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L.OI NOI PAU

Cung véi su phat trién cua xa hoi, vai tro cua ngudi thu
Ky trong cac van phong, co quan. to chic ciing ngay cang
tro nén chuyén mon hoa hon. Lao dong cua nguol thu ky
gop phan khong nho dam bao cho hoat dong quan ly cua
nguoi lanh dao va cdc hoat dong khac cua co quan, don vi
cO hiéu qua.
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Giao trinh “Nghiép vu thu ky” danh cho hé dao tao
Trung cap hanh chinh. Tap thé tac gia da c¢6 gang trinh bay
mot cach hé thong kién thic co ban vé nghiép vu thu ky,
dac biét la thu Ky van phong.

Cac van dé néu ra tuy con it nhiéu mang tinh dai
cuong, nhip mon vé nghé thu ky van phong, song cing c¢é
thé giup hoc vién c6 nhirng kién thuc ban dau va rén luyén
mot sO ky nang co ban vé nghé nghiép nay.

Mac du da co nhiéu ¢6 gang trong qua trinh bién soan,
song kho tranh khoi nhirng khiém khuyét, do vay Khoa
Vian ban va Cong nghé Hanh chinh cung tap thé tiac gia hy
vong sé nhan duoc su dong gép vy kién cia ban doc dé tiép
tuc hoan thién tap tai liéu nay

Ha Noi, thang 10 nam 2007
KHOA VAN BAN VA CONG NGHE HANH CHINH
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QUAN NIEM CHUNG VE NGHE THU KY

I. KHAI NIEM THU KY VA NGHE THU KY VAN
PHONG

1. Khai niém thu ky

Thu ky (Tiéng Anh Secretary) la mot tr duoc dung kha
pho bién trén thé gidr ciung nhu ¢ Viét Nam. Tuy nhién
trong thuc té, tur thu ky dugc dung va duoc hiéu véi nhiéu
nghia khac nhau:

- Thir nhar: Thu ky la nguot duoc giao lam cac cong
viéc lién quan dén van thu lién lac thu tin va thu tuc hanh
chinh ¢ van phong cia mot co quan, t6 chirc.

- Thit hai: Thu Ky la nguor duoc giao viec ghi chép
hoac soan thao nhirng van ban, gidy t& quan trong trong
mot cuoc hop hay hor nghi (thu ky cudéc hop, thu ky hoi
dong khoa hoc).

- Thir ba: Thu ky la nguor dar dién hoac duoc giao
nhiem vu diéu hanh cong viec hang ngay cua mot sO (0
chiic va doan thé (Tong thu ky hoi nha van).

- Thir tie: Thu ky la ngudt giap viéc cho nguoi lanh dao
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cao nhat cua mot co quan hoac mot nhan vat cap cao nao
do6 trong cac cong viéc vé gidy 10, giao thiép sap xép. chuan
b1 n61 dung cong viéc hang ngay.

- Thit nam: Thu ky la nguoi tro ly cua cac cap quan tri,
la nguoil nam vieng cac nghiép vu hanh chinh van phong, ¢o
kha nang chiu trach nhiérn ma khong cdn kiém tra truc tiép,
co 6c phan doan, sang kién va dua ra cac quyét dinh trong
pham vi quyén han ctia minh.

Mac du ¢6 nhiéu dinh nghia khac nhau, nhung du & vi
tri nao cong viéc cua nguoi thu ky cting luon luén gan lién
vol gidy tg, van ban, thong tin giao ti€p, hay noi cach khac
la nhitng cong viéc mang tinh chat hanh chinh (theo nghia
hep).

2. Vi tri cua nguoi thu ky van phong

Ngay nay, vdi su phat trién manh mé cua khoa hoc kV
thuat, cac trang thié€t bi van phong ngay cang d6i mdi theo
hudng ngay cang tién loi va hién dai. Vi tri cua van phong
ngay cang tro nén hét sic quan trong, c6 anh huong va tac
dong manh mé dén hoat dong va su phat trién cua cic co
quan, t6 chic va doanh nghiép.

Xuat phat tir nhirng nhiém vu va cong viéc cu thé ma
thu Ky thuong xuyén phai dam nhan, cung nhu dong gop
cua ho doéi vai hoat dong chung cua co quan. Chinh vi vay,
quan niém va nhan thie cua xa hdér né1 chung, cua nhing
nguoi lanh dao ndi riéng doi vai vi tri cta ngudi thu ky van
phong da co6 nhiéu thay déi voi nhitng diém chinh sau day:



- Tlhir nhat: Thu ky 1a nhirng ngudi gép phan bao dam
va cung cap thong tun Kip thoi, day du va chinh xac cho
hoat dong quan ly cua co quan va nguoi lanh dao.

Trong hoat dong quan ly noi chung khong thé thiéu
thong tin, néu khong co thong tin nguoi lanh dao, quan ly
khong thé ¢6 co s, can ci dé ban hanh cac quyét dinh
quan ly cua minh da duogc trién khai va thuc hién nhu thé
nao trong thuc té. Thu ky la nhirng ngudi giip co quan lanh
dao thu thap cac thong tin tir nhiéu nguén(thong qua su tiép
nhan va xu ly thong tin tir van ban, dién thoai, fax, telex...).
Viéc thu thap va xu ly thong tin ¢6 duoc day du, kip thoi va
chinh xac hay khong la phu thudéc vao hoat dong cua cac
thu ky. Do vay. nhin ¢ goc dé nay thi hoat dong thu ky ¢6
anh hudng rat dang ké toi cac quyét dinh quan ly cia co
quan.

- Thir hai: Thu Ky van phong la nhirng ngudi1 gop phan
bao dam cho hoat dong cua co quan, don vi va hoat dong
cua nguoi lanh dao duoc déu dan va thong sudt.

Pé hoat dong cua cac to chic, co quan thong suodt
nguoi lanh dao phai tién hanh hang loat cic hoat dong cu
thé: Hoi hop, dam phan, kiém tra, ra quyét dinh, giao tiép...
Nhirng hoat dong nay rat da dang, duogc tién hanh thuong
xuyén, lién tuc. Tham gia vao ciac hoat dong nay khong chi
nha quan Iy ma con ¢6 cac can bdo chuyén mon thudc nhiéu
don vi, nhiéu boé phan khac nhau.

Pé cac hoat dong nay dugc tién hanh thong sudt va déu
dan can phai co su sap xép va td chic diéu hanh moét cach



khoa hoc va hop ly. Do chinh la moét trong nhung chuc
nang ctua van phong do moét hoac nhiéu thu ky van phong
dam nhiém.

- Thir ba: Thu ky van phong (thu ky lanh dao) trong
mot chirng muc nao do, con la nguol tham muu, tu van cho
thu truong nhitng van dé co lién quan dén chirc nang nhiém
vu cua van phong.

Vi du, chdanh van phong théng bao cho thu truong biét
tinh hinh cac don vi trién khai thuc hién mot quyét dinh
nao do6 cua tha truong co quan, phan dnh nhitng vudng mac
ma cac don vi dang gap phai va dé xuit y kién thiao go.
Trén co so do, thu truong s€é nghién ciru va ra ciac quyét
dinh tiép theo cho phu hop. Hoac chanh van phong c¢6 thé
tham muu cho tha trudng trong viéc bo tri sap x€p noi lam
viéc cua cac bo phan trong co quan sao cho hop ly va hiéu
qua.

- Thir ne: Thu ky van phong la mat xich, néi lién va duy
tri cac mo1 quan hé cua co quan cing nhu cua nguoi lanh
dao.

Hoat dong cua co quan, to chiric luon gan lién vdi cdc
moi quan hé da chiéu: quan hé vdi1 cac co quan cap trén,
cap dudi, ngang cap; voi chinh quyén dia phuong; vdi cac
co quan to chiic bén ngoai, va cac ca nhan c6 lién quan...
cac moOi quan hé nay duogc tién hanh theo nhiéu phuong
thuc Khac nhau nhu: qua van ban, dién thoai, gap go truc
ti€p va trao doi, v.v. nhung du la dudi hinh thitc nao thi hau
nhu cic moi1 quan hé nay déu qua khau trung gian la cac
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thu ky van phong. Ho la nhirng nguoi truc tiép nhan va
chuyén giao van ban tir noi khac giri dén cho tha trudng va
cac bo phan trong co quan. Thong qua cong viéc, cac thu
ky van phong da gop phan quan trong vao viéc duy tri cac
mo1 quan hé da chiéu cua co quan. Thai do va phong cach
lam vicéc cua thu ky ¢6 thé gép phan tang cuong, md rong
cac moi quan hé do, nhung dong thoi cung ¢o thé gay anh
hudong theo chiéu nguoc lai.

- Thit nam: Trong mot chung muc nao do, thu ky con
la nguotr than can nhat dugc thu truong co quan tin cay.

3. Phan loai thu ky

3.1. Thu Ky héi nghi

Thu ky hor nghi la nguor duoc giao viéc ghi chép
nhung nd1 dung quan trong trong mot cudéc hop hay hoi
nghi: soan thao van ban. chuan bi nhirng giay to, tai liéu
can thiét phuc vu cho cudc hop, hoi nghi do.

Vi du: Thu ky Ho1 dong khoa hoc, thu ky Ho1 nghi
quoc gia vé chién luoc bao vé va cham soc tré em, thu ky
Hoi nghi cac quoc gia tiéu vung song Mékong v.v...

3.2. Thu ky van phong

Thu ky van phong la nhting nguot duoc giao dam nhéan
mot phan hoac toan bd cac cong viée hén quan td nhitng
linh vuc chuyén mon cua mot van phong nhu:

- Nghiép vu van thu: soan thao van ban, dang ky, quan



ly van ban, luu trir ho so tai liéu va to chic phuc vu viéc st
dung, khai thac van ban.

- Cong tac thong tin: thu thap. xu ly, luu trir va to chic
phuc vu viéc khai thac thong tin. lién lac thu tin.

- Cong tac giao ti€p, sap xép. to chuc cac cong viéc
hang ngay va mot sO thu tuc hanh chinh khiac ¢ van phong
clia co quan, to chiic.

Ngoai ra, nguoi ta ¢6 thé phan loai thu ky dua vao cac
tiéu chi khac nhau:

- Can cit vao cong viéc chuyén mon co thé chia thanh:
thu ky phu trich van thu; thu ky phu trach viéc tong hop
thong tin va soan thao van ban, thu ky ké toan, thu ky phu
trach thong tin lién lac (dién thoai. fax...), thu ky phu trach
vat tu, thiét bi van phong, v.v... Nhitng cong viéc nay co thé
giao cho nhiéu nguoi dam trach (doi voi nhirng co quan, t6
chuc Ion) hoac mot nguor phu trach tat ca (doi1 vér van
phong nho nhu van phong mot khoa cua mot truong dai
hoc).

- Can cit vao chiee trach dwoce giao, diuot goc do quan
[v phan thanh 2 loai:

+ Thu ky diéu hanh (gom chdnh, pho van phong o
nhing co quan I6n hoac truong. pho phong hanh chinh hay
hanh chinh tong hop & nhitng co quan vira va nho).

+ Thu ky chuyén moén (la nhung chuyén vién van
phong duoc giao dam nhian cong viéc cu thé nhu van thu,
ké todn, quan tri...).
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