CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HOC VINH
Poc lap - Tu do - Hanh phic

TRUNG TAM PAM BAO CHAT LUQNG

BAN PHAN CONG NHIEM VU CHO CAN BQ, VIEN CHUC
(C6 hiéu luc tir ngay 01/2/2025)

I. Muc dich, yéu ciu

- Phan cong nhiém vu dang nguoi, ding viée, ding niang luc, ding thoi diém;

- bam bdo tinh cong khai, minh bach trong viéc thuc hién nhi€ém vu va chiu trach nhiém;

- bam bdo tinh cong brfmg, hop 1y, hiéu qua trong thuc hién nhiém vu;

- Thuén lgi cho cong tac giam sat, quan ly;

- Thyc hién ché d6 bao cao dinh ky hoic theo yéu cau ciia Ban Giam déc.

II. Co céu to chire

Ban Giam ddc: PGS.TS. Nguyén Thanh Diéu, ThS. Nguyén Thi Huong Tra.

B6 phan Pam bao chat lwgng: PGS.TS. Nguyén Thanh Diéu (Phé Gidm doc Phu trach), ThS. Pinh Thi Nga, Nguyén Hoang An, Ngé Thi Hanh, Tran
Trung Btrc. Binh Thi Kim Hao (can bo ki€ém nhiém 50%).

Bo phan T6 chirc thi:ThS.Nguyén Thi Huong Tra (Phé Gidm déc), ThS. Nguyén Mai Phuong, ThS. Nguyén Thi Kim Nhung, ThS. Nguyén Thi Ngoc Ha,
ThS.Trén Thi Hang, ThS. Nguyén Minh Hién, ThS. Tran Thanh Huyén.

B6 phan Phén tich dir liéu va cai tién cong cu: ThS. Lé Viét Diing, CN. Phan S§ My, CN. Tran Trung Dic.
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PGS.TS. Nguyén Thanh
Diéu

Phé Giam dbc Phu
trach

bién thoai:0913.007.332

Email:;
dieunt@vinhuni.edu.vn

1.Cong tac chi dao, diéu hanh
hoat dong cua don vi

2. Cong tac nhan sy, quan li can
bd, vién chuc trong don vi;

3. Cong tac chinh tri, tu tudng,
thi dua;

4. Cong tac tai chinh, quan li co
s& vat chat;

5. Cong tac dam bao chat lugng;

6. Cong tac khao thi;

7. Cong tac BDBCL va béao céo
két qua hoat dong cua don vi
theo ké hoach thang ciia nha
truong;

8. Cong tac doan thé;

9. Cong tac khéc theo phan cong
cua Hiéu truong.

1. Cong tac chi dao, diéu hanh hoat dong ciia don vi

- T chie hoi y Ban Giam ddc, chu tri hop trung tim trién khai
cac ké hoach cua don vi;

- Phy trach trién khai cc cong viéc vé mang DPBCL theo chi
dao cua nha truong;

- Phéi hop, trién khai cac cong viéc vé mang khao thi.

- La nguoi phat ngon cua trung tam;

- Ky cac hd so, van ban do don vi ban hanh; ky cac van ban
chuyén ra ngoai don vi; ky nhay vin ban trinh Hiéu trudong ky
ban hanh;

2. Cong tac nhan sw, quan li can b, vién chirc trong don vi

- Chu tri ra soat quy hoach vi tri viéc 1am, dé xuat vé nhan su,
phén cong cong viée, quan li can b, vién chire trong don vi;

- Tiép nhan va xu 1y thong tin dé xuat kién nghi ciia can bd
trung tdm trong viéc nguyén vong thay ddi vi tri viéc lam.

3. Cong tac chinh tri, tu twéng, thi dua

- Thuc hién trién khai cac chu truong, ké hoach cua thi dua
hang thang va nam hoc theo quy dinh ciia nha trudng;

- T chirc binh chon, danh gia, xép loai can bg, vién chirccua
trung tdm hang thang/nam theo quy dinh ciia nha truong.

4. Cong tac tai chinh, quan 1y co s¢ vat chit

- Chi dao 1ap cac hd so thanh toan; phan khai tai chinh theo quy
ché tai chinh cua don vi.

- Chi dao dé xuit vé bao tri, bd sung, thanh ly co s& vat chét tai
don vi.

5. Cong tac dam bao chit lwong

- Phy trach x4y dung vin ban phuc vu van hanh hé théng dam
bao chat lugng bén trong.

- Phu trach cong tac kiém dinh, d6i sanh chat luong co s gido
duc, chuong trinh dao tao.

- Phy tréch thyc hién ké hoach va diéu kién DBCL tai don vi

- Phy trach quan 1y dit liéu kiém dinh chat luong

- Phuy trach gidm sat thyc hién cong tac cai tién, luu trit hd so
minh chiing phuc vu cong tac kiém dinh, d6i sanh chét luong va
[ru tri minh chirng tai don vi.

ThS. Nguyén Thi
Huong Tra
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ThS. Nguyén Thi
Huwong Tra
Phé Giam dbc

bién thoai: 0982.456.363

Email:
tranth(@vinhuni.edu.vn

huongtradhv@gmail.com

1. Cong tac khao thi;
2. Cong tac dam bao chét lugng;

3. Cong tac xdy dung ké hoach
vé cong tac khao thi va bao cdo
két qua hoat dong khao thi theo
ké hoach thang ctia nha truong;
4. Cong tac thanh toan kinh phi
hoat dong khao thi va cac ky thi
lién két ngoai truong do Trung
tam phu trach

5. Cong tac van thu

6. Cong tac khac theo phan cong
ctia Giam ddc, Hiéu truong

1. Cong tac khao thi

1.1. Phu trach cong tac khdo thi hé dai hoc chinh quy

- T6 chire thyc hién cac hoat dong khao thi va phan coéng cong
viéc cho cac thanh vién khac;

- Phy trach cong tac thi hét hoc phan, ban giao dé thi va hd so
thi; quan 1y phong chdm thi, phong don tai danh phach; xtr 1y
cac truong hop bat thuong

- Phy trach quan 1y ngan hang cau hoi, dé thi hé dai hoc;

- Phu trach cong tac don tiép, hudng dan cho nguoi hoc;

- Phu trach cong tac to chirc thi hoc phan chuyén doi;

- Phy trach cong tac kiém tra diém cho ngudi hoc va xir Iy cac
truong hop bat thudng;

- Phuy trach cong tac t6 chirc thi PHCQ vin bang 2;

- Phu trach cong tac thi TNKQ: phan cong lich tryc, to chirc
giam sat thi TNKQ;

- Xép lich thi trén phan mém CMC;

1.2. Phu trach khdo thi hé vira lam vira hoc

- T chirc thuc hién quan 1y ngan hang cau hoi, to hop dé thi;
nhap diém;

- Phy trach cong tac thi b6 tac kién thirc;

- Quan ly, giam sat quy trinh giao nhan bai thi, dé thi

1.3. Cong tac khdao thi sau dai hoc

- Phu trach cong tac td chirc thi KTHP;

- Tham gia cong tac tuyén sinh hé SBH

- Phu trach cong tac to chirc thi bo sung kién thic.

1.4. Phu trdch céng tdc té chirc thi cap chikng chi:

- Phy trach thi cip ching chi Tiéng Viét cho sinh vién ngudi

PGS.TS. Nguyén
Thanh Diéu
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nudc ngoai; cong tac to chirc thi IELTS; cong tac to chirc lam
dé thi, chim thi cho cac don vi ngoai truong theo hop dong;
cong tac thi cp ching chi ngoai ngi;

1.5. Qudn Iy phin quyén nhip diém tit ci cic hé

1.6. Phu trdch cong tic kiém tra diém tit cd cdc hé

1.7. Phu trach cong tdac luu triv tai liéu khdo thi

- Quan 1y kho bai, phach theo quy dinh, t6 chirc kiém tra giam
sat tai liéu khao thi.

1.8. Phu trich cong tic dinh gia CPR CTDT; Cii tién
phwong phap kiém tra dinh gid.

1.9. Phu trdach ra sodt, tham mwu xdy dwng vin bin mdng
khdo thi,

2. Cong tac dam bio chat lwong

- Tham gia cong tac kiém dinh, d6i sanh chat luong co s gido
duc va chuong trinh dao tao

3. Xay dung ké hoach vé cong tic khao thi va bao cdo két
qua hoat dong khao thi theo ké hoach thing ciia nha truong
4. H6 trg cong tac thanh toin kinh phi hoat dong khio thi
va cac ky thi lién két ngoai trwong do Trung tim phu trach;
5. Phu trach cong tac van thu cia don vi.

6. Cong tac khac theo phin cong cia Giam ddc, Hiéu
truéng.

CN. Nguyén Hoang An
Dién thoai: 0964.955.898

Email:
annh@vinhuni.edu.vn
nguyenantktt@gmail.com

1.Cong tac Pam bao chat luong;
2. Cong tac khao thi.

3. Cong tac bdi dudng chuyén
mon nghiép vu cho cén bg tap su
4. Cong tac khac theo phan cong
ctia Ban Giam ddc.

1. Cong tac Pam bao chit luwgng

- Tham gia xay dung cac quy trinh, biéu mau vé PBCL;

- Tham gia trién khai thuc hién cac hoat dong tu danh gia, danh
gi4 ngoai co s& gido duc va chuong trinh dao tao;

- Huéng dan xay dung ké hoach PBCL, giam sat viéc thuc hién
ké hoach BDBCL tai cac don vi;

ThS. Dinh Thi
Nga
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- Tham gia cong tac khao sat 1dy ¥ kién cac bén lién quan duogc
phén cong

- Tham gia xay dung tiéu chi va thuc hi¢n danh gia hoat dong
cac don vi theo tiéu chuan KDCL co s¢ dao tao va chuong trinh
dao tao;

- Tham gia cong tac dbi sanh chat lugng co s& gido duc va
chuong trinh dao tao

- Huong dan, giam sat thyc hién ké hoach cai tién chét luong
sau tu danh gid, danh gia ngoai,

- Quan 1y kho hd so minh chiing co s& gido duc va cac CTDT

2. Cong tac khao thi

- Tryc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, tryc
chédm thi KTHP;

-Khao sat nguoi hoc, phan tich dit liéu va cai tién cong cu danh
gia;

- Cép phat van phong pham cho cac don vi dao tao;

3. Cong tac boi duwdng chuyén mén nghiép vu cho can b
tap su

Truc tiép boi dudng chuyén mén nghiép vu vé cong tac PBCL
cho d/c Ng6 Thi Hanh.

4. Cong tac khac theo phén cong ciia Ban Giam ddc.

ThS. Dinh Thi Nga

1.Cong tac Pam bao chat luong;
2.Cong tac khao thi;

3. Cong tac ké toan qui Cong
doan.

4. Cong tac bdi dudng chuyén

1. Cong tac dam bao chit lwgng

- Tham gia xay dung van ban phuc vu van hanh h¢ théng dam
bao chit lugng bén trong;

- Tham gia xay dung cac quy trinh, biéu mau vé PBCL;

- Tham gia trién khai thuc hién cac hoat dong tu danh gid, danh
gia ngoai co s¢ gido duc va chuong trinh dao tao;

- Hudng dan xay dung ké hoach PBCL, giam sat viéc thuc hién
ké hoach PBCL tai cac don vi;

- Tham gia cong tac khao sat liy ¥ kién cac bén lién quan.

- Tham gia xay dung ti€u chi va thuc hi¢n danh gi4 hoat dong

ThS. Nguyén
Hoang An




Dién thoai: 0932.323.989

Email:
ngadt@vinhuni.edu.vn
maingal010@gmail.com

mon nghi¢p vu cho can bo tap su
5. Cong tac khac theo phan cong
ciia Ban Giam déc

cac don vi theo tiéu chuan KPCL co s& ddo tao va chuong trinh
dao tao;

- Tham gia cong tac dbi sanh chat luong co s& gido duc va
chuong trinh dao tao

-Huéng din, giam sat thuc hién ké hoach cai tién chat luong
sau tu danh gia, danh gia ngoai,

- Quan 1y hd so minh chimg dam bao chét luong.

- Lap du toan va lam thu tuc thanh quyét toan kinh phi hoat
dong mang dam bao chét luong.

2. Cong tac khao thi

- Truc thi hét hoc phan, ban giao d& thi, giao nhan bai thi, truc
chdm thi KTHP;

- Phan quyén nhap diém, tinh diém va import vao tai khoan ciia
hoc vién hé¢ SPH (chinh)

3. Thue hién cong tac ké toan qui cong doan ciia don vi;

4. Cong tac boi duéng chuyén mén nghiép vu cho cin bd
tap su

Truc tiép bdi dudng chuyén mon nghiép vu vé cong tic PBCL
cho d/c Tran Trung Prc.

5. Cong tic khac theo phan cong ciia Ban Giam déc.

Pinh Thi Kim Hao
(Can bo kiém nhiém
50%)

Dién thoai: 0919998815

Email:
haodtkim@yvinhuni.edu.v
n

1. Cong tac Pam bao chat luong;
2. Cong tac khao thi.

3. Cong tac khac theo phan cong
ctia Ban Giam déc.

1. Cong tac dam bao chit hrong

- Tham gia x4y dung vin ban phuc vy van hanh hé thong dam
bao chat luong bén trong;

- Tham gia x4y dyng cac quy trinh, biéu mau vé PBCL;

- Tham gia trién khai thuc hién cac hoat dong tu danh gia, danh
gi4 ngoai co s& gido duc va chuong trinh dao tao;

- Huéng dan xay dung ké hoach PBCL, giam sat viéc thuc hién
ké hoach DBCL tai cac don vi;

- Tham gia cong tac khao sét 1y y kién cac bén lién quan;

- Tham gia xdy dung tiéu chi va thuc hién danh gia hoat dong
cac don vi theo tiéu chuan KPCL co sé gido duc va chuong
trinh dao tao;

ThS. Dinh Thi
Nga
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- Tham gia cong tac dbi sanh chat luong co s& gido duc va
chuong trinh dao tao;

2. Cong tac khao thi

- Tryc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, truc
chdm thi KTHP;

3. Cong tac khac theo phén cong ciia Ban Giam ddc.

Ngoé Thi Hanh
bién thoai: 0975935937

Email:
hanhnt@vinhuni.edu.vn

1. Cong tac Pam bao chét lugng;
2. Cong tac khao thi.

3. Cong tac khac theo phéan cong
ctia Ban Giam ddc.

1. Cong tac dam bao chit lrgng

- Tham gia xay dung van ban phuc vu van hanh hé théng dam
bao chat luong bén trong;

- Tham gia xay dung cac quy trinh, biéu mau vé PBCL;

- Tham gia trién khai thuc hién cac hoat dong tu danh gid, danh
gia ngoai co sé gido duc va chuong trinh dao tao;

- Hudng dan xay dung ké hoach PBCL, giam sat viéc thuc hién
ké hoach DBCL tai cac don vi;

- Tham gia cong tac khao st lay y kién cac bén lién quan;

- Tham gia xay dung tiéu chi va thuc hién danh gia hoat dong
cac don vi theo tiéu chuan KPCL co sé gido duc va chuong
trinh dao tao;

- Thuc hién cong tac d6i sanh chit luong chuong trinh ddo tao
(chinh);

Tham gia cong tac d6i sanh co so gido duc

2. Cong tac khao thi

- Tryc thi hét hoc phéan, ban giao dé thi, giao nhan bai thi, truc
chim thi KTHP;

3. Cong tic khac theo phan cong ciia Ban Giam déc.

Nguyén Hoang
An

Tréan Trung Pirc
Dién thoai: 0948992888

Email:
ductt@vinhuni.edu.vn

1. Cong tac Pam bao chat luong;
2. Cong tac khao thi.

3. Cong tac dang bai website cua
don vi

4. Cong tac khac theo phan cong
ctia Ban Giam ddc.

1. Cong tac dam bao chit lwgng

- Tham gia x4y dung van ban phuc vu van hanh hé thong dam
bao chét lugng bén trong;

- Tham gia xay dyng cac quy trinh, biéu mau vé PBCL;

- Tham gia trién khai thuc hién cac hoat dong tu danh gia, danh
gia ngoai co s¢ gido duc va chuong trinh dao tao;

- Huéng dan xay dung ké hoach PBCL, giam sat viéc thuc hién

ThS. Dinh Thi
Nga
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ké hoach PBCL tai cac don vi;

- Tham gia cong tac khao sat 1y ¥ kién cac bén lién quan;

- Tham gia xay dung tiéu chi va thuc hi¢n danh gia hoat dong
cac don vi theo tiéu chudn KDCL co so gido duc va chuong
trinh dao tao;

- Thuc hién cong tac ddi sanh chit luong co s¢ giao duc (chinh)
- Tham gia cong tac dbi sanh chuong trinh dio tao

2. Cong tac khao thi

- Truc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, truc
chdm thi KTHP;

3. Cong tac dang bai website ctia don vi

- Ra soat website cuia don vi;

- Tham muu cdng tac cai tién website cua don vi

- Phuy trach cong tac upload bai viét 1én website

4. Cong tac khac theo phén cong ciia Ban Giam ddc.

CN. Phan Sy My
bién thoai: 0915.442.282

Email:
phansymy@gmail.com

Myps@vinhuni.edu.vn

1. Cong tac khao thi Pai hoc;

2. Cong tac khao thi Sau Pai
hoc;

3. Cong tac Khao thi dich vy;

4. Cong tac dam bao chét luong;
5. Cong tac khac theo phan cong
ctia Ban Giam déc.

1. Cong tac khao thi Pai hoc chinh quy

- Xép lich thi trén phin mém Tri Nam;

- T6 hop dé thi, nhap ngan hang cau hoi, truc giao dé, chdm thi
két thiic hoc phan;

- Chuén bi dit liéu thi TNKQ trén phan mém (cac hoc phan
Tiéng Anh c6 phan ki niang Nghe);

- Xuét dir liéu diém GK, CK, thdng ké phd diém va thong bao
két qua cho CBGD cac hoc phan thi TNKQ cuia K58 tré vé sau
(chinh);

- Tryuc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, truc
chédm thi KTHP;

- Kiém tra diém theo yéu cau;

- Khéo sat nguoi hoc, phan tich dit li¢u va cai tién cong cu danh
gia;

2. Cong tac khao thi Sau Dai hoc

Xép lich thi trén phﬁn mém Tri Nam;

ThS. Lé Viét
Diing
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3. Cong tac Khao thi dich vu

- Du thao va trinh ki cac quyét dinh, cong van, thu moi;

- H tro co s6 vat chit, van phong phdm cho Ban dé thi.

4. Cong tac dam bao chit lwong:

Tham gia cong tac to chirc danh gia ngoai, hd tro thu thap, cung
cap minh chung phuc vu danh gié ngoai.

5. Cong tac khac theo phin cong ciia Ban Giam doc.

ThS. Lé Viét Diing
Dién thoai:0919.190.380

Email:
dunglv(@vinhuni.edu.vn
ttttdhv@gmail.com

1. Cong tac khao thi dai hoc
chinh quy;

2. Cong tac thi cap ching chi;

3. Cong tac du tru van phong
pham;

4. Cong tac quan li tai san cong;
5. Chu tich cong doan bd phan;
6. Cong tac dam bao chat lugng;
7. Cong tac bdi dudng chuyén
mon nghi¢p vu cho can bo tap su
8. Cong tac khac theo phan cong
ctia Ban Giam déc.

1. Cong tac khao thi dai hoc chinh quy

- Thong bao, tiép nhan ban ra soat va phan loai hé théng ngan
hang céu hoi thi;

- Giao nhan dé thi hoc phan;

- Lam dé, nhan ban, dong goi dé thi;

- Nhap ngan hang cau hoi thi vao may, thiét ké va to hop dé thi
giita ky, cudi ky, phan cong lich tryc giam sat ctia cac hoc phan
thi bang phan mém TNKQ.

- Import diém vao phan mém (phan thi cip ching chi GDTC,
GDQP va phan diém thi cudi ky TNKQ trén may tinh);

- Chuan bi dir liéu thi TNKQ trén phan mém (trlr cdc hoc phan
Tiéng Anh c6 phan ki niang Nghe);

- Tryc thi hét hoc phéan, ban giao dé thi, giao nhan bai thi, truc
chém thi KTHP;

- Chém thi tric nghiém khach quan trén phan mém (chinh);

- Khéo sat nguoi hoc, phan tich dir liéu va cai tién cong cu danh
gia;

- Chuyén diém tir hé thong LMS sang hé théng quan 1y diém;

2. Cong tac thi cip chirng chi

- Nhap ngan hang cau hoi thi va quan 1y phan mém t6 chirc thi.

- T6 hop, kiém dé thi ching nhan ngoai ngir;

- Panh phach bai thi; nhan ban, dong gbi dé thi; nhap diém.

- Cham cac bai thi TNKQ trén phan mém.

3. Cong tac dy tru viin phong phim

CN. Phan S§ M§
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- Dy tri VPP cho thi két thiic hoc phan va nhin vin phong
pham vé Trung tdm, chia phat vin phong phim cho cac don vi
dao tao (chinh);

4. Cong tac quan ly tai san cong

- Quan li co s& vt chét ciia don vi (chinh).

- Lam to trinh thanh ly, bo sung co s& vat chat cia don vi

5. Cha tich cong doan by phan

6. Cong tac dam bao chit lwong

- Tham gia cong tac t6 chirc danh gia ngoai, hd trg cung cip
minh ching phuc vu danh gia ngoai.

7. Cong tic boi dudng chuyén méon nghiép vu cho cin bd
tap su

- Tryc tiép boi dudng cong tac khao thi chinh quy cho d/c Tran
Trung Dtrc

8. Cong tic khac theo phan cong ciia Ban Giam dbc.

10.

ThS. Nguyén Thi Ngoc
Ha

Dién thoai: 0945.336.286

Email:
hantn@vinhuni.edu.vn
ngochal 80688 @gmail.co

m

1. Cong tac khao thi dai hoc;

2. Cong tac khao thi dich vuy;

3. Cong tac thi cap chimg chi

4. Cong tac dam bao chét luong
5. Cong tac khéq theo phan cong
cua Ban Giam doc

1. Cong tac khao thi dai hoc

- Tiép nhan hd so ving thi ¢6 li do, nhan ding ki thi cudi ky bd
sung va xép lich thi cudi ky cho sinh vién vang thi c6 1i do
chinh dang (hd tro).

- Xép va thong bao lich thi cho sinh vién ding ki thi hoc phan
chuyén dbi (hd tro);

- Ghép diém thi GK K62 tré vé sau giri vé cho cac DVDT;

- Giao nhén, ghép diém bai thi ctia cac sinh vién vang thi c6 1y
do, sinh vién hoc cac HPCD;

- Nhap diém hoc phan K§ ning mém cho sinh vién PH hé CQ;
- Phéan quyén hé¢ PHCQ;

- Tryuc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, truc
chédm thi KTHP;

- Pong bd diém tir bang tam sang bang diém chinh thic trén hé
thong CMC;

- Lam thu tuc tam Ung va thanh toan kinh phi cho khéo thi

ThS. Nguyén Mai
Phuong
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DPHCQ (chinh).

- Khao sat ngudi hoc, phan tich dit liéu va cai tién cong cu danh
gia.

2. Cong tac khao thi dich vu

- Dy thao va trinh ki cac quyét dinh, céng van, thu moi, hop
dong;

- Hd tro co s& vat chét, van phong phém cho Ban d@é thi;

- Nhan dang ki thi IELTS;

3. Cong tac thi cap chung chi

- Panh phach bai thi; nhan ban, déng goi dé thi; ghép diém,
kiém do két qua, luu hd so thi;

- Giao nhan bai thi cip ching cho tiéng Viét cho sinh vién
ngudi nudc ngoai, thi cip chimg chi Gido duc quéc phong cho
sinh vién ngoai truong, ghép diém, nhap diém.

4. Cong tac dam bio chit lwong

- Tham gia cong tac to chirc danh gia ngoai, hd trg cung cap
minh ching phuc vu danh gia ngoai.

5. Cong tic khac theo phan cong ciia Ban Giam doc

11.

ThS. Tran Thi Hing
bién thoai: 0936.467.177

Email:
hangtt@vinhuni.edu.vn

hangchaul210@gmail.co

m

1. Khao thi sau dai hoc;

2. Cong tac khdo thi dai hoc;

3. Cong tac thi cap chimg chi;

4. Cong tac luu trir cong van di,
dén cua don vi;

5. Cong tac dam bao chat luong;
6. Cong tac khac theo phan cong
ctia Ban Giam ddc.

1. Phu trach chinh céng tac khéo thi sau dai hoc

- Lap lich thi, nhan ban va gui lich thi (ngoai truong);

- Tao d@ thi trén phz‘in mém, ddi chiéu dé, nhan ban, dong goi dé
thi hét mon;

- Giao d¢ thi, ho so thi va nhan bai thi ngoai trudng;

- Goi va bd tri CBCT két thuc hoc phén sau dai hoc (chinh);
- Kiém bai thi, don tai, ddnh phach, cit phach;

- Théng ké tinh hinh thi;

- Ban giao bai thi cho cac don vi dao tao dé cham (chinh);

- Théng ké chim bai;

- Giam sat qua trinh chim va nhap diém theo dung tién do;
- Kiém tra diéu kién du thi ctia hoc vién (ngoai truong);

- Tinh diém va inport diém vao tai khoan hoc vién;

ThS. Nguyén
Minh Hién
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- Phu trach cong tac thi bd sung kién thirc;

- Théng ké can bd vi pham 156i vé danh phach, nhap diém va
chuyén céc bén c6 lién quan.

2. Cong tac khao thi dai hoc

2.1. Cong tac khao thi dai hoc chinh quy

- Truc thi hét hoc phén, ban giao dé thi va hd so thi; truc chim
thi;

- Chuén bi VPP cho thi tric nghi¢m K58 tro vé sau;

- Nhan ban, dong goi, ban giao dé thi két thuc hoc phan.

2.2. Kiém tra diém qud trinh trwéc khi giao dé va diém ddnh
gid hoc phan cho khdo thi sau dai hoc, dai hoc hé VLVH, TX

3. Cong tac thi cap chung chi

Panh phach bai thi; nhan ban, dong goi dé thi, don tai, danh
phéch bai thi;

4. Luu trir cong vin di, dén cia don vi

5. Cong tac dam bao chit lwong

- Tham gia cong tac t6 chirc danh gia ngoai, hd tro thu thap va
cung cip minh chimng phuc vu tyr danh gia, danh gia ngoai.

6. Cong tac khac theo phan cong ciia Ban Giam dbc

12.

ThS. Nguyén Minh
Hién

Dién thoai: 0982.349.169

Email:
hiennm@vinhuni.edu.vn

minhhiendhv@gmail.co
m

1. Khao thi sau dai hoc;

2. Cong tac khao thi dai hoc
chinh quy;

3. Cong tac phan cong lich truc
hang thang;

4. Cong tac dam bao chét luong;
5. Cong tac khac theo phan cong
ctia Ban Giam ddc.

1. Cong tac khao thi sau dai hoc

1.1. Phu trach cong tac khdo thi trinh do Thac sy

- Lap lich thi, nhan ban va gui lich thi (trong trudng);

- B4 tri can bd coi thi két thuc hoc phﬁn sau dai hoc;

- Tao d@ thi trén phz‘in mém, ddi chiéu dé, nhan ban, dong goi dé
thi hét mon;

- Chuan bi van phong pham cho t6 chirc thi tai trudng;

- T chire phéch: tao va in ké hoach dén tui, tao bang dbi chiéu
s6 bao danh - s phach va bang diém theo phach hé sau dai hoc
(chinh);

- Kiém bai thi, don tai, ddnh phach, cit phach;

- Théng ké tinh hinh thi;

- Giam sat qua trinh chim va nhap diém theo dung tién do;

ThS. Nguyén Thi
Kim Nhung
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- Kiém tra diéu kién du thi cta hoc vién (trong trudng);

1.2. Qudn li diém nghién ciru sinh

2. Cong tac khao thi dai hoc chinh quy

- Tryc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, truc
chédm thi KTHP;

- T6 hop dé thi, nhap ngan hang cau hoi;

- Théng ké phd diém va thong bio két qua cho CBGD cac hoc
phan thi TNKQ ciia K58 trd vé sau.

- Tryc danh phéch, truc giao nhan bai thi véi cac don vi dao
tao(chinh).

- Chuén bi VPP cho thi tric nghiém K58 tro vé sau;

- Viét bi dung dé thi.

- Tb chirc phach: tao va in ké hoach don tui, tao bang ddi chiéu
sd bao danh - sb phach va bang diém theo phach, luu hd so
danh phach (chinh) h¢ PHCQ;

- Tryc danh phéch, truc giao nhan bai thi véi cac don vi dao
tao, truc cham thi KTHP.

3. Lap phan cong lich tryc Trung tim

4. Cong tac dam bio chit lwong

- Hb tro thu thap vacung cip minh ching phuc vu tu danh gia,
danh gid ngoai.

5. Cong tic khac theo phan cong ciia Ban Giam doc

13.

ThS. Nguyén Thj Kim
Nhung

Dién thoai: 0979.276.002

Email:

nhungntk@vinhuni.edu.v

n
nhung0402dtdhv@gmail.

1. Cong tac khao thi Sau dai hoc;
2. Cong tac khao thi dai hoc;

3. Cong tac thi ngoai ngit cp
ching chi;

4. Cong tac Pam bao chét lugng;
5. Cong tac khac theo phan cong
cua Ban Giam doc.

1. Cong tac khao thi Sau dai hoc

1.1. Phu trach cong tac khdo thi trinh d¢ Thac sy

- Lap lich thi, nhan ban va gui lich thi (trong trudng);

- B4 tri can bd coi thi két thuc hoc phén sau dai hoc;

- Tao d& thi trén phan mém, dbi chiéu dé, nhan ban, dong goi dé
thi hét mén;

- Chuan bi van phong pham cho t6 chirc thi tai trudng;

- T chire phéch: tao va in ké hoach dén tui, tao bang dbi chiéu
s6 bao danh - sb phéch va bang diém theo phéach h¢ sau dai hoc

ThS. Nguyén Thi
Ngoc Ha
ThS. Tran Thi
Héng
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com

(chinh);

- Kiém bai thi, don tai, ddnh phéch, cit phach;

- Théng ké tinh hinh thi;

- Giam sat qua trinh cham va nhap diém theo dung tién do;

- Kiém tra diéu kién du thi cta hoc vién (trong trudng);

- Thanh toén kinh phi coi thi, chdm thi Sau dai hoc (Chinh).

1.2. Qudn li diém nghién ciru sinh

2. Cong tac khao thi dai hoc chinh quy

- Tryc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, truc
chdm thi KTHP;

- Nhan ban, déng g6i, ban giao dé thi két thic hoc phan (chinh);
- Thong ké pho diém va thong bao két qua cho CBGD cac hoc
phan thi TNKQ ctia K58 trd vé sau.

- Tryc danh phach, tryc giao nhan bai thi véi cac don vi dao tao
(chinh).

- Chuan bi VPP cho thi tric nghiém K58 tré vé sau;

- Viét bi dung dé thi.

- T chire phéch: tao va in ké hoach dén tui, tao bang dbi chiéu
s6 bao danh - sb phach va bang diém theo phach, luu hd so
danh phach (chinh) h¢ PHCQ;

- Tryc dénl} phach, truc giao nhan bai thi vo1 cac don vi dao
tao, tryc cham thi KTHP.

3. Cong tac thi ngoai ngir cAp ching chi

Panh phach bai thi; nhan ban, dong g6i dé thi; ghép diém, kiém
do két qua thi.

4. Cong tac dam bao chit lwong

Tham gia cong tac to chirc danh gia ngoai.

5. Uy vién BCH Cong doan bd phan

6. Cong tic khac theo phan cong ciia Ban Giam doc

14.

ThS. Nguyén Mai
Phuwong

1. Cong tackhao thi dai hoc;
2. Cong tac thi cap chimg chi:

1. Cong tac khao thi dai hoc
1.1. Khdo thi dai hoc chinh quy

ThS. Nguyén Thi
Ngoc Ha
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Dién thoai: 0966.369.488
Email:
phuongnm@yvinhuni.edu.

vn
maiphuong.vinhuni@gm
ail.com

3. Cong tac thu quy cong doan,;
4. Cong tac dam bao chit luong;
5. Cong tac bdi dudng chuyén
mon nghi¢p vu cho can bo tap su
6. Cong tac khac theo phéan cong
ctia Ban Giam déc.

- Goi va bd tri can bd coi thi két thic hoc phén dai hoc chinh
quy (chinh);

- B4 tri c4n bo coi thi GK, CK hé PHCQ;

- T chire thi cho luu hoc sinh; nhap diém thi van dap cho luu
hoc sinh (chinh);

- Tiép nhén hd so véng thi c¢6 1i do, nhan ding ki thi gitta ky bd
sung va xép lich thi cho sinh vién véing thi c¢6 li do chinh dang
(chinh);

- Xur Iy cac bat thuong vé diém hé PHCQ, thong ké ho so sua
diém, chuyén diém va chuyén ho so cho cic bén lién quan;

- Xép va thong bao lich thi cho sinh vién ding ki thi hoc phan
chuyén dbi (chinh);

- Truc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, truc
chdm thi KTHP;

- Nhap diém hoc phan K§ ning mém cho sinh vién PH hé CQ;

- Kiém tra diém cho sinh vién theo yéu cAu: nhap danh séch,
kiém tra phach, kiém tra bai va tra két qua kiém tra vé Bo phan
mot ctra (chinh);

- Nhén va bao quan ho so thi TNKQ trén may tinh;

- Khao sat nguoi hoc, phan tich dir liéu va cai tién cong cu danh
gia.

1.2. Cong tac khdo thi VHVL va tir xa

- Nhan ban, déng goi dé thi hé VLVH, TX.

2. Cong tac thi cip chirng chi

- Panh phach bai thi; nhan ban, dong goi dé thi;

- Nhén dang ky thi IELTS va hoan thanh cong tac ndp 1€ phi thi
(Chinh).

3. Thi quy cong doan Trung tam

4. Cong tac dam bao chit lwong

Tham gia cong tac to chirc danh gia ngoai, cung cip minh
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chuing phuc vu danh gia ngoai.

5. Cong tac boi dudng chuyén mén nghiép vu cho cin bd
tap sw

- Tryc tiép bdi dudng cong tac khao thi cho d/c Ngb Thi Hanh
5. Cong tac khac theo phan céng ciia Ban Giam déc

15.

ThS. Trin Thanh
Huyén

bién thoai: 0943.376.669
Email:
huventt@vinhuni.edu.vn

1. Cong tac khao thi dai hoc;

2. Cong tac thi chung chi;

3. Cong tac thi dich vu;

4. Cong tac Pam bao chét lugng;
5. Cong tac khac theo phan cong
cua Ban Giam doc.

1. Cong tac khao thi dai hoc

1.1. Phu trach chinh cong tac khao thi VHVL va tir xa

- T hop, kiém dé, 1am dé, nhan ban, dong goi, ban giao dé thi
hét mon;

- Phan quyén nhép diém cho can bd vin phong cac don vi dao
tao;

- Nhan bai, kiém bai, chuyén bai thi; chuyén diém cho cac don
vi lién quan (chinh);

- X1r 1i sau thi (chinh);

- Luu ho so thi va hd so xir 1y bat thuong vé diém;

- Ban giao hd so thi cac 16p cho TT GDTX va Vién
NC&DTTT;

- Théng ké sd luong bai thi hoc phan va cung cip sd liéu cho
cac don vi lién quan;

1.2. Cong tac khao thi dai hoc chinh quy

- Ghép diém, chuyén diém cho cac don vi dio tao vé cac HPCD
(chinh);

- Nhap diém theo ho so chuyén diém (chinh);

- T6 hop dé thi;

- Tryuc thi hét hoc phan, ban giao dé thi, giao nhan bai thi, truc
cham thi KTHP;

- Thong ké sinh vién vi pham quy ché va xir Ii trén phan mém
(chinh);

- Nhap diém hoc phan K§ ning mém cho sinh vién PH hé CQ;
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- Nhép diém bai tip 16n cho SV;

- Kiém tra diém theo yéu cAu; nhdp sua diém theo hd so sira
diem;

- Khéo sat nguoi hoc, phan tich dir liéu va cai tién cong cu danh
gia.

2. Cong tac thi chirng chi

- Panh phéach bai thi; nhan ban, dong gbi dé thi; ghép diém,
kiém do két qua thi chimg chi.

3. Cong tac thi dich vu

- Du thao va trinh ki cac quyét dinh, cong van, thu moi, hop
dong;

- Hd tro co s& vat chét, van phong phém cho Ban dé thi.

4. Cong tac dam bao chat lwong

- Tham gia cong tac t6 chirc danh gia ngoai.

5. Cong tic khac theo phan cong ciia Ban Giam doc

Nghé An, ngay 01 thang 02 nam 2025

Hiéu truwéng Phé Giam dbc

GS.TS. Nguyén Huy Bing PGS.TS. Nguyén Thanh Di¢u




