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      1.Muc dich

      Van ban nay quy djnh cac noi dung va trinh tu thuc hien cong tac dao tao, b6i
 du&ng can bo, vien chuc va lao dong hop dong ciia Quy Dich vu ViSn thong cong ich
 Viet Nam nham nang cao hieu qua cong tac dap ting yeu cau xay dung va phat tricn
 cua Quy.

      2.Pham vi
      Ap dung cho loai hinh dao tao. boi duong trong nude bao gom ca dao tao ngan

 han va dao tao dai han.
      Trach nhiem to chiic thuc hien: Ban To chuc - Hanh Chinh.
      3.Tai lieu lien quan

      -Nghi dinh s6 123/2016/ND-CP ngay 01 thang 9 nam 2016 ciia Chinh phu quy
dinh chuc nang. nhiem vu, quyen han va ca cau to chiic ciia Bo, ca quan ngang Bo;

      -Nghi dinh s6 17/2017/ND-CP ngay 17 thang 02 nam 2017 cua Chinh phu quy
dinh chiic nang. nhiem vu, quyen han va ca cau to chuc cua Bo Thong tin va Truyen
thong;

     -Nghj dinh s6 101/2017/ND-CP ngay 01/9/2017 ciia Chinh phu ve dao tao. boi
dir&ng can bo, cong chuc, vien chiic;

     -Thong tu 10/2017/TT-BNV ngay 29/12/2017 ciia Bo truang Bo Noi vu ban
hanh quy dinh danh gia chat luong boi du&ng can bo. cong chuc, vien chuc;

     -Thong tu 01/2018/TT-BNV ngay 08/01/2018 cua Bo truang Bo Noi vu huang
dan mot so dieu ciia Nghi djnh so 101/2017/ND-CP ngay 01 thang 9 nam 2017 ciia
Chinh phu ve dao tao, boi duong can bo, cong chiic, vien chiic;

     -Quyet djnh s6 1528/QD-BTTTT ngay 23/10/2014 ciia Bo truang Bo Thong tin
va Truyen thong ve viec ban hanh Dieu le To chiic va hoat dong cua Quy Dich vu
Vien thong cong ich Viet Nam;

     -Quyet djnh s6 293/QD - VTF ngay 04/9/2015 cua Giam d6c v6 viec ban hanh
Quy che chi tieu noi bo ciia Quy Djch vu vien thong cong ich Viet Nam.

     4.Thuat ngfl' va tir viet tat
     -Dao tao la qua trinh truyen thu, tiep nhan co he thong nhCi'ng tri thirc, ky nang

theo quy djnh ciia tirng cap hoc, bac hoc.
     -Boi du&ng la hoat dong trang bi, cap nhat, nang cao kien thuc, ky nang lam

viec.

     -Boi duang theo tieu chuan ngach la trang bi kien thirc, ky nang hoat dong thco
chuong trinh quy djnh cho ngach vien chiic.

     -Dao tao, boi du&ng theo tieu chuan chuc vu lanh dao, quan ly la trang bj kien
thiic, ky nang, phuong phap lam vice theo chuong trinh quy dinh cho timg chiic vu

lanh dao, quan ly.
     -Boi du'Sng theo vi tri viec lam la trang hi. cap nhat kien thirc, ky nang, phuong

phap c^n thiit de lam tot cong viec dugc giao.

     -BTT&TT: Bp Thong tin va Truyen thong
     -BGD: Ban giam doc;
     -Ban TC-KT: Ban Tai chinh K< loan;
     -Ban FC- HC: Ban T6 chuc - Hanh Chinh
     -Ban KSNB: Ban KiSm soat noi bo
     -Ban KHNV: Ban Ki hoach - Nghiep vu

     -Quy: Quy Dich vu vien thong cong ich Viet Nam.
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     5. B6i canh ciia Quy Djch vu Vien thong cong ich Viet Nam

     5.1.Boi canh ben ngoai

     La mot don vi thuoc Quy, Ban TCHC co chung boi canh trong tong the boi canh
ciia Quy da dugc phan tich tai So tay chat lugng. Tuy nhien, Ban TCHC con co nhung

net dac thu sau:
     Ban TCHC co m6i lien he chat che vai cac dan vi thuoc Quy, thuc hien cong tac

to chuc, quan ly nguon nhan luc ciia Quy.
     Ngoai ra, Ban TCHC co quan he cong tac vai dan vi, co- quan ngang Cuc/Vu de

kip thai nam bat thong tin can thilt giup lanh dao Quy t6 chuc chi dao thyc hien dung

cac quy dinh, nhiem vu ciia Bo Thong tin va Truyen thong, Chinh phu, Thu tuong

Chinh phu va cac co1 quan nlia nuac cap tren giao cho Quy.

     5.2.Boi canh ben trong
     5.2.1.Ve cff cau, to chuc, bien che

     -Thuan loi: Ban TCHC g6m 14 can bo, vien chuc. Co1 cau bien che ca ban bao

dam phu hop vai chuc nang, nhiem vu theo quy dinh va yeu cau nhiem vu trong tinh
hinh mai. Ban TCHC da tich cue thuc hien hien dai hoa cong tac van phong, day manh
ling dung cong nghe thong tin dap ling nhu cau dieu hanh va xii ly cong viec mot each

linh hoat - kip thai - moi liic moi nai.
     -Kho Mian: so luong can bo, vien chiic tai mot so bo phan con thieu bien che,

lchong co can bo chuyen teach ve cong tac dao tao; lire lugng can bo tre, nang dong
nhung kinh nghiem chua nhieu; trong khi do lchoi luong cong viec lai rat Ion dan den
linh trang hau het can bo deu lam viec thuong xuyen qua tai.

     5.2.2.Ve chiic nang, nhiem vu

     Ban TCHC la dan vi thuoc Quy, co chiic nang tham muu, giup Giam doc Quy
thuc hien cong tac t6 chiic can bo: thi dua khen thuang; thuc hien cong tac hanh chinh,

quan tri, van thu, luu tru tong hop, theo doi, don doc cac don vi thuoc Quy thuc hien
chttong trinh, ke hoach cong tac cua Quy; cai each hanh chinh (gom ca cai each hanh
chinh va trien khai chuan hoa chat luoTig hanh chinh), kiem soat thu tuc hanh chinli; to
chiic trien khai thuc hien giai quyet thu tuc hanh chinh thuoc tham quyen giai quyet
ciia Quy, tiep nhan, xii ly phan anh, kien nghi ciia ca nhan, to chii'c ve quy dinh hanh
chinh theo quy dinh ciia phap luat va lam dau moi phoi hgp voi cac ca quan, don vi
lien quan phuc vu hoat dong ciia Quy.

      5.2.3 Tri thiic cua Ban TCHC

     Doi ngQ can bo, vien chiic co pham chat chinh tri vung vang, co nang luc chuyen
mon dap ling dugc yeu cau chi dao tap trung, quyet liet va ngay cang cao ciia lanh dao
Quy. Bo phan chuyen vien duoc tuyen chon, dap ung ca ve trinh do va phim chit dao

dire. Do vay, chat luong tham muu, tong hgp, tham gia xay dung cac chuong trinh
cong tac Ian ciia Quy lien quan den chiic nang nhiem vu ciia Ban TCHC da dirge nang
len: bien tap, thu thap xii ly thong tin, dam bao kip thai, diing phap luat va diing thim

quyen. Bo phan phuc vu trung thuc, tan tuy, trach nhiem vai cong viec duoc giao.

      5.3 Nhu cau mong doi cua cac ben quan tam
      Lanh dao Quy yeu cau va mong dgi Ban TCHC trong cong tac dao tao ngay cang

duoc nang cao ve chat lugng; theo doi, danh gia chat lugng nguon nhan luc ciia Quy
tham muu vai Lanh dao Quy cac chuong trinh, ke hoach dao tao nguon nhan luc dap
ling nhu cau phat trien ciia Quy; thuc hien cac cong tac dao tao diing quy dinh, ch< do
ciia Nha mrac.
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     Cac clan vj thuoc Quy va cac dan vi thuoc quy, dan vi lien quan thugc Bo

TT&TT mong dgi Ban TCHC trong qua trlnh lam viec phoi hop kip thai dam bao
dung doi tugng, tien do.

     Nguai dan, doanh nghiep mong dgi Ban TCHC thu thap, phan anh cac yeu cau
ve chat luong nguai lao dong tai Quy, co cac giai phap dao tao, dao tao lai nguon nhan
lye dap ling nhu cau trong cong viec.

     6. Noi dung
     6.1 T^irii do
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     6.2 Dien giai

     6.2.1.Dang ky nhu cau dao tao
     Cac don vi thuoc Quy xac dinh va dang ky nhu cau dao tao theo bieu mau BM-

TCHC-01-01 sau do giii ve Ban TCHC.

     Ban TCHC ti6p nhan ban dang ky cua cac dan vi, tong hop nhu cau dao tao

chung ciia Quy.

     6.2.2.Ra soat, phan tich nhu cau dao tao

     Can cii muc tieu, chien lucre va nhiem vu chinh tri cua Quy (bao gom cd chien
luac ve phdt trien nguon nhan luc cua Quy), cac tieu chuan ve nghe nghiep, trinh do cua
cac chuc danh, vi tri viec lam tai Quy theo quy dinh cua Nha nude; Ket hap vai viec
phan tich. danh gia thuc trang chat lupng can bo, vien chuc cua Quy va dang ky nhu cau
dao tao cua cac don vi de xac dinh nhu cau dao tao. Viec do bao gom: nhung ky nang cu
the cin duoc dao tao va trinh do ky nang co dugc sau dao tao: so lugng va co- cau hoc

vien; thai gian dao tao.

     6.2.3.Lien he vffi co' so' dao tao

     Ban TCHC lam viec de tim hieu va xac dinh noi dung, thai gian, kinli phi cac
lchoa dao tao ciia co so1 dao tao. Tu do xac dinh cac khoa dao tao co noi dung phu hop

nhu cau dao tao ciia Quy.

     Phuang phap thuc hien: Lien he bang dien thoai, email, den co so dao tao lam
viSc true tiep.

     6.2.4.Lap ke hoach (tao tao

     Can cu viec ra soat, phan tich nhu cau dao tao va can cu nguon kinh phi hang
nam cho dao tao duoc xac nhan boi ban TCKT, Ban TCHC de xuat cac khoa dao tao
to chuc trong nam va Hen he voi cac co so dao tao ve viec to chiic cac khoa dao tao.
Tir do lap ke hoach dao tao, boi duang theo bieu mau BM-TCHC-01-02 va trinh Lanh
dao Quy duyet.

     6.2.5.Phe duyet ke hoach (lao tao

     Lanh dao Quy xem xet, phe duyet ke hoach dao tao, ky Quyet dinh cir can bo di
hoc do Ban TCHC xay dung.

     -Truang hap khong chap thuan se cho y kien va tra lai yeu cau Ban TCHC chinh
siia, hoan thien;

     -Truang hop dat yeu cau: phe duyet.
     Sau khi k^ hoach dao tao duoc phe duyet, Ban TCHC t6 chuc thuc hien ke

hoach.

     6.2.6.Thuc hien ke hoach dao tao

     Ban TCHC tiep tuc lien he vai ca sa dao tao de t6 chuc cac khoa hoc d6ng thai

lam van ban giii cac dan vi de nghi cii can bo tham gia lop hoc theo bieu mlu BM-
TCHC-01-03.

      Sau khi Giam d6c ra Quyet dinh cu can bo di hoc theo bieu mSu BM-TCHC-OI-

04, can bo duoc cu di hoc phai co trach nliiem tham gia va bao cao ket qua dao tao sau
khi ket thuc khoa hoc theo bieu mlu BM-TCHC-01-05.

     6.2.7.Danh gia viec thu-c hien ke hoach dao tao

      Sau khi cac khoa dao tao dugc to chuc, Ban TCHC thuc hien danh gia va lap bao
cao Lanh dao Quy ket qua thuc hien k6 hoach dao tao. Cac noi dung danh gia g6m:
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     -Danh gia dua trcn phan hoi ciia hoc vien: can cu bao cao cua hoc vicn doi voi
chuong trinh dao tao. Ho co thich chuong trinh khong, ho co cam thay chuo'ng trinh
nay hieu qua, ho co cam thay ket qua xung dang voi thai gian ho bo ra dl hoc

     -Danh gia kien thuc cua hoc vien: Quy co the kiem tra xem hoc vien da nam
vftng cac nguyen tac, ky nang, cac yeu to can phai hoc. bang cac bai test hoac phong
van kiem tra kien thiic

     -Danh gia su thay doi ve ky nang- nang luc thong qua hanh vi cua hoc vien: sau
khoang 3 thang, danh gia ky nang ciia nhan vien xem co su tien bo hay khong

     -Danh gia hicu qua dao tao dua tren su thay doi Ket qua cong viec cua can bo,
vien chirc: So lugng sang kien, cai tien cong viec? So So luang mac loi, sai sot trong
cong viec hoac cac phan anh ciia dan/doanh nghiep co giam khong ?...

     7. H6 so-:

     7.1 Thanh phSn h6 so'

     -Bang dang ky nhu cau dao tao, boi du&ng ciia cac don vj thuoc Quy (BM-

TCHC-01-01);

     -Ke hoach dao tao, boi duong dugc Lanh dao Quy duvet (BM-TCHC-01-02);

     -Van ban thong bao khoa dao tao va dc nghi ciip nguoi tham du khoa dao tao;

     -Thong bao cu can bo tham gia khoa dao tao (BM- TCHC-01-03);

     -Quyet dinh cu di dao tao (BM -TCHC-01-04);

     -Bao cao ket qua hoc tap (BM -TCHC-01-05);

     -Van bang, chCrng chi, bang diem.

     7.2. Trach nhiem luu tru" ho so'

     Ca nhan dugc giao nhiem vu thuoc Ban co nhiem vu thu thap, sap xep. luu tru' va
quan ly cac ho sa sau theo Quy trinh Quan ly ho so QT-VTF-02.

       8. Banh gia riii ro

       Cac riii ro chinh co the xay ra va bien phap doi pho riii ro khi thuc hien quy

trinh nay:
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hoach phat trien ciia

Quy

Ket qua ctao
khong diing
hoach eta de ra
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9. Danh gia ket qua thirc hien quy trinh (Tich hop

9.1 Cac chi tieu can danh gia

KP1)

Chi tieu d a till gia

 Vice lap Ke hoach dao tao
 phu hgp vai muc tieu, ke

I hoach, chien luge phat

 trien cua Quy

Ket qua thuc hien

Datyeu can

Tren 95% noi dung Ke
hoach xay dung phu hop voi
muc tieu, ke hoach, chien
lucfc phat trien cua Quy.

 Ket qua dao tao dung ke
 hoach da de ra

I

Tren 90% s6 khoa hoc do
Quy to chiic dat ket qua hoc
lap, dung ke hoach, muc lieu
cla de ra.

     Klwng clat yeu cau

Tren 05% noi dung Ke hoach
xay dyng chua phu hop voi
muc tieu, ke hoach. chien luoc
phat trien cua Quy.

Co tren 10% so khoa hoc do
Quy to chiic khong dat ket qua
hoc tap (so lucmg hoc vien tot
nghiep, nhan chi'rng chi it hern
50%), khong dung ke hoach.
muc ticu da de ra.

      9.2.Thoi gian flanh gia cac chi tieu tai Muc 9.1

     Thuc hien danh gia sau khi ket thuc nhiem vu hang nam.

      9.3.Danh gia sir thoa man cua khach hang

     Tiep nhan y kien phan hoi tu1 can bo. vien chiic. ngircri lao dong dupe cir di dao
tao vc ket qua cong tac dao tao va kct qua lam viec ciia CBVC hang nam ti> do danli
gia sir thda man cua khach hang (noi bo va ben ngoai).

      9.4.Phan tich kct qua danh gia

     Tren ca so ket qua thuc hien cac chi tieu can danh gia neu tai muc 9.1 va kct qua
danh gia su thoa man ciia khach hang. Ban TCHC se phan tich cac noi dung sau day:

     - Cac ket qua dau ra ciia qui trinh da hoach dinh co dat dugc Idiong?
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     -Cac bien phap doi pho riii ro da mang lai hieu qua nhu mong dgi chira?

     -Be xuat nhu cau cai tien qui trinh va He thong quan ly chat luang?

     -Muc tieu chat lugng lien quan co dat dirge lchong?

     10. Phu hie:

     -BM-TCHC-01-01: Bieu mlu dang ky nhu cau dao tao;

     -BM-TCHC-01-02: Bieu mau ke hoach dao tao;

     -BM- TCHC-01-03: Bieu mlu cii can bo tham khoa dao tao;

     -BM- TCHC-01-04: Bieu mlu Quyet dinh cu can bo tham kli6a dao tao;

     -BM -TCHC-01-05: Bi^u mSu ket qua dao tao.
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