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Chure ning phdi hop




MUC TIEU CHAT LUQNG CUA PHONG CHI PAO TUYEN

Hoan thién va phat trién mo hinh dao tao lién tuc va chi dao tuyén ta1 Bénh vién
nham nang cao chat luong nguén nhan lyc y t€ Nhi khoa trong toan tinh, rut ngan
khoang cach chat lugng kham chita b¢nh gitta bénh vién tuyén trén voi bénh vién tuyén
trudc.



SO Y TE THAI BINH
BENH VIEN NHI

by

SN

7 @
=007 g

PEMATR

3@@& BEy

MO TA CONG VIEC

TRUONG PHONG CHI PAO TUYEN

MA SO © MTCV.CPT.01
LAN BAN HANH : 02
NGAY BAN HANH .../9/2020
Phan phé duyét tai liu:
SOAN THAO SOAT XET PHE DUYET
TRUONG PHONG PHO GIAM DOC GIAM POC

Pham Thi Nhu Tran Trong Kiém Nguyén Thi Minh Chinh




LI MO TA CONG VIEC
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l b . . Lan ban hanh: 02
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L Trang: 2/24

CHUC DANH CONG VIEC: TRUONG PHONG CHI PAO TUYEN
CAP BAC CONG VIEC: QUAN LY CAP TRUNG
PHONG/KHOA: PHONG CHI PAO TUYEN
TO/NHOM/BO PHAN: HANH CHINH
CHUC DANH QUAN LY TRUC TIEP: | GIAM POC BENH VIEN

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

(i) Tham muu Ban Lanh dao xdy dung ké hoach Chi dao tuyén duéi cua Bénh vién, trinh
giam doc Bénh vién phé duyét dé t6 chirc thuc hién;

(ii) Phdi hop véi cac chuyén khoa to chic thuc hién dao tao lién tuc cho cic can bo vién chirc
trong bénh vién va tuyén dudi.

(iii) Theo doi, don déc, kiém tra, danh gia hiéu qua cong tac hoat dong chuyén mon k¥ thuat
ctia tuyén dudi;
(iv) Pinh ky so két, tong két, duc rat kinh nghiém vé cong tac chi dao tuyén, trinh giam ddc

Bénh vién vao bao céo cap trén;

(V) T6 chirc thong ké, Iuu trir ho so theo dung quy ché Bénh vién.

TRACH NHIEM CONG VIEC CHINH

- T4 chuc trién khai ké hoach Chi dao tuyén cua Bénh vién;

- Xay dung, trién khai ké hoach hoat dong theo chirc nang, nhiém vu cia Phong Chi dao
tuyén;

- Phéi hop véi cac khoa chuyén mén thudng xuyén xay dung Chuong trinh, tai liéu ddo tao
lién tuc tai Bénh vién trinh S& Y té phé duyét;

» To chuc thyc hién cong tdc dao tao lai, dao tao lién tuc cho can bg ctia cac don vi tuyén
dudi vé chuyén mon k¥ thuat tai bénh vién hodc tai co so.

- Huédng dan va tao diéu kién cho tuyén dudi nang cao chét luong kham bénh, chira bénh,
thuc hién diing tuyén k¥ thuat, thong bao kip thoi cac sai sét vé chuyén moén ki thuat.

- T6 chirc theo ddi, kiém tra, giam sat viéc thuc hién quy ché chuyén mén, quy trinh k¥
thuat cta cac Bénh vién tuyén dudi;

- Phéi hop v6i cac khoa chuyén mén thyc hién chi vién chuyén mon ki thuat cho tuyén dudi
khi ¢6 yéu cau;

. Tiép nhan cén bd chuyén moén cua tuyén dudi vé hoc tap thuc hanh, nang cao tay nghé;
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TRACH NHIEM CONG VIEC CHINH

X4y dung phuong an chuyén tuyén trong pham vi dugc phin cong;

* Tham gia phéi hop v6i Bénh vién Nhi Trung wong trong viéce thuc hién nhiém vu chi dao tuyén;
Dén dbc, kiém tra viéc thuc hién ké hoach cong tac tuyén cua cac khoa phong;

- Thuyc hién céc dé tai Nghién ctru khoa hgc lién quan dén hoat dong Chi dao tuyén;

Thuc hién cac nhiém vu khac ma Lanh dao bénh vién giao.

TRACH NHIEM QUAN LY

M Co O Khong

Quan Iy triee tiép .

Quan 1y gidn tiép .

Quan ly chiec nang |

TIEU CHi PANH GIA HOAN THANH CONG VIEC

1. Guong mAu, chap hanh tot chu truong, dudng 16i, chinh sach cta Pang, phap luat cia Nha
Nuoc;

2. Co phém chét chinh tri, dao duc tot, c6 16i séng lanh manh, chép hanh nghiém ky luat, ky
cuong trong co quan, t6 chirc, don vi; tan tuy, c6 tinh than trach nhiém véi cong viéc dugce
phén cong;

3. C6 nang lyc, trinh d6 chuyén mon ngiép vu, phdi hop chit ché va c¢é hiéu qua véi dong
nghi¢p, co quan, to chirc trong qua trinh thyc hién nhi€ém vy, cong vy;

4. Co6 tinh than chu dong, sang tao trong qua trinh thyc hién nhiém vy, cong vu duoc giao;

5. Hoan thanh coéng viéc dam bao thoi gian, ning sut, chat luong va dat hiéu qua cac cong
viéc duoc phan cong;

6. Co thai d§ ding myc va xtr sy van hoa trong thuc hién nhi€ém vy, cong vuy; thuc hién tdt
viéc phong, chong céc hanh vi ctra quyén, hach dich gay kho khan, phién ha, ti€u cyc,
tham nhiing, tham 0, lang phi;

7. Hoan thanh kip thoi va dam bao chét lugng, hiéu qua nhiém vu dot xuat;

8. Co deé tai nghién ctru khoa hoc hodc sang kién cai tién k¥ thuat dugc Bénh vién, cép cod
tham quyén cong nhan.
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YEU CAU VOI NGUOI THU'C HIEN

Trinh d¢ va chirng chi

- T4t nghiép sau dai hoc, chuyén nganh Nhi khoa.
= Tot nghi¢p Trung cap Ly luan Chinh tri;
* Chuing chi Quan li Nha nudc, Quan li Bénh vién.

Kinh nghiém lam viéc

- C6 05 nam kinh nghiém 1am viéc trong linh vuc Nhi khoa, trong d6 c6 it nhat 03 nim dam
nhén vi tri quan 1y, di€u hanh cap trung tai T6 chitc/don vi c6 quy md tuong ty hoac tuong
tuong.

Kién thirc va k§ ning

= Am hiéu kién thtrc trong linh vyc Nhi khoa;

= C6 kién thuc téng hop vé dao tao lién tuc, tap huén, hoi nghi, hoi
thao.. trong linh vuc Chi dao tuyén;

= Am hiéu vé dic thu hoat dong Chi dao tuyén.

Kién thirc

* Su dung thanh thao tin hoc van phong Word, Excel, tra ctru Internet.

* K¥ nang lap ké hoach va trién khai thuc hién.

- K¥ ning phan tich va xir 1y cac van dé phic tap.

- K¥ niang dam phan, thuyét trinh, thuyét phuc.

* Kha nang chi dao, dinh huéng cho nguoi khac va xu 1y xung dot

Ky nang/khd ndng | trong tb chic.

- Kha ning quan 1y, phan cong, sap xép cong viéc, nhan lyc, trang thiét
bi... khoa hoc, hi¢u qua.

- K¥ niang tham muu, tu van.

- Kha nang dinh huéng chién luoc.

* Kha nang lam viéc ddc 1ap, chiu dugc &p luc cao trong cong vigc.

Yéu cau khdc = Co tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC
Piéu kién/mdi = Hau hét thoi gian 1am viéc trong diéu kién van phong tiéu chuan

treong lam viéc: thong thuong.

- May tinh dé ban/Laptop; Phan mém tin hoc vin phong va phan mém
ké toan; email noi bo.

* Name Card, Phu hiéu /Thé

» Trang thiét bj van phong (may Fax, may Photocopy, mdy Scan,..) va
vin phong pham theo quy dinh.

Phwong tién lam
viéc:
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A g % ‘f% MO TA CONG VIEC Ms: MTCV.CDT.02
%j PHO TRUONG PHONG I{fznl;?nzzinh: 02
CHUC DANH CONG VIEC: PHO TRUONG PHONG CHI PAO TUYEN
CAP BAC CONG VIEC: QUAN LY CAP TRUNG
PHONG/KHOA: PHONG CHI PAO TUYEN
TO/NHOM/BQ PHAN: HANH CHINH
CHUC DANH QUAN LY TRUC TIEP: | TRUONG PHONG

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

(i) Tham muu Truéng phong xay dung ké hoach Chi dao tuyén dudi ctia Bénh vién, trinh giam
dbc Bénh vién phé duyét dé to chire thuc hién;

(ii) Phdi hop voi cac chuyén khoa t6 chtrc thuc hién dao tao lién tuc cho cac can bd vién chirc
trong bénh vién va tuyén dudi.

(iii) Theo ddi, don ddc, kiém tra, ddnh gia hidu qua cong tac hoat dong chuyén mon k¥ thuat
clia tuyén dudi;

(iv) Tham muu giap Truong phong 1am bao cao so két, tong két, dac rat kinh nghiém vé cong
tac chi dao tuyén;

(V) T6 chire théng ké, luu trit hd so theo dung quy ché Bénh vién.

TRACH NHIEM CONG VIEC CHINH

Phéi hop t6 chire trién khai ké hoach Chi dao tuyén cua Bénh vién;
Tham muu Truéng phong xay dung, trién khai ké hoach hoat dong theo chirc nang, nhiém
vu cia Phong Chi dao tuyén;
Phdi hop véi cac khoa chuyén mén thudng xuyén xay dung Chuong trinh, tai lidu dao tao
lién tuc tai Bénh vién trinh S& Y té phé duyét;
Phéi hop t6 chirc thue hién cong tac dao tao lai, ddo tao lién tuc cho can bd cua cac don vi
tuyén dudi vé chuyén mon k¥ thuat tai bénh vién hoac tai co sé.
Theo dbi, kiém tra, giam sat viéc thuc hién quy ché chuyén mén, quy trinh k¥ thuat ciia
cac Bénh vién tuyén dudi, dinh ky bao cdo Truong phong CDT;
Phéi hop véi cac khoa chuyén moén thyc hién chi vién chuyén mon ki thuat cho tuyén dudi
khi ¢6 yéu cau;

- Theo ddi, huéng dan can bd chuyén mén ciia tuyén dudi vé hoc tap thuc hanh, nang cao
tay nghé;
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TRACH NHIEM CONG VIEC CHINH

Tham gia phéi hop véi Bénh vién Nhi Trung wong trong vi¢e thuc hién nhiém vu chi dao
tuyén;

Theo dbi, kiém tra viéc thuc hién ké hoach cong tic tuyén cta cac khoa phong;

»  Tham gia thyc hién cac dé tai Nghién ctru khoa hoc lién quan dén hoat dong Chi dao
tuyén;

*  Thuyc hién cac nhi€ém vy khac ma Truong phong CDT va Lanh dao bénh vién giao.

TRACH NHIEM QUAN LY

M Co [ Khong

Quan Iy truc tiép .

Qudan Iy gian tiép | =

Quan ly chuc nang | *

TIEU CHi PANH GIA HOAN THANH CONG VIEC

9. Guong mau, chap hanh tét chu truong, duong 16i, chinh sach ciia Pang, phéap luat ciia Nha
Nuoc;

10.Co phém chét chinh tri, dao dtrc tét, c6 16i séng lanh manh, chép hanh nghiém ky luat, ky
cuong trong co quan, to chirc, don vi; tan tuy, co tinh than trach nhiém véi cong viéc duoc
phén cong;

11.C6 nang luc, trinh do chuyén mon ngiép vu, phdi hop chit ché va ¢ hiéu qua voi dong
nghiép, co quan, to chirc trong qua trinh thuc hién nhi€ém vy, cong vu;

12. C6 tinh than cha dong, sang tao trong qua trinh thyc hién nhiém vy, cong vu dugc giao;

13. Hoan thanh cong viéc dam bao thoi gian, ning suat, chat lwong va dat hiéu qua cic cong
viéc dugc phan cong;

14.C6 thai do dung muc va xtr sy van hoda trong thuc hién nhi€ém vu, cong vu; thuc hién tbt
viéc phong, chong cdc hanh vi ctra quyén, hach dich gay kho6 khan, phién ha, ti€u cuc,
tham nhiing, tham 6, 1ang phi;

15. Hoan thanh kip thoi va dam bao chit luong, hi¢u qua nhi€ém vy dot XUAL;

16.C6 dé tai nghién ctru khoa hoc hodc sang kién cai tién k¥ thuat dugc Bénh vién, cﬁp co
tham quyén cong nhan.
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YEU CAU VOI NGUOI THU'C HIEN

Trinh d¢ va chirng chi

- Tét nghi¢p sau dai hoc, chuyén nganh Nhi khoa.

- T6t nghiép Trung cdp Ly luan Chinh tri;

* Chutng chi Quan li Nha nudce, Quan li Bénh vién.

Kinh nghiém lam viéc

= C06 it nhat 05 nam kinh nghiém lam viéc trong linh vyc Nhi khoa.

Kién thirc va ky ning

Kién thirc

Am hiéu kién thurc trong linh vyc Nhi khoa;

Co kién thuc téng hop vé dao tao lién tuc, tap huén, hoi nghi, hoi
thdo.. trong linh vyc Chi dao tuyén;

Am hiéu vé dic thu hoat dong Chi dao tuyén.

Ky nang/kha nang

Str dung thanh thao tin hoc van phong Word, Excel, tra ctru Internet.
K¥ nang lap ké hoach va trién khai thuc hién.

K§ niang phan tich va xir 1y cac van dé phirc tap.

K§¥ nang dam phan, thuyét trinh, thuyét phuyc.

Kha ndng chi dao, dinh huéng cho nguoil khac va xi ly xung dot
trong to chic.

Kha nang quan 1y, phan cong, sip xép cong viéc, nhan lyc, trang thiét
bi... khoa hoc, hi¢u qua.

K§ nang tham muu, tu van.
Kha ning dinh hudng chién lugc.

Kha nang lam viéc ddc lap, chiu dugc ap luc cao trong cong viéc.

Yéu cau khac .

Co6 tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC

biéu kién/moi .
truomg lam viéc:

Hau hét thoi gian lam viéc trong diéu kién vin phong tiéu chuan
thong thuong.

Phwong tién lam
viéc:

May tinh dé ban/Laptop; Phdn mém tin hoc vin phong va phan mém
ké toan; email noi bo.

Name Card, Phu hiéu /Thé
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PIEU KIEN VA PHUONG TIEN LAM VIEC

» Trang thiét bj van phong (may Fax, may Photocopy, mdy Scan,..) va

vin phong pham theo quy dinh.
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CHUC DANH CONG VIEC: PIEU DUGNG PHONG CHI PAO TUYEN

CAP BAC CONG VIEC: NHAN VIEN

PHONG/KHOA: PHONG CHI PAO TUYEN

TO/NHOM/BQ PHAN: CHI DPAO CHUYEN MON K¥Y THUAT TUYEN DUCI

CHUC DANH QUAN LY TRUC TIEP: | TRUONG PHONG

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

1. Tham muu cho Trudng phong trong xay dung Ké hoach Chi dao tuyén;

2. Diéu phéi vién cho céc dot tap huén, di tuyén tai Bénh vién tuyén duoi;

3. Tong hop danh sach, theo ddi can bo tuyén dudi tham gia dao tao lién tuc tai BV tuyén
dudi va tai Bénh vién Nhi Thai Binh;

4. Huéng dan thu tuc cho can bd tuyén dudi maéi 1én dao tao tai Bénh vién;

5. Theo do1, hudng dan thu tuc cho can bd Bénh vién 1én tuyén trén dao tao;

6. Theo ddi, tong hop can bd tham gia chi vién chuyén mon k§ thuat tuyén duéi;

7. Theo ddi, tong hop cac truong hop trao ddi, rat kinh nghiém chuyén mén tuyén dudi.

TRACH NHIEM CONG VIEC CHINH

Tong hop nhu cau dao tao cta cac don vi dé tham muu xay dung ké hoach Chi dao tuyén;
Chuén bi dung cuy, tai liéu giang day cho céac dot di myén;
Lap danh sach can b di tuyén trinh Truéng phong;
Bio cao két qua di tuyén cho Trudong phong;
»  Lam thu tuc cap gidy ching nhan/chtng chi dao tao lién tuc cho can bo tuyén dudi;

Hudng dan thu tuc, lién hé cac khoa LAm sang cho can bd tuyén dudi tham gia dao tao tai
Bénh vién,;

Lap danh sach, huéng dan thu tuc cho can bd Bénh vién di dao tao tai cac Bénh vién tuyén
Trung wong;

- Béo céo két qua dao tao, hoat dong Chi dao chuyén mén k¥ thuat tuyén duéi cho Trudng
phong theo tung Quy, Nam hodc dot XUAL;

= Tham gia gitip vi¢c trong cac budi tap huén, Hoi nghi hdi thao tai Bénh vién;

Lam céc nhiém vu khac theo sy phan cong cua Trudng phong.
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TRACH NHIEM CONG VIEC CHINH

TRACH NHIEM QUAN LY

o Co M Khong

Quan Iy truc tiép .

Quan Iy gidn tiép |

Quan ly chuec nang |

TIEU CHi PANH GIA HOAN THANH CONG VIEC

17.Ludn chép hanh tbt chu truong, duong 161, chinh sach cua bang, phap luat cia Nha Nudc;

18.C6 pham chat dao dirc tét, c6 16i sdng lanh manh, ludn chap hanh tét ky cuong, ky luat
trong co quan, doan thé, ¢ tinh than trach nhiém cao vdi cong viéc dugce phan cong;

19. C6 nang lyc, trinh d§ chuyén mon nghiép vu, phéi hop chét ché va c6 hiéu qua vdi déng
nghiép, co quan, to6 chirc trong qua trinh thuc hién nhiém vu;

20. C6 tinh than chu dong, sang tao trong qua trinh thyc hién nhiém vy, cong vu dugc giao;

21.Hoan thanh cong vi¢c dam bao thoi gian, nang suét, chat luong va dat hi€éu qua cac cong
viéc duoc phan cong;

22.Co thai d§ ding myc va xur sy van hoa trong thuc hién nhi€ém vy, cong vuy; thuc hién tdt
viéc phong, chong céc hanh vi ctra quyén, hach dich giy kho khan, phién ha, ti€u cyc,
tham nhiing, tham 0, 1ang phi;

YEU CAU VOI NGUOI THU'C HIEN

Trinh d¢ va ching chi

= C¢ trinh d§ Cao dang, c6 chuyén mon nghi¢p vu vé cong tac tuyén

- Chung chi vé dao tao giang vién y hoc 1am sang.

Kinh nghiém lam viéc

= (o6 kinh nghié¢m lam viéc trong linh vuc Nhi

Kién thirc va k§ niing

Kién thirc - Am hiéu vé dic thu hoat dong ctia nghanh nghé.
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YEU CAU VOI NGUOI THU'C HIEN

C6 kién thirc chuyén mén vé cong tac Nhi khoa

Ky nang/kha nang | =

C6 k¥ ning giao tiép tot

St dung thanh thao cac k¥ ning vé cap ctru ciing nhu cac van dé lién
quan

K¥ nang giang day

Kha nang lam viéc ddc lap

Yéu cau khac .

C6 tinh than trach nhiém cao trong cong viéc

C6 sy phdi hop t6t dé hoan thanh cong viéc

PIEU KIEN VA PHUONG TIEN LAM VIEC

bieu kién/moi .
truong lam viéce:

Hau hét thoi gian lam viéc trong diéu kién van phong tiéu chuan
thong thuong

Phwong tién lam .
viéc:

May tinh dé ban/ phan mém tin hoc van phong

Phu hi¢u/ Thé

Trang thiét bi van phong va vin phong pham theo quy dinh
Trang thiét bi, dung cu phuc vu giang day.
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CHUC DANH CONG VIEC: PIEU DUGNG VIEN
CAP BAC CONG VIEC: NHAN VIEN
PHONG/KHOA: PHONG CHI PAO TUYEN
TO/NHOM/BO PHAN: THONG KE, BAO CAO
CHUC DANH QUAN LY TRUC TIEP: TRUONG PHONG CHI PAO TUYEN
TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

(1) Lay s6 lidu bao cao hang ngay va ddi chiéu véi cac khoa 1am sang;

(1) Tong hop sb liéu bao cdo chuyén vién theo thang, quy, nam;

(IIT) Phéi hop V(:)'i cac b phan thong ké cua cac khoa, phong chirc nang c6 lién quan dé thuc
hién cong tac thong ké theo quy dinh;

(IV) Nhap s6 liéu can bd, nhan vién dao tao tap huén tai Bénh vién, Trung Uong;

(V) Tong hop gid dao tao lién tuc can bo, nhan vién c¢6 chimng chi hanh nghé.

TRACH NHIEM CONG VIEC CHINH

- Theo ddi s6 liéu chuyén vién, dao tao tap huin

- Tong hop s6 liéu bao céo chuyén vién;
Téng hop danh sach dao tao lién tuc tai Bénh vién, du an, tuyén dudi;
Thuc hién théng ké, bao cdo s liéu khac dudi su chi dao cua Trudng phong;
Thuc hién cadc nhi€ém vu khac theo su phan cong cua Trudng phong.

TRACH NHIEM QUAN LY

3 Co M Khéng

Qudan 1y triee tiép .

Quan 1y gidn tiép .

Quan ly chuc nang | *

TIEU CHi PANH GIA HOAN THANH CONG VIEC
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TIEU CHi PANH GIA HOAN THANH CONG VIEC

23.Ludn chap hanh tét chi truong, duong 16i, chinh sach ciia Pang, phap luat ciia Nha Nudc;

24.C6 pham chat dao duc tdt, c6 16i séng lanh manh, ludn chap hanh t6t ky cuong, ky luat
trong co quan, doan thé, c¢é tinh than trach nhiém cao véi cong viéc dugc phan cong;

25.C6 nang lyc, trinh d6 chuyén mon nghiép vu, phéi hop chit ché va c¢é hiéu qua véi dong
nghi¢p, co quan, to6 churc trong qua trinh thyc hién nhiém vy;

26.Co tinh than chu dong, sang tao trong qua trinh thyc hién nhiém vy, cong vu dugc giao;

27.Hoan thanh coéng viéc dam bao thoi gian, ning sut, chat luong va dat hidu qué cac cong
viéc dugc phan cong;

28. Co thai do ding myc va xur sy van hoa trong thuc hién nhiém vy, cong vu; thuc hién tbt
viéc phong, chong cac hanh vi ctra quyén, hach dich gay kho khan, phién ha, ti€u cuc,
tham nhiing, tham 0, lang phi;

YEU CAU VOI NGUOI THUC HIEN

Trinh d¢ va chirng chi

* Trung cép.

- Chung chi hanh nghé diéu dudng.

Kinh nghiém lam viéc

- C6 10 nam kinh nghiém 1am viéc trong cong tac diéu dudng Nhi khoa, trong d6 c6 2 nim
lam cong tac thong ké, bao cao.

Kién thirc va ky ning

Kién thirc - Am hiéu vé luit kham chira bénh tai co so y té;

- C6 kién thirc tong hop vé phan tich thong ké, bao cio sd liéu.

Ky nang/khd ndng |+ St dung thanh thao tin hoc vin phong Word, Excel va phan mém
quan ly thong tin Bénh vién, tra ctru Internet;

- Kha nang phdi hop véi khoa, phong lién quan dé 1am bao céo;
- K§ ning phan tich va bao cao sd liéu;
* Kha nang tham muu, tu van;

* Kha nang lam viéc ddc 1ap, chiu duogc &p luc cao trong cong vigce.

Yéu cau khdc = (6 tinh than trach nhiém cao.

3/4




.fa%é.*.“"f.r@,_ MO TA CONG VIEC

i

&
K-

Ms: MTCV.CDBT.04
Lan ban hanh: 02
Trang: 4/24

By
s

BOQ PHAN THONG KE, BAO CAO

S
§
@

PIEU KIEN VA PHUONG TIEN LAM VIEC

biéu kién/moi » Hau hét thoi gian lam vi¢c trong diéu kién vin phong tiéu chuan
truong lam viéc: thong thuong.

Phuong tién lam - May tinh dé ban; Phan mém tin hoc vin phong va phidn mém quan 1y
viée: thong tin Bénh vién; email ndi bo.

* Name Card, Phu hiéu /Thé
» Trang thiét bj vin phong :may in... va vin phong phim theo quy dinh.
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CHUC DANH CONG VIEC: PIEU DUGNG VIEN PHONG CHI PAO TUYEN

CAP BAC CONG VIEC: NHAN VIEN

PHONG/KHOA: PHONG CHI PAO TUYEN

TO/NHOM/BQ PHAN: HANH CHINH

CHUC DANH QUAN LY TRUC TIEP: | TRUONG PHONG CHI PAO TUYEN

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

1. Tham muu cho Truéng phong trong xay dung K& hoach dao tao can bo;

2. Tham muu cho Trudng phong cac ndi dung lién quan dén t6 chirc dao tao, tip huin tai Bénh
vién va tuyén Trung vong;

3. Téng hop danh sach, theo doi can bd tuyén duoi thglm gia dao tao lién tuc tai Bénh vién va
can bd cua Bénh vién Nhi Thai Binh di hoc tai cac tuyén trung uong;

4. Theo doi, hudng dan thu tuc cho can bd tuyén dudi1 méi 1én dao tao tai Bénh vién;

5. Theo doi, hudng dan thu tuc cho can bd Bénh vién 1én tuyén trén dao tao;

6. Theo doi, téng hop danh sach can by Bénh vién tham gia dao tao lién tuc 24h/nam theo
Thong tu s6 22/2013/TT-BYT ngay 09/8/2013 ciia B6 Y té vé Hudng dan dao tao lién tuc
trong linh vuc y té;

TRACH NHIEM CONG VIEC CHINH

Tong hop nhu ciu dao tao tai Bénh vién béo cdo trudong phong dé xay dung ké hoach dao
tao can bo tai Bénh vién;

Thiét lap, huéng dan va kiém soat chinh sach dao tao, quy trinh dao tao can by cua Bénh
vién,;
Théng bao dén cac bénh vién tuyén huyén vé cac 16p dao tao tai Bénh vién;

Tham gia t6 chirc cac chuong trinh ddo tao ctia Bénh vién phu hop véi nhu cau tuyén dudi
va bénh vién theo ké hoach dé ra;

Phéi hop cac phong ban, giang vién va cac khoa 1am sang to chirc cac khoa dao tao theo
ké hoach dau nam;

Giam sat viéc chép hanh ndi quy, quy dinh, tuan thti ndi dung dao tao cia hoc vién hoc tai
Bénh vién;

Phoi hop véi gidng vién va khoa 1am sang t6 chtrc kiém tra, danh gia hi¢u qua sau dao tao;

Béo céo dinh ki cho Trudng phong céc van dé lién quan trong pham vi trach nhiém duoc
giao
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TRACH NHIEM CONG VIEC CHINH

Tham gia giup viéc cho cac budi tap huén, Hoi nghi, HOi thao tai Bénh vi¢n;

Thuyc hién nhi€ém vu khéc theo phan cong ctia Trudng phong.

TRACH NHIEM QUAN LY

3 Co M Khong

Quan Iy truc tiép .

Qudan Iy gian tiép | =

Quan ly chuc nang | -

TIEU CHi PANH GIA HOAN THANH CONG VIEC

29. Guong mau, chip hanh tét chi truong, duong 16i, chinh sach ctuia Pang, phap luat cia Nha
Nudc;

30. C6 pham chét chinh tri, dao dirc t6t, c6 16i song lanh manh, chap hanh nghiém ky luat, ky
cuong trong co quan, to chirc, don vi; tan tuy, c6 tinh than trach nhi€ém voi cong viéc duoc
phan cong;

31.C6 nang lyc, trinh d6 chuyén mon ngiép vu, phdi hop chit ché va cé hiéu qua véi dong
nghiép, co quan, to chirc trong qua trinh thuc hién nhi€ém vy, cong vu;

32.Co tinh than chu dong, sang tao trong qua trinh thyc hién nhiém vy, cong vu dugc giao;

33.Hoan thanh cong viéc dam bao thoi gian, ning suit, chat luong va dat hidu qua cac cong
viéc duoc phan cong;

34.Co thai d§ ding myc va xur sy van hoa trong thuc hién nhi€ém vy, cong vuy; thuc hién tdt
viéc phong, chong céc hanh vi ctra quyén, hach dich gay kho khan, phién ha, ti€u cyc,
tham nhiing, tham 0, 1ang phi;

35. Hoan thanh kip thoi va dam bao chit lugng, hiéu qua nhiém vy dot xuat.

YEU CAU VOI NGUOI THU'C HIEN

Trinh d¢ va chirng chi

- Tét nghiép cao ding diéu dudng

- C6 chuyén mén nghiép vu vé cong tac Chi dao tuyén.

Kinh nghi¢m lam viéc
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YEU CAU VOI NGUOI THU'C HIEN

* Co6 kinh nghiém lam vi¢c trong linh vuc Nhi

Kién thirc va k§ ning

Kién thirc

Am hiéu kién thuc trong linh vyc Nhi khoa;

Co kién thuc téng hop vé dao tao lién tuc, tap huén, hoi nghi, hoi
thdo.. trong linh vuc Chi dao tuyén;

Am hiéu vé dic thu hoat dong Chi dao tuyén.

Ky nang/kha nang

Str dung thanh thao tin hoc van phong Word, Excel, tra ctru Internet.
K§ ning lap ké hoach va trién khai thyc hién.

K§ nang phan tich va xtr Iy cac van dé phirc tap.

K§ nang dam phan, thuyét trinh, thuyét phuc.

Kha nang chi dao, dinh hudéng cho ngudi khac va xu 1y xung dot
trong t6 chre.

Kha ning quan 1y, phan cong, sap xép cong viéc, nhan luc, trang thiét
bi... khoa hoc, hi¢u qua.

K§ nang tham muu, tu van.

Kha nang lam viéc ddc lap, chiu dugc ap luc cao trong cong viéc.

Yéu cau khac .

Co6 tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC

biéu kién/moi -
truong lam viéc:

Hau hét thoi gian 1am viéc trong diéu kién vin phong tiéu chuan
thong thuong.

Phwong tién lam
viéc:

May tinh dé ban/Laptop; Phan mém tin hoc vin phong va phan mém
ké toan; email noi bo.
Name Card, Phu hiéu /Thé

Trang thiét bi vin phong (may Fax, may Photocopy, may Scan,..) va
van phong pham theo quy dinh.
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