Truong Cao déng Ly Tu Trong Tp. Hé Chi Minh
Phong T4 chitc - Hanh chinh - Tong hop

PHAN CONG CONG VIEC POI VOI VIEN CHUC QUAN LY + NHAN VIEN

PHONG TO CHUC - HANH CHINH - TONG HQP

(Twrngay  /10/2018)
Chiu
: Chiu trach g
So = A . Nguoi e x trach GHI
TT NOI DUNG CONG VIEC thue hin nhl’(;m Ho tr¢ 1hiém CHU
’ i chinh 2
kiém tra
I |Hanh chinh
A- Vin thw
1 |Hd so vin thu: Vin ban di, dén VAN+LY| VAN LY
2 |Ra soat thé thirc vin ban - Trinh ky VAN+LY| VAN LY
3 |Tim/in vdn ban dién tir hang ngay VAN+LY| LY VAN A
4 |Scan + photo van ban VAN+LY| LY CHi
Soan QP theo dé nghi ctia cac don vi + In|_ , .
S . Q; 5 g, "R " 2 VAN + LY LY CHI
+ ép giay khen cua ca nhan/ tap the
B- Luu triv
Luu trit hd so di, dén, nghiép vu (theo qu . . n
6 |, ’ ghiép vu ( W cni CHI VAN NAM
dinh)
C- Thw ky cdc cugc hop Nha truong
7 |- Thu ky céc cude hop do trudng t6 chire NAM NAM
- Hoan chinh K& hoach cong tac thang (sau
8 | . ; . : ; NAM NAM
cudc hop giao ban), trinh ky ban hanh
D- Cong viéc hanh chinh
Cép nhat danh ba dién thoai cta truong gui
9 |Ban Giam hiéu + cac don vi khi c6 thay ddi vé| LY LY VAN
co cAu td chirc va nhén su.
10 |Dit in tai liéu theo chi dao ctia BGH LY LY VAN
© : . x ’ \ A A NAM
11 {Pat hoa tuoi cho cac hoat dong cia truong VAN VAN LY
Hd so hdu cdn cac hoi hop cdp trudng:
12 |thiép moi /khach moi /banh trai /chi phil VAN VAN LY
/trang tri /qua tang khach
Soan thao quyét dinh di cong tac cia BGH;
13 |Gidy uy quyén; Book vé may bay + phong| NAM NAM
khach san BGH di cong tac.
14 |Hb so quan ly tai san cua phong LY LY ANH THIEN
PHUONG :
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Chiu

< Chiu trach
So - A A Nguoi o x .. trach GHI
T NOI DUNG CONG VIEC thue hién nhtem HO tro nhiem CHU
: : chinh 2
kiém tra
I1 |Céng tac tb chirc can bo
1. Tuyén dung
Hb so hop dong trudong (tuyén dung + gia N N . ’
15 Ty g . : UYNH | THIEN
han + thong bao cham dirt hop dong) PHUQNG | PHUQONG Q '
X 2 ‘n ., N N N THIEN +
16 |HO so tuyén dung vién chirc PHUONG | PHUONG QUYNH HOA
Hb so tap su, b nhiém CDNN dbi véi vién N .
17 chlrrc; Ho‘s.cr xét Achuyen CDNN cho vién PHUQNG | PHUGNG QUYNH | THIEN
chtre, nguoi lao dong
H6 so hop dong thinh giang + thanh ly hop . N . A
18 { .5 , ., g LIEU UYNH | THIEN
dong thinh giang PHUQNG Q .
2. Quadn ly nhan sw
HO so Web Sé N6i vu; Ho so chuong trinh NG
19 EPMIS ; Lap danh sich CBGVNV hang| LIEU LIEU PHUONG
quy
Ho so x4y dung doi ngfl (bing chuyén md 5 . A
20 y dung do1 ngli (bang chuyén mon, LIEU vEN ANH
c/c NVSP...) PHUQNG
HO6 so tinh gian bién ché + ra soat mbi 6 " ~ ANH
21 théng LIEU LIEU | pyvoNG
Soan thao c4 b bb 1€ a thuyé R . ]
2 . aAo. Aac QD bd nhiém va thuyén VAN TER N
chuyén ndi bd PHUQNG
3 Hb so chuyén dbi vi tri viée 1am + ra soat N ANH LIEU
hang nam PHUQNG | PHUQNG
3. Té chikc cin bo
24 Ho6 s?o* qu}f dinh bo .may, chuf: nang nhiém THIEN | THIEN YEN
vu cua truong/don vi truc thude
25 P¥101 h?p ra soat HO so quy hoach can bo THIEN | THIEN -
hang nam
Ho P s I - Nha <A \ .
26 o\ so Danh gia VCQ Nhén vién toan HOA HOA N‘
truong PHUQNG
7 Igo fO’ ca’c Qb thztnh lap HBE), B‘a.n C’hl dao, THIEN | THIEN i
t6 cong tac theo nam hoc, nam tai chinh
)8 H? so cac quy dinh/ ndi quy/ché do lam _—— YN THIEN
viéc
Béo cao danh sach va theo ddi nhin TB -| LIEU + ANH
29 |QP huu tri hang nam; HO so tra ban chinh| ANH PHTCING QUYNH
PHUQNG ’

cac Qb
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Chiu

v Chiu trach
So - A " Nguoi L n x . trach GHI
TT NQI DUNG CONG VIEC thure hién nhlr(_em HO tro — CHU
chinh i%
. ) kiém tra
Chuyén thong tin ve thay do6i nhan sy (ting,
giam, thuyén chuyén noi bd...) cho P. TB-VT LT+
in + in lai thé cl BGVNYV; Gui ch 4 . 2 L
g { @ 1 the cho LEGVIY; Gw cho rubmg) "o’ | pypy |- oo
don vi lién quan, phong KH-TC, Chu tich PHUONG
Cong doan, ngudi quan ly Egov va ca nhin ’
lién quan
Ho so mién nhiém, b6 nhiém CB + QP bd| _ . . ]
31 . YEN YEN THIEN
nhiém
an 1y + cdp nhat toan bo hd so ¢4 nha " 5 A
1 Quan ly ap nha n I?Q 0 so ca nhan [IEG LIEU ANH
CB, VC,NLD theo quy dinh PHUQNG
H6 so xét trach nhiém boi thudng cua vién 5 5 N
<. J e QUYNH | QUYNH | .o ONG
X . . A X vk N ANH N
34 |Ho6 so vién chuec thuyén chuyén di/dén PHUONG | PHUQNG QUYNH
35 [Hb so ké khai tai san cia CBVC HOA HOA YEN
3. Ché dp
H6 so huéng/nang ché do phu cip thdm 2 = ANH
) ) LIE 1
0 e UM™Y | eruonG
H6 so xép/nang luong vién chirc; Na . .; i
37 [HO s0 x,p nang luong vién chirc; Nang LIEU LIEU ANH
luong trude han; PHUQNG
H6 so thanh toan lwong + cac ché do phu N
38 cap theo ~l.uornig (C}ill;l’c vu, trach nhiém, doc| QUYNH | QUYNH PHUONG
hai, uvu dai, tham nién)
39 |Hb so thanh toan ché d6 phu cdp com trva | QUYNH | QUYNH YEN
HOA
40 |H6 so thanh toan ché @o ABC QUYNH | QUYNH YEN
Hb so thanh toan ché dd phu cép kiém . ,
41 . QUYNH | QUYNH
nhiém
42 |H6 so thanh toén ché d tro cp thoi viée QUYNH | QUYNH HOA
Hb so thanh toan cdc ché d6 tai nan, 6m
43 |dau, khong hudng luong, thai san, huu tri,| QUYNH | QUYNH
thoi viée, that nghiép, tir tuat
Hb so trich ndp BHXH hang quy cua ngudi . .
44 P & quy cua nglol ouyNe | QuNH

lao dong
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Chiu trach

Chiu

Sb 5 A ’ Ngui ” . trach GHI
T NOI DUNG CONG VIEC thue hién nhl,(_%m HO6 tro nhidm CHU
’ ) chinh Pl
ki€m tra
Hb so lién hé véi BHXH vé ché d6 tai nan,
om dau, khong hudng luong, thai san, lién o
45 |quan dén huu tri + thoi viéc + that nghiép +| QUYNH BCONG
tir tudt/ Ho so BHXH lan dau, ra soét, diéu '
chinh, thuyén chuyén dén/di
Lap HS thanh todn n¢ cia CBGVNYV, tra ; A
46 | 7P B> Tlanh foan ne > 18 quynm | ANH
HS huu tri, thoi viée PHUONG
47 |H6 so ché d6 nghi khong huong luong QUYNH | QUYNH
Ho6 so thanh todn/chi cic ché do theo dé . .
48 o oAU : UYNH UYNH HOA
nghi cua ca nhan va theo QCCTNB k. "
Ho6 so phan cong CM/ché d6 phu cdp uu
ddi GV truc tiép gidng day. Tinh khéi| . . i
49 2 P ;g. he }’A , ;0 ! YEN YEN THIEN
luong chuan va khoi luong cong tac mién
giam cua GV
HO so nghi phép/ nghi dm/viéc riéng/thanh s A A
50 , g P prag i & YEN ANH THIEN
toan nghi phép PHUQNG
51 Hb so xdc nhin CBGVNV/x4c nhéan thu LIEU ANH
nhap PHUONG
4. Pi hoc, dao tao, boi duing
H6 so tap hudn, bdi dudng CMNV, di cong
52 |tac cuia CBGVNV/nhép dit liéu di cong tac| YEN YEN
+ & \ A A 5 ’ i
di hoc theo don vao phan mém quén ly THIEN
53 |HO so di nudc ngoai YEN YEN
54 |Hb so dao tao sau BH YEN YEN
5. Thi dua
Ho6 so tong hop cong tac thi dua - khen N
55 ‘chuk'orng,A ky lgat cua truong. Cap nhéat vao| HOA HOA PHUQNG
phan mém thi dua.
56 |Hb so sang kié N HOA N
0 so sang kién PHUONG PHUGNG
57 [H6 so danh gia vién cha 5i lao d6 LIEU LIEU ANH
0 so danh gia vién chiic, nguoi lao dong PHUONG
Ho6 so cung cip thong tin + xét ky niém ANH HOA
58 |chuong VSNGD; xét danh hiéu NGND,| LIEU LIEU PHUONG

NGUT
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Chiu

' Chiu trach
So % A - Nguwoi e x trach GHI
T NOI DUNG CONG VIEC thire hién nhl,e;m Ho tro nhiém CHU
: chinh X
kiém tra
6. Bdo vé, an ninh trdt tw
59 |Hb so cong tac va lich truc cta td Bao vé YEN YEN THIEN
H6 so an ninh trat tu, PCCC, kiém tra lién _ _
60 | . S ’ THIEN | THIEN
phong
Ho6 so phdi hop quan Iy cac dich vu va _ _
61 X ; ’ ' THIEN THIEN
KTX vé ANTT i i
Trinh giai quyét céc lién hé cia dan cu
62 & W - T NamM | Nam
xung quanh truong
III |Tong hop
H6 so bdo cdo cong tac hang thang cuia ’ i
63 . YEN THIEN HOA
phong TC-HC-TH i
Tong hop cac loai bdo céo (hang thang;
64 [theo but phé cia BGH giao cho| LY LY YEN THIEN
P. TCHCTH chu tri) tir cac don vi
65 |Ho so tong hop béo céo thdng ké nhéan su LIEU LIEU ANH THIEN
- : PHUQNG -
66 |H6 so, bao cao lién quan dén ché do QUYNH | QUYNH HOA
Tong hop sé ngudi véng hop trong nam
67 |(trich tir Bién ban hop cta Nha trudong, tinh| VAN NAM
theo nam hoc)
Tong hop sé 1an ndp bao cdo tré cua céc A
63 ong hop nop re cua LY Ly Cac CV

don vi (bdo cdo do P.TCHCTH lam chu tri)

thuwe hién

Phdi hop hd so cong tac Tu danh gid (cac

Theo phéan

69 | .. 2\ n . . A L
tiéu chuan va tiéu chi do phong thuc hién) cong
= Phéi hop soan thao VK Hbi nghi CB, CC,| Theo phan
VC lién quan cong
71 Tham gia H6 so lap ké hoach chién luge PT| Theo phén
truong + cap nhét diéu chinh hang nim cong
7 Tham gia HO so K& hoach cong tic hang| Theo phan
nam + Chuong trinh hanh dong cia truong cong

73

Tham gia cac HOi dong, tO cong tic cua
truong

Theo phén
cong
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Chiu trach

Chiu

Sé B A ’ Nguoi . x trach GHI
T NOQI DUNG CONG VIEC thue hign | MM Hotrg | o | chp
: ’ chinh iz
ki€ém tra
IV |Hb so Cong doan
74 |HO so cong tac té Cong doan YEN
V |Hb so IS0 9001: 2015

Qua trinh M1: Quén ly rti ro va Hoach
75 |dinh viéc tmg ph6 dot xuat (Cha qua trinh: | THIEN YEN

Hiéu trudng)

K <2 " " . NAM +
trinh M2: t th A _

76 Qvua 1:111 : Kl,el’I% soat thong .tAln dang VAN+LV| NAM THIEN

van ban (Chu qua trinh: Mr. Thién) :

+ CHI

Qua trinh S1: Tuyén dung va phat trién ;glg g
77 nl’ll?n Vlelﬂl (Chu qua trinh: Mrs. Minh - Pho PHU (..TN c| THIEN HOA

Hiéu trudong) + LIEU

Lap danh muc HO so, tai liéu cta trud .
78 | P ' s W Hons CcHi | NAM LY

theo ISO

Lap danh muc HO so, tai liéu ciia phong TCH x
79 P ’ 50 ’ phong LY NAM VAN

HC-TH theo ISO

Luu Ho so, tai liéu ISO cia trudng va ct 5 .
80 Al catiuongvacia ' yAN | NAM | cHi+LY

14 qua trinh

NGUYEN TAC:
- LAM VIEC VOI TINH THAN TRACH NHIEM CAO NHAT
- LUON LUON HQOC HOIL, CAU THI TU PONG NGHIEP

- CHIA SE VA SAN SANG HO TRQ TOI PA VOI PONG NGHIEP VI CONG VIEC CHUNG
CUA PHONG
- TICH CU'C THAM GIA CAC HOAT PONG THEO NHOM
- TON TRONG VA YEU QUY PONG NGHIEP

HIEU TRUONG DUYET
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Ngay

thang 10 nam 2018

P. T6 chire - HC - TH




