UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

TiNH PAK NONG Poc lap - Tw do - Hanh phuc
S6: 04 /2017/QB-UBND Dék Néng, ngay 22}y thdng 01 nim 2017
QUYET PINH

Ban hanh Quy ché quan Iy chuyén mén nghiép vu déi véi can bo,
cong chire, vién chirc chuyén trach cong nghé thong tin
tai cac co quan nha nwéce tinh Pak Nong

UY BAN NHAN DAN TiNH PAK NONG

Céin cir Ludt T6 chite chinh quyén dia phwrong ngay 19 thdng 6 ndm 2015;
Cén cit Ludt Ban hanh vdn ban quy pham phdp ludt ngay 22 thang 6 nam 2015;
Can cik Nghi dinh s6 24/2010/NB-CP ngay 15 thang 3 ndm 2010 cia Chinh
phi quy dinh vé tuyén dung, sit dung va quan Iy céng chie;
- Can cir Nghi dinh $6 64/2007/NP-CP ngay 10 théng 4 ndm 2007 ciia Chinh phii
vé ung dung cong nghé thong tin trong hoat dong cua co quan nha nude.
Theo dé nghi cua Gidm dée Sé Néi vu.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay “Quy ché quan 1y chuyén mén
nghiép vu doi vdi can b, cong chire, vién chirc chuyén trach cong nghé thong tin
tai cac co quan Nha nudc tinh Dak Nong”.

Piéu 2. Quyét dinh nay c6 hiéu lyc thi hanh tir ngay 10 thang 02 nim 2017.

Chanh Van phong UBND tinh; Giam dbc cac Sé: No6i vu, Théng tin va
Truyén thong; Thu trudng cac S&, Ban, nganh, don vi thucf)g tinh; Chu tich UBND
cac huyén, thi xa; Cha tich UBND céac xa, phuong, thj tran; Thu trudng cac co
quan, don vi ¢6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.s—

Noi nhén: TM. UY BAN NHAN DAN
- Nhu Didu 2; CHU TICH
- Van phong Chinh phi; o~ e

- Bd Théng tin va Truyén thong;

- Cuc Kiém tra vin ban - B Tu phép;
- Thudng true Tinh y;

- Thuong true HDND tinh;

- Chu tich, cac PCT UBND tinh;

- Céc S&, Ban, nganh;

- Cong TTPT tinh; Bio Pk Néng;

- Pai Phét thanh va Truyén hinh tinh;
- Cac PCVP UBND tinh;

- Luu: VT, HC, NC-Ph. /¢

~
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH PAK NONG Pjc lap - Tu do - Hanh phic

QUY CHE
Quaén ly chuyen mon nghiép vu ddi véi can bd, cong chire, vién chire chuyén
trach cong nghé thong tin tai cac co quan Nha nuwée tinh Pik Nong
(Ban hanh kém theo Quyét dinh s6: 04 /201 7/Qb-UBND
ngaydl) thang 01 nam 2017 cua UBND tinh Pdk Nong)

) Chwong I
CAC QUY PINH CHUNG

Pidu 1. Pham vi diéu chinh

Quy ché nay quy dinh viéc quan ly chuyén moén nghiép vu cong nghé thong
tin (viét tat 1a: CNTT) ddi voi can bo chuyén trach cong nghé thong tin tai cac So,
Ban, nganh; Uy ban nhan dan cAp huyén, cap xa va cac don vi su nghiép truc thude
Uy ban nhan d4n tinh Pik Nong.

Piéu 2. Poi twgng ap dung

Quy ché nay ap dung ddi voi coéng chic, vién chirc va céan bd quan ly ¢
chuyén mon vé linh vuc céng nghé thdng tin dugc phéan cong truc tiép tham muu
trién khai, quan 1y, bao dam k§ thudt va an toan an ninh thong tin tai cac SO, Ban,
nganh; Uy ban nhan dan cap huyén, cap x3 va cac don vi sy nghiép truc thude Uy
ban nhén dén tinh.

Didu 3. Giai thich tir ngir

1. Cén bd chuyén trach céng nghé thong tin la cong chure, vién chuc duoc
giao nhiém vu gmp thu truong co quan quan ly nha nudce vé cdng nghé thong tin
hoic dam nhiém viéc trién khai tmg dung, quén tri céc hé théng cong nghé thong
tin trong don vi, nganh va dia phuong, khong kiém nhiém mdt chire danh nao
khéc. Can bo chuyén trach cdng nghé thoéng tin do Thu trudéng co quan, don vi ra
quyét dinh phan cong.

2. Pon vi chuyén trach cong nghe thong tin gom cac Phong, Trung tAm thudc
céc co quan dugc giao nhiém vu gitip thu trudng co quan quan ly nha nudce vé
cong nghé thong tin hoac dam nhiém viéc trién khai ing dung, quan trj cac hé
thong cong nghé thong tin trong don vi, nganh va dia phuong.

3. Mang ndi bd (mang LAN): 1a mang truyén dir liéu dugc thiét 1ap bang cach
két nbi cac may tinh trong cling mét co quan, don vi nham chia sé tai nguyén dung
chung.

4. Mang dién rong (mang WAN): la mang truyén sb liéu c6 bing théng rong,
toc do cao, két néi mang LAN céc co quan, don vi trong pham vi tinh.
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5. Phan mém ding chung;: 1a cac giai phap, san pham phan mém duoc tao ra
dé phuc vu cong tac chuyén mén nghiép vu trong nhiéu co quan nha nudc khac
nhau. Cac san pham phan mém chi dugc xem la dung chung khi duge co quan nha
nude ¢ thim quyén quyét dinh.

Chwong 11
TIEU CHUAN NHIEM VU, QUYEN HAN
CUA CAN BQ CHUYEN TRACH CONG NGHE THONG TIN

Piéu 4. Tiéu chuén chuyén mon ciia can b chuyén trich céng nghé thong
tin

Khi tuyén dung, phan cong can bd chuyén trach cong ngh¢ thong tin tai céc
co quan, don vi, ngoai viéc dip tmg nhing diéu kién quy dinh tai Thong tu so
11/2014/TT-BVN ngay 09/10/2014 cia B No6i vu quy dinh chirc danh, ma sb
ngach va tiéu chuén nghiép vu chuyén mon céc ngach céng chirc chuyén nganh
hanh chinh, con phai dam bao céc tiéu chun sau:

1. V& trinh d6 chuyén mén:

a) T6t nghiép chuyén nganh cong nghé thong tin (hoac Tin hoc):

- Déi véi cac S&, Ban, nganh; Uy ban nhan dan cép huyén va cac don vi su
nghiép truc thudc Uy ban nhan dan tinh: tt nghiép dai hoc tro 1én.

- Pbi véi Uy ban nhan dan cap xd: tot nghiép cao ding trd 18n.

b) Trinh d ngoai ngit: Trinh dd B tiéng Anh hodc tuong duong.

2. Vé ning luc:

a) Nam viing tiéu chuén k¥ thuat vé tmg dung cong nghé théng tin trong co
quan nha nudc.

b) C6 kién thirc va k§ nng bao tri va stra chita may tinh, thiét lap, quan tri va
vén hanh mang LAN; uu tién nguoi c6 chimg nhan da qua céc 16p dao tao vé mang
may tinh (vi du: CCNA, MCSA, ...), an toan an ninh thdng tin mang.

c) Cé kién thirc vé quan tri hé théng, van hanh, khai thac st dung cac hé quan
tri co s¢ dit ligu, Cong/trang thong tin dién i, cac ung dung trén nén tang web, mi
nguon ma,

Diéu 5. Nhiém vu ciia cin bg chuyén trich cong nghé thong tin

Ngoai thue hién cac nhiém vu ctia can b9, cong chirc, vién chirc theo quy dinh
hién hanh, con phai thyuc hién cac nhiém vy, gdm:

1. Tham muu cho Thu truéng co quan, don vi ban hanh va t6 chirc thuc hién
céc vin ban chi dao, ké hoach, dé 4n, du 4n, quy dinh, quy ché ...trién khai ing
dung cong ngh¢ théng tin trong nganh minh, co quan minh, don vi mlnh

2. Quan ly, van hanh, huéng dan st dung céc hé thong cong nghé thong tin,
céc phin mém ding riéng va dung chung trong nganh minh, co quan minh, don vi
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minh; bao dam k¥ thuét, an todn va an ninh thong tin; ddm nhén viéc giai quyét su
c0 cong nghé thong tin trong nganh, co quan, don vi.

3. T6 chitc thu thap, luu trit, xr ly thong tin phuc vu su chi dao, diéu hanh cta
lanh dao co quan, don vi.

4. Tham muu cho Thu trudng co quan, don vi té chirc trién khai, bao dam k¥
thuéat cho viéc cung cap, giai quyét dich vu hanh chinh cong trén mdi truong mang.

5. Tham gia day du cac bubi hop, giao ban chuyén d&, tap hudn vé tng dung
cong nghé thong tin do S& Thong tin va Truyen théng to chirc.

6. Tham muu cho Thu trudng co quan bdo céo théng ké, bdo céo v& cong
nghé thong tin dinh ky hodc dot xuat theo yéu cau cia Uy ban nhéan dan tinh, S&
Thong tin va Truyén thong.

7. Thue hién cac nhiém vu khac do thu truéng co quan giao.
Piéu 6. Quyén han ciia can bd chuyén trach cong nghé thong tin

1. Pugc thoéng tin déy du, dugc tham gia y kién véi lanh dao vé chu truong,
chinh sach, ké hoach trien khai cac nhiém vu li€n quan dén cong tac Uing dung
céng nghé thong tin cda tinh va co quan, don Vvi.

2. Pugc tham gia truc tiép, theo doi, gidm sat cac chuong trinh, dé 4n, du 4n
c6 lién quan dén chuyén mén nghiép vu céng nghé thong tin tai co quan, don vi
hodc céc don vi khac moi phdi hop.

3. Puge uu tién tham gia cdc dot tp hudn, bdi dudng kién thirc chuyén moén
nghiép vu céng nghé théng tin; duoc wu tién trang bi cic phdn mém va thiét bi
cong nghé thong tin ¢4 nhan phtt hop véi yéu cdu bao dam quan 1y, van hanh cic
hé théng cong nghé thong tin moi ltc, moi noi.

A 4 r N Crhlr(rng Ig A X r
CONG TAC CAN BQ, QUAN LY CHUYEN MON NGHIEP VU BOI VOI
CAN BQ CHUYEN TRACH CONG NGHE THONG TIN

Piéu 7. Chuyén trach cong nghé théng tin ciia Uy ban nhin dén tinh, cac
cip, cac nganh

1. Pon vi chuyén trach cong nghé théng tin cia Uy ban nhan dén tinh 14 S&
Théng tin va Truyén théng; trich nhiém thye hién nhiém vu chuyén trach cong
nghé thong tin cua So Thong tin va Truyén thong thyc hién theo quy dinh cta Uy
ban nhén dan tinh vé chirc ning, nhiém vu va co ciu td chirc ctia S& Thong tin va
Truyén théng.

2. Céac S¢é, Ban, nganh thuéc UBND tinh: Cén bd chuyén trach cong nghé
théng tin dugc bd tri cong tac tai Vin phong hodc Phong T6 chire - Hanh chinh, ...
d6i v6i co quan c6 Trung tAm cdng nghé théng tin hodc Phong cong nghé thong tin
thi giao nhiém vu chuyén trach cong nghé théng tin cho don vi nay ddm nhiém.
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3.Cép huyén: Cén bd chuyén trach cong ngh¢ thong tin dugc bd tri cong tac
tai Phong Vén hoa - Thong tin va Van phong Hoi dong nhan dén va Uy ban nhan
dan cép huyén.

Piéu 8. Cong tac quan Iy can bd chuyén trach cong nghé thong tin

1. Cac Sé, Ban, nganh, Uy ban nhan dén cép huyén, Uy ban nhén dan clp xa
va cac don vi su nghiép thuéc Uy ban nhan dan tinh ¢6 trach nhiém tuyén dung va
quan ly can bd chuyén trach cong nghé thong tin tai co quan, don vi theo diing cac
quy dinh ctia phap luat hién hanh.

2. Thu truéng céac co quan, don vi chi dao cho cén bg chuyén trach cong nghé
thong tin thuc hién quan ly théng nhét cong tic tng dung cong ngh¢ thong tin tai
co quan, don vi minh va cac don vi truc thude trén co s& cac huéng dan, yéu céu
chuyén mén nghiép vu cong nghé théng tin ctia S& Théng tin va Truyén théng.

3. Can clr chu truong cua Uy ban nhan dan tinh, 1anh dao céc co quan, don vi
ban hanh chuong trinh, ké hoach tng dung céng nghé thong tin hing nim tai co
quan, don vi minh va cac don vi truc thude; chi dao cho can bé chuyén trach cong
nghé thong tin t6 chuc trién khai thue hién cac chuong trinh, ké hoach d3 dugce phé
duyét; xem xét, quyét dinh ban hanh céc quy dinh, quy ché, huéng dan vé quan ly,
khai thac, van hanh céc ing dung cong nghé thong tin tai co quan, don vi minh va
cac don vi truc thude.

Pidu 9. Quy hoach, bd tri cin bd chuyén trach cong nghé thong tin

1. Bbi véi viée quy hoach cén bd chuyén trach cong nghé thong tin thue hién
ding theo quy dinh hién hanh cia Pang va Nha nude.

2. Vé bd tri can bd chuyén trach cong nghé théng tin cia tirng co quan, don
vi: cac co quan, don vi cdn clr chirc nang, nhiém vu va vi tri vi¢c lam dugc co quan
¢6 thAm quyén phé duyét dé bé tri sb luong cén bo chuyén trach céng nghé théng
tin cho phu hop.

Diéu 10. Tuyén dung can bd chuyén trach cong nghé thong tin

1. Khi tuyén dung can bo, cong chie, vién chuc chuyén trach cong nghé
thong tin tai cdc co' quan, don vi cép tinh, cip huyén hoic phan cong nhiém vu can
b9, cong chire, vién chire chuyén trach cong ngh¢ théng tin, néng luc chuyén mén
phai d4p tmg yéu cdu quy dinh tai Pidu 4 Quy ché nay.

2. Cén ctlr vao céc ticu chuan, didu kién tai khoan 1 Piéu nay, Thu truéng co
quan ¢6 quyét dinh phan cong can bo, cong chirc, vién chic chuyén trach céng
nghe thong tin tai don vi minh.

Diéu 11. Cong tac quin ly chuyén mon nghiép vu chuyén trach cong nghé
thong tin

Ngoai trach nhiém la don vi chuyén trach cong ngh¢ thong tin cia Uy ban
nhan dén tinh, S& Thong tin va Truyén théng c6 trach nhiém gitip Uy ban nhan dan
tinh quan 1y chuyén mén nghiép vy chuyén trich céng nghé thong tin nhu sau:

L. Phéi hop Vvoi céc 84, co _quan thude Uy ban nhén dan tinh, Uy ban nhan
dan cép huyén, cap x4 quan Iy vé& chuyén mén nghi€p vu trong linh vue tng dung
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cong nghé thong tin d6i v6i can bd chuyén trach cong nghé thong tin va don vi
chuyén trach cong nghé thong tin.

2. Huéng dan, kiém tra can bd chuyén trach cong nghé thong tin xdy dung va
trién khai thuc hién céc chuong trinh, ké hoach tmg dung céng nghé théng tin tai
cac co quan, don vi.

3. Tham muu, d& xuit Uy ban nhan déan tinh xay dung chién lugc, ké hoach,
d8 4n dio tao, xay dung va phat trién d6i ngfi can bd chuyén trach cong nghé théng
tin nhdm day manh tmg dung cdng nghé thong tin trong hoat dong ctia co quan nha
nudce, gop phén phat trién chuong trinh céng nghé thong tin cua tinh.

4. T6 chic tap huén, chuyén giao, dao tao, bdi dudng vé chinh sach, phap
ludt; cong tdc quan tri, van hanh, bao dam an toan va an ninh cac hé thong cong
nghé thong tin, cac phin mém tng dung céng nghé thdng tin cho doi ngli can b
chuyén trach va don vi chuyén trach cong ngh¢ thong tin trong toan tinh.

5. Theo d&i, danh gia két qua trién khai tng dyng céng nghé théng tin clia can
by chuyén trach cong nghé théng tin va don vi chuyén trach céng nghé thong tin
cée cp, cac nganh béo céo Uy ban nhan dén tinh theo quy dinh.

6. Pinh ky 6 thang, mdt ndm hodc dot xuét, S& Thong tin va Truyén thong t6
chtre hop giao ban véi can bd chuyén trach cong nghé thong tin va don vi chuyén
trach cong nghé théng tin dé kidm diém cong viéc va trién khai céc chd truong
nhiém vu can thiét nhim day manh ung dung cdng nghé thong tin trong cic co
quan Nha nude.

7. Phdi hop céc co quan, don vi danh gia thi dua, xét khen thudng db6i véi can
b chuyén trach cong nghé thong tin 1am cin ct bé tri, st dung, bd nhiém, dé bat,
dao tao bdi dudng va thuc hién céac chinh séch khéc.

Chwong 1V
CHE PO THONG TIN BAO CAO VA KHEN THUONG

Piéu 12. Ché d$ thong tin bio cdo

. Ché do bao céo dinh ky: S¢ Thong tin va Truyén thong cé trach nhi¢m xay
dung cac mau bo cdo chuyén mén; trén co s¢ do, dinh ky hang quy, 6 thang, mot
ndm, can by chuyén trach cong nghé thong tin cé nhiém vu bdo cdo két qua tham
muu, nghién ctru, trién khai thuc hién nhiém vu tng dung cong nghe thong tin cho
co quan, don vi minh va cho S& Théng tin va Truyén thong; S¢ Thong tin va
Truyén théng c6 trach nhiém tbng hop, danh gi4, bdo cdo Uy ban nhén dén tinh vé
cong tac chuyén mon nghiép vu cua doi ngii can bd chuyén trach cdng nghé thong
tin trong toan tinh.

2. Ché d6 bao céo dot xuit: Can bd chuyén trich cong nghé thong tin, don vi
chuyén trach cong nghé thong tin ¢6 nhiém vu thong tin, bao cao k1p thoi cho lanh
dao co quan va S¢ Thong tin va Truyén théng céc su cb trong qua trinh van hanh
maéy chu, cac thiét bi két nbi mang WAN hoic dudng truyén; nhitng su c6 gay mét
an toan, an ninh thdng tin trong nganh minh, dia phuong minh.
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Pi¢u 13. Cong tac khen thwéng, ky luit

1. Can ct vao mirc do hoan thanh nhiém vu duoc giao, Thu truéng cac co
quan, don vi quan ly, sir dung can b chuyén trach cong nghé théng tin thuc hién
day du, kip thoi cac ché do khen thudng, ky luat theo ding quy dinh hién hanh.

2. S& Thong tin va Truyén thoéng tham muu, d& xudt UBND tinh hodc truc
tiép tién hanh khen thudng chuyén nganh cho can by chuyén trach céng nghé
thong tin trong toan tinh. Qu§ khen thuang dugce bo tri tr nguon ngén sach tinh.

3. Hang ndm, S¢ Thoéng tin va Truyén théng, thong qua cdng tac kiém tra,
dénh gi4, dé xuat Uy ban nhan déan tinh khen thu’ong déi voi can bd chuyén trach
cbng nghé théng tin c6 thanh tich xuét sic trong viéc trién khai tng dung cong
nghé théng tin.

Chwong V
TO CHUC THUC HIEN

Piéu 14. Trach nhiém ciia cac S&, Ban, nganh thugc UBND tinh va Uy
ban nhin din cip huyén, cip xd va cac don vi suw nghiép true thuéc Uy ban
nhan dan tinh

1. Xay dung ké hoach, tuyén dung can bd, bo phan va phan céng don vi hodc
can b lam chuyén trach cong nghé thong tin cua co quan, dia phwong minh. Vén
ban phén cong giri 01 ban vé S& Thong tin va Truyén thong d& phdi hop quén ly,
theo doi.

2.Thuc hién quan ly can bo chuyén trach cong nghé thong tin theo quy dinh
quan ly cong chirc, vién chuec.

3. Can cir cht trrong ctia Uy ban nhan dén tinh, trén co s tham muu ctia can
bd chuyén trach cong nghé thong tin, c6 trach nhiém t6 chirc trién khai img dung
cong nghé thong tin trong co quan, don vi, nganh va dia phuong,

4. Tao moi diéu kién cho cén bd chuyén trach cong nghé thoéng tin tham gia
ddy du cac budi tip hudn, dao tao vé cbng nghé théng tin do S& Thong tin va
Truyén thong & chirc hodc cir di dao tao nghiép vu theo cdc chuong trinh phit hop
va tham gia cac cudc kiém tra, sat hach trinh d6 cong nghé théng tin.

5. Ap dung ché d phu cap va wu dai déi véi can bd duoe phan céng chuyén
trach cdng nghé thong tin theo quy dinh.

Didu 15.Trach nhiém thi hanh

1. S¢ Théng tin va Truyép thong c6 trach nhiém hudéng dan, theo ddi, kiém
tra, don doc thuc hién Quy ché nay; dinh ky hang nim téng hop béo cdo Uy ban
nhan dan tinh Pak Nong.

2. Giao S& Ndi vu phdi hop voi S& Théng tin va Truyén thong ra soat lai doi
ngili can bo chuyén trach cong nghé thong tin cta cac clp, cac nganh, dam bao viée
bb tri «can bd chuyén trach céng nghé théng tin du tiéu chuén chuyén mén, dap tng
yéu cau nhiém vu ddy manh tmg dung céng nghé théng tin trong toan tinh.
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3. Trong qua trinh thyc hién Quy dinh nay, néu c6 khé khan, vudéng 1}151(: cac
co quan, don vi phan anh kip thoi vé S& Thong tin va Truyén thng dé tong hop
trinh Uy ban nhan dan tinh xem xét, diéu chinh, bo sung cho phu hgp./~—

TM. UY BAN NHAN DAN
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