TRUONG DAI HOC TAY NGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG QUAN LY CHAT LUQNG Poc lap — Tw do — Hanh phtic

S6: 23 /TB-QLCL Pak Lk, ngay 17 thang 10 nam 2025

‘ THONG BAO ,
V¢ viéc phan céng cbng viéc doi vai vién chic phong Quan ly chat lugng

1. Truwéng phong: Ong Huynh Vin Quéc
Phu trach chung va truc tiép chi dao cac cong viéc sau:

- Cong tac Thi dua Khen thuong;

- B4i ngoai, nhan su va co sé vat chat caa Phong;

- Bé xuat véi Hiéu truong vé cdng tac chung caa Phong;

- Gitt ma khoa sira diém trong phan mém quan 1y dao tao;

- Cong tac Coi thi két thuc hoc phan cac hé dao tao;

- Cong tac Bao d¢am chat luong gido duc;

- Quan ly trang web cua Phong;

- Kiém nhiém céng tac giang day;

- Tham gia t6 chuc thi, kiém tra véi céc don vi trong Trudng;

- Thuc hién mét s6 cdng viéc khac khi dugc Hiéu trudng giao.

2. Phé Truéng phong: Ba Tran Thi Giang

Gitp Truong phong phu trach va tham gia chi dao mot sé cng viéc sau:

- Phu trach cong tac dé thi (nhan, bao mat, in sao dé thi, ...) két thic hoc phan céc
hé dao tao theo ding quy dinh;

- Phu trach cdng tac Kiém dinh chat lugng theo tiéu chuan danh gia chat lugng
chuong trinh dao tao cua B Giao duc va Bao tao (GDDT) cac nganh dai hoc;

- Tham gia t6 chuc thi, kiém tra voi cac don vi trong Trudng;

- Thyc hién cac céng viéc khac khi Truong phong phéan cong;

- Thay mit Truong phong giai quyét cac cong viéc caa Phong khi dwoc ty quyén.
3. Ph6 Trwéng phong: Ong Tran Vin Cuong

Gitp Truong phong phu trach va tham gia chi dao mét sé cong viéc sau:

- Phu trach cong tac Kiém dinh chét luong theo tiéu chuan danh gia chat lugng Co
s& gi4o duc cia Bo GDDT va theo tiéu chuan nudc ngoai;

- Phu trach cdng tac Kiém dinh chat lwong theo tiéu chuin danh gia chat lwong
chuong trinh dao tao cua B Gido duc va Pao tao (GDDT) cac nganh sau dai hoc (CK1,
ThS, TS);

- Phuy trach cong tac Kiém dinh chit luong chuong trinh dao tao theo Bo tiéu
chuan cia Mang 1u6i bao dam chat lugng cac truong dai hoc ASEAN (AUN-QA) va cac
tiéu chuan nuéc ngoai khéc (Tiéu chuan Quéc té);

- Phy trach va tham muu cho Lanh dao Trudng cac cong viéc lién quan dén xép
hang va nang hang Truong Pai hoc Tay Nguyén;

- Phy trach phan mém vé “Quan ly hd so minh ching va hd trg viét béo cao Ty
danh gia/Panh gia ngoai”; hd tro cac don vi trong Trudng dua minh chang 1én phan
meéem;



- Phu trach cong tac chuyén d6i sé cua Phong;

- Phu tréch cdng tac cham thi két thic hoc phan va luu trix bai thi;

- Tham gia t6 chuc thi, kiém tra véi cac don vi trong Trudng;

- Tham gia phu trach va dua thong tin 1én phan mém HEMIS (B GDDT),
Website, Facebook, Fanpage cia Phong;

- Kiém nhiém cbng tac giang day;

- Thuc hién cac cong viéc khac khi dugc Truong phong phén céng;

- Thay mit Trudng phong giai quyét cac cong viéc caa Phong khi duoc ty quyén.
4. Chuyén vién: Ong Ly Ngoc Tuyén

- Thuc hién cac cong viéc lién quan dén cong tac Bao dam chat lugng; chiu trach
nhiém vé cdng tac thu thap, quan 1y, luu trit minh chang lién quan dén cong tac Kiém
dinh chit lwong co s& gi4o duc va kiém dinh chat lugng chuong trinh dio tao;

- Thuc hién céc bo cdo, cung cap sé liéu vé cong tic BDCLGD theo yéu cau;

- Xay dung ké hoach va thuc hién khao sat cac BLQ phuc vu cong tac BDCLGD
(phoi hop véi dic TG Anh);

- Pua minh chtng, van ban Ién phan mém “Quan ly ho so minh chitng va hd tro
viét b4o cdo Tu danh gia/Panh gia ngoai”;

- Tham gia 1am thu ky thi cac ban thi két thic hoc phan, thi cap ching chi, ching
nhan;

- Quan 1y phach, dau phach, cat phach;

- Lap ké hoach, quan ly, str dung tai san, d6 dung, may méc, thiét bi caa Phong;

- Xay dung ké hoach sir dung va quan 1y van phong pham dé phuc vu to chirc céc
ky thi trong nam hoc hiéu qua, tiét kiém, tranh lang phi;

- Kiém nhiém c6ng tac giang day;

- Thuc hién cac cong viéc khac khi dugc Truong phong phan cong.
5. Chuyén vién: Ba Pang Thi Tuyét Lan

- Thyc hién céc cdng viéc lién quan dén cong tac nhan, luu trit, bao mat bo dé thi;

- Tham gia 1am thu ky thi cac ban thi két thic hoc phan, thi cap ching chi, chiang
nhan;

- Quan ly diém thi cac 16p thuoc khoa Su pham (nhap diém, in bang diém);

- Thuc hién céc cong viéc lién quan dén thi hé VLVH khoa Su pham;

- Kiém tra lai viéc nhap diém thi céac 16p thudc khoa Kinh té, khoa KHTN-CN (hé
chinh quy va VLVH);

- Theo ddi tién d6 cham thi: nhic cac khoa vé viéc cham thi muon;

- Tham gia cong tac Bao dam chat luong giéo duc;

- Thuc hién cac cong viéc khac khi dugc Trudng phong phan cong.
6. Chuyén vién: Ong Tran Minh Tri

- Xay dung lich thi hoc ky cac 16p dai hoc hé chinh quy va dua lich thi 1én trang
Website ctua Truong;

- Tham gia 1am thu ky thi cac ban thi két thic hoc phan, thi cap ching chi, ching
nhan;



- Quan ly diém thi hé chinh quy cac 16p thudc 03 khoa: Khoa Ngoai ngit, Khoa
Kinh té, khoa Khoa hoc tu nhién va Céng nghé (nhap diém, in bang diém);

- Kiém tra lai diém thi cua khoa Su pham (hé chinh quy va VLVH); cac 16p nhu
cau va hoc ky he;

- Thuc hién céac cbng viéc lién quan dén thi hé VLVH cua 03 khoa: khoa Ngoai
ngit, khoa Kinh té, khoa Khoa hoc tu nhién va Céng nghé;

- Theo ddi tién d6 chiam thi: nhic cac khoa vé viéc cham thi muon;

- In tGi dyng dé thi hé chinh quy;

- Thuc hién danh phach cac mon thi trén may vi tinh;

- Tong hop va thanh toan tién coi thi (cham nhat sau 20 ngay ké tir khi két thic ky
thi);

- Tham gia cdng tac Bao dam chét luong gi&o duc;

- Thuc hién cac cong viéc khac khi dugce Truong phong phan cong.
7. Chuyén vién: Ba Ngii Thi Nhung

- Xay dung ké hoach ctr can bo coi thi két thic hoc phan giri cho céc khoa;

- Phan c6ng céan bo coi thi cho ting budi thi;

- Tham gia 1am thu ky thi cac ban thi két thic hoc phan, thi cap ching chi, chiang
nhan;

- Chuan bi tai dung bai thi va danh sach sinh vién dy thi két thic hoc phan cac lop
hé chinh quy;

- Quan ly diém thi hé chinh quy cac Iép thuoc 02 khoa: Nong nghiép va khoa Ly
luan chinh tri (nhap diém, in bang diém);

- Lam quyét dinh cac ban thi hé VLVH;

- Thyc hién cac cong viéc lién quan dén thi hé VLVH cua khoa Néng nghiép;

- Kiém tra lai diém thi cua khoa Y Duoc;

- Theo ddi tién d6 chiam thi: nhic cac khoa vé viéc cham thi muon;

- Tham gia cong tac Bao dam chat luong;

- Thyc hién cac bao céo cho Nha truong vé cong tac Khao thi theo chi dao cua
Truéng phong;

- Thuc hién cac cong viéc khac khi dugc Truong phong phan cong.
8. Chuyén vién: Ong Nguyén Tién Dan

- Quan 1y diém thi céc l16p thudc khoa Y Duoc;

- Nhan va quan ly bai thi sau khi thi va ban giao cho Ban cham thi;

- Quan ly s6 theo dbi phuc tra thi va 1am vin ban béo c&o Hiéu trusng;

- Lap danh sé&ch sinh vién vi pham quy ché theo tiing ky thi giri cac don vi lién
quan;

- Luu trit va ban giao bang diém thi cho phong Dao tao;

- Theo ddi tién d6 cham thi: nhic cac khoa vé viéc cham thi muon;

- Lap bao céo tdng hop cac trudng hop giang vién cham phac tra c6 nang diém
gui Hi¢u truong.

- Thuc hién céc cong viéc lién quan dén thi hé VLVH khoa Y Duoc;



- Kiém tra viéc nhap diém thi hé chinh quy va hé VLVH cua khoa Néng nghiép,
khoa Ngoai ngit;

- Tham gia 1am thu ky thi cac ban thi két thic hoc phan, thi cap ching chi, ching
nhan;

- Chuan bij cac tai dung dé thi, kiém tra khi phdi hop thi véi céc don vi trong
Truong;

- Tham gia cdng tac Bao dam chét luong gi&o duc;

- Thuc hién cac cong viéc khac khi dugc Truong phong phan cong.

9. Chuyén vién: Ba Pham Thi Tu Anh

- Lam nhiém vu véan thu luu trir;

- Tiép nguoi hoc va giang vién khi dén lién hé cong viéc véi Phong;

- Tham gia 1am thu ky thi cac ban thi két thic hoc phan, thi cap chang chi, ching
nhan;

- Quan ly tui bai thi khi giang vién cham thi (c6 so theo ddi cong tac cham thi);

- Chuan bi tai dung bai thi va danh sach sinh vién dy thi két thic hoc phan cac lop
hé chinh quy;

- Quan ly diém thi cac 16p nhu cau, hoc ky he, cac 16p sau dai hoc (nhap diém va
in bang diém);

- Kiém tra viéc nhap diém cac 16p thuoc khoa Ly luan chinh tri;

- Guri va nhan bai thinh giang; luu dia bai thi Tin hoc tng dung;

- Pua minh chung phan mém SAHEP (phdi hop Véi d/c Oanh);

- Thyc hién Khao sat cac bén lién quan (phoi hop véi d/c Tuyén)

- Tham gia cdng tac Bao dam chét luong gi4o duc;

- Thyc hién céc cong viéc khac khi Truong phong phén cong.

10. Chuyén vién: Ba Pham Thi Oanh

- Thuc hién cac cong viéc lién quan dén cong tac nhan, luu trir va bao mat ngan
hang cau hoi thi;

- Tham gia 1am thu ky thi cac ban thi két thic hoc phan, thi cap ching chi, ching
nhan,...;

- Tham gia xay dung lich thi hoc ky cac 16p dai hoc hé chinh quy va dua lich thi
I&n trang web cta Truong;

- Xay dung ké hoach, tong hop va viét bao cdo cong tic BDCLGD cua Trudng
hang nam;

- Thuc hién cac cong viéc lién quan dén cdng tac Bao dam chét luong gido duc:
Phu trach phan mém SAHEP; thu thap, quan ly minh ching va dwa minh chieng 1&n phan
mém “Quan Iy hd so minh chuing va hd trg viét bdo cao Tu danh gia/Danh gia ngoai”;

- Kiém nhiém cbng tac giang day;

- Thuc hién cac céng viéc khac khi Truong phong phén cong.

Cac vién chac cia phong Quan Iy chit lwong chiu trach nhiém trude Truéng
phong, Hiéu trudng vé viéc thuc hién nhiém vy; quan 1y, luu trix cac tai liéu, van ban lién
quan dén cong viéc duoc phan cong theo dung quy dinh; dé xuat y kién véi Lanh dao
Phong vé cong viéc chung caa Phong;, co trach nhiém giai trinh khi duoc yéu cau; cudi
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mdi thang vién chirc ¢6 trach nhiém béo céao Trudng phong viéc thuc hién cong tac cua
ca nhén trong thang.

Trong khi 1am viéc, sir dung cac tai san, vat tu, co so VAt chat,... cia Truong phai
thuc hién hiéu qua, tiét kiém, chong lang phi.

Phan cong nay dugc thyuc hién tir ngay 20/10/2025.

Trong qua trinh thuc hién, néu c6 noi dung nao chua phu hop s& dugc diéu chinh.

TRUONG PHONG

Noi nhan:

- Lanh dao Trudng (dé béo c4o);

- Cac don vi (dé phdi hop); /

- Vién chirc P.QLCL (dé thyc hién);

- Luu P. QLCL. HUYNH VAN QUOC



