TRUGNG CAO DPANG LY TU TRONG TP.HCM  CONG HOA XA HOI CHU NGHIA VIET NAM

PHONG THANH TRA GIAO DUC - Pdc lip - Tu do - Hanh phic
CONG TAC SINH VIEN

Thanh pho Ho Chi Minh, ngay 25 thang 11 nam 2023

PHAN CONG NHIEM VU - CONG VIEC CUA CB-NV
TU THANG 12 NAM 2023

THOL | o CHO

e -
TT = HO VA TEN NHIEM VI GIAN |

Phu trach. quan 1y chung.

Phu trach truc tiép:

- Lap cac ké hoach, cong tac tO chirc |
nhan sur cua phong.

- Ho so thi dua cia CB-NV phong.

- Giai quyét tha tuc hanh chinh cho SV. |

- Thue hién ché do chinh sach cho §V.
- Tham muu chn Hi¢u truong Ve v 1eC uep
nhan, giai QU}El cac don thu ¢o n¢i dung | Giey hanh
phan anh. kién nghi. khicu nai, t0 céo g Truc Chu
2 PH va SV. chinh. | Nhat (b
LE XUAN cha | hidt bi d q - True thu hud
I, | THIEN - Quan ly tai san, t iét bi dung cu caa don Bay hing { uQc vao
Truong phong ",!., P g s o e : tuan va cac th?] k kh?a
- Giam sat viée chap hanh gio grac. cham budi 13 thi bicu va yeu
cong gid day theo thti khoa biéu cua Hai this Tur cau cua Nha
(GV: Hang thiang bao cao tong hop gui lh[r-‘iziu | trudmg)
Hi¢u truong va Thuomg true HDTD: | i
Quan ly ciac dir liéu, thong tin cham
cong GV trén phan mém PMT-EMS.
- Phdi hop vai cac don vi ldp bang thanh
toan g1 dav cua GV thinh giarg, gio
phu tro1 cua GV co hiru.
- Phéi hop vai cac don vi thude truong
thyc hién cac cong viec duoe Nha
truong giao.
Thay mat Truong phong giai quvet cong
vi¢e cua don vi Khi duge uy quyen.
Phu trach truc tuép:
- To chire. giam sat, phan cong NV thuc |
hién nhiém vu cong tac SV. ky ludt | - 09h30 =
trong SV. 1 7h30 Truc Chu
NGUYEN - TO chiie tiép va giai dap nhimg thic mii-; - Trye thir - | Nhat  (tay |
NG,OC I,“EP ' c¢ua PH va SV, ' Bay hang thudc Vao |
2.: | Pho Truong - Giai quyét don xin nghi hoc ¢6 phép cua | tuan va cac | thoi Khoa
phong SV. budi 16i thr | biéu v yéu
- T6 chire thuc hién cong tac danh 2ia két | Ba. thi cau ctua Nha
qua ren luyén cho SV toan truong. Nam, thu rudng)
- Theo dd1 cong tac phdt trién Dang trong | Bay.
sinh vién.

- Phoi hop voi PAO3, Cong an Q.Tén
Binh. Cong an P4 va chinh quyin dia |

phuong trong c¢Ong tac gitr gin a1 ninh
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chinh tri, trat tu an toan xa hoi trong SV.
- Chu tr1 va phf“-i hop var cac don vi lien |
quan trong vi¢c quan ly SV ngoai tra.
- T chire cap phat d{}nb phuc cho SV. ‘
- Phin cong NV klem tra, giam sat vige
chap hanh gio gmc cham cong gio dm :
theo thoi khoa biéu cua GV: Phan ¢
NV truc luan phién cac ngay tho B:ﬁi}’.
Chu Nhdt hang tuan (theo thing).
- Thuc hién nhiém vu khac do Ban Giam

hi¢u, Truong phong phan cong. |

HUYNH VAN
HIEU
Nhan vién hanh
chinh

- Tham muu Truong don vi tiép nhin va
giai quvét cac thu tue hanh chinh cho
SV.

- Phoi hop vai ngédn hang (theo chi dinh
cua Nha truong) trong viée phat hanh
the SV,

- Thuc hién nhiém vu khac do Lanh dao
phong phan cong.

= 06h3() =

1 Th30
- 13h00 =
16h00

GHI CHU

Truc Chu
Nhit va budi
t0i khi Nha
truomg/don

vi dicu dong

TRAN THI
THU HA
Nhan vién hanh
chinh

- Soan thao cac - vin ban, ho so nghi¢p vu
cua phong.

- Thuc hién ho so mién. giam hoc ghi:
xét, cap hoc bong KKHT. khen thudng
theo quy dinh.

- Thong ké. bao céo si so SV toan t-udng
hang thang: két qua rén luyén cia SV
oan truong.

- Thue hién ho so luu trir tai phong va
nop kho luu trir cua Truomg.

- Thuc hién nhiém vu khae do Lanl dao
phong phan cong.

07h00 =

15h00

True thir
Bay. Chu
Nhat va buoi
101 khi Nha
truomg/don

vi diéu dong

LUU HOANG
BAO CHAU
Nhan vién hanh
chinh

- Ho so tinh khéi lwong GV: Hung ngay
do dir liéu chdm cong GV. phin chia
khu vuc truc giam sat theo chi dao cua
LD phong va phdi hop véi anh/ch /em
kiém tra viéc ghi nhan thuc hién ndi quy
cua GV: Hang thang tong hop ghi nhén.,
bdo cdo Truomg don vi: Kiém tra gio
thue giang phuc vu ho so thanh toin
khoi luong giang day cho GV.

- Thuce hi¢n ho so thi dua cua don vi.

- Tong hop. lap bao cao thang cua Con vi.

- Thuc hién nhiém vu khac do Lanh dao
phong phan cong.

1Th30 =
19h30

Truc Chu
Nhit va budi
toi khi Nha
truomg/ don
vi diéu dong

NGUYEN TAT

THANG
Nhin vién

Quan v SV khoa Cong nghé thong tin -
(Cac khoa cao dang va trung cap khoi

12)

| 3h3() =
21h30 (tr
thir Hai dén

thtr Sau)

Ludn phién
truc thu
Bav/Chu
Nhat (theo
diéu dong
cua don vi1)
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YVE Luan phién
| NG BONG | Quin 1§ SV khoa Cong nghé thong tin - | 06h45 = | true thi
" s (Trung cdp khéi T4) 14h45 Bay/Chu
an vién Nha
LLuan phien |
truc tha
NGUYEN THI N | 06h45= | Bay/Ch
8. r}?hm ANH Quan ly SV khoa Dién — Di¢n tu L Aha5 Nhit (theo
e diéu dong
cua don vi)
| L.uan phien
6 lome LE | i 06145 = gg;.f?;ru
' S;{ .I ia (uah by b 14h45 Nhat (theo
Sl diéu dong
cua don vi)
: ) [.uan phién
10 II;J:IN vikA Quan Iy SV khoa Nhi¢t — Lanh, khoa | 06h45 = true thi
" | Nhan via May — Thaoi trang 14h45 Bay/Chu
an vién Nhit
: Ludn phién
AT TR Quan ly SV khoa Kinh t¢ - truc thir
1. | HUONG (cac 16p thude TS Bo mén Du lich - 06h45 = | Bay/Chu
Nhin vién Khach san, M lop: QKS, QNH, QDL, | 14045 Nhat (theo
QLH, KLB) dicu dong
cua don vi)
NGUYENTH) Quan ly SV khoa Kinh té Lukn phién
12. | THAO (cdc 16p thude T6 B mén Tai chinh Ké | 0930 = | tryce thir
Nhan vién toan, Quan tri kinh doanh, Ma lop: 17h30 Bﬂlif Chu
KTD.QTD, TCD.LGT, TMD) Nhit
in 1¥ SV khoa DPdng luc Ludn phi¢n
PHAM HUY wa SRR 11ThO0 = | truc thit
13. HOANG (cdc 1op cao dang, trung cap khoi 12 nam | 19100 Bay/Chu
Nhan vien chan va trung cap T4 ndm l¢) Nhit
: in 1y SV khoa Dong lye Luan phien
AEIUN AL WY | L , 09h30) = truc thir
14. MY (céc 1op cao dang, trung cép T2 nam leé va | 17130 Bay/Chi
Nhan vien trung c¢ap T4 ndm chan) Nhit
. Luan phién
s [BUIBUC | Quan Iy SV khoa Ngogi ngt, khoa Xdy 0930 = | truc th
Nhal




MOT SO YEU CAU bOI VOI CB-NV CUA PHONG:

- Nam vimg nhimg quy ché. quy dinh. thong tu doi vOi SV.

- Phéi hop kiém tra, nhdc nho, gido duc. xir ly SV di tré tiét hoc. bo tiét, vi pham tac
phong, dong phuc.

- Pam bao dung gio gidc lam viéc. ticn do cong viée thoi han bao cao.

- Chap hanh nghiém sy phan cong cua Lanh dao phong.

- Quan ly an ninh trdt wr. theo doi. kip thot giai quyvet nhimg vu viée xay ra trong SV tai

khu vue duge phin cong trong suot thoi gian truce (ké ca gior hoc. gio giai lao, gio nghi...).

- Cép nhat dir licu ddy du va chinh xéac ghi nhan vé thue hién noi quy cua GV trén trang

tinh va phan mém PMT-EMS.
- P6i vai NV Quan Iy SV:
e Chiu trach nhiém toan dién vé SV cua khoa duge phian cong.
e Phoi hop vai1 CVHT dong vien. dé xuit khen thuvong SV. can bo lop tich cuc.
e Hoan thién ho so kv ludt SV: luu trir ho so ky ludt SV tir hinh thae Canh cao tro
xuong.
e Thiét lap moi quan hé gitra nha trudng véi gia dinh.

e Phoi hop CVHT lap danh sach SV nghi hoc nhiéu thong bao vé cho gia dinh. Néu
SV tiép tuc nghi, thue hién ho so tam ngung hoc, thoi hoe (thue hign trude ngay 25 hang thang).

e Xiy dung mang ludi SV nong cot nhdm nam bit tinh hinh chinh tri tu trudong, tam tu
nguyén vong va hoan canh gia dinh cua SV.

. Tlep va giai dap nhimg thic mac cta PH va SV.
o Phdi hop vai T6 quan ly Ky tic x4 theo ddi tinh hinh chuyén can cua SV ndi tri.
e TO chirc danh gid két qua ren luyén SV theo timz hoc ky.

Nhi¢m vu va thoi gian néu trén duge ap dung tai don vi ké tir ngay Ky ban hanh. trong qua
trinh thye hién néu ¢6 vurdng mac hodc ¢an hd trg. dé nghi bdo cdo Lanh dao phong dé phoi hop
giai quyét Kip thoi hodc dicu chinh lai cho phi hop véi tiah hinh nhéan sy va dac thu tinh chat

cong viée cua don vi./.

TRUONG PHONG

L¢ Xuan Thién



