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NANG CAO HIEU QUA CONG TAC HANH CHINH
TRONG TRUONG HQC GAN VOI CHUYEN POI SO

Nguyén B4 Tuyén
Phong T chirc hanh chinh Quin tri Truong Cao ding K¥ thuit va Cong nghé Ha Giang

Tom tit: Trong boi canh chuyén doi sé quoc gia d‘ang dién ra manh mé, nganh gido duc ciing dang tich cuwc dp dung
cdc cong nghé moi nham ndng cao hiéu qud quan Iy va chat lwong gido duc. Cong tac hanh chinh — b phén giir vai tro diéu
phoi va hé tro hoat déng chuyén mon — can dwoc doi méi dé thich iing véi yéu cau hién dai héa va tie chii ciia nha trieong.
Bai viét phan tich thue trang cong tac hanh chinh trong cdc co sé gido duc hién nay, chi ra nhitng thach thire trong qud
trinh chuyén doi s6 va dé xudt cdc giai phap ndng cao hiéu qud hanh chinh nha truong theo hwéng vmg dung cong nghé
thong tin, tinh gon bé may va chuyén nghiép hoa doi ngii.
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Abstract: Amid the nationwide digital transformation, the education sector is actively adopting new technologies to
improve both management efficiency and educational quality. As the coordinating and supporting component for academic
activities, school administration must be modernized to align with the increasing demands for institutional autonomy
and modernization. This article analyzes the current state of administrative work in educational institutions, identifies
challenges during the digital transformation process, and proposes solutions to enhance administrative efficiency. These
include the application of information technology, streamlining organizational structures, and professionalizing the
administrative workforce.
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I. PAT VAN PE

Chuyén ddi sb6 dang tré thanh xu thé tit yéu
trong moi linh vuc, trong d6 gido duc la mot trong
nhirng nganh duoc uvu tién hién dai héa nham dap
{rmg yéu cau phat trién bén virng. Theo dinh hudng
cua Chinh phu va Bo Gido duc va Pao tao, chuyén
dbi s trong nha truong khong chi dimg lai & viée
d61 méi phuong phap giang day ma con bao gdbm
ca viéc hi¢n dai hoa cong tac quan ly, trong do6 co
bd phan hanh chinh.

Cong tac hanh chinh trong nha truong gitr vai
trd nén tang, dam bao sy van hanh thong subt
cua cac hoat dong chuyén mon, tai chinh, nhan
su va hanh chinh — hau can. Tuy nhién, tai nhiéu
co so giao duc, cong tac ndy van con mang tinh
thu cong, thiéu Gng dung céng nghé thong tin,
dan dén hiéu qua chua cao, lang phi thoi gian va
nguén lyc. Trong bdi canh do, viéc nang cao hi¢u
qua hoat dong hanh chinh gin véi chuyén dbi sb
13 yéu cau cip thiét, gop phan tao nén tang cho
nha truong hién dai, minh bach va van hanh hi¢u
qua. Bai viét tp trung phan tich vai tro, thuc trang
va dé& xuit cac giai phap nham doi moi to chire
hanh chinh trong trudng hoc theo hudng sb hoa
va chuyén nghi¢p hoa.
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II. NOI DUNG NGHIEN CUU

2.1. Vai tro cua cong tic hanh chinh trong
truong hoc

*Quin Iy tong hop va diéu phdi hoat dong
ciia nha trwomg: B phan hanh chinh ddm nhiém
chirc ning quan 1y tong hop toan bo hoat dong
ctia nha trudng thong qua hé thong ké hoach, vin
ban, biéu miu, s6 sach va quy trinh lam viéc. Tir
viéc lap ké hoach nam hoc, diéu phéi nhan su, dén
td chuic cac cude hop, hoi thao, hoat dong doan
thé,... déu can co sy diéu phdi nhip nhang ctia doi
ngll hanh chinh. Pay la luc luong gitip Ban giam
hiéu nam bt thong tin nhanh chéng, chinh xac dé
dua ra cac quyét dinh pht hop véi thyc tién.

*H§ trg chuyén mén, gép phin ning cao
chit lwong day hoc: Cong tac hanh chinh khong
tryc tiép giang day nhung lai c6 anh huéng sau
sic dén hiéu qué day hoc. B) phan hanh chinh
dam bao viéc sap xép thoi khoa biéu, phan cong
chuyén mon, t6 chuc kiém tra dinh ky, quan 1y
diém s, hoc ba va cac dit liéu hoc sinh — gido
vién mot cach khoa hoc. Khi hanh chinh van
hanh tron tru, gido vién c6 thé tip trung vao
chuyén moén, hoc sinh dugc hoc tap trong moi
truong on dinh, hiéu qua.
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*Quén 1y va phat trién nguon nhan lye: To
chirc hanh chinh dong vai tro chu dao trong cong
tac quan 1y can b, giao vién va nhan vién: tir tuyén
dung, diéu dong, danh gia, bé nhiém dén ché do
tién lwong, bao hiém, thi dua — khen thuong, ky
luat. Viéc thyc hién dung quy trinh, cong bang,
minh bach va kip thoi s tao ra sy yén tam, gén
b6 va dong luc 1am viéc cho doi ngli nha truong.

*Quadn ly tai san, tai chinh va co sé vat chat:
Cong tac hanh chinh phuy trach kiém ke, lap ké
hoach mua sdm, béo tri, stra chita trang thiét bi, co
sO vat chat phuc vu giang day va hoc tap. Ngoai
ra, hanh chinh ciing lién quan truc tiép dén viéc
1ap du toan, thanh quyét toan kinh phi theo ding
quy dinh ctia phap luat. Diéu nay dam bao ngudn
luc tai chinh va vat chat dugc st dung hiéu qua,
tranh lang phi va that thoat.

*Két noi, truyén thong va phdi hop véi cac
lwe lwgng xi hdi: BO phan hanh chinh 14 dau mbi
trong cac hoat dong phdi hop gilta nha trudng
v6i phu huynh, chinh quyén dia phuong va cac
td chuc xa hoi. Cac hoat dong truyén thong ndi
bo, cong khai thong tin, tiép dan, giai dap thic
mac,... déu do hanh chinh dam trach, gop phan
nang cao hinh dnh va uy tin cia nha truong trong
cong dong.

*Tham muu chién lwgee cho Ban giam hi¢u:
Dua trén viéc tong hop, phén tich dir liéu va thuc
tién hoat dong cua nha truong, b phan hanh chinh
c6 vai tro tham muu cho Ban giam hi€u trong vi¢c
hoach dinh chién lugc phat trién, d6i méi phuong
thirc quan 1y, xdy dyng van héa t6 chirc, ning
cao hiéu qua quan tri truong hoc. Pay 1a yéu t6
then chét gitp nha truong van hanh theo hudng
chuyén nghiép, hi¢u qua va thich tmg vdi su thay
d6i nhanh chong cia xa hoi.

*Thic didy qua trinh chuyén déi so trong
nha trwong: Trong tién trinh chuyén do6i sé,
cong tac hanh chinh 1a mot trong nhiing linh vuc
tién phong trong viéc tmg dung cong nghé thong
tin. Tr vin phong dién tir, hé théng quan 1y hoc
sinh, phén mém quan ly nhan sy, tai san dén viec
td chire hop, bao céo, Iuu trir dir li€u truc tuyén
déu thudc pham vi cua hanh chinh. Kha nang
trién khai thanh cong cac giai phap sb trong hanh
chinh s€ m¢ duong cho toan bd hoat dong ctia nha
truong di theo xu huéng hién dai héa, gop phan
hinh thanh trudng hoc thong minh, quan tri s6 va
gido duyc sb.

2.2.Gidi phap ndng cao hiéu qud cong tic
hanh chinh gin véi chuyén doi sé

2.2.1. Hién dai héa hé thong cong nghé thong
tin phuc vu hanh chinh

Day 1a diéu kién tién quyét dé trién khai hanh
chinh s6 mot cach thuc chat. Truong hoc can day
manh tmg dung cac phan mém quan 1y tich hop
nhu SMAS, CSDL nganh, vnEdu hodc cac giai
phap ddng bo c¢6 kha ning két ndi dir liéu hoc
sinh, gido vién, tai chinh, thiét bi va van ban dién
tir. Viée s6 hoa toan bo hd so hanh chinh, thay thé
dan quy trinh xtr 1y thu céng bang luu trit dién tu,
chit ky 0, hé théng quan 1y vin ban diéu hanh s&
gop phan rat ngin thoi gian xir 1y cong viée, ting
tinh minh bach va giadm rui ro sai s6t. Bén canh
d6, can dau tu ha tang cong nghé thong tin nhu
dudng truyén 6n dinh, may chi luu trir dit liéu,
thiét bi 1am viéc hién dai dé dam bao viéc van
hanh phén mém dn dinh, lién tuc va an toan.

2.2.2. Phat trién ndng luc s6 va doi méi tw duy
cho doi ngii hanh chinh

Yéu td con ngudi giit vai trd trung tim trong
chuyén ddi s6 hanh chinh. Doi ngti can bg hanh
chinh can dugc bdi dudng thudng xuyén vé ky
nang sé, nang lyc van hanh phﬁn mém, bao mat
dr liéu, va st dung thanh thao cic cong cu lam
viéc truc tuyén. Quan trong hon, cin thay ddi tu
duy lam viéc theo hudng chu dong, linh hoat, tich
cuc cai tién quy trinh va sin sang thich tmg voi
cong nghé méi. Nha trudng can xay dung co ché
khuyén khich hoc tap, c6 ti€u chi danh gia hi¢u
suat cong viéc gin voi két qua tmg dung CNTT,
cai tién hanh chinh va mirc d6 hai 1ong ctia cac dbi
tuong phuc vu.

2.2.3. Ra sodt va tdi cdu triic quy trinh hanh
chinh theo hwong tinh gon, hiéu qua

Mot trong nhiing rao can lén dbi véi viée nang
cao hiéu quéa cong tdc hanh chinh trong truong
hoc 14 hé thdng quy trinh con cong kénh, thi cong
va thiéu sy chuan héa. Nhiéu thii tuc hanh chinh
van dua trén thoi quen 1am viée truyén thong, vira
mét thoi gian, vira gy lang phi ngudn luc. Do do,
vi€e ra soat toan by cac quy trinh hanh chinh hién
hanh 13 yéu cau cép thiét, nhdm phat hién nhimg
khau tring ldp, khong can thiét, tir d6 tién hanh
tinh gian va thiét ké lai theo huéng khoa hoc, dé
trién khai va c6 thé s6 hoa. Cac quy trinh cin duoc
mo ta rd rang béng luu d6 cong vi¢e, xac dinh
nguoi chiu trach nhi¢m, thoi han xr Iy va cong cu
thuc hién. Bén canh do, viéc tai cdu tric to chirc
hanh chinh ciing can duogc thyc hién theo nguyén
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tac tinh gon, hi¢u qua, tranh ki€ém nhiém khong rd
rang va phan tan dau moéi. Mdi vi tri hanh chinh
can c6 ban mé ta cong viéc cu thé, phu hgp véi
nang luc va tng dung dugc cong nghé thong tin
trong xur 1y cong viéc. Khi quy trinh dugc tinh
gon, to chirc b may hop 1y, cong tac hanh chinh
s€ tr¢ nén nhanh gon, minh bach va tao nén tang
cho viéc trién khai cac hé théng quan 1y hién dai
trong nha truong.

2.2.4. Tang cuong tinh lién thong giita hanh
chinh va chuyén mon

Mot trong nhitng yéu t6 anh hudng 16n dén
hiéu qua van hanh cua trudng hoc 1a mirc d6 phbi
hop glu’a bd phan hanh chinh va chuyén mon. Trén
thuc té, tai nhiéu co so glao duc, hai by phan nay
van hoat dong tuong ddi tach biét, thiéu su trao
d6i thong tin kip thoi, ddn dén chong chéo nhiém
vy, xur ly cong viéc cham hodc khong déng bo. bé
nang cao hiéu qua quan tri truong hoc trong bbi
canh chuyén doi sd, can thiét 1ap co ché lién thong
chat ché, thuong xuyén va minh bach gitra hanh
chinh va chuyén mon. Trudc hét, can xdy dung
hé théng quan 1y dit liéu dung chung, cho phép
cac bo phan truy cép thong tin mot cach nhanh
chong, chinh xéc va theo phan quyén 1 rang. Thi
hai, hanh chinh can dugc tham gia vao qua trinh
lap ké hoach nam hoc, lich kiém tra, du gi0, hoat
dong ngoai khoa dé chu dong phdi hop vé nhan
luc, co s& vat chat va thiét bi. Déng thoi, cac cudc
hop chuyén mon nén c6 sy hién dién cua dai dién
hanh chinh nhim nam bit thong tin, hd trg xir 1y
cac ndi dung lién quan dén t6 chirc, nhan sy va
hau can. Khi hanh chinh va chuyén mén phdi hop
chdt ch€, nha truong s€ van hanh mot cach tron
tru, tiét kiém ngudn luyc va ning cao chit lugng
phuc vu ngudi hoc.

2.2.5. Xay dung van hoa hanh chinh hién dai,
minh bach va huong dén phuc vu

Vin héa hanh chinh 13 yéu td nén tang quyét
dinh chat luong va hi€u qua lau dai ctia cong tac
quan 1y trong trudng hoc. Trong bdi canh chuyén
d6i s, khong chi can thay d6i cong cu va quy trinh
ma con phai d6i moi tu duy va chuan myc hanh
vi cua ddi ngili can bd hanh chinh. Van héa hanh
chinh hién dai doi hoi sy chuyén nghi¢p trong tac
phong lam viéc, tinh than chu dong, trach nhi¢ém
cao va san sang hd tro cac bo phan khac mot cach
linh hoat, hi€u qua. Tinh minh bach dugc thé hién
qua viéc cong khai quy trinh, biéu mau, thoi gian
xir 1y cong viée trén nén tang s6 hodc bang thong
bao dién tur, gitp gido vién, hoc sinh va phu huynh
d& dang tiép can, theo ddi va phan hoi. Pong thoi,
viéc hudng dén phuc vu thé hién & thai do tan tam,
giao tiép tich cuc va coi gido vién, hoc sinh 1a
d6i tugng trung tim trong cung cp dich vy hanh
chinh. Nha truong can thuong xuyén khao sat
mirc do hai 1ong, tiép thu ¥ kién dong gop, tir d6
diéu chinh 16i lam viéc pht hop véi nhu cau thyc
té. Xay dung dugc van héa hanh chinh hién dai,
minh bach va phuc vu chinh 1a buéc di quan trong
gilip nang cao hiéu qua quén trj va khang dinh vai
trd hanh chinh trong hé thdng gido duc sb.

III. KET LUAN

Cong tac hanh chinh trong trudng hoc gitr vai
trd then chét trong viéc dam bao sy van hanh hiéu
qua, trat ty va chuyén nghiép cho toan bd hoat
dong gido duc. Trong bdi canh chuyén doi sé dang
dién ra manh mé, viéc hién dai hoa va nang cao
hiéu qua cong tac hanh chinh khong chi 1a yéu
cau tat yéu ma con 1a nén tang dé xay dung mo
hinh quan tri nha truong thong minh, minh bach
va thich ung. Nang cao hi¢u qua cong tac hanh
chinh khong chi la nhiém vu k¥ thuﬁt ma 14 chién
lugc dai han gop phan xay dung nén gi4o duc hién
dai, 1dy dir liéu lam nén tang va cong nghé lam
cong cu quan ly.
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