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Saa MO TA CONG VIEC Ms: MTCV.TCKT.01
l b . N Lan ban hanh: 02
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L Trang: 2/4
, . ) TRUONG PHONG TAI CHINH KE TOAN — KE TOAN
HUC DANH CONG VIEC: :
CHUC CONG VIEC TRUGNG
CAP BAC CONG VIEC: QUAN LY CAP TRUNG
PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN:
CHUC DANH QUAN LY TRUC TIEP: | GIAM POC BENH VIEN

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

Thuc hién cac quy dinh cua phép luat vé ké toan, tai chinh trong Bénh vién,;

T4 chuc diéu hanh bd may ké toan theo quy dinh cua Luat ké toan;

Lap béo cdo tai chinh tuan thu ché d6 ké toan va chuan muc ké toan;

Phﬁén cong Viéc, hop 1y d6i véi cac thanh vién trong Phong. Thuong xuyén c6 ké hoach
kiém tra, don doc, giam sat cac hoat dong kinh té tai chinh ctia Bénh vién;

Diéu hanh cac hoat dong nghiép vu tai chinh ké toan cho phu hop véi dic diém tinh hinh
cua Bénh vién, cac ché do chinh sach cua nha nudc.

TRACH NHIEM CONG VIEC CHINH

Cha tri giao ban phong hang ngay va du giao ban Bénh vién.
B6 tri nhan lue phong cho phu hop véi cong viée.

Kiém tra theo phap 1énh ké toan thong ké va diéu 18 t6 chirc ké toan Nha nudc dé bao céo
giam doc va co quan tai chinh cap trén.

Trong trudng hop thu chi khong dung ché do thi dugc quyén bao cao giam ddc va co quan
tai chinh cip trén theo quy dinh hién hanh.

Nhén xét cac thanh vién trong phong vé ning luc, kha nang chuyén mén, tinh than phuc
vu, trinh giam ddc khen thuong, dé bat hoic ky lut.

Tham gia cac hdi dong theo quy dinh ctia nha nudce va sy phan cong cua gidm doc.

Chiu trach nhiém trudce phép luat vé céc hoat dong tai chinh cua don vi.
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TRACH NHIEM QUAN LY
M Co [ Khéng

Quan Iy truec tiép - Tét ca céc vi tri trong phong Tai chinh — K& toan

Quan Iy gidn tiép |

Quan ly chuec nang |

TIEU CHI PANH GIA HOAN THANH CONG VIEC

Kip thoi, chinh xac, ding tién do.

dd Cap nhap cac van ban phép 1y va hoan thanh cong viéc.

YEU CAU VOI NGUOI THU'C HIEN

Trinh d¢ va ching chi

* Trinh: Pai hoc Tai chinh chuyén nganh tai chinh ké toan.
= Chung chi ké toan trudng.

* Chutng chi: B Tin hoc van phong.

- Chung chi: C Tiéng Anh.

Kinh nghiém lam viéc

- CO trén 05 nam kinh nghiém lam viéc trong linh vuc Tai chinh — ké toan, quan 1y va diéu
hanh phong tai chinh tai Bénh vién.

Kién thirc va ky ning

Kién thirc - Am hiéu vé phép lut; Luat ngan sach; Luat ké toan.

- Am hiéu dau tu, ddu thau va cac quy dinh, nguyén tic quan ly tai
chinh .

= C6 kién thirc tong hop vé phan tich kinh té, dau tu, hoat dong quén tri
tai chinh, ké toan.

- Am hiéu vé dic thu hoat dong ciia nghanh y té.

Ky ndng/khd ndng |+ St dung thanh thao tin hoc vin phong Word, Excel va phin mém ké
toan, tra curu Internet.

- K§ ning 1ap ké hoach va trién khai thuc hién.

- K§ ning phan tich va xir Iy cac van dé phuic tap vé cong tac quan 1y
tai chinh Bénh vién.




MO TA CONG VIEC Ms: MTCV.TCKT.01

LAn ban hanh: 02

TRUONG PHONG Trang: 4/4

YEU CAU VOI NGUOI THU'C HIEN

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

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

K§ nang tham muru, tu van.
Kha ning dinh huéng 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; c6 dao duc nghé nghiép.

PIEU KIEN VA PHUONG TIEN LAM VIEC

Diéu kién/moi
truwong lam viéce:

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

Phwong tién lam
viéc:

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

» Trang thiét bi vin phong (mdy Fax, may Photocopy, may Scan,..)
va van phong pham theo quy dinh.
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CHUC DANH CONG VIEC: PHO PHONG TAI CHINH KE TOAN
CAP BAC CONG VIEC: QUAN LY CAP TRUNG
PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN:
CHUC DANH QUAN LY TRUC \ . . , L
TIEP: Q ‘ TRUONG PHONG TAI CHINH KE TOAN
TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

* Thuyc hién cac quy dinh cua phap luat vé ké toan, tai chinh trong Bénh vién,;

= Lap bdo cao tai chinh tuan thu ché do ké toan va chuan muc ké toan;

- Piéu hanh céac hoat dong nghiép vu tai chinh ké toan cho phu hop véi dac diém tinh hinh
cua Bénh vién, cac ché do chinh sach cua nha nudc.

TRACH NHIEM CONG VIEC CHINH

K& toan theo doi XDCB, sira chita.
Ké toan theo ddi Dé an kham chita bénh Ty nguyén, dich vu Xa hoi hoa.

Cong viéc khac khi dugc phan cong...

TRACH NHIEM QUAN LY

M C6 [ Khong

Qudn Iy triee tiép

Qudn 1y gidn tiép

Quan ly chirc nang

TIEU CHi PANH GIA HOAN THANH CONG VIEC

Kip thoi, chinh xéc, dung tién do.

Cép nhép céc van ban phép ly va hoan thanh cong viéc.
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YEU CAU VOI NGUOI THU'C HIEN

Trinh d§ va chirng chi

* Trinh d¢: DPai hoc Tai chinh chuyén nganh tai chinh ké toan.
- Chung chi ké toan trudng.

* Chung chi Tin hoc trinh do B.

- Chung chi Tiéng Anh trinh d6 C.

Kinh nghiém lam viéc

- C6 05 nam kinh nghiém lam viéc trong linh vuc Tai chinh — ké toan, trong d6 c6 it nhat 03
nim dam nhén vi tri quan 1y, diéu hanh phong tai chinh/ké toan tai T6 chirc/don vi co quy
mo tuong ty hodc tuong duong.

Kién thirc va k§ ning

Kién thirc - Am hiéu dau tu, ddu thau va cac quy dinh, nguyén tic quan ly tai
chinh trong doanh nghiép.

= C6 kién thirc tong hop vé phan tich kinh té, dau tu, hoat dong quén tri
tai chinh, ké toan trong doanh nghiép.

- Am hiéu vé dic thu hoat dong, nganh nghé cua T chiic.

Ky nang/khd nang |+ St dung thanh thao tin hoc vin phong Word, Excel va phin mém ké
toan, tra ctru Internet.

- K§ ning 1ap ké hoach va trién khai thuc hién.
- K¥ ning phan tich va xir 1y cac van dé phirc tap.
- K§ ning dam phan, thuyét trinh, thuyét phyc.

* Kha nang chi dao, dinh huéng cho nguoi khac va xir Iy xung dot
trong to chic.

- K§ ning tham muu, tu van.
- Kha nang dinh huéng chién luoc.

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

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

PIEU KIEN VA PHUONG TIEN LAM VIEC

biéu kién/mdi - Hau hét thoi gian lam viéc trong diéu kién vin phong tiéu chuin
treong lam viéc: thong thuong.
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PIEU KIEN VA PHUONG TIEN LAM VIEC

Phwong tién lam - May tinh dé ban/Laptop; Phan mém tin hoc van phong va phan
viéc: mém ké toan; email noi bo.

* Name Card, Phu hiéu /Thé.

» Trang thiét bi vin phong (mdy Fax, may Photocopy, may Scan,..)
va van phong pham theo quy dinh.
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Phéan phé duyét tai liéu:

SOAN THAO SOAT XET PHE DUYET
NHAN VIEN TRUONG PHONG GIAM POC

Vii Thi Yén Dwong Thi Thao Nguyén Thi Minh Chinh
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CHUC DANH CONG VIEC: KE TOAN VIEN
CAP BAC CONG VIEC: NHAN VIEN
PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN: HANH CHINH
CHUC DANH QUAN LY TRUC \ . . , i ,
TIEP. Q ; TRUONG PHONG TAI CHINH KE TOAN
TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

T6 chure, sap x€p va xay dung ké hoach dé thuc hién nhiém vu.

Tiép nhan va xu 1y thong tin.

Tong hop va phan tich bao cdo.

Pam bao yéu cau bao mat thong tin kinh té- tai chinh.

Thyc hién cac nhiém vu khac theo sy phan cong cua Truong phong.

TRACH NHIEM CONG VIEC CHINH

Kiém tra doi chi€u so liéu gitra cac bd phan, dir li¢u chi tiét va tong hop.

Kiém tra cac dinh khoan nghiép vu phat sinh.

Kiém tra sy can doi gitra so li€u ké toan chi ti€t va tong hop..

Kiém tra s6 du cudi ky c6 hop 1y va khép ding véi cac bao cdo chi tiét.

Hach toan thu - chi, TSCD, khiu hao, cong no, thué...

Theo doi cong no toan Bénh vién.

In s6 chi tiét va sb tong hop theo quy dinh.

Lap béo cdo tai chinh, bao cao quyét toan theo quy dinh.

Théng ké va tong hop s6 liéu khi c¢6 yéu cau..

Cung cap s0 li¢u cho giam doc, ké toan trudng hodc cac don vi chirc nang cap trén khi co

yéu cau.

Giai trinh s6 li¢u va cung cap ho so, so liéu cho co quan thué, kiém todn, thanh tra khi co

yéu cau.

Luu giit dit lidu, ching tir ké toan theo quy dinh.
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KE TOAN TONG HQP

e"’&w Trang: 3/3
TRACH NHIEM QUAN LY
Co M Khéng

Qudn Iy truc tiép

Quan 1y gidn tiép

Quan ly chirc nang

TIEU CHI PANH GIA HOAN THANH CONG VIEC

Thuc hién nhiém vu chinh x4c, ding quy dinh, kip tién do.

YEU CAU VOI NGUOI THU'C HIEN

Trinh d¢ va chirng chi

- Tét nghi¢p dai hoc chuyén nganh ké toan.
» Chung chi ké toan vién.

= Chung chi Tin hoc trinh do B.

- Chung chi tiéng Anh trinh d6 C.

Kinh nghiém lam viéc

* Co6 kinh nghiém 05 ndm tr¢ Ién lam viéc trong linh vyc Tai chinh — ké toan.

Kién thirc va ky ning

Kién thirc = C6 kién thic tong hop vé xir 1y sd liéu, dinh khoan, hach toan ké
toan.

Ky nang/khd ndng |+ St dung thanh thao tin hoc vin phong Word, Excel va phin mém ké
toan, tra ctru Internet.

* Kha nang lam viéc doc lap.

Yéu cau khac = (C6 tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC

Diéu ki¢n/moi » Hau hét thoi gian lam viéc trong diéu kién van phong tiéu chuan
truwong lam viéc: thong thuong.

Phwong tién lam » May tinh dé ban/Laptop; phan mém ké toan.

viéc:

= Name Card, Phu hiéu /Thé.
» Trang thiét bi van phong va van phong pham theo quy dinh.
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Phéan phé duyét tai liéu:
SOAN THAO SOAT XET PHE DUYET
NHAN VIEN TRUONG PHONG GIAM POC

Nguyén Thi Thiy Quynh Dwong Thi Thio Nguyén Thi Minh Chinh




R

TR MO TA CONG VIEC Ms: MTCV.TCKT.04

3| KE TOAN Lan ban hanh: 02
s THANH TOAN CHE PO, KHO QUAN TRT | Trang: 2/3

CHUC DANH CONG VIEC: KE TOAN VIEN

CAP BAC CONG VIEC: NHAN VIEN

PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN: HANH CHINH

CHUC DANH QUAN LY TRUC TIEP: | TRUONG PHONG TAI CHINH KE TOAN

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

Thuc hién cac quy dinh ctia phap luat vé ké toan, tai chinh trong Bénh vién;

Thuc hién céc trach nhiém va nghia vu ciia ngudi 1am ké toan theo quy dinh cua Luét ké
toan;

Lap cac bang thanh toan ché d6 cho can b nhan vién trong bv;

Theo di va kiém soat xuat ,nhap ,ton kho VTVPP;

Nhan sy chi dao truc tiép tir Giam ddc va Truong phong Tai chinh ké toan;

Thuc hién nhiém vu khéc khi dugc su phan cong cta trudng phong.

TRACH NHIEM CONG VIEC CHINH

Thuyc hién kiém ké Nhap - xuit - ton kho VTVPP...

Lap cac chung tir Nhap, Xuét, cac bao céo lién quan dén kho VT, VPP.
Theo ddi va d6i chiéu, kiém soat phong QTTTB.

Lam céc ché do thanh toan cho can bo trong cac khoa phong.

Céc cong vi¢e khac khi dugc phan cong.

TRACH NHIEM QUAN LY

O Co M Khong

Quan Iy truc tiép

Qudn 1y gidn tiép

Quan ly churc nang

TIEU CHI PANH GIA HOAN THANH CONG VIEC

Hoan thanh dang, du, kip thoi cong viée duoc giao trong quyén han va kha ning.




MO TA CONG VIEC Ms: MTCV.TCKT.04

KE TOAN Lan ban hanh: 02

THANH TOAN CHE PQ, KHO QUAN TRI Trang: 3/3

YEU CAU VOI NGUOI THUC HIEN

Trinh d§ va ching chi

- Tot nghiép cao dang trg 1én chuyén nganh ké toan.
* Chung chi Tin hoc trinh d6 B.
- Chimng chi tiéng Anh trinh d6 C.

Kinh nghiém lam viéc

= C6 kinh nghiém 03 nam tr¢ 1€n 1am vi¢e trong linh vuc Tai chinh — ké toan.

Kién thirc va k§ ning

Kién thirc - C6 kién thuc tong hop vé phan tich kinh té, ké toan trong doanh
nghiép.
- Hiéu vé dic thu hoat dong, nganh nghé cta Bénh vién.
Ky nang/khd ning | * K§ nang thong ké, phan tich dit liéu.

Str dung thanh thao tin hoc van phong Word, Excel, Power Point va
phan mém ké toan.

K§ niang xtr 1y, tong hop tim kiém thong tin trén Internet.

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

Yéu cau khac

Co tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC

Dieu kién/moi
truwong lam viéce:

- Hau hét thoi gian 1am viéc trong diéu kién vian 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 ndi bo.
= Name Card, Phu hiéu /Thé.

- Trang thiét bi van phong (mdy Fax, may Photocopy, may Scan,..)
va van phong phim theo quy dinh.
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Phéan phé duyét tai liéu:

SOAN THAO SOAT XET PHE DUYET
NHAN VIEN TRUONG PHONG GIAM POC

Tran Thi Hanh Dwong Thi Thao Nguyén Thi Minh Chinh
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San MO TA CONG VIEC Ms: MTCV.TCKT.05
% KE TOAN THANH TOAN Lan ban hanh: 02
\ Trang: 2/3
CHUC DANH CONG VIEC: KE TOAN VIEN
CAP BAC CONG VIEC: NHAN VIEN
PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN: HANH CHINH
CHUC DANH QUAN LY TRUC \ . . , i ,
TIEP. Q ‘ TRUONG PHONG TAI CHINH KE TOAN
TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

* Thyc hién ciac quy dinh ctua phép luat vé ké toan, tai chinh trong Bénh vién;Thuc hién cac
trach nhiém va nghia vu cua nguoi [am ké toan theo quy dinh cua Luat ké toan;

= Lap cac chung tir chi tuan thu ché dé ké toan va chuan muyc ké toan;Theo doi va kiém soat
cac nguon quy tién mat, tién guri trong phan cong viéc dugc giao;

* Nhan su chi dao truc tiép tir Giam déc va Truong phong Tai chinh ké toan.

TRACH NHIEM CONG VIEC CHINH

Thuc hién viée tiép nhan va kiém tra tinh hop 1y, hop 1¢, hop phap cua chimg tir thanh toan
tir cac ca nhan, don vi trong va ngoai Bénh vién.

Lap cac chung tur chi theo ding cac quy dinh hién hanh cia Nha nudc.

Theo doi va doi chiéu s6 ton cac quy tién mat, tién guri.

Theo doi1 va doi chi€u s6 du cong ng voi cac don vi cung cap.

Céc cong viéc khac khi dugc phan cong.

TRACH NHIEM QUAN LY

d Co M Khong

Quan Iy truc tiép

Qudn 1y gidn tiép

Quan ly chirc nang




S AN MO TA CONG VIEC Ms: MTCV.TCKT.05
KE TOAN THANH TOAN Lan ban hanh: 02
e"’fr Trang: 3/3

TIEU CHI PANH GIA HOAN THANH CONG VIEC

= Kiém soat ding, du, kip tho1i tinh hinh cadc nguon quy tién mat va tién gui cua don vi.

Lap cac chung tur diing theo quy dinh cua Nha nudc.

YEU CAU VOI NGUOI THU'C HIEN

Trinh d§ va chirng chi

- Tot nghiép cao dang trd 1én chuyén nganh ké toan.
* Chung chi Tin hoc trinh d6 B.
- Chimg chi tiéng Anh trinh d6 C.

Kinh nghi¢m lam viéc

* Co6 kinh nghiém 03 nam tré Ién lam viéc trong linh vuc Tai chinh — ké toan.

Kién thirc va k§ ning

Kién thirc = C6 kién thtrc vé dau tu, dau thau va cac quy dinh, nguyén tic quan Iy
tai chinh trong don vi.

= C6 kién thirc vé dic thu hoat dong, nganh nghé ciia T6 chic.

Ky nang/khd nang |+ St dung thanh thao tin hoc vin phong Word, Excel va phin mém ké
toan, tra ctru Internet.

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

Yéu cau khac = (C6 tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC

Di€u ki¢n/moéi « Hau hét thoi gian lam viéc trong diéu kién van phong tiéu chuan
truwong lam viéc: thong thuong.

Phuong tién lam = May tinh dé ban/Laptop; Phan mém tin hoc van phong va phan
viée: mém ké toan; email ndi bo.

= Name Card, Phu hiéu /Thé.

» Trang thiét bi vin phong (mdy Fax, may Photocopy, may Scan,..)
va van phong pham theo quy dinh.
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MO TA CONG VIEC
KE TOAN DUQC

MA SO ©  MTCV.TCKT.06

LAN BAN HANH : 02

NGAY BAN HANH - 16/11/2020

Phéan phé duyét tai liéu:

SOAN THAO SOAT XET PHE DUYET
NHAN VIEN TRUONG PHONG GIAM POC

Vi Thi Thanh Hoai Dwong Thi Thao Nguyén Thi Minh Chinh




:E,‘R'& liHJ'_;r'%\ A > A R
San MO TA CONG VIEC Ms: MTCV.TCKT.06
2} !Wb7 . , Lan ban hanh: 02
& m«- KE TOAN DUQC Trang: 2/3
CHUC DANH CONG VIEC: KE TOAN DUGQC — VTYT;
CAP BAC CONG VIEC: NHAN VIEN
PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN: HANH CHINH
CHUC DANH QUAN LY TRUC TIEP: | TRUONG PHONG TAI CHINH KE TOAN

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

* Thuyc hién cac quy dinh cua phap luét vé ké toan, tai chinh trong Bénh vién,

- Thuyc hién cac trach nhiém va nghia vu ctia nguoi 1am ké toan theo quy dinh cta Luat ké
toan;

= Lap céac chung tir chi tuan thu ché d6 ké toan va chuan muc ké toan;

» Theo di va kiém soat xut, nhap, ton kho duge -VTYT,kho tai liéu, vat tu y cu trong cac
khoa;

* Phan tich va theo doi chi phi TNTT, phéan tich hach todn ndi bo;
- Nhan su chi dao tryc tiép tir Truong phong Tai chinh ké toan;

* Thuyc hién nhi¢m vu khac khi dugc su phan cong ciia Truéng phong.

TRACH NHIEM CONG VIEC CHINH

Thure hién kiém ké Nhép - Xuit - Téon kho dugc - VTYT; Kho tai liéu.

Lap cac chirng tir nhip, xuit, cic bao cdo lién quan dén kho duoc.

Theo ddi va dbi chiéu, kiém so4t viéc xuat, nhap thudc — hoa chat — VTYT véi khoa duoc.
Theo di va d6i chiéu sb du cong ng véi cac don vi cung cap.

Cubi thang phan tich bu TN.

Céc cong viéc khac khi dugc phan cong.

TRACH NHIEM QUAN LY

ad Co M Khong

Quan Iy truc tiép

Qudn 1y gidn tiép

Quan ly chirc nang




LI A 2 A N
San MO TA CONG VIEC Ms: MTCV.TCKT.06
2| !Wb? . , Lan ban hanh: 02

& m«- KE TOAN DUQC Trang: 3/3

TIEU CHI PANH GIA HOAN THANH CONG VIEC

- Kiém soat dung, du, kip thoi, chinh x4c tinh hinh Nhap - Xuét - Ton thudc, hoa chét,
VTYT.

= Lap cac chung tir ding theo quy dinh cua Nha nudec.

YEU CAU VOI NGUOI THUC HIEN

Trinh d§ va chirng chi

- Tét nghi¢p dai hoc chuyén nganh ké toan.
- Chung chi du thau.

* Chung chi Tin hoc trinh do B.

- Chung chi tiéng Anh trinh d6 C.

Kinh nghiém lam viéc

* Co6 kinh nghiém 03 nam tré Ién lam viéc trong linh vuc tai chinh ké toan.

Kién thirc va k§ ning

Kién thirc = C6 kién thirc vé dau tu, dau thau va cac quy dinh, nguyén tic quan Iy
tai chinh trong don vi.

- C6 kién thirc vé dic thu hoat dong ciia nghanh y té.

Ky nang/khd ndng |+ St dung thanh thao tin hoc vin phong Word, Excel va phin mém ké
toan, tra ctru Internet.

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

Yéu cau khac = (C6 tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC

biéu kién/moi » Hau hét thoi gian lam viéc trong diéu kién van phong tiéu chuan
truwong lam viéce: thong thuong.

Phuong tién lam - May tinh dé ban/Laptop; Phan mém tin hoc vin phong va phan
viée: mém ké toan; email ndi bo.

= Name Card, Phu hiéu /Thé.

» Trang thiét bi vin phong (mdy Fax, may Photocopy, may Scan,..)
va van phong pham theo quy dinh.
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MO TA CONG VIEC
THU QUY
MA SO MTCV.TCKT.07
LAN BAN HANH 02

NGAY BAN HANH

16/11/2020

Phin phé duyét tai liéu:
SOAN THAO SOAT XET PHE DUYET
NHAN VIEN TRUONG PHONG GIAM POC
Pham Thu Thao Dwong Thi Thao Nguyén Thi Minh Chinh




&4 MO TA CONG VIEC Ms: MTCV.TCKT.07
? THO QUY Lan ban hanh: 02
e Trang: 2/3
CHUC DANH CONG VIEC: THU QUY
CAP BAC CONG VIEC: NHAN VIEN
PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN: HANH CHINH SU NGHIEP
CHUC DANH QUAN LY TRUC TIEP: TRUONG PHONG TAI CHINH KE TOAN

TOM TAT CONG VIEC

Chiu trach nhiém thyc hién:
* Thuyc hién cac quy dinh cua phap luét vé ké toan, tai chinh trong Bénh vién,

* Thuyc hién cac nhi¢m vu khac khi dugc truong phong phan cong.

TRACH NHIEM CONG VIEC CHINH

Cap nhat day du, chinh xéc, kip thoi Thu — Chi — Ton quy tién mit vao S6 Quy, bao céo
khi can cho BGD, KTT.

Thuc hién dung quy dinh vé trach nhiém vé quan 1y qu¥ tién mit.

1 s6 cong vi¢e khac theo sy di€u dong cta lanh dao.

TIEU CHi PANH GIA HOAN THANH CONG VIEC

* Thuyc hién nhi¢m vu chinh xéc, ding quy dinh, kip tién do.

YEU CAU VOI NGUOI THUC HIEN

Trinh d¢ va chirng chi

- T4t nghiép cao dang tré 1én chuyén nganh ké toan.
= Chung chi Tin hoc trinh do B.
- Chimng chi tiéng Anh trinh d6 A.

Kinh nghi¢m lam viéc

= C6 kinh nghiém 03 nim tré 1én lam viéc trong linh vyc Tai chinh — ké toan.

Kién thirc va k§ niing

Kién thure * (Co kién thac veé ké toan.




&% MO TA CONG VIEC Ms: MTCV.TCKT.07

@5 THT OUY Lan ban hanh: 02
e"’fr Q Trang: 3/3

YEU CAU VOI NGUOI THU'C HIEN

» Hiéu dic thu hoat dong, nganh nghé cua Bénh vién.

Ky nang/khd ndng |+ Sir dung thanh thao tin hoc vin phong Word, Excel va phin mém ké
toan, tra ctru Internet.

* Kha nang lam viéc ddc 1ap, chiu dugc ap lyc cao trong cong viéce.

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

PIEU KIEN VA PHUONG TIEN LAM VIEC

Di€u kién/moéi trwong - Hiu hét thoi gian 1am viée trong diéu kién vin phong tiéu chuin
lam viéc: thong thuong.

Phwong tién lam vi€c: . May tinh dé ban/Laptop; Phin mém tin hoc vin phong va phan
mém ké toan; email ndi bd.

* Name Card, Phu hiéu /Thé.
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MO TA CONG VIEC
KE TOAN HACH TOAN NOI BQ, THANH QUYET TOAN CONG TAC KCB
BHYT, KE TOAN BIEN LAI AN CHI

MA SO ©  MTCV.TCKT.08
LAN BAN HANH : 02
NGAY BAN HANH - 16/11/2020
Phéan phé duyét tai liéu:
SOAN THAO SOAT XET PHE DUYET
NHAN VIEN TRUONG PHONG GIAM POC

Pham Ngoc Anh Dwong Thi Thao Nguyén Thi Minh Chinh
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.I.bi KE TOAN HACH TOAN NQI BQ, THANH
QUYET TOAN CONG TAC KCB BHYT,

Ms: MTCV.TCKT.08
LAn ban hanh: 02

. , N . , Trang: 2/4
KE TOAN BIEN LAI AN CHI g

CHUC DANH CONG VIEC: KE TOAN VIEN
CAP BAC CONG VIEC: NHAN VIEN
PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN: HANH CHINH

HUC DANH QUAN LY TR \ . . , . )
%E,g? NHQUAN uc TRUONG PHONG TAI CHINH KE TOAN
TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

* Thuyc hién cac quy dinh cua phap luat vé ké toan, tai chinh trong Bénh vién,

= Lap bdo cdo tai chinh tuan thu ché do ké toan va chuan muc ké toan;

» K¢ toan theo doi an chi;

- Pam bao yéu cau biao mat thong tin kinh té - tai chinh;

* Thuyc hién cac nhiém vu khac theo su phan cong cua Trudng phong.

TRACH NHIEM CONG VIEC CHINH

Phan tich hach toan ndi bo dén cac khoa phong.

Theo do1, 1ap bao cao hé théng bién lai 4n chi.

Thanh quyét toan BHYT.

Theo ddi danh gia quan Iy chit luong, 5, ISO cta phong.

Cong viéc khac khi dugc phan cong...

TRACH NHIEM QUAN LY

O Co M Khong

Quan Iy truc tiép

Quan 1y gidn tiép

Quan ly churc nang
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Ms: MTCV.TCKT.08

w.l.bi KE TOAN HACH TOAN NQI BQ, THANH [ An ban hanh: 02
R\, o7 \j QUYET TOAN CONG TAC KCB BHYT, '
LS Trang: 3/4

KE TOAN BIEN LAI AN CHI

TIEU CHI PANH GIA HOAN THANH CONG VIEC

Hoan thanh dang, du, kip thoi cong viée duoc giao trong quyén han va kha ning.

YEU CAU VOI NGUOI THUC HIEN

Trinh d¢ va chirng chi

- Tbt nghi¢p dai hoc chuyén nganh ké toan.
= Chung chi Tin hoc trinh do B.
- Chung chi tiéng Anh trinh d6 C.

Kinh nghiém lam viéc

= C6 kinh nghiém 03 nam tr¢ 1€n 1am vi¢e trong linh vuc Tai chinh — ké toan.

Kién thirc va k§ ning

Kién thirc = C6 kién thirc tong hop vé phan tich kinh té, ké toan trong doanh
nghiép.

- Hiéu vé dic thu hoat dong, nganh nghé cta Bénh vién.

Ky nang/khd ndng | = K§ nang thong ké, phan tich dit liéu va xtr Iy cac van dé phire tap.

* St dung thanh thao tin hoc van phong Word, Excel, Power Point, va
phan mém ké toan.

- K§ ning xur 1y, tong hop tim kiém thong tin trén mang Internet.
- K¥ ning lap ké hoach va trién khai thyc hién.

- K§ ning dam phan, thuyét trinh, thuyét phyc.

- K¥ niang tham muu, tu van.

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

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

PIEU KIEN VA PHUONG TIEN LAM VIEC

Diéu ki¢n/moi » Hau hét thoi gian 1am viéc trong diéu kién vian phong tiéu chuan
truwomng lam viéc: thong thuong.
Phuong tién lam - May tinh dé ban/Laptop; Phan mém tin hoc vin phong va phan

viéc: mém ké toan; email nd1 bo.




MO TA CONG VIEC
KE TOAN HACH TOAN NQI BQ, THANH
QUYET TOAN CONG TAC KCB BHYT,
KE TOAN BIEN LAI AN CHI
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Ms: MTCV.TCKT.08
LAn ban hanh: 02
Trang: 4/4

PIEU KIEN VA PHUONG TIEN LAM VIEC

= Name Card, Phu hiéu /Thé.

» Trang thiét bi vin phong (mdy Fax, may Photocopy, may Scan,..)
va van phong pham theo quy dinh.
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MO TA CONG VIEC

KE TOAN TONG HQP DOANH THU DICH VU KCB

MA SO MTCV.TCKT.09
LAN BAN HANH 02
NGAY BAN HANH 16/11/2020
Phéan phé duyét tai liéu:
SOAN THAO SOAT XET PHE DUYET
NHAN VIEN TRUONG PHONG GIAM POC
Nguyén Thi Nhai Dwong Thi Thio Nguyén Thi Minh Chinh




S MO TA CONG VIEC Ms: MTCV.TCKT.09

4

R ! - .
3 KE TOAN Lan ban hanh: 02
s TONG HQP DOANH THU DICH VU KCB | Trang: 2/3

CHUC DANH CONG VIEC: KE TOAN DICH VU KCB

CAP BAC CONG VIEC: NHAN VIEN

PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN: DICH VU KCB

CHUC DANH QUAN LY TRUC TIEP: TRUONG PHONG TAI CHINH KE TOAN

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:

- Téng hop sb liéu thu chi dich vu KCB hang ngay.

= Chiju trach nhiém quan 1y va diéu hanh moi hoat dong cua t6 thu gia dich vu KCB.
- Lam bao céo tong hop thang.

» Tang cuong thanh toan dich vu KCB.

* Thuyc hién cac nhiém vu khac khi dugc su phan cong cua trudng phong.

TRACH NHIEM QUAN LY

aCo M Khong

Quan Iy truc tiép

Qudan Iy gidn tiép

Quan ly chirc nang

TIEU CHi PANH GIA HOAN THANH CONG VIEC

- Hoan thanh ding du, chinh xac, kip thot cong viée dugc giao.

YEU CAU VOI NGUOI THU'C HIEN

Trinh d¢ va chirng chi

- T4t nghiép cao dang trd 1én chuyén nganh ké toan.

* Chung chi Tin hoc trinh do B.
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ST MO TA CONG VIEC Ms: MTCV.TCKT.09
3| KE TOAN Lén ban hanh: 02
s TONG HQP DOANH THU DICH VU KCB | Trang: 3/3

YEU CAU VOI NGUOI THU'C HIEN

- Chung chi tiéng Anh trinh d6 A.

Kinh nghiém lam viéc

= (o kinh nghiém 03 nam tr& 1€n lam viée trong linh vyc tai chinh ké toan.

Kién thirc va k§ ning

Kién thirc = C6 kién thirc tong hop vé phan tich kinh té, ké toan trong doanh
nghiép.

- Hiéu vé dic thu hoat dong, nganh nghé ctua Bénh vién.

Ky nang/khd ndng | = Sir dung thanh thao tin hoc vin phong Word, Excel va phan mém ké
toan, tra ctru Internet.

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

Yéu cau khdc = C6 tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC

bi€u ki¢n/méi - Hau hét thoi gian lam viéc trong diéu kién vin phong tiéu chuan
truwomng lam viéc: thong thuong.

Phuong ti¢n 1am - 01 may tinh ban, 1 may tinh 12 sd, 01 may in, phdn mém bao
viéc: hiém, phan mém bénh vién.

- Thé, phu hiéu, dong phuc 1am viéc.

» Trang thiét bi van phong, vin phong pham theo quy dinh.
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MO TA CONG VIEC

KE TOAN THU GIA DICH VU KCB

MA SO - MTCV.TCKT.10
LAN BAN HANH : 02
NGAY BAN HANH 16/11/2020
Phéan phé duyét tai liéu:
SOAN THAO SOAT XET PHE DUYET
NHAN VIEN TRUONG PHONG GIAM POC

Nguyén Thi Nhai Duwong Thi Thao Nguyén Thi Minh Chinh




&4 MO TA CONG VIEC Ms: MTCV.TCKT.10
.!:wb KE TOAN THU GIA DICH VU KCB Lan ban hanh: 02
Lo ’ ) Trang: 2/3
CHUC DANH CONG VIEC: KE TOAN DICH VU KCB
CAP BAC CONG VIEC: NHAN VIEN
PHONG/KHOA: PHONG TAI CHINH KE TOAN
TO/NHOM/BO PHAN: DICH VU KCB
CHUC DANH QUAN LY TRUC TIEP: | TRUONG PHONG TAI CHINH KE TOAN

TOM TAT CONG VIEC

Chiu trach nhiém thuc hién:
Thuc hién cac quy dinh ctia phap luat vé ké toan, tai chinh trong Bénh vién;

Lap béo cdo tai chinh tuan thu ché do ké toan va chuan myc ké toan,

TRACH NHIEM CONG VIEC CHINH

Thanh toan tién kham chita bénh cta bénh nhan Khu vuc kham bénh ngoai tru.
Kiém tra, ra soat chtng tir giri cho bao hiém.

Tong hop bang ké thu, chi dich vu KCB hang ngay.

Lam béo cédo hang ngay, hang thang.

Cuoi thang chot so liéu, doi chiéu, kiém keé.

TRACH NHIEM QUAN LY

O Co M Khong

Quan Iy truc tiép

Qudn 1y gidn tiép

Quan ly chirc nang

TIEU CHI PANH GIA HOAN THANH CONG VIEC

Hoan thanh dang, du, kip thoi cong viée duoc giao trong quyén han va kha ning.




PSRN MO TA CONG VIEC

S j KE TOAN THU GIA DICH VU KCB

Ms: MTCV.TCKT.10
Lan ban hanh: 02
Trang: 3/3

YEU CAU VOI NGUOI THU'C HIEN

Trinh d§ va chirng chi

- Tot nghiép cao dang trg 1én chuyén nganh ké toan.
* Chung chi Tin hoc trinh do B.
- Chimng chi tiéng Anh trinh d6 A.

Kinh nghiém lam viéc

- C6 kinh nghiém 06 thang tré 1én lam viéc trong linh vuc Tai chinh — ké toan.

Kién thirc va k§ ning

Kién thirc - C6 kién thuc tong hop vé phan tich kinh té, ké toan trong doanh

nghiép.

» Hiéu vé dac thu hoat dong, nganh nghé cua Bénh vién.

Ky nang/kha nang | * St dung thanh thao tin hoc van phong Word, Excel, Power Point, va

phan mém k€ toan.

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

Yéu cau khac » C6 tinh than trach nhiém cao.

PIEU KIEN VA PHUONG TIEN LAM VIEC

biéu kién/moi » Hau hét thoi gian lam viéc trong diéu kién van phong tiéu chuan
truwong lam viéc: thong thuong.

Phwong tién lam = May tinh dé ban/Laptop; Phan mém tin hoc van phong va phan
viéc: mém ké toan; email ndi bo.

= Name Card, Phu hiéu /Thé.

» Trang thiét bi vin phong (mdy Fax, may Photocopy, may Scan,..)

va van phong phiam theo quy dinh.




