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QUYET DINH , 
V/v phe duyet De an tiep nhan chuc nang, nhiem vu quan ly nha nuoc ve ITnh 
vuc bao trtf xa hoi, tre em va phong, chong te nan xa hoi tii Phong Lao dong 

Thuong va Xa hoi ve Van phong HDND va LEND huyen

UY BAN NHAN DAN HUYEN
Can cu- Luat Td chuc Chinh quyen dia phumg ngdy 19/6/2015;
Can cu Luqt sua ddi, bo sung mot sd dieu cua Luat T6 chuc Chinh phu vd 

Luat Td chuc Chinh quyen dia phuong ngdy 22/11/2019;
Can cu Nghi dinh sd 37/2014/ND-CP ngdy 05/5/2014 cua Chinh phu vd quy 

dinh td chuc cdc co quan chuyen mon thudc Uy ban nhan dan huyen, quqn, thi xa, 
thdnh pho thuoc tinh;

Can cu Nghi dinhCan cuNghi dinh so 158/2018/ND-CP ngdy 22/11/2018 cua Chinh phu quy 
dinh ve thdnh lap, td chuc lai, gidi the td chuc hdnh chinh,

Can cu Nghi dinh sd 108/2020/ND-CP ngdy 14/9/2020 cua Chinh phu sua 
ddi, bd sung mot sd dieu cua Nghi dinh sd 37/2014/ND-CP ngdy 05/5/2014 cua 
Chinh phu quy dinh td chuc cdc co' quan chuyen mon thudc Uy ban nhan dan 
huyen, thi xd, thanh pho thuoc tinh;

Can cu Nghi quy&t sd 18-NQ/TW ngdy 25/10/2017 cua Ban Chdp hdnh 
Trung umg Dang khda XII "Mot so van de tidp tuc ddi moi, sdp xep to chuc bo 
may cua he thong chinh tri tinh gon, hoqt dong hieu luc, hieu qua ”;

Can cu Cong van sd 24/CV-BCDTKNQ18 ngdy 18/12/2024 cua Ban Chi 
dqo ve tong ket thuc hien Nghi quyet so 18-NQ/TW cua Chinh phuye viyc dinh 
humg, got y mot so ndi dung ve sap xep td chuc cdc co quan chuyen mon thudc 
Uy ban nhan dan cap tinh, cap huyen;

Can cu Cong van sd 05/CV-BCDTKNQ18 ngdy 12/01/2025 cua Ban CM 
dqo ve tdng ket thuc hien Nghi quyet sd 18-NQ/TW cua Chinh phu ve viec bd 
sung, hodn thien phuang an sdp xep to chuc cdc ca quan chuyen mon thudc Uy 
ban nhan dan cap tinh, cap huyen;

Can cu Ke hoqch so 324-KH/TU ngdy 30/11/2024 cua Ban Thudng vu Tinh 
uy ve tong ket thuc hien Nghi quyet so 18-NQ/TW cua Ban Chap hdnh Trung uong 
Dang khda XII;

Can cu Cong van so 03-CV/BCD ngdy 13/12/2024 cua Ban chi dqo Tdng 
ket Nghi quyet so 18 - Tinh uy Binh Phudc vd viec tidp tuc trien khai nhiem vu Ban 
chi dqo tdng ket Nghi quyet so 18;



Nguyen Van Ha

Noinhgn:
- UBND tinh (b/c);
- Sb Noi vu (b/c);
- TTHU, TT.HDND huyen (b/c);
- Q. C T, PCT.UBND huyen;
- Nhir Dieu 3;
- Phong Noi vu (02b);
- Phong LD-TBXH;
- Van phong HDND va UBND huyen;
- LDVP, CVNC: H6ng;
- Luu: VT.

QUYET DINH:
Dieu 1. Phe duyet D6 an tiep nhan chu’c nang, nhiem vu quan ly nha nuac 

ve link vuc bao tro xa hoi, tre em va phong, chong te nan xa hoi tu Phong Lao 
dong Thirong va Xa hoi ve Van phong HDND va UBND huyen (ban hanh kem 
theo Quyet dinh nay).

Dieu 2. Giao Phong Noi vu chu tri, phoi hop vdi Van phong HDND va 
UBND huyen va cac co quan, don vi co lien quan can cu nhiem vu dupe giao tai 
D£ an thirc hien dam bao dung tien do. Tham mtru UBND huyen thuc hien cac 
budc tiep nhan chuc nang, nhiem vu quan ly nha nude ve linh vuc bao tip xa hpu 
tre em va phong, chong te nan xa hoi tu Phong Lao dong Thuong va Xa hoi ve 
Van phong HDND va UBND huyen.

Dieu 3. Chanh Van phong HDND va UBND huyen, Truong phong Noi vu, 
Truong phong Lao dong - Thirong binh va Xa hoi; Thu trudng cac co quan, don vi 
cd lien quan chiu trach nhiem thi hanh Quyet dinh nay, ke tu ngay ky./.^^^—

TM. UY BAN NHAN DAN
Q. CHU T1CH 

cK)

Can cu K& hoach sd 358/KH-UBND ngay i 1/12/2024 cua UBND tinh vS 
viec triSn khai thuc hien stip xSp to chuc bo may cac co quan, don vi thuoc UBND 
tinh;

Can cu Cong van sd 22/UBND-NC ngay 03/01/2025 cua UBND tinh ve 
tridn khai thuc hien viec s&p xep, kien todn to chuc bp may cac co quan, don vi, 
dia phu'erng;

Can cu Cong van sd 206/UBND-NC ngay 14/01/2025 cua UBND tinh ve 
tiep tuc trien khai thuc hien viec sap xep, kien toan to chuc bp may cac co quan, 
dan vi;

Can cu K& hoach sd 315-KH/HU ngay 13/12/2024 cua Ban Thuong vu 
Huyen uy Tong ket thuc hien Nghi quyet sd 18-NQ/TW ngay 25/10/2017 cua Ban 
Chap hanh Trung uong khda XII mot sd van de ve tiep tuc dot moi, sap xep to 
chuc bp may cua he thong chinh tri tinh gon, hoat dong hieu luc, hien qua;

Can cu Nghi quyet so 17-NQ/HU ngdy 11/02/2025 cua Ban Chap hanh 
Dang bp huyen khda XII (Phien chuyen de, ngay 06/02/2025);

Xet d§ nghi cua Trudng phong Noi vu huyen tai To trinh sd 130/TTt-PNV 
ngay 11/02/2025.



UY BAN NHAN DAN 
HUYEN HON QUAN

CONG HOA XA HOI CHU NGHIA VIET NAM 
Doc lap - Tu- do - Hanh phuc

DEAN
Tiep nhan chiic nang, nhieni vii quan ly nha nuoc ve linh vuc bao tro’ xa hoi, 
tre cm va phong, chong te nan xa hoi tir Phong Lao dong Thuo’ng va Xa hoi 

ve Van phong HDND va UBND huyen 
(Kem theo Ouyet dinh so /QD-UBND ngay /02/2025

cua UBND huyen Han Quan)

I. SU CAN THIET VA CO SO PHAP LY
1. Sir can thiet
Tiep nhan chnc nang, nhiem vu quan ly nha nirac ve linh vuc bao tro xa hoi, 

tre em va phong, chong te nan xa hoi tu phong Lao dong - Thuong binh va Xa hoi 
ve Van phong HDND va UBND huyen de thuc hien theo su chi dao cua Ban 
Thuong vu Tinh uy tai Ke hoach so 324-KH/TU ngay 30/11/2024 v£ tong ket thuc 
hien Nghi quyet so 18-NQ/TW ngay 25/10/2017 cua Ban Chap hanh Trung uong 
khoa XII "Mot so van de ve tiep tuc, doi moi, sap xep to chuc bo may cua he 
thong chinh tri tinh gon, boat dong hieu luc, hieu qua”; Ke hoach sd 358/KH- 
UBND ngay 11/12/2024 cua UBND tinh ve viec then kliai thuc hien sap xep to 
chuc bo may cac co quan, don vi thuoc UBND tinh; K6 hoach sd 315-KH/HU 
ngay 13/12/2024 cua Ban Thuong vu Huyen uy Tong ket thuc hien Nghi quyet so 
18-NQ/TW ngay 25/10/2017 cua Ban Chap hanh Trung uong khoa XII mot so van 
de ve tiep tuc doi moi, sap xep to chuc bo may cua he thong chinh tri tinh gon, 
hoat dong hieu luc, hieu qua; tham muu, giup Uy ban nhan dan huyen thuc hien 
chuc nang quan ly nha nude ve linh vuc bao tro xa hoi, tre em va phong, chong te 
nan xa hoi.

2. Co’ so’ phap ly
- Luat Can bo, cong chuc ngay 13/11/2008; Luat sua doi, bo sung mot so 

dieu cua Luat Can bo, cong chuc va Luat Vien chuc nam 2019.
- Luat To chuc chinh quyen dia phuong sd 77/2015/QH13 da dupe sua ddi, 

bd sung mot sd dieu theo Luat so 21/2017/QH14 va Luat sd 47/2019/QH14.
- Nghi dinh sd 37/2014/ND-CP ngay 05/5/2014 cua Chinh phu quy dinh to 

chuc cac co quan chuyen mdn thudc Uy ban nhan dan huyen, quan, huyen, thanh 
phd thudc tinh; Nghi dinh sd 108/2020/ND-CP ngay 14/9/2020 cua Chinh phu sua 
ddi, bd sung mot sd dieu cua Nghi dinh sd 37/2014/ND-CP ngay 05/5/2014 cua 
Chinh phu quy dinh to chuc cac co quan chuyen mdn thudc Uy ban nhan dan 
huyen, quan, huyen, thanh phd thudc tinh, thanh phd true thudc trung uong.

- Nghi dinh sd 158/2018/ND-CP ngay 22/11/2018 cua Chinh phu quy 
dinh ve thanh lap, to chuc lai, giai the to chuc hanh chinh.

- Nghi dinh sd 138/2020/ND-CP ngay 27/11/2020 cua Chinh phu quy 
dinh ve tuyen dung, su dung va quan ly cong chuc.

- Nghi dinh sd 116/2024/ND-CP ngay 17/9/2024 cua Chinh phu sua ddi, bd
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sung mot s6 diSu cua Nghi dinh s6 138/2020/ND-CP ngay 27 thang; H nam 2020 
quy dinh ve tuyen dung, su dung va quan ly cong chuc va Nghi dinh so 06/2023 < 
CP ngay 21 thang 02 nam 2023 quy dinh ve kiem dinh chat luong dau vao cong 
chuc

" - Thong tu s6 01/2022/TT-VPCP ngay 02/5/2022 cua Bo trudng, Chu 
nhiem Van phong Chinh phu hudng ddn chuc nang, nhiem vu, quyen han cua 
Van phong Uy ban nhan dan tinh, thanh pho true thuoc 3 rung uo’ng.

- Thong tu s6 11/2021/TT-BLDTBXH ngay 30/9/2021 cua Bo Lao dong - 
Thuong binh va Xa hoi hudng ddn chuc nang, nhiem vu, quyen l^n cua So Lao 
dong - Thuong binh va Xa hoi thuoc UBND cap tinh va Phong Lao dong - Thuong 
binh va Xa hoi thuoc UBND cap huyen.

- Cong van sd 7968/BNV-CCVC ngay 08/12/2024 cua Bo Noi yu ve viec 
dinh hudng xay dung phuong an bo tri, sdp xep can bo, cong chuc, vien chuc ya 
ngudi lam viec theo ch£ do hop ddng lao dong khi thuc hien sap xep to chuc bo 

may hanh chinh.
- Cong van so 24/CV-BCDTKNQ18, ngay 18/12/2024 cua Ban Chi dao tong 

kgt thuc hien Nghi quySt sd 18-NQ/TW cua Chinh phu vS dinh hudng, goi y mot so 
noi dung ve sdp xep td chuc cac co quan chuyem mon thuoc Uy ban nhan dan cap 
tinh, cap huyen.

- Cong van sd 05/CV-BCDTKNQ18 ngay 10/01/2025 cua Ban Chi dao tong
kdt thuc hien Nghi quydt sd 18-NQ/TW cua Chinh phu ve viec bd sung, hoan thi?n 
phuong an sdp xdp to chuc cac co quan chuyen mon thuoc Uy ban nhan dan cap 
tinh, cap huyen. 5

- Quydt dinh sd 46/2021/QD-UBND ngay 20/12/2021 cua UBND tinh Binh 
Phudc Quy dinh ve phan cSp tham quyen quan ly can bo, cong chuc trong co quan 
hanh chinh nha nude tren dia ban tinh Binh Phudc.

- Quydt dinh sd 07/QD-UBND ngay 02/01/2024 cua UBND tinh Binh Phudc 
phe duyet Danh muc vi tri viec lam, Khung nang lire va Ban mb ta edng viec cho 
tung vi tri viec lam cua UBND huyen Hon Quan.

- Kg hoach sd 324-KH/TU ngay 30/11/2024 cua Ban Thuong vu Tinh uy ve 
tong kgt thuc hien Nghi quygt sd 18-NQ/TW ngay 25/10/2017 cua Ban Chap hanh 
Trung uong khda XII “Mot sd vdn dd ve tidp tuc, ddi moi, sap xep to chuc bo may 
cua he thdng chinh tri tinh gon, boat dong hidu luc, hieu qua”.

- Kd hoach so 358/KH-UBND ngay 11/12/2024 cua UBND tinh ve viec tnen 
khai thuc hien sdp xdp to chuc bd may cac co quan, don vi thuoc UBND tinh.

-Cong van sd 22/UBND-NC ngay 03/01/2025 cua UBND tinh ve viec tnen 
khai thuc hien vide sip xep, kien toan td chuc, bd may cac co quan, don vi, dia 
phu’O'ng. ' . „ . x

- Cong van sd 206/UBND-NC ngay 14/01/2025 cua UBND tinh ve viec tiep 
tuc trien khai thuc hien vide sip xep, kien loan td chuc, bd may cac co quan, don 

vi.
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- Ke hoach so 315-KH/HU ngay 13/12/2024 cua Ban Thirdng vu Huyen uy 
long ket thirc hien Nghi quyet so 18-NQ/TW ngay 25/10/2017 cua Ban Chap hanh 
Trung irong khoa XII mot so van de ve tiep tuc doi moi, sap xep to chuc bo may 
cua he thong ch inh tri tinh gon, boat dong hieu lire, hieu qua.

- Nghi quyet so 17-NQ/HU ngay 11/02/2025 cua Ban Chap hanh Dang bo 
huyen khoa XII (Phien chuyen de, ngay 06/02/2025).

- Quyet dinh so 08/2023/QD-UBND ngay 06/9/2023 cua UBND huyen ve 
Ban hanh quy dinh chuc nang, nhiem vu, quyen han va co cau to chuc cua Van 
phdng I-IDND va UBND huyen.

- Quyet dinh so 02/2023/QD-UBND ngay 06/9/2023 cua UBND huyen ve 
Ban hanh quy dinh chuc nang, nhiem vu, quyen han va co cdu td chuc cua phdng 
Lao dong, Thuong binh & Xa hoi huyen.

IL MUC TIEU, PHAM VI, DOI TUONG QUAN LY
1. Muc tieu•
Xay dung to chuc bo may Van phdng HDND va UBND huyen Hon Quan 

dong bo, phu hop vdi dinh hudng cua Trung uong, tinh, huyen, tranh chdng cheo 
chuc nang, nhiem vu; gdp phan nang cao hieu luc, hieu qua quan ly nha nude, xay 
dqng doi ngu edng chuc, cd pham chat chinh tri, dao due, trinh do, nang luc, cd co 
can hop ly; dap ung yeu cau thuc te, thuc hien theo chu truong cua Tinh uy va Uy 
ban nhan dan tinh, Huyen uy.

A A2. Pham vi va doi tirong quan ly
Van phdng HDND va UBND huyen la co quan chuyen mon thuoc Uy 

ban nhan dan huyen Hon Quan, cd chuc nang tham muu, giup HDND va 
UBND huyen thuc hien quan ly nha nude ve Imh vuc Van phdng tren dia ban 
huyen.

HI. LOAI HINH VA TEN GOI CUA TO CHUC HANH CHINH
1. Loai hinh: La co quan chuyen mon thuoc UBND huyen.
2. Ten goi: Van phdng HDND va UBND huyen Hdn Quan.
IV. VI TRI, CHUC NANG, NHIEM VU QUYEN HAN VA CO CAU 

TO CHUC, NHAN SU, VI TRI VIEC LAM
1. Vi tri, chuc nang:

N •>

- Van phdng Hoi dong nhan dan va Uy ban nhan dan huyen Hdn Quan 
(sau day viet tat la Van phdng HDND va UBND huyen) la co quan chuyen mon 
thuoc Uy ban nhan dan huyen; bo may tham muu, giup viec, phuc vu boat dong 
cua Hoi dong nhan dan va Uy ban nhan dan huyen, Chu tich Hoi dong nhan dan 
va Chu tich Uy ban nhan dan huyen. Chiu su chi dao, quan ly ve to chuc, vi tri 
viec lam, bien che cong chuc, co cau ngach cong chuc va cong tac cua Uy ban 
nhan dan huyen; dong thdi, chiu su chi dao, hudng dan, kiem tra ve chuyen 
mon, nghiep vu cua Van phdng Uy ban nhan dan tinh; Van phdng Doan dai bidu 
Qudc hoi va Hoi dong nhan dan tinh; So Y te tinh Binh Phudc.

- Van phdng Hoi dong nhan dan va Uy ban nhan dan huyen cd tu each 
phap nhan, cd con dau va tai khoan rieng, dupe cap kinh phi boat dong tu ngan
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sach nha nunc va ma tai khoan tai Kho bac Nha mrbc theo quy dinh cua phap 
luat. , a

- Van phong Hoi dbng nhan dan va Uy ban nhan dan huyen co chuc nang 
tham muu t6ng hap cho Hoi d6ng nhan dan va Uy ban nhan dan huyen ve: Hoat 
dong cua Hoi dong nhan dan va Uy ban nhan dan huyen; tham muu cho Chu 
tich Uy ban nhan dan huyen ve chi dao, dieu hanh cua Chu tich Uy ban nhan 
dan huyen; ki6m soat thu tuc hanh chinh; cung cap thong tin phuc vu quan ly va 
hoat dong cua Hoi dong nhan dan, Uy ban nhan dan va cac co quan nha nuoc o 
dia phuong; bao dam co sb vat chat, ky thuat cho hoat dong cua Hoi dong nhan 
din va Uy ban nhan dan; to chuc trien khai thuc hien co che mot cua, mot cua 
lien thong trong giai quygt thu tuc hanh chinh thuoc pham vi, chuc nang quart y 
cua Uy ban nhan dan huyen; huong dan, tiep nhsm ho so cua ca nhan, to chuc 
tren tat ca cac linh vuc thuoc tham quybn giai quyet cua Uy ban nhan dan huyen, 
chuyen h6 so den cac co quan chuyen mon thuoc Uy ban nhan dan huyen giai 
quybt va nhan k§t qua de tra cho ca nhan, to chuc.

- Quan ly Nha nude v§ y t§, bao gdm: Y td du phong; kham benh;, chtta 
benh; phuc hoi chuc nang; y duoc cd truyen; sue khde sinh san; trang thiet bi y 
ti- duoc pham; my pham; an loan thuc pham; bao hiem y te; dan so - ke hoach 
hda gia dinh tren dia ban huyen; Imh vuc bao tro xa hoi, tre em; phong, chong te 
nan xa hoi (tru chuc nang, nhiem vu quan ly nha nude ve cai nghiqn ma tuy va 
quan ly sau cai nghien ma tuy: thuc hien sau khi cd van ban hudng dan cua Trung 
uong).

2. Nhiem vu va quyen han
2.1 Doi voi nhiem vu, quyen han phuc vu hoat dong cua Hoi dong 

nhan dan, Thuong true Hoi ddng nhan dan, cac Ban cua Hoi dong nhan 
dan va dai bieu Hoi dong nhan dan huyen.

a) Tham muu xay dung chuong trinh lam viec, ke hoach hoat dong hang 
thang hang quy, sau thang va ca nam cua Hoi dong nhan dan, Thuong true Hoi 
ddng ’nhan dan. Ban cua Hoi ddng nhan dan; to chuc phuc vu viec thuc hien 
chu’ong trinh, ke hoach da diroc phe duyet,

b) Tham muu, phuc vu Thuong true Hoi dong nhan dan dieu hanh edng
viec chung cua Hoi ddng nhan dan; didu hoa, phdi hqp hoat dong cac Ban cua 
Hoi dong nhan dan; bao dam viec thuc hien quy che ho^t dong cua Hoi dong 
nhan dan, Thuong true Hoi ddng nhan dan, Ban cua Hoi dong nhan dan, nqi quy 
ky hop Hdi ddng nhan dan; giup Thuong true Hoi ddng nhan dan giu moi hen 
hd vdi Td dai biiu va dai bidu Hoi ddng nhan dan; phuc vu Hoi dong nhan dan, 
Thuong true Hdi ddng nhan dan. Ban cua Hdi ddng nhan dan trong hoat dong 
doi ngoai; , x

c) Giup Thuong true Hoi ddng nhan dan xay dung chuong trinh, to chuc 
phuc vu ky hop Hdi ddng nhan dan, cube hop cua Thuong true Hoi dong nhan 
dan; don ddc co quan, to chuc huu quan chuan bi tai lieu phuc vu ky hop Hoi 
ddng nhan dan, cudc hop cua Thuong true Hoi ddng nhan dan;

d) Giup Thuong true Hdi ddng nhan dan xay dung bao cao cong tac; cung 
cap hd so phuc vu Ban cua Hdi ddng nhan dan tham tra de an, bao cao, du thao
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nghi quyet; giup Thu ky ky hop Hoi dong nhan dan hoan chinh Nghi quyet cua 
Hoi dong nhan dan; giup 1 hirdng true Hoi dong nhan dan hoan thien cac Nghi 
quyet cua Hoi dong nhan dan;

d) Phuc vu Hoi dong nhan dan, Thudng true Hoi dong nhan dan, Ban cua 
Hoi dong nhan dan va dai bieu Hoi dong nhan dan trong boat dong giam sat; 
theo doi, don doc co quan, to chuc va ca nhan thuc hien kien nghi trong k$t luan 
giam sat;

g) Phuc vu Hoi dong nhan dan, Thudng true Hoi ddng nhan dan, cac Ban 
cua Hoi dong nhan dan va dai bieu Hoi dong nhan dan tiep cong dan, ti^p nhan, 
xu ly kien nghi, don thu khieu nai, to cao cua cong dan; theo doi, don doc viec 
giai quyet khieu nai, to cao va kien nghi cua cong dan;

h) Phdi hop vdi co quan, to chuc hiru quan phuc vu dai bmu Hoi dong 
nhan dan tiep xue cu tri; giup Phuong true Hoi dong nhan dan tong hop y kien, 
kien nghi cua cu tri va gui co quan, to chuc cd trach nhiem xem xet giai quyet;

i) Phuc vu Thudng true Hoi ddng nhan dan td chuc Idy y kien ddng gdp 
vao du an Luat, du an Phap lenh va cac van ban khac theo yeu cau cua Thudng 
true Hdi ddng nhan dan tinh;

k) Phuc vu Phuong true Hdi ddng nhan dan trong cong tac bau cu dai bidu 
Qudc hdi va bau cu dai bieu Hdi ddng nhan dan cac cap; phe chuan ket qua bau 
Chu tich, Pho Chu tich Hdi ddng nhan dan cap xa;

l) Phuc vu Phuong true Hdi ddng nhan dan, Ban cua Hdi ddng nhan dan 
trong cong tac giao ban, trao ddi kinh nghiem, bdi duong ky nang boat ddng cho 
dai bieu Hdi ddng nhan dan cac cap;

m) Phuc vu Hdi dong nhan dan, Thuong true Hdi dong nhan dan, cac Ban 
cua Hdi ddng nhan dan gifr mdi quan he phdi hop cong tac vdi Huyen uy, 
Thudng true Huyen uy, Uy ban Mat tran To qudc Viet Nam huyen, Toa an nhan 
dan huyen, Vien kiem sat nhan dan huyen, cac doan thd nhan dan huyen va cac 
co quan, td chuc cua Trung uong, cua tinh ddng tren dia ban;

n) Lap du toan kinh phi boat ddng hang nam, td chuc thuc hien, quan ly 
kinh phi boat ddng ciia Hdi ddng nhan dan theo chi dao cua Thudng true Hdi 
ddng nhan dan va theo quy dinh cua phap luat;

o) Bao dam dieu kien ho^t ddng cua Hdi ddng nhan dan, Thudng true Hdi 
ddng nhan dan, Ban cua Hdi ddng nhan dan, Td dai bieu Hdi ddng nhan dan va 
dai bieu Hdi ddng nhan dan; phuc vu Thudng true Hdi dong nhan dan thuc hien 
che do, chinh sach doi vdi dai bieu Hdi ddng nhan dan;

p) Quan ly co so vat chat, cong tac hanh chinh, luu tru, bao ve va le tan 
cria co quan ciia Hdi ddng nhan dan;

q) Thuc hien cac nhiem vu khac do Thudng true Hdi ddng nhan dan giao.
2.2. Ddi vdi nhiem vu, quyen phuc vu hoat dong cua Uy ban nhan dan 

huyen
Thuc hien cac nhiem vu, quydn han quy dinh tai Nghi dinh so 

37/2014/ND-CP ngay 05 thang 5 nam 2014 ciia Chinh phii quy dinh td chuc cac 
co quan chuyen mdn thudc Uy ban nhan dan huyen, quan, thi xa, thanh phd
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thuoc tinh- Nghi dinh s6 108/2020/ND-CP ngay 14 thang 9 nam 2020 cua Chfnh 
phu sira d6i, b6 sung mot s6 di§u cua Nghi dinh so 37/2014/ND-CP ngay 05 
thang 5 nam 2014 cua Chinh phu, cu the:

a) Trinh Uy ban nhan dan huyen chuong trinh lam viec, ke hoach cong; tac 
hang thang, hang quy, sau thang va ca nam cua Uy ban nhan dan huyen. Don 
d6c ki6m tra cac co quan chuyen mon, Uy ban nhan dan cap xa vi?c thuc hi? 
chuong trinh, k£ hoach cong tac cua Uy ban nhan dan va Chu tich Uy ban nhan 
dan huyen sau khi duoc phe duyet; theo dbi, don doc,,kiem tra cong tac phot 
hop giua cac co quan chuyen mon, Uy ban nhan dan cap xa theo ?uy dinh cua 
nhdp luat; kip thbi bao cao, tham muu dieu chinh chuong trinh, ke hoach cong 
tac, cac'van ban phap luat cua cac co quan quan ly nha nuoc cap tren va 01 
ddng nhan dan, Uy ban nhan dan.

b) Thu thap, xu ly thong tin, chuan bi cac bao cao phuc vu su lanh dao, 
chi dao, diSu hanh cua Uy ban nhan dan va Chu tich Uy ban nhari dan huyen 
theo quy dinh cua phap luat. Thuc hien cong tac thong tin bao cao dinh ky, dot 
xuat dupe giao theo quy dinh cua phap luat.

c) Trinh Uy ban nhan dan huyen quy hoach, ke hoach dai han, hang nam, 
cac chuong trinh, du an thuoc pham vi quan ly cua Van phong Hoi dong man 
dan va Uy ban nhan dan huyen.

d) Chu tri soan thao cac d§ an, du thao van ban theo phan cong cua Chu 
tich Uy ban nhan dan huyen; theo doi, don ddc cac co quan chuyen mon, Uy ban 
nhan dan xa, thi trdn soan thao, chudn bi cac de an duoc phan cong phu trach.

d) Co y kien thdm tra doc lap ddi ved cac de an, du thao van ban cua cac 
co quan chuyen mon, Uy ban nhan dan xa, thi tran trudc khi trinh Uy ban nhan 
dan va Chu tich Uy ban nhan dan huyen xemxet, quyet dinh.

e) Giup Uy ban nhan dan va Chu tich Uy ban nhan dan huyen giu moi
quan he phdi hop cong tac vdi Huyen uy, Thuong true Huyen uy, Thuong tryc 
Hoi ddng nhan dan, Uy ban Mat tran Td qudc Viet Nam huyen, Toa an nhan dan 
huyen, Vien kidm sat nhan dan huyen, cac Ban Xay dung Dang thuoc Huyen uy 
cac doan thd nhan dan huyen va cac co quan, to chuc cua 4 rung uong, cua tin i 
dong tren dia ban. z a

g) Td chuc edng bd, truyen dat cac quyet dinh, chi thi cua Uy ban nhan
dan huyen; cac van ban quy pham phap luat cua co quan nha nude cap tren co 
lien quan. Giup Uy ban nhan dan huyen phoi hop vol cac co quan chuc nang 
theo doi, ddn doc, kidm tra viec thuc hien cac van ban do tai cac co quan chuyen 
mon, Uy ban nhan dan cap xa. q ,

h) Quan ly thdng nhdt viec ban hanh van ban cua Uy ban nhan dan Chu 
tich Uy ban nhan dan huyen; edng tac edng van, giay to, van thu, hanh chinh, 
luu trir, tin hoc hoa hanh chinh nha nude cua Uy ban nhan dan huyen.

i) Trinh Uy ban nhan dan huyen chuong trinh, bien phap td chuc thuc hien
edng tac cai each hanh chinh nha nude thuoc pham vi quan ly cua Van phong 
Hoi dong nhan dan va Uy ban nhan dan huyen. ~ x

k) Ph6i hop voi Phong Noi vu, hubng dan Uy ban nhan dan cap xa vc
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nghiep vu hanh chinh, van thir, luu tru, tin hoc hoa quan ly hanh chinh nha nirac 
theo quy dinh cua phap luat.

l) To chu’c cac phien hop, budi lam vice, tiep khach va cac boat dong cua 
Uy ban nhan dan va Chu tich Uy ban nhan dan huyen; bao dam dieu kien boat 
dong cua Uy ban nhan dan, Chu tich Uy ban nhan dan huyen va cac to chuc co 
lien quan theo quy dinh cua Uy ban nhan dan huyen.

m) Kiem tra, ra soat ve quy trinh, noi dung, the thirc, tham quyen doi vdi 
cac ho so do cac co quan, don vi trinh Hoi dong nhan dan, Uy ban nhan dan 
huyen de ky ban hanh van ban hoac cho y kien chu trirong; trong truong hop cac 
dir thao van ban, ho so trinh cua cac co quan, don vi chua dam bao yeu cau ve 
the thu-c, noi dung, trinh tir, thii tuc, Van phong Hoi dong nhan dan va Uy ban 
nhan dan huyen de nghi co quan trinh hoan chinh lai dir thao hoac thirc hien day 
du cac trinh tir, thii tuc theo quy dinh; tru’dng hop de nghi do khong dirge co 
quan, don vi trinh thong nhat thi Van phong Hoi dong nhan dan va Uy ban nhan 
dan huyen bao cao Thirong true Hoi dong nhan dan va Uy ban nhan dan huyen 
huyen biet va chi dao.

n) To chiic va phoi hop vdi cac co quan chuyen mon, don vi su nghiep, 
cac xa, thi tran chuan bi noi dung, chuong trinh, cac dieu kien vat chat phuc vu 
cac ky hop, phien hop, hoi nghi, hoi thao do Thudng true Hoi dong nhan dan va 
Uy ban nhan dan huyen to chuc. Theo doi, quan ly ho so, bien ban, soan thao 
van ban cuoc hop. Ban hanh cac van ban thong bao y kien chi dao cua Thudng 
true Hoi dong nhan dan va Uy ban nhan dan huyen ve cac cong viec thuoc pham 
vi trach nhiem cua Thudng true Hoi dong nhan dan va Uy ban nhan dan huyen.

o) Giup Chu tich Uy ban nhan dan huyen tiep cong dan den khieu nai, to 
cao, kien nghi, phan anh theo quy dinh cua phap luat; tiep nhan khieu nai, to cao 
va thu ly giai quyet khieu nai, to cao theo quy dinh cua Luat Khieu nai, Luat Td 
cao va cac quy dinh cd lien quan.

p) Giai quyet khieu nai, to cao, thirc hien cong tac phong, chdng tham 
nhung, lang phi trong pham vi quan ly cua Van phong Hoi ddng nhan dan va Uy 
ban nhan dan huyen theo quy dinh cua phap luat va phan cong cua Chu tich Uy 
ban nhan dan huyen.

q) Ve kiem soat thii tuc hanh chinh: Tham mu’u cho Chu tich Uy ban nhan 
dan ve chi dao, dieu hanh cua Chu tich Uy ban nhan dan; Kiem soat thii tuc 
hanh chinh; cung cap thong tin phuc vu quan ly va boat dong cua Hoi ddng nhan 
dan, Uy ban nhan dan va cacco quan nha nude d dia phirong; bao dam co sd vat 
chat, ky thuat cho boat ddng cua Hoi ddng nhan dan va Uy ban nhan dan; Td 
chuc trien khai thirc hien co che mot cua, mot cua lien thong trong giai quyet 
thii tuc hanh chinh thuoc th4m quyen giai quyet cua cap huyen; hudng dan, tiep 
nhan hd so cua ca nhan, td chuc tren tat ca cac linh vuc thuoc tham quyen giai 
quyet cua Uy ban nhan dan huyen, chuyen hd so den cac co quan chuyen mdn 
thuoc Uy ban nhan dan huyen giai quy£t va nhan ket qua dd tra cho ca nhan, td 
chuc.

r) Ve thirc hien co che mot cua, mot cua lien thong. Tham muu, giup Uy 
ban nhan dan huyen thirc hien co che mot cua, mot cua lien thong theo quy dinh
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tai Quy ch§ thuc hien cu ch§ mot cua, co ch£ mot cua lien thong tai co quan 
h’anh chinh Nha nuoc a diaphuong ban hanh kem theo Nghi dinh so 
61/2018/ND-CP ngay 23 thang 4 nam 2018 ,cua Chinh phu ve thuc hien co che 
mot cua, mot cua lien thong trong giai quyet thu tuc hanh chinh; Nghi djnh so 
107/2021/ND-CP ngay 06 thang 12 nam 2021 cua Chinh phu sua doi, bo sung 
mot s6 diSu cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua 
Chinh phu vS thuc hien co che mot cua, mot cua lien thong trong giai quyet thu 
tuc hanh chinh; Bo tri va phan cong cong chuc co chuyen mon, nghiep vu phu 
hop theo doi, quan ly boat dong tai Bo ph^n tieP nhan va tra ket qua huyen; Can 
cu vao tinh hinh cu the, ban hanh Quy che boat dong cua Bo phan tiep nhan va 
tra ket qua thuoc trach nhiem quan ly; Cong khai day du, kip thoi bang phuong 
tien dien tu hoac bdng van ban danh muc thu tuc hanh chinh duqc thuc hien tai 
Bo phan Mot cua; cac noi dung thu tuc hanh chinh duoc cong khai theo quy 
dinh cua phap luat vd kiem soat thu tuc hanh chinh; ho tro nhung truong hqp 
khong co kha nang tiep can thu tuc hanh chinh duoc cong khai bang phuong tien 
dien tu; Huong din thuc hien thu tuc hanh chinh; tiep nhan ho so thu tuc hanh 
chinh- giai quyet hoac chuyen ho so giai quyet thu tuc hanh chinh, tia ket qua 
giai quyet thu tuc hanh chinh; theo doi, giam sat, danh gia viec giai quyet ya tra 
ket quagiai quyet thu tuc hanh chinh cho to chuc, ca nhan; thu phi, le phi/neu 
co) theo quy dinh; Ph6i hop vdi cac co quan, don vi lien quan de giai quyet tra 
ket qua giai quyet cho t6 chuc, ca nhan doi vdi truong hop thu tuc hanh chinh 
yeu cau giai quySt ngaytrong ngay hoac cac thu tuc hanh chinh duoc giao ho^c 
dy quydn cho cong chuc, vien chuc tai Bo phan Mot cua giai quyet; ho trq to 
chiic ca nhan sir dung dich vu cong true tuyen muc do 3, muc do 4,- Phoi hqp 
vdi cac co quan co thlm quyen va cac co quan khac co lien quan to chuc tap 
huan, bdi duong nang cao trinh do chuydn mon, nghiep vu cho can bo, cong 
chuc vien chirc duoc giao nhiem vu hudng dan, tiep nhan va tra ket qua giai 
quyet thu tuc hanh chinh theo co che mot cua, mot cua lien thong; Tiep nhan, xu 
ly hoac bao cao co quan cd tham quyen xu ly phan anh, kien nghi, khieu nai.^to 
cao ciia td chuc, ca nhan ddi vdi can bo, cong chiic, vien chuc co guan co tham 
quyen lien quan ddn viec hudng din, tiep nhan, giai quyet, chuyen ho so giai 
quyet va tra ket qua giai quy§t thu tuc hanh chinh; chuyen y kien gmytnnh cua 
co quan co thlm quydn vd cac phan anh, kien nghi, khieu nai to cao den to 
chiic, ca nhan; B6 tri trang thidt bi tai Bo phan Mot cua theo quy dinh taj diem b 
Khoan 2 Didu 13 Nghi dinh so 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua 
Chinh phu va cung cdp cac dich vu ho tro can thiet ve phap ly, thanh loan phi, ? 
phi, nop thud, phien dich tieng nude ngoai, tieng dan toe (neu can), sao chup 
In tai'lieu va cac dich vu edn thidt khac khi td chuc, ca nhan co nhu cau theo 
muc gia dich vu duoc cap cd tham quyen phe duyet; Thuc hien cac nhiem vu 
khac duoc giao theo quy dinh cua phap luat.

s) Xay dung quy hoach, kd hoach dao tao, bdi duong can bo, edng chuc,
nhan vien cua co quan. .

t) Quan ly td chuc bo may, bien chd, can bo, edng chuc nhan vien va tai 
san, trang thidt bi, co sd vat chat ky thuat duoc giao theo quy dinh cua phap luat 
va phan cap quan ly cua Uy ban nhan dan huyen.



TT Ten vi tri vice lam

1 Vi tri viec lam lanh dao, quan ly 04

01 Chuyen vien

01 Chuyen vien

01 Chuyen vien

01 Chuyen vien
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01 Chuyen vien

01 Chuyen vien

01 Chuyen vien

Chuyen vien01

01 Chuyen vien
Chuyen vien phu trach tiep cong dan, giai 

quyet khieu nai, to cao

Pho Chanh Van phong phu trach Khdi Van 
hoa xa hoi

Pho Chanh Van phong phu trach Linh vuc Y 
te

Chanh Van phong: Quan ly, dieu hanh 
chung

Pho Chanh Van phong phu trach Khdi kinh 
r 

te nganh

Chuyen vien tham inuu Ndi chinh

Chuyen vien tham muu linh virc VH-XH

Vi tri viec nghiep vu chuyen nganh
Chuyen vien tham miru linh virc kinh te 

nganh
Chuyen vien tham mini linh virc HDND

Co cau ngach 
tdi thieu
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u) Thue hien cac nhiem vu khac do Uy ban nhan dan va Chu tich Uy ban 
nhan dan huyen giao.

u) Thue hien theo Dieu 4 Thong tu so 37/2021/TT-BYT ngay 31 thang 12 
nam 2021 cua Bo truung Bo Y te hubng dan chuc nang, nhiem vu, quyen han 
cua So Y te thudc Uy ban nhan dan tinh, thanh pho true thudc Trung uong va 
Phong Y te thudc Uy ban nhan dan huyen, quan, thanh pho thudc tinh, thanh 
pho thudc thanh phd true thudc Trung uong;

o) Pham muu edng tac QLNN ve linh vuc bao tro xa hoi, tre em va phong, 
chdng te nan xa hoi.

3. Co’ cau to chiic
f 9 \

Co1 can to chuc cua Van phong HDND va UBND huyen gdm:
- Lanh dao Van phong HDND va UBND huyen: gdm 01 Chanh Van phong, 

khdng qua 03 Phd Chanh Van phong.
- Cong chuc thuc hien edng tac chuyen mon: 09 ngubi.
4. Vi tri viec lam, bien che edng chiic theo vi tri viec lam, co’ cau edng 

chuc theo ngach, bao dam phu hop vdi chiic nang, nhiem vu, quyen han.

So luong
r

bien che
theo vi tri
viec lam
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Chuyen vien
01

Chuyen vien01

a UBND huyen can cir De an trien

Chuyen vien

Chuyen vien
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Chuyen vien theo doi cong tac y te, Chi bo

Chuyen vien theo doi bo phan mot cua

Chuyen vien phu trach Ke loan trudng Van
______ _____ phong______________

Chuyen vien phu trach cong tac QLNN ve 
linh vuc lao dong, bao trp xa hoi, tre em va 

phong, chdng te nan xa hoi

5. Co* so’ vat chat, tai chinh.
- Tru sa lam viec: Tru sa cua Van phong HDND va UBND huyen hien nay.
- Co so vat chat: Trang thiet bi lam viec sir dung trang thiet bi ciia Van phong 

HDND va UBND huyen hien nay.
- UBND huyen bo tri kinh phi gom: Tien luong, kinh phi boat dong va 

nghiep vu chuyen mon tu nguon ngan sach huyen.
V. PHUONG AN TIEP NHAN VA LO TRINH TRIEN KHAI 

BOAT DONG
De an tiSp nhan chirc nang, nhiem vu quan ly nha nude ye linh vuc bao trp 

xa hoi, tre em va phong, chong te nan xa hoi tu Phong Lao dong Thucmg ya > a 
hoi vS Van phong HDND va UBND huyen du kien thuc hien trong Quy I nam 
2025.

vi. tO chetc thug hien
Lanh dao, cong chuc Van phong HDND va UBND huyen can cu DS an trien 

khai thuc hien.
Tren day la Dd an tidp nhan chuc nang, nhiem vu quan ly nha nude ve linh 

vuc bao tro xa hoi, tre em va phong, chdng te nan xa hoi tu Phong Lao dong 
Thuong va Xa hoi ve Van phong HDND va UBND huyen./.
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