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I. QUY DINH CIIUNG

1. C6c thanh vi€n trong VIn phdng (VP) can triet d6 ch6p hdnh c6c quy <lfnh, quy chi5, quy trinh cria Trudng, Nganh vi
tuan thri Ph6p luQt; khi iti cdng tic, c6ng viQc b6n ngodi phdi co f kii6n ch6p thufn cria Chrturh VIn phdng (CVP).

2. CVP <li€u hanh mgi hoqt tlQng cta phdng vd chiu tr6ch nhiQm trudc HiQu tnrong vd nttmg c6ng vi€c cria phdng theo

chuc ning, nhi€m vu ilugc giao/ ph6n c6ng.

3. Ph6 Ch6nh VEn phdng (PCVP) gitip viQc cho CVP, chi tt4o nh6n vi€n thlrc hiQn hoic tryc tii5p thgc hi€n m6t s6

nhiQm vU, c6ng viQc tlugc CVP phAn c6ng, truc ti6p chi tlao c6ng viQc cta VEn phdng vd b6o c6o nQi dung <15 thUc hi€n khi
CVP di ving; trao AOi voi CW nhiing nQi dung c6ng vi6c cdn vudng mic ho{c xin chri truong DdLng iy, Ban GiriLrn hiQu tl€ c6

huong gi6i quy6t tip ttroi.

4. Trong trutmg hqp Ban Girim hi€u ldm viQc tr.uc tiiip voi PCVP holc CV cria Vin phdng phdng thi PCVP hodc CV c6

tr6ch nhiQm thgc hiQn nhiQm vU sau t16 biio c6o l4i voi CVP.

5. Vi€n chric, nguoi lao dQng chiu sg quan lj, didu hanh cria CVP vd chiu trrich nhiQm tru6c CVP vd ntrfng phAn viQc

tlugc giao; chi <tQng <16 xu6t, xdy dpg kli hoach ldm viQc vd b6o c6o k6t qua c6ng vi6c hang thring; cht dQng UOi auOng kiCn

thric chuy€n m6n, nghiCp vU; cAp nhat kip thoi cric vdn ban quy ttinh li€n quan tliin nhiQm vU dugc ph6n c6ng tii d6p rmg y€u

cAu c6ng vi€c; hda nha, leng nghe, tin tinh, tr6ch nhiQm voi mgi nguoi; s8n sang ptrOi trqp, h6 trq, thay thii c6ng vi€c cria thanh
vi6n trong don vi; c6 tr6ch nhiQm voi tai san thi6t bi duoc giao sri dqng, quan ly; thUc hiQn tiiit kiem diQn, nudc, gi6y td in 6n.
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6. 0y quyin c6ng c6ng trlc

- Khi Ch6nh VIn phdng nghi ph6p, tli c6ng Lic, Chrinh Vnn phdng riy quydn cho Ph6 Chrffi VIn phdng, thudrng truc t4i
co sd Qu$n l, thay m{t chi <14o, giii quy6t c6ng viQc cua Vtrn phdng;

,)
- Thdi gian 0y quy€n: Theo tirng thdi tli6m vi c6ng viQc ph6t sinh;

- Ngudi ttugc riy quyAn: C6 tr6ch nhiem b6o crio lai Chrinh Ven phdng vA k6t qut xrl I c6ng vi€c trong thoi gian tluo. c
uy quyen.

7. NhiQm vg h6 trg, girip tld thay th6 nhau trong thqc hiQn nhiQm vg, c6ng t6c ilugc phAn cOng

M6i c6n bQ cdng chric, vi€n chric thuQc Vin Phdng c6 tr6ch nhi€m trao dOi nghiep vp cho nhau tlii thOng th4o mQt viQc

va bi6t nhidu viQc, s8n sang thay th6 troic h6 trq nhau trong thyc thi nhi€m vu.

8. NguyCn tic chung; kf cic vin bin di6u hirnh c6ng viQc vi quan hQ c6ng tic, la 6i lim viQc trong Vtrn phdng

- NguyAn ilic chung:

+ Ch6nh V[n phdng tti€u hdnh c6c c6ng viQc cria Vtrn phdng theo ctri5 a6 *ni truong;

+ Ch6nh VIn phdng B lenh tlpo c6p tr6n tr.uc titip cria Ph6 Chrturh Vnn phdng, c6c fO tnrong, vi€n chric vi nguoi lao
dQng tr.uc thuQc VIn phdng, thyc hiQn nhiQm qr theo phAn c6p cria nhi trudrng vd theo c6c qui itlnh cua ph6p lugt;

+ Quan hQ c6c T6 trudng thu6c Vin phdng ln quan hQ ddng c6p, ptrOi hqp, h5 trg hoan thdnh nhi€m vu chung cria T6 vd

cia VIn phdng.

- K!, cric vdn brtn iliu hdnh cfing viQc:

+ ChAnh Vdn phdng kf c6c v6n b6n cria Vin phdng ph6t hanh ra b€n ngoii VEn phdng;

+ Ph6 Chrinh Vdn phdng ky cric vtrn ban thuQc linh vgc dd dugc Chr4nh Ven phdng phAn c6ng, riy quyin;



- Quan hQ c6ng tdc, li l6i ldm viQc:

+ C6n bO, vi€n chric, nguoi lao tlQng trong VEn phdng c6 nguyQn vpng dugc hSc 6p, U6i auOng vd c6c chi5 tlQ kh6c c6n

trinh bny voi T6 truong, Ph6 Chanh VIn phdng, sau tl6 ngudi c6 thAm quydn sE b6o c6o voi Ch6nh Vnn phdng d6 xem x6t,
gi6i quyiit tnrdc khi dA nehi Trudng gini quyiit;

+ Crin b0, vi€n chr?c, ngudi lao tlQng trong VIn phdng ch6p hanh sU phdn c6ng, ph6n nhiQm cria Ch6nh VIn phdng vd
lflnh tlao phU tx6ch c6c ming c6ng viQc tluo. c phdn cdng. Mgi sy b6t d6ng f kiiin cria c6 nhdn trong VIn phdng holc trong T6
tlugc gi6i quytit theo uinh qu tir co sfl theo quy tlinh cta ph6p luQt Nhi nu6c;

+ Quan hQ cdng trlc gita chinh quy6n vi cric t6 chftc chinh tri - xe hQi (Dang, C6ng tlod,n) trong VAn phdng ld quan hQ

phiSi trqp c6ng uic theo quy tlinh hi€n hdnh, nhim muc ti€u x6y dpg Ven phdng ngiy cang lon manh, tip th6 ttoan t6t, vtng
mAnh.

- NghiAm fifrc lhqtc hiQn cdc qui ttlnh, nQi qui cia cd quan, iton v!:

+ Nghi lim viQc kh6ng c6 lf do (- 3dier/ bu6i);

+ Vi ph4m qui ch6, qui illnh cria trudng, nQi quy cria tlon v! (- 3tli6m/ Bn);

+ Kh6ng chSp hirnh/ Kh6ng hoirn thirnh sg ph6n c6ng cfra Tru&ng ilon vi (- 3ili6m/ 6n);

+ Linh dao tlon vi nhic nhd vd tric phong, th6i tlQ kh6ng ttfng mgc khi tiiip xric gidi quy6t c6ng viQc C :di6m/ lan);

+ Kh6ng tham dU hQi hqp, sinh ho4t tton vi vd c6p truong C 3dii6n/ lan);

+ Kh6ng qu6t v6n tay C 3diCr/ 3 lan);

+ Di ldm mu6n ho{c vd s6m (- 2di.inl lan);

+ 86 ch6 Drm kh6ng b6o c{o trong thdi gian lim viQc ttr 30 phrit tr& l6n (- 2di6m/ Bn).
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II. PHAN CONG NHIPM VU, CONG VIPC CIJ THE:

TT Hg vir t6n
Chrirc

vu
NhiQm vg ph6n cdng

I

Chdnh

Ven
phdng

a) Phg tr6ch chung: chi tlao vd chiu tr6ch nhiQm chinh v6 toan bO hoat tlQng cta Vtrn phdng, Tryc

tiiip quin I vn t6 chric thr,rc hiQn c6c nhi€m W:

b)Diu m5i, lflp kti ho4ch vd di€u phiSi chung ho4t ttQng cta cric <ton vi tong trudng A6 tricn ftai ttrgc

hiQn chuong trinlL k6 ho4ch c6ng tr[c. phiSi hqp voi c6c tlon v! chrtc nlng quan lf, theo ddi, tl6n d6c,

viQc thgc hi€n c6c chuong ninh, kli hoach vd ki5t qui c6ng t6c cta c6c tlon vi trong Trudmg;

c) Tryc ti6p phq tr6ch qunn lf c6ng tiic c6ng vin d6n: Xt lf, phen giao vin ban, tei [€u gui dtin c6c

tlon v! trong vd ngodi trubng;

d)C6ng tric t6 chuc nhdn sU cria VP; C6ng t6c thi itua khen thudng, kj lu4t; D6nh gi6 x6p lo4i crin bQ,

vi6n chfc vd ngudi lao ilQng trong VP;

e) 86o c6o, thu h.f c6c cuQc hgp giao ban, CBCC (Theo th6ng b6o llch c6ng tic);

0 ChU td c6c cuQc ho.p ban lnnh tlao VP vi c6n bQ, vi€n chric, cdng chtic vA nguoi lao tl$ng cta VP;

g)X6y dgng chuong trinh, kti ho4ch c6ng tric cta VP; C6ng trlc chinh tri, tu tuong cta VP;

h)DU thdo c5c bdi phrlt biiSu cria lSnh d4o;

i) T6 chric, t4rc ti6p so4n th6o vd hj ph6t hanh c6c vIn ban thuQc linh vUc <luo. c ph6n c6ng phg tnlch;

j) H5 trq c6ng tric didu hanh cria HiQu trudng, theo d6i c6c vin bdn chi il4o, tt6n d6c, nh6c vi6c c6c

c6ng viQc do HiQu trudng chi <lao;

k)Thanh vi€n c6c HQi ddng theo quyi5t dinh cria HiQu tnrong.
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2. C6ng tdc khic:
a) Bi thu chi b0;

b) Giang vi€n ki€m nhiQm giang day tlai hgc, sau tl?i hec;

c) Thanh vi€n Ban quin ly dg 6n ISO truong;

d) Thanh vi6n Ban quan $ du 6n CNTT tnrong.
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ThS.
Eoan Thi
Hdng
Minh

Ph6

Ch6nh

VIn
phdng

a) Ginip viQc cho Chinh VIn phdng; t4rc ti6p quan lf vi t6 chrlc thgc hiQn c6c c6ng viQc, linh 4rc
c6ng tric sau tl6y:

b) EAu m6i ttru tcy, chi d4o vd thgc hiQn chuong trinh, k6 hoach tli c6ng tric cria Ban Gi6m hi€u;

c) Quan lj vd didu ph6i srl dgng 6 tO phqc W c6ng tric cta Trudng; quan lj phdng nghi giang vi€n;

d) H6 trq c6ng tric tli€u hanh cria HiQu truong, theo d6i c6c vin ban chi ttao, tl6n tti5c, nh6c vi€c c6c

c6ng viQc do HiQu truong chi <l4o;

e) Quan lf vd chi d4o quan ry c6c hqrp tliing cung c6p dfch vr,r cta d5i Lic voi Nhi tuhg; tlim bio

tt5i tric thlrc hiQn tfiing c6c tti6u khoan <la kf kiSt;

I DAu m6i t6 chric c6c su ki€n cria Truong g6m: L6 truyAn th6ng, LE 2}-ll, LA khai giang, HQi

nghi c6ng chric, vi6n chric vd nguoi lao ttQng, Tiec t6t nien, gip m{t dAu nIm vd cric sg kiQn khrlc khi

ttu-o. c giao; ptrOi trqp vdi c6c tlon vi t6 chrlc c6c hQi nghi, sy kiQn kh6c cria Truong;

g) DAu m6i thuc hiQn c6ng tric diii ngo4i, git vai trd cAu nrSi gifia Trudng voi c6c co quan c6p tr€n,

c6c tlon vi trong truong vd c6c co quan, t6 chrtc kh6c ngodi co quan;

h) Xay dpg, t6 chric thgc hiQn k6 ho4ch cria cric tloan kh6ch; chuong tinh ldm vi6c gifia Tnrong voi uic

ttiii tric nong nu6c;
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i) Diu mdi d6n ti6p, s6p x6p, h6 trg c6c tlodn kh6ch trong nu6c li€n hQ c6ng tic; phiii hqp voi \iien

Ddo t4o qu6c ti5 d6n, tii5p kh6ch quOc tt!;

j) ThUc hiQn c6ng tric 16 tdru kh6nh ti6t tpi c6c cuQc ho.p, hQi nghi, tiiSp khrich, su kiQn cia Truong;

aAu m6i c6ng t6c hi6u, hj cta Trudng....;

k) Quan I c6ng t6c phgc vtu v€ sinh, mdi trudmg cta Trudmg t4i co s0 Tht Dtc;

l) Thu lcf c6c cuQc hgp vd c6c bu6i ldm viQc cria Ban Girim hi€u (theo sU phdn c6ng);

m)Quen lf, ttiAu phi5i sri dung hQi truong, phdng hgp t1i cic co s0 cria Trubng;

n) Thuc hiQn c6ng t,6c an ninh trat tu, PCCC Khu vuc Tht Dfc;

o) Theo ddi, d6n tl6c, ki6m tra viQc thqc hiQn c6c quyiit dinh, th6ng b6o, vin ban chi ttao cria Ban

Gi6m hiQu, c6c nhi-6m vq do c6c co quan c6p tr6n giao;
.l . ,. ^2,,..p) Truc ti6p quan l), T6 l6i xe vd Td phuc vg;

q) ThUc hiQn cric c6ng viQc khric do Ch6nh VAn phdng giao; ThUong t4rc co sd Thri Dtc.

2, Cdrg tdc khdc:

a) Truong Ban ntr c6ng;

b) Thu lcj c6ng tlodn b0 phin Vnn phdng; Tht qu! quan lf tai chinh cta Vtrn phdng vd Chi b0;

c) Triiin khai thgc hiQn c6c c6ng viQc cua C6ng tloan b0 phin;

d) Ph6i hap tri6n khai ciic c6ng t6c cria chi bQ VP.

J
ThS. L6
Dinh
Ludn

Ph6
Ch6nh
Vdn

phdng

a) Gi[p viQc cho Ch6nh Vin phdng; tryc ti€p quan lli vd t6 chric thgc hiQn c5c nhiQm vu sau:

b) Chi ttAo vi t6 chric thgc hiQn c6ng t6c t6ng hqp vh b6o c6o cria Trudng phuc vp c6ng t6c chi tt4o,
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tli6u hanh cta Ban Gi6m hiQu, cfing nhu theo y6u cAu cta c6c co quan qu6n lf;
c) Quan lf, chi tlao c6ng t6c hanh chinh, ven thu, luu trii, qudn lj con d6u cria trudng theo <ting quy

tlinh; tryc tii5p quan lf c6ng tdc cdng vtrn ili;

d) Dau miii ptr6i hqp c6ng an tlia phuong, Phdng An ninh chinh tri nQi b0 - C6ng an Thanh ph6 Ho

Chi Minh trong viQc dim bio an ninh trft tU vi c6c ho4t tlQng khric cta Truirng;

e) Thgc hiQn c6ng tric c6i c6ch hanh chinh, ung dWrg c6ng nghQ th6ng tin trong cdi c6ch hanh chinh,

t6 chrlc tri6n khai srt dpng E-Office, m4ng nQi b0 cua Truong;

0 H6 trq Chdnh Vin phdng trong c6ng t6c chi tlao, ttidu hanh c6ng viQc chung cria V[n phdng;

g) ThUc hiQn c6ng ulc bio v€ bi mit nhi nu6c cria Trudng;

h) H5 trq theo d6i, tt6n d6c, ki€m tra viQc thgc hiQn c6c quyrit dinh, th6ng b6o, v6n ban chi tlpo cta

Ban Girirn hiQu, c:ic nhiQm vg do c6c co quan c6p tn6n giao;

i) H5 trq c6ng tric t6 ch0c c6c sU kiQn cria Trudmg gOm: LE truyAn th6ng LE 2}-lt, G t<tral giang,

HQi nghi c6ng chric, vi€n chrlc vd ngucri lao <IQng, Ti€c t6t ni6n, gip m4t tliu nim vd c6c su kiQn khric

khi ilugc giao; ph6i hqp voi c6c tlon vi t6 chrlc c6c hQi nghl, sU ki€n kh6c cria Trudng;

j) H5 trq c6ng tric didu hanh cria HiQu truong, theo d6i c6c vin ban chi dao, d6n d6c, nhic viQc c6c

c6ng viQc do HiQu truong chi tl4o;

k) Diu m6i chi d4o c6ng tic phrip ch6 cria Trudng;

D QuAn lj llch c6ng t6c tu6n cria Ban GiriLrn hiQu;

m) DAu m6i chi tt4o c6ng tric cii c6ch hanh chinh, ung dung CNTT trong c6ng klc hanh chinh;
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n)Tf,chric luc luong tlim b6o an ninh, trQt tr;, phdng ch6y chtra ch6y Khu vgc Qu0n l; auan t), cong

t6c phgc vg, vQ sinh, m6i truong t4i c6c co sd Qufn l;
o) Thu lcf c6c cu6c hgp vd c6c bu6i lim vigc cta Ban Gi6m hiQu (theo sg phdn c6ng);

p) Duq c CVP riy quy€n kj cic gi6y td li€n quan <ti5n chrmg thuc, c6ng chimg, gi6y di tluong gi6y

gi6i thi€u, gi6y chrmg nh$n, th6ng b6o;

q) TnIc tiiSp quan ry b0 phfln Vin thu - luu trii, T6 b6o v0 Trudng vd bio vC dich vp co sd Quin l;
r) Thgc hiQn c6c c6ng viQc kh6c do Ch6nh Ven phdng giao; Thudng tr.uc co sd Qufn l.

2. COng tic kh6c:

a) Tri6n khai thgc hi€n c6c c6ng viQc li€n quan cria Chi bQ;

b) Thgc hiQn c6ng tric ISO, dem bio ch6t lugng cia VEn phdng.

4
Tren
Nggc Tin

TO

tY-e
t6 xe

a) fri,in khai nh6n vi6n trong T6 thyc hiQn Di€u 8, Quy chii ldm viQc cria Vln phdng;

b) Quan lf T6 xe; theo d6i quan ly xe 6 t6 cria Trudng khi gui t4i bfli tr6ng git xe;

c) Thlrc hiQn quan I vn Hi xe theo bang phen c6ng cria Linh tt4o VIn phdng theo ttmg thdi dir6m;

kitim tra b6o du0ng dinh ky, Phdng ch6y chta ch6y cho xe theo quy <linh, thudng xuy€n v€ sinh xe

sach sE, l6i xe an toin, tuan tht Luit giao th6ng <luong bQ;

d) Tham gia c6ng tric PCCC;

e) Xri I c6c c6ng viQc li€n quan ttiin Ti5 xe;

f) Thgc hiQn c6c c6ng viQc kh6c do Ch6nh Vin phdng giao.
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LC VAn
Cudmg

T6
truons
T6 bAo

vQ

a) Tri6n khai nh6n vi6n trong T6 thyc hiQn Di€u 9, Quy chiS hm viQc cta Vtrn phdng;

b) Quin l), nhan vi&r cua tO b6o vq tG xu6t Ban Linh tt4o Vin phdng v€ cdng tic tlim bio an ninh,

trat t.u cfrng nhu Phdng ch6y chtra ch6y cria Nhd trudng vd phrip lu6t li€n quan;

c) EE xu6t ph6n c6ng llch tryc cria b6o vQ Truimg; tl6n d6c nh6n vi6n trong tO thuong xuy6n tuAn tra

canh g5c nghiCm tuc;

d) Xri l), cric cdng viQc li6n quan <t6n T6 b6o v€; b6o c6o PCVP <lugc ph6n c6ng, phg tr6ch cric v5n

Ae UrO ttren trofc tinh huiing ngodi thAm quyAn gini quyiSt;

e) Nim vd v$n hanh c6c c6ng cg, phuong tiQn phdng ch6y, chtra chriy, k! thuflt chta chriy; Tham gia

kii5m tra <linh k}, c6ng tdc PCCC c6c co sd Qu$n l;
f) Thlrc hiQn c6c c6ng viQc kh6c do Ch6nh Ven phdng giao.

6
Ne6 lhi
Thu Hi6n

T6
truong

Phqc vu

a) Quan lj T6 phuc vr,L dd xu6t phan c6ng lich tr.uc vQ sinh vd ki6m tra vQ sinh ttinh ki; quan lf xu5t,

nhfp cric vat tu, thii5t bi, c6ng cg, dUng cU, h6a ch6t vQ sinh cria Trudng theo quy <linh;

b) Theo d6i gi6m s6t nghiQp vg cria c6c tlon vi cung c6p dlch v1r vQ sinh, m6i mhg;
c)Tryc titip thlrc hiQn c6ng tiic phpc vU, v€ sinh c6c phdng ldm viQc cria BGH,

d)Quan lf Phdng tuong ni€m B6c Hd, phdng L6 tdn, c6c phdng giing vi6n Khu v.uc Qufln l;
e)Quan lf vi6c xu6t, nh{p trd, nudc u5ng khu v.uc Qufn I theo quy dinh;

f) Thgc hi6n c6ng t6c phuc vu, 16 tan, ktuinh ti6t cho c6c cuQc hgp vA hQi nghi, hQi th6o ... cua

Truong tai Quin I vd Tht Dtc;

g)Chuy6n thu, c6c v6n bdn vdo phdng cho c6c Thanh vi€n Ban Gi6m hi€u (niiu c6);
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h) Xu l)t c6c c6ng vi6c li6n quan d€n T6 phpc vr1;

i) H6 trq c6ng tic vIn thu Vin phdng; tham gia c6ng tric PCCC tai co quan theo quy tlinh;

j) ThUc hiQn c6c c6ng viQc kh6c do Chfnh VEn phdng giao.
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Lem Thi
Doan
Trang

ChuyOn
vi6n

Hdnh
chinh
tdng

hep -
ph6P
ch€

a) Thgc hiQn c6ng tric hdnh chinh, v6n thu, luu tr0 cua trudng theo tting quy tlinh;

b)Thuc hiQn c6c c6ng viQc li€n quan di5n quan I c6c hqp tldng cung c6p dich w cua d6i trlc voi Nhi

tudng; <lAm bAo di5i tric thgc hiQn <lung c5c <fidu khoan de lcj kiSt;

c) Thyc hiQn c6ng tfucLE,tAn, kh6nh ti6t, t6 chr?c c6c sU ki€n; chuong binh hm vi€c cia Trudng voi

c6c tloin kh6ch; c6ng t6c tloin r4 etodn vdo cua Trudmg;

d)HE trq C6ng ulc ISO, dem bio ch6t lugng cta VIn phdng; Thu W c6c cuQc ho.p cria VP, b6o c6o

LEnh tl4o gui thiQp chric mimg sinh nhft cria CBNV VP;

c) H6 trq c6ng uic tti€u hanh cria Ph6 HiQu truong Ha Thi Thi€u Dao, Ph6 HiQu truong Nguy6n TrAn

Phric; theo d6i crlc Vnn ban chi ilpo, tl6n dtic, nhic vi€c c6c c6ng viQc do Ph6 HiQu truong Ha Th!

Thidu Dao, Ph6 Hi€u truong Nguy6n tran pnric chi <lao;

e) Thyc hiQn c6ng Llc ph6p chli, c6ng trlc cai c6ch hdnh chinh cria Trudng;

f) ThUc hi€n cric lo4i b6o c6o cia Trudng do Vin phdng ldm AAu mi5i, thgc hiQn b6o c6o ho4t ttQng

th6ng, quj, nim cta Trudng;

g) Quan l1f, theo d6i, tt6n tl6c, vi€c thlrc hiQn c6c chuong trinh, ki6 ho4ch vd kiSt qud c6ng tlc cta c6c

<lon vi trong Truong;

h)ThUc hi€n c6c c6ng viQc kh6c do Chrinh VIn phdng giao.
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8
Duong
Thi Binh

Chuy6n
vi6n
hanh
chinh
tong
hqp -

vEn thu,
luu trir

a) Thpc hiQn c6ng t6c hdnh chinh, vdn thu, luu trtr cria trudng theo tfting quy dinh: Xi l1i vdn bin di,

tt6n theo quy trinh quy ttinh;

b) Theo d6i lich c6ng trlc, c6ng vi6c hang tudn cria Ph6 Hi6u tru&ng NguyEn Dric Trung;

c) Xdy dgng c6c b6o c6o c6 li€n quan tttin ho4t tlQng cta Vdn phdng.

d) Quan $ email cria Vin phdng; Chiu tr6ch nhiQm luu tr[ vEn ban <li, tltin diQn tu, tham gia c6ng tic

c6i c6ch hanh chinh;

e) Tryc titip so4n thio crlc vEn ban li€n quan tl6n viQc didu hanh cua BGH nhu: ty quy€n, tli c6ng t6c;

Lich c6ng tric tu6n; x6y dlmg chuong trinh c6ng tric th6ng, quj , n6m;

! Odu m6i quan $ HOi truong, phdng hqp tai c6c co sd cria Trudng;

g) C6ng t6c li6n quan tllin website, truydn th6ng cria VIn phdng; Theo d6i, nghi phdp, ch6m c6ng,

ttr6nh gi6 xiip lo4i cria VIn phdng;

h) H6 trq c6ng Lic diAu hanh cua Ph6 HiQu truong Nguy6n Drtc Trung, theo ddi c6c VEn ban chi tl4o,

ddn d6c, nhic viQc c6c c6ng vi6c do Ph6 HiQu truong Nguy6n Eric Trung chi d4o;

i) Thuc hi€n c6c c6ng viQc kh6c do Chdnh VEn phdng giao.

NCuyCq
Th! H6ng
Di6m

Nhdn
vi6n

vdn thu

a) Quan ly con ddu cria nhd truong;

b) Thlrc hiQn c6ng triLc vEn thu, ki6m tra th6 thtc, ky thuat l6y sl5 vd d6ng d6u vdn bary quan ly s6 c6p
:,,-

so cua I ruong;

c) Tryc t6ng dni, Quan ly viQc c6p gi6y gi<ri thiQu, gi6y <ti ttucrng, gi6y xilcnhQn chtr lcf .....;

d) Chuy€n, nhdn Vnn ban trinh ky cria BGH;

ll
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e) T6 chrlc thUc hi€n luu trf h6 so vdn bin <li gi6y theo quy tlinh;

D Quan lf VIn phdng phAm cria thdnh vi€n BGH vd cta Vln phdng; Hang thring rd so6t, t6ng hqp

nhu cAu VPP cria thdnh vi€n Ban Gi6m hi€u;

g) ThUc hiQn c"lc c6ng viQc kh6c do Ch6nh VIn phdng giao.

10
Bti
Binh

Thq
Nhdn
vi6n

b6o vQ

a)Bio vQ an ninh, trit tU theo quy tlinh cria VP, cta nhd trudng vd ph6p luft li6n quan;

b)Tu6n tra ki€m tra, b$t,tfit cilc thiiSt bi dien, nudc tlim b6o an toim, tii5t ki€m;

c)Tham gia c6ng trlc PCCC; St dqng vd vfn hdnh cric c6ng cg, phuong tiQn phdng ch6y, chta chriy,

n6m ty muat chta chriy;

d)ThUc hiQn c6c c6ng viQc kh6c do Ch6nh Vdn phdng giao.

1l

a)BAo vQ an ninh, ftat t.u theo quy ttinh cta VP, cua nhi trudng vd ph6p luft li6n quan;

b)TuAn tra, kiii,m tra, bflt, tnt c6c tttiSt Ui aien, nudc <Lim bio an toin, ti6t kiQm;

c)Tham gia c6ng t6c PCCC; S& dqng vd v$n hanh c6c c6ng cg, phuong tiQn phdng ch6y, chta ch6y,

niim ky thuQt chta ch6y;

d)ThUc hi€n c6c c6ng viQc kh6c do Chrinh VIn phdng giao.

12

D5 Th6i
Hod

Nhdn
vi€n

b6o vQ

a)86o vQ an ninh, trQt qu theo quy tllnh cria VP, cta nhi trudng vd ph6p luat t€n quan;

b)Tuan tra, ki6m tra, bat, tat cac thi6t Ui tti€n, nudc tl6m bAo an toe,n, ti6t kicm;

c)Tham gia cdng t6c PCCC; Srl dqng vd vin hAnh c6c c6ng cg, phuong tiQnphdng ch6y, chta chriy,

nim k! thuQt chtra ch6y;

d)Thgc hiQn c6c c6ng vi6c kh6c do Ch6mh Ven phdng giao.

12

Cao
Thanh
Himg

Nhan
vi€n

b6o vQ



13

Dinh
Xudn
HuAn

Nhan
vi€n

b6o vQ

a) Bio vQ an ninh, trQt t.u theo quy dinh cria VP, cria nhd trudng vd ph6p luflt li6n quan;

b)Tu6n tra, ki6m tra bit, tit c6c thi6t bi dien, nudc dam b6o an todn, tiiit kiem;

c)Tham gia c6ng t6c PCCC; St dqng vd vfn hanh cilc c6ng cg, phuong tiQn phdng ch6y, chta ch6y,

nim ty ttru4t chfta ch6y;

d)ThUc hi€n c6c c6ng viQc kh6c do Chrffi Vnn phdng giao.

14
TrAn
Manh He

Nhan
vlen

b6o vQ

a)Bio vQ an ninh, tr6t t.u theo quy <tinh cria VP, cia nhd trudng vd ph6p luflt li6n quan;

b)Tu6n tra, kitim tra, b|'t,tht c6c thi.it bi dien, nudc alam bio an toin, ti6t kiem;

c)Tham gia c6ng tric PCCC; Srl dUng vd vfn hanh c6c c6ng cq, phuong tiQn phdng ch6y, chtra ch6y,

nim ty ttuat chfra ch6y;

d)Thuc hiQn c6c c6ng viQc khric do Chrffi Vin phdng giao.

15
Dinh V[
Duv Bic

Nhan
vi6n

bio vQ

a)Bio vQ an ninh, trat t.u theo quy <I!nh cria VP, cria nhd trudng vd ph6p luAt li6n quan;

b)Tu6n tra ki6m tr4 bit,tlt cttc thi6t bi dien, nudc dam bdo an todn, tiist kiem;

c)Tham gia c6ng tric PCCC; Sr? (rng vd vin hanh c6c c6ng cU, phuong ti€n phdng ch6y, chtra ch6y,

n6m fy muat chfa chriy;

d)Th1rc hiQn c6c c6ng viQc kh6c do Ch6nh VEn phdng giao.

16
Nguy6n

Qudc
Doan

NhAn
vi€n

b6o vQ

a)B6o vQ an ninh, trat t.u theo quy ttlnh cria VP, cria nhi trudng vd ph6p luAt li6n quan;

b)Tu6n tra ki6m tra, bdt, tht cdc thi6t bi di€n, nudc dam b6o an todn, tiiit kiem;

c)Tham gia c6ng t6c PCCC; St dpng vd vfln hanh c6c c6ng cg, phuong ti€n phdng chriy, chta ch6y,

n6m k! thuQt chfra ch6y;
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d)Thgc hiQn c6c c6ng viQc kh6c do Ch6nh Ven phdng giao.

t7 LC T6n
Trgng

L6i xe
co quan

a) Thgc hiQn qudn lf vd l6i xe theo bang ph6n c6ng cria LEnh d4o Vin phdng theo tirng thoi cli€m;

kiiim tra bio du0ng dinh ky, Phdng ch6y chta ch6y cho xe theo quy tllnh, thuCmg xuy6n vQ sinh xe

s4ch s€, l6i xe an toaru tuan tht LuQt giao th6ng iluong b0;

b)Tham gia c6ng tric PCCC;

c) Thgc hiQn c6c c6ng viQc kh6c do Chffi VEn phdng giao.

L6i xe
co quan

a) fngc nign quan I va l6i xe theo bang phdn cdng cta LEnh tlao VIn phdng theo timg thdi dfuu

kitim tra b6o dudng dinh ky, Phdng ch6y chta chriy cho xe theo quy tlinh, thudmg xuy6n vQ sinh xe

s4ch s€, l6i xe an todn, tuan tht Luit giao th6ng <luong bQ;

b)Tham gia c6ng t6c PCCC;

c) Thgc hi€n c6c c6ng viQc khric do Ch6nh V6n phdng giao.

t9 Ng6 Chi
COng

L6i xe
co quan

a) Thgc hiQn quin tf vd l6i xe theo bang phin cdng cta LEnh tl4o VIn phdng theo timg thoi tti€m;

kii5m tra b6o du0ng dinh ky, Phdng ch6y chtra chriy cho xe theo quy tlinh, thudng xuy6n v€ sinh xe

sach s€, l6i xe an toarl tuan tht LuQt giao th6ng tludng b0;

b)Tham gia c6ng tic PCCC;

c) Th\rc hiQn c6c c6ng viQc kh6c do Chrinh Vdn phdng giao.

20
Nguy6n
The Anh

L6i xe
co quan

a) Thr;c hiQn quan I vd l6'i xe theo bang phdn c6ng cria Linh tt4o VEn phdng theo timg thoi di6m;

kiiSm tra bdo dudng dinh ky, Phdng chriy chiia ch6y cho xe theo quy <linh, thudng xuy6n vQ sinh xe

s4ch s6, l6i xe an todn, tuen tht Lu$t giao th6ng duong bQ;

l4
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b)Tham gia c6ng t6c PCCC;

c) Thgc hiQn c6c c6ng viQc kh6c do Chrffi Ven phdng giao.

21
Trdn Thi
HuQ

Nhan
vi6n

phgc vg

a)Thgc hiQn c6ng tic vQ sinh cria Truing theo khu v.uc duo. c ph6n c6ng;

b)Tham gia c6ng tric phgc vg, 16 ten, khrinh tiiit cho c6c cuQc hgp vn hQi nghi, hQi th6o ... cria nhd

truong tai Quin I vi Tht Dric;

c)Thgc hiQn nhiQm vU kh6c do Chrffi VEn phdng giao.

22

NguyEn

Thi
Phuqng

Nhan
vi&t

phgc vg

a)ThUc hiQn c6ng tic vQ sinh cria Trutmg theo khu v.uc <luo. c ph6n c6ng;

b)Tham gia c6ng t6c phpc vU 16 tan, kh6nh tiiSt cho c6c cu6c hop vd hQi nghi, h6i thao ... cria nhd

truong t4i Qufn I vd Thri DOc;

c)Thr,rc hiQn nhiQm vu kh6c do Chrinh Vdn phdng giao.

Nguy6n
Thi HE

Nhan
vi€n

phgc vq

24

Nguy6n

Son
NhAn
vi6n

phuc vu

a)Thgc hiQn c6ng t6c vQ sinh cria Trudng theo khu vuc tlugc phdn c6ng;

b)Tham gia c6ng tric phuc vu, 16 tan, kh6nh tiiit cho c6c cuQc hgp vd hQi nehi, hQi thdo ... cta nhd
truong t4i QuQn 1 vi Tht Efc;
c)Thgc hiQn nhiQm vg kh6c do Ch6mh Ven phdng giao.

25

H6
Tim

rhi Nhan
vi€n

phuc vu

a)Thgc hiQn c6ng t6c vQ sinh cria Trudng theo khu v.uc tluoc phhn c6ng;

b)Tham gia c6ng t6c phgc vu, 16 tan, kh6nh ti6t cho c6c cu6c ho.p vd hQi nghi, h6i th6o ... cria nhd

23

a)Thuc hiQn cdng trlc v€ sinh cria Trudng theo khu vyc dugc ph6n c6ng;

b)Tham gia c6ng tric phgc vu, 16 ten, kh6nh ti6t cho c6c cuQc hgp vn hQi nghi cia nhir truong tai

Qu{n I vd Thi Dic;

c)Thgc hiQn nhiQm vp kh6c do Chdnh Vin phdng giao.
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trudng t4i Qu0n I vd Thri Dric;

c)Thgc hi€n nhi€m vu kh6c do Chrinh Vin phdng giao.

Lru $: Ngoii quy illnh chung trong Bang phin c6ng ndy, nhimg truong hqp thi LEnh tl4o Vnn

t4rc ti6p cho timg c6 nh6n ae aieu pnOi, triiSn khai thUc hiQn nhiQm 4r chung cria Vin

Noi nhQn:

- Ban ci6m hieu (dra b/c);
- VC,NLD trong VP (de thuc hiQn);
- Luu VP.

CHANH vAN PHoNG

TrAn Mai Lfdc

nl

NGAN HANG
INH

TRTJdNC DA,r

T?.HO

VAN
36 T6n Th{t D4m -

PH

H
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