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Abstract: In recent years of innovation, the cause of education and training has gained a number of
great achievements. To meet the requirements of innovating educational management and improving
the quality of education and training, in addition to comprehensively developing a team of lecturers
and managers at all levels, the issue of developing a team of administrative officials is also important.
Education needs special attention. Based on the theoretical basis of developing a team of educational
administrative officials to meet the requirements of educational reform, the article points out a number of
issues in developing a team of educational administrative officials at universities to meet the requirements

of educational innovation.
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1. Pit van dé

Trong nhiing nam qua, gido duc dai hoc (GDDBH)
Viét Nam da c6 nhiing buge phat trién quan trong,
gop phan phat trlen kinh té - xa hoi cua dat nuae. bé
dap ung yéu cau d6i méi GDPH hién nay, can chi
trong phat trién doi ngii vién chtic hanh chinh giao
duc (BNVCHCGD) ¢ truong dai hoc. Ddi ngli nay
¢6 nhiém vu thyc hién cac cong tac hanh chinh, quan
tri, hd tro hoat dong dao tao, NCKH, quan 1y khoa
hoc va hop tac qudc té,... Trong pham vi bao béo
nay, tic gia 1am sang t6 mot s van dé vé phat trién
DNVCHCGD 6 truong dai hoc dap ung yéu cau doi
mai gido duc (BMGD) hién nay.

2. N§i dung nghién ctru
2.1.Vai tro cia DNVCHCGD ¢ trwong dai hoc

Céc ndi dung cong viéc lién quan dén hoat dong
tro gitp QLGD va hanh chinh cia BPNVCHCGD
duogc khai quat nhu sau:

+ Cong viéc trg giup quan 1y nhan sy, nguoi day,
ngudi hoc (cac phong, ban, trung tim vé t6 chire can
bd, giang vién, cong tac sinh vién);

+ Cong vi¢ce tro giup céac hoat dong chuyén mon:
giang day, NCKH, hoat dong DTBD, gido duc ngoai
gio 1én 1op,...

+ Cong viée trg giup quan 1y hd so, van thu lwu
trir (cac phong, ban, trung tdm vé hanh chinh tong
hop trong truong hoc);

+ Cong viée trg giup quan Iy CSVC: tai san, thiét
bi, sap xép phong hoc, van phong pham (phong,
ban, trung tAm vé co sé ha tang, thiét bi);

+ Cong viéc trg gitp quan ly tai chinh: du tru
kinh phi, quyét toan kinh phi...( phong, ban, trung
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tam vé tai chinh).

+ Cong viéc trg giup quan ly thu vién, trang thong
tin dién tur, tap chi khoa hoc cong nghé.

Bén canh d6, vi tri caa PNVCHCGD la lam viéc
tai cac phong, ban, van phong khoa, van phong céc
trung tdm cua co s¢ GD DH.

2.2. Néi dung phit trién PNVCHCGD 6 truwong dai
hoc

2.2.1. Quy hoach PNVCHCGD ddp img yéu cdu
DMGD

Noi dung nay bao gdm nhiéu van dé da duoc quy
dinh, nhung hiéu qua lai tuy thudc vao viéc ap dung
cu thé ¢ ting ddi tuong.

Quy hoach PNVCHCGD c¢6 co céu tb chirc tinh
gon, du vé s luong, manh vé ning lyc va pham chat
1a diéu tat yéu, bao gdm cac hoat dong:

a) Phan tich, danh gia thyc trang DPNVCHCGD
dap ung yéu cau DPMGD

Quy hoach BPNVCHCGD du vé sé luong phai
dugc quan tdm. SO lwong vién chic hanh chinh
(VCHC) dugc tinh trén ) lugng céc phong, ban,
trung tam, van phong khoa; sb luong nhiém vy, cong
vi€c ma phong, ban, trung tdm, van phong khoa dugc
phan cong, phan nhiém va dinh mic bién ché theo
quy dinh cta nha nudc. Thuc trang DPNVCHCGD
phai dap g theo céc tiéu chi vé s lugng, trinh do
va nang lyc thuc hién.

b) Xay dung cdc loai ké hoach (dai han, trung
han, ngdn han) vé phat trién PNVCHCGD dép img
yéu cau PMGD

bay la viéc rat quan trong, thé hién tdm nhin
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ctia hiéu trudng trong viéc phat trién PNVCHCGD
dap ung quy md phét trién cta nha truong. Trén
co sO cac van ban chi dao tu cép trén va thuc trang
DNVCHCGD, nhu ciu cua nha truong dé tinh toan
can phai bo sung bao nhiéu VCHC & timg vi tri
chuyén mén cho hop 1y; can c6 nhiing giai phap nao
dé nang cao chét luong PNVCHCGD.

¢) Xdc dinh phwong thirc phat trien PNVCHCGD
dii vé s6 lwong theo thuc trang

S6 lugng VCHC c6 thé c6 su bién dong ¢ timg
thoi diém do nghi huu, thuyén chuyén cong tac, thoi
viéc,... Do véy, hang nam, nha truong cén can cir
vao phat trién quy mo, su bién dong nay dé xay dung
ké hoach bd sung vién chtrc hop 1y, dam bao dap tmg
nhu cu phuc vy va trg giup cho cong tac QLGD.

d) Xac dinh phwong thike phat trien PNVCHCGD
dat chat luwong theo thuc trang

Qua moi giai doan thyc hién quy hoach, can ¢o
danh gia, rat kinh nghiém trong cong tac to chirc
thue hién. Bat ki mot hoat dong quy hoach nao ciing
can xem xét dén diéu kién thuc hién nhu nhan luc,
vt lyc, tai luc. .. Day 1a yéu td quyét dinh trong thuc
hién quy hoach phat trién PNVCHCGD dép tng yéu
cau PMGD.

2.2.2. Cong tic tuyén dung PNVCHCGD ddp iing
yéu cau PMGD

Tuyén dung nhén vién 1a qua trinh chiéu mg va
lua chon nhan vién dé phan bd vao cac vi tri cong
viéc tréng hién tai va tuong lai ctia t chire, cac hoat
dong nay bao gdm: phan tich va thiét ké vi tri cong
viéc, lap Ké hoach/quy hoach phat trién NNL, thong
bao tuyén dung va cudi cing 1a Iya chon nhén vién
phut hop thong qua cac hoat dong phong vén, kiém
tra chuyén mén, thir viéc... Tuyén dung vién chirc
hanh chinh gido duc ngoai dam bao cac quy dinh cua
phap luat vé tuyén dung vién chirc, cin dam bao cac
hoat dong:

a) Xdac dinh tiéu chi tuyén dung DNVCHCGD

Ngoai nhitng quy dinh chung vé diéu kién ding
ki dy tuyén vién chirc da trinh bay ¢ trén, dé dap mg
dugc yéu ciu PMGD, khi tién hanh hoat dong tuyén
dung VCHC can dit ra cac tiéu chi vé nang lyc va
pham chét trong diéu kién dang ki du tuyén, cu thé 1a
cac tiéu chi vé pham chit, ning luc; k§ ning va yéu
cau trinh d6 dwoc quy dinh theo tiéu chi tuyén dung
cua tung truong.

Nha truong cin xac dinh tiéu chi tuyén dung
DNVCHCGD rd rang dbi véi timg vi tri cu thé, phai
minh bach dong thoi phai tinh dén kha ning st dung
t6i da nang lyc ciia VCHC dugc tuyén.
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b) Thuc hién quy trinh tuyén dung céng khai,
khach quan theo tiéu chi da duoc xdc dinh

Can cr vao tinh hinh thuc té, mdi co s giao duc
n6i chung va co s6 GDPH ndi riéng can xdy dung
quy trinh tuyén dung pht hop. Qua trinh tuyén dung
phai tuan thi cac quy dinh vé thi tuyén ctia nha truong
dé ra. Ddi voi nhitng VCHC da ¢6 kinh nghiém lam
viéc, hidu truong can tham khao ¥ kién ciia nhiing
nha quan 1y trudc hodc nhiing nguoi da cung cong
tac chung véi VCHC dé tim hiéu thém vé ning luc
va qua trlnh cong tac cua VCHC, két hop véi viée
phong vén tryc tiép va kiém tra nang lyc chuyén mén
trong qua trinh tuyén chon. Pdi véi nhing VCHC
chua c¢6 kinh nghiém lam viéc trude do, hiéu truong
tham khéo céc loai vin bang chuyén mon, cac danh
gid tir co s6 ddo tao ngudi du tuyén; xay dung cac hé
thdng cau hoi, tinh hudng dé tim hiéu kha ning va
pham chét cia VCHC.

c) Tién hanh thir viéc VCHC sau khi dugc tuyén
dung theo quy dinh

Nghi dinh 29/2012 cta Chinh phu quy dinh:
“Ngudi tring tuyén vién chtrc phai thuc hién ché
do tap sy dé lam quen voi méi truong cong tac,
tap lam nhiing cong viéc cia vi tri viéc lam dugc
tuyén dung”. Qua trinh “thir viéc” s& gitp ban than
VCHC c6 diéu kién trai nghiém thyc té nhimg kién
thttc chuyén mon da dugce trang bi. VCHC duogc hoc
ho6i thém kinh nghiém ciia cac dong nghiép, ciia nha
quan 1y dé bdi dudng thém ning luc chuyén mén.

d) Quyét dinh tiép nhin VCHC chinh thirc sau
khi thir viéc

Hoat dong nay lién quan dén viéc tién hanh cong
vigc trong t6 chirc cta nha truong. Viéc quyét dinh
tiép nhan VCHC ding dén s& mang lai sy phat trién
lau dai, giup nha truong dat dugc muc tiu trong
chién luoc phat trien PNVCHCGD dép mg yéu cau
DPMGD.
2.2.3. Cong tac su dung DNVCHCGD dap vung yéu
cau PMGD

Str dung DPNVCHCGD 1a viéc sip xép, bb tri,
dé bat VCHC vao cac nhiém vy, chtc danh cu thé
(chuyén vién, can sy, nhan vién) nham phat huy tdi
da kha nang hién c6 ciia VCHC dé hoan thanh muc
tiéu chién luoc phat trién DPNVCHCGD. Sir dung
VCHC dat hiéu qua khi VCHC duoc phan cong
nhiém vy phu hop véi ning luc, phdm chat. Str dung
DNVCHCGD bao gom:

a) Phdan cong nhiém vu phu hop voi nang luc
chuyén mon ciua VCHC

b) Xdy dung cdc méi quan hé cong viée giita cdc
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cd nhdan VCHC va voi cdc bo phdn

¢) Khai thac NNL t6i da
2.2.4. Pao tao, boi dwdng PNVCHCGD ddp iing yéu
cau PMGD: 1a mot hoat dong gido duc c6 ¥ nghia
vO cling quan trong, gin lién v&i quan diém hoc tap
thuong xuyén, hoc tép subt doi. Muc tiéu cua hoat
dong boi dudng 1a lam tang thém trinh d9, k¥ ning,
pham chat hién c6 cia DPNVCHCGD dé dép tng cac
yéu cau dit ra trong bbi canh doi méi.

Dé phat trién DPNVCHCGD dap ung yéu ciu
PMGD, PTBD VCHC bao gom:

a) Xac dinh muc tiéu dao tao, boi dwong cu
thé: Muc tiéu PTBD c¢6 ba tiéu chuén can dat cua
DNVCHCGD:

- Tiéu chuan vé phé"im chét, nang lyc cia VCHC,;

- Tiéu chudn vé cac k¥ ning cia VCHC;

- Tiéu chuén vé trinh d6 ctia VCHC.

b) Xay dung ké hoach PTBD

Pé thyc hién muc tiéu DTBD, hi¢u truong can
xay dung ké hoach DTBD phu hop véi diéu kién va
tinh hinh thyc t& cta nha trudong. Hiéu truong can
phan cép quan 1y dé DTBD dat hiéu qué cao.

Trén co s& phan tich muc tiéu DTBD
DNVCHCGD dép tng yéu ciu PMGD, c6 thé xac
dinh ké hoach DPTBD gém céc loai ké hoach nhu sau:

- Ké hoach PTBD phém chét, nang luc cla
VCHC,;

- Ké hoach BTBD k¥ ning cia VCHC;

- Ké hoach DTBD trinh d6 ciia VCHC.

¢) Té chirc PTBD VCHC: DPTBD PNVCHCGD
duoc thue hién theo cac ké hoach da duoc trinh bay
nhu trén, phai ddm bao dung quy dinh, quy trinh theo
Théng tu s& 19/2014/TT-BNV vé Quy dinh, huéng
dan cong tac PTBD vién chic.

Nha truong can t6 chic cac hoat dong DTBD
nang luc, phé”im chét; ky nang; trinh d6 cua VCHC
v6i hinh thirc phong phii, ndi dung da dang, tao diéu
kién cho VCHC hoat dong va trai nghiém mot cach
tich cuec.

d) Boi dwing kha nang vmg dung CNTT cho
PNVCHCGD:Mot trong nhiing yéu cau dit ra cho
VCHC trong thoi ki d6i méi hién nay chinh 1 ung
dung cong CNTT. Thoi dai khoa hoc — cong nghé da
mo ra cho cac nganh néi chung va nganh GD&DT
noéi riéng nhiing thach thuc vé viéc tiép nhan, van
hanh cac thiét bi k¥ thuat.

2.2.5. Panh gia PNVCHCGD ddp vmg yéu cau
DMGD

a. Panh giad DPNVCHCGD: 1a mot khau khong thé

thiéu trong qua trinh quan 1y, danh gia VCHC la viéc
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dua ra nhiing két luan nhan dinh, phan xét vé trinh do,
nang lyc, pham chat,... cia VCHC. Quy trinh danh
gia VCHC dugc quy dinh tai Nghi dinh $6 56/2015/
ND-CP vé danh gia va phan loai can b9, cong churc,
vién chirc va Nghi dinh s6 88/2017/NB-CP sira doi
bd sung mot sb didu cia Nghi dinh 56/2015/ND-CP.
Panh gia DPNVCHCGD can danh gid dua vao cac
ndi dung danh gia va phan loai danh gia tai Chuong
I11. Tuyén dung, st dung vién chiic, Muc 6. Danh gia
vién chirc cuia Luat vién chirc (2010) gém cac budc:

1. Quan ly qué trinh VCHC tu danh gia theo
Chuén danh gia va phan loai vién chirc;

2. Quaén ly qua trinh don vi danh gid VCHC theo
Chuan danh gia va phan loai vién chic;

3. Hiéu truéng danh gia VCHC theo Chuén danh
gi4 va phan loai vién chuc;

4. Thong bao va ling nghe y kién phan hoi tir
VCHC;

5. Bao cao két qua danh gia, xép loai vién chirc
v6i cép trén.

b. Panh gid¢ DPNVCHCGD ddap img yéu cau
DPMGD

Trén co sé cac pham chat, ning luc, ki ning,
trinh d6 cia PNVCHCGD dap ung yéu ciu PMGD
da dugc xay dyng, trong qua trinh danh gia, Hiéu
trlrorng phai xdy dyng thém céc tiéu chuan vé pham
chat, nang luc va k§ ning, trinh d6 cia VCHC ngoai
cac ndi dung danh gia va phan loai danh gia theo quy
dinh.
3. Két ludn

Phat trién DPNVCHCGD ¢ truong dai hoc la
mot nhiém vu quan trong, can dugc quan tam, dau
tu ding muc. Phat trién doi ngil ndy can c6 su phdi
hop chat ch€ gilra cac co quan quéan ly nha nudc, cac
truong dai hoc va cac td chirc, ca nhan c6 lién quan,
nham dap ung yéu cdu DPMGD hién nay ciing nhu
g6p phan vao su phat trién ciia xa hoi va déat nudc.
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