to improving healthcare
quality.

We would like to express our sincere thanks to the Human Capacity
Development Section of the GIZ Hanoi Office for its enthusiastic supports.
Additionaly, we would like to thank Ms. Tran Hai Yen — HRM expert of ...,
Ms. Nguyen Bich Luu, Vice President of the Vietham Nursing Association
and all other involved health experts and colleagues for their valuable
contributions during the process of developing this manual. However, since
this manual is developed and published for the first time, shortcomings and
mistakes are unavoidable. We highly appreciate and look forward to
receiving your comments and recommendations for the better next edition.

Introduction on the manual

Managing human resource is an important function of managers.
Science of human resource management is to improve and to enhance
operational performance of organizations. Aim at enhancing capacity and
operational efficiency of health facilities through implementing more
professional and basic personnel management, with the support from GIZ,
after having developed the guiding manual and piloting at Viet — Duc
Hospital and PAC Da Nang, the Green Bamboo Team would like to
introduce a manual “Developing and Using Job Description for Health staff
in Vietnam”.
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The manual includes 4 main parts and annexes:

o Partl: Introducing legal rationales to develop JD and
Advantages of using JD

o Partll: Guiding on developing JD including developing
principles, procedure and methods to develop a JD

o Partlll: Instructing how to use JD in health facilities in
Vietnam

o PartlV: Guiding on methods of staff’s performance appraisal

e Annexes: Forms to guide JD development and job performance

appraisal and specific examples of JDs developed in
2 selected health facilities

In order to effectively apply this manual in praxis, direct users such as
management board, personnel officers in Personnel Management
Departments etc. need to be trained and coached personally by the Green
Bamboo Team.

In the process of compiling and editing this material, members of the
Green Bamboo Team tried to use simple expression and/or phrases to
enable reader easily to understand the manual. However, the manual may
still have inevitable errors or mistakes that need to be improved for the next
edition.

We look forward to receiving valuable feedback from readers and users.

Hanoi, July 2014

Green Bamboo Team
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AE

BOD
CBEH

HR

HRH

HRM

JA

JD

MOH
MMT
OPC

PAC

QD - BNV
QD-UBND
SMART
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Advocational education

Board of Directors

Capacity Building for Effective Health
Human resources

Human resources for health

Human resource management

Job analysis

Job description

Ministry of Health

Methadone maintenance therapy
Outpatient clinic

Provincial HIV/AIDS Prevention and Control Center
Decision of the Ministry of Internal Affairs
The Decision of the People's Committee
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bound
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PART I: LEGAL RATIONALE AND ADVANTAGES
OF JOB DESCRIPTION

1.1. Legal rationale

Development of job description (JD) by employer is a legally required.
Regulations related to JD development for health staff and officerS can be
found in following legal documents:

- Law on Civil Servant No 58/2010/QH12 regulated the rights and
responsibilities of civil servants, the process of recruitment and
management of civil servant in a state organization;

- Decree No 21/2010/ND-CP dated 08/03/2010 of Government
regulated on the management of official staff;

- Decree No 24/2010/ND-CP dated 08/03/2010 of Government
regulated on the recruiment process, the use and management of
official staff;

- Circular No 13/2010/TT-BNV dated 30/12/2010 regulated on details
of articles on recruitment and classification of official staff mentioned
in the Decree 24/2010/ND-CP;

- Decree No 41/2012/ND-CP dated 08/05/2012 and Circular No
14/2012/TT-BNV dated 14/12/2012 of Ministry of Internal Affair
regulated on the job position plan in state organization.

1.2. Advantages of Job description

1.2.1. For managers

Job description helps manager to organize the job performance, assign
duties to each staff without overlapping or missing out any duties. It is a
basis to verify and assess job performance and level of task
accomplishment of staff. Manager needs to base on JD to recruit the right
employee for the right job and to identify which competency and
qualification he/she needs to be developed and improved.

1.2.2. For staff

JD shows staff their duties, requirements for their working results;
which competence they need to have and which relevant training courses
they need to participate in order to successfully complete their work.
Furthermore JD also includes other information related to position.
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1.2.3. Job description is used as a basis to

Recruit and assign task: JD is the crucial document attached to
labor contract, which exposes the commitment between both sides of
responsibilities and target of the job. JD also includes conditions for
recruitment of civil servant.

JD helps employers, recruiters, leaders of bodies and units
understand which qualification of staff/officer they need. Besides, JD
shows new staff understand exactly what they are expected to do.

Assess value of work and arrange scale of wages: Based on
responsilities and tasks of the incumbents, their workload, work
complexity, working intensity, conditions and environment, etc., JD is
used to evaluate, compare and analyze employee groups. Positions
having the same value of work will be put in the same wage group.
Any changes in responsibilities and workload will be updated and re-
evaluated practically in order to ensure faimess and obijectivity of
salary payment.

Assess job performance and achievement: Based on working
responsibility and target, manager and staff will discuss and assess
the job performance on a periodical basis. Achievements,
shortcoming as well as causes of uncomplete work will be made clear.
Thereby, both sides can identify shortcomings that the staff need to
improve as well as specialized knowledge and skills which the staff
need to be trained and improved. Work target of the next assessment
period will be discussed and agreed. Agreement and commitment of
staff and superior will be documented concretely. Assessment results
will be the basis for considering their salary grade and promotion.

Analyze appropriateness of organization structure, labor
division and staffing norms: Through the JD system, manager can
identify possible overlappings in duties assignment, gap between
employee’s actual competence and work requirements of their
position, as well as personnel abundance or shortage. Thereby,
combining with other analysis methods, manager can adjust the
organization structure, make an appropriate training plan for staff in
the coming period, in order to meet business requirement and
development goals of the organization.

Training and development: Concrete information of the competence
requirements (knowledge, skills, attitudes) in JD is the basis of
identifying training needs and staff development.
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PART Il: DEVELOPING A JOB DESCRIPTION

2.1. Definition of Job Description

JD is a document describing work carried out by a recruited person in a
certain period of time. Besides, JD provides information of competence
requirements and working conditions relating to the position.

JD is developed for a specific position in the organization’s personnel
structure. The position could be held by one or more than one individuals.
Moreover, one individual may simultaneously hold several positions.
Changing incumbent normally does not change the JD for such position.
The incumbent needs to be qualified, which means this person needs to
have necessary knowledge, skills and experiences for his/her position.

2.2. The role of Job Description in Human Resource Management

As described in part 1.2, JD is used as the basis of personnel
management as follows:

o Making decision on staff selection and recruitment.

. Arranging staffs, assigning work and supervising the performance.
° Assessing the efficiency and/or effectiveness.

o Making a human resource development plan.

o Assessing the value of work to develop an appropriate remuneration
system.

66



The manual on Developing and Using Job Description of Health Staff in Vietnam

HR planning

Encouragement
& retention

JOB ANALYSIS
AND DESCRIPTION

HR training and HR performance
development assessment

Figure 1: Advantages of job analysis and the use of JD

If being well implemented, developing and using JD will contribute to
significant improvement of human resources and strengthen the
effectiveness of human resources utilization in the organizations.

2.3. Main contents of the job description

Due the differences in characteristics of various organizations, there is
no common form of the JD. However, a standard JD usually contains:

° Work identification — including title, grade and job code;

o Relationships during job performance: reporting relationship, internal
and external relationships;

° The objective or summary of the position: reasons for the existence of
the position in the organization and responses to the questions about
the nature of the work;

° Main functions and tasks of the position and required results;
° Authority and responsibility of the incumbent;

° Competence requirements of incumbent;
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2.4. Principles for developing a JD

When developing a JD, following principles should be complied:

JD shall be written in simple language. Tasks and responsibilities
need to be described clearly, precisely, concisely but concretely in
details to ensure that everybody can fully understand the described
contents.

Main tasks or duties need to be described in logical order, in
accordance with the procedure of performing task in reality, starting
with the most important tasks and/or ones which are at most time-
consuming.

Writting style: Each sentence starts with an action verb (see Appendix
2) without subject. Each task must have 3 components:

(iv) Action verbs, (such as carry out, clean, sanitize...)
(v) Obiject (such as house, equipment, tool...)

(vi) Purpose of this activity (such as to prepare for surgery, to
prevent bacterial contamination, etc...)

Example for a complete description of a work: Sterilize equipment to
prepare for an appedicitis surgery.

JD can be written by staff of human resource department, job
analysts or consultants. Direct supervisor should be the author of JD.
In fact, the supervisor can do this better with the technical assistance
and advice of a personnel staff. Personnel staff can review the JD
afterwards to ensure that it includes all essential information in
accordance with the reality of the work.

Job description must include adequate components and contents
(see the form in Appendix 1) and be approved by authorized
departments before being applied officially as a legal basis for HR
management.

2.5. JD development process

2.5.1. Job analysis process
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Decide how to use the infor-
mation

Consider the relevant infor-
mation

Choose the representative
positions

Analyse the job

Examine the information of
job analysis

Develop the Job description

Figure 2: The process of job analysis

Step 1: Determine purpose of JD, then determine the most suitable
method of collecting information for job analysis.

Step 2:  Collect/consider available basic information from organizational
charts, documents of purposes, requirements, functions and
authority of organization and their departments/units, or
technological process chart and existing JD (if any).

Step 3:  Select typical and representative works and/or key position in order
to save time and resources when carrying out similar job analysis.
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Step 4:

Step 5:

Step 6:

Conduct the job analysis, applying various methods to collect
information for job analysis. Depending on the requirements of
the precision and detailed level of the collected information, on
the types of work and financial capacity of the organization, one
or combination of several following methods can be used to
collect information for job analysis: interview, questionnaire and
observation. Collected information may be occupational activities,
necessary behavior of employees, working conditions, required
personality and ability required for job performance. Commonly, a
form of information collection will be applied (see the form in
Appendix 3).

Re-verify and/or review the collected information of job analysis:
The precision and the sufficiency of collected information of job
analysis must be examined by staff in charge of JD development.

Develop the job description. Part 2.5.2 mentions the concrete
guideline on how to write a job description.

2.5.2. Method of writing a job description

A JD is written in section-by-section form according to the following
specific guideline:
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[Name & Logo of the Organization]

JOB DESCRIPTION TEMPLATE

Effective date:

dd/mm/yyyy

Title:
(Title of this position in the
organization)

Direct supervisor:

(Title of the managers/supervisors
that this position must report to)

procedure and
relevant documents:

Unit: Location:

(Faculty/department, health facility, | (Name the locality, not address)
training facility etc.)

Contract type: Grade: Job code:
Longtime [ ]  Shorttime [ ]

Standard working (Name the professional standards by MOH

defining the functions and duties of agencies)

Direct subordinate: in charge

(Title of the persons that this position needs be

of management or supervision;

specify the number of persons having the
similar title. See the organizational chart to
identify which positions need to report to the
current position)

Professional Internal:

relationships:

(Name the units and

organizations which )
External:

having relationships
with this position)

JOB SUMMARY

What are expected results?

Summarize main tasks of the position, the reason why the organization needs
that position to answer the question: What are the incumbent’s duties?
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For instance: The summary of the tasks for a HR Director: Develop and
apply HR policies and procedures, guide and provide suggestions to
directors and managers to ensure the effectiveness of HR recuitment,
development and retention

FUNCTIONS & RESPONSIBILITIES

Main functions and responsibilities

[Function 1]
° Task 1
° Task 2

[Function 2]
° Task 1
° Task 2

[Function 3]
[ ]

And other related assignments upon request of the superior:

- Function is a group of tasks. Group all the tasks for a sub-function if
the position performing such tasks has different functions. For example,
management function, technical function, project function... Start with
listing the most important function first.

If the position merely performs 1 function, list 6-8 most basic tasks, start
with the most important task or one takes the most time.

- Task is described with specific action verbs, but not in process form.
Describe “what to do” not “how to do”. Avoid using vague descriptive
verbs, which may be understood in various ways such as ‘help”,
“attract’.... Refer to the list of suggested verbs in Apprendix 2. Do not try
to list all tasks.
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RIGHTS OR AUTHORITY

List rights related to the functions and tasks above, including primarily:

e The right to make decision on implementation (in term of finance,
human resources, specialisation)

e The right to interfere the work of subordinates or colleagues
o The right to handle situations differently to the prescribed process

e The right to represent the organisation when working with
partners

COMPULSORY TRAINING ACTIVITIES

List compulsory training activities for the position according to the
regulation of entity or unit (including
speciality/management/language/soft skills/computer skills...)

COMPETENCY REQUIREMENTS

This section provides requirements to perform the tasks mentioned
above. Minimize requirements to each individual so that he/she can start to
perform this work. Do not describe the current competence of the former
incumbent who held this position for long time.

Qualifications: | Name the minimal degrees and professional training
certificates

Knowledge: Provide  necessary and related  professional
knowledge, such as the knowledge of HIV/AIDS, legal
regulations on people infected with AIDS

Skills: a. List specialized skills, such as injection and
transfusion skill, special caring Skills, x-ray
machine and endoscopic, ultrasound operation
SKill etc.

b. List typical professional working skills, such as
planning, time managing, information analysis and
synthesis, negotiation, communication, problem
solving skills and other skills required for this
position.
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c. Name other supplemental and supportive skKills
such as the use of programs, software,
computers, languages (mention if only really
necessary for this position)

Qualities

Name the required competencies and moral
qualifications such as:

a. Attitude: Active, enthusiastic, responsible,
compassionate, empathetic...

Personality: honest, gentle, cheerful, amiable...

c. Special competency: ability to work under nd high
work pressure, to judge, to consider thoroughly...

Experience:

Hold [the equivelant position] for at least ..... years or
months

Merely mention working experiences in the similar
positions or common working experiences truly
necessary for this position.

Other
requirements:

Probably mention the health requirements if it plays a
decisive role in the decision, and other requirements
such as age, ability to go on business frequently,
flexibility, adaptability to environment, etc if necessary
and typical of the profession.

WORKING CONDITIONS

Work place: Name the work places, such as office, clinical
department, management area...
Provided a. Name personal equipment provided to the
Equipment: incumbent (if any), such as computer, laptop,
telephone...

b. Name the machines and equipment for working,
such as specific specialized machines, common
office equipment (if any)

c. Name protective equipment (if any)

Other Name particular conditions for the position (if any),
conditions: such as pickup cars, taxi cards ... or special

conditions, such as toxic chemicals/radiation in
working environment ...
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POSITION — RELATED ORGANISATIONALCHART

ADDITIONAL INFORMATION ABOUT THE POSITION

- Challenges in the work:

- Career development opportunities:

JD EDITOR DIRECT SUPERVISOR APPROVED BY

Date: dd/mm/yyyy Date: dd/mm/yyyy Date: dd/mm/yyyy
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2.6. Features of a good job description

A good JD is characterized by following features:
o Simple and concise
° Objective, neutral and precise.
° Describe tasks as they are performed in reality.
° Refer to title and position rather than to a specific person.
° Place all functions and tasks in implementation order.

o Start the sentence with “basic tasks” and end it with “implement other
related tasks as required”.

° Describe separate tasks clearly and briefly. Do not use terminologies
and give specific example about the task whenever possible.

° Use action verbs. Emphasize what the incumbent has to do without
explaining applied process.
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PART lll: THE UTILIZATION OF JOB DESCRIPTION

3.1. The utilization of JD in departments and/or divisions of health
facilities

When approved, a JD of a concrete position needs to be kept
somewhere in related departments for its implementation, management,
supervision, monitoring and evaluation of staff’s performance. For example,
it should be kept in HR Department (i.e. personnel organization
department), General Planning Department, in department leader file or in
staffs’ working places.

Employees and/or staff can use JD as a tool to self-supervise and self-
evaluate their progress and task performance level as mentioned in the JD.
During the implementation, related staff needs to record any arisen or
unsuitable tasks as a basis for adjustment of JD in the next period.

When applying JD, managers/department heads should prepare the
succession, replacement of those staff when they are absent (i.e. deputy
rule). However, it should be noted that the assignment should not be
overlapped among employees.

3.2. The utilization of JD in management

Other than being used as basis of work evaluation, a JD can be applied
differently in management. However, JD is not a complete tool to evaluate
the performance of a health staff. Instead, the manager can use the
combination of different tools, depending on functions, duties and targets of
such staff’'s performance assessment. Other applications of JD are:

(i) Exchange of technical and/or specialized information between the
manager/supervisor and staff

JD exposes tasks which the staff should do. Therefore, it is a very
useful material for both managers/leaders and staff to share the
information of tasks of both sides. Besides, JD also helps staff
understand what their colleagues (other staffs) are doing in order to
play as foundation for the cooperation and work integration at work.

(i)  Staff recruitment, appointment and rotation

The information of necessary knowledge, skill and ability to perform
tasks at accepted level is the basis for determing criteria for staff
recruitment, appointment and rotation.
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(iii)

(v)

78

Performance evaluation

To ensure the objectiveness and reasonableness, the job
performance assessment should base on the tasks performed by the
staff. Because the functions and tasks are shown in the JD, it is clear
that the performance evaluation be carried out well. With this method,
when tasks mentioned in the JD are used as a basis of evaluation,
managers and staff shall discuss and agree on the expected
objectives of the work in each period of time. They also need to agree
about criteria of accessing work accomplishment level. This method
helps to reduce the subjectiveness of persons who conduct the
assessment of their subordinate performance.

HR Development Planning , professional training and development

These 3 processes have close relationship to each other. JD, along
with concrete information of knowledge, skills and capacity
requirements of staff to perform well assigned tasks, will be an
appropriate basis of performing those processes. A deep analysis of
tasks will in one hand help identify essential supports to staff with
different levels when they perform their tasks and, on the other hand,
idetify the gap between the requirements of knowledge and essential
skills and the current ability of employees. As a result, professional
training and career development will be implemented. This is also a
part of the personnel development and planning task.

Relationship at workplace

At workplace, issues related to human resources usually emerge from
relationships related to assigned and performed tasks. Therefore, JD
can be used to discuss and solve the problems.

Organization analysis and process

Functions and tasks mentioned in the JD can be used for the
organization analysis and process because most of JDs clearly reflect
methods of organization and work implementation.
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PART IV: ASSESSMENT OF STAFF’S JOB PERFORMANCE
AND OBJECTIVES-BASED MANAGEMENT

Once developed, JD will be an effective basis for staff management.
Assessing the job performance of staff is so essential for managers to make
decision of human resources, such as training, developing, retention, etc. of
staff. There are some basic guidelines used to assess job performance of
staff as follows:

4.1. Definition of job performance assessment

Assessment of job performance is a systematic and official evaluation
of practical job performance of employees as compared with standards,
expected results and indicators developed and discussed previously with
this staff. This assessment need to be strictly and regularly performed.

4.2. Purpose of assessing job performance

Assessment of job performance is one step of effective duties
management process of units to encourage staff to achieve targets and
fulfill work requirements well, which will ensure that staff’'s working result
meet targets of their entity.

Purpose of job performance assessment is to improve the effectiveness
of job performance. In this process, manager should help their staff identify
which they did well, which they need to improve and show them their
shortcomings in their knowledge and skills which they need to improve
throughout a concrete capacity training and development plan. In the
assessment process, standard tasks need to be encouraged.

4.3. Objectives-based management

Management by objectives is to assess the achievement extent of job
performance based on proposed objectives. Concrete objectives of each
staff are established based on common targets of their entities and
departments/divisions.

This method focuses on setting measurable targets which are used to
assess the results of performance, such as “the number of scientific topics
implemented in a year’, “the number of communication sessions
implemented in a quarter”, etc.
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Besides, there should be objectives about quality, such as “level of
satisfaction of patients” or “the quality of project report”, etc...These
obectives can be quantifized as measurable objectives such as “100% of
patients satisfy with staffs service attitude” or “100% of reports are
submitted on time to the head of project” or “70% of reports do not need to
be re-written”.

When developing objectives to assess job performance results, the
SMART criteria need to be followed. To examine whether the proposed
targets meet the SMART criteria, we need to answer following questions:

SMART 5T Questions
S (Specific) That cu thé What are the concrete results?
M (Measurable) Thuwdéc do How can we measure the results?

A (Achievable)  Thuc hién dwgc Can we achieve the objective(s)?
R(

Realistic) Thuc té Are the objectives relevant and
practical to the organization or health
facility?

T (Time bound) Thoi gian When must the objective to be reached?

4.4, Effective job management and staff assessment

Effective management of staff’s job includes the process of discussion,
support and supervision between the manager and staff, bases on basic steps
as follows:

() Discuss on manager’s expectations of the role of their staff in the
organization when they are recruited — Start with JD and targets of job
performance.

(i) Set personal goal(s) for staff in accordance with common goal(s) of their
organization.

Note:
= Let staff participate in identifying/determining goals.

» Goals need to be challenging - but realistic; difficult but obtainable
in a certain duration of time.

» Targets can be considered and adjusted to achieve them.
(i) Develop a capacity building plan for staff.
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(iv) Send regular and timely feedback of job performance to staff
through the process of support and supervision process.

(v) Do a staff assessment for the first 6 months of employment (if any)
to stick on job performance progress of staff, compared with proposed
goals, in order to timely adjust the goals if necessary.

(vi) Conduct annually a staff assessment and document all comments
and agreements. The assessement should be implemented according
to targets of JD and targets proposed from the beginning of the year,
thereby, it's necessary to identify whether the proposed targets are
achieved or not.

(vii) Identify new targets and make a development plan for staff for the
next period.

(viii) Make human resource decisions (rewards, salary adjustment,
promotion, training, and other disciplines)

4.5. Mode of yearly assessment of job performance

The annual and periodical assessment of job performance should base
on the assessment criteria which have already been discussed and agreed
with staff from the beginning of the year. Procedure (or process) of annual
and periodical assessment involves the following steps:

Step 1: HR department prepares an assessment form, then sends to
head of department of this staff.

Step 2: Head of department sends the assessment form to direct
manager/ supervisor of the staff.

Step 3: The direct manager/supervisor sends a blank copy of the
assessment form to the staff whose job performance will be
assessed.

Step 4: The direct manager/supervisor prepares and makes an

appointment with this staff.

Step 5: The direct manager/supervisor conducts a meeting with this staff
to discuss and exchange his/lher comments and assessment.

Step 6: This staff confirms/discuss about the comments and gives
their own opinions.Both supervisor and staff reach agreement
on the final assessment results.

Step 7: The direct manager/supervisor sends the filled-in assessment
form to the head of department for review and approval.
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Step 8: The head of department sends the complete assessment to

HR department for final approval.

The direct manager/supervisor prepares and makes an assessment

appointment with this staff as follows:

Preparation for staff assessment meeting:

Send assessment form to the staff (whose job performance is assessed)
for review and preparing for questions and issues to be assessed and
discussed.

Make a bilateral in-person appointment to implement the assessment
(reservation of enough time for disscussion)

Identify the assessment content: job performance results,
competencies — based on exemplary stardards mentioned in JD and
targets established from the beginning of the year.

Prepare remarks in assessment form (using pencil for easier
correction), notes supporting the remarks (achievements which meet
or exceed the expectation; times when they can not meet the
expectation, strong points and weak points which need to be
improved)

Collect comments on job performance of this staff from their
colleages, partners, clients as quantity and quality of his/her job
performance, compliance level; consult other managers and staff
related to this job for triangulation of information.

Implementation of staff assessment talk:
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Choose a quiet place to avoid any disturbance and turn off cellphone.

Start of the staff talk: help the staff feel comfortable, try to explain the
purpose and time for meeting briefly, encourage him/her to actively
participate in the discussion.

During the staff talk: focus on 4 main contents:
" Reflection on job performance in the last year.
" Reflection on achievement extend of the setting goals last year.

" Setting goalse for the coming year.
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" Feedback on results of the personal development measures of
the last year and Discussion on personal development program,
including training plan.

End of the staff talk: Make conclusion of the staff assessment,
summarize main points of discussion and present the next plan.

Let this staff review, comment and sign.

Sign the staff assessment form by direct supervisor.

Notes for supervisor while implementing the staff assessment talk:

Do not manifest their surprise.

Always start with recognition/acknowledgement of staff contribution
and combine compliment and constructive critics when assessing
staff.

Take note of issues raised in the assessment meeting.

Mention behavior issues, not individuals behavior, focusing only on
issues related to the work.

Be good listener, encourage staff to actively discuss.

Avoid promise or commitment of what can be unsure to happen.

Following mistakes should be avoided in a staff assessement:

Assessment criteria are not clear what can lead to incorrect
assessment results of staff.

The tendency of assessment is too high or too low.

Assessment is focusing on performance of a certain period instead of
the entire assessment duration.

The tendency of assessing all incumbents’ perfomance with the average
score.

Preconceptions or prejudice.

Refer to some examples of the assessment of staff’'s job performance

in Appendix 4 and managers’ in Appendix 5.
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APPENDIX 1: JOB DESCRIPTION TEMPLATE

[Name & Logo of the Organization]

JOB DESCRIPTION
Effective date: dd/mm/yyyy

Long time [] Short time [ ]

Title: Direct supervisor:
Unit: Location:
Contract type: Grade: Job code:

Standard working
procedure, relevant
documents:

Direct subordinate:

Work relations Internal:

External:

JOB SUMMARY

FUNCTIONS & RESPONSIBILITIES

Main function(s) and Responsibilities

[Function 1]
. Task 1

. Task 2
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[Function 2]

. Task 1

. Task 2

[Function 3]

And other related assignments upon request of the superior:

AUTHORITY

TRAINING ACTIVITIES MUST BE ATTENDTED

REQUIRED COMPETENCIES

Education &
Training:

Knowledge:

Skills:

Qualities &
Abilities:

Experience:

Working time [of the same position] at
least .....years/months (fill the number of years or
months)
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Other
requirement:

WORKING CONDITIONS

Work place:

Equipment
provided:

Other conditions:

ORGANISATION CHART WHERE JOB FITS

OTHER INFORMATION ABOUT THE JOB

- Challenges the incumbent would face:

- Career development opportunities:

JD WRITER DIRECT APPROVER
SUPERVISOR
Date: ..... [ d..... Date: ..... [o..d..... Date: ..... [oo..d.....
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APPENDIX 2: LIST OF VERBS USED TO WRITE JOB DESCRIPTION

Leadership - “Strategy establishing” activities

o Approve
e Permit or enable
e Determine

o Develop/build
Management activities

e Organize
e Assign/delegate

o Evaluate

o Attract

e Train

e Assess

o Approve

e Regconize/ldentify
e Carry out

o Improve

e Chair

Activities of Professional and Support Group

e Analyse

e Evaluate

e Perform

e Predict

e Interpret/Explain
e Submit

o Be focal point

Orient/direct
Promulgate
Plan/budget

Prepare/compose

Operate
Consider/evaluate
Maintain
Supervise/monitor
Examine/review
Establish/set up
Specify
Standardize
Speed up/encourage
Ensure/assure
Define

Verify
Offer/suggest/recommend
Propose

Synthesize

Support
Advise/comment

Coordinate
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Activities of Staff

e Check e Examine

o Collate o Diagnose

e Deliver e Prescribe

o Collect ¢ Inject/infuse/transfuse
o Issue o Do an operation

o Drive/control o Follow up

e Obtain/ achieve e Care/look after

o Operate e Communicate

e Perform e Putin

e Present e Preserve/maintain
e Provide/supply o Report

e Carry out/conduct o Deal with

e Finish e Coordinate

General activities (use these verbs carefully because they can cause
misunderstanding)

e Care, manage
e Help

o Advise, attract, push up/speed up
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APPENDIX 3: COLLECTION FORM ON POSITION INFORMATION

NI, e e,
DIrECt SUPEIVISOI: ..ttt
Respondent:

[ ] Incumbent [ ] Supervisor
Daily working time: from............... 1O e,
WOTKPIACE: ...
1. What are the main functions of this position?

2. If this incumbent has subordinates, list their name by titte. If there are
more than 1 individual who have the same title, fill the number of them
in the box:

3. Mark activities under the management of this position:
[] Planning
[ ] Assessing the working result of staff
[ ] Monitoring the job performance
[] Planning anh managing the budget of the unit
[] Training and developing staff
[] Reporting results of activities of the unit
[] Others (please specify):

? Unit can be health facility, training institution, faculty or department
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4.

In your opinion, what authorities does this position should have?

[ ] Make decisions on HR issues, namely

L] IO VENE: e,
[] Deal with extraordinary situation (except normal working procedure):

Describe the form and the extent of supervision by the direct supervisor
to this position:

MISSION: Describe what the incumbent does, including tasks according
to the following classification:

Daily tasks
(activities performed daily or almost every day)

Periodical tasks
(activities performed weekly / monthly / quarterly / annually)
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C. Irregular or non-periodical tasks

7. Should the incumbent perform the other tasks beyond his/her
responsibilities or tasks? If any, please describe?

9. QUALIFICATION: Tick the box showing the essential qualification
required for this position (not for the incumbent)?

[l No need of degree [] Specialized colleges

[] Secondary school or [] Non-specialized other degrees
supplementary
education

[] High school or [l Specialized or higher degrees
supplementary
education

[ 1 Specialized vocational ~ []  Others (specify):
school

10. SKILLS: Mark in the box showing essential skills needed for this
position (not for the incumbent)?

[] Communication [] Organizing, coordinating activi

[] Teamwork [] Planning

[] Problem solving & [l Collecting, analyzing informati
decision making

[ ] Time management [[] Composing documents

[] Advice [] Language skill (what language

[] Active listening [] Computer skill

[ ] Active feedback L e
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11. What are important KNOWLEDGE BASES related to the job
performance?

[ ] Speciality [] Pedagodics

[ ] Management [ ] Psychology

[ ] Leadership [ ] Society

[] Law L e,

12. What PERSONAL QUALITIES (special attitude, constitution, special
capacity...) is this position required for?

[l Healthy [ ] Sociable

[] Enthusiastic [] Ready to help

[ ] Responsible [ ] Ability to work independently
[] Ambitious/studious [] Pressure endurance

L] e L

13. EXPERIENCE: Mark in the box showing minimum duration of experience in
months/years, but necessary experience to perform this job (not for the

incumbent)?
[] No necessary [l 3-5years
[ ] 1-6months [] 5-10years
[ ] 6-12months [] More than 10 years
[] 1-3years L]

14. HEALTH AND SAFETY: Mark in the box showing any unexpected
working conditions which can affect the health and safety of the
incumbent?

[] Radioactive pollution [] Fire and explosion risk

[] Infection risk Risk of exposure through

sharp objectsies

L]
[] Occupational diseases [ ] Risk of being affected by
toxic chemicals
L]
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15.

16.

17

18.

19.

20.

21.

22.

MACHINES, EQUIPMENT, FACILITIES, PROTECTIVE EQUIPMENTS:
Describe briefly the machines, equipment, vehicles or labor protective
equipments used/manipulated regularly by the incumbent.

Are there any specific criteria of the task (duration necessary to conduct
manipulation/skill/ specific tasks, build for this position?) If any, what are
they?

. Are there any challenges and/or stressful situations which this position

has to confront while the incumbent perform his/her work in normal
condition? If any, please describe?

What criteria and ways are applied to evaluate the incumbent’s job
performance?

What could this position cause if the tasks are not well-performed by the
incumbent? Who or what will be affected directly?

If the incumbent succeeds in this position, how will his/her occupational
opportunity be?
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APPENDIX 4: ASSESSMENT FORM OF STAFF’S
JOB PERFORMANCE

Unit’s name

|. Working objectives:

(Total maximum score for objective achievement is 50. Setting 3-5 objectives is reasonable)

Indicators of
measuring % of
Objective of job Proportion objective Due to Results actually L
e performance (%) achievement | complete achieved objegtlves SHEE
. achieved
(Quantity/
Quality)
A B C D E F G=(F*50)*B
1
2
3
4
5
Score of target achievement
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Il. Competency assessment:

(Maximum score for each competency standard is 5, in which: 1= bad; 2= not as expected, 3= as expected; 4= more
than expected; 5= excellent)

No. Indicators of assessing competency Results Score

1 Comply with medical ethics

2 | Technical knowledge and competency

3 | Responsibility

4 | Communication skill

5 | Problem-solving skill

6 | Teamwork

7 Finance/materials/equipment

management

8 | Compliance with working regulations

9 | Creativity

10 | Self-learning and self development

Average score
Total score

lll. Plan of personal development

No Technical field/ skills need to HRD measures Due to Results

be developed complete

1

2

3
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Comments of direct supervisor

Strengths

Scope for improvement

Signature: ...

Opinion of the assessed incumbent

Signature: ...

96



APPENDIX 5: ASSESSMENT FORM OF MANAGER’S JOB PERFORMANCE

Unit’s name Form [02]

|. Working objectives

(Total maximum score for objective achievement is 50. Setting
3-5 objectives is reasonable)

Indicators of
Ayt . 9 measuring Results % of
No. Obj::ft‘;:;sa:ifb PI’O}();;!’IOH objective 5::‘ t‘l)ete actually objectives Score
p K achievement P achieved achieved
(Quantity/Quality)
A B C D E F G=(F*50)*B
1
2
3
4
Score of
objective
achievement
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Il. Competency assessment

(Maximum score for each competency standard is 5, in which: 1= bad; 2= not as expected; 3= as expected; 4= more than expected;

5= excellent)

change

No. | Index of assessing competency Results actually achieved Score
1 Comply with medical ethics
> Competence and technical and
specialized knowledge
3 Responsibility
4 Communication skill
5 Problem-solving and decision-
making skill
6 Work planning and organization for
implementation
7 Finance/materials/equipment
management
8 Staff guide and development
9 Motivating and inspiring staff
10 Management and leading for

Average
score

Total score
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lll. Plan of personal development

No Technical field/ skills HRD measures Due to Results
need to be developed complete
1
2
3
Comments of direct
supervisor
Strengths

Scope for improvement

Signature: ...

Opinions of the assessed incumbent

Signature: ...
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APPENDIX 6: AN EXAMPLE OF JOB DESCRIPTION
FOR A CLINICAL POSITION

A BENH VIEN VIET BUC

-

JOB DESCRIPTION

Effective from: date...... month...... year

Title: Department Head Nurse Direct supervisor: Head of
Department

Unit: Department of Septic Location: Viet Duc Hospital — Ha Noi

Surgery

Type of contract:

Long term X  Short term []

Grade: 16a120 Job code:
A609

Standard working
procedures, related
legal documents

- Law on medical examination and treatment
- Circular 07/2011/TT-BYT

- Decision No. 41/2005/QD-BNV

- Circular No. 18/2009/TT-BYT

- Circular No 23/2011/TT-BYT

- Basic competencies standards of
Vietnames Nurses

- Ethical standards of nursing profession

- Current regulations of hospital on
management, commication and behavior...

Direct subordinate

15 nurses

Work relations

Internal:
- Colleages in the hospital

- Clincial departments, sublinical
departments
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External:
- Other hosptials

- Medical universities: Hanoi Medical
University, Nam Dinh Medical University,
Hai Phong Medical University...

- Service providers

JOB SUMMARY

Department head nurse is responsible for managing the nursing team,
organizing the implementation of patient care, monitoring, examining and
supervising the implementation of regulations and technical procedures
of hospitals, regulations on hygiene and infection control, to ensure that
patients are cared for considerately and professionally, patient rooms
meet sanitation standards and equipments are well-operated.

TASKS AND RESPONSIBILITIES

Main functions and Responsibilities

Management function:

e Manage a nursing team, job classification, arrange in shift nursing,
patient rooms, mornitoring, supervise and evaluate the effectiveness
nurses’ work.

o Participate in the recruitment, training course and develop nursing
capacity.

o Manage fixed assets of department. Check out the planned and used
medical equipments, consumable supplies, use of assets and
materials according to the current decision.

o Prepare reports, propose the staff structure, patient care and the use
of equipment and facilities in the department.

Organization of Patient Care

e Manage patient rooms. Organize the implementation of timely
treatment indications, monitor, test and care for patients by the
attending physician. Promptly report to the nurse head about the
unexpected and unusual progresses of the patient.
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Check and supervise the implementation of regulations on medical
ethics, hospital technical procedures, regulations on hygiene and
infection control. Supervise cleaning patients’ rooms, warranty and
maintenance of medical equipment in the department in safety, to
serve effective diagnosis and treatment.

Give professional advice to patients and their family of prevention of
infectious diseases.

Training, scientific research and other work

Participatee in planning and implementation of training and continuous
mentoring or coaching nursing staff, students, care assistants, janitors.

Participate in scientific research.
Join the direction in different levels as assigned.

Perform other related duties as assigned by superiors.

AUTHORITY

Arrange and coordinate work for nurses and care assistants in the
department.

Evaluate work performance of nurses; propose rewards, disciplines,
salary increase and training nurses, care assistants and ICT staff in
the department.

Participate in and give comments on personnel recruitment for the
department: evaluation after the probation periods,

Propose purchase of equipment for professional works.

TRAINING ACTIVITIES TO BE ATTENDED

Political Theory Course

Nursing Management Course

Hospital Management Course

Regularly improve and update technical knowledge

Informatics course, foreign Language
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REQUIRED COMPETENCIES

Education & Bachelor of nursing, certificate of nursing management
Training:
Knowledge: Basic nursing, nursing manangement technique...
Skills: - Communication, listening skills
- Leading and managing skill  (planning,
assignment, delegation, human resources
management)
- Skills of using medical equipment for specialized
care
- Computer skill: excellent in using Microsoft Office
Qualities & Resposible, honest, enthusiastic and eager to learn
Abilities: (preferred)
Assertiveness at work, flexible. Having good health
Experience: 5 years in direct nursing postion
Prefer those who have experienced care for
TB/HIV/AIDS infected patients
Other Excellent in English and basic informatics
requirement:

WORKING CONDITIONS

Working place:

Separate working room with enough light,
airconditioner

Equipment:

- Internet, telephone, filing cabinets, internal
documents related to their tasks

- Room full of light, air-conditioner

Other conditions:

Uniform as regulation
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ORGANISATION CHART RELATED TO THE POSITION

HEAD OF DEPARTMENT

DEPARTMENT HEAD NURSE
POSTOPERATIVE TEAM LEADER
v w v
STUDENTS DOCTORS CARE ASSISTANT
LEANRERS NURSES CLEANER

OTHER INFORMATION ABOUT THE POSITION

HIV infection...

e Work overloads

language in their work

e Oversea study

e Higher promotion

Challeges the incumbent would face:

o Facilities did not meet requirements

Career development opportunities:

o The patients overload, many critically ill patients, tuberculosis and

o Sometimes it's necessary that the position is able to use foreign

Job Desciption writer

Direct supervisor

Approver

date...

date...

date...
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APPENDIX 7: EXAMPLE OF JOB DESCRIPTON
FOR A PREVENTIVE MEDICINE POSITION

Da Nang Pronvincial AIDS Control Center (PAC)

JOB DESCRIPTION

Effective date: .......... /.....120..
Title: Head of Methadone Direct supervisor: Director of PAC
treatment center
Unit/Department: Methadone Location:
treatment center No. 2 163 Hai Phong, Da Nang
Type of contract: Grade: 16.117 Job code: T.04-
Long term [X] Shortterm [] | Level: 3

Standard working - Decision No. 25/2005/Qb-BYT dated
procedures, related September 5, 2005 on functions, tasks,
legal documents authority and organization structure of PAC

- Decision No. 3140/ @Db- BYT on guiding MMT
(methadone maintenance treatment)

- Decision No. 3521/QDb-UBND on approving
the implementation of MMT

- Decree No. 96/2012/ND-CP on regulating MMT

Manager/supervisor | - 12 staff at Methadone treatment center No. 2

of: - Patients are treated at Methadone treatment
center No. 2

Working relation Internal:

/communication - Department of: Comunication, Monitoring,

Testing and Treatment
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- Division of: Planning and Finance,
Administration, Organization = Methadone
treatment site No. 1

External:
- Department of Health

- People's Committee at district, commune and
ward level.

- Life-Gap, SCMS project

- Hospitals, Medical Offices, Medical Center
and medical stations in the city.

- HPMC 1

- Branch of drug abuse and prostitution
prevention

- Methadone treatment sites across the country
- Police office at district, commune and ward level

- The preventive medicine team of Hai Chau
District

- Some other units

JOB SUMMARY

Manage and operate generally activities of the treatment site.
Supervise, monitor and evaluate the task performance of staff.

Organise the examination and alternative treatment of opiate
addiction with methadone for patients at this facility.

TASKS & RESPONSIBILITIES

1.

Develop the weekly, monthly and annualy operation plan of the
OPC.

Organize periodic and extraoditional meeting.

Manage, supervise and direct the work of junior staff, facility
operations, evaluating results through briefings or meetings.

Supervise the opening and closing daily medication store.

Direct examination and treatment of patients (1/3 of the patients
of the facility), recording patient records.
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6.

9.
10. Attend educational group, patients and patients’ family club

Support the department upon request, examining the books,
medical records and reports.

Receive patient and the patient's family, address and handg
issues related to patient.

Report on weekly, monthly, quarter, annualy activities of facility
and extraordinary reports.

Chair the basic diagnose, announce clinical case.

activities.

11. Join in importing drug, monthly inventory of drug and bio-product

store.

OTHER DUTIES BEYOND THE RESEARCH:

1.

Work with precinct/officer of Ward to handle issue related to
patients.

2. Meet with Management board at District and Province level.

3. Prepare to receive guests visiting the OPC.

4. Attend professional training.

5. Participate in consultation with other hospitals.

6. Intervent and handle unusual situations occuring at OPC.

AUTHORITY

1. Developing operation plan of OPC.

2. Monitore nad supervise the OPC operation, evaluating the staff’s
performance.

3. Making personel decision as required.

4. Intervention: Proposing solution related to OPC'’s issue, staff and
patients in accordance with OPC’s regulation.

5. Handle special situation (outside normal working procedure) of
patients who are disorder and threatened staff ...

6. Representative to work with when is authorized:

+ Working with other units
+ Working with patients' family
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TRAINING ACTIVITIES MUST BE ATTENDED

1. Knowledge of Methadone and other opiates.

2. Advanced training on alternative treatment of opiate addiction with
methadone.

3. Continous training on internal medicine.

REQUIRED COMPETENCIES

Qualification: Medical doctor, certified in internal medicine of
alternative treatment of opiate addiction with
Methadone.

Knowledge - Specialized treatment of opiate addiction with
required: methadone

- Legislation

- Management - Leadership
- Pedagogics

- Society

- Psychology

Skills needed: - Communication

- Teamwork

- Planning

- Activity organization and operation

- Problem solving and decision making
- Synthesis and analysis of information
- Time Management

- Active listening

- Positive feedback

- Text composition or compiling

- Foreign Language (English)

- Computation

- Consultancy
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Qualities:

- Good health

- Sociability

- Enthusiasism

- Responsibility

- Ready to help people

- Ability to work independently
- Eagerness to learn

- Ability of pressure endurance

Years of
experience

5-10 years experience (in equivalent position)

Other
requirements:

Active, flexible and have diplomatic and negotiation
skill, strengthening the belief of patients, deal with
difficulty, endure job pressure

WORKING CONDITION

Working place:

Working room for head of MMT site

Equipment:

- Computer with internet connection
- Telephone
- Medical equipment: stethoscopes, lights...

Other facilities:

Protective uniform

OTHER INFORMATION OF POSITION

Organization chart of position

MANAGEMENT BOARD

HEAD OF RELEVANT UNITS HEAD OF MMT SITE NO 2
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Challenges:

- Because subjects who are exposed daily are drug addicted patients,
it is difficult to control them well as they are aggressive, have very
strong action, sometimes patients have strong reaction, pushing
pressure and stress in the process of working and threatening the
safety of oneself and his/her family.

- Many patients infected with HIV, Hepatitis B, C ... risk of
occupational disease if not careful.

JD WRITER SUPERVISOR APPROVAL
(Signature) (Signature) (Signature)
Tittle Tittle Tittle
Date:........ceovins Date:................. Date:.................
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