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vA QUANTRJ

BIEN BAN THONG NHAT
Phan cong nhiem vi}cua cac vienchrre Idlong gift clnrcvl}. lanh dao quanly

tai don v]phong TC-HC va QT

Hom nay van luc:f gio 1>0phut, ngayJ'f/.2- 12022, tai phong HB207,
chung toi gall?-:

1.OngTdnLe Tai - P. Tnrong Phong, phu trach phong
2. Ong Phi Hiru Hao - P. Truong Phong

3. Ong Nguyen Hfru Nam - Chuyen vien Phong
NQi dung:

Sau khi trao d6i, thao luan, cac thanh vien thong nh~t phan cong nhiem vu
cac vien clnrc trong cac bQphan:

1. T6 clnrc can bQ

2. Hanh chinh

3. Quan tri phong h9C, kho

4. Thi8t bi, kY thuat

Dinh kern him phdn cong ella vien chuc timg h(Jph (in

Bien ban duoc l~p thanh 03 ban, m6i ben gitt 01 ban. CUQch9P k8t thuc
van luc 'q gio OG phut, cling ngay.
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TRlJONG DAI HQC DONG NAI CONG HOA xA HOI cnu NGHiA ~T NAM
PHONG TO CHUC-HANH CHINH DQc l~p- T\l' do - H~nhphuc

vA QUANTRJ

Dong Nai, ngay2-9 thang02 ndm 2022

BANG TONG HQP PHAN CONG NHq:M V1J
(danh cho vien clnrckhdng gift chirc vu lanh dao, quanly)

(kern thea bienban tht5nJ?nhdt nJ?aydl.5/ 5- /2022 cua Truimg_Dc;d h9C D6ngNai)
Phai hQ'pl Cong Diu ra sa hrQ'ng !
vi~cthuc hi~n (sp) cua cliu ra M' cl" th h,J

nhiemvu mth (sp) U'C Q \l'C l~r
(n~u'co th'~) nhiem vu TB/nam \

1 2 3

TT HQva
ten

Nhlem vu

4 T. Khong T. £>91
5 6 Xuyen Xuyen Xu~t

1 Vo Th] 1. Cong tac tiep nhan, tuyen hQ'P
NgQc d6ng lao d(>ng;

Quynh 2. Quanly, e~p nhat ho sa vien
chirc cackhoa, b(>mon vaBGH
Truong PTTHSP (quan ly h6 sa
cua hieu tnrong; ph6 hieu
tnrong) (b6 sung cac van bang
clurng chi, cac quyet dinh, van
ban moi cua ca nhan vao h6 sa
vien ehue; hoan thi~n h6 sa vien
chue ehuy~n dSn, ehuy~n di ... );

3. Cong
CDNN;

tae t~p SlJ, ehuy~n

Theo KH cua !
Nha truong x \

x

x

LUll tm h6 sa,
thong tin
website linh
vue phu trach

Theo KH eua
SNV, BNV, B(>
GDDT

Theo KH eua
NhatruOng

Theo KH eua
NhatruOng

21~n1nam

Theo KHeua
Nha truOng.

Theo TB eua
NhatruOng

4. Tham gia eong tae bo nhi~m,
b6 nhi~m l<;livien ehue quan ly
eua dan VI khoa, b(> mon,
TruOng PTTHSP;
5. Tham mUll eong tae quy hO<;leh
vien ehue quan ly eua dan vi
khoa, h(>mon, TruOng PTTHSP;
6. Tham mUll xay dvng ke hO<;leh
eong tae ki~m tra vi~e ehftp hanh
Icy lu~t, ky euang hanh ehinh va
d(;l.odue eongV\l; tham muu van
ban quy dinh ve xu ly ky lu~t
vien ehue dan vi minh phl,l traeh
thea d5i
7. Tham gia SO<;lllthao, xay dvng
De an VTVL; De an s~p xSp,
tinh gQn ea c§.uh(>may;
8. Thu ky cae eu(>ehQP ve eong
tac t6 ehue can h(> eua dan vi
khoa, h(>mon, TruOng PTTHSP;

x

x

x

x

9. ThlJe hi~n cae bao eao dinhleY
va d(>txuftt;

~~~~~~--~~~~~~=---~~~-r-------+------,r--~----~--~I
10. PhOi hqp eong tae v6i cacdan Theo KH eua x IL__L L_ ~ __ ~ ~ ~ ~ _L L_ L_~ I

x x



- 0,

r vI khoa, bQ mon, Truong Nha tnrong,I
I
I PTTHSP;I

i 11. Ra soat dam bao trongcac
nQi dung tham rmru thea dung D~t

x
quy dinh, khong bi 16i chinh ta, 100%
ngfr nghia, ...

i 12. Thtrc hien cac nhiem vu khac
I x
I do lanh dao phong phan congoI

/2 Nguyen 1. Tham gia cong tac tuyen dung Theo KH nhf!
Thj vien chirc; tnrong x

I Hoa 2. Tham gia cong tac dangky thi Theo ke hoach

I
Van thang h~g chuc danh nghS cua Sa NQi vu,

nghiep; thi nang ng~ch
.~

BQ NQi va x
I

VI en vu

I
clnrc; BQ GD-DT;

i 3. Quan ly, c~p nh~t ho sa vien
chirc cac phong, trung tam va
Truong Mfun non Thirc hanh (h6 LUll tm h6 so,
sa BGH): b6 sung cac van bang thong tin
clnmg chi, cac quySt dinh, vanwebsite IInh

x

ban moi cua ca nhan vao h6 sa¥\ICphu trach
vien clnrc; hoan thien h6 sa vien
chirc chuyen dBn, chuyen di ... ;
4. Tham rmru cong tac quy hoach
vien chirc quanIy cua cac dan vi Theo KH nhf!
Phong, Trung tam va TruOng truOng

x

Mfun non Thvc hanh;
5. Tham mUll cong tac bo nhi~m,
b6 nhi~m l~i vien chuc quanIy Theo KH nhf!
Clla cac dan vi phong, trung tamtruOng

x

va TruOng Mfun non Thvc hanh;
6. Tham gia xay dvng cac quy
dinh, quy ch~ lien quan t6i cong
tac t6 chuc can bo; tham mUll Theo KH nhf!
van bin quy dinh 'vS xuIy ky truOng

x
r

I
lu~t vien chuc dan vi minh phl,l
trach theo d6i

I 7. Tham muu cong tac xay dvngke Theo KH nhai
1 ho~chchuySn d6ivi tri cong tac; truOng

x

8. Thu kY cac cUQchQp ve cong
tac t6 chuc can bQ Cllacac dan viTheo TB nhf!
Phong, Trung tam vaTruOng truOng

x

Mfun non Th\Ic hanh;;
9. Thvc hi~n cac bao cao dinhIcy Theo KH nhf!
va dQtxuclt; truOng

x x

10. Phoi hgp cong tac v6i cac
TheoKH nha

dan vi Phong, Trung tam va
truOng

x
TruOng Mfun non Thvc hanh;
11. Ra soat dam bao trong cac
nQi dung tham mUll thea dUng D~t

x
quy dinh, khong bi 16i chinh ta, 100%
ngu ngrua, ...
12. Thvc hi~n cac nhi~mVl,l khac
do lanh d~o phong phan cong x



v

3 LyThi 1. Dao t<;10,boi duong
Thom - HQc Sau dai hoc;

Theo KH cua
- HQc Ly luan chinh tri;

SNV, BNV,
- BD Chirc danh nghenghiep; x

UBND tinh, Be>
x

- BD theo vi tri viec lam;
- BD An ninh - qu6c phong;

GDDT

- BD lanh dao, quanly;
2. Rio cao ve dao t<;10,boi dufmg Theo YBcap I

x I

(theo muc 1). tren I
I

3. Thu ky ghi bien ban trong I
!

cuoc hQP cua lanh dao phong voi I

BGH va lanh dao cac dan vi;
Theo TB nha

\

(ND lien quan toi dao t<;10,b6i
i

tnrong
x f

dirong YC, va cac ND khac lien I
quan toi TCCB khi Lanh dao

\phong giao)
4. Tong hQP bao cao thang cua
cac dan vi trong phong, tnrong.
(ND lien quan toi dao t<;10,b6i Theo KH nha
duong YC, va cac ND khac lien tnrong

x

quan toi TCCB khi Lanh dao
phong giao)
5. ,The~ doi, quan ly, c~p nhat Thuc hien thea

~phan mem quan ly nganh ne>ivu,hangthang/quy x J~t
~6. Theo d5i, quan ly, c~p nh~t

~ \\thong tin vien chilc tren trang
Thirc hien thea

x ~!

hang thcing/ quy
;)

thong tin khoa hQc cua TruOng. AI! Ii:;
7. Phoi hQP vm cac dan vi khi c6 /\411'

yeu duo (ND lien quan t6i dao
Theo nha

;;
t<;10,b6i duang YC, va cac ND

KH
truOng

x
khac lien quan t6i TCCBkhi
Lanh d<;1ophong giao)
8. Quan ly tai sim phong TC-HC

,

va QT (s6 sach v~ h6sa lien 6 thang/ lfin x
quan T6 chilc can be»
9. Ra soM dam bao trong cac ne>i I
dung tham muu thea dUng quy D<;1t

i,

dinh, khong bi 16i chinh ta, ngfr 100%
x

nghia, ...
10. Phoi hQP v6i dong chi Quynh
v~ cong tac can be>a dan vi C6 bao cao C\l

i
Khoa, be>mon, TruOng PTTHSPth€ khi lam vi~c x ,

(tren ca sa d~ nght cua Uinh d<;1oph6ihQP
phong)
11. Th\Ic hi~n me>tso cong vi~c
khac do lanh d<;1ophong phan
congo

Nguy~n 1. Th\Ic hi~n cac che de>chinh ",

Thi sach, quySn lqi cua vien chilc va
Theo KH 'nha
truOng hang x

4
PhU'ong nguai lao de>ngtheo cac quy dinhnam ra soM
Thanh hi~nhanh

2. Th\Ic hi~n xet nang b~c luang Theo KH nha
thuOng xuyen, tru6c thai h:,ln,truOng

x
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I
I
I
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I
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I

virot khung, tham nien nghe cua
vien chile va nguoi lao dQng theo
cac quy dinh hien hanh (ra scat
tham rmru van ban theo thang
10,11 co thong bao m6i quy IV)

D~t
100%

x

4. Theo doi va thue hien che do
6m dau, thai san, nghi phep, nghl

Theo tinh hinh
khong huang luang eho cong thuc t~
chirc, vien clnrc va nguoi lao
dQng theo quy dinh,
5. Thtrc hien cac chinh sach lien Tham muu VB
quan d~n nghi huu, nghi huu nghi huu thong
tnroc tulli, nghi viec va cham dirtbao truce 3,6
hop d6ng lam viec, hop d6ng lao hang theo quy
dQng, thuyen chuyen cong taco dinh ...

3. Doi chieu bang luang, bao
hi~m voi phong K~ hoach- Tai
chinh vao dAum6i quy (thang 1,
4, 7, 10).

6. Viet bai, bien t~p bai thuoc
linh V\ICduoc phan cong d~ dua
len Website cua Phong, (cap nhat
thong tin quy dinh v€ chinh sach
bilOhi~m, ch~ dQ nang luang
theo quy dinh hi~n hanh)

3thang/Ilk

C~p nhat thong
tin quy dinh
moi len website

7. Luu trU ho sa thinh giang cac TheoKH nha
khoa, dan vimai giang
8. Thu ky cac cUQc hQp thuQc
linh V\Icph\! trach.
9. Phoi hqp v6i dong chi Van ve
cong tac can bQa dan vi Phong,
Trung tam, Truang MNTH (tren
ca sa d€ nghi cua Lanh d~o
phong)
10. Ra soat dam bao trong cac
nQi dung tham muu theo dUng
quy dinh, khong bi 16i chinh ta,
ngunghla, ...

11. Thvc hi~n mQt so cong vi~c
khac do lanh d~o phong phan
congo

truang

Co bao cao e\l
th~ khi lam vi~c
ph6ihqp

x

x

x

x

NGUmL~BANG

tt~

x

x

x

x
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em t eo len an tong n at ngay cua ruang t;ll (JC ong al
Phai hQ111Cong Diu ra Sa hrong !

TT
HQva

Nhi~m vu
vi~c thu'c hi~n (sp) ~tia dAu ra

Mli'c do tlnrc h~elten nhiem vu A' (sp) . . I •mot I

(n~u 'co th·~) nhiem vu TB/nam I
I

1 2 3 4 5 6
T. KbongT. F)9t

Xuyen Xuyen X'Ufrt
~I.BO pHAN HAND CHINH- TONG HOP ;~,:.

' , i ,.,,,,,C">
,; • ";,,,< ' d f

'1

1. Tham rrnru cong tacanninh, tr~ Ke hoach, bao
cao X

W trong toan Truong.
T6 bao v~

12. Xay dung va thea d5i, don doc KSho~ch, j.,......-...

ich true cua bao ve, dan quantu Thong bao, lich X /j~
Iv~,gift xe co quan va IS tan. tnrc I '{"\"aVe NI
3. Thuc hien viec thea d5i cong tacTheoKHeua

X \\ ~tt~Q~~ sinh moi tnrong. tnrong b~ If ~
~. Phoi hop, tham gia cong tae '\ \

~i- ...
jdanh gia eong V\l (eua eac dan vi TheoKHcua ~

lKhoa, BQ mon, TruOng PTTHSP) truOng
X

6 thang va ca nam hang nam.

5. Phoi hqp thve hi~n va lam tot

pong tae thong tin trong cae ho~1
TheoKHeua~Qng ella Phong ho~e Phong ehu tri X

~Sdua tin len website eua Phong
truOng

DaBao IvalUll lam til li~u. \
1 6. Xay d\ffig va trien khai thvc hi~n i

Due
Theo KHeua \

~S ho~eh dan quan v~ thea X
I

tv I

hu6ng dful eua d.p tren.
truOng

7. Xay d\fIlg ke ho~eh va to chile
Theo KHeua

~p hu~n, hu~ luy~n h,re lm;mgt1,l X ,
wOng ,

Iv~thea quy dinh.

8. To chile IVe luqng tv v~ trve sfuJ
i

sang ehiSn d~u dam bao an ninh
Theo KHeua

~~t tv va an toan Uti san trong cae
truOng

X

~gay IS, cae ngay trQng d~i eua

Nhanuae.

9. Thve hi~n cae bao eao tong hqp \
i

(cua cae dan vi Khoa, BQ mon,
Theo phan eong X

IrruOng PTTHSP) va thea phan

~ong eua lanh d~o phong.

10. Thu Icy cae eUQehQp thuQc lInh
Theo phan eong X

lv\Ieph\} traeh.

(k'

nANG TONG HOP PHAN CONG NHIEM VU. . .
(danh cho vien clnrc khong gift clnrc V\1 lanh d~o, quan ly)
bie ba h': h': , 1 12022 .1'; , D· h D;'

\

i
CQNG HOA xA HQI cnu NGHiA VI~T NAM\

Dt}c l~p - Tt,rdo - H~nh phuc \

\
\
i

D6ng Nai, ngay )_~thdngJ nam 2022

~ ---..

TRUONG DATHOC DONG NAI
PHONG TO CHUC-IIANH CHINH

vA QUANTRJ

h
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11. Thirc hien mQt so cong viec
khac do lanh dao phong phan cong
.1. Cong tac thi dua khen thuong;
Tham rmru trong viec t6 chirc
thuc hien LuatThi dua - Khen
thirong va cacvan ban huong
dfuJ.thi hanh, Giup vi~c cho HQi
d6ng thi dua Truong v6 tieu
chuan, tieu chi, kS hoach,
chuang trinh cac phong trao thi
dua; Thir ky HQi d6ng thi dua-
khenthuang

Theo KS hoach
cua Truong,

cua Tinh

~. Thu nhan va xu ly ho sa xet

puy~t cac danh hieu thi dua, khen

huang. Hoan chinh h6 sa dS Hieu

nrong quyet dinh khen thuong
hoac d6 nghi d.p co thfun quyen

Icongnhan cac danh hieu thi dua va

~ac hinh tlnrc khen thuong. C~p

Inh~t h6 sa thi dua - khen thuong

Ilen phan nganh NQi vu tai dia chi

(http://tcnn.snv.dongnai.gov.vn) va

IWebsie cua Ph6ng.

Theo KS hoach
cua Truong,

cua Tinh

Trinh
Xuan
Bac

3. Tham muu cong tac cai cach

~anh chinh, hanh chinh cong, bQ

ph~mQtcua.

Theo KS hOI;lCh
cua TruOng,

cua Tinh

~. Phoi hqp, tham gia cong tac

~anh gia cong V\l (cac dan vi

tphang, Trung tam, TruOng

!NINTH) 6 thang va ca nam hang

nam.

Theo KS hOl;lCh
cua TruOng,

cua Tinh

5. Phoi hqp th\Ic hi~n va lam t01

Icong tac thong tin trong cac hOI;l

~Qng cua Ph6ng ho~c Phang chu tri

~6dua tin len website cua Ph6ng

Ivaluu lam tu li~u.

Theo pharr cong

6. Theo d5i xu ly, dieu dQng lai xe

hen phe duy~t cua Uinh dl;loph6ng

~a Ban Gicim hi~u Nha truOng.

Theo kS hOI;lCh
cua TruOng

7. Theo d5i vi~c bao quan, bao Theo kS hOI;lCh

kiu5ng, sua chua xe dinh kYo cua TruOng

x

x

x

x

x

x

x

x

8. Giam sat doi chieu cac chUng til

hanh quySt toan xang d~u, mua

ibao hiSm, kiSm dinh xe dinh ky,

Ilh\Ichanh tiSt ki~m ch6ng lang phi

rong v~ hanh su d\IDgxe congo

Theo kS hOl;lch
cua TruOng

9. Th\Ic hi~n cac bao cao tong hqp

(cac dan vi Ph6ng, Trung tam,

trruOng MNTH) va thea pharr cong

Theo pharr cong
cuaPhang

x

x
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cua lanh dao phong.

xTheo phan cong
cua Phong

1. Thirc hien cong tac van thu thea

~uy dinh cua N ghi dinh s6

30/2020/Nf)-CP ngay 15103/2020

pua Chinh phu vS cong tac van thu

IVaquan ly con dfiu thea Nghi dinh

9912016/Nf)-CP ngay 01/7/2016

cua Chinh phu vS quan ly va su

dung con dfiu.

2. Theo d5i va quan ly Van phong

di~n ill tai dia chi

(http://vpdt.dnpu.edu.vn) va van

ban dSn cua BQ GD&f)T tai dia chi

(https:lleoffiee.moet.gov.vn/).

3. Tiep nhan, bao quan vachuyen

pong van, tai lieu, thir bao, biru

tphfun, dien tin... dung dia chi,

phinh xac, kip thoi

Theo quy dinh

Theo kS hoach
cua Truong

Theo kS hoach
cua TruOng

x

x

x

x
11. Tlnrc hien mot so cong viec
khac do lanh dao phong phan Theo phan cong

cua Phongcong

10. Thir ky hop giao banco quan

va cac cuoc hQP thuoc linhV\lC phu
rach,

Phan
Thj

\

,:Y i,~. Trinh, chuy~n giao van bandil
~Sn cho cac dan vi, ca nh§.n saukhi
po y kiSn chi d~o eua Ban Giam

N~u.

6. Theo d5i, don d6c vi~c giai

quySt van ban dSn.

Theo kS ho~ch
cua TruOng

Theo quy dinh

Theo quy dinh

x

x

x

7. Nh§.n ban tai li~u, to chilc ph\lc
Theo kS ho~ch

Vl) cac cUQchQP, hQi nghi, cac ho~t
cua TruOng

dQng,S\l ki~n cua Nha truOng.

10. Th\lc hi~n mQt so cong vi~c Theo ph§.n cong
khac do lanh d~o phong phful cua phong

8. Sap xep cong van luu, cuoi m6i

hang dong thanh h6sa dua vao

Uti tm hqp ly, khoa hQc d~ ph\lc

Vl) t6t cho vi~c khai thac tai li~u;

chuy~n tM li~u vS kho luu trft kip

hoi dUng quy diuh.

9. H6 trq cong tac l~ nghi, khanh

iSt d~ ph\lc V\l cac cUQc hQP, hQi

~ghi, S\l ki~n ho~t dQng cua

ITruOng.

Theo kS ho~ch
cua TruOng

Theo kS ho~ch
cua TruOng

Thanh
Huong 5. Kiem tra the thilc van ban di,

phat hanh van ban di thea dung

quy dinh

x

x

x

x



~ . .

eong
1. Quan ly, thea doi kho hrutrf

Theo phan cong X
[eliaTruong.

t2. Phuc vu cac heat dQng khai thac
Theo phan cong

ai lieu tai kho hru tru theo chi dao X

\elia lanh dao phong.
cua phong

3. Hirong dftn vien clnrc va nguoi

ao dong trong Nha tnrong l~p he,
Theo phan cong

So' va chuan bi h6So', tai lieu giao X

i InQPv6 kho hru tm cua Nha tnrong
cua truong

i heo quy dinh.
!
i ~. Thu thap, bo sung hoSo', tai li~u

I dSn han nQP hru vao hrutrft co
Theo phan cong X

I jquan.
cua tnrong

I
I Vii 5. L~p danh muc he,So'hru tnr.

Theo phan cong

t
X

Minh cua tnrong
x 6. Phan loai, ehinh 1y, xac dinh giaHong Theo phan cong

ri, thong ke, s~p xSp he,So', tai X

I i~u.
cua tnrong

7. Bao dam bi m~t, an toan he,So',

ai 1i~u lUll tm thea quy dinh nha Theo quy dinh X

Itmae.

8. Lam thu t\le tieu huy tai 1i~uhS1
Theo quy dinh

~ia tri thea quy dinb phap 1u~t.
va kS ho~eh eua X

tfUbng

9. Tham gia eong tae 1~nghi khanh
Theo kS ho~eh

iSt d8 ph\le V\l cae eUQehQP, hQi X

Inghi,ho~t dQng eua TfUang.
eua tfUbng

10. Th\Ie hi~n ffiQt so eong vi~e Theo phful eong
khae do 1fulh d~o phbng phful X

eong.
euaphbng

NGUOl L~ BANG

Ik/~
~

PlI'" :Jfi;JuA



TRUONG DAr HOC DONG NAI CQNG HOA xA HQI cmr NGHiA VI~T ~AM
PHONG TO CHUC-IIANH CHiNH DQc l~p - T\f do - H~nh phuc

vA QuANTRJ

D6ng Nai, ngayJ~thdng j: nam2022

BANG TONG HOP PHAN CONG NHIEM VU. . .
em t eo ien an tong nhdtngay / '2022 cuaTruongDai h9C Dong Nai) i

PhAi hQ'p/ DAu ra sA I

i
Ho va

Cong vi~c (sp) ~tia hrong I
TT Nhi~m VI) tlnrc hi~n

,...
dAu ra Mfrc dQ thuc hi~n\ten moi

I

nhiem vu nhiem (sp)
\

(nSu 'co th'~) vu TB/nam \

1 2 3 4 5 6 T. KhongT. Dot I. I
Xuyen Xuyen XuAtl

III.BO PH.AN KHO, QUAN TRIPHONG HOC2 ' . Y S,"" "," I.' , '"
, "

1 Nguy~n 1. Chiu trach nhiem mang thong tin
Theo phan

Thi Van cua phong (cong van di, d~n, van thir
Anh d~n cac dan vihru tru, thuc hien cac

cong nhiem x

bao cao thuong nien va dQt xuat, .. ) vu

2. TflJCphong de dap irng nhu diu de
Theo K~

xudt phong hoc them, phong day bu
ho~ch x

~

~
cua giang vien va sinh vien ngoai thai

truOng ~
kh6a bi~u. ~~V(
3. Phl,lCV\l cac cong tac khackhi can

~

~~"
d~ dam bao duy tri nS n~p d~y, hQc, l~

Theo K~ ,5N(
hQi cua nha truOng nhu giup vi~c d~

ho~ch x t--;ph\1cV\l kip thai cho cong tac d~y va
truOng ~

hQc, cong tac thi va cac sinh ho~t khac
cua nha truOng.
4. Theo d5i cham conglam ngoai gia
a nha hQc A, B, HQi truOng Theo phan
200,300,800 va cac vi tri khac t~i cacong

x

sa 1
5. QuanIi kho 16ph\1c tot nghi~p: capTheo Thong
phat l~ ph\1c thea k~ ho~ch cua Nhabao, KH x
truOng truOng

I

6. Sap xep phbng hQc h~ chinh quy
theo thai kh6a bi~u cua Nha truOng va

Theo K~
cac lap lien k~t v6i cacsa ban nganh,

ho~ch x
cac lap thue muan. S~p x~p phbng thi,
ra sa db phbng thi cua h~ chfnh quy

truOng

va cac h~ VLVH thea k~ ho~ch
7. ThlJc hi~n khanh tiet t~i cac hQiTheo Thong

x I

truOng, giang dUOng bao
8. Ra soat, dam bao trongcac nQi

I

dung tham muu theo dung quy dinh, f)~t
x

khong bi l6i chinh ta, 100%
ngu nghia, ...
9. ThlJc hi~n cac nhi~mV\l khac x
do Uinh d~o phbng phan congo

10. ThlJc hi~n ho sa kiem dinh chat
ugng vS casa v~t chdt I

(k h
(danh ch? vien ~hfrc khfmg gift clnrc V\l lanh d~o, quanly)

b b hi'



I

Phi Th] 1. Tlnrc hien cong tac kiem ke,thanh
Sau ly Uti san hang nam, gift s6 Uti san va

theo d5i tai san mua s~mhang nam
cua cac don vi tang trong nam.so sanh
, d6i chiSu voi s6 kS toan cua tnrong

2
I

3

D~t
100%

x

x

x

x

11. Tong hop, luutrU ho sa dexuat,
~ira chua, mua sb theo yeu du cua
~ac don vi

2. Tong hop danh sach de nghi thanh
ly, huy bo Uti san cong cu dung cu cua
cac don vidualen
3. Thuc hien cacvan ban, giay to',
quyet dinh lien quan toi cong tac kiem
ke trinh BGH phe duyet va trien khai
thuc hien...
4. Giai quyet thu don nhfmg tai san,
cong cu dung cu hu hong muc lat cua
cac don vi sau khi d[ lam xong thu tuc
trinh ky Ban Giani Hieu hoacHQi
Dfmg Ki€m ke.
5. Theo doi hoac giai quyet taisan
luan chuy€nill don vi nay sang don vi
khac d€ tiSp WCsir d\lng.

x

x

x

6. Luu cac gi§y to' lien quan den tai
san,CCDC cua cac don vi nhu luan
chuy€n , mm;m.... Luu he, sa hfuIg
nam vS cong tac ki€m ke
9. Ra soat dam bao trong cae n9i
dung tham muu theo dUngquy dinh,
khong bi l6i chinh ta,
ngungma, ...

x

x

Nguy~n
Thj

ThuL~

10. Th\IC hi~n cac nhi~mV\l khac
do lanh dl;lOphong phan congo
1. Ph\l trach quan ly kho d\lllg c\llao
dQng, cftp phat d\lllg C\l lao dQng cho
sinh vien cac kh6a khi c6 kS ho~ch lao
dQng

x

x

2. Quan ly kho nhu yeu pham de dip
phat hang thang cho nha congV\l d€
ph\lc V\l nha congV\l.
3. Kiem tra v~ sinh moi truemg hang
ngay xung quanh toan bQ tIUemg va
khi cac hQi tIUemg c6 ho~t dQng va
cho thue mu6n ngoai thi cling phai
kiSm tra tIU6c khi di vao hOl;ltdQng.
4. Theo d6i khoi Im;mg rac t~i cO'sa 1
va cO'sa 3. H6 trg he, sa chUngill dS
phong kS ho~ch tai chinh thanh toan
5. H6 trg cong vi~c khanh tiet cua
phong, hQi tIUemg cac cO'sa
- Ra soat dam bao trong cac nQi dung
tham muu theo dUngquy dinh, khong
bi 16i chinh ta,
ngungma, ...

D~t
100%

x

x

x

x

x



- Thuc hien cac nhiem V\1khac
I

xldo Ianh dao phong phan congo
4. Nguy~n 1. Sap xep phong hoc cho cac lop h~

Thj Tril VLVH khong chinh quy thea thai
Giang khoa biSu cua nha tnrong, xiip xSp x

phong thi sa de, phong thi cho h~ ,
I

VLVH I,
2. H6 tro sap xep phong hoc h~ chinh

x
quy
3. Quan ly kho thiet bi tai h<)i tnrong

x
300 va nha hoc C
4. Phuc V\1 cac cong tac khackhi can
dS dam bao duy tri nS nSp day, hoc, l~
hQi cua nha tnrongnhir giup viec dS

x
phuc V\1 kip thai cho cong tac day va
hoc, cong tac thi va cac sinh hoat khac
cuanha tnrong,
5. Ph\1CV\1 cong tac khanh tiet cac h<)i
tnrong, giang dirong

x

- Ra soat dam bao trong cac nQi dung
tham rmru thea dungquy dinh, khong D!;lt

x
bi l6i chinh ta, 100%
ngfr ngrua, ...
- Thvc hi~n cac nhi~m V\lkhac

~do lanh d!;lophong phan congo
5. LeThj 1. Sap xep phong hQc, cho muqn I"~ ~

'~"Bieh phong va thiSt bi cho cac lOp h~ DH, x QC it II

CD clla khoa Kinh tS.
0'

NgQc NAI;V
2. Quan ly kho, tai san, thietbi a ca IA~-?
sa 3; kiSm ke tai san va bao cao khi co x ~

yeudu
I~

3. H6 trQ'rna cua phong hQckhi nguai
xrna cua chinh dau 6m, nghi phep

4. TqlC de dap ling nhu cau de xuat
phong them clla giang vien sau thai x
khoa biSu.
5. Ph\1cV\1 cac cong tac khackhi can
dS dam bao duy tri nS nSp d!;ly,hQc, l~
hQi clla nha truang nhu giup vi~c dS x
ph\1cV\1 kip thai cho cong tac d!;lYva
hQC,cong tac thi va cac sinh hO!;ltkhac
clla nha truang.
- Ra soat dam bao trong cac nQi dung
tham muu thea dUngquy dinh, khong D!;lt

x
bi l6i chinh ta, 100%
ngir ngrua, ...
- Thvc hi~n cac nhi~mV\1 khac x
do lanh d!;lophong phan congo

NGUmL~BANG

/~IJ!(/£
JVf!U1P)t dfiia JValli



TRlfONG DAJ HOC DONG NAI CONG HOA xA HOI CHU NGHiA VI~T NAM
PHONG TO CHUC-HANH CHiNH Dt}c l~p - T\f do - H~nh phuc

vA. QUANTRJ

D6ng Nai, ngay)_-g thangJ_ nam 2022

BANG TONG H<}P PHAN CONG NHI:E:M\TV
(danh cho v}en ch,!c khfmg gift clnrc v1,llanh d~o, quan ly) ,

(kern thea bienban thong nhdtngay 1 12022 cuaTruong D9i h9CDong Nai)

TT HQva ten Nhiem V1,l

Phai hQ1>1 Cong DAu ra Sahreng
vi~c tlnrc hi~n (sp) cua dAu ra

nhiem V1,l m8i (sp)
(n~u co th~) nhiem vu TB/nam

i
i

Muc dt} thuc hi~n
I
I

1 2 3 4 T. Khong T. £)9t
Xuyen Xuyen XuAt

IV~ BO pHAN tmET BI, KY THUAT

5 6
" ,_ " 'c

Dam bao Ke
thiet bi ho:;tch
phuc vu sua
cong tac chua;

giang bao tri,
d:;ty,hQc bao

t~p va cac du5ng;
hoat d(mg s6 ghi
khac di~n chep hu
ra tai cac hong

vi tri thi~t bi
dugc Phoi

phan cong h$YPkhi
can
thi~t va
dugc ,
yeu cau

'\, '

1

~. Tham gia cac cong tac khac
~i 1anh d:;toyeu cdu

Nguy~n
Duc
Long

1.Phu trach cong tac thiet bi tai
HT200; HT300; cac phong hoc
1ythuyet co thiet bi tai nha hoc
A; nhahoc B; nha hoc D - tai
co sa 1

Thuc hien
thea KH va
TB nha
tnrong

.' , ,

x

x

x

!

x'

~. He; trg cong tac thiet bi t:;ti ThlJc hi~n
~a hQc C - t:;tica sa1 thea KH

3.He; trg cong tac ki€m ke tai
. ., d h" Theo TB,san t:;tl cac VI tn ugc p an

phan cong
cong

2 Nguy~n 1 Ph ' h h" th;' , Theo nhi~m Dam bao
T

. \! trac ~ ong m:;tngcua
rung iJ".T1h' , . , 1 V\l, phan duemg

Ki
A II-~J a truang tal ca sa 'en . cong ruyen

2. Ph\! trach cong tac thiet bi Theo TB, ~:;tng va
:;tiHT800 t:;tica sa 1 phan cong hi~t bi

3. He; trg cong tac kiem ke tM Theo TB, P~\!Cvy
san t:;ti cac vi tri duQ'c phan h"" cong tac
cong p an cong giang d:;ty,

~. He; trg cong tac Di~n va thiet ThlJc hi~n ~Qct~p va
~i khi co yeu cdu t:;tiCa sa 1 thea KH va cac ho:;tt

TB nha dQng khac
truemg di~n ra t:;ti

cac vi tri
dugc phan
cong

Ke I
i

ho:;tch x I
sua I
chua; i

x i
bao tri, :

i-----t---+-------,-i
bao
du5ng;
s6 ghi

i-----t---+----+l
chep hu
hong
thi~t bi

x

x

1



I

5. Tham giacac cong tackhac
khi Ianh dao yeu cfru x

Tr§n
Thu~n
Hoa

1. Phu trach congtic thiet bi
ai cac phong thirc hanh may
Inh cua nha hoc D - Tai cosa
1

Ke
hOi;tch
sua
chua;

Theo nhiem bao tri,
phan !Dam bao bao

hiet bi du5ng;
phuc vu s5 ghi
cong tac chep hu
~iang day, hong

~-=~--~~--~----~4- ~~Qc t~p va~th=i~~~b~i~__ ~~ __-+__~
12. Phu trach mang truyen cac hoat Phoi

hong, dang bai tren webside Theo TB, d?:?g kha~ h9P khi
cua Nha tnrong KH ' nhe dien ra tal can

cua a, .', thiet vatnron cac vi tri
g duqc phan

~~~ __~ ~ -+ ~cong;h6trQ~ye~Au~cfr=u~__ ~ ~ __ ~
3. H6 tro cong tac kiem ke tai Theo TB, dang bai
san tai cac vi tri diroc phan KH cua nha ren
cong truemg ~ebside=t.. -I-__--+ -I-__~

14. Chup va sao chep hinh anh Theo TB, fNhatnrong
ai cac hQi nghi, sir kien cua KH cua nha

INhatruOng

vu, x
cong

x

duqc

x

x
tnr6ng

5. H6 trq cong tac lien quan
den duemg truySn m~g Theo
internet cua Nha truOng cong

Hinh
anh vS
cac Sl,I

ki~n

phan
x

6. Tham gia cac cong tac khac
khi lanh di;toyeu cfru

x

4 L~i
Quang
Ti~n

1. Ph\l tnich cong tac thiet bi
i;ti40 phong hQc nha hQcC -

Ti;ticO'sa 1

Ke
hoi;tch
sua

!Dam bao chua;
hiet bi bao tri,

ph\lc V\l bao
cong tac du5ng;
~iang di;ty, s5 ghi
~Qc t~p va chep hu
cac hOi;t1hong

1--~~----------~-----+--------~dQng khac~th=iT~=b~i~--__+----~--~
~. H6 trq cong tac thiet bi ti;ti di6n ra ti;ti Phoi
IHT200; HT300; cac phong hQc Theo TB, cac v! tri hqp khi
ly thuyet c6 thiet bi ti;tinha hQC KH cua nha duqc phan cfrn
lA, nha hQc B, nha hQc D - Ti;ti tru6ng congo thiet va
cO'sa 1

Theo phan
cong

x

x

duqc ,
yeu cau3. H6 trq cong tac kiem ke tai Theo TB,

san ti;ti cac vi tri duqc phan KH cua nha
x

2



----------------------------

I
cong truOng_ I
~. Tham gia cac cong tac khac

)-

khi lanh dao yeu c~u
5 Le NgQC 1. Phu trach cong tac thiet bi Ke

Kien IL1;licac phong thirc hanh may ho~ch
Inh va ly thuyet tai cac nha sua

~19C:A, B, C, D, HT 500 ch6 chua;
IL~iCO So' 3 Theo phan

bao tri,
bao x

cong dueng;
Dam bao

s6 ghi
thiet bi chep hu
ph\lc vu hong
cong tac

thi€t bi
2. Phu trach cong tac PCCC tai

giang
Kiem

COSo' 3
day, h9C ke, ghi
t~p va cac

chep,
Theo TB,

hoat dong
l~p k€

khac dien
KH cua nha

ra tai cac
ho~ch x

~tnrong bao
tri

11-<S!~

~

VI dUOng G !
diroc

thi€t bi .·0 iphan fJcong
PCCC JAIA

3. Phu trach cong tac Dien tai Theo TB, Ij{V
COSo' 3 KH cua nha x

truOng_ I
f4. H6 tro cong tac kiem ke tai Theo TB,

\san tai cac vi tri duoc phan KH cua nha x
cong tnrong
5. Tham gia cac cong tac khac

xkhi lanh dao yeu c~u !

6 Le 1. Phu trach cong tacnuac t~i Ki~m I
Minh co So' 1 va co So' 3 (khong bao ~am bao tra, d€ I

I

Hili g6m khu VlJC KTX): bao tri, hi€t bi xufrt
,
i

Ibao duOng, sua chua h~ th6ngTheo phantph\lc V\l sua i

~ay bom nuac dam baonuac cong nhi~m cong tac chua, x
sinh ho~t ph\lc V\l cong tac V\l

.,
d1;ly,ghigmng

giang d~y, h9C t~p va cac cong ih9C t~p va chep hu
ac khac cua Nha truOng t~i Co cac ho~t hong
a 1 va COSo'3 d(>ng khac
~. H6 trg cong tac kiem ke tai Theo TB, dien ra t~i
san t~i cac vi tri dugc phan KH cua nha cac vi trf x
cong truOng dugc phan
3. Dam bao h~ thong may bornTheo phan cong; I

~mac ph\lc V\l cong tac PCCC cong nhi~m x
~i COSo' 1 V\l

f4. Tham gia cac cong tac khac
x~i lanh d~o yeu c~u

NGUOl L4J> BANG
3
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