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Cac Iinh v1!c cong vi~c dUQ'cgiao phu trach Cfmg vi~c phai xii' ly h~ng ngay, thang, Khu v1!c dUQ'c
giao phu
trachnam

NguOi ph5i
hop chinh

Dang uy vien,
Ph6 Truong phong,
I Phu trach Phong,
~ Giang vien

DT: 0915754839

Email:
tr~etai@dnpu.edu. vn

Chi dao, dieu hanh cong viec chung cua
Phong theo chirc nang, nhiern vu duoc giao,
Ph\l trach:
1.TA chirc be}may
1.1 Xay dung chirc nang, nhiem vu, quyen
han, cc du t6 clnrc cua TruOng, cua cac dan
Vl; Hu6ng dful thanh l~p hQi d6ng truOng
TruOng ph6 thong thgc himh Su ph:;tm, TruOng
Mfun non Thgc hanh;
1.2 Tham muu xay d\ffig dS an thanh l~p, t6
chilc l:;ti,sap nh~p, chia, tach, d6i ten, chuy€n
d6i cac dan vi thuQc ph:;tm vi quan ly cua
TruOng;
1.3 Thgc hi~n nhi~m V\l dan v~n chinh quySn,
quy chS dan chu a ca sa.
2. Tuy~n dt,mg, sir dyng va qmln ly vien
chuc, ngu01 lao d{>ng
2.1 Tham muu cong tac quy ho:;tch cac chilc
V\l Hi~u truOng, Ph6 Hi~u truOng. Thgc hi~n
quy ho:;tchcac chilc V\llanh d:;to,quan ly thu9C

~TiSp nhan va phan cong ca nhan xu Iy
cac thong tin, van ban lien quan dSn
cac ho:;tt dQng cua phong vS cac mang
ph\l trach cong vi~c;

- Chu tri giao vi~c cho cac t6, nh6m
ca nhan tri€n khai thgc hi~n;

- T6 chilc kiSm tra, thea d5i vi~c thgc
hi~n cong tac thgc hanh tiSt ki~m,
ch6ng lang phi trong vi~c su d\lllg
CSVC;

- Chu tri hQpphong hang thang;

- Ph6i hqp v6'i Dang uy, t6 chilc, thi dua
khen thuOng, dS xu~t cac vk dS vS tai

- Theo phan 1.1 Vien chirc h9
cong nhiem vu phan T6 clnrc can

bQ

1.2 Vien chilc
TCCB va TruOng
dan vi

1.3 Vien chilc
TCCB va TruOng
cac dan vi

2.1 Vien chuc h9
ph~TCCB



tham quyen cua Truong;

2.2 Xay dung k~ hoach tuyen dung, sir dung
va quan ly; dao tao, b6i duong vien chirc,
nguoi lao dong;

2.3 Xay dung vi tri viec lam, co cAuvien chirc
thea chirc danh ngh€ nghiep va s6 hrong vien
chirc trong tang s6 vien chirc diroc giao;

2.4 Xay dung quy dinh che do lam viec cua
giang vien; vien clurc, nguoi lao dong thuoc
Truong;

2.5 Huang dfuI, t& clnrc thirc hien danh gia
cong vu, danh gia k~t qua lam viec, x~p loai
chAthrong vien chilc, nguai lao dong;

2.6 Huang dfuI, t& chilc thl,lc hi~n cong tac ke
khai tai san thea quy dinh.

2.7 Lam thuOng tfl,lC HOi d6ng ky lu~t, HOi
d6ng tuy€n d\1l1g, HOi d6ng thi dua - khen
thuOng, HOi d6ng luang; Ph6i hqp v6i cac dan
vi lien quan trong giai quy~t cac dan thu khi~u
n~i, t6 cao lien quan dSn vien chilc va nguai
lao dong trong Truong.

2.8 Th\Ic hi~n cac nhi~m V\l khac theo phan
cong cua Uh1h d~o Nha truOng, Lanh d~o
phong.
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chinh dan vi;
'" Va nhfmg nhiem V\1 dot xuat khac rna
do Hi~u tnrong nha tnrong phan congo

2.2 Vien chirc
I

TCCB va Truong
dan vi

2.3 Vien chirc
TCCB

2.4 Vien clnrc bo
phan TCCB

,

i
I

2.5 Vien chirc bo
I

phan TCCB, Trinh
Xuan Dilc, 'D6
Bao Dire (sau khi
ban giao T~CB)

2.6 Trinh Xuan
Dilc (sau l¥ ban
giao TCC~)
2.7 Vien cl~ilcbo

I

ph~ TCCB,
TruOng dan vi co
lien quan

I
•
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T I He}ten, Chuc vu,
Cong vi~c phai xu Iy hAng ngay, thang, Khu V1}'cdU'C}'c

T IDi~n thoai, Email Cac linh V1}'Ccong vi~c dU'C}'cgiao phu trach giao phu NgU'Oiph6i hC}'Pnam
I lien h~ trach
!
I Phu trach cong tac hanh chinh tong hQ'P,baoI

2 PhiHfru Hao gom: 1.1. B9 phan
i 1.Hanh chinh: - Tri€n khai cac n9i dung thea phan Theo phan Hanh chinh, t6ng
1 P.Bi thir CBQL4, 1.1. Quem ly, t6 chirc thirc hien cong tac hanh cong nhiem \,\1. jcong nhiem vu hQ'P
P. Truong phong, chinh, van thu, hru tm theo quy dinh; ki€m soat - Thuong xuyen, kiem tra, thea doi, don
Chuyen vien van ban tnroc khiphat hanh, d6c viec thuc hien nhiem vu cua b9 1.2. B9 phan .

1.2 .T6 clnrc thuc hien hien dai hoa nen hanh phan hanh chinh, t6ng hQ'P. Hanh chinh, tong
Email: ... chinh, bao g6m: Ky lu~t, kY cuong hanh chinh; hQ'P

DT 0983744577 d6i mm Ie 16i, phuong thtrc lam vi~c; n9i quy
lam vi~c, hi~n d~i hoa cong sa. 1.3. B9 ph~ --OAN
1.3. In ~n tai li~u ph\lc V\l cac ho:;ttd9ng chi Hanh chinh, t6ng / -------.....
d~o, quim ly va dieu hanh cua Ban Giam hi~u. hQ'P T LfON(
1.4. Tham muu thgc hi~n cong tac dan quan tg 1.4. B9 ph~. )/ IHQ
v~, quan Iy cong tac an ninh tr~t tg, bao v~ tai Hanh chinh, tong C NG Nsan, phong ch6ng dich b~nh ... cua toan TruOng. hQ'P

.......
~1.5. _)(ay dlJllg va t6 chtrc thgc, hi~n kS ho~ch

.:;;truyen thong cua TruOng. Thiet l~p va duy tri 1.5. B9 ph~. ~
quan M cong tac vai cac co quan bao chi ·va Hanh chinh, tong.
cac co quan quan ly nha nuac ve thong tin hQ'P
truy~n thong.

,

1.6 .Tham muu, thgc hi~n cong tac 1~tan, ph\lc 1.6. B9 ph~n
V\l cac sg ki~n, cong tac v~ sinh, t~p V\l cham Hanh chinh, t6ng
soc caM quan, mang xanh cua truOng va cac hQ'P
cong tac khac thea sg phan cong, chi d:;tocua
BGH
1.7.Chu tri ph6i hQ'Pcac don vi d~ dieu hanh 1.7. B9 ph~.
ho~t d9ng cua B9 ph~ m9t Clla thea quy dinh. Hanh chinh, tong
1.8. Lam thanh vien thUOng tflJc H9i d6ng thi hQ'P
dua- khen thUOng TruOng. 1.8. B9 ph~.
1.9.Quan ly xe congo Hanh chinh, tong
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2. T6ng hop, thu Icy: hQ'P
2.1. Tong hQ'P:Xay dung, thea doi, don d8c, 1.9. Bo phan
danh gia k~t qua thuc hien chien hroc phat Hanh chinh, t6ng
trien, cac chuang trinh, k~ hoach cong tac, hQ'P I

nhiem vu duoc giao cua Truong; xay dung cac 2.1. BQphan
bao cao dinh ky, bao cao dQt xuk Hanh chinh, t6ng
2.2. Th,u ky, xay dung ke hoach, lich lam viec hQ'P
va chuan bi cac chuyen di cong tac cua lanh 2.2. BQph~
dao Truong. Hanh chinh, t6ng
2.3. Thuc hien cac nhiem vu khac thea phan hQ'P
cong cua Lanh dao Nha wang, Lanh dao
phong.

3

Email: ...
BT 0982941136

He}ten, Clnrc V1},
T Di~n tho\li, Email
T lien h~

Nguyin HihI Nam

P.Bi thu CBQL1,
Chuyen vien

Khu V1}'C dmlc
Cac linh V1}'C cong vi~c duC}'cgiao phu trach Cong vi~c phai xu ly h~ng ngay, thang, giao phu NguOi ph6i hC}'p

nam trach

Ph\l trach cong tac Qufm tri to ch(rc th\Ic hi~ii
bao g6m:
1.Trang thi~t hi, CO' sO'v~t ch~t:
1.1 Tham muu trong vi~c quan 1y, t6ng hQ'P,d~
xu§.t y ki~n, t6 ch(rc th\Ic hi~~ vi~c 9uan tri;
quan ly su d\lllg toan bQ h~ thong thiet bi cua
toan Truang va truOng trlJc thuQc.
1.2 Ph8i hQ'Ptham muu xay d\Il1g ke hO<;lchdAu
til ho~c phan bi~n mua sfun trang thiet bi, sua
chua, b6 sung, nang c§.p cac cong trinh, co sa
v~t ch§.t, trang thi~t bi ph\lc V\l cong tac quan
1y, giang d<;ly,hQc t~p va sinh hOi';ltcua Truang.
Theo d5i hi~u qua su d\lng tai san cua truang
ph\lc V\l cong tac hQc t~p, giang d<;ly,lam vi~c,
nghien Clru.
1.3 T6 ch(rc quan 1y, nh~p kho, pharr ph8i su
d\lng, thea d5i bao quan, bao tri, sua chua, thay

-Tr\Ic ti~p ph\l trach cong tac quan 1y
phat tri~n, khai thac, su d\lng, bao tri,
mua sfun, sua chua co sa v~t ch§.t,
trang thiet bi dung chung, h~ th8ng
thong tin, h~ th8ng di~n, nuac, PCCC;

-TflJc tiep ph\! trach chi d<;lothlJc hi~n
quy trinh cong tac duy tu, bao duOng,
sua chua cac cong trinh xay d\Il1g,
trang thiet bi dUng chung, h~ th8ng
thong tin truy~n thong, h~ th6ng di~n,
nuac, PCCC;

Theo pharr
cong nhi~m V\l -PhongKHTC

-PhongKHTC

-PhongKHTC
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the, danh gia dinh ky va de xuat cac giai phap
khac lien quan d~n cac cong trinh xay dung co
ban, co sa v~t ch~t, tai san, trang thi~t bi, cac
phirong ti~n lam viec, day, hoc va nghien
ciru... ;
1.4 Xay dung nQi quy, quy che, quy dinh, sua
chua b6 sung theo thirc t~ vS quan Iy, sir dung
- bao quan tai san, nha cira va cac cong trinh
cong cong cling nlnr cac trang thiet bi;
1.5 Ph6i hQP thuc hien h6 sa quan ly tai san.
1.6 T6 clnrc tlnrc hien quan ly, giam sat, van
hanh h~ thong phong thi nghiem, xtrong thuc
hanh, Khu lien hQP thS thao (Nha thi d~u, San
v~ dQng, Nha kho, San Tennis ...)
- T6 clnrc thirc hien cong tac kiem ke, thanh ly
tai san dinh ky va dQt xu~t.
- Ph6i hQP v6i cac bQ ph~n chilc nang lien quan
nghi~m thu cac cong trinh xay d\fl1g mm, cac
cong trinh sira chua, cai tl;\O,nh~n ban giao va
c6 k~ hOl;\chdua cac cong trinh d6 vao sir d\lng
c6 hi~u qua.
- Ph6i hQP v6i cac bQ ph~ lien quan, t6 chuc
va triSn khai cong tac phong ch6ng thien tai va
phong chay chua chay cua TruOng.
- T6 chilc thgc hi~n cac cong vi~c khac theo
chi dl;\ocua BGH Nha TruOng.
2. Cong vi~c v~ h6 trCf kY thu~t coo ban
(Internet,website, di~n, nU'(Yc,•.. )
2.1 T6 chilc thgc hi~n dam bao cong tac di~n,
nu6c, triSn khai thgc hi~n cac chinh sach tiet
ki~m va v~ sinh toan ca sa chinh dS ph\lc V\l
tofm bQ cac hOl;\t dQng cua truOng, giam sat
vi~c thgc hi~n ca.c nhi~m V\l nay tl;\i cac ca sa
khac con ll;\icua truOng.
2.2 T6 chuc thgc hi~n cong tac trang bi, quan

-Chu tri phong
KHTC; ph6i hQ'P
voi cac dan vi
trong tnrong

-Cac dan vi
trong truemg

-PhongKHTC

-Phong TCHC­
QTvacac dan
vi trong truOng

Vien chirc bQ pMn
Quim tri

Vien chirc bQ ph~n
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...

ly, bao tri h~ thong fun thanh, may chieu, tivi, Quan tri
may lanh, may uong mroc va cac thi~t bi van
phong, cac thi~t bi giang dirong, phong hoc ...

Vien chirc bQ phancua Truong.
2.3 T6 chirc thuc hien cac cong viec phuc vu Quan tri

giang dirong, phong hoc, phong hQP, hQi
tnrong, hQi thao, hQi nghi va cac sir kien dp
don vi, cAptnrong .. lVien chirc bQ phan
2.4 T6 chirc thuc hien cac cong tac quan ly, c~p ~uan tri
nh~t nQi dung, tin rue website, trang mang xii
hQi
2.5 Ph6i hop trong viec t6 clnrc tlnrc hien cac !Vien chirc bQphan
cong tac quan ly, quan tri cac phong hoc a cac puan tri
CCY sa.
2.6 Tham muu xay d\Ifig, quan ly va di~u hanh lVien chuc bQph~n
M th6ng m~ng thong tin trong nha truOng. puan trj

D6ng Nai, ngay 10 thcmg 02 niim 2022

Ph\l trach cong tac TB chuc Ph\l trach cong tac Hanh chinh Ph\l trach cong tac Quan tri

~-- .....-

Trin Le Tai PhiHuu Hao Nguy~n Huu Nam


