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UY BAN NHAN DAN
TiNH DONG NAI

S6:AfO IQD-UBND

CONG HOA xA HOI CHi; NGHiA VIeT NAM
DQc l~p - TlJ do - H~nh phuc

Dong Nai, ngay4Sthango1 nam 2019

QUYETDJNH
V/v phe duyet danh muc, s6 IUQ'ngnguO'i lam vi~c, ban mf ta cong vi~c va

khung nang IlJc tung vi tri vi~c lam ciia Trufrng Dai hQCDang Nai va
'--:---__'~UJ'UJ' ~1,;."Wu.A ..w.,ongThuc hanh Str pham thufic Truirng Dai hQCDang Nai

, TRUC>NG8AI HOC 80NG NAI

I ~ONG VAN nat? TJCH UY BAN NHAN DAN TiNH DONG NAI
[ s~:~::.:..kJ ......Ngay.)J../ ...cu.J,Cj

an cu uat T6 chirc chinh quyen dia phuong ngay 19/6/2015;

Can elf Nghi dinh s6 4112012/ND-CP ngay 08/5/2012 cua Chinh phu va
Thong tir s6 14/20 12/TT-BNV ngay 18/12/2012 cua BQNQiV1,1v~ vi tri viec la111
trong dan vi su nghiep cong lap;

Can cir Nghi quyet s6 89INQ-CP ngay 10110/20 16 cua Chinh phu v~
phien hop Chinh phu thuong ky thang 9 nam 2016;

Xct d~ nghi cua Hieu tnrong Truong D0i hoc D6ng Nai tai TO' trinh s6
1183/TTr-BHDN, TO' trinh s6 1240/TTr-DHDN ngay 17/9/2018 va d~ nghi cua
Giani doc So' NQi VIJtai TO'trinh s6 4118/TTr-SNV ngay 29111/2018,

QUYETDJNH:

fli~u 1. Phe duy~t t&ng s6 43 vi tri vi~e lam tuang ilng v6"i566 nguai lam
vi~c eua Truong D?i hQeD6ng Nai (trong do, ngfm saeh nha nuae bao dam kinh
P0f eho 435 nguai (g6m 399 vien chile va 36 hQ'pd6ng lao dQng thea Nghi dinh
so 68/2000/NB-CP ngay 17111/2000 eua Chfnh phu), con lc;ti 131 nguai do
Truang Bc;tihQe D6ng Nai tl,l'trang trai kinh phi b~ng ngu6n thu sl,l'nghi~p (kem
thea PhV l1,1c01). C\l th6:

1. Truang D?i hQe D6ng Nai: 30 vi tri vi~c him tuang ilng vai 418 nguoi
Em1 vi~e (trong do, ngan saeh nha nu6"e bao dam kinh phi eho 381 nguai (g6m
349 vien chile va 32 hqp d6ng lao dQng theo Nghi dinh s6 68/2000IND-CP ngay
17/11/2000 eua Chinh phu), con lc;ti37 nguo'i do Truang D?i hQe D6ng Nai tv
trang trai kinh phi b~ng ngu6n thu Sl,l'nghi~p.

2. Truang Ph&thong Thve hanh Su ph?m thuQeTruang D?i hge D6ng Nai:
13 vi tri vi~e Jam tu'O'ngung v6i 148 nguai lam vi~e (trong do, ngan saeh 11ha
nuac b~lOdam kinh phi cho 54 nguo'l (g6m 50 vien eht'l'eva 04 hqp d6ng lao dQng
theo Nghi dinl1 s6 68/2000/ND-CP ngay 1711112000 eua Chfnh phil), con l?i 94
ng1l'oi do Truong Ph& thong Thvc h;lnh Su phC;ll11tv trang trai kinh phi b~ng
ngu6n thu sv nghi~p·.



DiSu 2. Phe duyet ban mo ta c6ng vice (kern theo Phu luc 02) va kung
nang lire (kern thea Phu luc 03) cua tung vi tri viec lam thuoc Truong Dai h9C
Dong Nai va Truong Phi~ thong Thirc hanh Sir pham thuoc Truong Dai hoc
Dong Nai.

Di~u 3. Truong Dai h9C Dong Nai can cir noi dung diroc phe duy
thuc hien viec tuyen dung, quan ly vien chirc, nguoi lao dong thea quy d] va
clam bao co cau, tieu chuan thea ban mo ta cong viec va khung nang IV
tung vi tri viec lam duoc phe duyet.

DiSu 4. Chanh Van phong Oy ban nhan dan tinh, Giam d6c cac Sa: NQi
vu, Tai chinh, Giao due va DEW tao, Hieu truong Truong Dai h9C Dong Nai, Thu
truong cac co quan co lien quan chiu trach nhiern thi hanh Quyet dinh nay ~ ttf
ngay kY./.

No'i nh{ill:
- Nhu Di2u 4;
- Chli tich, cac 1'h6 Chli tich UBND tll1h;
- Chanh, Pho Chanh VP USND til1h (VX);
- Kho b'.lC NhA nu6'c tinh;
- Luu: VT, KGVX.

CHU TICH
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TINH DONG NAI
CONG BOA XA HOI CHi; NGBIA VI~~TNA:\1

Doc Hip - TU' do - Hanh phuc

S&IU'Qng
nguot lam

vi~c

51 2 3

chtrc danh
ngh~ nghiep

4

A TRU'O'NG D~I HQC DONG NAI 30 418

I Ten vi tri vi~c lam g~n v6'i cong vi~c lanh 0:'10, quan Iy, oi~u hanh 8 53

1 Hieu tnrong Giang vien chfnh II

2 Ph6 hieu tnrong Giang vi en chfnh II 3

3 Truong phong va tuong Quang Chuyen vien chinh
va tuang Quang

II 12

4 Ph6 Truong phong va tuong Quang Chuyen vi en va
tuong Quang

III 17

8

8

2

2

253

253

112

4

2

8

9

2

4

3

2

19

3

7

4

9

2

4

I

2

2
-------

10
,-- ------_._---_._-

i

5 Truong khoa va tirong Quang Giang vien chinh II
6 Pho Truo-ng khoa va tuong Quang Giang vien chinh II

7 Tnrong bQ man va tuung Quang

8 Ph6 Truong bQ man va tuang Quang

II Ten vi trf vi~c lam g~n vo'i cong vi~c hoat oi,lug Ilgh6 nghi~p
~---------------~------~~--~--~~~--~~----_r------------_+--------~------~
I Giang vicn Giang vien

I--- --------------------------------------------------+------=---------~--------____ji-
I III Ten v] tri viZ;c lam g~n vo'i cong vi~c h6 tro', phuc VI.l
~----~------~~----~~----~~~~~--------~-----------~--------_+------__4

1 '1'6 chuc nh,111su

Giang vien chinh

Giang vien chinh

1

21

Chuyen vi en III

II

II

III

2 Hanh chinh tong hop Chuyen vien III

Chuyen vien III3 Dao t<:10 b6i duong

C6ng tae sinh vien
1---+---

Thanh tra - phap eh~

4

5
Chuyen vien III

Chuyen vien III

6 Khao thi va dam bao ch~t luong Chuyen vi en III

Chuyen vi en III7 Nghien elm khoa h9C

8 HQV tae trong va ngoai nu6'c

9 Van phong khoa

Chuyen vien III

Chuyen vien III

10 Van thu, Iuu trCi" Chuyen vi en III
----------------------------------~~---------4_------~---_4

11 TIm vi¢n Chuyen vien III
----------------------+-~----~----+-----

12 Cong ngh¢ thong tin Chuyen vien III
--~------------------------------r_----------4_------4_------

13 Qm\n trj, thiet bj Chuyen vi en III
---~----------------+-~-----+----+---~

14 TAi ehinh Chuyen vien III
----+---------------------------------------------4_-----------r--------+-----~

15 [<e to(ln K~ toan vien III

16 TbL!quv Chuyen vien III
f------·--:~----------------------------------------------~--~--------_+--------~------~

17 Y te Nhan vicn IV

18 Nht,n \lien ky thu~t Nhan vicn Khac
-------------------·-----------------------------+------------~----------r

~ 19 B~\() Nhan vien Khac

!~~_~_~_--_- ----------------------~N-h-a-n-v-ie-"l_l ~--K-'ll~-+--~~--~
l__2_1_I_Pl_1l_.lc_V_\1 . --' __N_lh_ii_n_v_ie_>n -'-- K_T!_l{:~L ~~.___j



------------ --,·-----1TNg"h lI~ng s6 iU'y}lg
TT DANH Ml)C VJ TRi VI~C L.\l\1 chirc danh clurc danh ngm'li lamgh~ nghiep) ngh~ nghiep

I

ong dutrng vi~c
- ------

1 2 3 4 5
- ._---- 1--------

B TRU'C)'NG PHO THC)NG THl)'C HA.NH SU PHL~M 13 1-t8

I Ten vi tri vi~c lam giin vtri cong vi~c liinh dao, quan IS, Ui~u hanh 4 4
--

I Hi~u truong Giao vien III I
--

') Pho hi¢u truong Giao vien III ")._
_)

3 T6 tnrong t6 chuyen man Gi{1Ovien III icm nhiern
4- T6 plio t6 chuyen mon Giao vien III i,3111 nhiem

II Ten vi trf vi~c lam giin vo'i cong vi~c hoat o{)ng ngh~ nghi~p 1 134
1 Giao vicn Giao vien III

1~~III Ten v] tri \'i~c lam giin vo'i cong vi~c h6 tro; phuc V~I 8 10
I-----

1 TIm vicn Nhan vien III I
--

') Thi~t bi, thi nghicm Nhan vi en Kh,lc I._
I--- ---- ~----

3 Cong nghe thong tin Nhan vien Khac 1
f---

4- Ke toan Nhan vien Kl1ac !
--

5 Van tIm, Iuu triT Nilan vien Khac I

6 Y te, tIltl quy Nhan vien Kllac I
- -_ ---

7 PIwc V~l Nhan vien Khac 1 I._-- 1--·~-18 B~io v¢ Nhail vien Kh{lc .J~------- --,-- ..----~- ~---------_j

---~



UY BAN NHAN DAN
TiNH DONG NAI

CONG HOA xA HOI CHU NGHIA VI~T NAM
DQc l~p - T\l' do - H~nh phllc

Ph\l luc s6 02
.,N MO TA CONG VIEC TiJ'NG VI TRI VIEC LAM

~ CVA TRU'ONG "DAI HOC DONG NA"I
~'B.{M'N1IUlnhkern thea Quyet dinh ~6{:to iQfJ-UBND ngay is!0112019

cua Chu tich Uy ban nhdn dan tinh)

,---- ----------,---------------------,-----_._-----,

l-.--.---- Vi tri vi~c lam

I I
S(1 i
TT I Ten vi tri vi~c lam

I I

[. 1 I 2

I--j\--i TRU'ONGDAI HOC D()NG NAI-
t~~(_--II-Tenvi tri v~ ~~r;~~~fu~-;i~i-a--n-h-{-h-lO-,_q-u-a-n-I-Y'-:,-d-i~"u-h-a-n-h---

I
I 1 Hi~u trurrng 11. Cong tac duyctk6 hoach: - xa, dung I

I

- Quyet dinh phe duyet K~ hoach nam h9C. chuang trinh
II . - Quyet dinh phe duyet K~ hoach tuyen phat trien nha
i sinh, t6 chirc dao tao, kiem tra, danh gia. tnrong.

- Quyet dinh phe duyet Ke hoach nghien - Ban hanh cac
Ii kh h 'ciru loa oc. Quyet dinh,
I - Quyet dinh phe duyet K~ hoach thanh tra, - Ban hanhf.ong i
, kicm tra trong nha tnrong. van, Van ban,

I
I - Quyet dinh phe duyct Quy hoach can b0 ThOng bao.

Einh d'.lo nh(l truOng, K6 hO<;lchtuy~n d\l11g - Giang d'.lYthea
vien chtrc. quy djnh. I

- Quy6t djnh phe duy¢t K~ hO'.lchh'ti chinh, - Cac cong trinh i

Quy ch~ chi tieu n0i b0. nghien cLmkhoa .
- Quy~t ctjnh phe duy~t K~ ho;;tch ci~u tu, hQc,
xay dl;mg CO' sa v~t ch~t, trang thi~t bj. - Van ban ghi
- Quy~t djnh phe duy¢t K~ hO'.lch thi dua nha hqp tac
khen thm'mg. quoc teo
2. C6ng tac t6 chl:rc thvc hi¢n:
- T6 chuc thvc hi¢n quy~t cijnh, chi ci;;tocua
cO'quan co th<1m quy~n.
- T6 Chtfe 11w-ehi¢n cac quy~t cijnh cua

4

Cfing vi~c chinh
phai thuc hi~n San ph~m d§u ra

Ten cong vi~c Ten san pham
d§u ra

3

K~t
qua
thuc
hi~n ~
trong
narn

5
--

i
trucmg di'i ban h:'1l1h. i
3. Cong t{lCchi ~~iO: _ , I I I
- T1wc hi~l: quyen chi huy, huang dan trien I I
khai cac Kc hO<;1ch.
- Theo d5i, giam sat, d0ng vien, khuy~n I II'

khfch cae th<lnh vien, cung nhu cac ciemvi

::=a:'~L~~~~1~~~~~lOt~~~kJ~_j ~__~__c J
I I
I I, . L _



--':--B~~~ha!1hcac tieu chuan d~ do hrong, I
ki~m tra, danh gia,
- Ban hanh cac quyet dinh di0u ehinh k~
hoach kip thoi (neu co).
- T6ng k~t d~ danh gia viec thirc hien k~
hoach. Ra cac quyet dinh khen thuong, ky
luat t<;10dong hrc eho viec thuc hien ke hoach.
5. C6ng tic giang day:
- Chuyen d~: t)6i rnoi lanh dao va quan ly
nha twang.
- Chuyen (it~:K5' nang ra quyet dinh.
6. Cong tac nghien CUll khoa hoc:
- Thirc hicn d~ tai nghicn ciru khoa 119c.
- Vi~t cac bai bao khoa hoc,
- Tham gia cac hQi dtmg khoa hoc cua
trirong va cua cac dan vi khac,
- Tharn gia cac bu6i hQi thao khoa hoc cua
truong va ella cac don vi khae.
- Hu6'ng d~n cac hQe vi en lam 1u~n van
Th':lc S1.
7. Cong tac h9'P tac dao t<;1o:
- Chi d?o tl1\fc hi9n vi~c hqp tac dao t<;10
v6'i cae dan vi, cO' so' giao d\1c trong nuG-c.
- Chi di.,lot1wc hi911 vi~c h9"p hic dao t<;lO

v6i cac dcm vi, cO' s6 giao d\IC ngo~i n'.rO-c.
8. Cong trlG lUlnh Ch111h:
- XlI' 1)1 cong VZll1 den, chi d;,w tri~;1 khai

I , , .., ,1 ,. . I
I u\::Ji. cw.~ GUTl \T~ trcng l~_na tfLi,('}dg.
I - XU' 1:/ eong van oi, chi d~lOChljy~n dCn
I de ce n U--'~~~Ld()~~~_L!~goaj.tE~~l~S.: _.j-1:Jl=-.~-l·-I:;-:-:-::.~~~.~_-~.----

.1_ ,uu .J."''it .. \1 u.Vllb
1 T')! -'~__. _.r~\:~._ ?~__

J. L)l LUll u(.u!g uy .
2. U'lnh d<;lo, qu~m I:)' cac kI10(1, trung t21.m,
dan vi tr\fC thu(k.
3. Lanh d~o cong tac xay dl,rng cO' s()- v~t
chAt p1wc vv d~y va h()c.
4. Uinh d0.o cong tae hye sinh sinh vien.
5. Ulnh d':lo cong tac an ninh tr?t tlJ.
6. Uinh d"l0 de diJan th6: Cong doan,

I f)oan tl1an11ni(~n, HQi evu chi0n binh.
I 7 ( "" n. JHlI1g ..~ly.
8. Cae cong vi(~c khac:
- HQc ming cao trinh c.l(l, k5' nang nghe nghi9P.
- f)Qc tai li~llp1wc V\1 giimg di;iy.
- Llm cong uic nghicn clm khoa hQc (cac
d~ t'li h('Ji tJ1{1O khoa hqc trong v<.lngmli
trucmg).
- Ph{) (~hL~ttl: 1-: 'fhL!'CYng ti"\rC I-{Qi tarn 1)'
Giao cl~c DCil1g ?-hi.
- Hu6ng cicln hcy: vien cao hQc va nghien
CUll sinh.

I - Tham gia C~le HOi d(\ng khoa hQc chuyen
I ill!clnh.

- -- "---~---~----~-'------.-,---- --- ..---------- --------------~

chuang irll,h
cong tac c1\a
Dang bQ, COl1g
doan, Dmll1
thanh nien Vel
HQi sinh vien.
- Ban 11anh c(lc
Quy~t c.tjnh
thuQc llnh \\1'C

ph~1tdlCh.
- Gi<.1ngd<;ly theo
quy djnh.
- Cac c\)ng trinh
nghien elfU khoa
hQc.

2



3 Trufrng Phong TB - Cong tac chinh tri tu tuong, an ninh nQi - Van ban
clnrc - Hanh chinh bo, an ninh truong hoc. huong d~n thuc

- Cong tac t6 chirc: Thanh lap, sap nhap, hien.
chia tach, giai the cac don vi thuoc Thao Quyet
Truong. dinh.
- Cong tac can bQ: Tuyen dung, quy hoach, - Xay dung k6
b6 nhiem, b6 nhiem lai, di~u dong, Juan hoach, thong
chuyen, mi~n nhiem, ky hop d6ng va chrim bao tuyen dung.
dirt hop d6ng. Huorig d~n
- Chu tri viec xay dung D~ an vi trl viec tri~n khai theo
lam, tinh gian bien ch6 hang nam, van ban chi dao.
- Chu tri hoan chinh cac van ban quy pham - Thao cac van
phap luat va cac bao cao thuong ky cho ban thuoc linh
Ban Giam hieu, BQ Giao due va Dao tao, vue quan IY·
~BND tinh va Sa NQi V\l ho~c khi co yeu - C~p nMt kip
diu. thai, dung quy
- Chi d:;to cong tac d6i ngo:;ti, ti~p cong dinh.
dan. Van ban
- Xac minh h6 sa, Iy lich cua cong chtrc, hu6'ng d~n.
'lien chu'c Vel nguai lao c1Qng. - Thvc hi~n thea
- Cong tac vi ph:;tm 119iquy, quy ch~, ky k~ ho:;tch chung
lu~t cO' quan Clla cong ChtfC,'lien chuc va cl\a Truo·ng. I
nguai lao dQng.
- Cong tac thi dua khen thuang va ky Iu~t I
clla cong ChtfC,vien ChtlC,nguo"i lao dQng.
- Ph6i hqp voi cac d011vi khac ki~m tra, i I

i don (10c vi~c thl,fChi~n HOiquy, quy cht I

i I I Lim vi¢c eLta Nha truang. :Ii __~
:-----4~--~·ng-Phong IH~- -:_-P-hVtnich chung ho?-t dOng cua ph6ng. - Ban dv thio-k@-I

I t~o - Tham m\rLl cho Ban Gi{un ~li~uxay dl,rng ho:;tch, chuang
I I chi lieu, ke hU~1chdao t~IO, boi duo'ng h<'mg trinh dao tC;lo, I
I nam. glaO trinh, tai
I - ,Xay dl,mg !<~ho:;tch tuy6n sinh, tham gia lieu. 1

I
to chtrc tuyen sinh d,c h¢, cac hinh thuc - B<1.nd\r thao
dao t:;totrong nM truang. cae hqp d6ng.

I - Xay dVng kGho:;tch ho:;tt dQng Clta phong - H6 sa, kGt qua
Dao t:;to. danh gia.
- Ph6i hq-p Ph6ng K~ ho:;tch - Tal chinh - Ban dv thao
tham muu d~ xu§.t rna CclCmil nganh, cac bao cao.
hinh thuc dao t?-ocan cU'trcn di~u ki¢n Clla
nha tnrang va nhu cAuClla xi:'ihQi.
- Gillin sat cong 1<lc quan Iy hO<;l.tdQngdao t:;to.
- Tham gia cac dl,f an, d~ an, chuang trinh
lien quan dGncong t{icdao t:;to.
- Ph6i hQp v6i cae don vi lien quan t6 chuc
qw'm 1y vi~c xay dvng k6 ho~ch CIaot(_lO,
chuang trinh, bien sosm gi{lO trinh, tai Ii~u i
tham khao phl,lc V\l gi~mg d:;ty, hQc t~lPva
then doi vi~c thl,rchi~n chuong trinh (1aOtslO.
- Gi{lll1selt vi¢c qmll1 IS!c{lChqp d6ng dao

! t:;to (chinh quy, khong chinh quy,' b6i i
i clucmg gi210 vien ... ) veli die don vj cloi t01C,'____ 1...: ~~ -'--.L

I
I

I
I
l___----'--_

!
____I . c

'.,
.J
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I

I
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cac bao cao v6 dao tao trong cac CU9C hQP
giao ban chuyen man, bao cao tuyen sinh,
tong k&t khoa 119c.
- Tham muu cho Hieu tnrong ban hanh cac
van ban, guy dinh v0 quan ly cong tac dao

I tao, quyet dinh thanh l~p ~ac hoi d6ng va
i I phoi h9P t11\1"ehi911cac quyet dinh do. ,
, i - Quan ly cong tac vim bang, chimg chi. ~-rr-r-r--r- ~~'_--,----------- ..~..------------------- --------,----------------

I Trurrug Phung Kc I - I,_,~Pke hO<;1eh,kinh phi dao t';1o. - Ke hO<;lchl1am
: h()~~ch - Tai chinh : - T6 chue b<)may. 11ge,
I I - Ch~ do chinh saeh. - TIme bien chi

I
I I - Tham,'nmu xtiy dVng, chinh slra, be, sung I [1'<:1 . thco' qL1Y
I quy ehe chi tieu nQi bc) va phuong an phe'ln dinh.
I ph6i quy s\r nghi¢p eua trucmg, - B{lO cao d\l'
I ! - L~lp d~r lOill1, tf) ehLl'C cong tic k~ loan, to{m thn -- chi,

I ' ,

i b{i(: c(\~ ql~Yl~t .tean ~ac ngu6~1 n,~all s~ch
I nha mmc CclP va r.gW)l1 thu ngan sach h,mg

.._. .._. i naI_12_~0_c_)Jlycmg d!~,:?WI)' dtnh, .
'r1''''('}''I''OPI'I,')'10 I _ ''-3'1 r-llj'1U ire; j110'.1(·11 thu" 10ic~11tl1~".._,. iI......... ~.I< . It r, ~ .'\..,t) ,-,~~","::,,!.'\_, L ':. _1 __ • \.... 1.1 .... " \..-\__}

---_-

I
i thuc hien dinh mire Vet thanh tcan gio' day II

I cho giang vien co hiru va giang vien thinh
I giang. I
- Ph6i hQ'P voi Phong Khao thi va Bam baa
chAt hrorig danh gia k~i qua hoc tap cho
sinh vien va ki~m dinh chAt luong dao tao
cua nha truorig.
- Chiu trach nhiem SL)"D th;;" '''' trl'cin 1(11U1''--'.1J.! L L'-... j,_J. '-..I.';"-'I.'-"_ ,,;4..1 '-'--i!..-tV Y Lt. l,. J.

6
Ti:tanh tnt - Ph~lP
chG

~~}dCI, tId,
- K~enV1Lt'C ph6p
lli~tt.
- B{10 c{w thanh
tra.
- Cac \ an bim
phllp quy theo
quy c1jnh.

i V{U1cu;;~c~ic~)r;,bZil1,l1t·;ai~~:'.
I - B{IO cao k(~t qW'l tJwc hi~f! theo c6ng Vall
, el'" C0(0 ,(0, b'lfl 'lr,''-')flI ' ('" L_ - : "_", (. ,.L t::~IJ. '_. • •

I - L\ay u~mg kG hU<,lch pile) biC;n gillo a1_le
I ph~~p lu~t.
- L<\ipbao C<10 k:§t qua lh~rc hi¢n phf) bi6n
gi,lo d1_lc ph(lp lu~t
- Bao C{lO vicn "TuAn sinh hO(~teang clan ".
- Bien sc~n chuGng trlrJl "S6ng va lam
vi¢c thea pMp lu~_tll,
- T6 chLrc cac hinh 1hLre giao d\lc pMp lu~t
ngoc;ti kh6a,
- Ph\! tn1eh Tu sach phap lu~t.
- Ph\l tn'lch "Cau 1~'2bO giai chlp phap lu~t".
- Xay d\mg cilc k~ hO~lChhO:;ltdQng thanh tm,
- L~p bao cao k0t qWl thal1h tra,
- Thanh tra cang \'\1.

- Thanh tra ChUytll mOll.
- Thanh tra t,ii ehinh.
Tlon"lo +~n ~1 ..'''~ (,1.::', .. _ +1....... 11...-;....I - ..L JJ(.!1111 1l(..LlJtHJlll6 ""JIV.ilt; LUaUI j_ 11Ul1S.

1

- Thanh tra t111,
I - Thanh tra I:b 116p d,~y va hQc.
I - Thanh tra dc khi0li r:ai. t6 do.
I - H()i hqp cae dp, ' >

I I I - C:{)np L\c: p-j,-l!1P drrv
~-_._. "-. ~_._~ __ ._. . ~.L_ '__' ~. ='__ "__!o.:.... __ ._. __ .. ~. L
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!~7--1Truung Phong I- PI1\! trach chung, chiu trach nhiem truce - K~ hoach thirc
I I Khao thi va Dam I Hieu truong toan bQ heat GOng ella phorig hien cong tac

II hao chfit lmmg I nharn hoan thanh chirc ~ang va nhiem vu khao thi va Gam
khao thi - darn bao chat lU911g thea quy bao chth hrong.

i dinh: - Cac k~ hoach,

I

+ Tharn rmru cac k~ hoach t6 chirc lam d~ quyet dinh thanh
thi, cham thi cac trinh G9 GaO tao, h~ GaO II~p cac Ban d~

I I tao chinh quy, ngoai chinh quy trong tung thi, cham thi
I I hoc ky va ca naI? hoc. thea ke hoach

+ Tham rmru ke hoach thuc hien cong tac chuyen man
dam bao chAt hrong giao due cua nha trong nam hQC,
truong trong tung nam hQC. Tham gia tnrc cac bao cao
ti~p cong tae ki6m tra, giam s~it va t6 ch(l'e danh gia sa k~t,
vir;e xay d\l'llg d\f thao cac bao cao Ganh t6ng k~t v6 cong
gia eong tac (ii.lm bao eh~t luqng thea quy tac thi.
dil~1 va thea tho'i gian dinh ky ho~c dOt - Cae quy@t dinh
xuUt. thanh I~p hOi
- Tham gia tnrc ti2p cae Ban de thi va nh~n d6ng, ban ki~m
d~ thi, cluy¢t th~ thuc c{lCd~ thi hQc phan, tra cong tac dam
d~ thi hQc ky, thi tuy~n sinh va t(~t nghic;p bao chAt IU911g,
thea quy dinh eLta nM tnrang ve d6 thi. cac bao C{lOv~

I - Tham gia C{\C hQi (16ng chuyen mon, hOi eong tac dam
d(\ng v~ cong tae qmln ly himh ehinh ella bao chAt luqng
nh<.'1tmang. thea dinh ky

ho~c dQt xuAt.
- Cae ct6 thi da

,duqc kj~m tra, I
I I chinh stra thea I

,~~ L_~ __._~~ __~-+---~ __ ~ . ~_~_____ dung quy dinh. I
8 I Tru'o'ng i - ~~hiu, tr{lch J~hi¢m tnrac, Ba.n ,Giam hi¢u - Cac van ban, I

I PhongNghien (;u:lI I toai! b9 hOZlt dqng Chili1g cua I'hong. quy djnh. I
I khoa h<)c, Sau til.Ii ! - Tham lntru cho Ban (Jiam hi¢u cong tic - T(;lp chi khoa I
! h<)c V,l Quan h~ i qUeln 1y, x<iy dvng k~ hOi;lCh hOi;lt dQng hQc khoa hQc,
I qune t~ I nghi\:n clm khoa hQc elm giang vien va Ky yeu HOi thao
I sinh vien. khoa hQc.
II - Tham mUll th2mh l~p cac hOi d6ng khoa - Cac van ban.

hQc, t6 ch(rc hOi nghi, phclt h,'mh t~p chi - Cac 16p cao
I khoLl hqc. h9C t(;1itnro·ng.

- X<'1.yd\rng k~ ho~ch trong eong tac d6i - Van ban x<iy
! ngo~!i va quan h~ qu6c t~, qmln Iy doan VaG d\Ing.
, do;'tn lao - D~ an hgp taco

I
! - Xay dllng dOi ngu c{m bO Clla Phong. - C{lC do~n VaG
I - QU~\J1 ly, bao quan co So' v~t ch~t, tai s,ln , lam vi~c.
I trong ph(;lm vi Clam nhi¢m. - C{lC doan ra
I - Thvc hi9n ch6 dQ bao cao th,eo dinh ky nu6c ngoai.

I I (thang, nal11, quy') lien quan den 11nh V\IC

I ! qWll1 1Y· ----.---------+-------+------1f---9--tI-'-r-ru-'-o';~iPhongCong 1- Plw tn1ch chung cac hO~lt dOng ella - Thuang xuyen.
I hIe sinh vicn i PhoJ~g. - K~ hO<;lchnam
I I - Ph6i l1Q'Pv6i d.c phong ,chlIc n~ng ,tha111 hQc.
i I mUll d~oBan Gi{un hi¢u ve cac v<:lnde lien - Cac hgp d6ng.

L~__~_L_~~~ __~_._~ __ L~l~~l~l~J~rl~.~l,~l_t_<;_i_~:!.1_:_ ~ _'__-_T_h_"_rC_fD_"g"'--X~Uy_en~_'____._
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I .- TETe tiep chi dao va thuc hi~n vice quan
I he voi c{l~~dcanh nghiep.
I - True tiep chi dao xay dung va thirc hien

I

cac heat uQr'!g phong tra~ trong ~inh vien,
cac cuoc thi van nghe, the d\IC the thao, tai

I nang sinh vien,
I - Tham l11~ru Ban qial11 hicu thirc hien cac
! bao CaG dip trcn -,'': cong tac quan If sinh

I
vien, tong kGl nam hoc, bao C,.10 cong vu.
- Tham muu Ban Giam hieu ban hanh

I Quyet dinh thanh l~p cac hili 'dCmg thi dua
: khcn thuong, ky lufit trong sinh vien.
I - Tharn gia thanh 'lien cac hili dong cua
I nha truong.

: I - Tham 1111l'U Ban Giani hieu ban hanh I
I I Quy~t dinh thanh l~t) eric hoi dong thi t(3t I

! I nghiep. ~1---10-- '!T;'U'()11g Phimg-' ---r =-Q~~A~~lit;; -S~lild~ng, th;(.;1.bi t-r~;;-gh~~t1--.:-J5;:;1~~1;,'l-~---~;;~
i II'Qm'in tri - Thi~t bi I dOng cislY va hqc tr~J1g n11a trncmg. II to,lll t<'li, sc\n,
I I - '['ham mUll mua silm sl'ra chua. ph\lc 'l\l tot c110

I I - Giam sal vi~c Slr d\lng t,\i S21l1. I vic;c d?y V~l.hqc,
I I - Phan cong lao dOng d~ ph\lc V\l t6t vi~c m6i truang
, I

d(lY va hqc. I xanh-s?ch-d~p
- Ti~p d('m 'v'Zl phi:l!; VI~ Idiaeh, ~i(lo vi~n
t hi nh gi~iIjg 'l~ ('r n1'1'\C{"lEgVi,l I

. Fhai'! ;:f;n.~~V8. ;l:iilll1 s{tr ~~;nb"licn ccic kIH:)i-l I
_ u !

lao cl<')ng, ren 11_1 ;T¢n.

- Thao cac van
ban ghi nho.
-Thao QUyiil
dinh, k~ hoach.

- ~~J~alrl >:,~l"tvjC:(; C;t::C.J1 ;,;,i~C l-:_,~ ->,~-:{)::.b c;:~y
kir3ng:, tli,'l1n cCl.

I - Quan ii d0 tif.'L ~,j~E:vi¢c su t\n:g c1i~n
; nu()'e.
i-De xd,H t;lanh 1;, XL! l:i tAi ::)Lil:, v~t tn h11
I hong hO~lC Idll~ng dtlllg ch~n d~ d:':lm bao ti6t

I
ki9m trong ~lrd~mg, chi tiell.
- D~ll1gtty v;cn 1'11\1 tn1ch f)aeg V~l.

i I Dl,:I)'-l,,~f",·,,:" ..". I' I

I
! - I .t\') ~1 llll! \.Jll! L',! l~lw(l 11. I

i !I , +_-:__!liimg_~~~!~_l;ienl--l~j$r~L. ~.____ ~----~-.---.-
: u (~i:im, d~c T~ung II .. ,Q1:~n ly, ,~i0'J Mnh cbmg de 1o.(,,,ltdOng: - C{lC ~\'~nbf(:1,
I I tam 1hong tIll -, ella hung l'lm. quy dpm ella
I • TInr vicn I - X2V dunS'. kG heach hoat dOil!2 I1fI~n trui1P: TrurH!: tam.

I.. I "" '- • •. '-' Q ;::"/........

I i \/,\ ch'ii lWI1 elm TIllng tam. - K6 hO<;lch rong
I " 'i . - QWll1 I)' 'lIVC tiep ca.e ho~t dQng nghi~p tac hang tu[in,
I V\I, chuyen mon, lUll h,1nh y,l bao qWlll t,\i thing, nam v~\
I lil2u. dai han.I' .
I - Xay dvng k~ hO~tch thi~t k~, duy tri va - CO c5U 1111:1n
i phil tri2n website. sv Trun,g Ulm.
i - Xiiy J\ltlg ''::ll,;\.u S~'JLiLfli~Ll lhu rn~lC V,l Chicn Im;fc
, to,\11 VU11. pMt tri~n Trung

- Tham nmLl Xely clvng CdC d~ {tn, k~ hOSlch tam.
pMt tri2n Tru;,s tim. - Bao cao Vel de
- Tnam ',llUll cong [~!C~(~ChLfC nl;;:111St,f, t,\i xuclt tru6'\; 11h::t
chinh~ b6 s~.!~;g U~~~.~__~:E__~~~i_~~)_~~~~g__~v6c~_!~r(2~~!1~__~~_0h();~~t



- 1'6 chtrc triOn Him, thuyet trinh thea chu

I
i d6.
i - Chia sc, SLY dung cac co sa dfr lieu lien
I

thu vien cua de thu vien trong va ngoai
, mroc.
I II' I - .~6chirc cac I6p b6i duong nghiep V\1 thu
! I V19n.
i I - H6 trQ' cong tac nghi¢p V\l thn vi~n chor 12 +1 ~:mN-:':1;;:~;ll~T;:f;~~:~~i~~:~i~~~l~I;~~ci~i¢~,:if~'nf.:r: th(!n~€nfunhO"Ch

, Tin h9c I V\l CUa trung 121m. - Chuang trlnh
II II - ~ Qw'm Iy giao vien, nhil.n vicn cua Trung hO<;1tdQng.

tam. I - Baa cao, so' k~t
I i - C~bi d"iO til~p nh011 va /lu:in Iy hoc vjoS,) I th{l'l;S' nil;".

I

, dan ky hq(, dang ky tK - De xi_!at cong
- Qucln I)! cO' so' v~t ch,1t va tai s~n cua tac quy hOslCh

I ~rung. :an~, q.U~ll i? }_cli~hir:l:;.quye~ ?inh ca~?9. . .,
! thU, Cln va pnan pnol cac wann qua nO<;1t'I - tiO sO' can bQ,

I
dQng C\:la Trung tam theo quy dinh Clla giao vien, nhan
Hi~u tnro·ng. vien.

'1- Ky X{1C nh~n k0t qua h9C t~p cua hQc vicn Phan c6ng
theo thfrm quy~n do Hi¢u tnrcmg quy dinh. nhi~m V\1.

I I - Lich cong taco
I K~ ho'}ch
I tuy6n sinh.

- H6 So' hQc vien.
- T6 chCrc lap h9C.
- K~ hO<;1chkh6a
hQc.
- H6 SO', sf, sach
qUdn ly,

Pha.l1 cong
nhi¢m \'\1 quan lY·

I
-.D§ xu~t tliu, ch~.
- Danh sitch Ht

1

qua hQe t~p ella
hoe vien.

1_~:!~~_~~~2';~~:l1h~n,

!

I

I I

I i
L J -------------

I-
I

I

khac cua dan vi. I dong cua TrungT~
- Ph6i hop voi cac phong clurc nang d~ tt) tam. I I

: chirc xay dung va thirc hien .cac heat dong - ~ac bao cao I I
nghi9P V\I, chuyen rnon cu~ Trung tam. .' kiern tra. I '\
- Phoi hop V?i cac khoa, to chuyen man de I

xa;: dung ke hoach bo sung tai lieu, t~p ! I
huan sir dung Trung tam. I I

- Kijm tra cac heat dong cua Trung tam. I
- T~p 1mAn sinh vien su dung cac dich vu I
phuc vu hoc t~p va nghien ciru tai Trung ,
tam.
- Th8111 dir doc hoi thao khoa 119c.



I Ghim (lac Trung r:-l)hv-tr~~h ch-ungcac hoat dong cua f;{;nghK~-hO(_i~,~-
I Him Hf tn)' sinh I tim. . - Thao kC hoach

I
vien va Quan h~ i - Tham nmu. eho Ilieu truong v2 16 chirc t6 clnrcl-loi nghi
doanh nghi~p I nhan sir trong Trung tim. vii;c him t:;11

I
I - ?h~i hop voi cac khoa, cac doanh nghiep Truong 0 1 l~n/
I de ho ,trq sinh vien di thuc t<:ipciing nhir I nam,

I I
tim kiem vice lam. - Danh sach sinh
- Quan 1'" nhdn ."1·J.~ cua +-,,~~ tarn vie i"CO tt U·'0' ng "0' II . .........4.1. .1. ",;'r J...lJ.u ..-4. 1. 'V \0..'1.1\".; U 1..1UJ.1e l 111. v u. - ""

- T6 chirc tim hieu nhu du thi tnrorig lao vice linn.
dong, nhan thong tin phan h(\i tir doanh - Thao van ban
nghiep, dong gop y kien xay dV11gchuong ghi n116.
trinh dao tao.
- Chu tri thirc hien cac heat dong lien ket,

I hQ'P tic, quan h~ voi =.ca nhan, 0011 vi, I
I doanh nghiep thea phan cap.

1- T6 ch~c thuc hien cong tac thu htlt" sLf~:I(T);;
1 d\mg, kiem tra nguon tai ch1nh, 119Cbong
I tu nli trq, ben ngoai,cl'm dan vi· . ---~---Il!-----------

- L<:ipkc hOi;lcl;.,to chuc thvc hi~n, giam - Ke hO~lChnam
sat, danh gia ket qua thvc hi~n cac nhi~m I hQc.
V\l cua Trung tam. II - Bang ch~m
- Quim ly giao vien, cong nh,1.n vien Clla CO?g, th(1i khoa
Tnmg tam. I bicu.
- Tijp nh~n vi qWln I)' hC)~vibl. . i - S6 theo, dGi,
:-,.,Qmln ,Iy ca ~av.~t ,~hflt,'/<i tai SflU ,(~Ila i dar:.h ~i,'l.;(tt qua
1 nmg tum, qwm ly tal chmb: quytt (qni! ! rJ--;\yc In(~E,
tim. chi va phan ph(~i c2.c thonh CHi~l heo>,it ! - (]]2y chlrng
, ~~~~tt.cuaT,:..a~gtam ~i";jlil Eli¢ll tr,",-<mg rn:: , d:~n.

K ' '.' 1--"' hA 1:' , 1 .A I- Y chLrng C,~, x<.:c n,'!-n ,(1:1 ~:l:(l J1QCt"lP 1

CUd. 11l!C vien rheo lh5m quyen do Hi¢u 1

tnrc'rng quy dinh. I
, - Du'Q'c theo hQc cac lop chuycn man, i
'. l' . . . nghi~p Vl,l n~ng cao trinh d0 Vel dUQ'c I

I----------.-~ .~ 1 huo'ng cac che d9 theo guy dinh. ... 1

. 15 Ph!) Tnl'o'ng Phongl Thum mUD cho Truong phong: ---r:.-- Thao -- C{lC

T6 chu:c - Himh 1- Cong tic t6 cl~uc: Thanh l~p, sclP nh~p, 1 Quy0t uinh. ,
chinh , chia t,lch, giai the cac dan vi tl11:<)ctnrc'rng. I - Xa)' d~rng ke

! - CCmg tic c2111 b<): Tuy~n d~mg, quy ho?ch, I hO<;lch.
i b6 nhi~m, b6 nhi~n1 I~li, cii~ll d(mg, Im1n - X5y d~mg k6
i chuy~n, n:i0n nhi~m, k),' hqp d0ng va chAm I hO{.I~h pM1 1ri~n
I dut hQ'p oong lam vi~c, nguon nhiln l~rc.

I
I Phv tnich cac mang cong tile sau: Van bun
- Cong tac dao tao b6i dW)T10conlY chtrc huang c1ITn......__ . , b b ,

I vien chtrc va ngu&i lao dOng oi h9c trong Van ban
I nul'lc va nu6c ngoai. hm)'ng d,in va

'

I .. Cong tae thi tllailg h~lng clltk daul! llgh2 thao quyct djnh
ngJli~jl, chuy~n ng'.lch, chuy~n IO~livien cht'rc; cong nh~n.

1- Cong tac uanh gi~ C01J.gchue, vien chtrc Van ball
I va ngu&i lao d(mg hang n~"tm. Iml'lng dan ch~ I
I - Cic cong t,lc v6 luO'nr~, huu tr1, kt~O d,li dO chinh s{lch,
I !h?),j pi"'n (<)11" ",;: ,,'il (';'C e11f. /]:) (·hi'l11 """'1 t1-" "i'"r,.. -.-----. __.. . .__.J_.~__<__':..':__._:_._.,.:_:_~:_..._" ' -, " ", -:~:'::::'__:JC.'h '.Jc,)__q~'):_(:J:_'~'_l_. :
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I
khac t1ai voi cong chirc, vien chirc va - C<]ipnhat thong
ngiroi lao dOng. tin thuong
- Quan 1)' h6 sa cong chirc, vien chirc va xuyen, kip thoi.
nguoi lao dong tai don vi. - Tri0n khai k~
- Quan 1)' phan mern nhan sir nOi bi) va hoach va tong
online do S& NOi V1,1quan 1),'. hop xay dung
- Quan 1)' cong tac t<]ipsir, b6 nhiem chirc f)~ an trinh Hieu
danh ngh6 nghiep, hop d6ng lam vice obi truong quyet I
voi cong chirc, vi en chirc va ngiroi lao dinh. ,
dong, - Thao quy che.
- T6 chirc xay dung eli?an Vi tri viec lam, - Bao do dinh
Tinh gian bien eh~. ky va dOt xuat.
- T6 chirc thuc hien cong tic danh gia cong - Xay dung k~

I V\! 6 thang va ca nam being nam. hO<,1eh.
- Tham gia xir 1)' eae truang hgp eang Van bcln
ehuc, vien chire va nguai lao di)ng vi ph~m hu6ng dan v,\ h6
Lu~t Vien eh(re, Lu~t Lao dOng, nOi quy, sa minh chirng.
quy eh~. - Qu{m 1)' thea
- Tham gia xay dl,l'ng ho~e eli6u ehinh, b6 quy dinh.
sung Quy eh6 t6 ehuc va hO<;1tdi)ng eua - Ki~m duyi;t I
Truang, Quy ch~ linn vi~e ella Truang va truae khi ban
ecle quy cijnh v~ eh(re nang, nhi9m V\l cae hanh.
dan vj thuQe Tnrcmg D~li hge 86ng Nai. - T1W'e hi~n thea
- Lam cae bao eao EO Giao dl}C va Dao quy djnh ella
t'.lO, UBND t1nh, S& NQi \'1) va C{leca qUem Trucmg.
kMe thuQc lInn v\Ie p1w t1"<),ch. - Theo k& ho~ch
- C6ng tiic Cji deh thl'; t\le 11:'1nhchirth: c(;n~' duqe
xciy d1,1'ngvrm phong m~,tetTa v,l k~ hO<,1eh phC duy~t.
thVe hi9n C('Ii cach thLl t\lC banh chinh. - Ke huq.ch lqre
- Cang tac \ 0 Thi dua k};..:n thuo'ng, xct theo th{mg, quy.

- Hang thang.
- Tlmang xuyen,
ngay 12.

t~ng dUi1h hi~u ~~h(t gi2iU nl1an oan, l~ha
giio uu tu, IIuy chuang vi S\f nghi9P giao
d\IC, ...
Ph\! trach eae ml'mg eang tile sau:
- Bao qui'm, slr d\mg cae lOi;li can d~u Clla

Truang va c{le van b,l11, cae l00i gifry ta, 1<li
li¢u thea dill1g quy djnh, dam b,lo nguyen
t~c, ch~ elc) quc'm 1)' va baa m<]it ella Nh<'t
11u6c. I
- Ki~m tra th6 th{rc, tfnh hgp phap ella cae
van Mil di CLI:1 dc don vi trong 11c)ibO I
Trucrng. I
- Quiln I),' e1i6u h011h, thea c16i vi¢e S11 d1,1ng I
119 th6ng v[m phcmg di¢n t1'r, M th6ng
\vebsitc va cll\ail eua Tru'o'ng ho~t dOng I

I
thucmg xuyen, 6n dinh. I
_ 'T~ll(~O,1('); V'''l' 1-{, rt~E-..ll '.u;V"I .... L;;. 'VA +1,....0.0 l)h[; II ..._ ......, •..VVJ.. ~:I."''' 1..), U.lV\'1- I...l-ylJ.lS .lLLl /~v 1.11\..- J '-'

i I duy¢t eua Ban Giim hi~u Nha tnrcmg.-
I
I I Theo d6i vi~c bilo quan, b210 clu6'11g, slra I
II I chCr~; xc thea qu~ trinh k)' tllU~~;Tha,nh

I q~yct toa~1 .Xal;g ~au, ,1l1Ll21 l~~O ,h.i~m,k~em I
__ ____i ,__"' ~_~Ip~h__xc Qln111S"-,i~ll'EJ~~:l_C'_L_l__"';l~~~19mchong L___ L ... ...!
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I lang phi trong van hanh sir dung xe cong. I
- Thea doi, quan ly Vel phan cong lich true I
hang thang ella bao v~, y t~, kyo tuc xa,

I cong tac phong chay chua chay, dun quan
I tv V_9, v~ sinh moi tnrong, giu xc co quan
I va Ie tan ... tai Truong va cac dan vi,
I - Lam thir ky cuoc hop giao ban hang
thang cua Truong.

1- Vi~t bai, bien t~p bai thuQc linh V\1'C duoc
I phan cong de dira len Website.

1

- Lam bao cao cong tac thang, hoc ky, nam
: hQC va cac loai bao cao khac theo yeu cfru
'I; cua BQ Giao ave vn Dao 100, UI3ND tinh '
Vii cac co quan khac thuoc linh vue phu

I trach.
I -'
I - Phu trach cong tac le tan, khanh tid va
I chao C0 hang thang:
i - Lap k~ h0<;1C11 mua sJm vun ph('mg phAm,

'I ! cac trang thi6t bi p1wc V\l cong tic cua
I I I Ph6ng.
! I - MQl s6 cong 'Vi¢c khac do Tru&ng phong
I I ! .phiinCalig.. .. _. .__i-16---1I P~6 T~U'&ng i>hong-[ - Th-;-l~~-g~,pl{C3'i-hQ'p .va~,~:k ,00'n vj liel] I - K~ hO<;1chnam
I Dao t~o quan to cntre qu,m 1y \,I~e xay dV11g kc h9C.
I! I ho;y:h (\:}O t~lO, clmung tr;nh, bien SO<;tll - Vall
i ! gi'lO trinh, 1al lieu tl121Il Y.bclo phvc \'\1 huoTlg (;:11:,

- ](0 h()~1",h th\iC: gicm::, d~\y - hQc t~r va thea d6i vi~c tlwc
l-lii3nch~!'~):,)gTr~~~llldu~)t~HJ. t(tp l':'n<:/
- Tham gia glum 3M CO:1gt:~c qw'm l:f hO:ft - Thiw h~:uc;id.
dong ci,lO t,10. - So thu doL
- Qu,:m 1)', gi2un sal vie;c TO cl1l:rc hosu dc)ng - Ke h()(_lch I

I thvc t~~, thlJC te, thmn quaIl, dl~ll oli, giao tuyen s;nh,

I

· d\1c quae r;h6ng -- an ninh cho sinh vien,
h9c vicn tat Ccl cac hO, cac hinh thll'C dao

: t<;1o.
- (~hill trach Ilhi~rrl :;O~ln 1h,-10 va tri0.n khai
c,k ba(_) C210 1c~ngk\~t c6ng t2lC thi, so k~t
hQc k)', t6ng k~t I1UITI hQc, th1,J'Ct~p su

I
plwm, ho;:;t1d(mg ng()(li gicl'.
- Qu{m 1<', gi<1m s6t vi~c t1wc :li911 cong tac
luu tru h6 sO' va b{lO m~t h6 sO' dao t<;1o,du
li~u va cong tac Mo C,10 thco qui djnh Clla
nha mr{Jc; gi<1m sa~vi¢c C?P nh~t, cung dp
thong tin dao tsiO ien website Clla nha
trm'mg.
- Tham gia t(~chtre tuyell sinh cac h¢, cac

I
I

I
I I 1,,~,,1.., fl,",~'.· A;"" +'-"' . ..j-.~r"''''''''''' 1 :'" ,'.....,._,....,.
~ __ ~_ _ J UH1~:_~~~~~4.V Ll~~llblULU 11l-lVl1b· ~_. ._ .-,
i 17 i PI~6TrU'o'ng Phong I - Ph/m ,2i~i;;tiI:h, hlnh ca~ kllO;'n: th,u V~l, eh! - _!~~l~.s6., thco
i ! Ke hO~iCh - Tai nguon Klnil pm boat dqng ph;, It; ph! 'Va dOl, dOl clm:.u.

i chinh hO~lt dOng dich VtJ, Cii.:5' phllC lq-i, quy pMt - H6 sO' chCrng
I i tri6n theo f.''-~Gqlly djr:h hi~n hfmh. ttr.
L ____l__~~ __,, ~ L__l<._~·-?_!_:~~~~_.;_L:_:~I_~)h._·:_~~~_t_' ~o:~~~~~~_1_J?_l~L:_)?_r~bi: , . _

iO



18 I Pho Trurmg Phong - ~ay ~t,rng k~ hoach ph6 bi~; giao d~"ZT- K~ ho~ch. II
I Thanh tra - Phap phap lu~t. I - Bao cao. I !
\ ch6 - Theo doi viec thuc hien cac vdn <.le co - Van ban i I

I
, lien quan d~n ch~ d9 phap luat. hirong d~n. I

- T6 chirc cac hoat dong tuyen truyen phap - Theo k~ hoach I
I luat. cua Truong,

I i II - Tr1,1"c"Cau lac b9 giai dap phap luat"; Tu
I, I sach phap luat, phong Tir lieu Bac H6.

I
I I.: - Thanh tra cong vu. !

• - Thanh tra chuyen mono I
i, - Thanh tra tai chinh,i

I
I II' - Thanh tra phong chong tham nhfing.

- Thanh tra thi.
i! - Thanh tra n6 n~p day va hQC.
1~_~.._~!~_~ -+-~-_1=__::_'h.:_:_a~nh=-:t__::_ra:_:___::_c.:_:_ac=---=-::kh~ie::_:'u.:__n::_::_a:;.::.:.i:2_,__:_to=-~__::_C.:_:_clO=-:_._.
I 19 Pho Trufrng Phong - Tham rmru cho truong phong thuc hien
I Khao thi va flam nhiem vu tham muu cho Hieu tnrong v~
I bao ch:'t iUO'Hl! thirc hie.n cong tac khao thi va dam bao
i . ,~ ch~t IUQ'Ilgclla truang.
II - Trvc ti~p ph\l trach cong tac dam bao

ch~t IUQ'Ilg.
I
i va Dao t~lO.------,--t----,-'--__:___---t----~-l

-Tham muu cong tac quan ly, xay dt,rng kc - Ke ho~ch I
ho~ch ho~t d9ng nghien Cl:ru khoa hQc Clla nghien cuu khoa I

c{lll b(\ giang vien va sinh vien. I hqc h&11L:nam.: I
-Tham gla Ctll1g tnrcmg phong vi ~t cc1c d'~ 8,,12 :-'1 1 dinh I Iii

an pbit tri~n cac lInh V\,lC ma pliong qmln kY., I
lY·, - ,Kc ho~ch I I
- Th1,1"chi~n che d9 bao cao thea djnh ky I tuyen sinh. ! I

I (Lhang, nam, qLlY) lien quan 0.6n 3 mang I II I
I cong vi~c rna phong qucln lY· I'

I I - Cac ho~t d9ng v~ dao t~losau d';!i hQc. _ 'ji-~-2-i---rPh6Tnro'ng Phong - Quan ly sinh vien cac khoa SLI ph~m va - Ke hO<;1cllcang I i
I I Cong tac sinh vicn ngoai su plwm. Di~u hanh cang tac clla viec. I'

i! Phong khi dw,)'e Truong phong llY quy§n. - .~H6 sa sinh
- Tham gia cae phong trao hOC;ltd9ng clla Vlen. '

I
:

Phong, Nha tnrcmg. - Danh sach sinh
I - Ph\l trach cae ho~t d9ng van h6a van vien.

I I
I ngM, th~ d\lC th~ thao, cae hO<;1tu9ng ngo';!i - Van

. 11 ' I h' I?:, <. loa. nang (.an.
I II - Ph\! traeh h6 sa tuy6n sinh cae h~ vira hQe

I
I vim lam. Ii

,I

! - Tham gia Ban c5 vAn hQc t~p cac khoa.
- Quan ly sinh vien n9i tru, ngo<;li tru. I

I
- PIW traeh vi~c danh gia di~111 ren Iuy~n I
eho sinh vien cae 16'pthuQe h¢ qucln I}'. I

I 1- Tham gia cac cong Vi9C khae do Trm?mg . II I
I. phong phiin congo _j
I--n---i-Pl;i> TrU'O]lg Phong - Tham gia qua~ ly to;;m b9 h9 ih&ng trang - Ke hOSlCh. r--- II

I I Qu~in tri - Thi6t hi I lhi@t bt, may m6c, tai sim chung. - S6 thea dOl. I I

l ..~_~_i~~ ~~__~~~~ ~_.__i_::Tr2:l2_!i~l2.~i_~~~_tra~y~!11~,~~t,.~~'~~!~11o~ch~L_::Ki0m li.'C: (_1~~lh i .

1'h6 TrU'(mg
PhongNghicn CUll

khoa hgc, Sau d~li
h(}l; v~ Ouan h~

I

I
- V an-b~a~n-c~h-i'---
dao cong tac
khao th1 va dam
baa ch~t IUQ'Ilg
ella truang.
- Thea quy djnh
cua B9 Giao d\lc

ban



~2j-TPh6 Ghim d6c
I Trullg tam Thong
, tin - ThU' vi~n

d0ng nghi~p V\l, chuyen mon ella Trung
H1111.
- Tqrc ti6p quim ly, th\rc hi~n c6ng vi~c
nghi9P v\lxay dvng chinh sach b6 sung tai
li~u, xu 1)' nghi~p V\l tai 1i~u, luu hanh, d.e
djeh V\l va l~p k6 ho~,ch bao quan tai li~u.
- Chiu tn'teh nhi~m tnrae Gi{ll11d6c v~ hO<;lt
d0ng xay d\rng, duy tri va ph<it tri~n thu
Yi~n di~i1 tlY tc,liTnmg Him. '
- Xciy dung k0 hOifCh LIng d\ing c6ng ngh¢ !
th6ng tin, trHyl~n thtmg. i
- I-l\;~~~l~~ii-l;h-~Lt:;'l:L~!~:Ij~h,lI~;\,~E~l~i~,~T~-X:~~--X~;-,~;Q~~~.,:
sinh va mo- krp eua Trung t3.I:1. I ho,;leh, chuang
~ Chi clslO thvc hi9I1 C2lC V[1nball h~n~hehinh I tri::~1.

I va chuyen mon cua Trung ti1m. I ~ 1Mo cae van
- T1we hi~n ctmg t{le 16 ch'Crc thi cAp chung ban chuyen
chi tin 119C,ngo~li ngCf. mon.
- P1w tnleh c6ng tac thi dua, khen thuang. - T6 ehuc cac ky

thi thea k~
I hO<,1ch.

P-i;6-.G-i;i~;-~-d-a~T-=-H6trg Gian;ct6ctl:vc hi~;-;:Z6ng t{lC-(.lUan Th6ng tin
Trung tam Ho tn,)' 11y!han S\r. tuy~n dVng vi~e
sinh "ien "a Quail I - Tim ki6m ngu6n tIm hllt, nhan sv (1 thi lam tll' C{lCcong
h~ doanh nghi~p 1 tnrcmg lao d9ng t<:iit1nh Dong Nai va cac ty, doanh

ti11h Ian can. nghi~p.
I - ThVe hi¢l1 cong tue th6ng ke 56 lUQng ~Danh sach sinh
sinh vi en co vi¢c lam sau khi t6t nghi¢p.
- Tim hi0u 111m cAu thi tnrang lao d0ng,
nh(ll1 thong tin ph'ln h6i Tlf doanh nghi¢p,
dong gop y ki~n xiiy d~mg chuang trinh

I GaO tao.

I
· ~ T11\l'c hi¢n ~ong t{Jc thl! hllt, SlI d~mg,
kicm tra ngu6n lui chinh tlr tai tra ben

I " .

__..~~.~.~__.. J~l;::;~n~l~;~,~;n~,,~a~,,;~~l~~;O\ist;,i~~~L..~_~~~_

I-
i
I

i
I

I
i

I

I

I
i
I,

24

sua chu'~~ oao trCb,\o duong thiet bi. I ky.
- Ki~m tra ch~t luong thi~t bi phuc vu cong - Bang
tac day va hoc va C:1C heat d0ng khac ella congo

I

nha tnrong.
- The~)doi, ki~m tra, giam sat ngay gio cong,
ne nep lam viec va cong ngoai gio hang
thang cua can b9 vicn clnrc trong don vi.
~ True tiep kiem tra, giam sat va de xuat
sua chua C(J so vat chat phuc vu cac heat
d0ng cua nha truong.

I ~ Slmg voi tnJ6n.~ pl~(m~thuc hien ehe. (19
I kl~au h~o trang thiet bi, vat nr the? quy dinh.
I De xuat vice thanh ly', XLI I)' thiet bi v~t tu
II hu hong ho~c. khong dung den d~ dam bao
t~n dVng Vil tiet ki9111trong 5Lfdung.
- Chiu trach nhiem t~'uacGi{Ul1 d6c~ hO-<;1t-t----K-,e-h-o-~l-C-h- bo

sung saeh va !iii
li¢u.

Bang phan
eong cong vi¢c.
- ~~ hO~lChphM
trien.

P'1(} Gi:an
Trung Him
ngfr . Tin hvc

nbc
Ngo~ti

25

vien t6t I1ghi¢p
co vi¢c lam.
- Thu mai tham
gm ng,\ y H0i
'", l'

Vlt;C !aIll.



~:~·c hien cong tac luu trir thong tin, ::-iI;!r Iban. I

- T1wc, hi~n 1110t sb nhiem V\l kh8.c do I

Giam doc )han congo J;:.~ I
- Pho Giani d6c, i~'~ng tam la nguoi giup - Ke hoach cong
viec cho Giani doc Trung Hi111. taco
- Pho Giarn d6c phai la nguoi co th~m chat - Bang phan
chinh tri, dao due t6t, CCl nang luc quan ly, cong nhiern VV·

da t6t nghi9P trinh dO Dai 119Choac Cao - Lich true.
dang tro len. - K~ hoach hoc
- Nhiem vu, quyen han cua Ph6 Giam dbc t~p.

I Trung tam.
+ Giup Giarn d6c Trung tam quan Iy va
dieu hanh cac heat dong ella Trung tim;
true ti2p phu trach 111Qt s6 linh vue cong
tac theo sir phan cong cua Giam dbc va
giai quyet cong vice do Gi{uTI(16cgiao.
+ Khi giai quy~t cong Vi9C(luC)'cGiam d6c
giao, Ph6 Gi{uTIdbc thay m?t Giam dbc va
chiu trach nhi9m tru6'c Gium dbc v6 k6t
qua cong vi9CauC)'cgiao.
+ DuQ'c theo hQc cac 16p chuyen man,
nghi~p vv nang cao trinh d0 va duC)'c I I

_j- --j huang ca~_~l16dQit~Fly(lil~L- I __L J
TrU'()'ng khoa Khoa .' Quim 1y chung ve nhail S\f, nguai hqc, I - Kc hO"lChi I
SIr ph~lm Khoa hQc ChlJ'O'l1gtrinh cac man hqc, va tAt ca de I giang :lr.IY nam! I
Tl,l' nhi(~n hO<;1tdOng Cl\a khoa. h9C, k6 hO(;1chi '

- :86 xu§.tmo' ma ngimh dclo t(;1O. phat tri6n d0i I
- Xay d~rngChU011gtrinh d~lO t'.10,k~ hO~ich ngfi khoa.
giang dSlY,hQc t~p cua cac 00 man trong I - Bang phein i
khoa. cong _,cong VI~C I
- T6 chuc hO'.1td0ng khoa hqc cong ngh9, cy the thea tLrng I
Ch11d0ng khai thuc C{IC dll (ill hQ'Ptac qubc to. !

t~. - B~ng k6 hO~lChI
- Qu8.n I)' ehuO'ng trinh khung va chuang chuan bi hoi I• • I

trinh chi ti6t cac man hQc, ngc'mhhQc. thao nam hQC
- Quan Iy n0i dung, phuang phap, chAt maio
IUQ'ng dao t~o, qu{m ly chil.! IUQ'ng hO<;lt - Giao trinh, tai
d0ng khoa hqc va cong ngh¢. li~u phvc vv
- Chi O(;lO vi9C xay dvng k6 hOSlChva 16 gi<'ll1gd9-Y·
ChtfCth\fc hi¢n cong tac giclOd~lCchinh tri, - Danh sach d6
tu tuo-ng, d'.1odlfe, 16i sbng cho vien chtfC cli giao vien hQc
va ngu6'i hqc. t?P nang cao

! - ,Hu6::g dth: ,t6 c~lrc d~l;h gi~ ClI: ,b0 qU~ln trinh (10· I I
I ly. Giang Vlcn va nghlcn cuu Vlen trong
I l'I-~,:, ,I

I I I i'- iV,L . , . , • , , I I I
I k ~ham gm cong mc glRng USlY· I I 1hS-1 Tru'o'ng kho~l Khoa I ~ ;Xay d\rng-kIho<;1C!l~~~~~--h9z'xay d_ vn~- \ - K~ h00Ch na~I----1
I I Su ph:)m Ticu iH)e I ke hO~lCh d',IY hQc, de CHong mon byc, bc'll I hQc , I

L 1va Mfim nO~ J_~~~i~~J~~:i:.c::~~~ll~;~;~;Ji~i::211 tllZtm _k_11ao_~:~J~~1~,~,~rj~~~~~i~~~_! ,

~--T
I I
I :

I---li - ,26 Pho Ghim doc
Trung tam Nghien

I ciru - T,hue d~y van
I hoa Dice

l



- Thvc hien qua trinh danh gia ket qua hoc Phfm co;~g I--~~-I
I
' t~.pcua nguoi hoc. nhiern Y~I can
- Tham gia cac hOi thao khoa h9C cua bo, giao vien

I khoa, tnrorig. trong khoa hop
- Hu6ng d§n nguoi hoc nghien CLlUkhoa h9C. ly,
- Nghien CLlUkhoa h9C phuc vu vice xay - N6 nep giang
dung chuang trinh dao tao, b6i duong, d6i day cua cac T0
moi phuorig phap giang day va ki~m tra, chuycn mon.
danh gia rnon h9C. N~ nep hoc t~J1
- Quan li cong tac nghien ciru khoa h9C cua cua sinh vien vi',
sinh vien qua viec t6 chirc huong dan va hQCvien.
danh gia bai t~p Ion, d~ tai nghien ciru I - Tu urong,
khoa hoc giao due mam non. chinh tri, heat
- Danh gia k~t qua nghien CLlUkhoa h9C dOng Clla gii'tng
Clla sinh vien qua vi¢c tl1\1'c hi~n d~ tai I vien trong dun
nghicn clm khoa h9C gi210d\lc mAm non. V!.

1- Xay dvng k~ hOC;lChnam hQC.
- Xay d\rng k6 hO<;1chgi.ing d?y cac l(yP M
khong chinh quy (D~i hQc, Cao f)~ng,
Trung C~p).
- Dang k)' nh~n nhi~m V\1 (1::\0 t<;10cac trinh
dQ, ma nganh, chuyen nganh dao t<;1o.
- Tha111muu cho nM tmemg vi~c X<lY d\mg
chuong trinh dbo tao, k~ hOSlChgiclng d~y,
hQc t~p trong ph",m vi khoa.
- Chi d",o cac trw:mg bQm6n xJy dvng va thvc
hi¢n k0 ho:}ch nam IH)c d(nl~~qav ,jjnh; phLI
11q1;~\/~~·iYlL! cftU C'~1(1n~3 t.ru()'ngj ttl1h 111.1:111 tlli;l'C
t~Ctta don vi va nang lIfc cua umg giang vien.
- QUEm 1:; V!9C to chlrc bien SO(,lll chuang
trlnh eftc J1gdllb ill}c do Hi~u Trlrang giao,
chi d~lO vi9C to ~hlrc dbi m6i plmoug pll<ip
giang d<;y, hqc t~p: d~ xu~t xiy d~rng k~
ho?ch b6 sung, biw tri thi~t bj d?y ~ h9C
etla dan vi.

I - D0 xuAt 10n Ban Gih11 Hi~u c{,c thay d6i
v6 16 chL!c, nhiln s~r t)~mgk.l}ou.
- QWll1 Ii vi9c t6 chuc cianh gia k~t qua l1Qc
t~p va ktt qua ren hly~n Clla sinh "ien I
thuQc khoa. . , I
- Xiiy d~rng ke hOSlChva to chuc th~fC hi~n
cong tac giiio d\lc chinh tri, tu tuang, d?o
dlfc, 16i s6ng cho vien chll'C va ngucyi hQc.
- Tham gia hQp giao ban hang thang; hQp

1

1./ I h,Qi d61:g coi c~~~m~~li,l:Qi d6,ng xet di~m I

i I ren .1~uYY~cho ,stnl1 :wn c ac ~ho~a.,. , I
I I _ l=),puh'1nh '''>A A"~A l'A_ Ah. 1", '1'n11kyo
I I ~ ~'':' H~HU ,-u,- ,-uy'" lH!}, 1,.,111uy ~pl . d I

! J_________ -Dieu hanh ~jdlOa dinh k5' hang thang. {
r 29 ITrrro'ng khoa Khoa . - Chiu tnich nhiern' tnr6c Nha Tr.uo'ng ~e -':---KT- ho~,cl~-i

! __ Ngo?ingu' _jCiiChO<;lt?O_~ngC_ua_.K-h_oa-, la.!1.g_Ll_'Ol_'_C.O'tnich gian. g ~0-Y 11[1111 i
i I nhii~m d~eu h,1l1h mqi hJ~ltdOng Clla Kho~. h9C, ke hOSlCh I
I . _.l__________ _-D_~x~lat 1~!_1_~::'_~_(ji~;22_I'Ii~u c~c_!hay doi pMt tEi~~~_il_(2i'

I
I

,

I
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v6 16 clnrc, n1;ii11 sir trong khoa; nhan I ngfi khoa. I I
nhiem vu dao t~10cac trinh 0<),rna nganh, - Bang phan I I
chuyen nganh dao tao. Thuc hien co hieu cong, cong viec I
qua cong viec quan 1ykhoa. cu the thea tirng I
- Tham gia cong tac giang day. t6.

- Giao trinh, tai
lieu phuc vu

111--------+--- giang day.
Truong khoa Khoa - Quan li, lanh 0<;10 toan dien cong tac - Lam oe xuat
Tong hop chinh tri, ttr tuong cua can bo, giang vien; trinh len Ban

I sinh vien trong khoa, T6 chirc quan Ii, chi Giam hieu

I

, dao khoa thuc hien nhiem vu chinh tri, - K~ hoach
nhiem vu dao tao dtroc phan congo giang day nam
- f)~ xuftt len Ban Giam Hieu v~ o<)ingii h9C, k~ hoach
giang vien, vien chirc, t6 chirc doan thS phat triSn o<)i
trong khoa; oang ky nh?n nhi~m V\l oao ngu khoa
t~o dic trinh 0<),1116 nganh, chuyen nganh - Ban phan cong
oao t~o. cong vi~c C\l th~
- Tham mUll cho nha truang vi~c xay dvng thea tUng t6
chucmg trinh oao t~o, k~ ho~ch giang d~y, Ban k~ ho~ch
h9C t?P trong ph<;1mvi khoa. chu~n bi h<)i
- Quan 1y, chi o~o vi~c t6 chuc ho~t o<)ng thao nam h9C
khoa h9C, cac h9i thao chuyen o~ trong maio
ph~l.mvi khoa. - Giao trinh, tai
- Quan 1y vien ChtTCva sinh VIen thu<)c li~u phvc V\l
khoa thea phun cAp eua Hi~u truang; quan giang d~y.

II :~ thl~:m~.:1'inh kh~~~ v~.c~uang trinh chi - Danh sich d~
, .let CdCIdU,1 119C,l-'banh L9c. cu giao vien h9C
- Quim ly' vi~c t\~ chtrc bien so~n chuang t?P nang cao
trinh cac nga~h h9C d? Hi(~u truang giao, t1'inh 0<).
chi d~lOvi~c to Chl(C d0i Im)'i pllLfang phap
giimg d~y, hQc t;lp; o~ xu~t xay dVng k~
hO<;1chb6 sung, bao tri thi€t bi d<;ly- h9C
cua dan vi.
- Quan 1y vi~c 16 chuc oanh gia can b<),
giang vien trong Khoa; tham gia danh gia
can b<) quan 1y c5p tren, can b<) quan 1y
ngang cap thea quy dinh cua Nha truang.
- Chi d~o thanh I?p H<)i d6ng Khoa d~ tu
vftn cac hO<;1td<)ng chuyen mon cua khoa
thea cae hucmg d~n va quy oinh cua nha
trucmg.
- Quan Ii, chi d"l0 vi~c danh gia k~t qua h9C
t?P, ren luy~n cua sinh vien va h9C vien
cac h~ dao t~o trong khoa.
- Tham gia cong tac giang d<;ly. I

----1--- , -:-r---j
31 I Tn!'cmg khoa Khoa - Chiu tnich l1hiem tnxac Nha TruOng v6 - Ke hO(;lchI

I Th6 d\lc - Nh~c IH.>a I cae ho<;tt ct<)ngdl~ Khoa, la nguai c6 trach giang d<;1ynam

I

nhi¢m di~u hclnh 1119ihO<;1td<)ngClla Khoa. h9C, k€ ho~ch
I - p~;zxu<i~len Ban Gial11lIi~:lcae t~ay d6~ phat triSn o<)i I
I I I ve ~to C:1~~C,nh(ill, ~~r trong, Kh~a; da~g k~ ngu khoa. I
L~ ! . ~~~ LQ!1m~_;1~i_l£[t:J','~l__r.:ta()tao~~~c t~mh dQ, ma - B(l1!:g__~£tl.fu"l_I__~_J

,,-
L)



'----~--,---~-'-'-----'- --~--------
I nganh, chuyen nganh <lac tao. TIme
I co hieu quit cong vice quan 1)'Khoa.
- Tham gia giang day.
- Nghien elm khoa hoc.

hien II cong .~Ollg viec
cu the thee tung
to.
- Gi60 trinh, tai
lieu phuc V\1

, i
I
I

I

I
riling day. I

--f----'''''----Kc -"--h-o-<,l~c-h----f1t---~--i
ve giang day nam I

hQC, k~ hoach i

- Di6u hanh lTIQi heat dong cua Khoa. 86
xuAt len Ban Giani hieu cac thay d6i v~ t6 phat trien dQi

ngii khoa,
clnrc, nhan sir trong khoa. Bang phan
- Dang ky nhan nhicm vu dao tao cac trinh ~ ~ .~. . ., cong cono VICC
do, mo nganh, chuyen nganh dao I ,;; 1 c> "

tao ...Thuc hien co hicu qua cong viec quan cr tnt: t It:O tung
1, 1 I, K- 'I ~ I to.y ,( ioa y t iuat. G..' '.~ I ' '1
'I'] 0"" 1., - JldO lllill, ta

- lam _la glang aa'. l' ~ .1.,~' , . • leu p lUC VU
- Nohlen etru khoa hoc. .. I:, . .

b . ~gwng dslY.
- Xay d\mg va ,to cl~(;ZlE\rc hi¢n chuang I-_--~~-h-o- ..l-C-h-+!l-·'---'----
trinh dao t<,1o, ke hO:;1ch giang d<,ly, hQc t<;1p gi~mg d~lY nam
cac nganh kinh t~ thco ma ng,lnh dao t<,10 h9C, k~ h0<,1c11
cua tnrc.mg. phat tricn \tQi
- QUEm Iy giang vien, n11,ln vien va nguai ngll khoa.
hqc thuQc kll0a theo phan cc1p eLla Hi~u Bang

Khoa II - Chiu trach nhiern truce Nha twang
cac mat heat dong cua Khoa,

32 I Truong khoa
I K5- thuat

I

L-........,I-
I 33 I Tru'o'n~
I Kinh Ie

I
i
I

khoa Khoa

tl'Uc'mg tru,]·ng.
- Xay d\rng k~ hO<;1chph{it tri2n dQi ngu
gi,tl1l,; vicn, phat trii.~n chuO'ng trJnJl dao t~'l.O
'.1:'[ C~\,/(_ t11'~'" 'ne(J"r'" ,.1-tL1';I' h('l "inn.... ...._.._. _ \_. "'-' 1. ._t ....lb ..I_I ~ •. .1 ... , ..... , .. -~ . .::;,

cm'mg di2u ki~n (tam bcb chAt luqng (lap
ung _nhu ~llu x[i h¢io va I;Qi rtll:~p qu6c t~.
- De xu{n lhay ci6i ve lO c11(1'c, nhan S\f
trong k11oa,cHing k)! nb~n nhi~m V\1 u,\o n.10

cae t1'il1h dt), mo nganh, dlc chuyen ngfmh
({('to t<,1o.
- Tham gia qucl11 1)1 tai s':m ella khoa va d~
xw1t xily dVng k0 hOl}ch b,~ sung, bao tri
thi2t bj dSlY h9C, tIwc h,ll1h, tlwc t~p va
th\rc nghi~m khoa h9C.

I I - Tham gia giang d<,1Y·
I i .- Qu;'m 1)1 nQi dung, chucmg trinh, plurang
i I phap, chAt Iuqng dao 1<,10, quim 1y chit I
I !luc,1'ng hO<,ltd~ll1gnghien Clm khoa hQc.

Tr.nong,Bi)-~i\n-Ly 1- Chill tr;~~ ,nhi~m tr:f6c }'Jh:1 :rru. 'm:~V?
lu~m chmh tq cae hO~lt dqng cua B() man, 1a ngUaI co

!

tr(lch nhi¢m di§u hanh l1l(_)i hO<,1tdOng Clla

I I B9 ~non.,
I I .......~ __. _ :- ~ 1I~ • _ "'T", _ .. 0'!_ ___ TT' ~ _ __~. ~,_____ ,o-};.I - ,U'~ ALlClL 11:11 L)<tll U1Ulli lUS;U CdC Lllcty UUl

i vt~to ChlfC, nhil.n sv lrong b(l m6n.
i .- D[mg k)' nhi)I1 nhi¢rl1 V\l d,lu t<:lOC{IC trinh
: dl\ m(y ngclnb, chuycn ng,\nh (bo t~lO.

i - 'Tlmc hi~n CClhi(\Ll ql,;i c{Jng vi~c qmln Iy
I B() mono

corIO elFI" \.·ip"
~;,4 • 6 ','':'V

CU lllC:: tileD tl,ng

t6.
j ;.;"') !,~. 11,)",,1,

- _J'.,'! ~'" ,'" ...._, ;_ \_ ~i. ..., 1t

chuan bi
thao n~l.:ll
m6i.
- Gi<io trinh, t~li
Ii~u plwc V\1

giang d,.ty.
- Danh s{lCh d~
ell' gi{lO vicn h9C
t<\lp 1121ng cao
Trinh (1().

K~-i!O~lij~phS.
tri0n d()i ngll BO
mOll.

K6 ho,:!cI
_. 'J _., _. _."'!

gWIlg llsly 11<111

hQc.



r---[~~~------j-1~0chirc va tl~am gra cac hoat
I nghien ciru khoa hoc.
- Tham gia cong tac giang day.

dongT_ Cac Q~--t.lil~1
nghien ciru khoa I I

hoc. I \
- Giao trinh, tai I
lieu phuc vu
giang day. 1

- Danh sach d~
cir giaug vien I
hoc t~p nang
cao trinh QQ. .

Cac de lai
nghien cUn khoa
hQc.
- lilao trinh, tai
Mu phl;lC Vl,l
giang di;l.Y.
- Danh sach de
cif giang vien
h(_)c t~p n§.ng!
cao trinh QQ.

Danh sach
phan cong giimg
vien coi thi.
- Danh sach

~t~g~:i~r~a',~n~bChi) I ~-.J
1---3-6-+-P-h-6--T-r-lf-O-'n-g--kh-o-a-t---L-a-m--v-i~-c-d-u-6-:-i--s-v-c-'-h-i-Q--a-.0-c-u-a-tr-u-'m-1-g-+~-'---'K~--ho(_lch-- I

Khoa SU' ph~m khoa ,va thea sv uy quy~n cua truffi1g khoa I gii:'u~gdS1Y·, 1

Khoa hQc Tl}' nhien khi can. , , I - So thea d5i ke I
Quan ly cong tac co van llQc t~p thuQc I h?<;ld~,gian~~d(_lYI

I
khoa. cua gmng Vlen.

i - Giam sat vi~c thvc hi~n quzm 1y di~m va '1- S0 thea d5i
I i cong b6 Qi~mClla va~ phong khoa. - Bili giang. I
I I - P1Wtnich qmin 1yve h9C t~p v:1 ren luy~n I - Chao trinh. I !

L__ __L_ .. Cll~~~~ 'lien. L- El~~lgk)' d_!~L'._L__ J

35 Truong BQ mon
Quan ly giao due

- Phu trach chung cac heat dong cua Bi? - Van ban de
man Quan ly giao due. xu~t trinh Ban
- C6 trach nhiem Qi~uhanh moi heat dong Giam hieu,
ella Bi? man, chiu trach nhiem truce Nha - K6 ho?ch phat I
Truong v~ cac hoat dong cua Bi?mon. trien d<)ingii 80
- D~ xu~t len Ban Giam hieu cac thay d0i mon.
vS to chtrc, nhan sir trong Bi?mon. K6 hoach
- True ti6p phu trach v~ chuyen mon Quan I giang di;l.Ynam I
ly - Giao dl,lc. I hQc.
- Giang d~y mi?t s6 hQc ph~n thea s6 ti~t - Ban philn cong
quy djnh cua Bi?GD-DT. cong vi~c Cl,l th6

I th~o tung 108i?
mono
- Bun k6 hOi;l.ch
chu~n bj hQi

I tMo n~hn hc;c
I mt'li.

17



I-~-~I~--~----~--r~-Giul;-t~u(mg khoa gua~lf~io giing, giG' I bai-- bao kh~a

I
I tl1\1,'Chanh, thuc, thai khoa bieu. 'I hoc.

I II - Quan ly tinh hinh tir tuong sinh vien, - ce van hoc

I

quan Iy danh gia ren luyen cua sinh vien, I tap.
I - Thuc hien viec ~hen t,lmang, ky luat sinh

i I 1 vi en, bao cao sa tong ket nam hoc, I~--J-- ,-Tham gia cong tae giimg_.9~Y'_~~_j____ __ -rr-r-: _

I 37 i Pho Truong khoa 'I - :16 t19 ~!1L)~fUang khoa, ?h~ trach hoat I - " Ke ho~eh

I

II Khoa Suo pharn dong nghien CULl khoa hoc cua Khoa giang day nam

I I
Khoa hoc Xa hi)i Quan ly gio giang, gio thuc hanh thuc hoc, k~ hoach

t?P, thai khoa bieu, phat tri~n dOi
I I - Giam sat viec thuc hien quan Iy diem va ngu khoa.
I I
I I cong b6 di~m cua thu ky khoa. Bang phan
I I - D~ xuat cac phuong an tro cAp ho~t dOng e6ng cong Vl~C

I

! sinh hO~ltthanh nien. Cl_l th6 thea hrng
- Giup truang khoa d~ xu~t b6 sung I t6.
ehum1g trinh giimg d?y d~i hQe, mai giang - Bjng k~ ho~eh
vien, ehuyen vien bao eao chuyen d~. ehuan bi h9i
- Quim ly tlnh hinh tu tu('mg sinh vien, thao nam hQc

I
quan ly danh gia ren IUY9n etta sinh vien. moi

J-TIWe hi~n vi~e ~en t,huo-n,g, ky lu?t sinh - Giao trinh, tai
I vien, bao cao sa tong ket nam hQc. li9U plWe V~l

: i - Tham gia eong tic giang d<;lY. gi{mg day.I----r---'--'-'-------~ --- , ,~~-~--*------'-'
i 38 I Ph6 Tru'o'ng khoa I - L}p ke h09-eh qWln 11 cae ho~t dOng Ke hO(_lch
. I Khoa SUo ph~lm cua Be) mon nhu: danh s8_ch diC mCm hQc giang d:;1'.

i Tif-u lu}c Vll Mill1l trong tlrng hQc ki, tung na111 h\1c; b,!ng - S6 th~o dC)i k~
;W') ph,ln cCmg ehuyen mon, nhi0m vv ki6m 11C'?ehgi2mg d(_ly

nhi~m elld tLmg th<'111h ',lien ~ro,;_g tung ;'Qc cua gl:'m~:vU:n.
ki, tlmg nam hQC, h6 sa giang vic!) thinh - Sf) theo d6i
giang, gic"mg vien tham ,gia giclng d<;1Yt?i i - B:ii gi2.11g
139 mon ... va thong bao ke ho?ch nay t6i I - (Jiao trinh.,
tung thanh vien trong 13<)mon va trinh - Dang ky de tcli,
Truang Khoa phe duy~t tru6c khi dua VaG bai bao khoa
thuc hien. hoc .

.- Phfm eong nguo-i hu('mg dan giang -' c6 van hQe
vien tcItp S\f trong BO man thea quy djnh, co t~p.
trach nhiC;ill luu gill' va bao qU~ln s6 li9U/dCi'
li~u Ctla b9 man do minh qU:?1l1Ii.

- Tham gia d~y du cae euOc 11Qpetla BO
mon, ella Khoa va eua Truong; lam bao
cao gi,\i trinh khi co yeu diu ella Khoa hay
Truo·ng.

- Phan cong giang vien trong BQ mon
hIm cong tac ra d~, eoi thi, eh~m thi trong
de ki thi cho B9 man, Khoa, Truang t6
ChlfC theo quy djnh va djnh mtfC c1u(_)'c giao.

- Phan eong giang vien eua B0 man 1

tham gia lam Ban gi21JTIkhilO, sO<;1nM
th6ng efm hoi va dap {m cho cae h0i thi I
nghi9P V\l sU'ph~lm CU:l Khoa. I

- DLlY~! (J~thi (hinh !.h(rc thi, du trllC d~ I
: thi, d~\p an ...: ,~l:la c:~c 111anl1 vien '121 cacL__ .. _l . ~ __ ___

I
',)
U



Clla sinh vien.
- Tham gia cong tac giang d~y
- ChLl tri cac cue)che)i thao v~ cong tac sinh - Dang ky elf:: tai,
vien Cllakhoa bai bao khoa
- Giam sat Vi9Cquc'm1y di~m etta gi:io V\l hqc.,

I khoa I - Co van hqc I
I - T1wc hi~n vi9C khen thuo'ng va k5! 1u~t t?p.
I sinh vien I
! I 1- ,Le_"n. ~'~ l~oC)chv~ _Ph6.~i€;nk~ ho?ch th1,Xc I,
I r i t~l~,1~leJ~}0P:ho sml: vle:1, "I I I

, I - 1-'he' )yen V::l chuc cac phong trao 11QC _l .!L i_ '::__L _

giang vien tham gia giang day tai Be)mono
- Len k~ hoach nhan sir cho D<) rnon,

trinh lanh dao khoa d6 xuat len Truong
tuyen nguoi; k~t hop voi lanh dao khoa t6
clurc, tham gia danh gia trinh de) chuyen
mon cua nguoi dir tuyen d~ dam bao chAt
luong giang 9?y cua Be)mono , I
-Xay dung ke hcach nam hoc, xay dung ke
hoach day hoc, d~ cuong mon hoc, bai
giang va cung cap tai lieu tham khao dn
thiet phuc vu eho giang day.
- Thirc hien qua trinh danh gia k~t qua

iOqCt~p ella ngiroi hoc.
- L;ip bang thong ke s6 hrong hoc phan, tin
chi se day trong nam hoc/hoc ki do kern
thea cac thong s6 khac nhu: ten mon hoc,
thai gian b~t d~u va k6t thuc, kh6a, lap, M
dao tslO, S1 s6 sinh vien, nguai giang d?y
(d\f ki2n) ... d~ d<'llnbao cho cac thanh vien
d?y du s6 gia dinh muc ho~c khong vugt
qua s6 gia quy dinh cua Trucmg, dam bao
S\f cong b~ng, minh bC)chtrong Be) man,
trong Khoa.

- Bao cao vi~c th\1c hi~n nhi~m V\l gii'mg I
d~y, nghien clru khoa hqc va vi9C t1wc hi~n
cac nhi~m V\l khac Cll8. cae thanh vieD
trong Hi) rnon gt'ri cho TruoTlg Khoa ct;~
lam cong tac so Id:t, i6ng k6t.
- Thu011g xuyen n~m belt tinh hinh, xil.y
dt,mg k~ hO~lChva t6 Cht'fClh\fC hi9n cong
tac giao d\lc chfnh tr!, lU' tucmg, d?o duc, I
16i ~6ng cho nu' cong trong tnro'I!g. I
- To Cht'fCcae ho~t QQng sui noi nhu 8/3,
phong tn\o th~ d\lCth~ thao.

- Quimly cong t,le c6 v~n hqc t~p
- Giam sat vi9C queln 1y di~m cua giao V\l cua giang vien.
khoa. - S6 thea d6i
- T1wc hi9n Vi9Ckhen thuo'ng va ky lu~t - B<\igiang.

- Giao trinh.

I
I I
I I139---1 Pho Tnrihlg khoa
I ! IOwa Ngo~!illgfr

I

- H6 trg cho tnrcmg khoa, tr1,X~tiep chi d?o
cac bo?t l10ng d~lyvi hqc, phong trao khac
Cllakhoa

Ke hO(;ich
giang d?y.
- S6 thea d6i k~
ho?ch giang d?y

)

,



I

' -4oi-r -lt~P,VJl;~ngh~, tll~ d-~~~~la khZ;(-l.-------,------~--
, I - Quan I)' ca sa v$t chat, thi6t bi duoc

I 40 Pho --i'\.;:-&ng-=~rll~Wl;~it;l~~~~~~l~h~~o~-trong vice quan'U ------}:G~-llO~:~;I
I I Khoa Tong hop I nhiem V\1 d;1(.)tao, mo rna nganh, xay dung giang day.
I I chuang trinh, ke hoach nam hoc. - S6 thea doi k~
I I - Ph\1 trach cong tac chuyen can, giup hoach giang day
I I I ' '1 -"" " 1 A i d: "',.,I I truong 1< ..108. cann gra ket qua ao tao cua ella giang vien,
I I I giang vi en va k6t qua hoc ren lUY9n ella - S6 thea doi

I sinh vien. - B~li giang.
1- P1Wtrach cong tac doan th2 cua khoa ~ (riao trinh.

I
-. P1w ,t[,lch cong tac quan li tai san co sa - Dang k)' d~ tai,

i v;;it chat dUQ'2 trang bi. bai bao khoa

1

- Djnh ky t6 clnrc hop giao ban voi ban can hoc.
sir la-p, ban chdp h<'mh docln khoa d~ clanh - C<"J van hQc

I gi6 ctlng tac thring Y,a t6 ChLI'CtriGn khai t~p.
I ctlng tac thang tai, ttl cht'rc ch,lo ca theo
lich ella tnrcmg.
- GiLlp trucmg khoa c6ng tae quan Ii, thay
m~t trlJ'O'ng khoa di~u hanh cong vi9C khi
dUQc lly qny6n.

r I - Phu tr{lch c6n(;l,tclc doan thG ella khoa.
,~-~Ph6-T-r~~c)·~-g-k-h-o-a-+------::-}_{,; 'r~~' k' 1 '1' I----Kr--h;)ach
, Kho'.t 'fll.e;; (ll].c -..0 tro ;:.no 1rUO'I1c.. 110a, p 111trac 1 noat I '" .

. ,",' '" , I._.i , °T' • glan£! (!Ct\'.

Nh I donQ 11["h1CI1 cuu khoa hoc cua knoa. .,; LI ,- ! r • , ~

I ~.lC 10.a '.. ~, \. " ;, '. .; . " , i - .) c' t"[(~0 C I,) I_ Ke
- ()mm IV VIce to cl1UCdanh gw ket qua hoc! '.,I " , ;; '", ' . ".,- . I head1 ~liJn0 dav

I tc}PV<.lke~ quJ. fen Wyytl eua Sll11l VIen. ! 'i',r, (};,~ ) .:·;r~I"'-': ( ) , 1 ' ., , I '1 . L ,H' .-,",ll1.f, \ •.v "I' - 1,,"11" [,·,'·U :~'C lllHC t'lP ~l" 1'1:1'n ',;'1 ''''',
i I ,,':-~\'~, ',~'_'-~~dt:;,.t '_ ., .. _<o:,.,',i1.J_,,;, .... :-~_;6:ii{::ud[\;

l_, ~I_____ +_C,,~'_)__I,,~g._. t_a~c_,_,(.~C'~~.;~~ ~9_C_:,~~_c_.ua_k_n_0<~ D2'L~(~~1~.~,;-
i 42 ! Ph6 TrU-()'ng k1103 I - Kc l::);'.cn
"

I I.. '
T7L.~" T7_-... L __".. ! gl'lj-".J (la'. T

I I ,".I1Ud ."'y lUU~tL 1 C':h" .' • •

lIb 1rQ'cho ml'c),~lgkhoa, tr\l'c ti~p chi d<_l0 - So theo d(li KC
II I cac h041 u¢ug di,lY va hQC, phong tnlo khac 110<,lC11gi:::mg cl?-y

Clla khoa. Clla giang vien.

I I I - S6 theo doi
I I~, . "

I i - )ClI ~lall(.'.

I
r~43~l~~a'~:~l:~-lli-e~~~nh-l-l0-~-t-(;~~;~~1~:kh()~1'--~~~;-m~t ~ii:~I~~":l:)~~~--

tmt'mg khoa di~u 112mh hO<.1td(mg cua khoa - Sf) theo cl6i k~
I khi llUC)'Ctnrang kho;: uy qUY~Il. hO;.lChgj,lng el'.t)'

i - l~h~rc hi¢ll ch~ ell) bao C,lOctjnh ky va d9t I cua, gi{mg vien.
xuat cho trm'mg theo S\l' ph~1n cong cua I - S6 theo d6i.
tru6ng khoa, thucmg xuycn bao cao cong - Bai git'mg.
vi¢c thu0c lInh V\!,C. ilhif;m V\l p1w trach - Gi,lo trinh,
duq'c trucmg lJl0a phan congo - Dang ky u~tai,
- Tham gia xuy d~mg v'-l_t(~chlrc t1wc hi~n I Deli b[1O khoa
l i ' 1 -1' _"," 1" 1 1 •. , _ 1 _ I,C,1l-l'Q'ngltil"";ll C~(itj l0-iJ~ ~c 11(h.tcfl gldllg u~y, nQc.

h9C t~p C;1C nganh bnh l~ thea mEl.ng<'mh - C6 van hqc
dao tsiO eLla :ruCclg, c,lc hocJt d(mg khac t;ip.

, theo ,JLHU' chrOll\!, trin,h, k~ hO<1ch giimg
I i d(.:~,chung' Cl'w,']h~~lnJcr:i?' . ~

L L__~~__~_~__, ~:-=__l tliim ',\ <'.\1 (; O~ llO~'ch plj_t____gjcn_~__
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I

I

I

I
I

dQi ngii giang vie-n, phat trien chuong trinh
dao t'.1Ova co sa v~t chat thea huong chuan
h6a, tang cuong di~u kien dam bao ch~t
hrong dap irng nhu c~u xii hQi va hQi nhap
quoc t~.
- Tham gia quan 1ynci dung, chuong trinh,
phuong phap, chat hrong dao t'.1O,quan 1y
chat luong hoat dong nghien ciru khoa hoc.
- Quan 1y cong tac c6 v~n hoc t:jtp thuoc
khoa.
- Ki~m tra, giam sat viec thuc hien cong
tac ch~m diem, vao diem, quan ly di~m va
cong b6 diem cua tro 1ykhoa.
- Quan 1y cong tac hanh chinh, hoat dong
cua van phong khoa.
- Tham gia quan 1y phan dao t'.1OD<;1ihoc,
Cao ding, nghien ciru khoa hoc cac dp
thea sir phan cang cua truang khoa.
- Quan 1y gia giang, gia thvc himh, thvc
t:jtp,xily dvng thai kh6a bi€u.
- Tham muu cho truang khoa d8 xufrt b6
sung chuang trinh giang d<;1yd'.1ihQc, moi
giang vien, chuyen gia bao cao chuyen d~.
- Tham muu t6 chuc thvc hi~n ki€m tra,
danh gia k~t qua giang d'.1y, nghien Clru
khoa hQC va cac hO<;ltdC)ng chuyen man
cua giang viCn trong khoa. Chi d<;1obi~n I
phap khic ph1,lccae t6n t.li. i

- Tham gia quan 1y cO' sa v:jtt chfrt chfrt,
trang thi~t bi cua khoa.
- Xay dvng k~ hOSlChb6 sung, bao tri thitt
bi d'.1yhQc, th1,l'chanh, thvc nghi~m khoa
hQc.
- Ki€m tra, giam sat vi~c thvc hi~n vao
di€m, quan 1y di~m va cang b6 di€m cua
tr9' 1y giao V\l dung quy dinh.
- Ki~m tra cang tac danh gia xSp 10<;1iren
1uy~n Clla sinh vien, tinh hinh, di§n bi~n v€
tu tuang sinh vien thuQc khoa.
- Thvc hi~n cang tac thi dua, khen thuang
va ky 1u~t sinh vien, dV thao bao cao sa,
t6ng kSt nam hQc cua khoa.
- Ph6 bi€n va t6 chuc cac ho'.1tdQng phong
trao hQc t~p, van th~ my, hQi thi tim hi€u
nganh ngh~.
- Gillp truong khoa xay dVng, d8 xu~t cac

I phHanrr 6n ira c~p h()>lt dOlla ";nh hoat
t1;~~1;'~ie~. '. '~'''. '0 ~... • .' \

i - Th\fe hi¢n cung hie giimg d~y, nghien eiru \
II _ t,10a h?C va" cang tac khac theo sv phan

I. cong eua tmcmg khoa. I
I iL__~________________ _ __L. __

I
--------_j___--~-.-.j
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- Bai giang.

rnfin
tr!

-- ,-----'l
K~ hoach I

gi'\r:g d<;lY·, I
- So thea doi ke i

Trurrng bf'1 HG tro twang bi;>man cung thuc hien cac
Ly lu~n chinh nhiern vu sau:

I
- Di~u hanh moi hoar dong cua BQ mono
- D~ xuat len Ban Giani Hieu cac thay dbi
v~ 16 chirc, nhan su trong bi;>mon.
- Dang ky nhan nhiem vu dao tao cac trinh
dO, mo nganh, chuyen nganh dao tao,

! - Thuc hien co hieu qua cong ~-/i9Cquan ly

1

86m6n.
- Tham gia e6ng tic giAng day.

>---4-S--+---P-h-6--T--r-u-'o-"n-s-I--B-o-:--1I----H-o="'-t-r~Qcho Tnrong Bo 1116-"-n-tl-'0-n-1:,-'-n-10-~t------cs6~ Ke
mon Quail Iy giao hoat dong cua Bi;>mou. giang day.

'I due - Chju trach nhiern truoc Truong Be;, mon - sb thea doi k~
v6 rnoi hO'.lt de;,ng do minh ph\! trach trong ho~eh gic'mg d~lY

I I i 8(1 mon. ,. ella, giang Vlen.
I I, I' - ,T1'1/e tiep pi1\! tnich vc ehuyen mon Ta111 i - s~.th~~)d6i
i: ly h<)c. , , " I - Bm gJang.
I I I - (ii,\n" d,q m';'! s6 h,.'c philn (heo 56 (iftj~

~II I Ten -vi t.:~~l;;;;' g~fl~1(~U~~,~~~lft~1~~~l{ld-6~;~\~-'~h~~P_-_----,----------tt-------1

I I - Xay d\rng ke hO<;lchd. nhan, bO ,mon, eh~ Ke ho~eh
I I n~}~m lap trong 11am hQe, chudn bi bai I ~ia~¥,d~y.. ;;
I I , gIang. I - Gwo an, so
I ! - CCmg t{lC giang dSlY, , i bao 5i(lnf~.

!
- Gi{lO d~;c d~\o dCrc, k5' nilng s6ng cho 'lien I - Co VdJ1 hoc

! ,

vi0n. ! tap.
- l"jqil "i/' ~'fo In''; sid' yibl "'1/'1 !;;, l'U'\; 1- N,il.hi(:njl l.. b (l .>. '1 &-._ (~J._.. I.. ~J._ 1. •. _'- ,,"_ I.., 1,_), " 'oJ l I ~

! !:~hO(Jhqc.
I
I
i

Ph6

cua giang vien,
- s6 thea d5i

I
1 - Tham d~r ooi oucmg nghl,,'p Vl.1. chuyt:n
I '

i Ill-InIlvi_i;:j \'i!'£_Ih~~'~~~'congvi~e.ll_b_tr:2, ehl'" vV ~' ~=___='--------
1 . TB chu'c nhan SlJ' r - Qmln IY,','e~p nMt va lX,C) sung hIS sO'6Ja 1- Thong tin day

I cong ehu'~, vien e~ire, ngll'o'i lao (1,¢ng l~hi I dtl, ehinh xae V<cl

I e6 thay d6i vao 116 sa ca nhan, phan mem 'I' kjp thai.
I n<)i bQ va online; - V~ln ban
I - T(~ng hl!p, baa cao kGt qua d~inh gia long ! lmong d§.n, h~t
I ehue, vicn chifc hr:mg n2m. i qua ,danh gia.
I - Theo d6i vien enire t~!) s\]' Vd thi thang i-Tong bqp bEm

I
! hsmg chire dallh ngh~nghi~p. , I kc khai tai san
- L~p thong bao, hu6-ng dun va tong hqp ella nhu11g vien

I kGt qua kc khai tai san, ke khai thu nh~p cci ehire 1hue;,e di~n
! nban hang nam cua eong chire, vien ehire ke khai.
I va ngm';i lao de;,nf?,., - IhzlO k6 hOSleh.
I - Tham gia I~p ke hoach yc quy ho~ch. - Thong tin, bi~u
. - TIJdllJ gia CUllg Lac Luycn c..i~ll1g,h9'P dong m,lu.
1 Ia111 vi~c va hgp c16ng leG d¢ng. - Thao 06 an.
I - Vi6t bili, bien t~p bai thuQc 11nh v~re dlf~fe - Thao cao eao.
I phan c()ng de clLra len Websile Clla Phong, Danl1 saeh
I - Tham gia SC'i~j] r1J2lo, ):,{iy cll/l1g de a0 an nang b~'ic luung
I '/L_ ~L_\,j_~~J~l!~~J-~~_E:1:_j.}_~_{:11bi0n ._~b_e c~~_l_t.~~g~~[~l~_~ _

1 Gi;iug vii:'1 elm

- Khai thac :;l~rd\lng thiGt bj V;t de) dLlJ'ig d<;l),
hr!':

I
l ~ _
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1------------~-Ikhoa, b9 man. -------- -----------r.:--S6theo doi,

I I - Giup vice cho H9i ct6ng ky luat ella tong hop baa
1 1 Truong thuc hien c~c van ban thea trinh tv do.

thu tuc va XLI ly ho sa cua vicn chirc va
nguoi lao dong vi pham n9i quy, quy ch~
hoac phap luat ella nha mroc.
- Thea doi va xu ly h6 sa xet nang luang,
V1I'(Yt khunu tharn nien n()11'~ cua COAl'"........'" ............ b' \,...~.... _......_.lJ. .. ..1.0 V ,",' ~ J.b

chirc, vien chirc va nguoi lao dong hang
thang.
- Huang d~n cac thu tuc cap s6 Baa hiem
xa hoi.
- Theo doi va thuc hien ch~ cii? 6m dau,
thai san, nghi phep, nghi khong huong
luang cho cong chirc, vien chuc va nguoi
lao dong theo quy dinh.
- Dir thao cac bao cao theo cong viec diroc
phan congo
- Thir ky ghi bien ban cac CU9Ch9P clla
Phong.
- Tnrc phong thea lich dugc phan cong; I
- M()t s6 c6ng vi¢c khac do lanh d?o phong I,

i --:2 ---l-I-f-Ia-'-n--h-c}-l-in-h- tAng I~)i~\~;!hcafig ta~ h~~h chifih, van thu h-- Van _ -bal~r--i
I I hQ'p I Clla Phl'mg. I huang dan, h6 I I

I i - T~1am nmu 11nh V\1"C Thi dua - khcn so. ~ .. I I
! I tlmong. I - Ijp :;u thinh I I

: - 1hvc his')'! cong t{lC d(: Jh gia cong V\l 6 I giimg. :
tbang V~lca nam hang nam. - Th6ng tin v61
~~~i~~,I:ll~n,_}<~itr~~_t,r~h,6 ~(: v~~,~:rm:~ _~~n v,a~lbeing, chung I
Lc.,- dill l\IL ve lU CllUL Ldll u\>, 1I111J11giallg. CIII. I

- Th\l'c ,hi¢n cong tae kiem tra, c~p nh~t, b6 - Danh sach. I
sung ho sa cua ttmg cong chtrc, vien chirc I
va nguai lao de)ng trong toan twang v..\o
h6 sa C<1 nh<1n,ph~n m2m l1e)ibe)va online.
- Tham gia so~n thaa, xay cl~rngcae d6 an
vi trl vi~c lam, tinh giLlnbien ch~.
- Theo doi va t6ng hgp k~t qua danh gia
nguai lao de)nghang n11m.
- Di2m danh va t6ng hgp cJi6m danh chao

I ca h::lngthang.
- So~n th~\ocae 10Sli van bim eua Phong khi
dUQ'elanh ciSlO philn congo
- 1\/10t s6 e6ng vi~c khac do liinh d~lO phong
phtb congo

I - Tr\rc phcmg then lich duc.rcphan congo I
:l I. -i-)'\o to" hA; u1."o-·"n \_ X~~-;--rl,"n" l..f, 1-,,---..-,01,, ..\ ,1'''0 d,C;; 0p.,n~ +a'A v:\. 1",n,,1, ~;-;,'Y'~ \ ........,.... ~v, J..IV.I. ..... ..t.l5 ..,{U) \..4.I.;4.U/;j 1\._1t.- .l.lV'o~\.I..L.1 vw. Ll1\_., \,\,/.1 \"IV 15 t.(..v 1- .l"'lr..."",..l.iV';!Vl..tlH.U.ll.

i d,lo !c.lO, boi duo'ng chuyen mall, nghi9P V\1 - Ke ho~ch nam
i I cho eong ch(rc, vien chlre va llgUO'j lao' hge.

I
I dc)ng h~mgn[1111 va ~heo quy bO,,-iC}1. 11- Ke hO'.lch tlrng I

I i -1,0p k0 ]to.Jel: va t6 chtl'c 111i tuyen sinh hQc k5·· i
; I I "7 -~ 1 ' ;, 1 'i 1 ,... 1 '1 1"' t '1'L L L:::!~(ly\._l\rn;! .._l(_':'_l_l_~:_~1_112'.~cl)y_.~..~)J~I_'lLl-:C)C__j__~ ~~~~~I_l-' ~-,~~0L_J _



T
I

I
I

ky, tung khoa, :;1 ~:'~ngk~-Theo doi, cap nhat danh sach sinh vien. DCf lieu sin.
-Xay dung k~ hoach va 16 chirc thi ho en.
phan, thi t6t nghiep, tong hop va phan cong ] Danh sach sin
canbo coi thi cho tung_kh6a hoc. II vi en t6~ nghiep.
-Tiep nhan, hirong dan dang ky va l<:ip - Bang to
d~~h sach h9C lai, h9C cai thien cua sinh I n~!1i~p cua sin
vien, I vicn.
-Ti6p nhan va giai quyet mien man h9C
cho sinh vien,
-Nhap k~t qua h9C t?P tung hoc ky cua sinh
vien vao M thong phan mern dao t(;10
- Cdp bang diem hoc t?P tung hoc ky va

I ban~ diem ca t;han cho sinh vien. ,
I - Tong hQ'P ket qua h9C tap xet dicu kien I

11Qc,tiep cho 55nh vien. , I
- Tong hop ket qua va I?p danh sach xet tot i
nghiep cho sinh vien. I

i - Xir I>,dir lieu in bang chung chi cua sinh i
t vien tat nghi9p· I
I - Quim I)' hQ"p d~ng ,giang d(;1y cac M I
f---------t--- _~_ _ -+_k_h_o_l1--'='g'-----chinhguy, de ~,-lC'it thanh t03_non thi. I
I -4 ! Cong hie sinh vicn - Xuy d\mg de 6.n tuycn Sil;h han_r:;nam. t - K6 hO'.lch
, - Ph~ tr<lch cong ta,c ,tu van tuyen ~inh) XlI 1 lao.,

Iy ho sO', dfr ii9u tuycn sinh, cao dang, d9i I - 3() rh'?l' dtii,
hqc chfnl! quy, hang nam. i
- Xc;y d\l'ng ke hO~lChd,lu t~lOnam hQc, l~j_pi
~h()'i kh(;'J bi(;u, c,~p nh:',~ t116n:o:_tin ,-[,'10 ~U(' I

len \vehsilc c\]a twcmg.
- Qu~m ly va pban Joai van b~ng cl1lrng chi

'1' .1-"" • '..:1' ,;..saL! lUll ua 1I1va (llmg aau.
- Ph\-l trach Yi~c dip phM b~ng chtmg chi
cho sinh vien.
- Luu trfr h6 So' dp phat b~11g chtmg chi
CelC kh6a dao t<;to.
- Cfrp l(_ljho?c xac minh van b5ng chtrng
chi cua nuu6i hoe Vel cae veu diu xac nhanb.,.1 •

cua ca quan tuy~n d\mg.
- Cung cdp cae minh chtrng lien quan d~n
van b~ng chtmg chi plwc V\-lcho cong tic
thanh tra.
- Qm'm I)', luu trfr h6 sa bai t?P 1611,kh6a
lu~n t6t nghi~p da sinh vien cae kh6a.
- Xay d\mg, qm'm 1)\ in An cae bieu m~u,
giAy chtrng nh~n, chtmg chi do twang cAp.
- Xct cong nh?l1 t6t nghi~p cho sinh vien
toan tru'ang.

1- ,P111,Itr{lch theo d5i, qWln 1y ph<111mem
i dao tao.
I - Ch~An bi dfr li~u, th\[c hi¢n in An van ,
I b~ng :6t ,nghi'~p va cac lO(_lichtrng chi tAt ccl I

__________________~~ ~_Lc_'-_lC_h_~~_~~o_t_al2.:__~ .__~_~____ __ _I ~_
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I
I

___ I~_~_-
6 T Kh:io thi va d~lm

I bilo ch;lt IU'91lg

I
!

~hu~n bj cac bi6u mfrll h6 so, bao cao v6
I cong tic tuyen sinh, cong tac db tao theo

I
yeu du khi co doan kiGm tra.
- Chu~n bi nc)i dung cac bao cao theo dinh
ky lien quan ci~n cong tac dao tao trong
nha tnrong.
- Lap h6 sa bao cao xin mua phoi bang
clnrng chi hang nam.
- Quan Iy, tiep nhan, ky h9'P dong va s~p
xep sinh vien nOi tru thea quy dinh Truong
- Lap danh sach sinh vien nc)i tru, Dang ky
danh sach tarn 1rLIvoi dia phuong thea quy
dinh,
- Ki0m tra, don d6c, nhac nho viec thuc
hien noi quy khu nc)i tru ella sinh vien, h9C
sinh.
- Ph6i h9'P luc luong bao VC;, cong an dia
phU011g 1rong cong UlC darn bao an ninh
trat tv, an t02111 tai san va phong chong
chay n6 tai k)' tLICxa. I
- Thve hi¢n C{lCsua ehll'a nh0 trong khuan
kI1U n9i trll nh~m Slf d\lng hi~u qua, ti~t
ki~m tai san eua nha trLf<Jng.
- Ti~p nh(~n, s~p x~p sinh vien nOi trtl.
- Xay d\rng va trien khai k~ hOSleh phong

, ehay ehii'c_1ehay hi'mgn3m. I I
I - Xily d~rng phmmg an V;1 t(1 e11(rc th1lc t~p I
plmang a;-, phoni::, chay ._!lLra eha} t:;ti die I
ca So' ct'Ia truong. I
- Thve hi~n cae baa cao v~ ::6ng 1<iephong ,

. -1'_\,,_~}-_laychll'a chay Vel CLILL ll~lll (,ltL! hc). I I
~-5----:-1''ih~nhtr;-- Ph:lp - PhV tnich CO!1g tac th3nh tra, khi2u m,li t6 I' - Cae :::an ban ii,

chi} e{lO, phong chong thalll nhtmg. hll'6'ng dan.
! - Qmin ly ttl s{lch phap !w~t,diu l~e bQ I - Ttl saeh, tll' I
, phap lu~t, phong tn li~_u Hi) Chi p,/linh. Ili~u.

- Tham gia tuycn truy(~n phap Ju~t eho sinh I - Bao cao.
vien, cae cuc)c thi tim hi6u phap lu~t.
- Bao cao vi en phap lu~t.
- MQt s6 cang vi~c khclc do lanh d(;lo phong
phan congo
- Tr~rc phc)ng th("o *h c1u'9'cphtin congo
- DV thao de k~ ho~ch lal~~(10 thi, coi thi, - K~ ho~ch thi.
ch~m thi va t6ng hQV, Iuu trL!'h6 sO' kGt qua - Bien ban h9p.
thi cua cae ky thi k~t th(IC hQc ph§n, thi 16t - Van ban
nghi~p, thl tuy0n sinh, thi lSli, phuc khao hu6'ng d~n.

! cua cac h9 diw tSlo d~i hye, cao d~ng, trung I - H6 So' 111inh
I c5p SU' p1wm mJ.m nOD tlmy(; lUi;1i hillh clllIng. I

chinh quy va ngmli chinh quy. - K~ ho~ch ki~111
- Tr~rc ti~p tham gia lclll1 thn ky c{tC hQi tra.
d6ng thi.
- D\1' t11"lO va tr~rc ticp tJ1\"C ,hi~n cae k~

: I hO~lCh 16 Ch(lC \'{:~(-tAnl b~-\u chfit lLHi'ng c~la i.--~-.-------------~--------~~--~------- .. _---------_._--- --- ----~------ '----~
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I

nha truong:
I· ! + xay. dung va ra S02lt cac chuan ct~u ra
! I il· cua cac nganh dao t<;10 thea dinh ky nam
I I 119C.,

I
, I +->S<lYdung i<e l1o~\h Tv danh gia dam bao

I chat Iuong theo ke hoach hang nam cua
I I I nha truong,
I I -+- K; (\1"" 1~,. ~.; soa tha '11 '1' U'" danh )l' /1I I I' .l\", it liLt, tu o l, i.ltll 1 1 U uu u b'
I I v~?Cth\l'C, hi~n. ~ac, chu~n (1;1\1 ra, cac diGl,1

'I I kien t. tr danh gia dam bao chat lirong (Qua
I trlnh ,d"lY va h9C, nghien ciru kho~ h9C,

I chuycn giao cong nghe, co so v~t chat. ..)
I + ~ham gia cong tac ki~!l1 tra, kiem dinh
I c~at l~rgn¥ gia~ dl,lc then chuong trinh
I cong tac cua tnrong. ,

i I 1- Tl1\fc.' hien mot s6 nhiem vu khac do I
l---,--------- truong phong phan congo . +-
: 7 I Nghicn cU'u khoa --:-_-Giup-;;1nh O"lO xtly dVng k3- hO;:lch Nghien I ~-fhao ~an b,ln
I I hQc Clm kh~)a ll9c, tlwc hi~n ccic cCmg vi~c lien I hU'(~g ddn,
I quan (1en cong tac Nghien ClfU khoa h9C: ra ' quyet dinh tbanh

I
I quy6t djnh thanh l;~p cac HOi d6ng khoa I~p HOi d6ng.

119C, t6 chlrc cae HOi d6ng, tham gia 16 Van b<'m
I chu'c cac H()i thao, H0i nghi khoa h9C. hut'mg dAn.
I - GiLlp IJnh d;;o thu th%p de thOllg tin khoa Th6nc: tin
: hqe, t11a111gia bien t~p t~p chi khoa hQC ell;} chlnl1 x,;c, kip

Nb~l T[Uemg: xin gidy phcp phat hanh T<]p ,hi)'i.
S~:l:K5 Y~~,llllf)i :?a~:.":' '.,. ~ " - K0 hO~1Ch.
- J tc"o :__~u! (eJ_C cc t~_u \.>-110; !'·Jgrin_l1, c::'P l"',){) ,

c§p Nhl mrerc, trien khai d0n toi111 bQ cim
be), gic1llg viCn, sinh vicn trollS to·in. 1fU'c)'ng
- QU(ll1 1)' '\Vebsite ell;} pIlhng, thuimg
xuyCn c0p nh(1t kip th(Ji c{ie thong tin khoa
hQc trcn website (http://wcb.vntopic.com).
- QWln ly van ban chung Clla van b(1n chinh
Vel de van bi'm, h6 So' lien q uan.
- Gillp tnrang ph()ng Mo l'ao Vel (1~xuAt
khen thuo'ng, xu ly vi ph':lIn kip thai trong

I 1 d~ '1 h ~ 1 ~ 'ct~· -lO'.lt qng K10a 9C cOJ:g ng 1\ ella Q1ngu
C<111 b<), giang vien, sinh vien va hqc vien
trong nId trucmg v~ conI:' uk nghien ClfU
kho(l hqc,
_ Tri6n khai dang ky o~t<li c{lC dip.
-Gillp H\nh (l?O xay cil,mg k~ ho~ch hgp tac,
lien k~t (titO t<;10 sau d~lihqc. '1'6 cherc, qwin
Iy chAt 1uqng d.c lap diw t<;10 sau di;li hQc
- Di2u ph0i t6 Chll'C x:1y d\l'ng chuang trinh,

I t;;;~ l"\,,L ,,,\~ .1.-.," +.. ~ 1,,'._1. __!.I._L --0' '1'011I 1,.j_\••,J,J. HL4.!lll \...(.t\...- lUU ll.;!v l1allU \._.,111111 C 1 e
! quan (lien k~1 dao tSlo, chicu sinh, d~ xwlt
i mc)' 111;1 egclnh, d0 nghi chi tieu, ctillh
I 111lI'C,V.V.)cho d.c IO~lihlllh delo t~lO sau d~li
I hoc Hi 1nrl)'j'Y du dieu kien. I
I • ':'. I

____L_~_,-lL~h~'1~~J1L~h~~lBI:,;, (~hLqw\~_ly_ ~1_1AtL ____~_L _
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IUQ'ng dao tao sau dai hoc cho truong tren
co sa nhirng quy dinh hien hanh ella BZ)
Giao due va Dao tao.
- Quan ly va theo ddi cac 16'p sau dai hoc.
- T6 chirc phan cong can bo giang day
tham gia cac buoi cham khoa luan tC)t
nghiep, bao v~ luan van, luan an.
- Quan 1)T, soan thao cac quy dinh va luu I

tnr h6 So', cong van giay to co lien quan
o~n cong tac dao t<;10va quan I)r dao tao sau
dai h9C.
- HQ'P tic, trao d6i quoc t~ v~ dao t<;10sau
dai h9C, hoach dinh cac chien IU9'Cdai han

I v~ hQ'P tac dao tao quoc t~, bao gorn: trao I
d6i chuyen gia, giang vien, sinh vien. Dinh I
huang phat tri~n trong linh vue quan M
quoc t~ phu hQ'p v6'i Chll trmmg, duang 16i,
ehinh saeh d5i ngo<;1iella BeIng, Nba nu6'e.
- Tham mUll xiiy dvng h~ th5ng cae van
bim, k6 hO<;1ehhO<,1tdOng Clla ph6ng v~
eong tae Sau d<,1ih9C.
- Tim ki6m va tri~n khai cae hqc b6ng
- Bao cao theo dinh ky (th,ing, nam, quy) I

cae cong tac ella phong qu;'m lY'· i :
: - Th\rc hi~n cae c6ng vi0c do tmcmg phong . I i
I 1 ~ ~ I i I

-iI~i;t{;~'i~'ong"~a---i~;~i~e~~~gk~ hO<;lchco~~g t~1~-d6i ng-;~i~~(iT-=-y,]--I~:;-;~Z:T~hqp 1---------1
.,.. I 1"",~:""" -, _, I ~ ! I, mmc ; quan 119quoc te, quail 1y loan vao. doan ra. ',tJC. . I

- Tham muu xay dVng M th5ng cae van ..K~h():~ch.
bim, k~ hOSleh hO<,1td911g Clla ph011g v~ i-Bien ball ghi i
" _ ....' _ 1\ _ 1 J'\ ,:.. ,;., I 1,,,_, Icung Lhe ,,-<L1dll 11y llLloe LC. I nna, van Dan I

- QUEm,ly cae van Mn ch1nh cac h6 so' lien I hQ'p,t<ic. I
quan den Hnh Vl,l'Cella minh qu<'mlY· , - Ke hO<;1chcong I
- Giup truang phong ho~ch dinh,cclc chien t{lC. I
lUQ'c dai h<,1nva tU'ng nam hQC ve 11nh V\fC
hQ'P tic dao tslO qu5e t6, bao g6m: trao d6i
chuyen gia, giang vien, sinh vien.
- Quan ly, di~u banh cae dV Em hQ'p tae
qu5c t~. Chwin bi 116sa, ti~n hanh cac thll
tve xin giay phep hO<,1tdQng c15i v6'i cae
chuong trinh, d\r an h9'P tEtCqu6e t6.
- Chu~n bi cac bu6i lclm vi9C va ghi chep
bien b"ln cac phien lam vi~e giua Hinh dsW
nha truo'ng v6'i cae doan kh{IChmr6'e ngocli.
- Chiu tnieh nhi~m luu tr[r, qmin ly, thong
tin; tai~li~u h6 So' \:~ db!~ngo,~i va qmm M
quae te dung qU)' dP1h h1911 hanh.
- Ph5i hQ'p v6"i cac dan vi lien quan t6 chuc
cae eUQe hQi thilo, hQi nghi v~ hO<,1tdQng
quan 119 qu6e t~, t6 chlrc cae bu6i bao cao

j v~ nOi dung hO<,1td(mg Clla C{lCdoim va ca
_llh2!n du'(.z:.~,~rg0_1geli di n_~r(iC ngoai v~'. _.L! _i

i.~--------
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I----~I------------T--X-[;y-~i\r~lg~~cqlrydilJ1 v6 guan-ii ho~tl---
I i dong khoa hoc cone nobe trona quan heI I • - • c> b. ~ .

I I IIuoc t~. _L
t9-lChuyen vicn van 1--Ir6t;.~Y-~6;-gtic gi~ng d~,yel~I~I-il~;~- : - Van phong
I phong Khoa 11- ?U<lrl l~ .h~ so, :,anban di d~n elm khoa. ! dien tir. ,I
I -. 1heo doi 11Chgiang day. 1- Danh sach
I i - Thuc hien I11Qt s6 nhiem V1:1 khac do cham cong.

i truong (101.-1 vi ~an cong. . i!I(i Van tim, hru tr-u'--+--I ---'l·~p-nh~n ~~ d~;_g-k~~al;bim C!8L I - Van pbong I

I I - Trinh, chuyen giao van ban cl~n cho cac I di~n tLL
I I don vi, ca nhan sal! khi co )1 kicn chi dao i - Bao cao Ban

I ella Ban Gial11 hieu. .' I Giani hieu.
I.. - Giup lanh ?~O phong t,heo doi, don doc '[- Van ban truce
I vice giai quyet van ban den. khi trinh kyo
i - Ki0ll1 tra th~ thuc, hinh thirc V~I k5' thuat I - S6 thea doi.
trinh bay; ghi so, ngay, thang; dong dau i - Tu luu trir.
rmrc dO kh5.n, d9 111~t. I
- Dang ky lam t11Lltl,lC philt hanh, chuytn I
ph<'tt V:l theo d6i vi~c chuy6n philt van bun I

cli. I
- S~p x~p va bao quan plwc \'\1 cong tAc tra
elm, slr dl,lng tai li~u. 1

- Qmln 1y s6 such va cO' Sl')' ell!' li~u d[:ng k)',
QW111 ly vl'tn bZll~, lam thli 11)C dip giay gi6i I
tLi~u, giAy eli dm'rng eho ceng ch(rc, vien 1

I " ' , • 1 '"i chue va ngum ao aqi1e" 'I

I _ Bao Clwi.n, Stf dunb(Tc{le ioai con d5u elta
cO' (jLwn t'ICG dLmi:~qt:y d;nh.· I
- Sl!, d\1l1g c6:i1g ngh¢ thbng tin velo cbng
t{iC V2.11 1hll', luu tru co qtun, QU'll1 ly hl\ SCI

ella TnrcJng t<;li Djch V1) c()]1:r, V,l Tnmg Urn
H~ll1hchinh cong cua tinh.
- Ihr6ng dun ceng chLrc, Viell chL!'e trong

... .)... I

nba t1'Ucmg l~p h6 sa va ehufln bj h6 so, tai !
li¢u giao ni)p v@kho IUD triX ella nha twang'
- Tim th?p, b6 sung h6 sO', till li¢u ll(~n11':111
n()p lUll vao lUll trl! co quan.
- L)p danh lTI\lC h6 sO' lUll lnJ'.
- Phun lo<;li,chinh ly, x{le dinh gi{l tr!, th5ng
kc, s~p x~p h6 sO', tai li(~u.
- mlO dL1l11 bi l11~t, an to;'m 116 so, lai li¢u
lUll tru thea quy clinh I1h,\ !lUCK.
- P1wc VI,Ivi¢c khai thac, slr d\mg h(~ sO', tai
li¢u Ill'll trlr.
- LVa ch9n h5 sO', lai li¢u thuQc di¢n nQP
lUll, d6 giao nQP vao lUll t1'O'Ijeh sl~.

T'" .I. 1 _<, .J . _ " ~ . 1 '> . ,'\' 1'" '''... . • ( ~.. '
- LdJIJ lUll U,Il; lieu lUI)' Let! JJ'.;U !Jet gi<t l1'1

thea qUJ dinh pll{lp hi~t.
- D~:l11 bela lich tl'l,fG thu()']:g xuycn tsli cO'
qU::lr:.
- T;1~rc hi¢n cae nhi0rll V\) kh:w do !anh (1slO
ph(\n~ p;~(;~1:'_)n
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[11 I ThU' vi~n
i

i
I I

I !
I !
I---L--------~-----.-

i 12 'I' C6ng ngh~ thong
I I tin

UQmin trj. Thi~t hj

- Bao qU~l'1 tii li¢u: thu;Yl1g XUYCll hi111 v~
sinh phong kho, tii li~u V~l cae gia k~, khic I
P?\lC sua chiht kip thai nhl}ng tii li9U bi 1m I
lIUllg. I
- Tham gia hQi l1Qp, sinh hO'.lt chinh tri,
a02mth~. . .+---------:-----I---J
-Ki~m tra, thea d5i cong ngh9 thong tin - II'; th6ng I !

, Clla twcrng, thea d5i phong may vi t1nh m(;lng LAN, ! !

I p1wc V\1cong tac dSlYhQc, cae phong lam Wifi. _ i Ii

vi<;c cua twang. - Hu6'ng dan slr '\
-Ccli 00t cac phfrn mem lmg d\mg licn d\lng. I

~uan.. , I _j
I - QU2111 ly toin be) thict bi, may m6c, flln - sA theo d6i vi I
thanh 6 cac phOng hQc thuQc day nha hQc lich bao tri. I
A, B, C, D, E, F, HT 200, HT 300, lIT - K6 hO(;1chthay ,
800, Trung tam Than tin -- Thu vi<;n, nhi th~ vi slra chua,
cong V\1, nM xuang, I1h'l thi d~u aa nang - s6 ki~m tra
thue)c co s(r 1, cO' sO'3 va cet s6 4, dinh ky,
- Bao tri, belo du5ng djnh ky thi~t bi thuQc
C{i.C vi trf dang quan 1J.
- Slra chCra, bao trl, plWe V\l ca_ehO(;1tdOng
d~lY,hqc, thi clr ViI dlc hO<;ltdQng kh{ICd~t

, 0' de phong hQc thuQc day nha hQe A, 13,
I I C, E, F, lIT 200, HI 300. HT 800, Trung

l ! . UQ~~l_} hC>]Lii!) _~_~_htr__vi(Z!1.n h'\__;:()!__l_g_ vl,l_,_nh~t

-----\- Xay d\111,g,hoan thien chinh sach be) sung - S6 hoa tai lieu.

\

tai lieu, tong hop, soan thC:IO cac loai van T~t ca de
ban, tai lieu, sach, tai lieu tai
- Nhap, ki~m tra tai lieu b6 sung. Thu vien,
- Lap thu tuc nhap tai lieu thea hoa don, - sf> theo doi.
- Dang ky tong quat tai lieu moi nhap. - Phi~u ghi.
- Dong dAu chu quyen tai lieu; Xu ly va - Danh sach

t'" hLong HYP,
- Luu trir.

Bien muc sa luoc tai lieu; Phan loai tai lieu
I Dinh chu ct~ tai lieu; T6m tilt, d~n giai tai
I lieu; Bien muc chi ti6t tai lieu; X~p gia
(clang ky ca biet) tai lieu; In, dan nhan, dan
ma vach, dan tui sach va phieu sach,
- Phan kho vi bin giao tii li~u eho e{le

, kho. Xay dVng cO' sO' d[i' li~u thu m\1e. L~p
I Tim nwe gi6'i thi9u Uli ]i~u m6i theo
ehuyen ct~,
- Ki~m tra, hi~u ehi11h cae bi6u ghi trong
cO' sO' dC'yli¢Ll tIm n1\1<.:pMt tri§n tlm vi~n
di~n tU.
- Th6ng ke, ki~m tra ngubi dung tin mugn/
tn1tai li~u dQc t(;1iphong Thmn khao, T1We I
hi~n thu t\le (l~n btl tai li9u bi hu hong, mAt I
mat.
- T~p 11QVcae phiGu yeu c5u ella nguai
dtmg tin, t6ng hgp, oanh gia va di~u ehlnh !

s0 ]m;mg, ch5.t lugng tai li¢u phL1 h<.'1) y(ji i
nhu cau SLI' d~l11g.

I__________. L__

-~

~
I

"
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-Ra so l16phong thi thea k~ hoach thi.
1-11.6 tro siip x6p phong hoc thea th6"~kh6a
bieu, xep phong ngoai thoi kh6a bieu khi
giang vien day bu hoac d5i lich tai co sa 1.
-Thco doi cham cong ngoai gio' a cac nha

I ' hoc A, B, hQi tnrorig co ,sCY~. .
I! !' - Phuc vu cho cac buoi ie, h9P duoc t6 I
I I chuc tai cac hQi truong.---_, -.~.----...-------.-.--~-!-~----:--- .~-----r-' - •.---------y-~-.

II 14 i Tui chinh I - Chiu trach nhi9,m ve cac 110i dung lien 11- Ph<ln b0 kinl
1 qllan den cong tac tC:lic!linh ella tnr6"ng phi.

I I I - rIwc hi911 cong tac tong hQV, l(lp va n0p I - Bao do thu
I! dung h;.\11cac bao C::O t,li chinh then dung 1 chi.

I

i 1 ch6 dO k6 toim th6ng ke hi¢n hanh. - Sf) thco d5i.
- Pban anh til1h hinll cac khoan thu va chi

. I ngu6n kinh phi ngan sikh.
-T6ng Iwp cC1C chtrng tu giao dich vai kho
b:;!c, ~lgan heing trong Vi9C chuy~n khoan,
!'lit tien cho truOng.
- I L\ng thang, qu~ theo doi, d6i chi2u tlnh i

__ ___ _ hin!l ~0·(:t.~~lgkinh_p_1~~_~(·1_i)~]~)_!~'Lc;.:___~--J- ___ ___
ILln:; th{ltig the,-} deli IGm thti tuc thcdih t .. hTCl1!}

toa11 C(1Ckh02'tll nlm ti~n lu(mg, tien cong, I b{UI::',thanh lO~Ul.
-' ~, \ ,. . ,.. " ~,~ I c, ~ , '"phV cap .... dt;ng ~nUl glUt (juyet die d~J ! - :So l(lcm te 1a

1 .. ' ~ I ' 1 "-l- ~ " 1 ~ r ~ I"< I

Ilgfll lllUJ sail, Uln lldU, llglll llUU eui.t edll Ul_J 1 SeHl.

vien cht'rc VZt nha11 vicn hQ'p d6ng voi co" I - l3<lo ciio.
quem biw hi(~mxa h(li. 1- D[mg ky Jan
- Theo doi lin11 h1nh tang, gi<'ll1itai sim c6 I thll t~IC thea qu
dinh v,\ l(lp de baa cao uli san e& dinh thea (1jnh.

~-----'-'''----~---T------------~' -.I : xuong cO' so 1, CCY So' 3 va co so' 4.
I - Hang n~(~ydi _ki~m tra tinh hinh dien

llUO'C t~~lcac co so.
- Sua chira, bao tri, bao dirong, bao quan
tai san thi6t bi dien, mroc a ca 3 CO' sa.
- Chiu trach nhiern ki0m k6 tai san thiet bi
dien nuoc.

hang nam.
- H~ll1g th:ing tinh thll~ gi{l t1'j gia tang, tIm
nhslP doanb nghi~p, tinh hinh sl'r d\ll1g bicn
lai ,111 chi Mo cao vO'i co quan thu0.
- Licn h¢ in, lam [h11 l~IC dang k)!, phcit
h,\n11, sir dVl1g h6a dem.
- Ihng tbc'ing t1nh thur~ gia t1'i gia tang, thu
nh~p doanh nghi~p, tinh hil1h slr d\lng bien
lai [111 chi bZiO cao v6i co' quan thu0.
- Licn he; in, 1,1111lhll t\lC dang ky, pMt
h<1nh, slr dVng hoa dun,

I

I

I
I
I

I
i
i
I
I
I

,--_.__ .~.----.

- cAp hqc
then danh sclch.
- TIll! thea qU)

djnh.

'-1'1 ..",,>,, ri.:';,~ ",,'hf-;~ 1...rv' .... ~.,;,: .,.....1....;...'Y'I~ ,.,.;\ ......rY t:'r
..I. IlvV \"'H..I1~ _tJLI.Vl. .L.lY}J ,\J_l t-J.J.1V.l.lb vVl1S LU",",

sinh vicn t;0n hZillh 1:1111thtl t\lC thanh toc'm
dc khoi1.n h(_)cbe,ng, tlV cap cho sinh vien
lrong tnr(mg,
- Thu hql' pbf h~ chinh q llY ngo~li su plWm
- cnl~h_i}~_ _ '::(~r::_H)}).~:I::.,-".!.l_g_CJ~l__tin_h2~'_L ~ __._. _



ngoai ngfr, nghiep V\I quan ly, ky nang I
sAng, quan ly hanh chinh nha mroc, nghiep I
V\I sir pham.
- Thu hoc phi cac h9 lien thong, nr xa, lien
k~t _ hop tac dao tao.
- Thu cac khoan I~ phi nhap hoc, tuyen
sinh, t6t nghicp, hQc lai, thi lai.

----+1Thuc hicn cac nghicp V\I cua-t-h-u-quy nhu - Kiern ke quy

)

phat tien. Hang ngay ti6n hanh kiern ke tien mat.
tien mat t?i, quy cua dan vi va hang thang - Nop kho bac

.___ in so quy tien 1T'~ttheo d_ll_n""gc_qLl_"IYc__d_,___inl_l_',,-_-+-t_h_e-c0,,-c__!.gu_y,,---d_,_inh__ . _-!-__ --I
. - Xay dung ke hoach hoat dong y te cua - KGhoach,
I truong theo tung nam hoc, trinh lanh dao - True sa ciru.
phG dUY9t va t6 chirc thuc hien. K~ hoach
-So CUll thuong va xir ly cac benh thong kham sire khoe
thuong cho cong chuc, vi en chuc va sinh cho sinh vien.
vien; quim ly thi~t bi, tll thu6c va d\lng C\l
y t~ Glll1g guy dinh. T1wc hi¢n dung quy
trinh dp phcit thu6c va l(~pbao cao dinh ky
- '1'6 ch1fc t1wc hi~n kh{ml su'c kh6e dinh
k5r, quin Iy h6 sa su'c kh6e ella 119Csinh-
sinh vien.
- '1'6 ch1l'C t6t cac chuang trinh y t~ hQc
ducmg.
- Tham mUll cho lanh (li.tO 0011 vi chi d?o
thuc hi¢n cac yeu cAu vC: v~ sinh truemg i
hQe, v~ siah moi trucrng, V9 sinh an tOEm I
tlwc phAni, v¢ sinh kllll ll<)i trLl, ball tnl
thea qui dinh hi¢ll h<'mh.
- Tham mlru cho lanh d~lOdan vi thve hi9n
dlc cong t{lC myen uuy0n v~ giao d\lc suc
khOe, ph6ng ch6ng dich b¢nh then l!ch
ho?t d<)ng ella nha tnrang va thea nhu du
y t~ cua dja phu011g.
- Tham gia dlC lOp dao t(~ob6i dU011g v~ y
t6 h9C dm'mg B0 Giao d\lC- Dao t?O va cae
don vi t6 ehll'e.
- So k~t, t6ng k~t eong t{le y t~ h9C ducmg,
l?p cac belo CLlOth6ng kG v0 y t~ thea quy
djnh.
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- \-' ~ Si(lj-l plilH!g Ilt,Jp lru U'C KIli cuOC hqp
bit ddll.
- V~ sinh dc cong trlnh cong cQng ph\lc V\l
cho hQc sinh, sinh Viell, vien chuc.
- Thucmg xuyen cham soc, c~t tia cay
xanh, cay ki~ng trong khuon vi ell nh<1

I twcmg. _
I - . ~-IU'&ngd~n ~d1ac:1V,-l gi,'mg vien thinh

1

glang hru tru l~l tWUl1g.
- Ph\lc V\l nU(Jc cho giallg viell.

I - Baa qWll1 ti'li san tC,li dc vj trf dUQ'c phan
I I congof-----+------------L::..:..::!---_. _

_. B I TRU'ONG PHO THONG THl/~:__!_I.::\NHslf PHj~M___ .__ ..__ ._.._,,_

~Tcn vi tri vi~c lam giin vO'i con~ vi~c Hin.l~d~o, quiin If, di~u hanh ,-----H--

r 1 'I Hi~u tru'o'ng I - Xay c~Lrng va t6 cJl~rc t1wc hi9n quy I - Kc hO~lCh,
I I I hO<;lcl\ k(~hn:.l(.'hph~t t!'!0n !1h:'l !!'ucmg. i chuG1~g trinh,

I - tanh d(_l(1, q'cl(lr: li, x,ly d\rng va phat tri6n i quy~t djnh, bila

1

dQi ngu c_{m b0, giao viell, 11Mn vien eua cao.
. nha tru(mg. - ,D0 an pl~<1tI

- QUJn I) hqc sinh. trien nguon i
- Lanh d:1U, c!tun jf (:'-:I~hOCit dC:JlQ, ,.:i{lO due; i nhan be. !

. _,'_ -'---~'--_._-------,,-------- ~---_:__----~---:~~~__:__---~.---_:--_;_~~---:~--.-------~---' -_ ... ------,

Phl,lC;l,l

i._~ __ ' _

--- I kien t~p va cac dean khach den lam viec I T6-;-hi~--=-}T~nh
'I' va~tr~('mg thea dung k~ hoach du dU\1C chinh. .
, phan congo - Bao lri xe

1

- TAhU'(~ngxuyen ~!~m .ira ~i?h~tr?I~g ~Y i thirong XLl),'':-il,'
, thuat cua phuong tien, kip thoi de xuat sua - La! xe an toan.
chua cac hu hong; dinh ky d~ xuat bao
duong, bao tri xc nham SLr dung xe mot

I each ~6 hieu qua lLl)~t.

1

- Chap hanh nghiern chinh nQi quy, quy
dinh cua co quan, lcnh di0u xe va sir di~u
dong ella Lanh dao phorig T6 chirc- Hanh
chinh; tuan thu nghicm Luat giao thong
duong bQ dc1111 bao an toan cho nguoi Vel
phuong tien khi tham gia giao thong.
- Khi xe a co quan: D6 xe dung noi quy
dinh; thuc hicn kiem tra k5' thuat xe (may,
thi~t bi, phu tung, xang, dau), v~ sinh xc
SSlch sc de s~n sang p1wc \,\1 c6ng
tac; trong gia hanh c11lnh !;ii xc phai co l11?t
t~i cO' qucm; tru6ng hQ'p co yeu cAu dQt
xu~t khi duQ'c d~u d(mg lai xc phai s~n
s<lngth\1'C hi¢n nhi9m V\I; khong W y Iai xc
rU'i cO' qucm khi chua c6 l~nh c1i~u xe ho~c
19n11di0u d'}ng cua r ,anh 0<,10 phong Tc")
chit'c- I-LtlJh chin11.
- Th:lnil lOan dCrt di~l1ldc khoal1 chi phi c6
!ii:n qua,) <1011c) to (nhu chi phi x,ing, eLl.n,

phi cRu <lu6ri.l! ... ) theo (jinh.
--,,--_ .. --------_ ..-----',,:::.:-------- -_._--, ..- -~-

- Chu<lll h+ mr6"c cho cae CW.lC hqp do Han .. Phuc ., \i iHHl'C

ul~ng.
- '/¢ sinh
phong 11(/):.
.. Cham SC)C

c<'mh.
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I,---------r-;--;;---·----;;--~-
J ,f ()ti'l_wng to

I chuycn mon

I,

I
I
I
I
I
I

I
I

--,-L-~-l
- Xay d\)'ng kG i i
ho~ch. I
- K2t qua dimh

hC)c cO' s6.

gia.
- S6 bao giimg.

--'---I ----------- I-~Quanly tai chinh, tai san-~- - S6 theo doi, j-----l
- Quan ly hanh chinh. bU,O cao dinh kyo 1 I___~I_______ - Quan l_i_th\l'c h<'mhsu plwm, _ ,

2 i Ph6 Hieu trtro'nz --t- Xav dung va t6 chirc thuc hicn Ga." du ke Ke hoa ch, ,,'
I -. b - ho~c11n~m hoc. ...1 chuc:mg trinh, I I
I -T6 chirc kiem tra cac heat dong sir pham q~yCt dinh, bao I ·1'

I cua giao vien. cao. I
- Nang cao trinh dQ, b(~i duong chuycn - K~ hoach cong I
mon nghiep V\1. tic.
-T6 chirc kiGm tra cac hoat dong sir pham Phong hoc, I
cua giao vicn. I may chieu, am i
-Quan Ii, su ,d\lng va khai thac co hieu qua thanh. I
co so v~t chat, tai san cua nha tnrong. - Cir giao vien
- Nang cao trinh dQ, b6i duong chuyen tham gia.
man nghicp vu. - Lap danh sach
- Xay d~rng k~ hO'.lch tu b6, 1'.l0 d\rng cc'mh hQc sinh dang
quan truo'ng 16'p,xay dVng, ph:it tri~n va kyo
nang cao nang I\fc, d?-o dt'fC cho l1Qc sinh. - Thea chi tieu
-T6 cht'fc kiGm tra cac hOi.1tdOng su ph'.ll11 dUQ'c phe duy~t.
cua giao vien. - B6i duang hQc
- Nang cao trinh QQ, b6i duo'ng chuyen sinh gi6i.
mon nghi~p V\1.

- Quan Iy cac cong lac:
+ Nghi¢p V\1 SU ph?-l11.
+ Nghe trung hQc ph5 thong, ngh6 trung

+ He'.lt dOng ng08i gia.
+- Nghicn Cl're khol hQc v\ ky thu~t.
+ C011g lac TuyGn sinh.
+ Plw huynh hQc sinh.
-j ChUYCil mon ChlIlh kh{,a.
+ Tang cucmg ti6ng Anh.
+ HQc sinh gi6i.
+ Ch!'l nhi9m 16'p.
+ Thi c.tua khen thuang.

I - Hqc t~p, b6i duang n~ingcao lri11h dQ.
- T1wc hi~n b0i duang chuyen man, nghi~p
V\l, kiem tra, danh gia chAt Iugng, hi~u qua
giang d~lY, giao d\lC va quc'm Ii su d\mg
sach, lhi~t bi Cl"Jacac th<'mh vien trong t6
theo k2 hO~lChClla nha truO-ng.

I - Tham gia danh gia, x~r Io?i giao vien
I I tI:~o ~;lYdinh ~h:l~?n.~hC ~lghi~? gia~

I I Vien tIeu hQC va glOl tlm;u 10 tnrong, to
r I I pbO. , ,
'I L -Tbam gia gi<lng dc;tyso tiet theo quy di11h.

J '1'\ . A , 1 • A 1 I 'I_~__ " ,____ - "~1amgw, cong tac ng11l9P V'_E_?U' _Pll'.ll11. ~ ----y_~ ~I 4 I T6 pho t6 chuycn II' - ,Xay dVl1l? ke hO<;1chhOSil d()ng cl~ung cua - Xay d\111g k0 I
! : mon I t6 thco tuan, thang, l:am hQC nh{ull thvc hO~1C;h. I
i' i hi~n chU'ong trinh, kc hOslCh dSlY hQc va - Kct qua dc'mh !
, 'h - 'A ., 1 ."

L J ~ .__J_:-'~~~~l~)~~_I~\(:Ai(.;J~~ii~~g_Cl)"j~~lm6n, nghi9P L~l~i~~~OgiCll1;;'_ __ ' __



I vu, kiem tra, danh gia chAt hrong, hieu qua I
giang d<;lY,giao due va quan li sir d\ln~ I
sach, t,hiet bi cua cac thanh vien trong to I
thea ke hoach cua nha tnrong,
- Tham gia danh gia, xep loai giao vien
thea quy dinh Chuan nghe nghiep giao
vien tieu h9C va gioi thieu t6 tnrong, t6
ph6. '

I II - Tham gia giang day s6 tiet thea quy dinh. I
I 1 . - Tham gia eong tac nghi~p V\l su ph<;lill. I
I JI_ Tenvi Iri vicclam gT vo;cilngvi~choat di)ng, ngl~1 nghiC::J------i I - Xay dung va thuc hien ke hoach giao - Giang day theo
I! due, day hoc. thai khoa bieu.
, - '1'6 clurc va thirc hien cac hoat dong d<,1Y - Giao trinh,

hoc. giao an. sang
- Quan 11 hoc sinh. kien kinh
- Thuc hien nghia vu cong dan, ph6i hop nghiem, J1(.\ so

i voi gia dinh va cong demg giao dvc hqc chuye!1 rn6n.
sinh. - S6 o\r gio·.
- Tham gia sinh hO:,lt chuyen man, dlJ gi0. - Tham gw day
- Tham gia hQc t?P chinh tri, b6i duemg dll.
chuyen mon nghi~p V\1 va hQC t~p nang cao
trinh dC).
- Nghien clm khoa hQc Slf ph<;l1l11l'ng dVng
v,\ s{mg ki~l1 kirJl nghi{:111.

I ._ Xay cl~rng, bao quan h0 sO' giUllg day,
I " 1i glaO qlC. _
i .. llw:mg' d:ln thue tan ~u Dham V~l Ci.'m:'I . . t- ,. ~.

; _ _ _ll~~l_l__SI_1:lan_. ... .. ~ . _
~{~~~l-y:q-!j-~'i{cnl~g~rv~:~~§l-l-~~\~j~c~~)E(l'_~~t,I(':-~~_-_- --:__,- ~-:---.-~ ;_:_
I hu:Vi~H i - t_.JW:lll 1y [nu Vl~n, sach gIaO kll0a, sacll i - b,~ 1hong n~)

i gi:1o vien, t<ll li9U tham khao. Ii sO' tIlu vi¢n, kct
- cAp pMt sikh cho giao vien va h9C sinh, qua C{lC hOSil

I mUQ1l. , I d9ng ell,] tIm
, - Th\:c h~9n ho, sO't~~ vi~n. ,. A A I vi¢n.
- Phat dQng va phOl hqp VOl chuycn mon I
t1wc hi~l1 cac phong trao thu vi¢n. +
- Quan ly kho thiet bi d~lyhQc. I - S61heo-d~~i:---
- eh? giao vien m~Q'n thi~t bj, c~p nh?t h~ i - Theo doi danll

. sO' so Sikh, l~p h6 sO' ~iem ~e va l?p k6 I sach rmrq-n.
: I ho}ch thvc hi~n phat trien thiet bi d?Y,hQc. I
! I Ho tl'Q' giao vien, hQc sinh S11 d\lng thiet bi, I; .1thi nghi¢1l1.---T---1·.-C6ng~~~-gh~- thong .~~lwc ~1i{:nc6ng tac qmln ly h9C Sinh.trc11 Phbn--- m0~;
i tin phun mem VnEdu. Ql1{m 1:)1 hqc
• - T1wc hi{:n cong tac xuy d\fng Vel quc'm Ii sini,1. ,

I "r _1 • • ., " ~ ".. ~• ~
vveLJSlLeeua Ilna IruO'ng. I - ;:'0 (Hem.
- Thvc hi¢l1 cong tac q\l(ln ly h6 sO' dn bc)/- I I~ So' ki~m
trcn PMIS. 1ra, 1hi.

_
_ [I _Thvc hi~:1 II6 .:~ thi (~i6m tr~ t?P }ru~g, ~-. H(~ sO' 1uycn

I-IK, HQc SInh gl('I, Nghe, THP1 Quoc gIa. I s111h.
I rrhi v(.lo 10, ... ). I

"_--~~~- -~-- ------ - -_- --~----- ---------------- L _

Gi~lo vicn

. -.- I



\- T1wc hien cong tac in ~n dir lieu, -11,.

________________ ~I--~T~h~U~.C~h~i-e~;n~C~O~n~g~t=a~C~B=a~o~tr=i=N~1=a~Y~t~il=ih=.~--~~--~----- I I,- 1- Thvc hien cong tac tin nh~n dien tu. _j
4 I K~toan : - Xfl.Ydung ke hoach tai chinh cua tnrong, - Bang luang,

I l~p bao cao thu chi tai chinh, quan ly va bang thanh toano
I luu trfr h6 so tai chinh. - sf> ki~m ke tai
'I - Thirc hien viec thu, chi tai chinh, chi tra san.

che 00 chinh sach. - Bao cao. I

I \- qua"n ly tai san, co sa v~t chat cua nha - Thu thea quy 1 I
truong. dinh. I ____j

,-T-a-n-t-h-u-',-}-u-'u-t-r-u-' ----+-----'l-'iepnhan, dang ki, chuyen giao van ban -. Van PhongT I
di, d~n. dien nr. I

I
· - S~P xep, luu trir, bao quan cong van, tai - Bao cao Ban I I
lieu, ho so cua nha tnrong. Giam hieu, i I
- D8_nh may, sao in cac van ban cola nha - Van bim (mac I
tnrong. khi trinh kyo . I

- Tn,Ic ti~p cong dan. - sf> thea doi.

1

- QU~:1Ii v~ ~ap p!lat th~oc c.l;ua b9nh ch? - Ke ho~ch.
hQc Sinh, gIaO Vlen, nhan Vlen trong nha - Tr~fc,sO"clm. I
twang - Ke hoach I
- Xay dl,mg k~ ho~ch, bao cao tinh hinh, kham suc khoe
k~t qua v~ y t~ twang hQc, quc'm Ii h6 sO" cho s!lih vien. I

I thea gioi suc khoe hqc sinh. - ,Kiem ke quy I I
I I' - QU3n 1)' ngan quy. tien m?t. I I
! - N9P kho b~c i I

I 7 I Phvc V~I : - DQn d,-:~pv~ sinh, pil1,lcVI,! mrac uong cho - Phl,lc \'~l nuac ,
1 i i c(ln hi) qu Om1)', gJiO -vier va hoc s:11h. '10ng. II :

1 i-Cham soc vuon hoa cay canh. - V9 sinh cac I
I I phong hQP· I I

I I 1 ~a~~~m soc cay I II

I-B~o V~~----I;~G'i~frgin an ninh tr~t tv, a-nto<'mve nguai - Trl,rc thea bang I
! va tiii san ella nha truong, giao vien, hQC ph§.n congo II

I • 1I I S111 1., ,
I i I - Phoi hC)"p vai cae co qUem hem quan de i

I g~ai qu?,6t cae V\I ,vi~c~lien :l.Ua!~d~.n ~n II

! 111nh tr~t tv, an toan ve nguO"l va tm san
I I trong phslfn vi trLrang.
I - Th~rc hi~n cong t~c phong chay, chua

I chc1_yva bao quan thiet bi phong chay, chfra
chay .

._----------'--

5

II~i;--Iv t~,Tho quy

I
.'
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VY BAN NHAN DAN
TINH HONG NAI

CONG HOA xA HOI CHV NGHIA VI';:T NAlVI
DQc i{ip - lV do - H~nh phuc

Phu luc sa 03
KHUNG NANG LU'e eVA TuNG VI TRi VIEe LAM

eVA TRU'ONG HAl Hoe DONG NAi
(Ban hanh kem thea Quyet dinli s6 '1::roiQD-UBND ngc'zYAJi0112019

cua Chu tich Uy ban nhdn dan tlnh)

------r--~
I Ghi chu I

___l_~
~ J_~_~

i A I TRU'()NG DAI HOC f)()NG NAI I

c_!_l_ti_ tri vie~ linD 'g~n vO'Lc_ong vi~c Hinh d~"__o_.2.quan If, di~u hanh I ~II
I

1. Nang 11,1'c:
- Trinh GQchuyen men: Ti~n SI

I

-Trinh GQchinh tri: Cao cap I
- Chung chi nghiep vu: I

I
+ Ngoai ngfi': Ti6ng Anh bac 3 (131). I

I + Tin hoc: (J'ng dung cong nghe thong tin co ban I
I 1 Hi~u trurrng + Quan Iy Nha mroc: Chuyen vicn chinh hoac giang vien I
'chinh. !

Nang hrc, ky nang

2 3

+ Quan 1)"(truong 119C: Truong Dai hoc.
- '[ham nien cong tac: 10 niim tro len.
2. K9 nang:
- Quan 1y truong hoc. I'
- Giao tiep. _~_____ ---J-------~
1. Nang luc: I I
- Trinh d(l chuycn men: 1i611SI i I
- Trinh dQchinh tri: Cao dp I
- Chung chi ngh~¢p vu: I I
+ Ngoai ngir: Tieng Anh bac 3 (131). I I
+ Tin hoc: Ung dung cong nghe thong tin co ban !

I

;h~~~n Iy Nhc! nuoc: Chuyen vicn chinh ho?c gii'lI1g vien I I

+ Quan Iy truimg hC)c: Tnrcmg D~li hQc !
! I I - Thal11 nien c[mg tac: 10 nam tra len
I I I 2. Ky nang:

1 1 __ --- I ;~:~:~~;:uan:h9c--
I I I - Trinh d0 chuyen m6n: TI;~lCsl, '1'i6n SI
! I - Trinh dQ ch1nh tri: Cao cap

I - C11trnOc'hi noh;pp \"1'
I TnrOllU : '=: "~ .. ~: ..? j ~. ~

3 ! h' b + NgO~ll ngu: Ileng Anh b~lC3 (131).1
i pong + Tin Iwc: lJ'ng d\mg c6ng ngh¢ th6ng tin ca bim

+ QUc'lll 1)"1 Nhfl nUDc ng;:wh chuyen vien, chuyen VI en
chinh hoi,lc ch(J'c danh nghe nghi¢p giang vi en (lwng 3)
+ Quc'm ly ng~i'!l_1_:_~;Ap11l1_('mg _---'--

r-~-~
I

Pho Hi~u2 tnl'()'ng

--- ---------------- ------~

I

•

I

I____ __L ___j



n{mg
! (~u2m 1> 1<hi) nuac ngStch ChUYCll vi en, ChUYCll vii.~n nhau
'.:h:nh hl','\c c11.'rcdanb n~h2 llghi~p gl:;l.ng vien (hslllg 3)

I : Quim I:; ng,mh: cAp kho(l,bv mon
I - Thurn [lien cong tic: 5 nam tn) len
I 2. Ky u:illg: i
i - Qucll1 1>' Khoa, 13(1 mon i

I--~1--- --1-~.(~'~~1~i~~~c: -~'----------------~-c-~-c--1t(~tr--i-----I

!I I I - Trinh d(1 chuycn mon: Th~c 51 tra lcn vi~c Elln
I I Ph6 Trm'mg I '7 I y 1- 'rrinh de) chlnh tr(:Cao cap yell c,lu
I Khoa - Cht'rng chi nghi~p V\l: nang I~rc
i 1 .. I + NgOi;li ng9': Ti~ng Anh b~c 3 (Bl). va ky~----~1---------1 +- Tin hqc: Vng d\mg cong ngh~ thOng tin co ban nilng n1m

I
: + Qu<"m Iy" Nhc\ l1lro-c ng~ch chuyen vien, chuyen vien nbau
chinh hO(IC chCrc danh ngh~ nghi9P gi~ll1gvien (h~ng 3)

8 II Ph6 Tru'o'ng + Quan I)! ngfmh: C~p khoa, be) man
Hi,)mon I - Tham niell cong tac: 5 nam tra len.

! I I 2. Ky nang:
! I [I - Qu{m l~K.hoa, 130man
I I - Ciao tiep
I---~--t-;-;;.,-------:-------;~·"-:-,,-'-·-,-.~~--------;---:-----;;-----------;;----A---~X--.-----,.A----------'----fr
~__H . i I en Vi tj:~:':t'!__~Cl .. i~_gHii \"~~ cong __!_icchuaL uong_ nghc ngnH;p
i I 1. ?--Hing lL;'c: - ----~-.-I--
IT' l~ d'~ 1 A 'II I - ,rm 1 (_)C1Uyen man: Cli nhan/Tlwc sl/Ticn 51 dung
: 1 I Gi~1ng vi en chuy2n ng2111'1 !

- Trinh dO chinh trj: I

:
------~. ~---- ~--- --'-----tt------,

r .
I I

11-
r:::-ThiiI~nien-cong tac: 5 nam tro len. Tm011gph6ng cua
cac Phong Dao tao.Phong Nghien ciru khoa h9C, Sau dai
hoc va hop tac quoc t~; Phong T6 chuc - Hanh chinh phai
1<\ giang vien dai hoc it nhAt 5 nam
2. Ky nang:
- Quan ly Phong
- Giao ticp

I 1. Nang luc:
- Trinh d(i chuyen man: Thac si
- Trinh dO chinh tri: Cao cap
- Chung chi nghiep vu:
+Ngoai ngir: Tieng Anh b~c 3 (B 1),
-+ Tin hoc: Ling dung cong nghe thong tin co ban
+ QWll1 I}' Nha mroc ngach chuyen vien, chuyen vien
Ch111hhoac chirc danh nghe nghiep giang vien (hang 3)
+ QW1I1 I)' nganh: Cap phong
- Tham nien cong tac: 5 nam tro len.

4 Pho Truung
phong

2. Ky nang:
i - Quan ly' Phong
i 1_ - I - Giao tiep[------- -i-TNang luc:

: I - TI:i~1hd~ ch~yen ~on: Ti1n 51
! T rtn)'l1g I - ~ n,nh dq chll11:~tq, Cao cap

5 I Khoa I - Chung chI I1ghl~pV\I:
! + :'-J gOsli ngCLTi~ng Anh b~c 3 (B 1).
. 1- Tin hQc: ling d~mg c6ng ngh~ th6ng lin cO'ban

6 I 'fru-i.J'ng Hi,
I -'

"I man: _ .._ ,_ -.-

2



+ Ngoai ngfr: Ti~ng Anh bac 3 (B1). I
+ Tin hoc: rrng dung cong nghe thong tin co ban I

+Nghiep V\I sir pham danh cho giang vien dai hoc, cao i

d~ng I
- Tham nien c6ng tac: 1 nam
2. Ky nang: I
- Giang day I
- Giao tiep, truyen dat I
- O'n_g_dung cong ngM thong tin trong giang day

I-I-I-I--+-T-en-v-i-t-r-i v-ie-c'-)-a-m---""',g~-n-'--v-()''''-,i-c-ong viec hoat dong ngh~~~n-lg~h""-i-~--"--"-p------'----·---

i TB chtrc 1. Nang luc:1
~ i nhan su' - Trinh de) chuyen mon: CU nhan tro len

I
2 II-!:'mh chinh - Trinh de) chfnh tri: So' cap tro len

I tong ho'p - Chung chi nghicp V\I:
1-----+--11-D-a-'-"o tao b6i + Ngo?i ngir: Ti~l1gAnh bac 3 (B1).

3 dufrng + Tin hoc: (f ng dung cong nghe thong tin co ban
Cfmg rae + Quan 1ynha mroc ngach chuyen vien
sinh vien - Tharn nien cong tac: 1 nam

5 I Thanh t!a - 2. Ky nang:
! Phap che - Van phong
II Khiio thi, - Giao tiep, truyen dat

6 dam bao - Lam viec nh6m
r---I c~fit Iuo'f!g__
1 7 I Nghicn ciru
f khoa hoc

I
H<_)'p tac

! 8 . tronu va I
I ! ngo!·;i ntI'O'C !j- ----r-------+-----

I I
I I
I I Van phongI 9
I khoaI

~:a~~~~~~ L ~
- Giao ti~p, truy0n d?t _ _
1. Nang l\rc: I
- Trinh de) chuycn m6n: Cao d~ng tr6 lGn ehuycn nganh
Van thu
- Trinh de) chinh tri: So cap tr6 len

I
-CluIng chi nghi9P V\I:

I +NgoSli ngu: Ti~ng Anh b~c 3 (B 1)., , Van thu',

I

10 + Tin hQc: (rng d\lt1g eong ngh~ thOng tin cO'ban
hru tl"U' + Qm\t11ynM mrac ng?ch ehuycn vien

I - 1'h<.1m nien cong tae: 1 nam 1

I 2. Ky nang: II

l -Van phOng.
I - Giao ti~p, truY~1ld?t. I I_____J__~.~_--'- ~______________________L_ J

I

I
I----------~------f'-----------1. Nang l\fc:

- Trinh (19 chuyen mon: Cao dang tr6 len.
- Trinh de) chfnh tri: Sa dp tr6 len
- Chlrng chi nghi~p V\l:
+ Ngo<:lingfr: Ti~ng Anh b~c 3 (Bl).
+ Tin 11Qc:(fng d\lng cong nght; thOng tin cO'beln
+ Quan 1ynM nuac ng~ch chuyen vien

I

4

I

Cae
.~.~

V1 tn
vice lam
yeu call
nang lire
va ky
nang n1m
nhau

3



:---I----~~lT'\!clIlgIV(~: T
i I - Trinh d9 chuyen mon: Cao dang tra len chuyen nganh :
I I Thu vien thong tin.
1 I - Trinh d9 chinh tri: Sa cap tro len
I I - Chung chi nghiep \'\1:

11 Thu vi~n 1 + Ngoai ngfr: Ti~ng Anh bac 3 (131).
I + Tin hQC:Ung dung cong nghe thong tin co ban
2. Ky nang:
- Van phong.
- Giao tiep, truyen dat.

, - XlI Iy tinh huAn:.;;g2.:_. . ~ +~_--++-_----i
l.Ni'll1g lire:
- Trinh de) chuycn men: Cu nh2111tro len thuoc nhorn I
nganh Cong nghe thong tin
- Trinh (19 chinh tri: Sa cap tro len
- Chung chi nghiep V\l:
+ Ngoai ngfr: Ti~11g Anh bac ::;(131).
+ Tin hoc: (J'ng dung cong ngh~ thong tin co ban
2. Ky nang:

ill - Van ph?ng. ,
I I 1 - Giao ticp, tru):en dat. L
i-.-~.-~--~- I - Xu 1)~tinl1 hu£l~l_g:__._~__~____ Ii __ ----~-!

! i ~'\Jang lire:
1,1 ,[I- Trinh (.19chuycn mon: CU nhan tHJ len chuyen nganh I

Di~n? Di~n ttl' hC'~e C6ng ngh~ thong tin. I
I I _ Trinh dO chinh tri: SO' cap tro len, !

i '
1 - Ch(C'1T chi '1P!'if>p -1)' :

i + N (,;,~;.~n~D~ ','j<e;1'g /i~h ~,O,c) (131\ i
+ Till 1.(,,,, '((. I, 'jilll'! ""'1'; l-n':¢ tJ:.:,ng tin cO' bcin. I• 11 :~" _)...lr~ \ .~~ ~') '-.,.·t,lb ~lbL I

i 2, K5' nang: !
:: I -, r... .1.' i
: I I - Y~1111)uulIg. !

i i ~. - Llp rup, b2.0 trL I
i! -, '" ;. I

f'~-~I-----~~;t~~~1{a7l~~~~~1U;;-~Emtrang thict bi, v~t tu plwc V~;_+-IICae V! tri
1 I giang d~IY;K6 to{m thanh toan ngu0n hc,)c phi, ngu6n ngan v~~c lam
i I sclch, : veu cau

- Yell diu t1'il1h u9: D~i hQc 1hu9C nhom chuyen ng<'mh I n~n~
14 Titi chinh Kil!h t6, K0 toan, Taj chinh. ' va

I I - ChLrng chi ngo~'li ngfr vc'ri 1rin11 dQ b~c 2 tra len khung I nan~

I
nang I~rc ngoZli ngu Vi9t Nam ho~c tuong duong (tuong nhm

! I duong trinh de) B).~_-li_-~~-------~-Cht.'rng C.hi tin hqc v6'i tr1nh uO ctSlt chuan ky nang Slr
U~ll1g c6ng 11ghc;thong tin cO' lXln tre)' len (tuong duang
trinh dO A).
- Co tinh thJn tdl.ch nlli~m trol1g cong vi~c, qWll1 1)1 tai

i san, v~t tu dJL mua Srm1 dt.'il1g qm djnh; chinh xac vc
I ,

IS I Kc tO~ln
I

I
I
I
!

I
I C~ I ~I oug ng 1<;
i thong tin12

"""'r jTi'-l "_1> ;;. "" .. ,
i Lj;r~ hi

L_~ I~ _

l\fc
k5-

n1m

cht~ycn 1110_a.
- C6 ky nang .,\1'1' ;,~ tinh hubng: kha nang phan 1ich; k9 I
nang giao ti~p; ky nang ph6i hqp; kJ nClng so~m th"lo van
b(111; slr d~mg d~lUCde nh;1n m~m k~ to{ll1 t.'rng d\lng. I
- Co tinh tl\5.p i;-Ztch nlliC.~rn tron" conu vicc thea doi thu ic b ., , I

chi rflt_(l~l~~o(~l:~)(ilh ~J.~~I~~g_q~~iQil~_ll_.__~_~ : _
4



..
I~I, -Yeu diu trinh eli;>:co nhan thuoc nh6m nganh kinh t~ tro ----l
I len.

I
- C6 tinh th~n trach nhiem trong cong viec, trung thuc, r6

i 16 I Thti quy rang, chinh xac trong viec thu chi. ,I

I' - Sir dung duoc phan mem k~ toan; xu Iy tinh huong; kha
I,._. +-nc-a-::-n""g'-'p_hlc-ac-n_t_ic_h-'.;_k-"-y-_n_a_n_,.g,-,g",-i_a_O_tl_·~~;_k",-y_n_a_n~g,-,,_Q_h_6_i_h-,-Q'-,-p_.__ +- __ ~_j
I 1. Nang lire: I
I - Trinh dQ chuyen mon: Trung dip trc len chuyen nganh '
i Y si.
I I - Trinh de) chinh tri: Sa cAp tro len
'I' 17 Y t€ I - Chung chi nghicp vu:

+ Ngoai ngir: Ti6ng Anh b~c 3 (B 1).
, + Tin hoc: Ung dung cong ngh~ thong tin co ban
!

,2. Ky nang:
'I 1- Xu ly tinh huong

- C~p ciru kip thaiI]: ! - Yeu cau trinh cli;>dao tao: Trung dip nghethuoc nh6m

I
I I nganh ky thuat tro len.

I
-Nang lire lam vice: Phan, tich va xu Iy' tinh huong nhanh,

I Nhan vien -
I 18 'K - th A chinh xac, trung thirc, din than va clam bao an toan cho
i I y W,lt II nguoi va thi~t bi.
I I - Thuc hien Gam bao thong su6t h~ th6ng thi~t bi trong I

~---i--.----l ~1J~0~r~~~f~p TEPT tra len, GUQ'cGaO t(;lo nghi~p vv bar I ---- ---1
I I v¢, phong chat chua chay. I
'I ! - Vui ve, nha: nh~n, huang dAn nhi~t tinh eho hQc sinh I'

II si 11, h v ien V(l kl1aeh. ,Ii, ,
I ! - C6 tinh than hQc hoi, nar,g cao nghi~p V\I chuy'~n mOi1; !

19 ! Blio v~ Ii c6 m6i quan h~ t6t vai, cac dan vi trong truopg va cong an
dja phmmg; c6 tinh than trach nhi~m cao, din tMn, nhanh

I nhc;n, Slrc khoe t5t.
i I - C6 nang Iv'c phan tic~ va giai quy~t cac vAn G~; lam vi~c

_
j c,tQC l~l?; xu Iy tinh h~ong; c6 cae ky nang sau: Ky nang i
giao tiep; k5' nang phoi hQ'p. ----j

~,'~--- ----------- --:'-1'6t ng,hi¢p TEPT tra len. -+--- I

!

- Can th~ln, lai xc an toan, suc khOc tot.
i -I -Dam b-ao v¢ sinh khuon vien trong va ngoai trucmg.
I I - Hi€u bi0t cong vi~c v~ cham s6c cay ki€ng, c6 ki6n thuc
I' v6 phong, tri b¢nh eho cac IO(;licay, phat hi~n kip th6'i va
i thong Mo phuang phap tri b~nh cho diy.
i 21 PIH,H: V\l - Dam bao th~:n my cho khuon vien trlfang; c~n CU, chiu

kh6, s(;lch se, can th~n, ti mT, Slrc khoe tot.
- C6 tinh th~n tnlch nhi¢m cao, cAn CU, chiu kh6, s(;lch se,
Slrc kh6c d)t.

I - Giao ti6p t6t v6'i I-lSSV va khach ella tm6'ng.I-~;------ ..--' .-~

l_! ~I ~1~~~(JN~I:!I(~THONG THl/C HANH slf PII~M
~__l Tel'!..."l !_f_i vi££ Hun ~n vOl cong vice H'inh dl;lO,quan Ii', di~u hanh
: 1. Nang Inc J1_11i1i~_ :Ilong_ :l::~:~~:~~~~~;~:;~~:;lc~~C51tra ICn .__ _ J

5



i - Ki njIlg qU~l;l S{:t, i~l \)(cO

! .- K1 n~U1gra (:uy~t di)l!l vA g;ji I\l'),6t v[m (\;2.
I I "T7,.., .. " I 1~-~---t-~..-------:--~-----11--~-E'-1millE, ll(;t1_!!S'l:_: ~_ ----- --~~- -----~---------------

I I 1:0 tnn}·llg 1. Nang h).'c
I 3 I toAdmycn 1- !r~nh d? ch:lycn m~l1: Sli nhantreJ len
~-_Lmo!!.-~-----J - fnnh dQ chmh tn: Sa cap
I I I - Chlmg chi ngh~~p Vl_l:

I i -+ Ngo~\i ngfr: Tieng Anh b~c 3 (131).
I 1 + Tin hqc: (rng d\ll1g c6ng ngh¢ thong tin ca ban
I I-f- Qmll1 1y tnr6ng h(_)c: Quem ly tnrc'mg trung hqc ph6
I ";; ,;; thong

4 1 rhO p_~~oto A I -+ Tham nien cong tac: 5 11[\111tre\ len
C UVCll Illon 12 1.7- -. • "I nang

I I - K1 nang sO<;1nthao van bell1

1

- K1 nang qw'm ly, ky nilng quan sM, cl\xb{IO

, - 1<:.1nang dsly h9C
-t-~~ _ ' - K1 nrmg giao ~___ _ J tt----------1

_ICI.!___!j ~l·_iVi£~)~l!l_g:}I!Y_{~L<:ongvice hO}.lt dong ngh~ nghi~n-.------,--~------~~-------t--~-~---_---l-:------~~r-··~--

i 1. Nang h/c, I

1

- !r~nh d? ch:lyen ~10_-n:Su- nhan Ira len I
.. 1nnh dq chmh tn: Sa cal)Ciao "ien

I - Chirng chi nghi,¢p V\l:
i i Ngo'fi ngD": Ticng An1-: bs1c 3 (B 1).

~__r_!~j_n}~9_~;:__.(r'~:l_g..d._~_g~g_~~!~?_~~~_:~~Q!_9_~-_1]_~~~_g_~~_l],__~:(~'.,2_~n__. _

I-l-----~~--!-::c-j~lrng chi nghiep vu: -~---------------l---
1

I + Ngo~i ngt';: Tieng Anh bac 3 (131).
i -+ Tin hoc: ling dung cong nghi; thong tin co ban.

I
I + Quan 1y NhA nuoc: Chuyen vicn chinh.
+ Quan 1)- twang hoc: l Iieu truong truong ph6 thong.

II' + Tha111nien cong tile: 10 na111trc len.
I 2. Ki nang
! _ Ql1011 1,',h'll'(\'nn hi" r>I ~.._ ....... J.J ..... ~.._" .. -'-t'::' .I.iy .......

1

- Giao tiep
- K1 nang quan sat, dir bao

i - K1 n:ll1g t[) clnrc cong vice i
I I I - K1 nang tao dong lire I
I 1 I - K1 nanu ra quyct dinh Vel ciai quyet vAn d~ If-- --- - ------------1_~ __ '2______ - • _~_J2__ -------~---------- -------+----
'I I I 1. Niing luc

I I - Trinh dO chuycn mon: Thac sl tny len
I I - Trinh dO chinh tri: Trung cap
I . - Chung chi nghiep vu:

+- Ngoai ngir: Titng Anh bac 3 (B 1).
I -I- Tin hoc: (fng dung cong ngh~ thong tin co ball
I L Quan 1y Nha nuoc: Quan 1)' l1h~l nU(J'c ng~ch chuycl1
I vi en

I
I -I- QUi:ll1 Iy trucmg h9C: QWln ly trucmg trung hQc ph6
th6no

t -+ Th~l1l nien C6ilg H1c: 05nam i.r()' len
12. Ki nang
I - QWll! !): tn('('m~ hoc
i - (;iao ti,:p
i -·IG nCili;: liuan ly-

2 trU"()·ng
Pho I-li~u

i
I
I
i
I
I~-
! II[----
I
I

1

L__ ~ __.L___. _

nang
nhau

i

l~:c:
k)'

nhu

()



i---1---------n' Kinang - -II! - KY nang soan giao an
! I - KY nang quan ly, ky nang quan sat, du bao I

i I - K~ n~ng d~y h~)~ I
l :_ _J_~_Kl n~mg g'..:-'la"-'o:__:_:tl_c.CL_p__ ---.o- --'- -i

l III 1Ten vi tri vice la!!!_g~n v6-_:·i~c::_:o...n.-.tg"_v._~i~;:_:c=_h=8~t:.:_r.I?'2_,.J.:"P~h:.:;\l;:_:c=_v.:..J:\l ,___---___i1
I
I I 1. Nang lire:

I I - Trinh do chuven mon: Cao dang tro len chuyen nganh
I I I TIm vien thong' tin.
.! Trinh dC)chinh tri: SO' dp tro len.

i - Chung chi nghiep vu:
r TIm vien I -I- Ngoai ngir: Ti~ng Anh bac 3 (Bl).

[
I I + Tin hoc: Lrng dung cong ngh¢ thong tin co ban.

I 2. Ky nang:
: I I - Van phong

_ _
I - Giao tiep, truyen dnt

___.l --------h~~_ly tlnh huong

I 1. Nang lue:
- Trinl~ dO chuyen mon: Cir nhan trc len chuyen nganh

i Dien, Dien nr hoac Cong nghe thong tin
I 1- Tri,nh d() ~hin~ ~tri:SO'dptro ICn

I
'{')'~ bi I' . - Chung chi nghiep vu:

2 Bet I, t 11 NT . - '1-'~ AnI b~ 3 (Bl)- '~ , -I- goai ngt;r: icng - 1 ac .
, ngillem ·-1" I U" d ~ h~ h~ . b'I' -I- 111 1<)C: ng ung cong ng y tong tin cO' an

2.1(5' nang:
- Van phcmg
I:.. . 1 - ,

- "<j) rap, nao tn
- )(u 1 tinb J_~~?ng~ ._._~_~ . __" . .__<----;--~ -

1. Nilng hIe. i
- Trinh <.10 ehuyen mon: Clf nhan tra len thuQc rL~6mI

i, nganh Cong ngh~ thc'lngtin
i-Trinh ell? chfn11 t1'i: SO' cdp tra len

I

- Cht'mg chi nghi~p V\I:
3 ;1· Cong_ n£hc,' ,

u -1NgO~li ngu: Tieng Anh b~e 3 (Bl).
, thon[~ tin .~

I I ;.cQ~;:~~~~]ng d\111g cong ngh¢ thong tin ca him

I
I

-Van phc)ng.
I - Giao ti~p, truy~n d(;lt.

I l -Xu 1y t1n11 hu6ng.~---r--~- 1. Nfmg I\fc:
I I - Trinh dC) chuycn mon: Cao d~ng tra len chuyen nganh
I 'I K inh t~, K~ toan, T,ii chinh
I _ Trinh dc)chfl1h trj: SO' dp tra lCn

I - Ch{rng chi nghi~p V\l:
4 II Kf toan i- Ngo'.li ng~: Ti~ng /\nh b~c 3 (B 1).

-I- Tin IlQc: U'ng d\ll1g cong ngh~ thong tin cO'ban
i I " TI __ ~ I

I I "-0. 1"-) ll<lilg. I
i 1- Van phong.

- (Jiao ti0p, tru~0n dc:tt. --+
;----- -~-i---- ~J-=-_)5--1£1:)tinL1__l1U{)_ng._ ~_ _ '!
I I ":in tlnl', I 1.N:111Q luc:

:-; Ihrtl_t_t:i!:_____ J_~~~l)·~ril__(i() C~1U;(gil )_l:_~n_:__C;~(~}~12g tn1 len chuycn ngimh L_~__J
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-~~---~~---~-'~~'-----'-----'-'---~--------------~----- ,-----,'--~---'--~-

I iV~tlrn .
I i - 'r:ri:1b (1(~':'h10}: ,tfi' ~:;()'cap crCr len
I ! -, (_,'rr~rll~<(~,~·dng_i'lli;p VV:
I -f- -,',frr.- ,.; .-.L.·...,'. '1-;;. ') :).ih I "A(~ '-1 ,'l'~l)! ' _, t:',L\L ngu ,,-Db .:.n: oac _) ,L "

, 'r- Tin hoc: Ung d"lJIg cong ngh~ thong tin co ban
+- Quan I)' nha mro'c ngach chuyen vicn
- Tham nien c6ng tac: 1 nam
J Kv nClno'_. - -.; _._ .....t?

- Van phong
- Giao ti6p, truyen dat~----+-------------+--
1, Nang lire:
- Trinh de) chuyen man: Trung cap tra len chuycn lli,!.\;,:,
Y Sl

y t~,Thii
6

I quy
I
I
I

I
f- l
• I
I I, ,

I

I

1

, - Trinh Ge)chinh tri: So cap tro len

I
I - Chung chi nghiep V\1:
+ Ngoai ngir: TiGng Anh b~lC 3 (131),

I + Tin hoc: Ung dung cong nghc thong tin co ban
I 2. K5' nang:
- Xu ly tinh buong

I 'J_::_ Cclp Clru kLr_ ih'Ji ~ ..__ ~__ ~~__ "__~_~ ,
I - Da~ bel? v~ sinh khuon vien t.ong va l1b7o(l!tcr():!7~'
I ' i" 1'" ' , "h- , "" . " I'I - LJeu ,lwt cong Vlee \'e c c:m Sf.)C ':;iV KtCng. LC ;~!;_~,~ (,1U'e I

I \TC:;_ .-)t'JO'I'},T 1(1' (1,'1'1n' 'CJ1') '~{l(' 1(,,; "Cl" p'1 ,,'\t h;'pn :__--l'i "",'
.t.~ b~ '-". '~'- ,\_, .......'-"' j(;lJ. ·"__.~.Y, ,'_ C, 1.1,:'J .• 1. .... 1· ~ l".:l

tllong t_)~)(J pb-Lr;J71g ph{ll' 't.ri b~nh (ill'

- D(~m biw (hii~nmy cho khu{\n vic:' u;,fi;ns
k:l(i, :::lC}-, :,C, dn tC0.l tl ;1'1\ ~:l.'l,:kL6..:; [\)i.

," " 1"

CdL"J C\l~ t_ "J (~

r ~'I. "" .,;~' -~~ t

_- 1 ',) K!ltl nl._~i~gtiU~l.j!. ~dL Pil\._\Lli.~ 11gLra~ u(~_~nU(l~l (.:I:' ~I.;:_UJ

tlut'm;; ll'<)C,

.. c:() .k'!l(·~.~-t~),l1g g;.;-ll qll)\~t C~!l.:\/~;!vi,~:c- l\.h(~Q }t~O \<l ~!i.l:.~llIt
ch0.t Cl-1(-:nglrt)i ra VfH) tr;.fc),llg IH)c.
- C6 kL{~n:Jilg :{l\ Ii nilanh nha/ cite V~IviQ;:: (i~ ,1 '" 1\,,0

,.'


