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Giai phap nang cao hiéu qua chuan héa hoat déng
van phong tai Phan vién Hoc vién Hanh chinh
Quobc gia khu vuc mién Trung trong giai doan hién nay

Pham Thanh Hué*, Nguyén Thuy Anh Ly"

Tom tit:

Chuan hoa hoat dong van phong la mot khai niém con kha méi mé dugc cac nha khoa hoc va
nha quan tri nhdc dén trong nhitng ndm gan day. S& di van dé nay duoc cac co quan, td chtc
ddc biét quan tdm do day la mot trong nhimmg 1y thuyét co ban ctia quan tri hoc “mudn quan tri
tot, cdc co quan, doanh nghiép phdi xdy dung hé théng chudn muc va c6 b mdy to chiic chit ché dé tao
ra, phd bién, kiém sodt va xit Iy vigc tudn thii cdc chudn myc do”. Viéc tim hiéu, nghién ctu vé chuan
hoa hoat dong van phong tai Phan vién Hoc vién Hanh chinh Quéc gia khu vuc mién Trung
trong giai doan hién nay va c6 nhiing giai phap phtt hgp véi tinh hinh thuc tién sé giup lanh
dao Phan vién tao ra sy thong nh4t trong hoat dong quan ly va diéu hanh, ddm bao hiéu qua,
han ché xung dot, gép phan ting ndng sudt va tao ra su chuyén nghiép trong giai quyét cong
viéc. Bén canh do, viéc danh gia ding muc do chuan hoéa hoat dong van phong tai Phan vién
con nhdm tao nén sy théng nhat chung trong toan bd co quan.

Tix khoéa: chudn héa, hoat dong vin phong, giai phdp, Phin vign Hoc vién Hanh chinh Quéc gia khu
vuc mién Trung
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Solutions to Improve Efficiency of Office Standardization
in Operation at the Central Region of National Academy
of Public Administration Branch in the Current Period

Pham Thanh Hue®, Nguyen Thuy Anh Ly®

Abstract:

Standardizing office operations is a relatively new concept that has been mentioned by
scientists and administrators inrecent years. The reason this issue is of special interest to agencies
and organizations is because this is one of the basic theories of management. "In order to have
good governance, agencies and enterprises must build a system of standards and have a tight
organizational structure to create, disseminate, control and handle compliance with those
standards”. Understanding and researching on standardizing office activities at the National
Academy of Public Administration Campus in the Central region in the current period and
having solutions suitable to the actual situation will help the Institute's leaders create creating
unity in management and administration activities, ensuring efficiency, limiting conflicts,
contributing to increasing productivity and creating professionalism in job resolution. In
addition, the proper assessment of the standardization of office operations at the Institute also

aims to create a common consensus in the entire agency.

Key words: standardization, office operations, solutions, National Institute of Public Administration
Central Region

Received: 14.5.2023; Accepted: 15.6.2023; Published: 30.6.2023
DOI: 10.59907/daujs.2.2.2023.178

* National Academy of Public Administration Campus in the Central region.
e-mail: phamthanhhue282@gmail.com

® National Academy of Public Administration Campus in the Central region.
e-mail: anhly.dhnv@gmail.com

" Corresponding Author.

Dong A University Journal of Science, Vol. 2, No. 2(6), June 2023, pp. 24-41

ISSN: 2815 - 5807 ©Dong A University, Danang City, Vietnam



26

Dit van dé

Trong khéi cac nuéc ASEAN thi c6 6/10 qudc gia c6 hoat dong tiéu chuan héa tuong
d6i phat trién nhu Indonesia, Malaysia, Thai Lan, Viét Nam, Philippines va Singapore.
Day déu la nhiing thanh vién chinh thtic ctia cc t6 chic tieu chuan héa quéc t€ hang dau
nhu ISO, IEC, ITU va c6 nhiéu déng gop tich cuc vao hoat dong tiéu chuan héa trong khu
vuc. Vé van dé nay, hau hét cac nude déu c6 quy dinh phap luat diéu chinh vé hoat dong
tiéu chuan. Tai Viet Nam c6 Luat Tiéu chuan va Quy chuéan ky thuat s6 68/2006/QH11,
tai Malaysia c6 Luéat Tiéu chuan (Act 549), & Indonesia c6 Nghi dinh cua Chinh phu s6
102/2000... (Phong Lam, 2022).

Tai nhiéu co quan, doanh nghiép ¢ Viét Nam hién nay, cac nha quan tri da danh su
quan tdm lon trong viéc ap dung cac tiéu chudn, quy chuan trong hoat dong san xuat, quan
ly, diéu hanh; trong d6 c6 viec dau tu vao cong tac xay dung t6 chtic va cai tién cac hoat
dong van phong (HDVP). Hién nay, van phong duoc coi la “bg phin dau nio”, 1a “trung tam
diéu khién” c6 chtic nang tham muu, tdng hop; gitp viéc truc tiép cho lanh dao; t6 chiic ddm
bao thong tin, diéu kién co s& vat chat cho cac hoat dong va giap lanh dao t6 chtic, thuc
thi va kiém soét cong viéc thong qua hoat dong quan Iy hanh chinh. Hoat dong van phong
dong vai tro ddc biét quan trong, c6 anh hudng truc ti€p tdi qua trinh hoat dong va phat
trién 6n dinh, bén vitng ciia mdi co quan, t6 chic. Do d6, viéc chuan héa hoat dong vin
phong 1a viéc 1am can thiét d6i voi cac co quan, doanh nghiép trong giai doan phét trién,
hoi nhap hién nay.

Nhan thtc duoc 1oi ich cta viéc chudn héa hoat dong van phong doi véi sy phat
trién cia mdi co quan, t6 chic; trong nhitng ndm gan day, Dang va Nha nudc ta da ban
hanh nhiéu van ban quy pham phép luat lam cin ct, tién dé cho cac co quan ban hanh
cac quy ché, quy dinh vé chuan hoa hoat dong vin phong. Dién hinh nhu mot s6 vin ban
con hiéu luc thi hanh nhu: Luat tiéu chudn va Quy chuén ky thuat s6 68/2006/ QH11 ngay
29/6/2006 ctia Quoc hoi; Luat Luu trir s6 01/2011/QH13 ngay 11/11/2011 caa Qudc hoi;
Quyét dinh s6 45/2018/QD-TTg ngay 09/11/2018 ctia Thi tuéng Chinh phu quy dinh ché
d6 hoi hop trong hoat dong quan ly, diéu hanh ctia co quan thudc hé théng hanh chinh
nha nudc; Nghi dinh 30/2020/ND-CP ngay 05/3/2020 cia Chinh pht quy dinh vé cong
tac van thu...

La don vi su nghiép cong lap hang ddc biét truc thudc Hoc vién Hanh chinh Quéc
gia, Phan vién Hoc vién Hanh chinh Quéc gia khu vuc mién Trung (sau day goi tit 1a
Phén vién) duoc thanh 14p trén co sd hop nhat Phéan hiéu Truong Pai hoc Noi vu Ha Noi
tai tinh Quang Nam va Phan vién Hoc vién Hanh chinh Quéc gia tai thanh pho Hué theo
Quyét dinh s6 699/QD-BNV ngay 16 thang 9 nam 2022 cua Bo trudng Bo Noi vu vé viéc
phé duyét Bé an sap nhap Truong Pai hoc Noi vu Ha No6i vao Hoc vién Hanh chinh Quéc
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gia va Quyét dinh s6 27/2022/Qb-TTg ngay 19 thang 12 ndm 2022 cua Thu tuéng chinh
phti quy dinh chiic ndng, nhiém vy, quyén han va co cau t6 chiic ciia Hoc vién Hanh chinh
Qudc gia truc thude Bo Noi vu (Bo Noi vy, 2023). Trong thoi gian qua, Lanh dao Phan vién
da danh quan tdm vé chuan héa hoat dong van phong va c6 nhiéu bién phép thiét thuc,
hiéu qua, 4p dung duoc vao thuc t€ cong viéc song van dé vé chuan héa hoat dong van
phong tai day van con ton tai mot sé han ché can khic phuc. Tuy nhién, van dé dit ra doi
v6i Phan vién lac nay la can nghién cau ré thuc trang chuan hoéa hoat dong van phong tai
02 don vi sau sap nhap dé c6 co sd, 1am tién dé xay dung cac bién phép thiét thuc gitp nang
cao hiéu qua, chat lugng cong viéc dong thoi dua hoat dong cia Vian phong di vao né nép,
khoa hoc, tao su thong nhét trong hoat dong quan ly va diéu hanh.

Bai viét nay st dung phuong phap duy véat bién ching, duy vat lich stt va cac phuong
phap khac nhu phuong phéap hé théng, tong hop, phan tich, khao sat dé thuc hien.

No6i dung
Co s6 Iy thuyét va muc tiéu ciia vi¢c chudn héa hoat dong viin phong

Co s0 Iy thuyét

* Khai niém vé van phong

Hién nay, c6 nhiéu cach hiéu khac nhau khi nhdc vé khéi niém van phong, cu thé
nhu sau:

Theo Tit dién tieng Viét do Van Tan cht bién (1997) cho rang: “ Vin phong la by phin phu
trach cong viéc van thu hanh chinh trong co quan” (Van Tan, 1997).

Theo quan diém cta PGS.TS. Vi Thi Phung cting cac cdng su tai Gido trinh Ly ludn vé
quan tri vian phong (2021) cho: “Vin phong 1a by mdy tham muu, givip viéc truc tiép cho lanh dao,
c6 chitc nang dam bdo thong tin, dieu kién lam viéc; guip lanh dao t6 chite, thuee thi va kiém sodt cong
viéc thong qua hoat dong quan 1y hanh chinh” (Vi Thi Phung, 2021). Tiép can theo goc do Vian
phong 1a bo phan cau thanh co cau t6 chiic cia co quan, trong bai viét “Quan diém va cdch
tiép cén vé van phong va Qudn tri vin phong” (2022), TS. Nguyén Manh Cuong cho rang: “ Vin
phong la mot bg phdn cdu thanh co cdu to chitc ciia mot co quan, t6 chiic ¢ chitc ning tham muru,
tong hop; gitip viéc truc tiép cho linh dgo; té chitc ddm bdo thong tin, diéu kién lam viéc; gitip linh
dao t0 chitc, thuc thi va kiém sodt cong viéc thong qua hoat dong Qudn 1y hanh chinh” (Nguyén
Manh Cuong, 2022). Xét vé goc do ti€p can nay thi Van phong duoc coi la mot bd phéan cdu
thanh trong co cau t6 chitc ciia mot co quan, t6 chirc vGi cac tén goi khac nhau: Van phong,
Phong Hanh chinh, Phong Hanh chinh - Téng hop, Phong Hanh chinh Té chtc, Phong
Hanh chinh - Quén tri - T chtic, T Van phong... Tuy theo muc tiéu hoat dong ctia t6 chic,
quy md hoat dong va s6 luong nhan su dé thiét k& t6 chtc va dit tén phu hop.
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* Khai niém vé hoat dong van phong

Hoat dong la tu dé chi cac cong viéc, nhiém vy do mét hodc nhiéu nguodi, mot hodc
nhiéu bd phan trién khai, thuc hién nhdm hudng t6i hodc dat dugc nhimg muc tiéu nhat
dinh ctia co quan, t6 chtc.

Hoat dong van phong chinh la nhiing cong viéc thudc chiic nang, nhiém vu cta bo
phéan van phong; do b phén van phong trién khai, thuc hién nhdm huéng téi muc tiéu
dam bao nguodn thong tin van ban va cac phuong tién, diéu kién lam viéc t6t nhét cho co
quan, don vi.

Xét theo mot khia canh nao d6, c6 thé hiéu hoat dong van phong chinh la hoat dong
thue thi cac nhiém vu dugc giao cia bo may hodc bd phan van phong. Hay néi cach khéc,
day chinh la cong viéc van phong. Cong viéc van phong c6 lién quan dén nhiéu bo phan
khéac nhau trong mdi co quan, t6 chic, doanh nghiép.

PETIREPN A A Z \ A 2 A 9 N
* Khai niém ve chuan hoéa va chuan héa hoat dong van phong

Theo Tir dién Hin - Viét ctia TrAn Van Chanh, “chudn” 1a cin c&, mau muc, “héa” la
bién doi, thay déi, huéng t6i (Tran Van Chanh, 1999).

Theo Pai tir dién tiéng Viét, chuan hoéa va xéac lap chuan muec. Trong do6 chuan muc
dugc hiéu la cai duoc chon lam can ct dé ddi chiéu, dé lam mau (Nguyén Nhu Y, 1999).

PGS.TS. Vii Thi Phung trong tap bai gidng Té chitc khoa hoc hoat dong vin phong c6 cach
hiéu nhu sau: “Chudn héa la tir dé chi cdc bién phdp nham tao lap, ph(ﬁ’biéh, huong dan va kiém tra,
ddanh gid viéc thyc hién nhiing chudn muc da duwoc nha nudc, cd}? trén hodc do chinh co quan quy
dinh bing vin ban” va “chudn héa hoat dong vin phong duoc hiéu la cdc bign phdp ciia co quan,
doanh nghiép nham ban hanh, phéy bién, huong dan cic chudn muc (& nhitng mikc o va cip do khdc
nhau) vé hoat dong vin phong; dong thoi kiém tra, xi 1y két qud thuc hién dya trén co s6 cdc chudn
muyec dang con hi¢u lyc” (Vi Thi Phung, 2021).

Nhu da phan tich & trén, chudn hoéa hoat dong van phong la mot khai niém con kha
méi mé duoc cac nha khoa hoc nhéc dén trong nhitg ndm gan day va qud trinh nghién ctu
vé hoat dong nay thuong co lién quan dén nhiéu nganh, nhiéu mén khoa hoc khac nhau.
Tir kinh nghiém thyc tién c6 thé nhdc dén mot sd nganh khoa hoc c6 lién quan dén chuan
hoéa hoat ddong van phong nhu: Quan tri hoc, Quan tri nguén nhan luc, Quan tri van phong,
T6 chic lao dong khoa hoc, Tam 1y xa hoi, Luat hoc, Xa hoi hoc...

So di van dé nay duoc cac co quan, t6 chirc dic biét quan tdm do day la mot trong
nhimg 1y thuyét co ban ctia quan tri hoc. Tinh dén hién nay, gi¢i khoa hoc cho rang c6 rat
nhiéu ly thuyét quan tri duoc nghién cttu va ap dung (vi du nhu: ly thuyét quan tri hanh
chinh, ly thuyét quan tri theo khoa hoc, 1y thuyét quan tri tam ly - xa hoi...). Méc du c6
nhiéu ly thuyét nhu vay nhung cho dén nay ly thuyét quan tri hoc va hanh chinh hinh



29

thanh tir cudi thé ky XIX, dau thé ky XX véi cac dai dién tiéu biéu nhu Henry Fayol, F.W.
Taylor... van dugc coi la nhiing trudng phai ly thuyét co ban va nén tang cda quan tri hoc
(Phuing Thi Phuong Lién, 2018).

Ngoai ra, chuan héa hoat dong van phong cing c6 lién quan dén nganh Hanh chinh
hoc va n6 cling c6 thé duoc tim hiéu dudi goc do nhu mot phan hé trong hanh chinh hoc
va t6 chtic lao dong khoa hoc hoat dong van phong.

Ngay nay, su chuyén mon héa, chuyén nghiép héa va ap dung cac tiéu chuan, dinh
muc dugc xudt phét tir nhu cau thyc t€ trong moi hoat dong da dat ra yéu cau cho céc nha
khoa hoc nghién ctru vé van phong va quan tri van phong can phai nghién cttu sau hon vé
chuén héa va 4p dung céc tiéu chuan d6 dé t6 chic hoat dong van phong ngay cang duoc
hiéu qua, di vao né nép va tao sir thong nhat. Song, ta ciing c6 thé thay rang viéc chuan hoa
hoat dong van phong con c6 lién quan mat thiét dén viéc xay dung thé ché chinh sach, quy
ché va quy dinh. Vi vay, chudn héa can phai duoc dya trén cac quy dinh chung, dugc cong
nhan va thyc hién hodc duoc xay dung va ban hanh trén co sé cac khung phap 1y c6 san.

Bén canh d6, chuan héa hoat dong van phong con nghién ctru dén nhiéu yéu t6 thuoc
tam sinh ly cta nguoi lao dong, diéu nay duge thé hién & tinh thoa thuan hodc bit budc
trong viéc &p dung cac quy trinh, vi tri, chtic ndng ctia nguoi lao dong. Chuan héa hoat
dong van phong con tap trung nghién cttu vé ky ndng quan tri, 1anh dao cia nha quan ly
d6i voi nhan vién va hoat dong van phong.

Muc tiéu va lgi ich cua viéc chudn héa hoat dong vin phong
* Muc tiéu ctia viéc chuan héa hoat dong van phong

Trén co s& da phan tich ¢ trén, ta c6 thé thay r;?mg muc tiéu ctia viéc chuin héa noéi
chung la tao ra sy thong nhat trong hoat dong quan ly va diéu hanh, dam bao hiéu qua, gop
phén ting nang suit va tao ra sy chuyén nghiép trong gidi quyét cong viéc. Bén canh do,
viéc danh gia & goc do quan tri van phong thi chudn héa hoat dong van phong con nham
tao nén su thong nhét chung trong toan b co quan, don vi.

Doi voi mdi co quan, don vi cho du quy mo 16n hay nhé thi déu phai c6 bo phan vin
phong. Vi cac chiic ndng, nhiém vu dugce giao thi hoat ddng van phong 1a hoat dong tat
yéu, thuong xuyén c6 lién quan dén tat ca cac bd phan, ca nhan lam viéc trong co quan,
doanh nghiép. Vi vay, néu khong xay dung cac chudn muc thi mdi ca nhan, mdi bo phan sé
lam mot cach va ngudi lanh dao sé khong c6 cin ctr dé diéu hanh, kiém tra va danh gia chat
luong, hiéu qua cong viéc. Chinh vi thé, chuan héa hoat dong van phong la viéc 1am can
thiét nham théng nhat cac cong viéc chung cho mdi bo phan va ca nhan. Pay cting chinh
1a co s& dé nha quan ly diéu hanh, kiém tra va danh gia tinh hinh hoat dong ctia co quan.
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(s 2 A 2 Z A 9 N
* Loi ich ctia viéc chuan hoéa hoat dong van phong

Thit nhit, chuan hoéa hoat dong van phong gitp viéc trién khai, thuc hién cac cong
viéc, nhiém vy ctia van phong c6 cin ct, co sé va dugc thong nhat theo nhitng nguyén tac,
yéu ciu da duoc xac dinh.

Thit hai, viéc kiém tra, danh gia két qua cac cong viéc, nhiém vu da hoan thanh cling
dua trén cac chudn myc da duge théng nhat, thé hién qua cac quy ché, quy dinh; tranh viéc
dénh gia theo y kién cht quan ctia nguoi quan ly dan dén su khong hai long tir nhan vién,
tham chi c6 thé gay xung dot trong quan ly.

Thit ba, viéc chuan hoa sé giap cac co quan, don vi, t6 chiec tiét kiém, t6i uu héa duoc
thoi gian, cong stc va tién bac. Thuc t& cho thdy rdng, mdi cong viéc khi thuc hién sé c6
nhiéu phuong phap va céch thic khéc nhau. Néu co quan, doanh nghiép c6 sy nghién cau,
lya chon va xay dung duoc cac chuan muc thi khi thuc hién cong viéc sé khong mat nhiéu
thoi gian dé ban bac, lya chon phuong phap, cach thuyc hién.

Thit tu, hoat dong van phong dugc chudn héa t6t s& gop phan han ché viéc diéu hanh,
chi dao theo y kién cht quan cta ngudi 1anh dao, dan dén mdi ngudi moéi y khac nhau, gay
nén su thiéu thong nhat, kho khin cho nhén vién trong qua trinh thuc hién cong viéc.

Thit nidm, viéc chudn héa nhdm han ché t6i da nhitng xung dot khong can thiét. Trong
mot co quan néu khong tao ra dugc cac chuan muc dé thuc thi nhiém vu thi méi nguoi sé
lam theo cach khac nhau va khong theo hé thong, su xung dot tir d6 sé xuat hién va ngay
cang 1oén hon.

Thuc trang chudn héa hoat dong vin phong tai Phin vién Hoc vién Hanh chinh Quéc gia
khu vwc mién Trung

A N . N ~ A “A A A A~ ,
Thuc trang quan diém va vai tro cua lanh dgo Phin vién khu vuc mién Trung vé chuin hoa
hoat dong vin phong

Dé6i v6i mbi co quan, t6 chic, doanh nghiép thi Lanh dao dong mot vai tro vo ciing
quan trong vi day 1a nguoi xay dung va phat trién t6 chiic bén vimg thong qua viéc tao
dong luc lam viéc cho nhan vién, quan ly va phéat trién nhan vién, xdy dung mot van hoa to
chuc t6t, quan ly tai chinh va tai nguyén dong thoi thiét 1ap va duy tri méi quan hé véi cac
d6i tac bén ngoai. Do vay, moi hoat dong tai cac co quan, t6 chtic noi chung c6 dugc thanh
cong hay khong phu thudc rat nhiéu vao nhan thtc caa lanh dao co quan vé hoat dong do.

D& trd 16i cho cau hdi nay, tac gia da 4p dung phuong phéap khao sat qua bang héi véi
26 nguoi gom: Giam ddc, Pho Giam doc va 24 trudng, pho cac don vi thudc Phan vién. Cac
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cau hoi xoay quanh cac van dé nhu: Theo anh/chi chuan héa HDVP la gi? N6 c6 vai tro
quan trong trong viéc tao ra s chudn muc, 6n dinh, thdng nhat trong co quan hay khong?
Anh/ chi da timg thyc hién cac bién phap chuan héa HDVP trong t6 chtic cia minh chua?
Anh/chij sé lam gi dé dam bao rdng cac quy ché, quy trinh va quy dinh vé chuan héa
HDVP duoc dp dung moét cach hiéu qua trong t6 chtic ctia anh chi?...

Két qua khao sat tai bang hoi trén cho thay lanh dao Phan vién déu c6 su hiéu biét
dang vé khai niém, vi tri, vai trd ctia chudn héa HDVP ddi véi cac co quan, t6 chic néi
chung va danh sy quan tdm van dé nay d6i vo6i Phan vién noi riéng. Diéu nay dugc thé
hién ro nét khi c6 van ban vé hop nhat gitra hai co s dao tao (Phan hiéu Quang Nam cua
Pai hoc No6i vu Ha No6i va Phan vién Hu€ caa Hoc vién Hanh chinh Quéc gia) thi lanh
dao Phan vién da cho ra soét va ban hanh méi toan bo hé théng cac quy ché, quy dinh cua
Phan vién d6i voi moét s6 hoat dong van phong dé phu hgp véi thuc tién hoat dong cta co
quan sau khi hgp nhét. Pong thoi Gidm d6c Hoc vién da ban hanh Quyét dinh s6 583/Qb-
HCQG ngay 23/3/2023 vé viéc Ban hanh K& hoach hoat dong cua Hoc vién Hanh chinh
Quoc Gia ndm 2023 trong d6 quy dinh rdé nhiém vy, mdc thoi gian hoan thanh viéc ra soét,
ban hanh méi cac van ban quy pham noéi bo nhdm dam bao hoat dong cta Hoc vién duoc
thong nhat va hiéu qua.

Két qud khdo sdt cia tdc gid vé quan diém, vai tro cua lanh dgo Phan vién doi véi chudn héa
hoat dong vin phong (Nguon: Khao sat cua tac gia)

1. Theo anh/chi chuan h6a HDVP la gi?

A ez T Ti 1é chon
Cau tra loi

(%)
Chuan héa HDVP la viéc mau hoa céc loai van ban gidy to dé tao su thong 0
nhat trong qua trinh lam viéc.
Chuan héa HDVP la cac bién phép ctia co quan nham phd bién, ban hanh céc
quy dinh vé hoat dong van phong nhdm tao sy théng nhat trong co quan, 0
don vi.
Chuan héa HDVP la cac bién phéap ctia co quan, doanh nghiép nhdm phd
bién, ban hanh, huéng dan, kiém tra va xtt Iy két qua thuc hién cac vin ban 100
phép luat va quy pham noi bo (quy ché, quy dinh, quy trinh) vé HDVP.
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2. Theo anh/chi, Ban Gidm d6c Phan vién can lam gi dé dam bao rang cac quy ché,

quy dinh, quy trinh vé chuan héa HDVP dugc 4p dung mét cach hiéu qua trong té chirc?

CAu tra loi

Tilé
chon (%)

Xay dung va trién khai cac hoat dong phd bién, huéng dan, dao tao cho nhan
vién vé hé thong cac quy ché, quy dinh cua co quan d6i v6i mot s6 HDVP.
Dong thoi tao ra mot hé thong gidm sét va danh gia (nhu st dung phan mém
giam sat, cac cudc hop hay kiém tra dinh ky...) dé ddm bao rang cac quy ché,
quy dinh duoc tuan thu ding cach va dap tng dugce cac tiéu chudn chudn héa
dé ra.

12,5

Xay dung va thuc hién céc bién phap khuyén khich nhéan vién thyc hién tot
cac quy ché, quy dinh va quy trinh thuc hién cong viéc; Tich cuc ho tro nhan
vién trong viéc d4p dung hé thong cac quy ché, quy dinh cta co quan doi voi
mot s6 HDVP; Diéu chinh va cai thién céc quy ché, quy dinh nay theo thoi
gian nhdm d4p tmg nhu cau ctia t3 chitc va ddm bao hiéu qua trong HDVP.

6,2

Ca hai phuong an trén.

81,3

3. Anh/ chi c6 cho rang viéc chudn héa hoat dong van phong c6 thé gitp ting cuong

su phat trién bén vitng ctia co quan, t6 chitc khong?

CAu tra loi

Ti 1é chon

=R A ~ k) R - A
trién bén viing cia co quan, to chiic khong.

(%0)
Viéc chudn héa hoat dong van phong CO THE gitip ting cuong su phat trién 100
bén ving ctia co quan, t6 chiic khong.
Viéc chudn héa hoat dong van phong KHONG THE giup tang cuong su phat 0

4. Lanh dao co quan anh/chi c6 dwa van dé chuan héa HDVP nay vao cic vian ban

chién lugc phat trién, k& hoach hang nim ctia co quan hay khéng?

Tilé ch
Cau tra 15i 11¢ chon
(o)
Lanh dao co quan CO dua van dé chudn héa HDVP vao cac van ban chién 100
lugc phat trién, k& hoach hang ndm cta co quan
Lanh dao co quan KHONG dua van dé chuan héa HDVP vao cac van ban 0
chién lugc phat trién, ké hoach hang ndm ctia co quan
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Thuc trang quy trinh chudn héa hoat dong vin phong tai Phan viégn khu vyc mién Trung

Viéc chuan héa hoat dong van phong tai Phan vién duoc thuc hién theo quy trinh

nhu sau:
Bang 1. Quy trinh chuin héa hoat dong vin phong
tai Phan vién Hoc vién Hanh chinh Quéc gia khu vuc mién Trung
Quy trinh Cong viéc va san phdm

Buéc 1: Xac dinh
nhiing hoat dong
can duoc chuin hoéa
va thuong xuyén
cap nhat, theo doi

- Cong viéc: Phong T6 chtic - Hanh chinh tham muu va gitp lanh
dao xac dinh nhiing hoat dong can duoc chudn héa nhu cong tac
van thu luu trt, cong tac 18 tan, cong tac tuyén dung, cong tac thi
dua khen thudng...

- San pham: Cac danh muc nhiing hoat dong cAn dugc chuén hoa.

Budc 2: Chon hinh
thtc chuan hoéa

- Cong viéc: Sau khi xac dinh nhiing hoat dong can duoc chuan hoa
thi Phong T6 chtic - Hanh chinh tham muu Gidm d6c Phan vién
lya chon hinh thttc chuén héa cho timng hoat dong (tiéu chuan/quy
chudn/ quy ché/ quy trinh/ quy dinh).

- San pham: Ban danh muc cac tiéu chuan/ quy chudn, quy ché,
quy dinh, quy trinh du kién sé ban hanh.

Buéc 3: Xay dung,
ban hanh céac tiéu
chudn, quy chuan,
quy ché, quy dinh,
quy trinh

- Cong viéc: Phong To chiic - Hanh chinh xay dung hé théng tiéu
chudn, quy chuéan, quy ché&, quy trinh, quy dinh dé chuan héa hoat
dong van phong.

- San pham: cac van ban dugc ban hanh chinh thic (vi du: quy ché
cong tac van thu luu tri, quy ché lam viéc, quy dinh vé thoi gian
lam viéc, quy trinh tuyén dung...).

Budc 4: Phé bién,
huéng dan céc tiéu
chuén, quy ché, quy
dinh, quy trinh

- Cong viéc: Pho bién, huéng dan bo chuan muyc cho cac déi tugng
lién quan thong qua nhiéu hinh thtc nhu: phé bién trong cudc hop
giao ban, moi chuyén gia tap huén, gui qua duong van thu/ email
noi bo...

- San pham: tai liéu, van ban huéng dan hodc cac budi tap huan.

Budc 5: Kiém tra,
danh gia két qua
viéc thuc hién cac
chuan muc

- Cong viéc: t6 chtic kiém tra, danh gia dinh ky viéc thuc hién céac
tieu chuan, quy ché, quy dinh, quy trinh trong hoat dong vin
phong.

- San pham: k& hoach, tiéu chi va bao cao kiém tra két qua kiém tra,

danh gia.
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Bué6c 6: Piéu chinh
hodc bd sung céc
chuan muc méi

van ban quy pham néi bd.

sung hodc ban hanh méi.

- Cong viéc: thuong xuyén ra soat, sta doi, bo sung hé théng cac

- San pham: cac tiéu chuan, quy ché, quy dinh, quy trinh dugc b

Cén ctr vao khao sat thuc té tai Phan vién, tac gia da thong ké hinh thitc mot s6 quy

ché, quy dinh, quy trinh ma Phan vién da ban hanh va ap dung d6i v6i mot s6 hoat dong

van phong nhu sau:

Bang 2. Thong ké quy ché, quy dinh, quy trinh

tai Phan vién Hoc vién Hanh chinh Quéc Gia khu vgc mién Trung

Hinh thc van ban

TT Tén loai/ Noi dung Quy | Quy | Quy
ché | dinh | trinh
1 | Quy chélam viéc X
Quy ché€ hodc quy dinh vé xay dung tru sd, tao dung va gitt gin
2 | canh quan, moi truong lam viéc; cong tac dam bao trang thiét X
bi, phuong tién noi lam viéc...
3 | Quy ché van thu, luu trr X
4 | Quy trinh trinh ky van ban X
5 Quy ché hodc quy dinh vé t6 chtic cac hoat dong hoi hop, su
X
kién, hoi théo...
6 Quy ché hodc quy dinh vé cong tac 1€ tan, don tiép doan nude
X
ngoai...
; Quy ché hodc quy dinh vé quan ly, st dung va khai thac tai
X
san cong
8 | Quy ché chi tiéu ndi bd X
9 | Quy ché hodc quy dinh vé thi dua khen thudng X
10 | Quy dinh hodc quy trinh vé tuyén dung nhan su X
11 | Quy ché van hoa cong s X
12 | Quy ch& hodc quy dinh vé kiém tra, thanh tra, phap ché X

Nguén: Phong T6 chitc - Hanh chinh Phan vién
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Didnh gid két qud chudn héa hoat dong vin phong tai Phan vién khu vuc mién Trung

Dé danh gia két qua chuan hoéa hoat dong van phong tai Phan vién khu vyc mién
Trung, tac gid 4p dung Khung tiéu chi danh gia chuan hoéa hoat dong van phong theo
nghién ctu tai Gido trinh Ly lugn vé Qudn tri vin phong (Vi Thi Phung, 2021) dé danh gia,
két qua nhu sau:

Bang 3. Két qua tu danh gia két qua chuin héa hoat dong vin phong
Phan vién Hoc vién Hanh chinh Quéc Gia khu vgc mién Trung

. Piém xic | Piém tu
TT Tén tiéu chi . N
dinh danh gia
1 Quan diém ctia lanh dao Phan vién vé chuan héa hoat dong 20 18
van phong (HDVP).
5 Cac bién phap chuan hoéa hoat dong van phong tai Phan 20 17
vién
3 Heé thdng cac quy ché, quy dinh d6i voi mot s6 hoat dong 0 16
van phong tai CQ
4 Két qua xay dung hodc dp dung cac quy trinh thyc hién 20 10
cong viéc trong hoat dong ctia CQ
5 Céac bién phap kiém tra, danh gia viéc thuc hién Quy ché/ 20 11
Quy dinh/ Quy trinh da ban hanh
Téng cong 100 72
Theo tiéu chi danh gid, c6 04 mtc do danh gia két qua nhu sau:
- Néu két qua dudi 50 diém: viéc chuan hoa chua dat yéu cau, cdn c6 nhiéu bién phéap
cap bach.

- Néu két qua tir 50 - 70 diém: cong tac chuan héa duoc quan tim nhung chat luong
chua cao. Can nang cao hoat dong chuan héa, phat huy nhiing diém t6t, khdc phuc nhiing
han ché.

- Néu két qua dat tir 70 - 90 diém: cong tac chuan héa dat tét, can c6 mot s bién phéap
b6 sung, hoan chinh.

- Néu két qua dat tir 90 diém trd lén: cong tac chuan héa dat muc rat tot, can thuong
xuyén ra soat, cai tién.

Nhu vay, theo mtc do danh gia trén day, viec chuan hoa tai Phan vién khu vygc mién
Trung dat 72/100 diém - & mtc t6t, tuy nhién can cé nhimng bién phap nhdm bd sung, hoan
chinh nhiing ndi dung, yéu cau con thiéu.
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Mot s6 giai phap nang cao hiéu qua chuan héa hoat dong vian phong tai Phan vién Hoc
vién Hanh chinh Quéc gia khu vyc mién Trung

Nhém gidi phdp nidng cao vai tro, trach nhi¢m va trinh do vé chudn héa hoat dong
vin phong

Niing cao vai tro, trach nhigm cua lanh dao Phan vién

- Hién nay, Phan vién moéi bude vao giai doan dau cta sau khi sap nhap gitta hai co sd
dao tao (Phéan hiéu Quang Nam cta Pai hoc Noi vu va Phan vién Hué cua Hoc vién Hanh
chinh Quéc gia). Do d6, viéc nang cao vai tro cua doi ngi lanh dao cac phong, khoa, trung
tAm - nhimg nguoi dugce giao quyén (ddc biét 1a Phong T6 chic - Hanh chinh, Phong Quan
tri va Phong Tai chinh - K& toan) trong viéc phat huy vai tro, trach nhiém cuta ca nhan va

don vi trong cong tac chuén héa hoat dong van phong.

- Lanh dao Phan vién can xac dinh chuan héa hoat dong van phong la quan trong
thong qua viéc dua van dé trén vao chién luoc phat trién hodc ké hoach hang nam. Viéc dua
van dé nay vao 16 trinh phét trién ctia Phan vién thong qua van ban sé 1a cin ct gitp tao ra
st chudn muc, 6n dinh va théng nhat trong toan don vi khi thuc hién cac nhiém vy thuong

xuyén hang ngay, gitp tao ra su phét trién bén viing déi véi co quan.

s

Phan vién Hoc vién Hanh chinh Quéc gia khu vuc mién Trung. Anh: Hai Pinh
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- Nghién ctru va tim hiéu thém vé hoat dong chuan héa néi chung, cac tiéu chuan
quéc t&, tiéu chudn quéc gia dang 4p dung hién nay tai cac co quan, don vi. Trong d6, déc
biét tra trong dén Luat tiéu chuan va quy chuan ky thuat s6 68/2006/ QH11.

- Ban Giam d6c can dua noi dung giao Phong T6 chtc - Hanh chinh 1a don vi chiu
trdch nhiém trong viéc nghién ctru, tham muu, trién khai cac hoat dong vé chuan hoéa néi
chung va chudn héa hoat dong van phong néi riéng vao van ban quy dinh chic nidng,
nhiém vy, quyén han va co cau t6 chic ctia Phong.

- Thuong xuyén tham gia va ctt cac bo phan lién quan du cac cudc hoi thao, hoi nghi,
toa dam, tap huan vé cac cht dé xoay quanh viéc chudn héa néi chung va chuan héa hoat
dong van phong noi riéng.

- Ban Gidm ddc Phan vién cAn quyét liet hon nita trong viéc dinh ky kiém tra, danh
gia viéc chuan hoa hoat dong van phong cling nhu c6 ché tai xtt Iy ddi v6i nhiing ca nhan
méc sai pham, déng thoi tuyén duong nhiing tap thé, ca nhan thuc hién tt hoat dong
chuén héa tai Phan vién.

Ning cao vai tro, trach nhi¢m cua vién chitc va nguoi lao dong Phan hi¢u

C6 thé néi con ngudi la yéu t6 vo ciing quan trong, la ngudn lyc cé vai tro quyét dinh
dén sy thanh bai ctia mdi co quan, t6 chtic; duoc coi 1a ngudn luc dic biét so véi cac ngudn
luc con lai. Chinh vi vay, viéc vién chiic va nguoi lao dong tai Phan vién can nang cao hon
nita vai tro va loi ich to 16n ctia viéc chudn héa néi chung va chuan hoéa hoat dong van
phong ndi riéng badi day chinh 1a d6i tuong truc tiép thuc hién cac quy ché/ quy trinh/ quy
dinh. Thuc t& cho thay, néu lanh dao co quan c6 chi dao, yéu cdu; Phong T6 chiic - Hanh
chinh c6 phé bién, huéng dan nhung ban than nhiing nguoi truc ti€p thuc hién hang ngay
la doi ngiti vién chiic va nguoi lao dong khong chiu tuan thua thu viéc chuan héa hoat dong
van phong van khong dat duoc muc dich cta no.

Tt viée hiéu 1o vai tro va tdm quan trong ctia chuan hoa hoat dong van phong, méi
vién chtic va ngudi lao dong sé chu dong trong viéc hoc tap, nghién cttu, ndm vimg nhing
kién thtic can thiét vé chuan hoa va d4p dung chuadn héa vao cong viéc thuc t&€ hang ngay
cta minh. Diéu nay sé gitp mdi ca nhan tao duoc phong cach lam viéc chuyén nghiép, giap
nang cao nang suét va hiéu suat trong cong viéc. Viéc nhan thac dung con tao nén céch
nghi, cach lam méi gop phan vao sy phat trién chung ctia Phan vién trong thoi gian toi.

Nang cao trinh d§ cho vién chitc va ngudi lao dong vé chuin héa hoat dong vin phong

Nhdm nang cao trinh d6 cho vién chtic va nguoi lao dong vé chuan hoa hoat dong
van phong, tac gia dua ra mot vai gidi phap nhu sau:

Thit nhit, can dau tu cho cong tac dao tao va tap huan. Ban Gidm ddéc Phan vién can
thuong xuyeén t6 chtic cac 16p dao tao, bdi dudng, hoi thdo, tao dam hodc moi cac chuyén
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gia vé chia sé kién thtrc, k§ nang 4p dung chuan héa vao cong viéc. Noi dung ctia cac 16p
dao tao, bodi dudng, toa dam nay can phtt hop voi muc dich, tinh hinh thuc té tai Phan vién;
ctr ding thanh phan tham dy; thoi lugng t6 chtic phit hop; tranh viéc t6 chiic qua loa, hinh
thitc sé gitip vién chiic va nguoi lao dong ndm 16 va dp dung viéc chuan héa duge ding
d4n, linh hoat khi thuc hién giai quyét nhiém vu thuong ngay.

Thit hai, cong tac huong dan va hd trg. Ban Gidm d6c Phan vién can cung cip céc tai
liéu huéng dan, quy trinh va cac cong cu hod tro khéac (nhu phan mém hodc céc tng dung
cong nghé thong tin) dé vién chic va nguoi lao dong c6 thé hiéu, ndm bét va thuc hién cac
chuan muc mot cach chinh xac.

Thit ba, cac don vi can c¢6 phéan cong nhiém vu cu thé. Viéc phan cong nhiém vu va
trach nhiém r6 rang d6i voi ting don vi va ting vién chuc va nguoi lao dong trong don vi
badng van ban sé ddm bao rang mdi ca nhan trong Phan vién c6 thé hiéu va nhan thic ro
nhiém vy cua ban than minh; tir d6 thuc hién cong viéc dugce dung, hiéu qua va trach nhiém.

Thit tu, kiém tra va danh gid. Viéc thuc hién cong tac kiém tra va danh gia thuong
xuyén dé ddm bao ring cac quy ché, quy dinh, quy trinh vé hoat dong van phong dugc
vién chuac va nguoi lao dong thuc hién dung hay khong; dong thoi kip thoi diéu chinh néu
trong qua trinh thyc hién cé phat sinh nhitng vuéng méc hodc van dé chua pht hop véi
thuc té.

Thit ndm, xay dung moi truong lam viéc tot. Viéc quan tam, tra trong dén moi trudng
lam viéc tot (gom khong gian, canh quan noi lam viéc; dam bao diéu kién va phuong tién
lam viéc; ché€ do dai ngd va chinh sach...) cting gop phan trong viéc tao dong luc lam viéc
tich cyc va ho trg, giap dd vién chic va nguoi lao dong duoc tap trung, yén tam lam viéc
hiéu qua hon.

Thit sdu, cai tién va t6i uu hda quy trinh. Viéc dua ra nhiimg phuong an cai tién va toi
uu hda cac quy trinh lam viéc giap nguoi lao dong dat dugc nang suét, hiéu qua cao khi
thuc hién cong viéc.

Nhém gidi phdp vé cic quy pham ndi bo
Ra sodt lgi toan bj cic quy ché, quy dinh vé hoat dong vin phong

Hién nay Phén vién budc vao giai doan dau cua sau khi sap nhap gitta hai co so dao
tao (Phéan hiéu Quang Nam cta Pai hoc Noi vu va Phan vién Hué cua Hoc vién Hanh
chinh Quéc gia), cac quy ché va quy dinh dugc thiét lap trong qua khit c6 thé khong phu
hop v6i cac hoat dong hién tai va nhiing yéu cau méi ctia Phan vién trong giai doan hién
nay. Viéc ra soat lai va t6i uu héa quy trinh sé gitip ddm bao rang cac quy ché, quy dinh va
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quy trinh duoc dang v6i quy dinh ctia phap luat dong thoi phu hop voi Phan vién trong
bdi canh hién nay va dép tung dugc cac yéu cau moi.

Nghién ciru, xdy dyng va hoan thién cdc co ché, chinh sdach, vin ban chi dao, huong dan chuin
hoa hoat dong vin phong

Céc van ban chi dao, huéng dan khi xay dung can dam béo chi tiét, ddy du va ro rang,
dam bao tinh phap ly. Hién nay, Phan vién dang trong qua trinh xay dung, hoan thién lai
cac van ban quy dinh chtic ndng, nhiém vy, quyén han va co cau t6 chtic ctia cac don vi
thudc Phan vién thi viéc dua ndi dung chuan héa hoat dong van phong vao cac van ban
trén la diéu can thiét dé viéc chuan hoa va phéi hop thuc hién cac hoat dong chuan hoa
gitta cac phong, khoa, trung tam thudc Phan hiéu dugc nhip nhang, hiéu qua.

Nhém gidi phdp vé chudn héa cic quy ché, quy dinh, quy trinh hoat dong ciia vin phong
Hoan thién cic quy ché, quy dinh, quy trinh hién hanh vé hoat dong vin phong

Dé cac quy ché&, quy dinh, quy trinh trén khi xay dung hoan thién xong duoc dp dung
hiéu qua vao thuc tién, Phan vién can tién hanh ra soét cdc van ban quy dinh vé van dé
trén tai hai don vi cti (Phan hiéu Quang Nam ctia Truong Pai hoc N6i vu Ha Noi va Phan
vién tai thanh phd Hué cta Hoc vién Hanh chinh Quéc gia) .Trén co sé d6 xac dinh nhiing
hoat dong nao da duoc chuan héa bdi co quan nha nudc va cdp trén (Bo Noi vu) hodc Hoc
vién Hanh chinh Qudc gia ban hanh ma da bao phu va phu hgp v6i tinh hinh thyc tién thi
ap dung ludn, khong can ban hanh cac chuan muc méi. Con lai nhitng quy dinh chua thuc
su pht hop véi don vi thi ban hanh thém cho phtt hop hoac nhitng hoat dong chua dugc
chuan hoéa thi cAn chuin hoéa bE”mg cac quy dinh, quy ché, quy trinh noi bo.

Nghién citu, ban hanh thém nhitng quy ché, quy dinh méi phil hop véi thuc tién

Qua khéo sat caa tac gia, hé théng céc quy ché, quy dinh, quy trinh ctia (Phéan hiéu
Quéng Nam cua Truong Pai hoc Noi vu Ha Noi va Phan vién tai thanh ph6 Hué cua Hoc
vién Hanh chinh Quéc gia) d6i véi hoat dong van phong da dap tng duoc 8/10 hoat dong
trong danh muc can co. Pé hoat dong van phong duoc thuc hién t6t hon, bén canh nhiing
hoat dong da duoc chudn héa truéc day, Phan vién can danh sy quan tdm dén cac hoat
dong van phong chua duge chuan hoa nhu cong tac 18 tan; cong tac t6 chiec hoi hop, su kién,
hoi nghi dong thoi xay dung va tuyén bo st ménh, tam nhin, gid trj c6t 161 ctia Hoc vién.

Ting cuong viéc truyén thong, hudng dan, kiém tra, ddnh gid

Thit nhit, can linh hoat 4p dung nhiéu hinh thtic dé truyén thong, phd bién, huéng
dan thuc hién cac quy ché, quy dinh, quy trinh do Phan vién ban hanh hodc ap dung.
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Thit hai, can xay dung céc tiéu chi cu thé 1am co s& cho viéc kiém tra, danh gia viéc
thyc hién cac quy ché, quy dinh va quy trinh, 1én ké hoach kiém tra dong thoi c6 ché tai
khen thudng, xt phat d6i v6i nhitg ca nhan thuc hién t6t va chua tot. Viéc kiém tra nay sé
giap Phan vién c6 can ctr dé danh gia su phtt hop ctia cac noi dung chuan hoéa khi ap dung
vao thuc t&; dong thoi kip thoi c6 bién phéap diéu chinh, b6 sung, thay thé nhitng ndi dung
chua phu hop.

Thit ba, sau khi kiém tra, danh gia, Phan vién can c6 nhiing bién phéap nham khic phuc
han ché va cai tién mot s6 quy trinh cong viéc trong hoat dong van phong. Viéc kiém tra,
danh gia va cai tién cac quy ché, quy dinh, quy trinh can dugc thyc hién thudong xuyén va
lién tuc, Phan vién can dua van dé nay vao ké hoach quy, ké hoach 6 thang va k€ hoach nam.

Ting cuong viéc tng dung cong nghé thong tin vio hoat dong vin phong va chudn hoéa hoat
dong van phong

Trong thoi ky cong nghé 4.0 dang phat trién manh mé trong hau hét cac hoat dong thi
viéc can tdng cudong ting dung cong nghé thong tin vao hoat dong van phong va chuan hoa
hoat dong van phong duogc coi 1a viéc 1am can thiét nham dem lai hiéu qua, ning suat lam
viéc cao; giup co quan tiét kiém dugce thoi gian, cong suc, tién bac.

Viéc ting dung cong nghé thong tin c6 thé ap dung trong viéc ap dung cac phadn mém
quan ly trong cac linh vuc nhu: cong tac van thu luu trit; cong tac quan ly nhan sy; giao
viéc va theo doi tién d9, két qua giai quyét cong viéc; quan ly va khai thac tai san; cong tac
thi dua khen thuong...

Két luan

Qua nhiing phan tich trén, ching toi rat ra nhiing két ludn nhu sau: Nhén thtc sau
sic vai tro, tAm quan trong va loi ich to 16n cua viéc chuan héa hoat dong van phong tai
cac co quan, don vi; tir thuc trang chuan héa hoat dong van phong tai Phan vién khu vyc
mién Trung - Hoc vién Hanh chinh Quéc gia, tac gia da 4p dung khung tiéu chi danh gia
két qua chuan héa hoat dong van phong dé danh gia két qua chuan héa hoat dong van
phong tai Phan vién, tir d6 tac gia da dua ra 03 nhom gidi phép t6i uu, phit hop voi thuc
trang Phan vién trong giai doan hién nay. Néu thuc hién t6t nhiing giai phap nay sé giap
cong tac chuan héa hoat dong van phong tai Phan vién duoc né nép, thdng nhat, hiéu qua
dong thoi gitup nang cao vi thé, hinh anh ctia Phan vién.
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