گزارش شناخت

 دوره توجیهی بدو خدمت
                                 دستگاه معرفی کننده:             دانشگاه علوم پزشکی شهید صدوقی یزد(شبکه بهداشت ودرمان اردکان)
                                 تهیه کننده:

                                 پست سازمانی:

                               مسئول آموزش دستگاه:         

                               تاريخ اجراي دوره:
                                                                                                                                    مدیریت آموزش وپژوهش استان يزد
1- آشنايي كاركنان با دستگاه اجرايي مربوطه:
1/1- پيشينه سازماني / اداري دستگاه مربوطه را در 10 سطر تشريح نماييد.
............................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
2/1- رسالت(ماموريت) ،اهداف ووظايف اساسي دستگاه مربوطه رادر 10سطربيان نماييد.
............................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
3/1- ساختار تشكيلاتي (مركزي/خارج از مركز) دستگاه مربوطه را  ترسيم نماييد.
4/1- نظام ارتباط سازماني واداري دروني وبيروني دستگاه را توضيح دهيد.
...........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
5/1- درصورتيكه دستگاه ذيربط شما داراي سازمانهاي وابسته (اقماري)مي باشد ضمن ذكر اسامي،نظام ارتباطي آنها را با دستگاه اصلي توضيح دهيد.
..............................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
..............................................................................................................................................................
6/1- ارزشهاي محوري دستگاه مربوطه را فهرست نماييد.
................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
2- آشنايي كاركنان با محل خدمت:
1/2- نقش وجايگاه سازماني واحد محل خدمت را تشريح نموده ، وظايف اساسي آنرا بيان نماييد.
...........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
2/2- ضمن ترسيم فرآيند ساختار دروني واحد مربوطه ،فرآيندهاي اساسي منجر به ارائه خدمت/توليد محصول را فهرست نماييد.
..........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
3/2- ويژگيهاي حاكم بر واحد ذيربط را توضيح داده ، مشخصات همكاران را متناظر با پست هاي سازماني فهرست نماييد.
...............................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................

3- آشنايي كاركنان با شغل مورد تصدي:
1/3- مهمترين وظايف / مسئوليتها واختيارات شغل مورد تصدي را بيان نماييد.
...........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
2/3- روش پاسخگويي،همكاري وهماهنگي دررابطه با شغل مورد تصدي رابيان نماييد.
..........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
3/3- شرايط احراز ومسير ارتقاء شغلي مورد تصدي را توضيح دهيد.
................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
4/3- روش ارزيابي عملكرد شغل مورد تصدي شما چگونه است؟ آثار وپيامدهاي ارزيابي را توضيح دهيد.
...........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
5/3- مهارتهاي اصلي مورد نياز درانجام وظايف خودرابيان نماييد.
..........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
6/3- مهمترين نيازهاي شغلي آموزشي شغل مورد تصدي را فهرست نماييد.
................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
.............................................................................................................................................................
بسمه تعالي
فرم شماره(1)
جناب آقاي / سركار خانم
مسئول / مدير محترم آموزش
باسلام
باتوجه به بند 2 بخشنامه شماره 94133/1803 مورخ 25/05/83 درخصوص برنامه آموزش شناخت كاركنان  از دستگاه متبوع ،خواهشمنداست براساس فرم شماره (1) گزارش شناخت همكاران آن دستگاه را ارزيابي ونتيجه را پس از تاييد مطابق فرم (2) پيوستي به اين مديريت منعكس فرماييد. بديهي است ارائه گزارش شناخت از دستگاه متبوع امتيازي ندارد ولي بعنوان شرط لازم براي صدور گواهينامه مربوطه ضروري است.
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تذكر: آن دسته از گزارشاتي كه در حد خيلي ضعيف و ضعيف ارزيابي شده اند مي بايست جهت اصلاح وباز بيني به فراگير  در مجموع عودت گردد.
