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PGS, TSKH Bui Loan Thuy - ThS. Le Hong Hue 

TrUdng DHKHXH&NV- DHQG TPHCM 

T
O chUc lao ddng khoa hpc ludn ludn dem 
lai hieu qua Idn ddi vdi toan bd hoat ddng 
ciia bat ky mdt thU vien nao. Tai Viet Nam, 

cdng tac nay cang ed y nghTa quan trpng hPn khi 
thu vien dUde coi la ddn vj sU nghiep cd thu. 
Trong bdi canh thU vien cac trUdng dai hpc ngay 
cang dUde dau tU phat trien, Idn manh ve mpi 
ngudn IUc, Ung dyng manh me eac thanh tUu 
khoa hpc edng nghe, ed rat nhieu van de dat ra 
phai giai quyet trong hoat ddng td chUc lao ddng 
khoa hpc, trong dd cd cdng tac djnh mUc lao 
ddng. 

Cong tac djnh mu'c lao dong kha phffc tap 
vi thUe chat day la sU tap hpp mdt chudi cac cdng 
viec lien quan chat che den nhau nhU xay dUng, 
xet duyet, ban hanh ap dyng, quan ly thUe hien 
va sUa ddi cac dinh mUe lao ddng. Lanh dao thU 
vien phai biet rd can bao nhieu sd IUdng lao ddng 
va chat lupng lao ddng nhU the nao de hoan 
thanh mdt san pha'm hay mdt khdi IUdng cdng 
viec. Ndi mdt each khae, lanh dao thU vien phai 
biet rd IUdng lao ddng hao phi d\idc quy djnh la 
bao nhieu de cd the hoan thanh mdt dPn vj san 
pham (hoac mdt khdi IUdng cdng viec) dung theo 
tieu chuan chat lUpng, trong nhffng dieu kien td 
chffc - ky thuat nhat djnh, phii hpp vdi dac die'm, 
hoan canh rieng ve cac ngudn IUc ciia thU vien 
minh. 

La 1 trong 5 ndi dung ciia to chffc lao dpng 

khoa hpc, cdng tac djnh mffe lao ddng cd vai trd, 
tae dyng Idn trong viec nang cao nang suat lao 
ddng va hieu qua phyc vy eiia thff vien. Djnh mUe 
lao ddng giiip lanh dao thff vien biet dffpc thdi 
gian can thiet de hoan thanh mdt tien trinh, mdt 
chu trinh, mdt qua trinh, mdt cdng viec cy the 
nao do ciia thff vien. Neu djnh mffe lao ddng 
dupc xay dUng tren cd sd khoa hpc, lanh dao thU 
vien cd cd sd thUc hien hieu qua cac chUc nang 
cP ban ciia quan ly nhU hoach djnh, td chUe, dieu 
khie'n - chi huy, giam sat, kie'm tra. 

Trong thUc t i ln, djnh mUc lao ddng dUpe bleu 
hien dUdi cac dang djnh mUc thdi gian, djnh mffe 
san lupng, djnh mUc phuc vy, djnh mUc quan ly, 
djnh mUc tUdng quan va djnh mUc bien che. 

Odi vdi hoat ddng thdng tin - thU vien, mCtc 
thdi gian la lupng tieu hao thdi gian dUdc qui 
dinh de mdt chuyen vien, nhan vien nghiep vy 
hoac mdt nhdm chuyen vien, nhan vien hoan 
thanh mdt ddn vj khdi lUpng edng viec trong cac 
dieu kien td chUe - ky thuat nhat djnh. Vi du: trie'n 
lam tai lieu, hdi nghi ban dpc, hUdng din sUdyng 
thu vien, bd sung tai lieu, bien soan thU myc, 
bien soan td'ng myc lyc,... MUc thdi gian dUde sU 
dung khi hoan thanh mdt cdng viec phai mat 
hang gid. 

Mu'c san lu'dng (hay cdn gpi la Mffe sd 
Iffpng/Mffc hieu suat) ia khdi Iffpng cdng viec do 
mpt chuyen vien hay mpt nhdm chuyen vien cd 
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trlnh dp nghiep vy thich hpp hoan thanh trong 
mdt dPn vj thdi gian (phut, gid hay ngay lam 
viec), trong cac dieu kien td chffc - ky thuat nhat 
dinh. Vi dy cac khau xff ly tai lieu ve hinh thffc va 
ndi dung nhUdang ky tai lieu, ddng dau, ddng sd, 
bien myc, dan nhan, dan ma vach, tdm tat ndi 
dung, dan giai tai lieu v.v... 

SU bien ddng ciia mUc thdi gian hay mffe san 
lupng phy thudc vao nhffng dieu kien, hoan canh 
cy the, trinh dp td chUc lao ddng khoa hpc, trinh 
dp lanh nghe va phUPng phap lam viec cua 
chuyen vien, nhan vien trong tUng thU vien. 

Mule phuc vu la sd IUdng may mdc, thiet bj, 
sd lupng ngUdi ma mdt chuyen vien hoac mdt 
nhdm chuyen vien, nhan vien nghiep vy cd trinh 
dp thich Ung phai phuc vy trong cac dieu kien cy 
the. Cac mUc phuc vy thUdng dUpc xay dUng cho 
cac khau: phyc vu ban dpc, dao tao ngUdi diing 
tin, thuc hien cac djch vy thdng tin,... hoac mUc 
phyc vy xae djnh ro mdt chuyen vien thU vien 
phai phyc vy tai lieu cho bao nhieu ngUdi sU dyng 
thu vien, sd lUpng tai lieu dUpc cho mUpn trong 
mpt khoang thdi gian xae dinh (ngay, thang, quy, 
hpc ky, nam...). 

Mffe phyc vu thffdng dffpc xae dinh tren cP sd 
mUc thdi gian phyc vy. MUc thdi gian phyc vy la 
dai lupng thdi gian qui djnh de thUc hien mdt dPn 
vj phyc vu trong nhffng dieu kien td chffc ky thuat 
nhat dinh. MUc phyc vy dUpc xay dUng de giao 
eho nhffng chuyen vien, nhan vien phyc vy ma 
ket qua khdng do dUpc bang nhffng dPn vj do ciia 
mffe san Iffpng. 

Mdc quan ly la sd lUpng ngUdi lao ddng ma 
giam ddc thU vien vdi trinh dp chuyen mdn 
nghiep vy va nang IUc thich hpp phai lanh dao, 
quan ly trong cae dieu kien td chUe ky thuat nhat 
djnh. 

Mu'c bien c/ie'(hay cdn gpi la mUc dinh bien) 
la sd lupng ngUdi lao ddng cd trinh dp nghiep vy 
thich hpp dUdc qui djnh chat che de thUc hien 
mdt khdi lUpng cdng viec cu the, trong nhffng 
dieu kien td chUc ky thuat nhat dinh. Vi dy: 
Phdng nghiep vy, phdng dpc, phdng mUpn can 
bao nhieu chuyen vien, nhan vien de thUc hien 
cac cdng viec dUpc quy djnh trong chUc nang va 

nhiem vy ciia timg phdng. 

MUc tu'dng quan la sd chuyen vien, nhan 
vien CO trinh dp nghiep vy nay hay trinh dp 
nghiep vy khae hoac chffc vy nay hay chUe vy 
khae can phai phii hpp vdi mdt chuyen vien/nhan 
vien cd trinh dp nghiep vu khae hoac chffc vy 
khae trong dieu kien td chUc ky thuat nhat djnh. 
Vi dy: mUc tUPng quan giffa ThU vien vien chinh 
vdi ThU vien vien cd the dUpe bieu hien bang sd 
IUdng Thu vien vien can phai cd so vdi mdt ThU 
vien vien chinh; hoac mffe tffdng quan giffa sd 
Iffpng chuyen vien/nhan vien edng nghe thdng tin 
can phai cd so vdi sd Iffdng chuyen vien, nhan 
vien thUvien,... 

Cdng tae djnh mUc lao ddng ddi vdi chuyen 
vien/nhan vien ky thuat kha phffc tap. Mudn djnh 
mUc chinh xae ddi hdi ngUdi lam djnh mffe phai 
cd trinh dp nghiep vy vffng chac, phai am hie'u va 
cd kinh nghiem trong eac edng viee dffpc djnh 
mffe. Do cdng tac djnh mUc lao ddng cd quan he 
trUe tiep den quyen Ipi ciia chuyen vien, nhan 
vien nghiep vy nen khi djnh mffe, viee quan trpng 
la can lam tdt cdng tac tff tffdng cho dpi ngu nhan 
sU vdi sU tham gia va hd trp cua lanh dao, dai 
dien cdng doan de edng tae dinh mffe lao ddng 
dat hieu qua eao nhat. 

Do lao ddng ciia chuyen vien/nhan vien ky 
thuat la qua trinh lao ddng tri dc, khd theo ddi va 
do trffe tiep ehi bang phffdng phap djnh Iffpng 
nen khi lam djnh mffe can phai xet den tinh chat 
va ndi dung da dang eiia cae cdng viec khdng deu 
nhau va eae giai doan thUc hien cdng viec dd; can 
xet den cac ket qua dat dupe ehU khdng dPn gian 
ehi la hao phi lao ddng ciia chuyen vien/nhan vien 
ky thuat. 

Cai tien cdng tac djnh mUc lao ddng trong cac 
khau cdng tac tai cac thU vien da cd djnh mUc va 
xay dung dinh mUc mdi tai eac thU vien chUa cd 
dinh mUc trong dieu kien dac thii ciia tffng thff 
vien dai hpc la mpt cdng viec tdn kha nhieu edng 
sffe va thdi gian vi phai tien hanh viec do dem cy 
the trong mpt khoang thdi gian nhat dinh, lam 
anh hffdng trUc tiep den cdng viec tac nghiep cua 
chuyen vien, nhan vien ciia tffng bd phan 

Hien nay, mdt sd lanh dao thu vien dai hoc 
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chUa that sU quan tam dau tU cdng sUc va thdi 
gian vao cdng tac djnh mUc lao ddng. Day la mdt 
trong nhffng nguyen nhan lam cho viec phan loai, 
danh gia nang IUc, ky nang ciia can bp quan ly ve 
dpi ngu chuyen vien, nhan vien trong thU vien 
edn nghieng ve cam tinh, dac biet trong nhffng 
trffdng hpp y thffc tff giac lao ddng ciia nhieu 
chuyen vien, nhan vien chffa cao, chi cham ehi 
lam viec lue cd mat thii trffdng. 

Trong thff vien dai hpc cd rat nhieu cdng viec 
can djnh mUc va d l dang djnh mUc, nhat la cae 
khau xU ly ky thuat trong tien trinh edng tac 
nghiep vu. Khi xay dUng dinh mUc quy trinh xU ly 
ky thuat eiia thU vien can phan tich cac loai thdi 

gian hao phi, nguyen nhan hao phi vi vay nen sff 

dyng cae phffdng phap eua nghiep vy djnh mffe 

lao ddng nhff phUdng phap chyp anh ngay lam 

viee trong khoang thdi gian ca hoac ngay lam 

viec, phUPng phap tU chyp anh ngay lam viee, 

phudng phap bam gid eae bUde cdng viec. Cd the 

minh chffng bang mdt vai vi du sau. 

Vi dy 1: Thff vien Dai hpc KHXH&NV - DHQG 

TPHCM tu xay dUng djnh mffe bang each ap dyng 

phffPng phap chyp anh ngay lam viec. Trong 

Phich anh ca lam viee bud'i ehieu ciia mdt chuyen 

vien cd tham nien cdng tac 3 nam ve xU ly thii 

cdng the hien cae ket qua sau: > 'Y .̂b'' 

Hp va ten: Nguyen Thj HUdng 

ChUc danh: Chuyen vien 

Ngay theo ddi: 16/12/2009 

Bat dau theo ddi: 13h00 

PHICH ANH CA LAM VIEC 

^m-
Phdng: Nghiep vy 

Ket thuc theo ddi: 17h00 

Thdi gian 

theo doi 
13h00 

13h05' 

13hl9' 

14hl5' 

14hl9' 

14h45' 

14h54 

15h09' 

15hl5' 

15h25' 

15h30 

15h56' 

16h56' 

17h00' 

Cong viec theo doi 

Chuan bi ndi lam viec 

Chuan bi dung cu ddng dau, ddng so 

Bdng dau, ddng so 

Them myc vao dau 

Bdng dau, ddng so 

Them mUc vao dau, ddi day sd BKCB 

Bdng dau, ddng so 

Bi ve sinh 

Chuan bi in ma vach 

In ma vach 

Cat ma vach 

Dan ma vach cho sach 

Dpn dep ndi lam viec 

Ket thuc ngay lam viec 

Ddn vj 

tinh 

Cudn 

Cuon 

Cuon 

Cai 

Cudn 

Ddn v[ 

hoan thanh 

209 

65 

53 

327 

327 

Thdi gian 

(phut) 
5 

14 

56 

4 

26 

9 

15 

6 

10 

5 

26 

60 

4 

Ky hieu 

Tck 

Tck 

Ttn 

Tpv 

Ttn 

Tpv 

Ttn 

Tnn 

Tpv 

Ttn 

Ttn 

Ttn 

Tck 

Chu 

thich 

* Chu thich: 

Tjl^ = l̂ liic thdi gian chuan ket (la thdi gian ngu'di lao dpng chuan bi phu'dng tien de bat tay vao lam viec va thdi gian 
chuan bj ket thuc cong viec) ; 

Ttn = Thdl gian tac nghiep (la thdi gian tn/c tiep hoan thanh bu'dc cong viec va du'dc lap di lap lai cho timg san pham) 

Tpv = Thdi gian phuc vu (la thdi gian cung u'ng vat tu', trong coi may moc dam bao ndi lam viec hoat dpng lien tuc, 
mu'dn sach tra cUu, cac tai lieu can thiet khae) 

Tpn = Thdi gian nghi ngdi, giai quyet nhu cau tU nhien (di ve sinh, an cdm, uong nudc...). 
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Bang tdng ket cd dUpc sau khi phan tich phieu anh ca lam viec ciia chuyen vien nay la: 

Loai thdi gian 

Thdi gian lam cong viec chinh 

Thdi gian lam cdng viec phu trd 

Thdi gian chuan bj - ket thiic 

Thdi gian nghi ngdi hdp ly 

Toan bp thdi gian ca lam viec 

Phut 

188 

37 

9 

6 

240 

% tdng thdi gian 

78,3 

15,4 

3,8 

2,5 

100 

So lieu tren cho thay thdi gian lam cdng viec 

phy trp trong ca lam viec nay chii yeu la hao phi 

thdi gian cho viec chuan bj dyng cy ddng dau, 

ddng sd, thdi gian chuan bj cho viec in ma vach. 

Nguyen nhan thdi gian hao phi nay cao la do 

dyng cy ddng dau, ddng sd khdng cdn mdi, viee 

tra mUc va chinh day sd mat kha nhieu thdi gian; 

may in trong phdng nghiep vy lai het mUc nen 

viee in ma vach phai thffc hien d phdng khae. 
Thdi gian hao phi nay cd the dffdc khae phyc mdt 
each triet de nham giam thdi gian lam viec phu 
xudng mffe thap nhat. Viec quan sat ca lam viee 
cung cho thay chuyen vien ndi tren tap trung cho 
edng viec, khdng lang phi thdi gian vd ich. 

Vi dy 2: Phich anh ea lam viee ve djnh mffe xU 
ly ky thuat ban dien tff luan van/luan an: 

Hp va ten: An Thj Thanh Tam 

Chffc danh: Chuyen vien 

Ngay theo ddi: 17/12/2009 

Bat dau theo ddi: 8h00 

PHICH ANH CA LAI^ VIEC 

Phdng: Nghiep vy 

STT 

1 

2 

3 

4 

TEN CONG VIEC 

Chep file tir CDROM vao 6 cUng 

Kiem tra chat IUdng file: djnh dang file, font chu',... (khdng chinh sUa file loi) 

Tim va xuat file ISO2709, Bong bp file, Nhap file ISO2709, hoan chinh bieu 

ghi tai lieu dien tU va tai lieu giay. 

Kiem tra bieu ghi va xem file toan van qua giao dien OPAC 

BON VI 

TINH 

01 file 

01 file 

01 file 

01 file 

tHOI GIAN 

(Phut) 

1,67' 

01 file 

5' 

2' 

Ghi chu: Thdi gian kiem tra chat lu'dng file khdng bao gom thdi gian xU ly file bi loi font, loi format 

Ngoai ra cae thff vien cd the tham khao cac 

djnh mffe xff ly ky thuat da cd ciia mdt sd thff vien 

Dai hpc nhff TTTT-TV DHQG Ha Ndi, TTTT-TV DH 

Van hda Ha Ndi, Thff vien OH Luat TP.HCM... rdi 

can eff vao dac thii cua thff vien minh de xay 

dffng dinh mffe. Vi dy: Ojnh mffe xff ly ky thuat 

tai lieu tai Trung tam thdng tin thff vien Trffdng 

Oai hpc Van hda Ha Ndi nhff sau: 

TEN CONG VIEC 

Bdng dau len cac tai lieu 

- Bdng dau len sach 

- Bdng dau len bao tap chi 

BON VI 

TINH 

1 ban 

1 ban 

1 so 

BINH MU'C 
THOI GIAN 
THl/C HIEN 
CONG VIEC 

0,4' 

0,5' 

0,2' 

GIAI TRINH 

Bo dong ho 

i 
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A. Tai lieu tieng Viet 
a. Mo ta tren phieu truyen thong 

Kiem tra cac xuat ban pham nhap ve vdi 
muc luc xem cd ban triing khdng 
Lap phieu md ta chinh cho cac tai lieu 

Phan loai tai lieu 

Lap ky hieu tac gia / Ten sach 

Lap phieu md ta bo sung cho cac tai lieu 

Lap cac phieu chi chd 

Chinh ly md ta thU muc cac tai lieu tren phieu 
b. !^6 ta cho may tinh (lap td khai) 

Kiem tra cac xuat ban pham vdi CSDL xem cd 
triing ban khdng 

Lap tdm tat 

Lap td khai khong cd tdm tat 

Nhap dff lieu vao may tinh 

- Td khai cd tdm tat 

- Td khai khdng cd tdm tat 

Hieu dinh: 

- Tren td khai 

- Bieu ghi (trong CSDL) 

In phieu, cat, ep va due 16 

B. Tai lieu tieng nWdc ngoai 

a. Mo ta tren phieu truyen thong 

Kiem tra cac xuat ban pham nhap ve vdi 
muc luc xem cd ban triing khdng 
Lap phieu md ta chinh cho cac tai lieu 
Phan loai tai lieu 

Lap ky hieu tac gia / Ten sach 

Lap phieu md ta bd sung cho cac tai lieu 

Lap cac phieu chi cho 

Chinh ly md ta thU muc cac tai lieu tren phieu 

b. Mo ta cho may tfnh (lap td l<hai) 

Kiem tra cac xuat ban pha'm vdi CSDL xem 
cd triing ban khong 

Lap tdm tat 

Lap td khai khdng cd tdm tat 

Hieu dinh: 

- Tren td khai 

- Bieu ghi (CSDL) 

In phieu, cat, ep va due lo 

Viet ky hieu xep gia len nhan 

Dan nhan ky hieu xep gia. 

Dan bang keo len nhan 

1 ten TL 

1 ten TL 

1 ten TL 

1 ten TL 

1 ten TL 

1 phieu 

1 phieu 

1 ten TL 

1 ten TL 

1 ten TL 

l t d 

l t d 

l t d 

1 bieu 

1 ten TL 

1 ten TL 

1 ten TL 
1 ten TL 

1 ten TL 

1 ten TL 

1 phieu 

1 phieu 

1 ten TL 

I t l 

I t l 

l t d 

1 bieu 

1 ten TL 

1 nhan 

1 nhan 

1 nhan 

5' 

5' 

9' 

1' 

3' 

2' 

1' 

3' 

9' 

5' 

6' 

4' 

5' 

3' 

3' 

3' 

10' 
20' 

2' 

7' 

5' 

2' 

3' 

30' 

15' 

4' 

3' 

3' 

0,4' 

0,1' 

0,2' 

VUa tra tim tren he thdng phich muc luc 
cdng vu vira tra tim tin tren may 

Can cU vao phieu md ta chinh, lap phieu md 
ta bo sung dd mat thdi gian hdn 
Do thdng tin ngan gpn 

Md CSDL, tim xem cd triing ten tai lieu, ten 
tac gia, nam xuat ban, nha xuat ban khdng? 

Do lam tdm tat ngan gpn chi tren dUdi 50 tU 

Khi nhap, tim bie'u ghi da nhap cd thdng tin 
ve ten tac gia hoac ten tai lieu triing vdi td 
khai sap nhap, tao ban sao bieu ghi, khi 
nhap chi phai chinh mdt so trUdng nen thao 
tac nhap nhanh hdn 

Trong luc hieu dinh cd the lay tai lieu cu the 
de sUa tir khda, tdm tat 

Soat tiitig trUdng, hieu dinh loi chinh ta, 
nhap sai trUdng, dau each. 

Don nhieu ten tai lieu cho 1 lan in phieu. Cac 
thao tac khdi ddng may, gpi bieu ghi can in, 
cat, ep, due lo 

...i... ' ; . •" .,.' ..... 

Do trinh dp ngoai ngu' cdn han che nen viec 
lap phieu md ta ehinh, md ta bd sung, lap ky 
hieu ten tac gia, phan loai, lap tdm tat, lap 
td khai khdng cd tdm tat, hieu dinh td khai, 
hieu dinh bieu ghi ciia ehung tdi edn eham, 
mat nhieu thdi gian 

Khdi dpng may tinh, danh ky hieu in nhan, 
in, eat - lam nhieu nhan mpt luc 

Dan nhieu nhan vao bang dinh, cat, dan vao 
gay sach nhieu eudn saeh mdt lue nen thao 
tae nhanh 
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Djnh mffe xff ly ky thuat ciia TV OHKT TRHCM, TV OH KHXH&NV (DHQG TPHCM), TV OH LUAT 
TPHCM the hien trong bang dUdi day 

STT 

1 

2 

3 

4 

5 

6 

7 

8 

9 

LOAI HINH TAI 
QEU 

Saeh tieng Viet 

Sach tieng Anh 

Sach tieng Hoa 

Sach tieng Nga 

Bao, tap ehi 

Bai tri'ch bao-
tap ehi 

Luan van, luan 
an ban giay 

Luan van, luan 
an ban dien tir 

Be tai nghien 
ciiu khoa hpe 
ban dien tir | 

DONVI 
TINH 

01 nhan de 

01 nhan de 

•. . i j . • • ' 

01 nhan de 

01 nhan de 

01 nhan de 

01 bai trich 

01 nhan de 

01 file 

01 file 

DINH MLTC CUA TV 
BHKT TP.HCM 

(Phut) 

8,17' (cd tdm tat) 

1,71' 

3,43' (khdng tdm tat) 

- 5,97' (cd tdm tat) 

- 3,97' (khdng tdm tat) 

24,56' (cd tinh thdi gian 
kiem tra, xir ly file) 

BINH Ml/C CUA TV BH 
KHXH&NV(BHQG 

TPHCM) 

(Phut) 
12,20' (neu cd bien muc 
khdi dau thi cdng them 2', 
khdng tdm tat) 

10,92' (khdng tdm tat) 

21,92' (khdng tdm tat) 

9,38 (khdng tdm tat) 

1,41' 

16,88' (khdng tdm tat) 

10' (khdng tinh thdi gian 
xU ly file bj loi) 

12' + thdi gian kiem tra 
va xU ly file. 

BINH Ml/C CUA TV BH 
LUAT TRHCM 

(Phut) 

- 35' (tai lieu chUa cd 
trong CSDL, cd tdm tat) 

- 10' (cap nhat tai lieu 
da cd dii' lieu bien muc) 

- 70' (tai lieu chi/a cd 
trong CSDL, cd tdm tat) 

- 10' (cap nhat tai lieu 
da cd dif lieu bien muc) 

Mudn cdng tac djnh mUc dat ket qua cao, lanh 
dao thUvien can: 

- Xay dUng hoac cap nhat, chinh sUa quy trinh 
nghiep vy cho khoa hpc va phii hpp nhait vdi tinh 
hinh CLia ddn vj minh ddng thdi phii hpp vdi tieu 
chuan chung ciia nganh thUvien Viet Nam va the 
gidi. 

- Phan cdng lao ddng theo hudng chuyen mdn 
hda. Odi vdi nhffng nhan sff bat budc phai kiem 
nhiem nhieu cdng viec thi se tien hanh khau trff 
thdi gian khi djnh mffe lao ddng. 

- Bd tri thdi gian va nhan sff thich hpp, chuan 
bj san sang cac dyng cy va bie'u mau can thiet de 
do thdi gian lam viec. 

- Tien hanh chyp anh ngay/ca lam viec tU 3 -
4 tuan de tinh dUpe cac loai thdi gian hao phi va 
nhffng lang phi khdng trdng thay mdt each tUdng 
ddi chinh xae. Trong giai doan chyp anh ngay/ca 

lam viee, chuyen vien djnh mffe cd the gdp y, dieu 

chinh, ho trp cho ddi tupng dang dUpc chup anh 

ngay lam viee de khae phyc cae lang phi thdi gian 

khdng cd ich trong qua trinh lao ddng nham lam 

eho ket qua djnh mUc dupe ehinh xae hdn. 

- Sau khi cd ket qua chyp anh thUc hien each 
tinh: Lay td'ng thdi gian cua cae TOM chia cho 
td'ng sdsan pham/cdng viec hoan thanh trong cac 
TOM de tinh dUpe thdi gian trung binh hoan 
thanh 01 san pham/cdng viec dat tieu chuan dat 
ra. 

- TrUdc khi ban hanh djnh mUc can trien khai 
ap dyng thi diem djnh mffe lao ddng trong mdt 
thdi gian ngan de rut kinh nghiem va dieu ehinh 
nhiing diem chUa hpp ly. Xem xet den yeu td 
tham nien cdng tac, trinh dp chuyen mdn eiia 
chuyen vien thU vien de quy djnh thdi gian dat 
djnh mffe da xay dUng. Sau dd. Ban Giam ddc thU 
vien ban hanh van ban quy djnh ap dyng djnh 
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mUc lao ddng vUa xay dUng, kem theo dd la cac 
hinh thffc khen thudng va xU ly thich hpp de viec 
ap dung djnh mUc dat hieu qua eao. 

Oe xay dUng, ap dyng va phat huy nhffng tac 
dung ciia djnh mffe lao ddng trong cac thff vien 
dai hpc, ddi hdi lanh dao cae thU vien phai nhan 
thffc dupe tam quan trpng ciia djnh mffe lao dpng 
va quyet tam xay dUng, ap dyng djnh mUc lao 
dpng tai ddn vj minh. Ben canh dd, ve mat quan 
ly nha nUdc Vy ThU vien can phdi hpp vdi Bd Giao 
due & Oao tao trong viee: 

- Ban hanh van ban chi dao viee xay dUng va 
ap dung djnh mUe lao ddng trung binh tien tien. 
Cd chinh sach ddng vien, khen thudng ddi vdi cac 
ddn vj thuc hien tdt va xU phat ddi vdi cac ddn vj 
thUe hien chUa tdt. 

- To ehUe eae Idp huan luyen xay dUng djnh 
mffe lao ddng cho eae thU vien. 

- Ojnh ky kiem tra van de xay dUng va ap 
dyng djnh mUc lao ddng tai cae thU vien. 

Ve ban chat, djnh mUc lao ddng tai cac thU 
vien khdng the tdn tai d'n dinh trong mdt thdi gian 
dai do qua trinh cdng nghe thay dd'i, viec Ung 
dyng eac phUdng tien ky thuat tU ddng se lam 
thay ddi cae djnh mUc. De tien tdi quan ly nhan 
vien theo cdng viec mdt each khoa hpc, dat nang 
suat, hieu qua cdng viec ien vi tri quan trpng 
nhat, cac thU vien dai hpc can cd ban md ta chi 

tiet cdng viec theo vj tri tffng chffc danh, quy 
dinh cy the vai trd, vj tri, yeu eau, nhiem vy, 
cdng viec cy the. Tren ed sd nay eai tien edng 
tae djnh mffe lao ddng, tff dd lam rd ket qua 
cdng viec can phai dat dffpc eua tffng vj tri edng 
viec trong thff vien mdt each ehinh xae. • ,. 

Tdm lai, djnh mffe lao ddng cd rat nhieu tae 
dyng quan trpng trong viec quan ly, danh gia 
chinh xae hieu suat lam viee eiia nhan vien. 
Lanh dao cae thff vien dai hpe can phai van 
dyng cdng cy nay mdt each hieu qua, khdng 
effng nhac, ap dat. Neu lam tdt edng tae djnh 
mffe lao ddng cac nhan vien se dffpc eung cap 
thdng tin phan hdi thffdng xuyen va cu the ve 
hieu suat edng viee eiia hp. Hp se biet hp dang 
vffdt trdi d die'm nao va diem nao ma hp can eai 
thien de cdng viec ngay cang dat hieu qua cao. 
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nhan dan, de viec dpc sach trd thanh mdt thdi 

quen ciia mpi ngUdi dan, tff dd cac gia tri van hoa 

ciia nhan loai va ciia dan tdc dUpc phd bien va 

tiep thu. 

Tff sff quan tam het sUc to Idn ciia Oang va 

Nha nffdc, cdng tac thU vien d nUdc ta da phat 

then kha manh trong sudt hPn 60 nam qua. Den 

lUdt minh, cac thU vien Viet Nam da cd nhffng 

ddng gdp to Idn cho sU nghiep ciia Dang trong 

nang cao dan tri, dao tao nhan IUc, bdi dUdng 

nhan tai, xay dUng nUdc ta ngay cang to dep hPn, 

van minh hPn. 

Bang Cpng san Viet Nam ngay khi ra ddi da rat 

quan tam tdi cong tac sach bao va thU vien. Bai viet 

cua hai tac gia da gidi thieu vdi ban dpc nhieu nghj 

quyet, chi thi cua Ban chap hanh Trung Udng ve 

cong tac thU vien. TU nhiJng luan diem cd ban cua 

Dang Cpng san Viet Nam ve cong tac thU vien, tac 

gia da neu ra mpt so quan diem chinh ciia Dang 

Cpng san Viet Nam ve cong tac thU vien nhU: ThU 

vien la cong cu cua Dang; To chUc thU vien la each 

sU dung sach bao tiet kiem nhat, hieu qua nhat; ThU 

vien phai phuc vu cho cac nhiem vu phat trien cua 

dat nudc, phat trien xa hpi, phat trien con ngUdi; 

Thu Vien phai giup hinh thanh thdi quen dpc sach va 

phong trao dpc sach trong nhan dan... Bong thdi, 

bai viet cung da neu dUdc dUdng loi nhat quan cua 

Bang Cpng san Viet Nam trong ITnh vUc thU vien 

xuat phat tU nhiJtig quan diem va chii tru'dng cua 

Dang. 

CPV paid attention to libraries since its founda

tion. The author introduced many revolutions and 

directions of the Central Steering Committee on 

library activities. From basic theoretical pionts of the 

Communist Party of Vietnam (CPV) on libraries, the 

authors pointed out some major view/ points of CPV 

on library activities such as: the library is a tool of 

CPV, organising libraries is how to use books and 

magazines in the most effective way, libraries must 

serve along with development objectives and human 

development of the country, libraries must support in 

establishment of reading habits of people, etc. The 

authors also introduced the consistent policy of CPV 

on library sector. 

XAY DlTNG D I N H MU'C... 
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7. Xay duhg djnh mQc xQly ky thuat cho cac thU 

vien dai hoc khoi nganh khoa hge xa hgi va nhan van 

tren dia ban thanh pho Ho Chf Minh / Le Hong Hue.-

Luan van thae sT bao ve thang 7/2010 tai trUdng 

OHKHXH&NV-DHQGTPHCM. 

Dinh mUc lao dpng la chia khda giup lanh dao 

thu vien quan ly, danh gia chinh xae hieu suat lam 

viec ciia nhan vien. Binh mUc lao dpng giup lanh 

dao thu vien biet dUdc thdi gian can thiet de hoan 

thanh mpt tien trinh, mpt chu trinh, mpt qua trtnh, 

mpt cong viec cu the nao dd ciia thU vien; la 1 trong 

5 npi dung ciia to chUc lao dpng khoa hpc, cong tac 

dinh mUc lao dpng cd vai trd, tac dung ldn trong 

viec nang cao nang suat lao dpng va hieu qua phyc 

vu ciia thu vien. Be lam ro hdn cac van de da neu 

tren, tac gia bai viet da cung cap tdi ban dpc nhutig 

khai niem cd ban ve cac dang dinh mifc; cac din 

chUng chUng minh viec thUc hien dinh mUc cong 

viec ciia can bp thu" vien trong cac khau; cac chi so 

phan tich phieu anh ca lam viec thUc te ciia mpt 

chuyen vien thU vien... d mpt so thU vien dai hpc tai 

Tp. Ho Chi Minh va Ha Npi. Qua do tac gia cung neu 

ra mpt so de xuat vdi cac ban nganh chUc nang ve 

cong tac dinh mUc lao dpng cho can bp thU vien dai 

hoc. 

Norm is the key to help library managers in man

aging and assessing staff productivity. Norm provide 

information on the time needed to complete a pro

cedure/process/task in library activities. Being one 

among 5 factors of work organisation, norm play an 

important role and has great effect on improving 

work productivity and effectiveness of library servic

es. To clarify those issues, the authors provided 

some basic principles on types of norm; some exam

ples on emplementing norms in library activities; 

and indicators which analise actual work of library 

professionals in some university libraries in Ho Chi 

Minh city. The authors provided some suggestions 

on norms for university library staff. 
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