UY BAN MTTQ VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM

TiI\IH GIA LAI Poc lap - Tu do - Hanh phiic
TRUNG TAM HOAT PONG TTN
S6: 04 /TB-MTTQ-TTTTN Gia Lai, ngay05thang 01 nam 2026
THONG BAO

V/v phan céng nhiém vu Ban Giam doc, phu trach Mang,
vién chirc va nguoi lao dong cac Mang chuyén mon
truc thugc Trung tam Hoat dong Thanh thieu nhi tinh Gia Lai

Can ¢t Bé an s6 03-DA/TDTN ngay 18/9/2025 vé viée “Hop nhat Trung
tam Hoat dong Thanh thiéu nhi tinh Binh Binh va Trung tam Hoat dong Thanh
thiéu nhi tinh Gia Lai (i) thanh Trung tém Hoat déng Thanh thiéu rhi tinh Gia
Lai”.

Can ctr Quyét dinh s6 382/QD-MTTQ-BTT ngay 06/11/2025 cua Uy ban
Mt tran T quéc Viét Nam tinh Gia Lai vé viéc “Hop nhat Trung tam Hoat dong
Thanh thiéu nhi tinh Binh Dinh va Trung tam Hoat dong Thanh thiéu nhi tinh Gia
Lai (cii) thanh Trung tam Hoat dong Thanh thiéu nhi tinh Gia Lai”.

Can ctr Quyét dinh s6 17/QD-MTTQ-TTTTN, ngay 02/01/2026 cua Trung
tam Hoat dong Thanh thiéu nhi tinh Gia Lai vé viéc ban hanh “Quy ché hoat déng
cua Trung tam Hoat dong Thanh thiéu nhi tinh Gia Lai”.

Xét dé nghi cia mang To6 chuc - Hanh chinh, Giam déc Trung tam Hoat
dong Thanh thiéu nhi tinh Gia Lai phan ¢6ng nhiém vu Ban Giam déc, phu trach
Mang, vién chirc va nguoi lao dong cac Mang chuyén mon truc thude Trung tam
Hoat dong Thanh thiéu nhi tinh Gia Lai, cu thé nhu sau:

I. BAN GIAM POC TRUNG TAM

1. Déng chi Pham Hf“)ng Hiép - Pho Chu tich Uy ban Mt trin To qué'c
Viét Nam tinh déng thoi la Bi thu Doan TNCS H6 Chi Minh tinh Gia Lai, Giam
doc Trung tam Hoat dong Thanh thiéu nhi tinh Gia Lai.

- Chiu trach nhiém vé toan bd hoat dong cua don vi, bao gém quan ly vién
chirc va ngudi lao dong, tai chinh, co s¢ vat chat va thuc hién nhiém vu duoc giao.
Chiu trach nhiém trudc Ban Thuong truc Uy ban Mt tran T qudc Viét Nam tinh,
Ban Thuong vu Tinh doan va phap luat vé toan bo két qua hoat ddng cua don vi .

- Ky ban hanh cac vin ban tal don vi.
_ Chu tai khoan thtr nhit ky duyét quyét toan kinh phi co quan.

- Truc tiép phu trach Trung tam Hoat dong Thanh thiéu nhi tinh Gia Lai.
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% Déng chi Tran Ngoc Quynh: Phé Gidm déc Thuong truc Trung tam
Hoat déng Thanh thiéu nhi tinh Gia Lai

Pho Giam dbc Thuong true duoc Giam doc phén cong phu trach mét s6

cong viée, cu thé nhu sau:

- Lam viéce tai tru so chinh, tham muu thuc hién va chiu trach nhiém trudc
dong chi Giam dbc vé linh vue duge phéan cong theo quy dinh cua phap luat.

- Diéu hanh giai quyét cong viéc hang ngay tai tru so chinh hoic dugc dong
chi Giam déc uy quyén, phan cong.

- Ky ban hanh céc vin ban tai don vi.
- Chu tai khoan thr hai ky duyét quyét toan kinh phi co quan.

3. Pong chi Nguyén Thi Thuy Trang - Phé Giam déc Trung tim Hoat
dong Thanh thiéu nhi tinh Gia Lai

Phé Giam doc duge Giam déc phan cong phu trach mot sé cong viée, cu
thé nhu sau:

- Lam VleC tai co s¢ 2, tham muu thuc hién va chiju trach nhiém trude dong
chi Gidm déc vé linh vuc duoc phan cong theo quy dinh cua phap luat.

- Diéu hanh g1a1 quyét cong viée hang ngay tai co s& 2 hoidc dugc dong chi
Gidm dbc ty quyén, phén cong.

- Ky ban hanh cac van ban tai don vi.

- Chu tai khoan thtr ba ky duyét quyét toan kinh phi co quan.
I1. CAC MANG CHUYEN MON TRU'C THUQC
1. Ming Té chive - Hanh chinh
1.1. Truwong mang

- Tham muu cho Ban Gidm doc Trung tim xay dung cdc chuong trinh, ké
hoach theo su phan cong.

- Chiu trach nhiém thong tin, tongj hop, bao cdo cac hoat ddong cua Trung
tam. Tham muu cho Ban Giam doc trong viéc thue hién céc quy dinh cua Nha
nude vé cdng tac to chire can b, vé cac hoat dong hanh chinh.,

- Tham muu quan ly tai chinh va khai thac ¢6 hidu qua nha nghi, tai san, co
s& vat cht; dam bao cac diéu kién vat chat phuc vu cic hoat dong;
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- Thuc hién cong tac 1¢ tan, thi dua khen thuong, cong tac ndi vu co quan.
Bao vé tai san, vat chit va an ninh, trat tu; cham soéc cdy xanh..

1.2. Pho Truong mang

- Tham muu cho Ban Giam déc Trung tam xdy dung cac chuong trinh, ké
hoach theo su phéan cong.

- Gilp Truong mang phu trach mét s6 linh vuc cdng tac thudc chirc nang,
nhi¢ém vu ctua mang va chiu trach nhiém trude Trudng mang, Ban Giam do6c vé
Iinh vuc cong tac duge phan cong.

- Tham muu viéc quan 1y, st dung co s& vat chat; vé sinh lao dong va an
ninh trét tu, an toan co quan.

- Tham muu V1€C bao tri, bao dudng, stra chita trang thiét bi, tai san co quan
va cdng tac hau can phuc vu cac hoat dong.

1.3. Vién chirc va nguwoi lao dpng

- Tham muu cho phu trach mang xay dung cac chuong trinh, ké hoach theo
sur phan coéng cua Ban Giam déc va phu trach mang; thuc hién cac quy dinh cua
Nha nudc vé cong tac td chie can bo, thi dua khen thuong, céng tac ndi vu co
quan.

- Tham muu Ban Giam dbc trong linh vuc tai chinh ké toan theo quy dinh
cua Nha nudc; cdp nhét kip thoi cac van ban mdi quy dinh vé cong tac ké todn;
thuc hién ché do BHXH, BHYT, BHTN, dudng stc theo quy dinh cua BHXH:
tham muu viéc quan ly, st dung tai san cong, khai thac cé hiéu qua tai san, co so
vat chat Trung tam (dbi voi ké toan).

- Thuc hién quan ly luu giir ho so, tai lleu theo quy dinh cua cong tac van
thu; to chuc viée thong ké luu trir céc tai liéu, so liéu theo yéu cau cua nghi€p vu
cong tac van thu (ddi vai van thu).

- Tham muu cac vin ban, quy dinh hién hanh vé cong tac quan ly kho, quy
don vi; quy trinh nghiép vu lién quan dén kiém sodt tidn mait, tai san quy, gidy to
c6 gia cua don vi thugc pham vi quan ly; cac van ban phap luat va van ban hudng
dan lién quan khac (ddi voi thu quy).

- Thuc hién nhiém vu cit tia, cham soc, tudi nude céy xanh trong khuon
vién co quan; ho tro van hanh may va xu ly k¥ thuat nuée ho boi; bao dudng, duy
tri hoat dong cua hé thong dién, may moc thiét bi hd boi va co quan.
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- Thuc hién nhiém vu v¢€ sinh céac khu vuc, phong lam viéc, khuén vién co
quan; truc bao vé cong trudc, sau Trung tdm; bao vé tai san vat chat, an ninh trat
tu.

2. Mang Nghiép vu
2.1. Truong mang

- Tham muu cho Ban Giam déc Trung tdm xay dung cdc chuong trinh, ké
hoach theo su phan cong.

- Tham muu cho Ban Giam ddc nhiing giai phdp, md hinh moi, cach lam
hay nham ndng cao hiéu qua hoat dong phuc vu thanh thiéu nhi vui choi, rén [uyén
va phat trién ning khiéu; xay dung cac Cau lac bd, doi, nhém hoat dong theo so
thich. Nghién cttu theo ddi hoat dong, xay dung mo hinh, phuong phap cong tac
D6i TNTP H6 Chi Minh.

- Xay dung ké hoach t6 chire cac cac 16p tap hudn, céc dién dan truyén thong,
chuong trinh k¥ nang, hoat dong trai nghiém, hoat dong van hoéa - van nghé - thé

duc - thé thao, héi thi, hdi dién. ..

- Xay dung ké hoach td chuc cac khoa dao tao, boi dudng k§ nang cho can
bd Poan - Héi - Déi theo chuong trinh cong tac nam.

2.2. Pho Truong mang

- Tham muu cho Ban Giam dbc Trung tdm xdy dung cac chuong trinh, ké
hoach theo su phan cong.

- Giup Truong mang phu trach mét so6 linh vuc cong tac thude chire nang,
nhiém vu cua mang va chiu trach nhiém trude Truong mang vé linh vuc cong tac

dugc phan cong.

- Phu trach cédc hoat dong nang khiéu, cac I6p dao tao, mé hinh, ky nang;
hoat dong giao duc truyén thong, vui choi, giai tri cho thanh thiéu nhi.

- Gitip Truong mang xay dung ké hoach t6 chire cac khoa dio tao, boi dudng
ky ndng cho can bo Doan - Hoi - Dai theo chuong trinh cong tac nam.
2.3. Vién chirc va nguwoi lao dong

- Tham muu cho Ban Giam déc Trung tdm xay dung céc chuong trinh, ké
hoach theo su phan céng.

- Phu trach viéc kiém tra an toan va sua chira dién, nudce, bao tri, bao dudng
s >
am thanh; truc am thanh, anh séng cac hoat dong cua Trung tdm va cac hoat dong
to chire tai co so. o
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- Theo d&i cong tac phong chay chita chay, an ninh trat tu; dé xuét va theo
ddi stra chita co so vat chat va céc thiét bi dién, nudc khi ¢6 su ¢o xay ra.

- Thuong xuyén kiém tra hé thong san bai, cac san choi thé thao; theo doi,
Kiém tra va dé xudt sua chira cac dung cu phuc vu vui choi, giai tri, sinh hoat cua

thanh thiéu nhi.

- Tham muu xay dung ké hoach t6 chire céc 16p huén luyén k¥ nang, nghiép
vu cong tac Doan, Ddi cho déi ngii can bo Doan, Doi cac cap trong tinh.

- Tham muu t6 chire thuc hién céc hoat dong cho thanh thiéu nhi tai co so;
phu trach doi nghi 1&; tham muu, xay dung ké hoach, kich ban, td chire cac chuong
trinh, gido duc k¥ ning séng, cac 1p truyén thong cho thanh thiéu nhi.

- Quan tro, hoat ndo cac chuong trinh hoat dong k¥ nang; td chire céac hoat
dong tro choi; cac hoat dong tap thé, cau lac bd, ddi, nhom...; dan chuong trinh,
bao cdo vién mot sé chuyén dé, hoat dong cta Trung tdm.

- Tham muu, quan ly, chiu trdch nhiém ndi dung cong tac tuyeén truyén,
quang ba trén trang Website, fanpage; thong tin vé céc hoat dong tai Trung tam.

III. PHAN CONG VIEN CHUC VA NGUOI LAO PONG CAC
MANG CHUYEN MON TRUC THUQC TRUNG TAM

1. Mang T6 chire - Hanh chinh (gém 13 vién chirc va nguoi lao dong)

- D/c Nguyén Thi Thu Cam: Vién chuc, Truong mang To chire - Hanh
chinh.

_ P/c Bd Van Viét: Vién chirc, Pho Truong mang To chire - Hanh chinh.

- b/c Thai Hoang Uyén Chau: Vién chuc, ké toan.

- B/c Vii Thi Nhu: Vién chure.

- P/c Phan Thi Tuong Vi: Vién chtrc.

- B/c Luong Nguyét Linh: Vién chirc.

_ P/c Tran Thanh Hiéu: Hop dong lao déng.

-Db/c Vo Thi Huyén My: Hop déng lao dong.

_ D/c Lé Thanh Xuén: Hop dong bao vé.

-P/c Nguyén Tan Han: Hop déng bao vé.

- D/c Nguyén Xuén Duong: Hop dong bao va.

_ P/c Lé Thi Thanh Truc: Hop déng tap vu.
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- P/c Pham Thi Hoang: Hop dong tap vu.

2. Mang Nghiép vu (gom 07 vién chire va nguoi lao dpng)
- D/c Nguyén Thi Ky: Vién chue, Trudng mang Nghiép vu.
- D/c Tran Thi Thuy Trang: Vién chtc, Phé Trudng mang Nghiép vu.
- b/c Bang Thuy Bién: Vién chiec.
- B/c Hoang Thi L¢ Thu: Vién chuec.
- B/c Binh Thi Y Phuong: Vién chue.
- P/c Tran Cao Bao Huy: Hop dong lao dong.
- B/c Lé Phan Téan Dai: Hop dong lao dong.

Trén day 1a Thong béo phan cong nhiém vu Ban Gidam doc, phu trach Mang,
vién chuc va nguoi lao ddng cac Mang chuyén mon truc thudc Trung tam Hoat
dong Thanh thiéu nhi tinh Gia Lai, Ban Giam dbc Trung tdm Hoat dong Thanh
thiéu nhi tinh Gia Lai thong bao dén toan thé vién chtc, nguoi lao dong co quan
va cdc to chire, don vi, ca nhan biét dé trién khai thuc hién va lién hé cong tac./.

Noi nhan: _ GIAM DOC
- Uy ban MTTQ Viét Nam tinh; 7 qud
- Ban Cong tac Boan va TTN;

- BGD, cac mang Trung tam;

- BTV Doan cac x4, phuong tinh Gia Lai;
- Luu TTTTN tinh (%),

HOAT GUN(‘ )
"Z\THANH THIEU NH
TINH GIA LAl
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Pham Hong Hiép




