
TRU'ONG DAI HQC KINH TE  -  LUAT 	CQNG HOA XA HQI CHU NGLITA VIIT NAM 
PHONG DAO TAO 	 D'cic 14p — Tv do  —  Hanh phtic 

S6: •40 	/CV-PDT 	 Thanh ph (5 Ho Chi Minh, ngay 3 tiding 02  ham 2020 

PHAN CONG NHIEM VV PHONG DAO TAO 

1. TS. Nguyen Thanh Tr9ng — TrtrO•g phOng 

Quan 15/, chiu trach nhiem chinh toan bO cong viec theo chirc nang, nhiOm vu cua PhOng, 

Trtrc tiep phv trach cac mang cong tac sau: 

• Cong tac nhan sv; ding tac thi dua, khen thu6ng va ky luat; 

• C6ng tac tham muu xay dtmg van ban quy dinh va huang can t6 chirc cac hog dOng 

dao tap; 

• Cong tac  xay  dung, ra soot, dieu chinh va phat trien cac chuang trinh dao tao, de an 

m6 nganh  dao tao; 

• Quan ly cac mon hoc thuOc kh6i kin thirc co* ban do Phong phi trach va ding tac 

giang vien thinh giang; 

• Cong tac  xay  Ong de an, chi tieu va ke hoach tuyen sinh; thuemg trirc HOi d6ng tuyen 

sinh dai hoc; 

• Ph6i hop vai cac dcm vi trien khai cong tac b6i duang phat trien hoat dOng dao tao cua 

Tr r6ng; chuan bi nOi dung, boo cao ve hog Ong dao tao dai hoc phvc vv  cac lcS,  hop 

cua HOi d'ong Khoa hoc va Dao tao; 

• Cong tac quan ly va dieu hanh chucmg trinh chat *mg cao. 

C8ng  tac khac: Thanh vien HOi dong Khoa hoc va Dao tao, Pho Ban Dieu hanh De an 

CLC,  PhO Ban Dieu hanh De an De an Gido dvc 4.0 va th%rc hien cac nhiem vv khac do 

Ban Giam hieu pha'n cong. 

2. ThS. Cu Xuan Tien  —  Ph6 Truttng phong 

-  Thay mat Truang phong giai quy& cac cong viec &roc uy quyen, xir 1S,  cong viec chung 

cua Phong khi Tnrang ph6ng di cong tac; 

-  Trtrc tiep phv trach cac mang cong tac sau: 
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• Quail  ly va  ltm  trir bang diem ket qua hoc tap dm sinh vien (ban g6c); 

• TO  chirc xet  tot nghiep; quan ly va cap Oat van bang tot nghiep cac he dao tao bac dai 

hoc; 

• Phi hop vai  cac don vi quail ly cong tac giang day va hoc tap: Van bang 2, Vira lam  -

Vira hoc;  ph6i hop Phong KH-TC thanh town thil lao giang day Van bang 2, Vim lam  -

Vira hoc; 

• TO  chirc xet  khen thuang, ky luat lien quan den hoc vu; 

• Phi hop vai  Phong Quan he 416i ngoai, Phong Cong tac sinh vien de to chirc trao d6i, 

quan  ly  sinh vien qu'6c te; 

• Phu trach  cong tac may tinh trong cac ky tuyen sinh va phi hap vai cac dun vi trien 

khai  cong the  to  van tuyen sinh  -  huang nghiep; 

• Quan  ly fanpage, website dia. Phong; 

• Thuang  true  chuang trinh cir nhan tai nang, Thuang true  -  truong ban thu ky chuong 

trinh CLC  va tham gia dieu hanh cac de an dao tao khac theo su phan cong cila lanh 

dao  Phong; 

Thuc hien  cac nhiem vu khac do Twang phong giao. 

3. ThS. Trill Tan Anh  Phiro'ng  —  Ms True:mg phOng 

Thay mat  Twang phong giai guy& cac cong viec duac ily quyen; 

True tiep  phu  trach the mang cong tac sau: 

• Cong tac nhap hoc va quan ly h'Ci so.  du vao; Quail ly danh sach sinh vien trill-1g tuyen 

va to  eh& lop  sinh vien (bao g6m sinh vien cac dien ltru hoc sinh quo'c te, Lao, 

Campuchia, 30A va du bi dai hoc); 

• TO chirc thuc hien ke hoach dao tao nam hoc, hoc ky: ke hoach giang day  —  hoc tap; to 

chirc  hinh thanh lop sinh vien; ma cac lop hoc phAn, quan ly dang ky mon hoc, danh 

sach  cac lop  hoc phAn; 

• Phi hop vai cac don vi quail ly cong tac giang day va hoc tap bac dai hoc chinh quy 

tap trung; phi hop Phong KH-TC thanh town thu lao giang day dai hoc chinh quy; 

• Quan ly hO so ma nganh, chuang trinh dao tao, de ctrcmg chi Wet cac mon hoc; 

• Cong tac DBCL, cong tac tai chinh dia. Phong; 
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• Thu6ng true chuong trinh - d an dao tao song bang, d an 4.0 va tham gia diL hanh 

cac & an dao tao khac theo su phan ding cita lanh dao PhOng; 

-  Thuc hin cac nhi@ri vu khac do Tnrong phOng giao. 

4. ThS. Pharr Thi Thu Hoa — Chuyen via 

Cong tac quan 17 N dao tao chinh quy, Thu lc ,  thuOng true de an chuong trinh chat luting 

cao, thuc hin cac ding vi0c sau: 

• Theo dOi, tong hop vii ph6i h9p viii cac don vi thuc hie -1 cong tac xay dung, ra soat, 

di'eu chinh chuong trinh dao tao, & an ma nganh dao tao chat luting cao bang ti'eng 

Anh (CA); 

• Theo dOi thuc hin vii phi Imp, dam bao cac don vi thuc hin 'Ring quy dinh, quy 

trinh da ban hanh NT' phan cong giang (tieu chuan giang day, cac mon giang day song 

ngit/Ti6ng Anh), t6 chirc tham quan — kin tap — thuc tap; phi hop ma lop hoc phAn; 

Bang lc ,  mon hoc, phan cong giang day, ke hoach hoc tap cac 16p CA; 

• Theo dOi to trinh hoc tap ti6ng Anh oh CA: Len k6 hoach, du hit kinh phi \fa t6 chirc 

kS7 thi kie'm tra 'tang luc ngoai ngti dinh kSi; Sap x6p vii theo dOi 10 trinh dat chuan 

ti6ng Anh tong nhOm sinh vien CA theo tong hoc kY; 

• Du thao k6 hoach, du tril kinh phi cho hoat Ong, theo dOi tinh hinh thuc hin cac hoat 

dOng theo 1(6 hoach cita BDH 13, ' an CLC; Thu thap, tong hgp thong tin cac don vi có 

lien quan d'e' thuc hin bao cao dinh kSI vii phat sinh theo yeu cAu cac cap quan 17; 

• Cac hoat Ong hii trg khac: trao d6i sinh vien, chuy6n d6i tin chi, cong tac 118 trg giang 

vien, sinh vien vii phu huynh ... 

Cong tac khac: 

• Thu 14,  de an dao tao song bang; 

• Tham gia T6 cong tac dam bao chat luting dm PhOng; tham gia xay dung quy trinh, 

quy dinh NTs cong tac dao tao. 

• Tri'L khai vii ph6i Imp v61 cac don vi co lien quan time hin cong tac dao tao, b6i 

duOng. 

Thuc hin cac nhi'e'm vu khac do lanh dao Phong giao. 
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5. ThS. Thai Pham Phirong Thiiy — Chuyen vien 

Ong tac quan 1ST he dao tao chinh quy, Thu 147 thuerng  truc de an chuang trinh chAt luting 

cao, thuc hien cac cong viec sau: 

• Theo dOi, tong hop va phi hop vori cac  don vi thuc hien cong tac xay dung, ra sok, 

dieu chinh chuang trinh dao tao,  de an mOr nganh dao tao chdt luting cao  (C); 

• Theo dai thuc hien va phi hop,  dam bao cac don vi thuc hien dung quy dinh, quy 

trinh d'a ban hanh ve phan cong  giang; phi hop mor lop hoc phAn; clang kr3i mon hoc, 

phan cong giang day, Ice hoach hoc  tap  cac  16p C; 

• Xet cong nhan sinh vien dat  chudn ngoai ngir clAu vao va qua trinh d6i vOri cac lop dai 

tra va CLC; 

• Ph6i hop t6 chirc thi danh  gia Wang  luc cho  sinh vien dai tra, C va CA; Thi b6 sung 2 

ky nang NOi-Viet cho  sinh vien cac kh6a; 

• Tiep nhan don xin  xet vao va ra the lop chuang trinh chdt luting cao; 

• Phi hop du thao  ke  hoach,  theo dOi tinh hinh thuc hien the hoat Ong theo ke hoach 

dm BDH De an CLC;  Thu thap, tong hop thong tin cac don vi co lien quan de thuc 

hien bao cao dinh kST  va phat sinh theo yeu cAu cac cap quan VT; 

Thuc hien cac nhiem vu  khac  do  lanh dao Pheng giao. 

• Xet mien, giam hoc  phAn Ngoai nga, Giao duc the chdt, Giao due qu6c phong; 

• Kiem tra dieu kien  xet tot nghi'ep: Chung chi ngoai ngir, Giao due the chdt, Giao due 

qu6c phong. 

6. ThS. Le Queic Nguyen  —  Chuyen vien 

Cong tac quan 1ST he dao tao chinh  quy 

• Lap ke hoach dao tao, xep lich  giang, thai khoa bieu cac hoc kST (hoc kST chinh va hoc 

IcS7 he); 

• Quan 1ST thai kh6a  Neu, cong tac bao nghi, bao bil; 136 tri ph6ng hoc NI, ph6ng sinh 

hoat doan  -  hOi; 

• Lien he m6i  giang  cac  mon chung do Ph6ng phu trach; Quan  1ST  116 so giang vien thinh 

giang (1S7 lich khoa hoc, hop  dong giang day, thong tin thanh toan thin lao giang day). 

• Phi hop vOri cac don vi trong  viec cung cap (la lieu thanh toan thu lao giang day; 

• Tiep nhan va xir 1ST 116 so  "Nhan  I"  va "Tra  I",  in bang diem tra  I; 
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• Quan li h9c phan giao due the chit, giao due quOc pi -1611g; 

• Tiep nhan, kiem tra va quan 1 ,  h'o so ltru hoc sinh qu6c to (Lao — Campuchia), cac van 

de lien quan den sinh vien dien 30A va du bi dai hoc; 

• This 14 de an dao tao 4.0. 

Thuc hien cac nhiem vu khac do lanh dao Phong giao. 

7. CN. Nguyen Quang Trung — Chuyen vien 

Cong tac quan 1S,  he dao tao chinh quy 

• Quan 1S,  luu tilt 116 so tuyen sinh dau vao; 

• Nhap diem thi, quan 1S,  diem; in va cap bang diem, tiep nhan va xir 1 ,  don khieu nai 

diem cila sinh vien; 

• In va phat bang t& nghiep va h6 tra xet t& nghiep; 

• Tham gia hiS try xet canh bao h9c vu; 

• Phi hop P.CTSV theo dai viec xet h9c bOng, mien, giam hoc phi; 

Cong tac quan 1)",  he vim lam vim h9c, van bang hai: 

• Nhap diem thi, quart 1S,  diem; 

• In va cap bang diem, tiep nhan va it 1 ,  don khieu nai diem cua sinh vien; 

• In va cap phat bang tot nghiep; 

Cong tac khac: 

• Quan 1S,  co soy vat chat, kho ltru tilt dm PhOng; 

Thuc hien cac nhiem vu khac do lanh dao Phong giao. 

8. CN. Trirong Nguyen Kitt' Nhung — Chuyen vien 

Cong tac quan 1S,  he vim lam vim h9c, van bang hai 

• Thuc hien cong tac tuyen sinh; 

Quan 1S,  chuang trinh dao tao; Lap ke hoach giang day - h9c tap kit& h9c, nam hoc, 

hoc 14 NIA lich kiem tra het mon; 

• Mai giang vien day cac mon chung do Phong phu trach, tiep nhan phan cong giang 

day, dang 14 tS,  le diem mon h9c tir cac don vi trong Truang; T&Ig hop, ltru tit ." va 

quan 1S,  1 ,  lich khoa hoc va hop ang giang day dm giang vien thinh giang; Thong ke 

ya chuyen dir lieu thanh toan thil lao giang day; 

5 



• Tiep nhan va to van phucmg an thi ghep, mon hoc tuong ducmg cho sinh vien c6 don 

xin tea. no; 

• Xet mien giam mon hoc, xet dieu kien du thi tot nghiep; 

• Tiep nhan, xix 17 cac thac mac, gOp y cua sinh vien. 

Cong tac khac 

• Thu kS7 de an dao tao Cir nhan tai nang; 

Thuc hien cac nhiem vu khac do lanh dao Pile:111g giao. 

9.  CN. Chau Van HO  —  Chuye'n vien 

Cong tac quan 1ST he dao tao chinh quy 

• Thuc hien cong tac may tinh phuc vu cac l(ST tuyen sinh; 

• Xac nhan ket qua tuyen sinh dai hoc chinh quy, xac minh van bang; 

• Xet canh bao hoc vu, xet tot nghiep; 

• Tiep nhan clang kST, in va cap bang diem tot nghiep, giay chirng nhan hoan thanh khod 

hoc, giay chirng nhan tot nghiep tam that 

• Theo dOi va quan 1ST tinh hinh hoc tap cua sinh vien cac khod chua tot nghiep; 

• Tham gia 116 tro in, phat bang tot nghiep. 

Cong tac quail 1ST he vita lam vita hoc, van bang hai 

• Xet canh bao hoc vu, cap giay chirng nhan hoan thanh khod hoc, xet tot nghiep, cap 

giay chirng nhan tot nghiep tam thesi; 

• Xet tot nghiep va tham gia h6 tro in, phat bang tot nghiep. 

Cong tac khac 

• Quail 1ST website, fanpage cua Phemg; 

• Thuc hien tri'en khai va phat tri'en phan mem he th6ng tin chi, quail 1ST  co so.  du lieu dao 

tao (he chinh quy, vita lam vira hoc, van bang hai); 

• Th6ng ke s6 lieu bao ca.() B6, DHQG-HCM, Truang; 

• Tham gia T6 cong tac dam bao chit luong cfia Phemg; 

• Thu kST de an E-Learning. 

Thuc hien cac nhiem vu khac do lanh dao Phong giao. 
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10. CN. Bang Thi CAm Ly — Chuyen vien 

- C6ng viec d6i vai he dao tax) chinh quy 

• Tip nhAn xir lY dun, phi6u yeu cAu cua sinh vien nOp true tiep tai ph6ng: bao luu, tarn 

dimg, tiep nhAn, chuyen truang, gia han,...; 

• H ;6 tro cong tac t6 chirc ma cac lop h9c phAn va quan ly viec dang ky mon hoc, danh 

sach cac lap hoc phAn, giai dap thac mac sinh vien ve viec dang ky mon hoc. 

Cong tac quail lY he vira lam vira hoc, van bang hai: 
, 	A 	 • A 	 A  • Quan ly, to chirc kiem tra ho so .  tuyen sinh dau vao, xac nhAn van bang; 

• Kiem tra xac nhAn van bang, chirng chi dAu ra. 

- Cong tac khac: 

• Thu 14 Ph6ng, quail ly cong van den, cong van di; lich lam viec; bao cao danh gia xep 

loci ABC hang thang; tong hop cac ke hoach hoat dOng, bao cao dinh ky nam hoc, hoc 

ky; quail ly email PhOng; 

• Tham gia T6 cong tac darn bao chit luong 

- Thuc hien cac nhiem vu khac do lanh ciao Ph6ng giao. 

11. CN. NguyZn Th6' Hi .en — Chuyen vien 

- Cong viec d6i vai he dao tao chinh quy 

• Theo dOi, tong hop va quan ly h6 so.  cong tac xay dung, ra soat, dieu chinh chuong 

trinh dao tao, de an ma nganh dao tao; 

• Quan ly danh sach sinh vien trimg tuyen va t6 chirc lap sinh vien (bao g6m sinh vien 

cac dien luu hoc sinh qu6c to (Lao — Campuchia), 30A va du bi dai hoc). 

• T6 chirc ma cac lap hoc phAn va quan lY viec clang ky mon hoc, danh sach cac lap; 

• Tham gia 116 try cong tac tiep nhAn va xfr ly cac truang hop bao nghi, bao ba; 

• Tham gia h6 try cong tac xay dung ke hoach dao tao h9c ky. 

C6ng tac quan 1Y,  he vira lam via h9c, van bang hai: 

• Phi hop vai cac don vi t6 chirc nhip hoc, cap the sinh vien, le khai giang, 16 tot 

nghiep cac lap LKDT a cac tinh; 

• Phi hop vai cac don vi t6 chirc nhAp hoc, cap the sinh vien, le khai giang, le t6t 

nghiep cac 16p dao tao a TP. 1-16 Chi Minh; 

• Quan lY viec clang ky tra no, thi lai cua sinh vien cac lap; 
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• Phi hop cong tac in va cap phat van bang. 

Cong tac khac: 

• Tham gia TO cong tac dam bao chit luting dm Phong; 

• This V de an dao t4o song bang; 

• Tham gia he') tro.  pan 1S7 website, fanpage cila Phong. 

Thuc hiO cac nhi41 vu khac do lanh ciao Phong giao. 

TRIf(ING PHONG 
Noi nhi)n: 
- BGH (de bao cao); 
- Cac dun vi trong  TruZing (de biet va lien 

N cong tac); 
-  Cac thanh vien P.DT  (de thuc hien); 
-  Luu va cong 1)6  website Phong; 

Nguytn Thanh Tr9ng 
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