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¢ Phu trach cac dau viéc:
1/ Phy trach van thu, cong van dén (2)

2/ Phu trach h¢ dao tao sau dai hoc (cao th), van béng
2, vlién thong dai hoc: lich gidng, lich thi, dé thi, coi thi,
diém thi, bai thi, thinh giang, luan van, khoa luan (1)

3/ Phu tI'(::lCh hé dao tao WVl‘Ia lam vura hoc: lich giang,
lich thi, dé thi, coi thi, diém thi, bai thi, thinh giang (2)

4/ Phy trach cong viéc ké toan ciia khoa (3)

5/ Quan 1y tai san, van phong pham ciia khoa (2)

6/ Ké khai thanh toan, quyét toan tam tng ctia khoa (2)
7/ Quan ly ho so giang vién thinh giang cua khoa (2)

8/ Phu trach cac cong viéc lién quan dén Vién Do tao
Sau dai hoc, Phong Quan ly dao tao — Cong tac sinh
vién, Phong Tai chinh — Ké toan, Phong Pam bao chat
luong — Phét trién chuong trinh, Phong Ké hoach dao
tao — Khao thi, Phong Co so vat chat va cac phong ban
khéc co lién quan (1)

9/ Tham gia cong tac xay dung chién lugc canh tranh
va phét trién don vi (3)

¢ Hb tro chinh c4c dau viéc:

1/ Thuyec tap t6t nghiép va chuyén dé/khoa luan tot
nghiép h¢ dai hoc (1)

2/ Soan thao van ban (theo chi dao cua Ban Lanh dao
khoa) (1)

3/ Tham gia cong tac ISO don vi (2)
4/ Thi dua khen thudéng don vi (2)

¢ HJ tro phu c4c diu viéc:

1/ Phdi hop t6 chie cac hoi thao, chudi hoi thao cta
khoa (1)
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2/ Cap nhat thong tin 1én website ctia khoa (3)

¢ CoOng tac khac:
- Theo sy phan cong cua Ban Lanh dao khoa

- Back-up dit liéu dinh ky mdi quy 1 lan.

Nguyén Thi Thio Vy
Cur nhan Kinh té
Chuyén vién

& 028.35.265827

@ 0918733647

>« thaovy@ueh.edu.vn

¢ Phu trach cac diu viéc:

1/ Phuy trach van thu, cong van di, luu trit van ban di
(2)

2/ Phu trach hé dao tao sau dai hoc (nghién cuu sinh),
daj hoc chinh quy: lich giang, l‘jch thi, dé thi, coi‘thi,
diém thi, bai thi, thinh giang, dé cuong, chuyén dé va
luan an cua nghién ctru sinh (1)

3/ Phu trach cong viéc thu quy cua khoa va trung tam
3)

4/ K& khai thanh to4n, quyét toan tam tng ciia khoa (2)
5/ Theo ddi nghién ctru khoa hoc cua giang vién, NCS
va sinh vién (2)

6/ Quan ly tu sach cua khoa (2)

7/ Quan Iy ho so giang vién thinh giang cua khoa (2)

8/ Phu trach cong viéc lién quan dén Phong T6 chirc —
Hanh chinh, Phong Cong tac chinh tri, Phong Quan ly
dao tao — Cong tac sinh vién, Phong K¢ hoach dao tao
— Khao thi, Phong Dam bao chat lugng — Phat trién
chuong trinh, Phong Tai chinh — K¢ toan, Phong
Truyén thong va Quan hé cong chung va cic phong

ban khac cé lién quan (1)

9/ Tham gia cong tac xay dung chién lugc canh tranh
va phat trién don vi (3)

¢ H® tro chinh cac dau viéc:

1/ Thue tap tot nghiép va khoa luan t6t nghiép dbi véi
cac khoa h¢ dai hoc chinh quy (1)

2/ Soan thao van ban (theo chi dao cia Ban Lanh dao
khoa) (1)

3/ Cong tac rén luyén sinh vién, ¢ van hoc tap (2)

4/ Thi dua khen thudng don vi (2)

2|Page



mailto:thaovy@ueh.edu.vn

Stt

Ho tén

Nhiém vu dwgeec phan cong

¢ Ho trg phu cac dau viéc:

1/ Phéi hop t6 chirc cac hoi thao, chudi hoi thao cua
khoa (3)

2/ Cap nhat thong tin 1én website ctia khoa (3)

¢ CoOng tac khac:

- Thu ky cua cac cudc hop Ban Lanh dao khoa va hop
khoa

- Back-up dir liéu dinh ky mdi quy 1 lan
- Theo su phan cong cua Ban Lanh dao khoa.
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Ngay 29 thang 01 ndm 2018
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TS. Nguyén Thi Thuy Linh




