CONG VIEC THUC HIEN CONG TAC TUYEN SINH 2018

1. BAN 1

1.1. B phan Tw vén
+ Phan loai doi twong thi sinh:
*T/hl - Thi sinh da ding ky online:
+ Tra ctru thong tin, kiém tra va hiéu chinh ndi dung di ding ky online cho day du va chinh

Xac;

+ In phiéu PKXT online va cho thi sinh ky x4c nhin vao phiéu PKXT online;
+ Huéng dan thi sinh chudn bi déy du céac hod so dé nop khi lam thu tuc nhap hoc;
+ Huéng dan thi sinh lién hé ndp ho so PKXT tai ban 2.
*T/h2 - Thi sinh chwa ding ky online:
+ Tu van, huéng dan thi sinh chon nganh nghé, bac dao tao;
+ Phat phiéu PKXT cho thi sinh;

1.2. B§ phian hwéng din viét phiéu ding ky xét tuyén
+ Hudng dan thi sinh dién day du thong tin vao phiéu ding ky xét tuyén;
+ Hudng dan thi sinh chuan bi ddy du cac hd so dé ndp khi am thu tuc nhip hoc;
+ Huéng dan thi sinh lién hé ndp hd so PKXT tai ban 2.

2. BAN2
2.1. Bo phin nhap dir liéu vao phin mém tuyén sinh
* T/n1 — Phiéu PKXT ban in (thi sinh d4 ding ky online):
+ Nhan phiéu PKXT va hd so (néu c6) ctia thi sinh rdi chuyén qua bé phén xiv Iy cip gidy bdo
triung tuyén ;
+ Hudng dan thi sinh dén ghé ngdi chd goi tén nhan gidy béo tring tuyén;

* T/h2 - Phi€éu PKXT ban viét tay (thi sinh khéng ding ky online):
+ Nhan phiéu DKXT va hd so (néu c6) ctia thi sinh;
+ Nhap thong tin trén phiéu dang ky xét tuyén viét tay cta thi sinh vao phan mém tuyén sinh;
+ Chuyén phiéu DPKXT va hd so (néu c6) cta thi sinh qua bd phén xir Iy cap gidy bao tring
tuyén.
+ Hudng dan thi sinh dén ghé ngdi chd goi tén nhin gidy bao tring tuyén;
2.2. B phan xir Iy cip gidy bao tring tuyén: Thyc hién phan loai hd so truéce khi in GBTT
* T/h1- Thi sinh ndp di hd so:
1. Thu toan bd hd so bang photo;
2. Kiém tra cac thong tin cua thi sinh d6i chiéu véi hd so thi sinh mang theo;
3. Duyét tring tuyén cho thi sinh;
4. Cap Gidy béo tring tuyén;
5. Ghi nhan n Gidy bao tring tuyén chir “OK”;
6. Thu 1¢ phi xét tuyén thu 30.000 dong/01 hé so;
7. Huéng dan thi sinh quy trinh lam tha tyc nhdp hoc;
8. Huéng dan thi sinh dén phong KH-TC dong tién nhip hoc.
9. Chuyén toan bo hd so cua thi sinh cho ban 3.

* T/h2- Thi sinh ndp thiéu hd so:
Khéng c6 gidy chirng nhan t6t nghiép (Bang tot nghiép) nhung c6 nhirng hé so khac:
1. Thu toan bd hd so bang photo;
2. Kiém tra cac thong tin cta thi sinh ddi chiéu véi hd so thi sinh mang theo;
3. Duyét tring tuyén cho thi sinh;



4. Cap mi hd so;

5. Hudng dan thi sinh quy trinh bd sung hd so va Bm thi tuc nhap hoc;

6. huéng dan thi sinh dén phong KH-TC déng tién nhap hoc.

7. Chuyén toan bo hd so cho thi sinh,

C6 gidy chirng nhan tot nghiép (Bing tot nghi¢p):

1. Thu toan bd hd so bang photo;

2. Kiém tra cac thong tin cta thi sinh ddi chiéu véi hd so thi sinh mang theo;
3. Duyét trang tuyén cho thi sinh;

4. Céap Gidy bao trang tuyén;

5. Thu 1§ phi xét tuyén thu 30.000 dong/01 ho so;

6. Huéng dan thi sinh quy trinh quy trinh b6 sung hd so va lam thi tuc nhip hoc;
7. Hudng dan thi sinh dén phong KH-TC déng tién nhap hoc.

8. Chuyén toan bo hd so ctia thi sinh cho ban 3.

* T/h3- Thi sinh khong mang ho so:

1. Thu phiéu PKXT;

2. Kiém tra cac thong tin cta thi sinh;

3. Duyét tring tuyén cho thi sinh;

4. Cép mi ho so;

5. Huéng dan thi sinh quy trinh bd sung hd so va Bm thu tyc nhap hoc;
6. Hudng dan thi sinh dén phong KH-TC dong tién nhap hoc.

7. Chuyén phiéu DKXT cho thi sinh.

* LUU Y NGHIEP VU CUA BAN 2:

Trudng hop thi sinh ndp ho so 13 ban sao c6 chirng thuwe thi khong dwoe yéu ciu xuit trinh ban
chinh @ dbi chiéu; Trudong hop thi sinh ndp hd so 1a ban sao khdng ¢6 chirng thue thi yéu cdu xuat
trinh ban chinh, nguoi tiép nhan hd so c6 trach nhiém kiém tra d8i chiéu ban sao v&i ban chinh sau dé
dong diu xac nhin di dbi chiéu v6i ban chinh. Khong yéu cau thi sinh ndp ban sao c¢6 chimg thuc.

3. Thisinh mang gidy b4o tring tuyén lién hé phong Ké hoach — Tai chinh dé dong tién hoc phi
nhap hoc.

4. BAN 3 -Nhén ho so 1am thi tuc nhip hoc
+ Nhan ho so nhap hoc cua thi sinh theo quy dinh;
+ Kiém tra, d6i chiéu thong tin trén phiéu DKXT véi hd so nhap hoc cua thi sinh (chi thuc hién
doi véi nhieng ho so chiea ghi nhan “OK” trén phiéu gidy bao tring tuyén);
+ Chinh stra lai thdng tin (néu cé sai sét hodc thay doi nganh nghé);
+1In phiéu nhap hoc cho thi sinh va tra lai bién lai dong hoc phi cho thi sinh;
+ Hudng dan thi sinh lién hé ban 4.

5. BAN 4 - Thi sinh mang thé bio biémy t& (néu c6) dén lién hé nhan vién trung tim y té dé
dwoe tw van thoi gian déng bao hiém y té va ding ky noi kham chira bénh ban dau.
+ Huéng dan thi sinh lién hé phong Céng tac Chinh tri - Hoc sinh Sinh vién tai ban 5.

6. BAN 5 - Thi sinh mang bién lai dong tién va phiéu nhian hd so nhip hoc dén lién hé phong
Cong tac Chinh tri - Hoc sinh Sinh vién dé mua dong phuc, chup hinh lam thé sinh vién va ké khai
ly lich.



