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BAN PHAN CONG NHIEM VU

STT | Ho tén - Chirc vy Trach nhiém va Quyén han

1 | PGS.TS ’!‘ru’o’ng - Chiu trach nhi¢m trudc Hiéu trudng vé td churc chi dao thuc
Manh Tiéen hién céc nhiém vu ctia Phong dao tao.
Trudng phong - Chi dao lap ke hoach cong tac dao tao cia Trudong theo nim
Bmails hoc, hoc ky, trién khai viéc thuc hién dén tung don vi trong
truongmanhtien@si Trutng,
u.edu.vn - Phéi hop cac don vi lién quan xay dung chi tiéu tuyén sinh
028 36203932 cac khdi, nganh, cac h¢ dao tao; phdi hop td chire thuc hién ké

hoach quéang b4, tur van tuyén sinh; tham gia xay dung phuong
4n diém tring tuyén.

- T chtre xay dung va quan ly chuong trinh dao tao: M6 nganh,
chuyén nganh méi; xay dung, thim dinh chuong trinh dao tao;
cap nhét, ban hanh chuong trinh dao tao, chuin diu ra chuong
trinh dao tao.

- Chu tri tdp huan, phd bién quy ché, ké hoach, chuong trin
hoc tép, thi, kiém tra, d4nh gia cho ngudi hoc; phdi hop voi c
van hoc tap xtr 1y hoc vu thudng xuyén.

- Tham muu cong tac giang day, hoc tép cua cac don vi trong
Truong va c6 bién phap cu thé dé hoan thanh cac mit cong tac
theo ké hoach.

- Tham muu vé chién luge phat trién céc nganh nghe dao tao,
xdy dung van ban, quy ché vé cong tac dao tao. Nam vitng qui
trinh quan ly dao tao cua cac hé dao tao.

- Thudng xuyén quan tdm dén cong tac boi dudng, nang cao
trinh d moi médt cho ddi ngili can by chuyén vién ctia Phong.

- Chu tri cac cudc hop lanh dao Phong va can b vién chire cta
Phong;

- Lam viéc v6i Trudng, Phé céc don vi truc thudc Truong;

- Phéi hop vi Phong Khéo thi & Dam bao chit lugng t6 chirc
cac ky thi két thac hoc phan.

- Quan ly, cdp phat vin bang, chimg chi theo quy dinh tai "Quy
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ché in va quan ly van bang, chirng chi.
- T4 chire, chi dao cac phong trao thi dua trong Phong.

- Giai quyét nhitng vén dé ngoai thAm quyén Pho truéng phong
va nhén vién phu trach.

ThS. Nguyén Thi
Thuy Dung

Phé Trudng Phong
Email:
nguyenthithuydung
@siu.edu.vn

DT: 0335571510

- Pho Trudng Phong chiu trach nhiém trudc Truong Phong vé
quén 1y diéu hanh cac mit cong tac vé dao tao da dugc Trudng
Phong phén cong:

+ Cong tac 1ap ké hoach, theo ddi, kiém tra thuc hién
chuong trinh dao tao;

+ Cong tac thyuc tap, thi nghiém, thuc hanh, semina, tinh
toan gio giang cua trudong;
+ Cong tac quan ly chét luong;

+ Cong tac xay dung, thAm dinh céc chuong trinh dao
tao;

+ Cong tac van thu;
+ Cong tac 1ap lich thi hoc ky va ky thi phu;

+ Cong tac theo doi, quan ly phan mém quan ly dao tao,
website cia phong;

- Xay dung ké hoach dao tao, nodi dung, chuong trinh dao tao,
dé cuong chi tiét hoc phan, bién soan gido trinh, bai giang aéi
v6i cac nganh dao tao dai hoc h¢ chinh quy.

- Ra soat, kiém tra chuong trinh, khung chuong trinh, tai liéu,
gido trinh, ngan hang dé thi cac h¢ dao tao dang quan ly.

- Lap ké hoach thoi gian dao tao theo ndm hoc, khoa hoc cho
toan Trudng, lap thoi khoa biéu theo hoc k¥ cho cac nganh dao
tao dai hoc hé chinh quy.

- Chi dao thuc hién, kiém tra, theo doi, don dbc kip thoi viee
thuc hién cac mat cong tac da trién khai dat két qua.

- Phéi hop kiém tra, theo ddi né nép hoc tap, quan ly két qua
hoc tap cia nguoi hoc.

- Béo céo, téng két, rut kinh nghiém viéc chi dao, thyc hién
cac mit cong tac dao tao da dugc phén cong.

- Td chirc de xuét giai phap thyuc hién dbi méi phucrng phéap
day - hoc, tiép cén céc phuong thirc dao tao tién tién nham néng
cao hon nira chit lugng dao tao bac dai hoc hé chinh quy cia
Nha truong.

- Thuc hién va don dbe d(f)ng vién viéc thyuc hién cac quy dinh
cua Truong, Bo GD & DT vé dao tao va moi chu trrong dudong
16i chinh sach cia Pang, phap luét cua Nha nudc.




Phan Thi Thanh
Van

Nhan vién

Email: 0383745892

phanthithanhvan@s
iu.edu.vn

- Quan ly sinh vién Khoa Kinh doanh & Luat, Ky thuit &
KHMT, Khoa hoc xa hi

- Theo doi klem tra in vin bang DH, CD theo quyét dinh, trinh
ky, Iuu sd, cép phat.

- Kiém tra, x4c nhén vin bang theo yéu ciu, dua thong tin vin
bing 1én Website;

- Phéi hop lap thoi khoa bidu; 1ap lich thi hoc ky, ky thi phu
theo don vi phan cong.

- Phdi hop tinh toan khéi luong giang day cho giang vién.
- Thyc hién c4c cong tac tuyén sinh theo phéan cong

- Theo ddi giang day va hoc tép, thuc hanh, thyc tdp, xét canh
béo hoc tap, xét didu kién tbt nghiép sinh vién

- Quan ly co s¢ dir liéu dao tao.

- Quan ly viéc thyc hién thoi khoa biéu; ma 16p, dang ky hoc
phan, chét, in danh sach; 1ap lich thi hoc ky, ky thi phu.

Nguyén Thij Héng
Phwgng.

Nhén vién

DT: 0903847939

Email:
nguyenthihongphuo
ng@siu.edu.vn

- Theo doi kiém tra, tong hop két qua hoc tap, t6t nghiép va
téng hop diém cudi ky;

- Phdi hop xét hoc bdng khuyén khich hoc tap cho sinh vién;
- Téng hop s6 liéu, bao cdo;

- Quan ly qua trinh va két qua hoc tap: Xir Iy don nghi hoc, thdi
hoc, chuyén hé, chuyén truong; Theo-ddi chuyen diém hm\
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- Phéi hop theo doi kiém tra tong thé d(m Vi, tong hop, lTuu-tric

diém cudi ky, luu bang diém cubi khoa; . TE
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- Theo doi Giang day va hoc téap, xét t6t nghiép va canh bae—h%
tap.

- Theo doi giang duong, day bu. . . ¥~ - (A2

- Theo ddi giam sat, ddi sanh, xay dung co s& dir liéu hoat dong
phuc vu cong dong.

- Thyc hién c4c nhiém vu dugc phan cong trong tuyén sinh

Nguyén Thi Kim
Thi

Nhan vién
DPT: 0397996647

- Theo ddi kiém tra, tong hop két qua hoc tap, tot nghiép va
tong hop di€ém cudi ky;

- Phédi hop xét hoc bdng khuyén khich hoc tap cho sinh vién;

- Tong hop s0 li€u, béo céo;




Email: - Quan ly qua trinh va két qua hoc tap: Xir ly cac don xin xac
nguyenthikimthi@s | nhén va bang di€ém cua sinh vién, don nghi hoc, thoi hoc,
iu.edu.vn chuyén hé, chuyén truong; Theo ddi chuyén diém hoc phén.
- Phéi hop theo dbi kiém tra tong thé don vi, tong hop, lwu trir
didm cubi ky, luu bang diém cudi khoa, luu trir bao cao thuc
tap va khoa luén sinh vién;
- Theo ddi giang duong, day bu.
- Phéi hop kiém tra ho so hoc vu cac nganh.
- Thuc hién cac nhiém vu dugc phén cong trong tuyén sinh
Nguyén Thi Xuin | - Quan ly sinh vién khoa Ngoai ngir
Nhat

Nhan vién

DT: 0985623899
Email:
nguyenthixuannhat
@siu.edu.vn

- Phéi hop 1ap thoi khoa biéu; m& 16p, dang ky hoc phan; 1ap
lich thi hoc ky, ky thi phu cho Khoa ngoai ngi.

- Quan ly qua trinh va két qua hoc tap: Xu ly don nghi hoc, thoi
hoc, chuyén truong; Theo ddi chuyén diém hoc phan; Xét canh
béo hoc tap; Xét dicu kién tot nghi¢p cho sinh vién thudc don
vi dugc phéan cong.

- Theo ddi giang duong, day bu.

- Thuc hién cac nhiém vu dugce phén cong trong tuyén sinh
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