PHAN CONG NHIEM VU CAN BQ TRONG PHONG

TT

Ho va tén

Linh vuc cong tac

Cong viéc cu the

Nguoi phéi hop hoac
thay the khi vang mat

Ghi chua

Nguyén Hong Soa
Truwong phong
0904.789191
nguyenhongsoadhv
@gmail.com

Cong tac cai cach
hanh chinh

Tham muu cho Nha trudng cong tac cai cach hanh
chinh; xay dung ké hoach thyc hién cai cach hanh
chinh hang ndm

Ban hanh céc van ban, biéu mau thuc hi¢n cong tac
cai cach hanh chinh va huéng dan cac don vi tryc
thudc truong thuc hién

Tham muu danh gié cong tac cai cach hanh chinh
cua cac don vi tryc thudc truong

Cong tac tong hop

Chuan bi ndi dung cho céc cudc hop Hoi dong nha
truong, Ho1 nghi cdng chire, vién chire hang nam,
cac hoi nghi tong két chuyén dé, tong két nam hoc

Thu ky cac cudc hop cua Ban Giam hi¢u

Thu ky cac cudc hop cuia Hoi dong Nha trudng; cac
budi lam viéc cua lanh dao Nha truong

Lé Thi Mai Lam
Nguyén Quoc Diing

Theo ddi, 1am tot cong tac thong tin gitra Nha
truong va cac don vi trong truong, gitra Nha trudong
véi cap trén va cac co quan ngoai truong

Lé Thi Mai Lﬁm
Nguyén Quoc Diing

Cong tac van thu,
Iuu trix, phap che

Tham muu ban hanh céc van ban ctia Truong theo
chtrc ning, nhiém vu cua Phong gdm: Quy ché, quy
dinh, ké hoach, céng vin, chuong trinh cong tac,
thong béo, thdng tri triéu tap, huéng dan to chirc
cac hoat dong

Xéc nhan chir ky cua can bg, vién chuc trong céac
van ban dugc phép

Lé Thi Mai Lam
Nguyén Quoc Diing

Theo ddi, quan 1y, vao s6 cong vin dén dé trinh
Hiéu trudng, chuyén cong van dén cac don vi chic
nang, CAC C& Nhan (qua hé thong qudn Iy hanh chinh
dién tir eOffice) dé thuc hién

Nguyén Thi Thu Huong

Theo doi va bao cdo Ban Giam hiéu tién dg xu ly

Nguyén Quéc Diing




van ban va cong viéc cua cac don vi

Chi dao viéc bao quan, sir dung con dau cua
Truong, dau cia cac don vi trong Trudong va cac

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

cong van, gié}{ to theo dung quy dinh, dam bao Nguyén Thi Thu Huong
nguyén tac ché do bao mat cua Nha nudce
Chi dao viéc dat mua cac loai béo, tap chi theo ké Nguyén Thi Thu Huong

hoach da dugc Nha truong phé duyét hang quy

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

Quan 1y diéu hanh, theo dbi viéc sir dung hé thong
quan 1y hanh chinh dién tr eOffice; thuong truc cua
Ban Quan 1y, Ban Bién tap website va email cua
Truong

Hoang Ha Nam

Dau moi t6 chirc cac hoat dong ky niém, sy kién
16m cua Nha truong

Hoang Ha Nam

Phu trach 1& nghi, khanh tiét, trang tri cho cac hoat

Hoang Ha Nam

Cone tic 13 t4n dong 16n ctia Nha truong Pham Thi Hién
8 ’ Phoi hop t6 chitc cac hoat dong, 1€ nghi tai Nha
phuc vu A LA
truyén thong
C}lu‘an b1_ va tl}gc hl?l’l cong tac tiép klA,lacAh d?n tham L& Thi Mai Lam
va lam vi€c voi Truong; xay dung ché do tiép Neuyén Quée Diin
khach va tiép khach phu hop véi timg déi tuong sy &
Quan ly, diéu hanh | Quan 1y, diéu hanh hoat dong cua T6 xe phuc vu ,
hoat djong cia To cho céc hoat dong cua Ban Giam hiéu, cac hoat Nguyén Quoc Diing

Xe

dong dao tao cua Nha truong

Hoat dong ctia Bo
phin mot cira

Quan ly, diéu hanh thyc hién, tiép nhan, giai quyét
cac thu tuc hanh chinh, giadi dap céac thong tin, yéu
cau, dé nghi va tra két qua cho can b, vién chiic,
hoc sinh, sinh vién, hoc vién, khach cua Truong tai
Bd phan moét ctra

Lé Minh Giang
Doan Thi Thuy
Nguyén Thai Diing

Hoat dong cua

Phu trach chung. Tryc tiép phu trach:




Phong

- Cong tdc chinh tri, tw twong, cong tac thi dua cua
Phong;

- Céng tdc can bo. Quan 1y ho so can b, vién chire
trong Phong;

- Chu tri cdc cudc hop lanh dao Phong va can bo
vién chuc cua Phong

- Quan ly tai chinh cua Phong

Lam viéc voi Truong, Pho cac don vi truc thuoc
Truong

Tiép cdn b, vién chite Nha trwong dén lam viéc véi
Phong

Lam viéc véi khdch ngodi Trwong dén cong tic voi
Phong

Lé Thi Mai Lam
Pho Truwéng phong
0903.429408
mailam_dhv@
yahoo.com

Cong tac tong hop

Lap chuong trinh ké hoach thang, hoc ky va nim
hoc

Nguyén Hong Soa

Lam bao céo cong tac thang, hoc ky, ndm hoc, céac
loai bdo c4o khac theo yéu cau cua Truong, B
Giédo duc va Pao tao, cac co quan khac

Nguyén Hong Soa

Thu ky cac budi lam viéc cua lanh dao Nha truong

Nguyén Hél}g Soa
Nguyén Quoc Diing

Cong tac thi dua,
khen thuwdong

Tham muu cho Nha trudng trong viéc to chirc thuc
hién Luat Thi dua - Khen thuong va cac van ban
hudng dan

Thuong truc Hoi dong thi dua Trudng; tham muu
cho Hiéu trudng va Hoi dong thi dua Trudng vé
tiéu chuan, tiéu chi, ké hoach, chuwong trinh cac
phong trao thi dua

Thu nhan va xt 1y hd so xét duyét cac danh hiéu thi
dua, khen thuong, cac y kién phan anh, cac dé xuat
trong cong tac thi dua dé phuc vu cho cac cudc hop
ctia Hoi dong thi dua Truong

Thu ky cac cudc hop cua Hoi dong thi dua Truong

Hoan chinh h6 so, vin ban dé Hiéu trudng quyét




dinh khen thudng hodc dé nghi cap c6 tham quyén
cong nhan cac danh hiéu thi dua va cac hinh thuc
khen thudéng bac cao cho céc tap thé, ca nhan

Cong tac van thu,

Xac nhan chir ky cia can bg, vién chure trong céac

Nguy%n Hé)t}g Soa

lwu tri, phap ché van ban dugc phép Nguyén Quoc Diing
Quan ly tai san cua Phong dugc Nha truong trang

Cong tac 1€ tan, bi, tai san cac phong lam vi¢c cua Ban Giam hi¢u, | Lé Dtic Théng

phuc vu cac phong hop, phong khanh tiét, Hoi trudng va cac | Pham Thi Hién

trang thi€t b1 Nha truong giao cho Phong quan 1y

Hoat dong cuia
Phong

Theo doi, quan ly hoat dong mua, su dung va thanh
toan cac loai hang hod, nhu yéu pham phuc vu lanh
dao Truong va cac hogt dong cua Truong

Nguyén Thi Thu Huong
Pham Thi Hién

Lam viéc voi can bg, vién chirc cua Truong vé cong
viéc dwoc phan cong

Lam cac cong viéc khac khi co yéu cau cua Truong

phong

Nguyén Quéc Diing
Pho Trudéng phong
0913.039877
nguyenquocdungdhv
@gmail.com
dungng@vinhuni.
edu.vn

Cong tac tong hop

Lap chuong trinh ké hoach tuan

Nguyén Hong Soa

Thu ky cac budi lam viéc cua lanh dao Nha truong

Nguyén Hong Soa
L& Thi Mai Lam

Theo ddi, chi dao hoat dong cia Van phong cac
khoa dao tao, truong truc thudc; phéi hop céc hoat
dong vdi Van phong Pang uy, Cong Poan, Poan
Thanh nién, Ho1 Sinh vién trudong

Cong tac van thu,
luu trir, phap che

Tham muu cho Hiéu trudng ban hanh va bo sung
(khi can thiet) Quy ché cong tac van thu, luu triv
Truong Pai hoc Vinh

Cap gidy gidi thiéu, gidy di duong cho can bo theo
uy quyen cua Hi¢u truong

Nguyén Hong Soa
L& Thi Mai Lam

Y sao céc van ban cuia Nha truong ban hanh (trur
van bang, chung chi, bang diém)

Sao luc cc vin ban dé phuc vu cac hoat dong ctia
Nha truong

Xéc nhan chir ky cua can bg, vién churc trong céc

Nguyén Hong Soa




van ban dugc phép

Lé Thi Mai Lam

Kiém tra thé thurc, tinh hop phap cia cong van di

truéc khi trinh ky Nguyén Thi Thu Huong
C;l_ll .(12_10 c_ong‘tac luu tr1~I tai li€u, phuc vu khai thac Lé Blic Théng
tai li€u tai phong luu trir
In cac loai vin bang, chung chi, gidy chirng nhan R z
do Truong Pai hoc Vinh cap Lé Duc Thang
Truc tiép xu 1y, di€u dong 1ai xe theo phé duyét cua

Quin Iy, didu hanh | Ban Gidm hi¢u Nha truong; Theo doi bao quan, bao |y 4 yi3n0 Tpanp

N R tri, bao dudng xe; thanh toan xang dau, mua bao S R
hoatdgng cia To | 13, v dinh ky theo quy dinh, quy trinh ky thuat, | 2 Vit Thong
Xe ' Y quy ¢intl, quy y thudt, Nguyén Hiru BPuong

cac quy dinh; thyc hanh tiép kiém chdng lang phi
trong van hanh xe

Hoat dong cuia
Phong

Lam viéc véi can bo, vién chire ciia Truong vé cong
viéc dwoc phan cong

Phu trdch phuc vu tuyén sinh sau dai hoc theo phan
cong nhiém vu cua Nha truong doi voi Phong

Nguyén Thi Thu Huong
Pham Thi Hién

Lam cac cong viéc khac khi co yéu cau cua Truong

phong

Cong tac van thu,

Trinh duyét, ky, nhan ban dung $0 luong, vao $0

L& Minh Giang lwu trir, phap ché | theo ddi va giri cac cong vin di Lé birc Thing
Chuyén vién Quan ly, diéu hanh thyc hién, tiép nhan, giai quyét
TrAu’(’n}g B¢ phan ca‘}c thl;l tuc ha‘u‘lh (ihiI}h, gi?li dap (,:éc t}léq% tin, yéu Poan Thi Thuy
mot ctra Hoat déne ciia Bo | 2% (?e ngh; va Fra ket qua cho can b0, vién chirc, | Neuvan Thai Diin
0904.777199 oatdong cua BO | yoc sinh, sinh vién, hoc vién, khach ctia Truong tai | - &
giangim@vinhuni, | Phan mot cua B0 phan mot cira
edu.vn Lam cac cong viéc khac khi c6 yéu cau cia lanh

dao Phong

Thuc hién viéc tiép nhan, bao quan va chuyén cong
Nguyén Thi Thu Cong tac quan ly, van, tai li€u, thu bao, buu phém, dién tin... ding dia | Lé Dtlic Théng
Huong cAp phat thu bao | chi, chinh xéc, kip thoi
Chuyén vién va thong tin lién lac | Pat mua cac loai bao, tap chi theo ké hoach da

0989.187199

dugc Nha truong phé duyét hang quy

Hoang Ha Nam




huongnghinhdhv
@gmail.com

Bao quan, str dung con dau cua Trudng, diu cua
cac don vi trong Truong va cac cong van, glay to
theo diing quy dinh, dam bao nguyén tic ché do bao
mat cua Nha nudc

Hoat dong cuia
Phong

Chdm céng cdn bg ciia Phong hang thang

Lam cac cong viéc khac khi c6 yeu cau cua lanh
dao Phong

Hoang Ha Nam
Chuyén vién
0975.153513
hoanghanamdhv
@gmail.com

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

Thuong truc cua Ban Quan 1y, Ban Bién tap
website va email cia Truong

Quan ly diéu hanh, theo ddi viéc thuc hién chuong
trinh eOffice toan truong

Phu trdch website cua Truong va subsite ciia
Phong; Duyét tin trude khi dua 1€n website

Quan 1y email (vinhuni@vinhuni.edu.vn) cta
Truong

Lam céc cong viéc khéc khi c6 yéu cau ctua lanh
dao Phong

Lé Pirc Thing
Nhan vién ky thuat
0915.858478

Cong tac 18 tan,
phuc vu

Nhan ban tai liéu, to chic phuc vu cac cudc hop,
hoi nghi, cac hoat dong, su kién cua Nha truong

Lé Minh Giang
Nguyén Thai Diing

Photo, nhén ban, dong bi, goi van ban, tai liéu va gt
t6i cac dia chi theo yéu cau. Pam bao tinh chinh X4c,

day di, my quan bi, gi va cac thong tin thé hién trén
bi, goi

Nguyén Thi Thu Huong

Hang ngay sap xép cong van luu, cudi thang dong
thanh ho so dwa vao luu trit hop 1y va khoa hoc dé
phuc vu tot cho viée khai thac tai liéu. Mdi nam
chuyén tai liéu vao luu trit mot 1an

B tri lich truc lwu trit phuc vu cho cac hoat dong
cua Truong; Phuc vu cac hoat dong khai thac tai
lidu tai kho luu trit theo 1énh cua Trudng phong

Hang ngay tiép nhan, bdo quan cong van, tai li¢u,
thu bao, buu pham, dién tin... do Buu dién chuyén
dén va phan chia vé cho cac don vi va cén bg, cong

Nguyén Thi Thu Huong




churc, hoc sinh, sinh vién, hoc vién trong toan
truong

Truc tiép phu trach va dam bao van hanh tot cac
loai may moc, thiét bi cua Phong.

Lam cac cong viéc khac khi c6 yéu cau cua linh
dao Phong

Tryc tiép lam cong tac 1& tan, phuc vu cho Ban

8 | Pham Thi Hién Giam hiéu, cac cudc hop, tiép khach ciia Lanh dao | Nguyén Thi Thu Huong
Chuyén vién Nha truong
0948.309799 Truc nhat cac phong lam vi¢c cua Ban Gidm hiéu,
Phong hop, Phong khach
Cong tac 18 tan, Sap xép khoa hoc, 1am vé sinh sach s&, ngin nap
phuc vu Phong Lé tan
Chiu trach nhi€ém giir gin, bao quan tai san tai
Phong L& tan, cac phong lam viéc ctia Ban Giam
hiéu, Phong hop, Phong khach
Lam céc cong viéc khac khi co yéu cau cua lanh
dao Phong
Doan Thi Thuy Thuyc hién cac nhiém vy theo phan cong cua Neuvén Thai Diin
9 | Chuyén vién Hoat dong ctia B¢ | Trudng phong va Trudng Bo phan mot cua suye ung
0906.587577 phan mgt cira Lam cac cong viéc khac khi c6 yéu cau cua linh
dao Phong
N guyeibn T_l}éi Diing Thuf: hién S:éc nl}iém vu the? pha:m Cﬁflg (Eﬁa Poan Thi Thuy
10 | Chuyén vién " . o~ | TTuong phong va Truong Bo phan mot cira
0942.395708 Hoatdong cua By == === =
thdung90 phan mot cira Lam Ca‘C cong viéc khac khi c6 yéu cau cua lanh
@gmail.com dao Phong
Lai xe phuc vu cho cac hoat dong cua Ban Giam Lé Viét Thong
11 | Lé Hong Thanh hiu, cac hoat dong dao tao cia Nha truong Nguyén Hitu Puong
Lai xe Hoat dong ciia To | Bao quan, bao tri, bao dudng xe; thanh toan xing
0912.583719 Xe dau, mua bao hiém xe dinh ky theo quy dinh, quy

trinh k¥ thuét, cac quy dinh ctia Nha nudc va cua
Nha truong; thyc hanh tiép ki€ém chong lang phi




trong van hanh xe

Lam cac cong viéc khac khi ¢6 yéu cau cua lanh
dao Phong

Lai xe phuc vu cho cac hoat dong cua Ban Giam Lé& Hong Thanh
12 | L& Viét Thong hiéu, cac hoat dong dao tao cia Nha truong Nguyén Hitu Puong
Lai xe Bao quan, bao tri, bao dudng xe; thanh toan xang
0902.218568 Hoat dong ciia T6 d@u, mua bao hi’ém xe dinh ky theo quy dinh, quy
e trinh k¥ thuat, cac quy d}ph cua Nha nude va cua
Nha truong; thuce hanh tiép kiém chong lang phi
trong van hanh xe
Lam céc cong viéc khac khi co yéu cau cua lanh
dao Phong
La&i xe phuc vu cho cac hoat dong ctia Ban Giam Lé Héng Thanh
13 | Nguyén Hitu Puong hi€u, cic hoat dong dao tao cua Nha truong Lé Viét Thong
Lai xe Bdo quan, bdo tri, bdo dudng xe; thanh toan xang
0904.520879 dau, mua bao hiém xe dinh ky theo quy dinh, quy

Hoat dong ciia To
Xe

trinh k¥ thuat, cac quy dinh ciia Nha nudc va cia
Nha truong; thuc hanh tiép kiém chong lang phi
trong van hanh xe

Lam céc cong vi¢c khéc khi ¢6 yéu cau cua lanh
dao Phong




