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LOT NOI DAU
PHAN I VAN PHONG HIEN DAI
Chwong 1  CHUC NANG XU LY THONG TIN CUA VAN PHONG HIEN pal
Chuong 2 CAU TRUC CO BAN CUA VAN PHONG HIEN pal
Chuwong 3 TO CHUC VAN PHONG HIEN DAI
PHAN II  NGUOT THU KY VAN PHONG HIEN DAl
Chuong 4 NANG LUC MOI VE CHUYEN MON NGHIEP vU
Chuwomg 5 NHUNG YEU CAU VE PHAM CHAT
Chuomg 6 NHUNG YEU CAU CAO HON BOI VOI THU KY GIAM pOC

PHAN 11l QUAN HE GIAO TIEP - UNG XU
Chuong 7 HIEU CA THE NGUOI VA HIEU CHINH MINH
Chuwong & VAN DUNG CAC GIA TRI XA HOI CO BAN
Chuong 9 CHUYEN TAI NHAN CACH QUA GIAO TIEP THONG TIN
Chuong 10 XAY DUNG TAP THE LAO DONG
Chuong 11 XU LY NHUNG TINH HUONG CANG THANG
PHAN v CAC NHIEM VU T0 CHUC CONG VIEC

Chwong 12 NAM CHAC CAC MAT CHUC NANG, NHIEM VU, TO CHUC
VA THUC TRANG CO BAN CUA BON V]

Chuong 13 NAM CHAC PHAN VIEC DPUQC GIAO QUA
BAN MO TA CHUC NGHIEP

Chuwong 14 SAP XEP CHO LAM VIEC
Chuomg 15 TO CHUC MOT NGAY LAM VIEC TAI VAN PHONG
PHAN V  HAI PHUONG TIEN GIAO TIEP HANG DAU
Chuwong 16 TIEP KHACH
Chuwong 17 NOI DIEN THOAI
PHAN VI THUC HIEN CHUC NANG XU LY THONG TIN
Chuong 18 XU LY THONG TIN MAY VAN DE CHUNG
Chuong 19 NAM CHAC TRINH PO DIEN TU HOA VAN PHONG
Chuong 20 NAM VONG CHU TRINH XU LY THONG TIN
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Chamg 24 MAY VAN DR 0O BAN CUA KE TOAN

Chuomg 25 TO CHUC VA HOAT DONG CUA
HE THONG KE TOAN DOANH NGHIBP

Chuomg 26 CHE DO BAO CAO KE TOAN DINH KY
PHAN IX QUAN LY WO 8O TAI LikU ‘

Chsamg 27 QUAN LY HO SO THEO VONG DOI CUA TAI LIBU

Chamg 28 CAC HE THONG SAP XEP HO 8O, TAI LIgU

Chaamg 29 CAC PHUUNG PHAP, TRANG Bl VA VAT DUNG DONG TRONG

QUAN LY HO S0 TAI LIgU

Chuamg 30 QUAN LY HO SO TAI LIEU TAI VAN PHONG GIAM DOC

Cheamg 31 QUAN LI NHA NUOC CONG TAC LUU TRO
prin X CAC NHIEM VU 10 CHUC YEM TRU HANH CHINH

Chumg 32 T0 CHUC CAC CUOC HOI HOP, HOI THAO VA LE HOI

Chamg 33 10 CHUC CAC CHUYEN DI CONG TAC,
PI KHAO SAT CUA LANH DAO

piiv @ CHINH SACH TUYEN DUNG VA T0 CHUC PHONG VAN

 hatmg 34 CHINH SACH VA 70 CHUC TUYEN DUNG

( hamg 35 LAM HO SO DU TUYEN VA TRA LOT PHONG VAN




