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I. NHIEM VU bUQC GIAO

Tém tit nhiém vu duogc giao theo ban mo ta cong vi¢c vi tri viéc lam cua Hi¢u
truong truéng truong THCS Thi tran Tién Lang:

- Phu trach chung diéu hanh moi hoat dong cua trudng

- Phu trach cac bd phin doan thé trong nha truong

- Chiu trach nhiém cong tac tai chinh, cong tac tiép dan

- Phuy trach cong tac thi dua khen thuéng

I. CAM KET

1. Thuc hién dung va déy du chuc trach, nhiém vu, quyén han duogc giao.

- Thyc hién ding va day du chie trach, nhiém vu va quyén han duogc giao 1a
Hiéu truong nha trudng, to chic diéu hanh cac hoat dong cta nha truong theo Piéu
1¢ nha truong PT va truong PT c6 nhiéu cip hoc va su chi dao clia cac cap quan 1y,

2. Thyc hién dung, day du nghia vu cua can bd, cong chuc; khong vi pham
nhitng viéc can bg, cong chirc khong dugce lam theo quy dinh tai Diéu 18, 19 va 20
Luat can bg, cong chirc ndi dung cam két cy thé nhu sau:

Piéu 18. Nghia vy ctia vién chic quan 1y

Vién chtic quan 1y thyc hién cac nghia vu quy dinh tai Diéu 16, biéu 17 cua
Luat nay va cac nghia vu sau:

1. Chi dao va td chirc thuc hién cac nhiém vu cua don vi theo ding chtc trach,
tham quyén dugc giao;

2. Thyuc hi¢n dan chu, gilr gin sy doan két, dao durc nghé nghiép trong don vi
duoc giao quan 1y, phu trach;

3. Chiu trach nhiém hodc lién déi chiu trach nhiém vé viéc thuc hién hoat dong
nghé nghiép cua vién chirc thudc quyén quan 1y, phu trach;

4. Xay dyng va phat trién ngudn nhén luc; quan 1y, st dung c6 hiéu qua co s
vat chat, tai chinh trong don vi duogc giao quan 1y, phu trach;



5. Tf) chtrc thue hién cac bién phap phong, chdng tham nhiing va thuc hanh tiét
kiém, chong 1ang phi trong don vi dugc giao quan ly, phu trach.

Piéu 19. Nhiing viéc vién chtrc khong dugc lam

1. Tron tranh trach nhiém, thoai thac cong viéc hodc nhiém vu dugc giao; gay
be¢ phai, mat doan két; tu v bo vi¢c; tham gia dinh cong.

2. St dung tai san cua co quan, t6 chirc, don vi va ctiia nhan dan trai voi quy
dinh cua phap luat.

3. Phan biét dbi xtt dan toc, nam nit, thanh ph?m xa hdi, tin ngudng, ton gido
dud1 moi hinh thirec.

4. Loi dung hoat dong nghé nghiép dé tuyén truyén chdng lai chu truong duong
16i, chinh sach cua Dang, phap luat cua Nha nudce hodc gay phuong hai d6i voi thuan
phong, my tuc, doi song van hoa, tinh than ctia nhan dan va xa hoi.

5. Xtc pham danh dy, nhan pham, uy tin cta nguoi khac trong khi thyc hién
hoat dong nghé nghiép.

~ 6. Nhitng viéc khac vién chuc khong dugc 1am theo quy dinh cua Ludt Phong,
chong tham nhiing , Luat Thyuc hanh tiét ki€ém, chong lang phi va cac quy dinh khac
cua phap luat cé lién quan.

3. Khong gay phién ha, sach nhiéu, tiéu cuc khi thuc thi nhiém vu:
Tuyét d6i khong gay phién ha, sach nhiéu, tiéu cuc khi thyc thi cac nhiém vu

4. Thuc hién nghiém quy dinh vé dao duc, vin hoa giao tiép cua can bo, cong
chuc tai Diéu 15, 16 va 17 Luat can bg, cong chirc cam két thuc hién theo cac diéu
sau trong ludt can b, cong chirc:

biéu 15. Pao duc cia can bd, cong chire

Can b0, cong churc phai thuc hién can, kiém, liém, chinh, chi cong vo tu trong
hoat dong cong vu.

Diéu 16. Vin hoa giao tiép ¢ cong s6
1. Trong giao tiép & cong sd, can bo, cong chirc phai co6 thai do lich sy, ton
trong dong nghiép; ngdn ngit giao tiép phai chuan muc, rd rang, mach lac.

2. Céan b, cong chirc phai lang nghe ¥ kién cia dong nghiép; cong bang,vo tu,
khach quan khi nhan xét, danh gia; thuc hién dan chu va doan két noi ba.

3. Khi thi hanh cong vy, can bg, cong chirc phai mang phu hiéu hodc thé cong

chtrc; ¢6 tac phong lich su; gitt gin uy tin, danh du cho co quan, td chuc, don
vi va dong nghiép.

Diéu 17. Vin hoa giao tiép v6i nhan dan
1. Can b0, cong churc phai gﬁn glii voi nhan dan; c6 tac phong, thai dg lich sy,
nghiém tac, khiém ton; ngdn ngir giao ti€p phai chuan muec, ro rang, mach lac.



2. Can b, cong chirc khong duge hach dich, cira quyén, gy kho khan, phién
ha cho nhan dan khi thi hanh cong vu.

5. Thyc hién nghiém cac quy dinh vé phong, chéng tham nhiing tai Diéu 37,
38, 39 va 40 Luat phong, chong tham nhiing

biéu 37. Nhiing vi¢c can b, cong churc, vién chirc khong dugc lam
1. Can b, cong chuc, vién chuc khong dugc lam nhitng viéc sau day:

a) Ctra quyén, hach dich, gay kho khan, phién ha d6i voi co quan, to chuc,
don vi, c4 nhan trong khi gidi quyét cong vi¢c;

b) Thanh lap, tham gia thanh lap hodc tham gia quan ly, diéu hanh doanh
nghiép tu nhan, cong ty trach nhiémhiru han, céng ty co phan, cong ty hop danh, hop
tac xa, bénh vién tu, trudng hoc tu va td chirc nghién ctru khoa hoc tu, trir truong
hop phap luat c6 quy dinh Khéc;

c) Lam tu van cho doanh nghiép, t6 chirc, ca nhan khac ¢ trong nude va nudc
ngoai vé€ cac cong viéc co lién quanden bi mat nha nudc, bi mat cong tac, nhung
cong viéc thudc thim quyén giai quyét cia minh hodc minh tham gia giai quyét;

d) Kinh doanh trong linh vyc ma truéc day minh co trach nhiém quan ly sau
khi thoi gitt chire vu trong moét thoi han nhat dinh theo quy dinh cua Chinh phu;

d) Str dung trai phép thong tin, tai liéu ctia co quan, to chic, don vi vi vu loi.

2. Nguoi dimg dau, cap pho cia nguoi dimg dau co quan, vo hodc chong cua
nhitng nguoi dé khong dugc gop von vao doanh nghi€p hoat dong trong pham vi
nganh, nghé ma nguoi do tryc tiép thuc hién viéc quan Iy nha nudce.

3. Nguoi ding dau, cap phd cua ngudi dimg dau co quan, to chtc, don vi
khéng duge bb tri vo hodc chéng, bd, me,con, anh, chi, em rudt ctia minh gift chirc
vu quan ly vé to chtrc nhan sy, ké toan- tai vy, lam tha quy, thu kho trong co quan,
t6 chitc, don vi hoic giao dich,mua ban vat tu, hang hoa, ky két hop dong cho co
quan, t6 chure, don vi do.

Diéu 38. Nghia vu bdo céo va xtr Iy bdo cao vé dau hi¢u tham nhiing

1. Khi phat hién c6 dau hiéu tham nhiing trong co quan, t6 chirc, don vi noi
minh lam viéc thi can by, cong chirc,vién chuc phai bao cao ngay voi nguoi ding
dau co quan, t6 chirc, don vi d6; trudng hop ngudi dimg dau co quan, to chirc, don
vi ¢6 lién quan dén du hiéu tham nhiing d6 thi bao cao voi ngudi dimg du co quan,
td chire, don vi cép trén truc tiép.

2. Cham nhit 1a mudi ngdy, ké tir ngdy nhan duoc béo cdo vé du hiéu tham
nhiing, nguoi dugc bao cdo phai xur 1y vu viéc theo tham quyén hoac chuyén cho co
quan, t6 chirc, ca nhan c6 thim quyén xem xét xtr Iy va thong bao cho nguoi bao
cdo; dbi véi vu viée phtre tap thi thoi han trén co thé kéo dai nhung khong qua ba
muoi ngay; trudng hop can thiét thi quyét dinh hodc dé nghi ngudi c6 tham quyén
quyét dinh 4p dung cac bién phap nham ngan chin, khic phuc hau qua ciia hanh vi
tham nhiing va bao v¢ nguoi bao cao.



Diéu 39. Trach nhiém cta ngudi khong bao cao hodc khong xtr 1y bao céo vé
dau hi¢u tham nhiing

Cén bg, cong chuc, vién chuc biét duwoc hanh vi tham nhiing ma khdong béo
cao, nguoi nhan duoc bao céo vé dau hiéu tham nhiing ma khong xtr 1y thi phai chiu
trach nhiém theo quy dinh cta phép luat.

biéu 40. Viéc tang qua va nhan qua tang ctiacan bg, cong chure, vién chirc

1. Co quan, td chuc, don vi khong duogc sir dung ngan séch, tai san cua Nha
nudc lam qua tang, trir trudong hop phap luat cd quy dinh khac.

2. Céan b, cong chuc, vién chirc khong dugc nhan tién, tai san hodc loi ich vat
chat khac ctia co quan, tochire, don vi, ca nhan lién quan dén cong viéc do minh giai
quyét hoac thugc phamvi quan 1y cia minh.

3. Nghiém cam loi dung viéc tdng qua, nhan qua tang dé hoéi 16 hoac thuc hién
cac hanh vi khac vi vu loi.

4. Chinh phii quy dinh chi tiét viéc ting qua, nhan qua ting va ndp lai qua
tdng cua can by, cong chirc, vién chirc.

6. Thuc hién cac ndi dung khéac phu hop véi chiic nang, nhi€ém vu va dac thu
cua nganh, linh vuc, co quan, don vi nhung khong trai voi cac quy dinh hién hanh
(do nguoi dung dau co quan, don vi quy dinh).

Nghiém tac thue hién cac ndi dung khac phu hop véi chirc nang, nhiém vu va
dac thu cua nganh gido dyc trong nha truong.

7. Thyc hién ndi dung ché d¢ trach nhiém ddi voi nguoi dimg dau quy dinh tai
Diéu 7 Nghi dinh sb 157/2007/ND-CP.

Diéu 7. Noi dung ché d6 trach nhiém ddi véi ngudi ding dau
1. Chiu trach nhiém vé toan bd hoat déng cua co quan, t6 chic, don vi dugce
giao lanh dao, quan ly.

2. Guong mau va nghiém chinh chap hanh duong 16, chu truong, chinh sach
cua Dang, phap luat cua Nha nudc va chi dao cua cap trén; to chtrc, diéu hanh co
quan, t6 chirc, don vi thyc hién dung chuc nang, nhiém vy, quyén han, c6 chat luong
va dung thoi han duoc giao; quyét dinh chu truong, giai phap can thiét dé hoan
thanh nhiém vu va chiu trach nhiém vé quyét dinh do.

3. Ban hanh hodc trinh co quan, ngudi c6 thim quyén ban hanh van ban phap

luat bao dam tinh hop phép cta van ban (bao gdbm: vin ban quy pham phap luat, van
ban ca biét,cong van chi dao, diéu hanh va noi quy, quy ché, diéu 18, quy dinh ap
dungtrong ndi bd co quan, té chirc, don vi thudc quyén quan 1y).

4. Can ctr cac quy dinh vé phan cong, phan cap va nhiém vu, quyen han duoc
giao, ban hanh van ban quy dinh cu the chuce nang, nhiém vy, quyén han, trach
nhiém cua cac cap pho, cic co quan, to chirc, don vi cdu thanh hodc ting can b,
cong chirc, vién chirc thudc quyén; khong dé tinh trang chong chéo, tring lap vé
nhiém vu hoac trach nhi€ém khong r6 rang; bao ddm can bd, cong chirc, vién chic



thudc quyén thuc hién ding chirc nang, nhiém vu, quyén han dugc giao va ding
phép luat.

5. Tuyén dung, st dung, danh gia, dao tao, boi dudng, nang luong, cur du thi
nang ngach, quyét dinh nang ngach,bd nhiém, khen thuéng, ky luat, cho nghi ché do
va quan ly doi ngli can bd, cong chure, vién chic theo ding chu truong, chinh sach
cua bang va phap luat cia Nha nudc.

6. Quan ly,str dung c6 hi€u qua tai san cong dugc giao; phong, chdng chay nd
va bao dam an toan lao dong tai co quan, td chirc, don vi. Khi str dung cac ngudn tai
chinh, cac taisan, trang thiét bi phai thyuc hién ding ché d6, chinh sach va dung quy
dinh cuaphap luat; quan ly, kiém tra thuong xuyén, khong dé xay ra tham nhiing,
lang phi, hu hong, mat mat, that thoat.

7. Thuc hién ding quy dinh ctia phap luat vé van hoa cong so; khong dé xay
ra tinh trang can bo, cong chirc, vién chirc thudc thim quyén quan 1y c6 thai do hach
dich, cira quyén, gay phién ha cho cong dan, doanh nghiép trong qua trinh thuc hién
nhiém vy, cong vu.

8. T6 chire thyc hién Quy ché dan chu trong co quan, t6 chirc, don vi; giai
quyét khiéu nai, td cao trong pham vi thim quyén theo dung quy dinh cta phap luét.

9. Thuc hi¢n dung cac quy dinh cua phap luat vé bao vé bi mat nl}a nude; vé
phat ngbn, khai thac, quan 1y va sir dung mang Internet trong co quan, to chirc, don
V1.

10. Cac ché do trach nhiém khac theo quy dinh cua phap luat.

8. Xay dung ké hoach va trién khai viét va ky cam két theo quy dinh tai co
quan, don vi do minh phu trach.

Nghiém tuc xay dung ké hoach cam két va to chtic cho CB, GV, NV cua don
vi ky cam két thuc hién.

9. C6 bién phap phong ngua, ngan chan, xu 1y va chiu trach nhiém khi dé
cong chire, vién chirc thudc tham quyén quan 1y gdy phién ha, sach nhiéu, tiéu cuc
trong thyc hién nhiém vy, cong vu.

- Tuyén truyén can bd, gido vién va nhan vién cua don vi thuc hién dang theo
cam keét.
- Ngin chin, phong ngira cac hinh thirc vi pham cam két

, 10. Cam két chju céac hinh th}'J:C xu ly theo c:élc van ban quy dinh hién hanh;
néu vi pham cac ndi dung da cam két nhung chua dén mirc 4o xem xet, xu ly ky luat
chiu céc hinh thire xir 1y theo Quyet dinh s6 2029/2015/Qb-UBND ngay 07/9/2015
ctia Uy ban nhan dan thanh pho, cu thé:

- P6i v6i hanh vi phién ha:

‘ Nhan trach nhiém Vé:l xil} 161 t6 chur, cong dan (hinh thuc xin 13i truc tiép hoac
bang van ban cu thé guri dén t6 chirc vacong déan); rut kinh nghiém va cam ket khong
tai pham. Truong hop tai pham s€ bi ha xuong 01 (mdt) muc khi danh gid can bo,
cong chirc hang nam; khong nhén cac danh hi¢u thi dua, khen thudng cia nam do.



- Pbi voi hanh vi sach nhiéu, tiéu cuc:

Nhan trach nhiém va xin 18i t6 chtc, cong dan (hinh thirc xin 16i truc tiép hoac
bang van ban cu thé gui dén t6 chic va cong dan); bi ha xuong 01 (mdt) muc khi
danh gia cén by, cong chirc hang nam; khong nhan cac danh hi¢u thi dua, khen
thuong cua nam do.

- Néu gy phién ha, sach nhidu, tiéu cuc cho té chiic va cong dan & mirc do
nghiém trong, anh hudng dén hoat dong cua co quan: Chap hanh quy dinh cua co
quan, don vi vé tam dinh chi cong tdc dé kiém diém va xem xét xu ly ky luat theo
quy dinh cua phép luat.

CHU TICH UBND HUYEN NGUOI VIET CAM KET
(Ky, dong dau) (Ky va ghi ro ho tén)

Bui Thanh Cwong Nguyén Thi Nguyét



