TRUONG DAL HOC DONG NAT  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG TO CHUC-HANH CHINH Pic lip — Ty do — Hanh phiic
VA QUAN TR]

BIEN BAN THONG NHAT
Phin edng nhi¢m vy ciia cic vién chire khiéng giir chire vy linh dgo quén Iy
tai dom vj phong TC-HC va QT

Hém nay véo lie: gitr 50 phat, ngdy 457+ /2022, tai phong HB207,
chiing i gbm:

1. Ong Trén L& Tai — P. Truéng Phong, phy trich phéng

2. Ong Phi Hiru Hao — P. Trudng Phong

3. Ong Nguyén Hiru Nam — Chuyén vién Phing

Nbi dung:

Sau khi trao dbi, thao ludn, cic thanh vién théng nhét phin céng nhiém vy
cdc vién chirc trong cac b phén:

1. Té chirc cén bd

2. Hénh chinh

3. Quan tri phong hoc, kho

4. Thiét bi, k¥ thut

Binh kém ban phdn cdng ciia vién ehike timg bg phan

Bién ban dugc 1ip thanh 03 ban, mdi bén giit 01 ban. Cudc hop két thic
vao e 7 gio LG phit, eling ngay.

Chuyén vién P. Truwdmg phing P. Trwiomg phong, PT phéng
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TRUUNG DAL HOC DONG NAL
PHONG TO CHUC-HANH CHINH

VA QUAN TR]

CONG HOA XA HOI CHU NGHIA VIET NAM
Bije lip = Tw do — Hanh phic

Béing Nai, ngay 29 thang 02 nam 2022

BANG TONG HQP PHAN CONG NHIEM VU

{danh cho vién chire Khong giir chire vy linh dao, quin If}

(kém theo bién ben thong nhdt ngay£5/ 3 /2022 cia Trieemg Dai hoc Ddng Nai)

Ho via
tén

Nhiém vy

Phii hgp/ Cing

vige thye hién
nhiém vog
(néu co thé)

Biiu ra
(sp) cia
mdi
nhifm vy

So lrgng
din ra

(sp)
TB/nim

Mire d thye hién

(=1

2

3

4

5

6

T.
Xuvén

[Khéng T.

Xuyén

Bt
Kudt

BO PHAN TO CHUC CAN BO

i

Vii Thi
Ngoe
Quinh

I, E‘.ﬁng tdc tiep nhin, tuyén hop
dﬂ-ﬂE lao du;lnE!

Theo KH
Nha trutmg

cia

2. Quén Iy, cdp nhit h so vién
chire cac khoa, b min vd BGH
Triimg PTTHSP (quén 1§ hd so
cia hifu trudmg; phdé higu
trudmg) (bd sung céc vin bing
chimg chi, cdc quyét dinh, vin
bén méi ciia cd nhin vio hd so
vién chite: hoan thién hé so vién
chirc chuyén dén, chuyén di...);

Luru trit b so,
théng tin
website  linh
wire phy trich
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3.Cong tic tdp su, chuyén
CDNN;

Theo KH ciia |
SNV, BNV, Bé |
GDDT |
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4. Tham gia cong tic ho nhiém,
bé nhiém lai vién chirc quan 1y
cia dom vi khoa, b mdn,
Trurimg PTTHSP,

Theo KH
Nha tririmg

el

5. Tham muu cdng tac quy hoach
vién chirc quan ly cia dom vj
khoa, bd mdn, Treimg PTTHSP,

Theo KH cia
Nha trémg

6. Tham muu x8y dymg ké hoach
céng tée kiém tra vige chap hanh
k¥ luft, k¥ cuomg hinh chinh va
dao dire cong vy; tham mim vin
bin quy dinh vé xir 1y kv lujt
vién chire dom vj minh phu trich
theo d&i

2 liin/nim

7. Tham gia soan thao, xiy dung
Dé én VTVL; D& 4n sip xép,
tinh gon o ciu b mdy;

Theo EH cha
Nha tririmg,

8. Thur ky cic cude hop vé cong
téc th chirc cdn b cia dom vi
khoa, b{ mén, Trutmg PTTHSP,

Theo TB cia
Nha trudmg

9, Thure hjén céc bao cao dinh k¥
v&dﬁtmt;

10, Phéi hop cing tac vii cdc dom

Thea KH ecla




vi khoa, b§ mdn, Trnromg
PTTHSP;

Nha truimg,

11. Ra sodt dam bdo trong cac

ni dung tham muu theo ding

quy dinh, khéng bj 15 chinh ta,
ngir nghin,

Pat
100%

12. Thure hién cédc nhiém vu khac
do linh dao phing phiin cing.

k|

Nguyen
Thi
Hoa

Viin

1. Tham gia céing tdc tuvén dyng
vién chirc:

Theo KH nha
trirtmg

2. Tham gia cong tac dang ky thi
thing hang chire danh nghé
nghigp, thi nang ngach vién
chirc;

Theo ké hoach
cia S& Nji vy,
Be NGi vp va
B GD-DT,

3. Quan Iy, cap nhjt ho so vien
chirc cac phong, trung tim va
Truémg Mim non Thire hanh (hd
so BGH): bd sung céc van bing
chimg chi, cdc quyét dinh, vin
bén mal cia cd nhin vao ho so
vién chire; hoan thién hi so vién
chizc chuyén dén, chuyén di...;

Luwu trit ho so,
thong tin
website  Iinh
vuec phy trich

4. Tham munu céng tac quy hoach
vién chirc quan 1y cia cac dom vi
Phong, Trung tim via Tnrimg
Méam non Thye héanh;

Theo KH nha
truimg

5. Tham muru cong tic bd nhidém,
bé nhiém lai vién chirc quéan Iy
cha cidc don vi phong, trung tam
v Truimg Mim non Thyre hinh;

Theo KH nha
trutmg

6. Tham gia xdy dyng cic quy
dinh, quy che lién quan i cong
tde to chic cin by tham muu
van ban quy dinh vé xir Iy ky
ludt vién chire dom vi minh phu
trach theo dii

Theo KH nha
trurimg

7, Tham mu cing tac xdy dyng ke
hogeh chuyvén dii vi tr cong tac;

8. Thu ky cac cudc hop vé cing
tic td chire cdn b cla cdc don vi
Phong, Trung tim va Truimg
Mém non Thye hinh;;

9. Thyre hidn cdc bio cdo dinh ky

v dot xudt;

10. Phdi hop cong tic voi cac
dom vi Phong, Trung tim va
Truimg Mim non Thye hinh;

11. Ra sodt ddm béo trong céc
ni dung tham muu theo ding
guy dinh, khong bj 16i chinh 14,
ngit nghia, ...

Pat
100%

12. Thyre hign cdc nhigm vy khac

do linh dao phong phin cong




="

Ly Thi
Thom

1. Bio tao, boi dudmg

- Hoe Sau du hoc;

- Hoc Ly ludn chinh try;

- BD Chire danh nghé nghiép;
- BD theo vi tri viéc lam;

- BD An ninh - qubc phong;
- BD linh dao, quan 1¥;

Theo KH cha
BNV, BMW,
UBND tinh, Bd
GDEBT

2. Bao cdo vé dao tao, boi dudmg
(theo mue 1).

Theo VB cip
trén

3. Thu ky ghi bién bin trong
cufe hop cia lanh dao phong véi
BGH va linh dao cdc don vj;
(ND lién quan téi dio tao, boi
duimg VC, va cic ND khéc lién
quan téi TCCB khi Lanh dao
phing giac)

Theo TB nha

4. Tong hop béo cho thang cua
cic dom vj trong phong, trudm

(ND lién quan t&i ddo tao, boi
dudng VC, va ciac ND khac lién
quan téi TCCB khi Linh dao

phing giao)

Theo KH nha
truimg

5. Theo ddi, quin Iy, cip nhit
phin mém gquén 1y nganh ndi v

Thye hién theo
hing thing/ quy

6. Theo dii, quin 1¥, cip nhit
thong tin vién chirc trén trang
thing tin khoa hoc cia Trimg,

Thue hién theo
hang thing/ quy

7. Phii hop vin cdc don vi khi cd
yéu ciu. (ND lign quan tdi ddo
tao, bbi dudng VC, va cac ND
khic lién quan w1 TCCB khi
Liinh dao phing giao)

Theo KH nha
truimg

%. Quan |§r tii san phong TC-HC
va OT Es sach vé hd so lién
guan To6 chirc can bi)

6 théng/ lin

9. Ra sodt ddm bao trong cic nii
dung tham mumu theo ding quy
dinh, khang bi 18i chinh ti, ngit

| nghia, ...

Bat
100%%

10. Phii hop véi ddng chi Quinh
vé cing tic cin b & dom vi
Khoa, by mén, Truéimg PTTHSP
(trén co sé & nghj cia Linh dgo
phing)

C6 bdo cio cu
thé khi lam vige
phéi hop

11. Thie hién mdt so cdng viée
khéc do linh dao phing phin
ciing.

Nguyeén
Thij
Phwomg
Thanh

I. Thye hi¢n cic ché 4§ chinh
sdch, quyén lgi ctia vién chie va
ngudni lao déng theo cac quy dinh
hign hanh

Thee KH nha

tnromg  hang
nm ra sodt

2, Thire hién xét ning bic luong
thubmg xuyén, trdc thii han,

Thee KH nha




virgt khung, thim nién nghé ciia
vién chirc va nguii lao ddng theo
cic quy dinh hién hinh (rd sodt
tham maru viin bdn theo thang
10,11 cd thing bio mdi quy IV)

3. Doi chifu bang luomg, bao
hiém véi phong Ké hoach-Tai
chinh véo diu mdi quy (théng 1,
4,7, 10).

3 théng/ 1 lin

4, Theo d&i v& thyuc hién che 4§
6m dau, thai sin, nghi phép, nghi
khing hwdimg luwomg cho cong
chire, vién chire va ngudi lao
ding theo quy dinh.

Theo tinh hinh
thye 18

5. Thyc hi¢n cée chinh sach lién
quan dén nghi huu, nghi huw
trude tudi, nghi vige va chim dint
hop dong lam viée, hop ddng lao
ding, thuyén chuyén cing tic.

Tham muu VB
pnghi huu thing
bio tnrde 3,6
thang theo quy
dinh. ..

6. Viet bai, bién thp bai thujc
linh vire duge phin cong dé dua
lén Website ctia Phéng. {cip nhit
théng tin quy dinh vé chinh sach
bao hiém, ché d§ ning luong
theo quy dinh hién hinh)

Cip nhat thing
tin guy djnh
mdn 1én website

7. L tri¥ ho so thinh gidng céc
khoa, dom vi mn Eiimg

Theo KH nha
trudmg

8. The kv céc cude hop thude
[inh vue phu trach.

9. Phéi hop viéi ddng chi Vin vé
cdng tdc cén bd & don vi Phong,
Trung tim, Truomg MNTH (trén
co st d& nghi cia Lanh dao
phong)

Co héo cédo cy
thérkhi lam vidc
phéi hop

10, Ra sodt dam bdo trong céc

ndi dung tham muu theo ding

quy dinh, khéng bj 16i chinh ta.
nghia, .

100%

11. Thye hién mt 50 cong viée
khéc do linh dao phing phin
cong.
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TRUGNG DAI HOC DONG NAI  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG TO CHUC-HANH CHINH Bie lip — Ty do — Hanh phiic
VA QUAN TRI

Ddng Nai, ngay 30 thang 3 ndm 2022

BANG TONG HQP PHAN CONG NHIEM VU
(danh cho vién chire khing giir chire vy linh dao, quin ly)
ém theo bién ban thong nhdt n /#2022 ciia Trieong Dai hoc Déng Nai)

Phoi hgp/ Cing] Piéu ra [S6 hrong

Ho va . vigc thye hign | (sp) ciia | ddura |, . .
TE| oty Nhiém vy é:hieicwi: ( ]:gm (opy | Mire ) thye higy
(néu c6 thé) |nhiém vu| TB/nim
1| 2 3 4 5 R N e G
1. BQ) PHAN HANH CHINH- TONG HQP
1. Tham muu cdng tde an ninh, trit Kéhﬂgﬂhhﬁu "
tur trong toan Trrimg. Té biko v
2, Xiy dyng va theo doi, don db¢  K§ hogach,
lich tryc cia bio v¢, din quin tif Théing bdo, lich X AR
v, giff xe co quan va 1€ tin, tripe " raUEN
vé sinh méi trutmg, truémg WL Aud
k. Phéi hop, them gia cong tag N
dinh gid cong vy (clia cdc don vif Theo KH cia x =
Khoa, B mdn, Trndmg PTTHSP) tririmg
6 thing va cd nim hing nim.
. Phoi hop thye hién va lam tot
ng the thong tin trong che hoat )
ong cia Phong hodic Phong chi tri T"m ol X
& dua tin 18n website cia Phong ¢
BE Bio V2 ltru lim nr ligu,
Ll pge B Xy dyng va trien khai thye hién ,
i hoach din quin tu vé theo “m taa X
udmg din cia nﬁp trén. E
7. Xdy dung ké hoach va 1o chirg
kip hufin, hudn luyén lye lugng tu The;mlfi{ Gl X
vé theo quy dinh. 8
_ T8 chirc Iyc hrgng tr v trye san
ing chién déu dam bdo an ninh
trit tr vA an todn tai sdn trong céc mﬁulg]: olia X
nghy 1& cic ngiy trong dai cial g
Nhil nurée.
O, Thire hién céc béo céo tong hop
ctia cde don vi Khoa, Bé mon,
a“rl.mng E‘T‘I‘l—ls:"} vl thiec phlyy 10F0 Phitnclng ic
EEEE ciia linh dao phong.
‘Tm ']:;111; }:;;ac cufie hop thude Iink e — X




11. Thuc hién mdt sd chng viéc
ic do linh dao phing phin cong

1. Cong tic thi dua khen thurdng;
Tham muu trong viéc té chic
thyre hién Ludt Thi dua — Khen
thuémg va céc vin ban hiimg
dén thi hanh. Gilp vige cho Hai
dﬁng thi dua Truémg veé tiéu
chudin, tifu chi, k& hogch,
chucng trinh cdc phong trao thi
dua; Thir ky Hoi ddng thi dua-
khen thudmg

Theo K& hoach
cia Trnrimg,
ctia Tinh

0. Thu nhén vA xir 1y hd so xét
duyét céc danh higu thi dua, khen
thuémg. Hodn chinh hd so dé Higu

nimg quyét dinh khen thud

d& nghj cdp o6 tham quy
cong nhiin cic danh higu thi dua v
cdc hinh thire khen thudmg. Ci
nhit hé so thi dua — khen thudn
Jén phin ngdnh N§i vy tai dia chi
(hitp://tcnn.snv.dongnal. gov.vn)
(Websie cia Phong.

Theo K& hoach
cua Trudmg,
ciia Tinh

3, Tham muu cong tdc cai cich

Theo Ké hoach

chinh, hinh chinh cong, by cla Truimg,
Trinh phin mjt cira. ciia Tinh
2| Xuin [Phfi hop, tham gia cong tig
Bure dnh gia cong vu (cic don vi Theo Ké hoach
héng, Trung tim, Trwimg cia Truong,
TH) 6 thing v& cd ndm hang  ciia Tinh
5. Phii hop thue hién va lim td
cong the théng tin trong cdc hog
diing cia Phong hofic Phong chi tril Theo phin cong
dé dua tin 1én website cia Phon
va luu lam tr ligu.
6. Theo doi xir 1y, diéu ddng ldi xe i
theo phé duyét cla Lanh dao phong Tl:l: Tw';ﬂ“;h
va Ban Giam higu Nha truimg.
7 Theo déi viec bao quin, bdo| Theo ké hoach
duimg, stra chira xe dinh ky. ciia Trudmg
8. Gifm sat doi chiéu cac chimg ti
thanh quyét toan xing diu, m !
bio hiém, kiém dinh xe dinh ky) TTo0 K- hodch
thye hinh tiét kigm ching ling phi &
trong viin hinh sir dung xe cong,
9, Thirc hién cic béo cdo tong hop
: . : . | Theo cin
(cic dom vi Phiong, Trung tam, cﬂapl;mhbng &

Truimg MNTH) vi theo phén cong




cia linh dao phong,

10. Thar k¥ hop giao ban co quan|
wi cde cude hop thude Tinh vire phy
trach.

Theo phién cing
cia Phong

11, Thue hién mdt s6 cdng vide
khic do linh dao phdng phén
cong

Theo phin céng
cla Phong

Phan
Thi
Thanh
Hwong

1. Thyre hién cong tac vin thur theo
quy dinh coa Nghi dinh sd
30/2020/ND-CP ngay 15/03/2020
cita Chinh phit vé cong téc van thu
hva quin 1y con diu theo Nghj dinh|
09/2016/ND-CP ngay 01/7/2016
cla Chinh phit v& quan 1y va sif
dung con diu.

Theo quy dinh

3. Theo ddi va quan Iy Van p
dién tr tai dia chi
{http:/fvpdt.dnpu.eduvn) va  vin
ban dén cia B GD&DT tai dia chil
{https://eoflice. moet.gov.vn/).

Theo ké hoach
ciia Trulmg

3. Ticp nhin, bao quan va chuyén
cong vin, tai lidu, tha bdo, s
phﬁm, dién tin... ding dja chi]
chinh xde, kip thin.

Theo ke hoach
cla Trinimg

]
RN

. Trinh, chuyén giao vin ban dif
én cho cde dom vi, ed nhén sau khi
o y kien chi dao clha Ban Giam|
ieu.

Theo ké hoach
ciua Tnrdmg

5. Kiém tra thé thic vin bdn dij
phat hanh vin bian di theo ding

quy dinh

Theo quy dinh

6. Theo doi, don doc viée giai
quyét viin bin dén,

Theo quy dinh

7. Nhin ban tdi lidu, to chire phuc
vy cac cude hop, hii nghj, cic hoat)
dong, sur kién cia Nha trudmg.

Theo k& hoach
cia Trurdmg

. Siip xép cong vin hn, cudi mdi

hing déng thinh hi so dua viol

wn trir hop 1§, khoa hoe dé phyg
tit cho viée khai thic tai lidu

huyén tai lidgu vé kho luu it kip
i dimg quy djnh.

Theo ké hoach
ciia Trirdmg

. Ho tror cong tac lé nghi, khinh
Eu:t dé phyc vy cic cude hop, hﬁl
ghi, sy kifn hogt ding c

Trurimg.

Theo ké hoach
cta Trudmg

10, Thyre hién mit s0 cing viée
khic do linh dao phong phiin

Theo phin cing
ciia phing




cong

Vil
Minh
Hing

cua Trstmg.

1. Quan 1y, theo ddi kho lwu tri

Theo phén cong

2 Phyc vy cie hoat ding khai thac
tai lidu tai kho luu trir theo chi dao)
cua linh dao phong.

Theo phin cong
cha phing

3. Hudmg dan vién chirc va ngudi

vé kho luu trit cia Nha trabmg
quy dinh.

ao dong trong Nhi truémg lip hiy
o va chufin b hd so, tai ligu giao

Theo phin cong
cia tnrimg

l. Thu thip, bb sung ho so, tai lifu

quan,

dén han ndp leu vio hm ol co

Theo phiin cong
cia tnmg

5. Lip danh myc hd so Tuu teil,

Theo phén cong
clia truimg

iGu

%. Phin logi, chinh 1y, xdc dinh gid
i, thing k&, sip xép ho so, tai

Theo phiin cing
ciia trudimg

ao dam bl mét, an todn ho so

Eﬁi litu luu trir theo quy dinh nhid Theo quy dinh

TG,

if tri theo quy dinh phap ludt.

. Lam thi tye tiéu hiy i ligu hé*(

Theo quy dinh
vii ké hoach cia
troimg

5 Tham gia cong tac lé nghi

mghi, hoat dgng cia Trdmg,.

fitt d& phuc vu cée cude hop, hii

Theo ké hoach
cha trudmg

10. Thue hién mdt s6 cing vige
khic do lénh dac phong phén
cong.

Theo phin chng
ciia phing

NGUOL LAP BANG
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TRUGNG DAL HOC BONG NAI

PHONG TO CHUC-HANH CHINH

fkeém theo bién ban fhﬂﬂg nhat ngay

VA QUAN TR]

bie lip — Ty do — Hanh phic

Béng Nai, ngay N thdng & ndm 2022

BANG TONG HQP PHAN CONG NHIEM VU
(danh cho vién chﬁ't: khing giir chire vy linh dgo, quin 1y)

! /2022 edia Truwdng Dai hoe Déng Nai)

CONG HOA XA HOI CHU NGHIA VIET NAM

Hy va
tén

Nhiém vu

Phéi hop/
Ciang vige
thyre higén
nhiém vu
(néu b thé)

Pin ra
(sp) cila
mdi
nhié¢m
vu

56
lrgmg

diiu ra
(sp)
TB/niim!

Mikc d thyc hién

1

2

3

4

3

6

T.
Xuyén

Xuyén

Khéng T.

B
Houdt

ILBO PHAN KHO, QUAN TRI PHONG HOC

Nouyen
Thj Viin
Anh

1. Chiju trich nhiém méng théng tin
ciia phong (cong vin &, dén, vin thar
dén cde dom vi hou trir, thye hién céc
béo cdo thuémg nién va dét xuit...)

2. Trire phong dé dap img nhu céu dé
xuiit phong hoc thém, phong day bi
cla gidng vién vi sinh vién ngodi thi
khiva hicu,

3. Phuc vy cde cong tac khic khi cin
dé dam hao duy td né nép day, hoe, Ié
hi cia nha trudmg nhu giup vige dé
phuc vu kip théi cho cong tac day va
hipe, cing tdc thi va cic sinh hoat khac
cia nhd trudmg.

4, Theo ddi chim cong lim ngodi gity
& nha hoc A, B, H{ trirdmg
200,300,800 va cdc vi tri khic tai co
scr |

5. Quén li kho 1é phuc tot nghigp: cip
phét 1& phyc theo ké hoach cia Nha
trirdmg

6. Sip xép phong hoc hé chinh quy
theo thiri khéa bidu cia Nha tnrimg v
cic |6p lién két véi cdc s ban nganh,
ctic Idp thué mudm. Sip xép phing thi,
ra so 4 phong thi ciia hé chinh quy
v céc hé VLVH theo ké hoach

| amam e

7. Thye hién khénh tiét 1ai cdc hoi
truimg, gidng dudmg

Theo Théng
béo

8. R4 sodt dam bio trong cac nd
dung tham muu theo dangquy dinh,
khing bj 161 chinh ta,

| ngft nghia, ...

100%

9, Thire hién cdac nhiém vu khac
do l&nh dao phong phin cing.

10. Thye hién ho so kiem dinh chat

Jugmg vé co sir viit chét




11, Tong hop, hnu trir hi so 48 xudt,

kita chita, mua sim theo véu cdu cia

cac don vi

Phi Thj
Sau

1. Thuc hién cong the kiém ké, thanh
Iy thi sén hang nim, gilf s0 tai san va
theo d&i thi sdn mua sim hing ndm
ciia cdc don vj tang trong nim,so sanh
. 46i chiéu voi 56 ké todn cia tnrimg

2, Téng hop danh séch d& nghj thanh
I¥, hity bé tai sdn cdng cy dung cy cia
chc don vi dua 1€n

3. Thye hién cdc viin ban, pgidy té,
quyét dinh lién quan i cing the kidm
ké trinh BGH phé duyét v tridn khai
thye hién. ..

4. Gidi quyet thu don nhitmg tai sin,
cong cyu dung cy hu hdng muc 14t cia
céc don vi sau khi di lam xong thi tye
trinh k¢ Ban Gidm Higu hodc Hoi
Béng Kiém ke,

5. Theo ddi hodc gidi quyet i sdn
ludin chuyén tir dom vi nay sang dom vi
khdc & tiép tuc sir dyng.

6. Luu cac gidy t& lin quan dén tai
san,CCDC ¢da cdc dom v nhu ludn
chuyén , mugn.... Lwu hi so hing
nim vé cong tic kiém ké

9. Ra soat dam bao trong cic noi
dung tham muu thee ding quy dinh,
khéng bj 16i chinh 14,

| ngitnghia, ...

Dt
100%

10, Thye hién cée nhiém vy khic
do Ianh dgo phing phin cing.

Ngu}r_in

Thi
Thu Lé

|. Phy trach quan l¥ kho dung cu lao
ding, cip phat dung cu lao déng cho
sinh vién cdc khoa khi ¢6 ké hogeh lao
dong

2. Quin 1§ kho nhu yéu phim dé cip
phit hing thing cho nhi cing vy dé
phye v nha cong vu.

3. Kiém tra vé& sinh mdi truémg hang
ngay xung quanh todn by trudmg va
khi céc hi trudmg cd hogt ding va
cho thué mudém ngodi thi cling phai
ki tra trude khi di vio hoat déng.

4. Theo dbi khoi lwgmg ric tai co 5o 1
vit oo 5 3. HB trg hid so chimg tr dé
phing ké hoach tai chinh thanh todn

5. HO trge cong viée khanh tift cia
phong, hii trudmg céc co si

- Ra soat dam bao trong cde nfi dung
!.ha.u;u muru theo dingquy dijnh, khing
bi 16i chinh 14,

nglt nghia, ...

Bt
100




= Thyre hién cdc nhiém vy khac
do 1dnh dao phing phiin cing.

4.

Nguyén
Thi Tra
Giang

1. Sép xép phong hoc cho cdc lop hé
VLVH khong chinh quy theo thoi
khoa bidu cia nha tnromg, xdp xép
phong thi so 46 phong thi cho hé
VLVH

2. Hé trg sip xép phong hoc hé chinh
quy

3. Quan Iy kho thiét bj tai hdi tnrémg
300 va nha hoe C

4, Phyc vy cdc eéng tac khic khi cdn
dé dam béo duy tri né nép day, hoe, 18
héi ciia nha trwémg nhu gitp viée dé
phic vir kip thix cho cing tde day vi
hoe, cong tac thi va cac sinh hoat khic
ctia nhé treomg.

5. Phuc vy cong tac khanh tiét cc hoi
trrémg, gidng dudmg

- Ra sodat dam bao trong cac ndi dung
tham mim theo dingquy dinh, khéng
bj 16i chinh Iﬁ._,

| ngit nghia, ..

Bt
100%

= Thare hién cac nhiém vy khéc
do linh dao phéng phiin cong.

Lé Thi
Bich
Ngge

1. Sip xép phdng hoe, cho mugm
phiing va thiét bi cho céc lop hé PH,
CD ciia khoa Kinh 18,

2. Quin 1y kho, thi sén, thiét bj & co
s&r 3; kiém ke thi sén va bdo cdo khi ¢
yiu ciu

e

——

3. HA trg mdr cira phong hoe khi nguéri
mi cira chinh dau 6m, nghi phép

4, Truc dé dap (mg nhu ciu dé xuit
phing thém cia gidng vién sau thoi
khoa bién.

5. Phuc vy céc cﬁng tdc khac khi cén
dé dam béo duy tri né nép day, hoe, 13
hii ctia nha tredmg nhir gitp vige dé
phue vu kip thisi cho cong tic day va
hoc, cong tic thi v cic sinh hoat khic
cia nha tnrémg.

- Ra sodt dam bao trong cée nfi dung
tham muru theo dingquy dinh, khéng
bi 16i chinh ta,

ngil nghia, ...

100%%

- Thue hién céc nhiém vy khac
do linh dgo phéng phin cong.

NGUOT LAP BANG
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TRUG
PHONG

NG DAl HOC DONG NAI
TO CHU'C-HANH CHINH
VA QUAN TRI

CONG HOA XA HOI CHU NGHIA VIET NAM
Bije lip — Ty do — Hanh phie

Béng Nai, ngdy 29 thdng 1 ndm 2022

BANG TONG HQP PHAN CONG NHIEM VU
(dianh cho vién chire khing giir chire vy linh dao, quin 1y)

(kém theo bién bdn thing nhdt nedy /7 /2022 ctia Trudme Dai hoe Pong Nai)
Phii hgp/ Cong| Biiu ra |So lromg
TT|Ho v tén Nhigm vy “e:h‘;E :I;F“ ) o "%:P;“ Mire 49 thyc hign
(néu cb thé) |nhi¢m vy| TB/nim
) 2 3 4 5 £ el |k
IV. BQ PHAN THIET B], K¥ THUAT .
1 | Nguyén |l.Phy trach cong tic thiét bj tai bBam bio | Ké
Dire 00; HT300; cac phong hoc thiétbj | hoach
Long 1y thuyét ¢6 thiét bj tai nha hoc phue vu | sira
A: nha hoc B; nha hoe D — tai : cong tic | chira;
o e oG gifng bdo tri,
theo KH va
TR nha| 98y, hoc | bao X .
trwimg tap va cac | dudng; |zi| B4
hoat dimg | & ghi |
khic dién | chép hr \%«Ed
ra tai cdc | hong S [t
vitri | thiét bj
2.Ho trg cong tac thiét bj tai| Thye hién| duge | Phdi
nha hoe C — tai cor s | theo KH phin cong | hop khi ¥
1. Ha try cong tic kiém ké tai Theo  TB. Ei%l ok
Eain tai cdc vj tri duge phin phin céng drroc X
FOnE yéu ciu
4. Tham gia cac cong tic khic .
lkhi lanh dao yéu ciu | .
2| Ngwyn \ pyy trich he théng mang cua | 1ne0 Thiém Dim bio | Ke
Trung Nha trudmg tai co sd 1 Vi e hopch X
Kién , ciing truyén sira
2. Phu trich cong tic thiét bj| Theo  TB, mang va chila;
tai ITR00 tai co s 1 phin cong  fthiét bj bao i, *
3. Hé tro cong tic kiem ké tai Theo TB phuc v bio
kin tpi cdc vi tri dwuge phin o e : r.:_ﬁng tic ﬂfﬁng;_ X
cong L.  lpidngday, | s& ghi
W. Hé trg cong tdc Dién va thiét| Thyc hign hoc tipva | chép hu
bi khi co yéu ciu tai Corsér | theo KH va cdce hoat hing
TBnha |(i6ng khic | thiét bj
tnrimg dién ra tai X
cfac v tri
duoc phén
cong




. Tham gia cic cong tic khic
i lanh dao véu ciu
Trin |l. Phy trich cong tac thiét bi Ké
Thudin t.;u cic phong thyre hinh may hoach
Hoa tinh ctia nhé hoe D - Tai co sé sira
1 chira;
Theo nhiém bao tri,
v, phin [Pam  bdo bdo
ciing iét bil dudmg;
hue vul 50 ghi
dng  tde chép hur
idng day, héng
3 oc tip vl thiét bj
2. Phy trich ming truyén ic  hoat Phoi
thong, ding bii trén webside The gng khdc| hgp khi
f A 0 TB, £ o e
clia Nha trurdmg KH cia nha Qén taq cén
rbing e vi i thigt va
upe  phén| duge
cong; ho trg| yéu ciu
3. Ho trg cong tdc kiem ké tdi| Theo TB,|ding  bai
sin tai cdc vj tri duge phin| KH cia nha trén
cong iruimg webside cia
W. Chup va sao chép hinh anh| Theo  TB, Nha truémg
tal cac hdi nghj, sy kién cia| KH cda nha
Nha trudmg trurdmg
5. HO trg cdng tac lién quan Hinh
dén duomg truyén mang| Theo phin inh vé
internet cia Nha truimg cong cic sy
ki¢n
6. Tham gia cac cong tic khdc
khi lanh dao véu cdu
Lai l. Phy trich cong tac thiét bj| Theo phin Ké
Quang tai 40 phimg hoc nha hoe C - cong hoach
Tién Tai cosd 1 sira
chita;

i bido tri
bio
dudng;
s0 ghi
chép har
héng

, thiét bj
2. Ho try cong tac thiét bj tai Phoi
HT200; HT300; cic phong hoc| Theo  TB, hop khi
Iy thuyét c6 thiét bi tai nha hoe | KH cia nha clin
A, nhi hoc B, nha hoc D - Tai | truémg thiét va
co sy | duore
5. HE try cing tac kifm ké tdi| Theo TB, véu ciu
kdn tai céc vi tri duge phin| KH ciia nha




cong tnrong
. Tham gia cdc cong tic khée -
hi 1&nh dao yéu ciu
Lé Ngoe |I. Phu trach cing tdc thiét bj Ké
Kién  fai céc phong thie hinh mdy hoach
tinh vi I¥ thuyét tai céc nha sira
hoc: A, B, C, D, HT 500 chd chira;
tai Cor sir 3 Theo phén bdo tri,
ChiEg Einan -
Dim bio| 3 gy
thiét  bj chép hu
P{""E b héng
Cong  1AC| 1higt bi
2. Phu trich cong tac PCCC tai gidng hoe | K6
Cosiv 3 doy, hoc| e ohi
tip v cic chéo:
Thee TB, E;i:i if'gg lip  ké
. - 1T
KH cia nha ] hoach
trudng il [ N
duoe, | e 3\
- thiét bj c i
i PCCC Q,}L‘/
3. Phu trich cong tac Dién tgi| Theo 1B, | * & ey
. 7
Cor 6 3 KH cia nha A
tririmg
. Hé tro cong tac kiém ké tdi| Theo  TB,
tai cdc vj tri dugc phin| KH cia nha
cing trrimg
5. Tham gia cdc cong tdc khic %
khi l&nh dao yéu ciu _
Lé 1. Phuy trach cong tic mroc tai Kiém
Minh o sir | v co st 3 (khing bao Pam  bao| tra, dé
Hai edm khu viee KTX): bao tri, thiét hil xudt
bio dutmg, sira chita hé théng | Theo  phin [phuc vul sira
miy bom mrdc dim bdo nudc | cong nhiém edng  the| chira,
inh hoat phyc wvu cong tic| vu lwidng  day,| ghi
ang day, hoe tip v cac cong hoc tip va chép hu
tic khac cia Nha truimg tai Co cac hoat) hong
ir 1 v Cosd 3 dong  khag
2. Ho trer cong tdc kieém ké tai| Theo  TB,dién ra tai
an tai cdc vj tri dugc phin| KH cia nhdciac vj tri
cong ) truromg duge  phiin
3. Pam bao hé thong mdy bom | Theo phin cong;
nude phue vy cong tic PCCC | cong nhiém
tai Cosdr 1 Vil
4. Tham gia cic cong tac khac
lkhi linh dao yéu chu s
NGUOI LAP BANG



