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CHUAN HOA HOAT PONG VAN PHONG TAI VAN PHONG
TiNH UY HAI DUONG - MOT SO GIAI PHAP NANG CAO CHAT
LUONG HOAT PONG CUA VAN PHONG TiNH UY HAI DUONG

Pinh Thi Hai Yén, Poan Pirc Pinh
Hoc vién Hanh chinh Qudc gia

Tém tdt: Chudn hoa hoat déng vin phong la van dé quan trong, c6 dnh huéng rat lon téi hoat
déng Ciia co quan, céng tac chudan hda hoat dong ciia van phong sé givp cdc co quan, don vi
dira ra cdc tiéu chudn va cac bién phap cu thé gildp cho viée diéu hanh cong viée trong vin
phong duwot khoa hoc, tiét kiém cd vé thoi gian va cong sizc. Bang viéc ban hanh nhiéu quy
ché huweng ddn lién quan dén cac quy trinh xi Iy cdng viéc, chudn hda cac hoat dong nghiép
Vu, Pang va Nha nuée da khang dinh tam quan trong cua cong tac chudn hoa cac trong hoat
déng hanh chinh néi chung va hoat déng vin phong néi riéng. Nho viée ban hanh, diéu chinh,
bé sung thuwong xuyén va kip thoi cdc huéng ddn va quy dinh vé cong tc chudn héa hoat déng
van phong ma céng tac chuan hoa hoat dong hanh chinh vin phong tai Vin phong Tinh iy
Hdi Duong luén dwoc quan tam va thyec hién mgt cach hiéu qud, trong tam, trong diém timng
buéc xay dieng nén hanh chinh cong hién dai, chuyén nghiép.

Tir khoa: Chudn héa, Van phong Tinh iy Hdi Duwong, vin phong, hoat dong.

Nhan bai ngay 17.5.2023; gti phan bién, chinh stra va duyét dang ngay 22.8.2023
Lién hé tac gia: Dinh Thi Hai Yén; Email: dinhyen.qtvp@gmail.com

1. PAT VAN PE

Tai Viét Nam va nhat 1a cic co quan hanh chinh nha nudc, van phong khong chi ding lai
& viéc tham muu, diéu hanh va hau can ma con 1a bo phan mang tinh két ndi, 1a dau méi cua
nhiéu cdng viéc quan trong giup dam bao mot cach toan dién cac nhiém vu cua co quan. Dua
trén cac chiic nang va nhiém vu quan trong ma vian phong phai dam nhiém, viéc t6 chic kiém
tra hoan thién va cai cach hoat dong van phong trong co quan, don vi ludn nhan dugc sy quan
tam, dac biét 1a cong tac chuan hoa hoat dong vian phong. Pac biét ddi voi co quan Pang chuan
hoa hoat dong vin phong 1a vn dé quan trong, c6 anh huong rat 16n téi hoat dong cia co quan,
cdng tac chuan hoa hoat dong cua van phong s& gitp cac co quan, don vi dua ra cac tiéu chuan
va cac bién phap cu thé gidp cho viéc diéu hanh cong viéc trong vin phong duoc khoa hoc, tiét
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kiém ca vé thoi gian va cong sic.
2. NOI DUNG
2.1. Co s& ly luan vé chuin hoa hoat dong viin phong

Chudn héa hoat déng vin phong dugc hiéu 1a cac hoat dong xay dung, ban hanh, phd bién,
huéng dan thuc hién va tién hanh kiém tra, danh gia hiéu qua thyc hién cac quy ché, quy dinh,
quy trinh nghiép vu trong hoat dong hanh chinh van phong cua co quan, to chic. Muc dich
nham tao ra sy thong nhat trong hoat dong quan 1y va diéu hanh, dam bao hiéu qua cong viéc,
gitip ting ning xuat lao dong, tiét kiém duoc thoi gian va chi phi cho co quan, té chic . Chinh
vi vay, chuan hoa hoat dong van phong c6 ¥ nghia vo cting quan trong:

Tao sw chudn muec, théng nhit, né nép cho hoat dong ciia co quan: Hoat dong cia vin
phong bao gé)m nhiéu hoat dong khac nhau nhu tham muu, luu tri, td chure sy kién, mua sdm
va quan 1y trang thiét bi, hau can,... Cac hoat dong nay gdm nhiéu cac khau va quy trinh. Bén
canh do trong mdi td chirc phan cép tr quan ly dén nhan vién, mdi nguoi déu c6 mot dic diém
riéng vé y thirc, tac phong, phong cach 1am viéc riéng, khong ai giéng ai. Do d6 viéc chuan hoa
cac hoat dong cua van phong giup tao ra sy théng nhét trong cac khau thuc hién cong viée, cac
can bo nhan vién trong co quan hinh thanh phong cach lam viéc thong nhat, chuyén nghiép tir
d6 gitp cho cong tac quan 1y duoc 6n dinh.

Xay dwng dwoc phong cdch lam viéc chuyén nghigp: Chuan hoa hoat dong ctia vin phong
s& gilip nang cao tinh chuyén nghiép ciia nhan vién van phong. Thong qua, cac quy ché, quy
dinh, quy trinh 1am viéc cu thé, nhan vién van phong sé& hiéu rd cong viéc minh lam 1a gi gitp
nhan vién chu dong trong cdng vi¢c, chiu trach nhiém ddi voi cong viéc da dugc phan cong,
phu trach ma khong can ddc thic hay giam sat. Pbi v6i ngudi 1anh dao, chuan héa hoat dong
gitip han ché viéc diéu hanh, chi dao theo ¥ kién chi quan, nang cao hiéu qua trong cong tac
quan ly.

Han ché nhitng xung dét khéng cdn thiét: Khi c6 nhitng quy chuan, quy dinh chung s&
dugc 4p dung cho tat ca can bd, cong nhan, vién chure cua cd co quan va ngudi can thuc hién
tuan thi nghiém ngat va chinh xac nhét chinh 14 lanh dao co quan. Cac quyét dinh dya trén quy
chuén, quy dinh chung can chinh xac, khach quan, khéng gay khé khin cho cdp dudi khi thuc
hién,... diéu nay ciing loai bo xung dot giira 1anh dao va nhan vién trong co quan.

Tiét kiém thoi gian, cong siec va tién bac: Co quy chuan rd rang viéc trién khai cac hoat
dong khién viéc trién khai d& dang va tron tru hon. Céc co quan, t6 chtrc Iya chon cic phuong
phap t6i uu nhét 1am chuan myc gitp trién khai cong viéc, ca nhan hodc bo phan s& cin cr va
cac phuong an d6 dé trién khai cong viéc tranh mat nhiéu cong sirc va tién bac.

Tao dung uy tin, thuwong higu cho co quan: Viéc chuin hoa hoat dong gitip co quan c6
dugc sy cong nhan vé muc do chuyén nghiép trong cac khau lam vi¢c trong co quan tir tat ca
nhirng bén lién quan trong qué trinh 1am viéc va xur Iy céng viéc. Cac co quan, t6 chirc mudn
tao dung duoc uy tin, thuong hiéu cho co quan can chuan hoa cac hoat dong trong co quan noi
chung va van phong noi riéng.
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2.2. Thuc trang chuan héa hoat dong vin phong tai Vin phong Tinh iy Hai Dwong

Tai van phong Tinh iy Hai Duong, lanh dao va toan thé can bd cong chuc, vién chic,
ngudi lao dong da c6 kién thirc va hiéu rd cong tac chuan hoa hoat dong vian phong. Co quan
cling thuong xuyén ra soat va dua chuan hda vao ké hoach nam hoic cac van ban lién quan.
Cung voi d6 cong tac phd bién hudng din ludn dugc trién khai bang vin ban hudng dan hoic
cac 16p tap huan khi cé cac quy ché, quy dinh, quy trinh mai can ban hanh. Hé théng céc quy
ché, quy dinh cua co quan dbi véi hoat dong cu thé cua van phong duoc ban hanh kha dﬁy du,
dam bao cac hoat dong hanh chinh caa van phong dién ra théng sudt, 1a can ctr dé xu ly cac
cong Vviéc trong co quan.

Déi voi cong tac kiém tra, danh gia cac quy ché, quy dinh co quan di ban hanh va xay dung
céc tiéu chi danh gia. Viéc kiém tra, danh gia duoc thuc hién boi cac Poan kiém tra duoc thanh
lap dudi su chi dao va gidm sat cua thu truedng, 1anh dao co quan. Hang khéa, Van phong Tinh
ly Hai Duong déu c6 béo céo téng hop két qua cong tac trién khai, thuc hién céng tac chuan
hoa hoat dong tai co quan. Tuy vay, Van phong Tinh iy Hai Duong chua c¢6 quy trinh thuc hién
chuan héa cac hoat dong van phong, quy trinh ISO chwa dugc tim hiéu va 4p dung vao cong tac
hanh chinh cua co quan. Tuy cac vin ban huéng dan duoc trién khai nhung viéc huéng dan phd
bién qua céc cudc hop truc tiép chua thuong xuyén nén chua toan dién. Cac hoat dong da dugc
chuan hoa hau hét déu dya vao nhu cau thyc tién cia co quan va cac van ban quy dinh chung
ctia Pang va Nha nudc. Tai Van phong Tinh iy Hai Duong mdi dot kiém tra déu d chi ra uu,
nhuge diém cua cac ca nhan, tap thé. Tuy nhién van chua c6 vin ban cu thé nao quy dinh vé
muc do ky luat xu ly vi pham ma ding lai & nhic nha, khién trach trong néi bo co quan.

Tai Van phong Tinh uy Hai Duong, ban 1anh dao d3 nhan thie duoc vai trd rat quan trong
ctia ¢ong tac chuan hoa ddi véi viéc thuc hién cac hoat dong tai co quan. Tuy viéc chuan hoa
cac hoat dong van phong 1a khong bat budc nhung van duge ban lanh dao nhic nhd chung trong
cac cudc hop thudng nién cia co quan. Nham dam bao céc hoat dong vian phong, lanh dao co
quan di ban hanh Quy ché sé 05-QC/VPTU ngay 23/01/2019 caa Chéanh vin phong vé Quy
ché 1am viéc ctia Vian phong tinh tiy. Nhin chung, linh dao Vian phong Tinh ty da c6 su hiéu
rd, quan tdm, chi dao sét sao, cu thé vé viéc chuan hda néi chung va chuan héa hoat dong vin
phong tai co quan néi riéng. Co quan d3 xac dinh dwoc nhiing hoat dong chuan héa cho cac
quyét dinh cu thé cia co quan. Viéc xay dung cac quy ché luén dugc co quan cin ct Vao phap
luat hién hanh va lay y kién cua cac ddi tuong lién quan. Co quan di thanh 14p co ban day du
cac quyét dinh téi thiéu dén cong tac xir Iy cong viéc duoc dién ra thuan loi, khach quan.

Cu thé co quan di xay dung, ban hanh va ap dung duoc 8/10 cac Quy dinh, Quy ché gilp
viéc xtr Iy ¢ong viéc duoc dé danh, thuan loi. Vin phong Tinh uy di xay dung ké hoach danh
gia, kiém tra thuc hién trong co quan. Viéc giam sat kiém tra duoc giao cho Uy ban kiém tra
thudng nién do co quan thanh 1ap va déu c6 béo céo tong hop két qua thuc hién caa tung bo
phan trong co quan.
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2.3. Giai phap nang cao hiéu qua chuan héa hoat déng vin phong tai Vin phong Tinh iy
Hai Dwong

Dé nang cao dugc hiéu qua chuan hoa hoat dong van phong tai Van phong Tinh tuy Hai
Duong, nghién ctu va chi y mot sb giai phap nhu sau:

Do viéc thuc té diéu hanh va quan ly vé hoat dong chuan héa van chua duoc sat sao, can
nghién ciru cac van ban ciia nha nuwdc ban hanh lién quan dé cdng tac chuan héa. Cu thé Quéc
hoi di ban hanh Luat tiéu chuan va quy chuan ky thuat s6 68/2006/QH11 ban hanh ngay
29/06/2006; Tiéu chuan vé hé théng quan Iy chat lugng 9001:2015. Pay 14 hai trong sb rat nhiéu
tai liéu tham khao vé cdng tac thuc hién chuan héa cia vin phong.

Thudng xuyén té chic, tham du cac cudc hoi thao lién quan dén cong tac chuan hoa hoat
dong van phong. Lanh dao c6 thé t6 chic cac cudc hdi thao chuyén dé chua hda nham nang cao
k§ nang va kién thirc cua c& nhan va toan thé can bo cong nhan, vién chirc, ngudi lao dong trong
cO quan.

Lanh dao co quan can nhan thtc rd vi tri va trach nhiém ctia minh, dua trén co s¢ tham
muu cta cac phong ban chuyén mén trong co quan, nén dua cong tac chuan hoa hoat dong vin
phong vao ké hoach trién khai hang nam.

Phan cong nhiém vu chuyén trach cong tac xay dung va chuan hda hoat dong vin phong.
Hién nay tai Van phong Tinh iy, phong To chic — Hanh chinh dang 12 bo phan phu trach nhiém
vu tham muru, dé xuat, xtr ly cong tac chuan héa hoat dong van phong ctia co quan nhung van
chua dugc quy dinh cu thé vao vin ban. Lanh dao nén t6 chic hop du thao va ban hanh viéc
thém cdng tac chuan hoa hoat dong vin phong vao nhiém vy cia phong To chirc — Hanh chinh
nham cu thé héa nhiém vu caa don vi.

Tiép tuc xay dung va 4p dung quy trinh chuan hoa haojt dong vian phong tai co quan bang
viéc nghién cau va ap dung tiéu chuan 1SO trong hoat dong quan ly hanh chinh hozc xay dung
va ap dung quy trinh chuan hoa riéng cia co quan.

Viéc xac dinh cac hoat dong chuan héa cua Van phong Tinh uy Hai Duong kha day du va
co ban hd tro tt trong qué trinh hoat dong hanh chinh céng cua co quan. Tuy vy, cic vin ban
qua tim hiéu con chua day dii, van con su xen kg, long ghép cac van ban véi nhau khién viéc
trién khai quy dinh c6 phan kho khan. Chinh vi vay can dé xuat trién khai xay dung, ap dung
cac quy dinh, quy ché con thiéu va xay dung cac quyét dinh cu thé d6i véi tirng hoat dong vin
phong.

Pé cong tac chuan hoa hoat dong cua Van phong Tinh uy Hai Duong luén phu hop véi su
phét trién va thay d6i cua xa hoi, tranh lac hau trong céac quy trinh, quy ché. Co quan can thuc
hién kiém tra, danh gia viéc thyuc hién ciing nhu bdi canh thyc té, cac nghi dinh, quyét dinh moi
nhét cua chinh phu.

Ngoai c4c bién phap bén trén, viéc thay dbi phuong phap phd bién, huéng dan viéc thyuc
hién céc quy ché, quy dinh can dugc chu trong trong co quan nhiam ning cao dwoc hiéu qua cac
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quy ché, quy dinh khi duoc ban hanh hudng téi mdi can bd cong chirc, vién chirc, ngudi lao
dong déu nam bét va thuc hién day du, kip thoi cac ndi dung ma co quan da dua ra.

Céc quy ché thi dua khen thuong thudng ciia co quan tuy da co6 nhung van chi tap chung
vao hoan thanh cong viéc. Viéc &p dung va xay dung quy ché thi dua khen thudong vé thyuc hién
cac cong tac chuan hda s& gop phan gilp toan thé can bd cong nhan vién chirc, ngudi lao dong
thue hién c6 hiéu qua hon. Dac biét, ¢ thé thuc hién co ché thi dua khen thudng qua cac cudc
thi, bén canh viéc thuc hién, sy ganh dua trong qua trinh thuc hién gitip Van phong Tinh uy
ngay cang hoan thién hon trong cong tac chuan héa hoat dong vin phong.

3. KET LUAN

Vin phong tinh iy Hai Duong 13 co quan tham muu, gitp viéc Tinh uy 13 mot mat xich
quan trong trong viéc tiép nhan, xa Iy va ban hanh cac cong viéc cua Tinh ay. Chinh vi vay,
hoat dong chuan hda cac nghiép vu tai Van phong Tinh ay 1a vé cing quan trong trong cong
tac quan 1y diéu hanh cua co quan. Néu lam tt cong tac chuan hoa, cac nghiép vy, cdng viéc
s& duoc thuc hién mot cach chuyén nghiép, bai ban. Tir d6 lam ting ning xuét 1am viéc, tiét
kiém ca vé nhan luc va vat luc cho ngan sach nha nudc.
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STANDARDIZING ACTIVITIES AT HAI DUONG PROVINCIAL PARTY
COMMITTEE - SOME SOLUTIONS TO ENHANCE OFFCIERS’
QUALITY AT HAI DUONG PROVINCIAL PARTY COMMITTEE

Abstract: Standardization of office operations is an important issue that greatly affects the
operation of the agency, the standardization of the office's activities will help agencies and
units to set standards and Specific measures to help manage work in the office are scientific,
saving both time and effort. By issuing many guiding regulations related to work processes
and standardization of professional activities, the Party and State have affirmed the
importance of standardization in administrative activities. general and office operations in
particular. Thanks to the regular and timely issuance, adjustment and supplementation of
guidelines and regulations on standardization of office activities, the standardization of office
administrative activities at the Office of the Hai Duong Provincial Party Committee is always
appreciated. pay attention and effectively implement, focus and focus step by step building a
modern and professional public administration.

Keywords: Standardization, Hai Duong Provincial Party Committee Office, office, activities.



