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(Thay thé phdn céng nhiém vy ngay 15/2/2017)

< . A A 2 Ngudi phdi hop hoic
TT Ho va tén Linh vwe cong tac Cong vi¢c cu the thay thé khi ving mit
Tham muu cho Nha treong cong tac cai cach hanh chinh; Nguyén Quéc Diin
xay dung ké hoach thuc hién cai cach hanh chinh hang nam | & g
X4y dyng, ban hanh, tham muu trién khai x4y dung hé thong x £ e
| quan 1§ chét luong theo ISO 9001:2015 Nguyen Quoc Ding
Cong tac cai cach : s 1 1A% A Y
hanh chinh Ban hanh cac van ban, ‘pleu mau thyc hién cong tac cai cach N ,
hanh chinh va huéng dan cac don vi tryc thudc truong thuc | Nguyén Quoc Diing
hién
Tham muu danh gia cong tac cai cach hanh chinh cua cac Neuyén Quée Diin
Nguyén Hong Soa don vi tryc thudc trudong guy g
Trudéng phong Chuan bi ndi dung cho cac cudc hop giao ban ctua nha N ,
1 0904.789191 truong, Hoi nghi cong chire, vién chirc hang nam, cac hoi Nguyén Quoc Diing
soanh nghi tong két chuyén de, tong két nam hoc
@vinhuni.edu.vn Cong tac tong hop | Thu ky cac cudc hop cia Ban Gidm hi¢u
Theo do1, lam t6t cong tac thong tin gitra Nha truong va cac
don vi trong truong, gitta Nha truong voi cap trén va cac co | L& Minh Giang
quan ngoai trudng
Tham muu trong viéc t6 chirc thuc hién Luat Thi dua - Khen A n s .
. NV . X s Lé Minh Giang
R U thudng va cac van ban hudng dan thi hanh
Cong tac thi dua, . ~ A . . =
. Thuong tryc Hoi dong thi dua Truong; tham muu cho Hi¢u
khen thwong

truong va Hoi dong thi dua Trudng vé tiéu chuan, tiéu chi,
ké hoach, chuong trinh c4c phong trao thi dua

Lé Minh Giang




Thu nhan va xu ly ho so xét duyét cac danh hiéu thi dua,
khen thuéng, cac ¥ kién phan anh, cic dé xudt trong cong tac
thi dua dé phuc vu cho cac cudc hop cua Hoi déng thi dua
Truong

Lé Minh Giang

Thu ky cac cude hop ctia Hoi dong thi dua Trudng

Lé Minh Giang

Hoan chinh ho S0 dé Hiéu truong quyét dinh khen thudng

Cong tac van thu,
lIuu trir, phap che

hoic d& nghi cdp c6 tham quyén cong nhan cac danh hiéu thi | L& Minh Giang

dua va cac hinh thirc khen thuong bac cao

Tham muu ban hanh céc van ban ctia Truong theo chirc

ning, nhiém vu cua Phong gdm: Quy ché, quy dinh, ké Nguyén Quéc Diing

hoach, cong van, chuong trinh cong tac, thong bao, thong tri
tri¢u tap, hudng dan t6 chirc cac hoat dong

Lé Minh Giang

Theo doi1 va bdo cao Ban Gidm hi¢u tién do xu ly van ban va
cong viéc cua cac don vi

Nguyén Quéc Diing

Chi dao viéc bao quan, st dung con dau cta Truong, dau cua
cac don vi trong Trudng va cac cong van, gidy to theo dung
quy dinh, ddm bao nguyén tic ché do bao mat

Kiém tra thé thirc, tinh hop phap cta cong van di trude khi
trinh ky cta cac don vi: Phong KH-TC, Phong QT&DT,
Trung ttm HTSV&QHDN, Trung tdm TH-TN, Ban Quan 1y
Co s¢ 11, Vién SP Tu nhién, Khoa Kinh té, Truong THPT
Chuyén, Truong THSP

Nguyén Quéc Diing
Lé Minh Giang
Hoang Ha Nam

Cong tac quan ly,
cap phat thw bao
va thong tin lién
lac

Chi dao viéc dat mua cac loai béo, tap chi theo ké hoach da
dugc Nha truong phé duyét hang quy

Lam tot cong tac thong tin, lién lac tir Trudong dén cac don
vi, ca nhan va nguoc lai; cong tac thong tin lién lac gitra
Trudng va cac co quan, don vi ngoai truong

Nguyén Quéc Diing
Lé Minh Giang

Quan 1y diéu hanh, theo dbi viéc sir dung hé thong quan 1y
hanh chinh dién tir iOffice; Website va email cua Truong

Hoang Ha Nam

Cong tac 18 tan,
phuc vu

Dau moi t6 chirc cac hoat dong ky niém, su kién 16n cua Nha
truong

Lé Minh Giang
Hoang Ha Nam




Phu trach 1& nghi, khanh tiét, trang tri cho cac hoat dong 16n
cua Nha truong

Nguyén Quéc Diing
Lé Minh Giang
Hoang Ha Nam
Pham Thi Hién

Lé Thi Hai Yén

Lé Pic Thing

Phéi hop t6 chire cac hoat dong, 18 nghi tai Nha truyén thong

Hoang Ha Nam
Nguyén Thi Thu Huong
L& btrc Thang

Phu trach nghi 18 tai Phong tang 8 Nha diéu hanh

Nguy%n Quéc Diing
Nguyén Thi Thu Huong
L& btrc Thang

Chuan bi va thyc hién tiép khach dén tham va lam viéc voi
Truong; xay dung ché dg ti€p khach va tiép khach phu hop

Nguyén Quéc Diing
Lé Minh Giang

Hoat dong cia B0
phan mét cira

Chi dao hoat dong ctia B phan mot ctira

Hoat dong cua DV

Phu trach chung. Truc tiép phu trdch:

- Cong tac chinh tri, tw twong, cong tac thi dua cua Phong;
- Céng tdc té chirc cdn bé trong Phong;

- Chu tri cdc cudc hop cua Phong;

- Quan ly tai chinh cua Phong.

Quan ly hoat dong mua sam, thanh todn hang hod, nhu yéu
phdam phuc vu lanh dao Truong va cdc hoat dong

Nguyén Thi Thu Huwong

Lam viéc véi Truong, Pho cdc don vi truc thuéc Truong; can
bo, vién chirc Nha truong dén lam viéc véi Phong; kKhach
ngoai Truong dén cong tac voi Phong

Nguyén Quéc Diing
Pho6 Truwdéng phong
0913.039877
dungnq
@vinhuni.edu.vn

Cong tac tong hop

Thu ky cac cudc hop giao ban Nha truong hang thang; cac
cudc hop ra soat cong viéc gitra thang

Lé Minh Giang

Lap chuong trinh ké hoach thang, hoc ky, ndm hoc

Hoang Ha Nam

Doc thuc cac phan hanh, bdo cdo cia Nha truong, Bo Gido
duc va Pao tao do1 vdi cac don vi truc thudc truong




Theo ddi, chi dao hoat dong cua VP cac khoa, vién, truong
truc thudc; phoi hop hoat dong voi VP Bang - DPoan thé

Lam cac bao cdo theo yéu cau cua Trudng, Bo Gido duc va
Dao tao, cac co quan khac

Lé Minh Giang
Hoang Ha Nam

Cong tac van thu,
lIuu trir, phap che

Tham muu cho Hiéu trudng ban hanh va bd sung (khi can
thiet) Quy ché cong tac van thu, luu trir

Cap gidy gi6i thiéu, gidy di dudng cho can bd theo uy quyén
cua Hiéu trudng

Lé Minh Giang

Y sao cac van ban ciia Nha trudng ban hanh (trir vin bang,
churng chi, bang diém)

Lé Minh Giang

Sao luc cac van ban phuc vu cac hoat dong ctiia Nha truong

Lé Minh Giang

Xac nhan chir ky cia can bg, vién chue trong cac van ban
dugc phép

Lé Minh Giang

Kiém tra thé thirc, tinh hop phap cia cong van di trude khi
trinh ky ctia cac don vi: Phong CTCT-HSSV, Phong DT
SPH, Nha Xuat ban, Trung tdm CNTT, Thu vién, Vién

Lé Minh Giang
Hoang Ha Nam

KT&CN, Vién NN&TN, Khoa GD Thé chat, Khoa Xay Nguyén Thi Thu Huong
dung
Chi dao cong tac luu trit, khai thac tai liéu tai phong luu trlr | Hoang Thi Thu Huong
Chi dao cong tac sap xép, bao quan tai li€u; 1ap ho so, tién . : .
hanh huy tai li¢u dén han cua cac don vi Hoang Thi Thu Hudng
Truc tiép xr 1y, diéu dong lai xe theo phé duyét cua Ban Lé& Hong Thanh
Giam hiu; Theo doi bado quan, bao tri, bao dudng xe; thanh | L& Viét Thong
Quin ly, diéu toan xang dau, mua bao hiém xe theo quy dinh, quy trinh k§ | Nguyén Hiru Puong
hanh GTVT thuéat; thuc hanh tiép ki€m trong van hanh xe Nguyén Manh Hung
Xay dung ké hoach thué, muén cac phuong tién giao thong U )
ORI 1 , A Lé Thi Mai
van tai; dat vé tau, xe, may bay phuc vu céc hoat dong
Phu trach phuc vu tuyén sinh sau dai hoc, THPT Chuyén, hé Nguyén Thi Thu Huong
Cong tac 18 tan, chat lugng cao theo phan cong nhiém vy cia Nha trudng d6i | Pham Thi Hién
phuc vu v6i Phong Lé Thi Hai Yén
Chi dao hoat dong Kho vin phong phim cua Nha trudng L& Thi Mai




Hoat dong ciia DV

Lam viéc voi can bo, vién chirc cua Truong vé cong viéc
dwoc phdan cong

Lam cac cong viéc khac khi co yéu cau cua Truong phong

L& Minh Giang
Pho Truwéng phong
0904.777199
gianglm
@vinhuni.edu.vn

Cong tac tong hop

Lap chuong trinh ké hoach tuan (lich tuén) dang trén 10ffice
va website Truong

Lam cac bao cdo theo yéu cau cua Trudong, Bo Gido duc va
Dao tao, cac co quan khac

Nguyén Quéc Diing
Hoang Ha Nam

Thu ky cac cudce hop giao ban Nha truong hang thang; theo

doi su tham gia cua dai biéu Nguyén Quoc Ding
Céng tic quan Iy Quan .1y tal san cua Phéng dugc Truong trang bi, tai sén.ph(‘)ng Pham Thi Hiép
(3 sin lam viéc cia Ban Glém hiéu, phong hop, phong khénh tiét, Lé Thi Hai ’Yén
Hoi truong va céc thi€t bi Truong giao cho Phong quan 1y L& btrc Thang
Tham muu cho Hiéu trudng ban hanh va bo sung (khi can
thiét) Quy ché in va quan 1y van bang chtng chi; Quy ché
thuc hién co ché mot ctra, mot cira lién thong
é(g;cnlljlﬁgpchu ky cua can bg, vién churc trong cac van ban Nguyén Quéc Diing
Cé]? gidy gi6i thiéu cho can bd theo uy quyén cua Hiéu Nguyén Quéc Diing
trudng
Y s20 cécy Vﬁl:l bén'(;ﬁa Nha trudng ban hanh (tri vin bang, Nguyén Quéc Diing
R N chitng chi, bang diém)
Cong tac van thu, . PR ; % ; A .
lwru tri¥, phép ché In cdc loal‘van ‘pang, chung chi, giay chiing nhan do Truong Nguyén Anh Luong
Dai hoc Vinh cap
Chi dao theo ddi, quan 1y, vao so cong van dén dé trinh Hiéu
trudng, chuyén cong van dén cac don vi chirc ning, cac ca
nhan (qua hé thong iOffice)
Kiém tra thé thirc, tinh hop phap clia cong van trude khi trinh
ky ctia cac don vi: Phong HCTH, Phong KH&HTQT, Phong | Nguyén Qudc Diing
TTrGD, Trung tam NC-KNST, Trung tam GDQP&AN, Hoang Ha Nam
Trung tdm Noi tra, Vién SP Xa hoi, Khoa Luat, Khoa SP Nguyén Thi Thu Huong

Ngoai ngit




Trinh duyét, ky, nhan ban dung s6 luong, vao sé theo doi va
guri cac cong van di

Lé birc Thang
Hoang Thi Thu Huong

Qudn 1y, diéu hanh thyc hién, tiép nhdn, gidi quyét cdc thi
tuc hanh chinh, giai dap cdac thong tin, yéu cau, dé nghi va
tra két qua cho can bg, vién chirc, hoc sinh, sinh vién, hoc

Pham Thi Tuyén
Doan Thi Thuy

Hoat djong ciia DV | vién, khach dén lam viéc véi Truong tai BS phdn mét cira
Lam viéc voi can bo, vién churc cua Truong vé cong viéc
dwoc phan cong
Ldm cdc cong viéc khac khi Fé yéu cau cia Truwdng phong
Ti€p nhan, bao quan va chuyén cong van, tai li¢u, thu bao, buu \ ) \
Cong tac quan ly, phﬁm, dién tin... dang dia chi, chinh xéc, kip thoi Hoang Thi Thu Huong
x . cAp phat thu bao | Pit mua béo, tap chi theo ké hoach Nha truong phé duyét
E%rl(l)')rllen Thi Thu vathong tin lién | Bao quan, st dung con d?}u cua Truong va cia cac don vi
1 lac Quan 1y céac cong van, gidy to theo ding quy dinh, ddam bdo | Hoang Thi Thu Huong
Chuyén vien, nguyén tic ché d6 bao mat cia Nha nudc Lé Pirc Thang
Chi tich CDBP Cone tacIZ tn ) . : , ,
0989.187199 g ’ Chuan bi co sé vat chat tai Phong tang 8 Nha diéu hanh Lé btrc Thang
huongnghinhdhv phuc vy — ~ ~ - — -
@gmail.com Chbf, tri cdc hoat dofag C(zng dean i _ Lé Minh Giang
Hoat déng ciia DV Chfzm cong, ph,u trach bang xép loai lao dong can bo cua
S Phong hang thang
Lam cdc c¢ong viéc khdc khi ¢6 yéu cau cia lanh dao Phong
Phoi hop 1ap chuong trinh ké hoach thang, hoc ky, nam hoc
Phoi hop 1am céc bao cao theo yéu cau cua Truong, Bo Gido
Hoang Ha Nam Cong tac tong hop %gc Vé;lBaoAtg;o, cac gogl‘u‘an k]:l)lé}c — —
Chuyén vién ong 0p so,u:(_mg tin ba1 website, xu 1y email, gia1 dap qua
0975.153513 muc Hoi-Dap —
hoanahanam " i . ., | Thuong trgc Ban Bién tap, Ban Quan tr1 website Truong
nghana Cong tac quan ly, =5 = 514350 hanh, theo doi viée thuc hién chuong trinh
@vinhuni.edu.vn cAp phat thu bao y ; oC thyce hig g

va thdng tin lién
lac

iIOffice toan truong

Phu trach website ctia Truong va subsite ciia Phong; Duyét
tin trude khi dua 1én website




Quan ly email (vinhuni@vinhuni.edu.vn) cua Truong

Cong tac van thu,
Iuu trir, phap ché

Kiém tra thé thirc, tinh hop phap cta cong van di trude khi
trinh ky cta cac don vi: Phong TCCB, Phong Pao tao, Trung
tam DBCL, Trung tam KDCLGD, Trung tam GDTX, Tram
Y té, Vién KHXH&NV, Vién CN HS-MT, Khoa Gido duc

Nguyén Quéc Diing
Lé Minh Giang

Hoat dong ciia DV

Ké todn tai chinh ciia Phong

Lam cac cong viéc khac khi co yéu cau cua lanh dao Phong

Cong tac van thu,

In cac loai vin bang, ching chi, gidy chirmg nhan do Trudng

Nguyczn AI}h Lwong lwu trit, phap ché | Pai hoc Vinh cap L€ Minh Giang
Chuyen vien Ho tro cong tdc vin phong pham; dat vé tau xe, may ba
0915.128222 Hoat dpng ciia PV -2 ON& 1C VAL PALONG PRATL C0VE FO1 %6, TIAY OCY
U Lam cac cong viéc khac khi co yéu cau cua Truong phong
Nhan ban tai liéu, to chirc phuc vu cac cudc hop, hoi nghi, Lé Minh Giang
cac hoat dong, su kién ctia Nha truong Pham Thi Tuyén
Truc tiép phu trach va dam bdo van hanh tot cac loai may Hoana Ha Nam
Lé Pirc Thing Cong tac I¢ tan, moc, thiét bi cua Phong ’ ‘ ‘ g
Ky thuat vién phuc vu Phoi hop chuén bi co sé vat chat tai Phong tang 8 Nha diéu
0915.858478 hanh, Hoi1 trudng, cac phong hop
HO trg chuan bi co s vat chat, 18 nghi khanh tiét dé phuc vu
cac cudc hop, hdi nghi, hoat dong
Hoat dong ciia PV | Lam cdc cong viéc khdc khi co yéu cau cua Truong phong
Hang ngay ti€p nhan, bdo quan cong van, tai li¢u, thu béo,
buu pham, dién tin... do Buu dién chuyén dén va phan chia x :
vé cho céc don vi va can bd, vién chire, hoc sinh, sinh vién, Nguyen Thi Thu Huong
Hoang Thi Thu hgc Vién trong toan tru’(‘m’g. ‘
\ R . Sap x&p cong van luu, cudi thang dong thanh ho so dwa vao
Huwong Cong tac van thu,
NI - , £ | luu trr hop ly va khoa hoc dé phuc vu tot cho viéc khai thac
Chuyén vién Iuu trix, phap che
0904 662789 tai liéu; mdi nam chuyén tai liéu vao luu trit mot lan
' Phuc vu cac hoat dong khai théc tai li€u tai kho luu trir theo
1énh cua lanh dao phong
Phoi hop sap x€p, bao quan tai liéu; 1ap ho so, tién hanh huy Cac don vi

tai liéu dén han cua cac don vi




Dong bi, gbéi van ban, tai li¢u va gui tdi cac dia chi theo yéu
cau. Bam bao tinh chinh xac, day du, my quan bi, goi va cac
thong tin the hién trén bi, goi

Nguyén Thi Thu Huong

Dat mua cac loai bao, tap chi theo ké hoach d3 dugc Nha
treong phé duyét hang quy

Nguyén Thi Thu Huong

Cong tac 18 tan,

Tham gia hoat dong tiép khach, 18 tan cho cac hoat dong 16n

phuc vu cua Truong
Hoat dong cia DV | Lam cd,c cong viéc khdc khi c6 yéu cau cia Trieong phong
Truc tiép lam cong tac 1€ tan, phuc vu cho Ban Giam hiéu, A L YT oA
cac cuéf hop, tiépgkhéch cua Ll?ﬁnh dao Nha truong L& Thi Hai Yen
Truc nhat cac phong lam viéc ciia Ban Giam hiéu, Phong A Lt Ty <A
Pham Thj Hién Cong tac 13 tam, | hop, Phong khanh tiét Lé Thi Hai Yen
9 Chuyén vién phuc vu Sap xép khoa hoc, vé sinh sach s&, ngian nap Phong L& tan Lé Thi Hai Yén
0948.309799 Giir gin, bao quan tai san tai Phong Lé tan, cic phong lam
viéc cia Ban Giam hiéu, Hoi dong truong, Phong hop, Lé Thi Hai Yén
Phong khanh tiét
Hoat dpng ciia PV | Lam cdc cong viéc khdc khi cé yéu cau cia Truong phong
"l;ruc nhat Fac Phong ba9 v¢€ luan van, luan an; Hoi1 truong Pham Thi Hién
R . X A tang 8, Phong hop A nha Al
Cong tac ¢ tan, Sép xép khoa hoc, v¢ sinh sach s€, ngan nép Phong Lé tan Pham Thi Hién
T phuc vu T S S Sy v S S R SO R TS
Lé Thi Hai Yén Gitr gin, bao quan tai san tai cac Phong bao v¢ luan van, luan Pham Thi Hidn
10 | Chuyén vién an; HOQ1 truong tang 8, Phong hop A nha Al : i
0948.412226 HO tro cong tac quan 1y Kho vin phong pham cia Nha
i . truong; thuc hién cdng tac bao quan tai san, xuat - nhap kho
Hogt dgng cia BV theo dgl'mg cac quy din% ! ’
Lam cdc c¢ong viéc khac khi ¢6 yéu cau cia Trudng phong
Thuyc hién cac nhi€ém vu cong viéc theo phan cong cua
Poan Thi Thuy Hoat dong cua Truéng phong va Trudng Bo phin mét ctra: Truc tiép giao
11 Chuyén vién B0 phan mét ctra | dich, xur ly hd so cua can bd, vién chire, hoc sinh, sinh vién,
0906.587577 hoc vién va khach dén 1am viéc vi Nha truong

Hoat dong ciia DV

Lam cac cong viéc khac khi co yéu cau cua Truong phong




bat vé tau, xe, may bay cho cén b, vién churc theo yéu cau

S;naﬁl Cl;y_i_{i/l_le_u ctia Nha trudng; thué muén cac phuong tién giao théng van | Nguyén Qudc Diing
Lé Thi Mai tai phug vu cac hoat dong ctia Nha tl:u:(‘)‘ng
12 Chuyén vién n . X un Truc tiép quan 1y Kho van phong pham cua Nha truong; thuc x
0914)./280848 Cong tacle tan, | .0 cﬁr?g%éc bio quan tai fén, bt - nhap kho theo dﬁgng cac | Nguyen Anh Luong
phuc vu . L& Thi Hai Yén
quy dinh
Hoat dpng ciia BV | Lam cdc cong viéc khac khi ¢ yéu cau ciia Triwong phong
Lai xe phuc vu cho cac hoat dong ciia Ban Giam hi¢u, cac
hoat dong dao tao cua Nha truong ‘ Neu 20 Hitu Puong
Lé Van Thong Hoat dong cia Bao quan, bao tri, bao dudng xe; thanh toan xdng dau, mua N uyén Manh Hin
13 | To trwéong To xe To xe bao hiém xe theo quy dinh, quy trinh ky thuat, cac quy dinh Lég T};lanh Trung &
0902.218568 cua Nha nudc va cua Nha truong; thuc hanh tiép kiém chong
lang phi trong van hanh xe
Hoat dong ciia PV | Lam cdc cong viéc khac khi cé yéu cau ciia lanh dao Phong
Lai xe phuc vu cho céac hoat dong cia Ban Giam hi¢u, cac
N hoat dong dao tao cua Nha truong ‘ Lé Vin Thong
Nguyén Hiru Duong | Hoat dong cua Bao quan, bao tri, bao dudng xe; thanh toan xang dau, mua Nguyan Manh Hing
14 Lai xe To xe bao hiém xe theo quy dinh, quy trinh k¥ thuat, cac quy dinh L& Thanh Trung
0904.520879 cuia Nha nudc va cuia Nha truong; thuc hanh tiép kiém chong
lang phi trong van hanh xe
Hoat dong ciia PV | Lam cdc cong viéc khac khi c6 yéu cau ciia lanh dao Phong
Lai xe phuc vu cho céac hoat dong cia Ban Giam hi¢u, cac
i hoat dong dao tao cia Nha truong ] Lé Vin Thong
Nguyén Manh Hung | Hoat dong cua Bao quan, bao tri, bao dudng xe; thanh toan xdng dau, mua Nguyan Hitu Puong
15 Lai xe To xe bao hiém xe theo quy dinh, quy trinh ky thuat, cac quy dinh L& Thanh Trung
0905.716037 cta Nha nudc va cua Nha truong; thuc hanh tiép kiém chong
lang phi trong van hanh xe
Hoat dong ciia DV | Lam cdc cong viéc khdc khi co yéu cau ctia lanh dao Phong
Lé Thanh Trung " . Lai xe phuc vu cho cac hoat dong ctia Ban Gidm hiéu, céac L& Van Thong
16 | Lai xe H,? at dong cua hoat dong dao tao cua Nha truong Nguyén Hiru Puong
0971.525767 To xe Bdo quan, bdo tri, bdo dudng xe; thanh toan xang dau, mua Nguyén Manh Hung




bao hiém xe theo quy dinh, quy trinh k¥ thuét, cac quy dinh
cua Nha nudc va ciia Nha truong; thuc hanh tiép kiém chong
lang phi trong van hanh xe

Hoat dong cua DV

Lam cac cong viéc khac khi co yéu cau cua lanh dao Phong

DUYET CUA BAN GIAM HIEU

GS.TS. Pinh Xuan Khoa

TRUONG PHONG

ThS. Nguyén Hong Soa
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