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QUYET DINH
VG vifc ban hinh Quy <linh chri'c ning, nhiQm vg cria cic don vi

thuQc, trgc thuQc Trudng D4i hgc Tiy Nguy6n

HIPU TRTIONG TRU'ONG DAI HQC TAY NGUYEN

Cdn cft Quyiit dlnh tii ZSArcp ngdy t t thdng t t ndm 1977 cila HQi ding
Chinh phi vi viQc thdnh ldp Trudng Dai hoc Tdy NguyAn;

Cdn cu Ludt Gido duc dai hpc ngdy 18/6/2012 vd Luqt s6 sua d6t, b6 sung
m6t stj dtiu cila LuQt Gido duc dqi hoc ngay t9/l l/2018;

Cdn c* Nshi dinh tii tOtZOtS.wO-CP ngdy t4/02/2015 crta Chinh phil
Quy dinh co ch| ttr chil ctia don vi sry nghiQp c6ng lQp;

Cdn crl Nghi dinh sii 60/202 I /ND-CP ngdy 2 I /6/202 I cud Chinh phil Quy
dinh co ch| W chil tdi chinh cila don vi sq nghiQp c6ng lQp;

Cdn c* Quyiit dinh sii tZtStgO-fCCB ngdy 01/7/2019 cia Hi€u trucrng
Trrdng Dqi hgc Tdy NguyAn vi viQc t6 ch*c bQ mdy cila trudng Dai hoc Tdy
Nguy2n nhi€n b) Hi€u trtntng 2018 - 2023;

Cdn cr? Quy6t dinh tii zssotgo-oaTN-TccB ngay 02/12/2019 ctia HiQu
trudngTrudngDqi hgc Tly Nguy€nvi viQc ban hdnh Quy dlnh chuc ndng, nhi€m
vu cia cdc don vi thuQc Trudng Eqi hpc Tdy Nguy€n;

Cdn c* Kiit luQn cu6c hop vi vi(c sua d6i, b6 sung Quy dinh chuc ndng,
nhi€m vu cia cdc drn vi Trrdng Dqi hgc Tdy NguyAn ngdy l7/l 2/202 I ;

,) , .
Theo d€ nghi cua Trudng phdng T6 chtc cdn b6,

QUYET DINH:

Di6u 1. Ban hdnh kdm theo Quytit dinh ndy "Quy tlinh chrirc nIng, nhiQm
vg cfra cdc tlcrn vi thuQc, trgc thuQc Trud'ng Dqi hgc Tiy Nguy6n".

Di6u 2. Q"y6t dM nay co hi6u lUc kC ttr ngdy ky vd thay th6 Quy6t dlnh sii
2556/QIDHTN-TCCB ngity 021142019 ciraL\Qu tuong Truong Dai hgc TAy Nguy6n;

- Trudng phdng Td chfc c6n bO, Tht tru0ng ciic tlon v! li€n quan

;il,il;r.ffi}gudi 
lao dQng trong Nhir trudng chiu trrich nhiQm thi hdnh Quvi5t

Noi nhQn:

- Nhu Di6u 3;
- Bi thu Dang ty,
- Ban Gi6m hiQu;
- HQi tl6ng Truong;
- VP. Ddng ty;
- VP. Cdng <lodn;
- Dodn TNCSHCM Trudng;
- Luu: VT, TCCB. (M40b)
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QUY DINH
CHTIC NANG, NHITM VU COA CAC DON VI THUQC, TRTT. C THUQC

TRrroNG EAr Hoc rAyNcuytN
(Ban hdnh kim theo guyat ainn sa, $J /QD-DHTN ngdy..lfuhdng Oy' ndm 2022

cin Hi(u trtdng Trudng Dqi hqc Tdy NguyAn)

Chuong I
NHUNG QUY DINH CHUNG

I. Phgm vi tliiiu chinh vir tl,i5i tuqng rip dqng

VEn brin ndy qui dlnh chfc ndng,.nhiQm vu cfia c6c dcrn vi thuQc, truc thu6c
Trudng D4i hgc TAy nguy6n, bao g6m: c6c Khoa, Phdng, Trung tdm, ViQn,
B€nh viQn vir c6c don vi thgc hdnh (ggi chung lir crlc d<rn vi).

II. Nguy6n tic phin cdng chric ning, nhiQm vg ciia c6c dcrn vi

l. Chfc ning nhiQm v9 cia c6c don vi, chric trrich cira vi€n chuc vd nguoi
tao dgng (VC-NLD) phin rinh diy dir nhirng ho4t dQng vd thuc hiQn nhigm vs
chinh tr!, muc ti6u ddo t4o vd sr,r ph6t tri6n li€n t1rc cria Nhd trudng.

2. M6i linh vuc c6ng vi€c giao mQt don v! ldm tliu mtii chri tri, theo d6i, xri
ly; trudng hgp li€n quan. d6n nhiQm vU cira nhiAu tlon v! thi don v! ldm <IAu mOi
ch0 tri vri c6c dcrn vi ph6i hqp theo d6i, xu lj. Don v! tlugc giao chrJr tri c6 tr6ch
nhiQm t6ng hgp trung thyc, tliy dt j ki6n tham gia cria c6c tlon vi li6n quan.

3. Tty theo giai do4n ph6t trirSn vd nhiQm vu thuc t6 cria Nhd trudng, c6c
tlon vi xAy dwg nhiem vrr cu th6 4,3 Oam bio thr,rc hiQn trit nhiQm vu chinh tr!,
ddo tqo cta Nhir trudng.

4. Thqc hicn vd ph6n quy6n, ph6n c6p quydn h4n, nhiQm vq theo quy dinh
cira Nhir trudng.

Chu<rng II
CHTIC NANG, NHIEM VU CUA CAC DON VI THUQC, TRI'. C

THUQC TRTIONG D4,r HQC rAy NCUytrV

I. Chfc ning nhiQm vg cfra cic phdng chrirc ning, trung tim, viQn, co sO

thgc hinh

1. Phdng T5 chric crln bQ

1.1. Chri-c ning
Tham muu cho HiQu tru&ng trong c6ng tiic t6 chtic vd crin bQ, bao g6m: co

,(i
c6u t6 chirc c[ra Trudng; kiQn todn t6 chirc bQ mrly qu6n li; quy ho4ch, ddo t4o,
UOi OuOng, b5 tri, tuy6n dr,rng, su dpng, drinh giri, quin li VC-NLD dim bio thqc
hiQn dring vd klp thdi c6c ch6 d0, chinh s6ch di5i v6i VC-NLD; thuc hiQn c6ng
t6c bio vQ chinh tri noi b0 trong Nhir truong.

I
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1.2. NhiQm vq

@ CAng tuic t6 chicc bQ mdy

- Cht tri x6y dpg d€ 6n thdnh lAp, srip nh4p, chia trich, giai th6 don vi,
dim bAo bQ m6y cta Truong tinh ggn pht hqp co chii hign hanh.

- Cht tri c6ng tiic kiQn todn t6 chric bQ mriy trong Truong, thdnh l4p c6c

h6i d6ng tu v6n, c6c ban, ti6u ban hoat tlQng cria Truong.

- Cht tri x6y dpg quy ch6 t6 chirc vir ho4t dQng; quy dfnh chric n6ng,

nhiQm vu cria c6c don vi thuQc Trudng; c6c quy tllnh v€ c6ng t6c t6 chuc, nh6n
sg cria Trudng; co ch6 ph6n c6p, phdn quy€n quin li cta Trudng.

- Cht tri rir sorlt, sta dili, b6 sung (n€u c6) chi€n lugc ph6t triiin Nhd truong;
,:

su m4ng, t6m nhin vd gi6 tri c6t l6i cta Trudng; tri€t li girio dqc cira Trudng.

b) Cdng tdc cdn bQ

- Tham muu cho Ding riy xriy d1mg quy ho4ch dQi ngfr crin b9 nhim phuc
.:

vr,r c6ng viQc tru6c mdt, chi6n lugc ph6t tri6n c[ra Nhd truong;

- Cht tri xdy dpg k6 hogch vri tO chric thgc hiQn k6 hoach c6ng t6c diro
t4o, bdi dudng crin bQ d4t ti6u chu6n chirc danh nghd nghiQp theo quy dinh, n6ng
cao trinh dQ chuydn m6n nghiQp vu tftip fug y6u ciu phrit tritin crla Nhd truong;

- Chir tri xdy dpg k6 ho4ch vd t6 chuc thgc hi€n: c6ng t6c tuy6n dung c6n
b0; hqp tldng lao dQng, di6u dQng, lurin chuy6n, chuy6n aOi vi tri c6ng t6c,.c6ng
trlc x6t chuy6n ndng ngpch, thdng hqng chtic danh nghA nghiQp theo ph6n c6p;

- Theo d6i, kir5m tra dinh mtc lao dQng, t6 chuc drinh giri, phdn loai VC-
NLD hdng nim; cht tri t6 chirc thqc hiQn c6ng tiic kj luat VC - NLD.

- Hu&ng ddn, ki€m tra c6c don vi t6 chuc bi€n ch€, thgc hiQn nhi6m 4r
qu6n li vd sir dqng nh6n lgc d6 n6ng cao hiQu qu6 c6ng tric;

- Qu6n li hd so, lj lich cta VC-NLD theo quy ttlnh crla nhd nudc;

" - Ph6i hqp thyc hiQn c6ng tAc bO nhiem, mi6n nhiQm cdn bQ qudn li theo
th6m quy6n;

- Theo dOi tinh hinh chinh tri tu tu&ng. DA xu6t nQi dung, biQn phrlp vd
hinh thfc girio dgc chinh tr! tu tu0ng trong VC-NLD.

c) COng tdc chd iIQ chinh sdch

- X6y dqng vi ban hanh c6c vdn bin quy tlinh vd chii d9 chinh silch ctra

Nha trudng d6i v6i vc-NLD;

- |-an danfr srich chi trri thu nh{p t6ng th€m, cric ch6 dQ ngdy 16, t6t theo

Quy ch€ chi ti€u n6i b0; ph6i hqp phdng KO hoqch Tdi chinh brio t6ng girim cic
khoin 1i6n quan b6o hi6m x5 hQi (BHXH) theo quy dinh;
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- ptrO Uien vd t6 chric thgc hiQn cn6 AE cninh siich cria nhir nu6c, c6c quy
dinh nQi b9 dOi vOi VC-NLD trong Tru&ng;

- Chtr tri t6 chirc thgc hiQn x6t n6ng bdc lu<rng, chuyEn ng4ch, thdng hang
chric danh ngh6 nghiQp, chuy6n x6p luong theo ngach, chfc danh cho VC-NLD
theo quy tlinh hiQn henh; bO nhiQm chfc danh Girio su, Ph6 Girio su cira Trudng;

- T6 chric thqc hiQn ctrii A9 cni*r srich cho VC - NLD bao g6m: huu tri,
nghi hu&ng BID(H (thai sin, 6m dau); phg c6p dQc hai, phy c6p uu ddi ngh6,...;

- Td chirc thgc hi€n ctrri aq, chinh s6ch Oiii vOi VC - NLD tru6c khi nghi
huu, VC ld thucrng binh, th6n nhdn gia dinh liet sy.

0 CAng tuic thi ttua - khen thwhng

- Thudng tr.uc vd thgc hiQn c6ng tric thi dua - khen thudng Oiii vOi VC-Nt-p.

. - Ph6i hqp dd xu6t, xay dgng kt5 hoach vd t6 chric tham gia ho4t tlQng cira
Kh6i thi dua cria Tinh Dek Ldk, Cqm thi dua cta BQ Girio dgc vd Ddo tao
(GDDr).

e) COng tdc Bdo vQ chinh tr! nQi bQ

- Thgc hiQn cric n6i dung c6ng t6c b6o vQ chinh tri nQi b0 cta Nhd trudng
theo quy dinh hiQn harh;

- Thr,rc hign Hd so, thir tuc cir tlodn ra ttim b6o dfng quy dinh hien hdnh;

- Ph5i hqp v6i c6c don v! quin li ngudi nu6c ngodi d6n ldm viQc t4i Trudng.

g) COng tdc khtic

- Chri tri xdy dr,mg c6c vdn bin li€n quan d6n ho4t dQng cira Phdng.

- Thira uj,quy€n HiQu tru&ng xric nhpn li lich cira VC-NLD, gi6i quyi5t

nghi ph6p ndm, nghi 6m vri nghi dQt xu6t cho VC-NLD theo quy dinh.

- Tham gia cic HQi d6ng tu v6n theo chric ndng nhiQm vg duo. c giao.

- Thpc hiQn c6ng tdc c6ng khai ttQi ngfi gi6ng vi6n.

- Chri tri thgc hiQn c6ng tric k€ khai tdi srin thu nhAp.

- Ph5i hqp vdi phdng Quin ly ch5t luqng thuc hi6n c6ng t6c brio drim ch6t
lugng vd kh6o s5t ch6t lugng vd cric nQi dung li€n quan.

- Cap nhet th6ng tin, h€ thi5ng c6c vin bdn cria don v! 16n website, chiu
tr6ch nhiQm v{n hdnh vd quin lf website cia dcrn vi minh.

- Thgc hiQn cric nhiQm vq khric do HiQu truOng giao.
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2. Phdng K5 hoqch Thi chinh

2.1. Chfc ning

- Tham muu, girip viQc cho HiQu tru6ng l6p k6 ho4ch, qurin li tdi chinh cia
Nhd trudng; thuc hiQn thanh quy6t torin mgi ngu6n kinh phi theo chti <lQ; hu6ng
d6n, ki6m tra hoat dQng tdi chinh tai c5c dcrn vi, t6ng hgp brio crio tinh hinh hoqt
dQng tdi chinh cira Tnrdng;

- Thqc hi6n nhiQm vq theo su chi dao v€ nghi€p vq cira c<r quan tdi chinh
c5p tr6n vd chlu sq chi dqo tr.uc titip cia HiQu trudng.

2.2. NhiQm vU

Q CAng tuic gp ki hoqch ngAn stich vd qudn l{ nguin kinh phi

- Xdy dpg kli ho4ch vir sir dung ng6n srich ng6n han, ddi han phuc vu tldo
tao, nghi€n cftu khoa hgc, x6y drmg co b6,n, cric chuong trinh muc ti6u, c6c dr,r rin;

- Quin li tiit cric ngu6n kinh phi cira Trudng; thuc hiQn dring, ddy dt, 16
^:r2rng c6c nguy6n tac, thu tqc, th6 le tdi chinh cta Nhd nudc ban hdnh;

- LQp ke ho4ch ph6n ptrt5i tintr phi cho hoqt dQng ddo tpo vir c6c chucmg

trinh muc ti6u cua truong;

- Hu6ng d6n vd ki€m tra viQc thlrc hi6n c6c du to6n, ng6n srich dd duyQt vd
c6c ch6 d0 chinh sSch do Nhd nu6c ban hdnh 6 ciiLc tlon vi trong trudng;

- PhOi hqp v6i phdng ban, khoa, Trung tam d6 thr,rc hiQn t6t chinh srlch
thu, chi hgc phi, hgc b6ng vd ciic kho6n thu, chi kh6c phpc 4r cho c6ng t6c ddo
t4o, nghi6n criu khoa hoc, hoat d6ng cria truong;

- Qu6n li, gi6m s6t thu, chi kinh phi ho4t dQng cta cilc ttcrn vi trr,rc thuQc
Tru<rng D4i hgc Tdy Nguy6n;

- Ph(5i h-o. p vdi Phdng T6 chric Crin bQ tryc tii5p qu6n li kinh phi qu! ti6n
luong, ch6 d0 b6o hi6m vd cric ch6 d0 kh6c crha VC - NLD;

. - T6 chric hQ, thiing s6 srich vd b6 mriy k6 torin thiing nh6t, t6 chrlc c6ng t6c
kC toiin, quin li, t6ng hqp tdi chinh cira cilc don vi trong trulng theo dfng luQt

kti todn, luQt ng6n s6ch Nhd nu6c;

- Cht tri xdy dlmg vd hu6ng d6n t6 chr?c thgc hiQn Quy chr5 tdi chinh, Quy, ; ,. .^
che chl tleu nol bo.

b) COng tdc thanh, quyit todn

- Thgc hiQn viQc thanh quyiit torin d6i v6i t6t ci ho4t tt6ng trong to?rn

trudng theo dring quy dinh hiQn hdnh;

- T6 chric ki6m tra dinh k! hirng ndm hodc d6t *u5t ,riCc thanh, quy6t torin
cric khodn thu, chi arSi vOi c6c don v!, t6 chirc kinh doanh, dich vu, truc thu6c
trudng theo dring quy dinh hiQn hdnh;
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- Ph0i hgp v6i Phdng Co sd vat chat vd cric don vi li€n quan theo d6i tdi
s6n cria Nhd trudng; ti6p nhdn c6c c6ng trinh m6i, c6c mity m6c, thir5t bi, dC ghi
nhdn viro tdi san cua Nhd trudng tru6c khi dua vdo sri dung; t6 chirc cric hQi tldng
thanh ly nhimg tdi s6n, miiy m6c, thitit bi, vdt tu d6 hu h6ng khdng sri dung nfta;

- Hdng thring chuy6n ft6 luong cho c6n bO vi6n chirc qua th6 ATM, ph6t
hgc b6ng cho sinh vi6n theo qui dinh.

. - Cht tri, ph6i |sp "Oi 
c6c don vi 1i6n quan trong vd ngodi Truong d6i

chi6u c6ng ng; d6n d6c thu h6i c6ng ng d6i v6i c:ic don vi li6n k6t ddo tao h€
vira ldm vira hoc, sau rt4i hoc, c6c hqp d6ng dich vu; Atli cnl6u, thu hdi c6ng ng, .;.
cac loal tren dlen, nuoc.

- Thpc hiQn k6 khai, quytit toiin vd nQp c6c kho6n thu6, t6ng hor trinh
HiQu trunng ph€ duyQt quy6t to6n c6c kho6n thu6 v6i CUc thu6.

- Ph5i hqp theo d6i, ki6m tra c6c ho4t d6ng mua s6m, sria chfta, st dung
thii5t bi, vrit tu;

- Duoc uj'quyAn ky tgm ung nhi6n liQu vd hori dcrn.

c) Htbng diln, ki6m ta, gitim stit ctic hogt dQng tdi chinh tgi ctic tton v!
thuQc, trqc thuQc Trwdng

- Hu6ng d6n, kii5m tra giiim s6t c6c don vi lap du tri, k6 ho4ch chi ng6n
s5ch vd thgc hiQn k6 hoach theo dring quy dinh;

- Dinh k! hing guy, cri cri_n bQ phu trilch theo d6i tdi chinh t4i c6c dcrn v!
c6 ho4t dQng thu chi dd hu6ng ddn, ki6m tra vi6c md s6 s6ch, b5o c6o quy€t to6n
dring ch6 d0 Nhe nu6c vir quy dinh cria Nhd trudng;

- TQp trung mgi ngudn thu, chi tai cic don vi v€ phong K6 ho4ch Tdi
chinh quin li (d6i v6i c6c don vi dugc ph6n cAp quan li tii chinh);

- Ki6m tra,, d6n d5c cric don vi, c6 nh6n thgc hiQn nghia vq tdi chinh v6i
Nhd trudng.

d) Tbng hqp, btio crio hogt dQng tdi chinh crta Nhd tru'dng

- Ph6i hqp v6i ciic tlon vi l6p brio c6o cho timg hopt dQng cg th6 theo y6u
;. , , ;, , ., i I

cau cua cac cap co tnam quyen;

- L4p b6o crio quy6t torin thu chi tai chinh theo quy dinh b:io c6o BGD& DT;

- Tham muu cho HiQu trudng v6 qurin li, ph6n b6 cric ngu6n kinh phi vd
ktl ho4ch xdy dpg du toiln thu chi cho ndm sau;

- Phi5i hqp v6i c5c dcrn vi ldm t6t c6ng t6c trang bi, qudn li vd sir dpng tdi
sin cta Nhd trudng;

- Ph6i hgp cric dnn vi d6 xu6t mirc thu hgc phi hdng nim.

)
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e) COng tdc qudn ti, luu trfr'hi so chicng fu kA nttn

Thuc hiQn c6ng t5c bdro qu6n, luu trir vir ti6u htty chimg ttr, h6 so s6 s6ch k6
to6n theo dring qui dinh.

g) Ctic cdng tdc khtic

- Cht tri xdy d1mg citc vdnbin li6n quan d6n ho4t dQng ctra Phong.

- Chti tri ldm viQc v6i co quan Ki6m to6n Nhd nu6c, Thanh tra Tdi chinh,
Thu6 vd c6c co quan ki6m tra kh6c.

- Tham gia vdo cric d6 6n, chucrng trinh, ban t6 chric, hQi d6ng theo quy d!nh.

- PhOi ho,p v6i phdng Qudn ly ch6t luqng thpc hiQn c6ng tiic b6o dim ch6t
lugng vd kh6o s6t ch6t luqng vd cric nQi dung li6n quan.

- Cpp nhQt th6ng tin, hQ th6ng c6c v5n b6n cria dcrn vi l6n website, chiu
trrich nhiQm v{n hdnh vdL qudLn ly website cira don vf minh.

- Thr,rc hiQn c5c nhiQm vg khric do HiQu truOng giao.

3. Phdng Dio t4o

3.1. Chrirc nlng

. Phdng Ddo tao c6 chric ndng tham muu cho HiQu truOng v6 chiiln lugc tdng
the ddo t4o trinh dQ sau dai hoc, d4i hoc vd c6c hinh thric bdi duong chuy€n m6n
khric; t6 chfc thgc hiQn vd qudn ly ciic ho4t dQng ddo t4o cria Trudng.

3.2. NhiQm vg

Q XAy tlqng ki hoqch hpc tQp, chtong trinh ttdo tqo, md ngiinh mhi

- Chri tri viQc x6y dlmg chuong trinh ddo t4o.

- LQp k6 ho4ch ddo tao theo n6m hoc, kh6a hgc cho toirn Trudng, xdy dlmg
thdi kh6a bi6u theo hgc k) cho c6c ngdnh ddo t4o.

- Cht tri t6 chirc d€ xu6t gi6i phrip thqc hiQn aOi mAi phuong ph6p d4y -
hqc, ti6p cQn thgc ti6n d6i m6i phucrng phrip dpy - hgc.

" - Brio crio HiQu truong v€ sd 1i6u sinh vi6n t6t nghiQp sau d4i hqc, d4i hgc, cao
ding hang ndm.

- Ph.5i hqp v6i ciic Khoa xdy dlrng dC rin m0 ngdnh dio t4o pht h<ro v6i nhu
ciu thgc ti6n cia Nhd trudng, ld dAu m5i trinh BQ GDDT hd so md ngdnh ddo
tao m6i.

- Quan lf c6ng tilc bi6n soan gi6o trinh, tdi li6u phuc vu gi6ng d4y vd hgc t{p.

fl TO chrtc, qurtn $, hogt dQng gidng dgy

- Qu6n ly, ki6m tra ho4t dQng gidng day cira gi6ng vi€n tr6n gi6ng dulng vd
thgc hdnh, thgc tpp trong phdng thi nghi6m.
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- T6 chric thgc hiQn hont dQng ddo t4o; quan ly, theo d6i ho4t d6ng gi6ng;. ^. ,
dqy cria gid.ng vi€n vC nQi dung vd lich trinh giing dqy ly thuy€t, thuc hdnh, thuc
t{p, l6m sdng theo k6 hoqch, thoi khod bi6u.

- Theo d6i khiii luqng gi6ng d4y, tinh gid d4y cho gi6ng vi6n vd c6n b6 mdi
gi6ng theo quy dinh.

. - 9u* lli c6ng tric mdi giing vd dO xu6t mdi gi6ng, trao d6i gi6ng vi6n khi
cAn thi6t.

- Cht tri ciic ho4t dQng li6n ktit ddo t4o.

Q T6 chirc, qudn t!, hgc tQp

- Rir so6t, ki€m tra chuong trinh, tiri liQu, girio trinh,..

- Cht tri t6 chuc x6t c6,nh b6o dimg hoc, th6i hgc, x6t c6ng nh4n tdt
nghiQp,..

- Chir tri t6 chric t4p truAn, ptrO Ui6n quy chti, ktl hoach, chu<rng trinh hoc
tap; ph6i hqp vdi Phdng Qu6n lf ch6t lugng tO chuc cdLc kj thi kt5t thric hgc
ph6n, chuydn d6 cho sinh vi€n, hgc vi6n vd nghiEn criu sinh.

- PhOi hoD v6i crlc Khoa chuyCn m6n theo ddi, qurin lj tiiSn tIQ hgc t4p, brio
c6o tllnh k! vd ki5t qui hgc tqp crJra sinh vi€n, hgc vi6n, nghidn cfu sinh; phtii
hgp qudn ly viQc nghi hgc t4m thdi, th6i hgc, chuy6n d6i chuy6n ngirnh diro tqo,
chuydn co sd d?ro t4o, gia hqn, k6o ddi thdi gian hgc cta sinh vi€n, hoc vi€n vir
nghi€n criu sinh.

- Phiii hqp v6i cric Khoa chuyEn m6n t6 chuc c6c lop hqc tAp hu6n trong
qu6 trinh tuy€n sinh vd drio t4o.

- Ph6i hqp vdi Phdng Khoa hgc vd Quan h€ qu6c t6 t6 chuc cric hQi nghi,
hQi th6o khoa hoc vir quin lj hoqt dQng nghi€n criu khoa hoc trong diro tao sau

d4i hgc.

- Eau mOi quan lf h6 so vir t6 ch(rc thgc hiQn cric hQi ddng bAo vQ lu{n vin,
lu6n rin.

- Ldp dU torin kinh phi cho cric hQi d6ng ch6m chuyCn ae, Uao vQ dd cuong
vi bio v6 ludn vin, lu$n 6n.

d) COng tdc tuyin sinh

- Cht tri xdy dgng chi ti€u tuy6n sinh, DC rin tuyiin sinh, Quy chti tuy6n
sinh hdng ndm.

. ,). ;..
- Lir don vi d6u mdi t6 chfc c6c k! thi tuy€n sinh c6c hQ, c6c b{c ctdo t4o.

- Cht tri"vd ph6i hqp thgc hiQn kO hopch tu v6n tuy6n sinh; t4p hu6n c6ng
trlc coi thi tuy6n sinh, x6y dyng phuong rin di6m trtng tuy6n.

- T6 chric thgc hiQn c6ng tric thu nh{n, xir lf h6 so tl6ng ki dU thi; ki6m tra,
xt ly h6 so trung tuy6n.

I

I
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- Cht tri td chric thr,rc hiQn crlc k) thi tuy€n sinh sau d4i hoc; xAy dgng kil
hoach, x6c dinh chi ti6u tuy6n sinh hdng nEm cho c6c chuy6n ngdnh ddo tAo sau

d4i hgc; th6ng b6o tuy€n sinh theo k€ hoach d6 dugc HiQu tru&ng ph6 duy€t.

- T6 chirc thqc hiQn c6ng t6c thu nh{n, xir ly h6 so tl6ng kj dg thi, coi thi,
chAm thi, ch6m phric khio; chir tri chu6n bi h6 so xdt trirng tuy6n; ki6m tra, xir
lf hO so trring tuy€n cria hgc vi6n vir nghi€n criu sinh.

- Ph6i hqp vdi c6c dcrn vi li6n quan d6 chuin bi diy dri thri tqc, di6u kiQn vd
vdn bin trinh HiQu trudng kli kiSt hqp d6ng tuy6n sinh v6i c6c don vi li6n k€t
ddo t4o dqi hgc, sau d4i hgc v6i c6c trudng trong, ngoiri nudc.

. - Phiii hgp v6i c6c dcrn vi li€n quan m0 ciic l6p b6i dudng sau dai hoc vd
cdp gi6y chimg nhdn.

- ThUc hiQn cfri5 O9 bao c6o vir luu tr0 dt liQu uy6n sinh theo quy dinh.

- 86o crio Bg GDDT c6ng t6c tuy6n sinh hdng nim theo qui dinh.

e) Qudn t!,, cdp vdn bdng, chtmg chi theo quy ttlnh

Thgc hiQn in, qu.an lf, cip phrit v6n bing sau dai hqc, d4i hgc, cao ding vd
cric lo4i chimg chi ngln han theo qui dinh hi€n hinh.

Qu6n lf h6 so c5p phrit vin bing, chirng chi; quin lf vd luu trir crlc v6n bin
1i6n quan d6n c6ng t6c qu6n l1i <tdo t4o.

g) COng tdc khtic

- Cht tri thqc hiQn c6ng t6c c6ng khai ch6t lugng girio dr,rc theo quy dlnh;
c6ng khai b6n m6 td chuong trinh ddo t4o vd <tA cuong ciic hqc phin.

- Ph(5i hqp v6i ciic don vi trong c6ng t6c ki6m dinh chuong trinh cldo tao.

- Cht tri xdy dpg, di6u chinh Quy chii hoc vu theo hQ th6ng tin chi.

- Chir tri xdy dpg c6c vdn brin khric li€n quan tl6n c6ng tric diro tqo.

- Qudn lf vd chiu tr6ch nhiQm vA ho4t d6ng cria phAn mdm quin lf tin chi;
d€ xu5t c4p nhqt vd n6ng c5p phim mdm khi c6n thi€t.

- Ph5i hqp v6i phdng Qurin 11; ch6t luqng thgc hiQn c6ng tiic b6o tl6m ch6t
lugng vri khio srit ch6t lugng v6 c6c nQi dung li6n quan.

- C{p nh{t th6ng tin, hQ thiing c6c vdn bin cira d<rn v! l6n website, chiu
tr6ch nhiQm v4n hirnh vd quin l1i website cria don v[ minh.

- Thr;c hiQn c6c nhiQm vg kh6c do HiQu tru&ng giao.

5. Phdng Khoa hgc vir Quan h6 Qutic tii

5.1. Chrirc ning

Tham muu cho HiQu tru&ng trong c6ng t6c quin Ii, t6ng hqp, t6 chric thgc
hiQn vd gi6m s6t cric foqt dQng khoa hgc c6ng nghQ, hqp tric Qu6c t6, xuSt bin
t4p chi khoa hoc, cric 6n ph6m khoa hgc vir c6ng ngh€ kh6c.
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5.2. NhiQm vU

a) Hogt dQng khoa hgc cdng nghA $HCN)
- Xdy dpg chuong trinh vd k6 ho4ch ho4t tl6ng khoa hoc va chuy6n giao

c6ng nghQ hdng n6m, 5 ndm vd theo Chi6n lugc phiit tri6n cira Nhir trudng. Qu6n
li viqc thUc hien cAc qui ch6, ctui Ag va qui tlinh vC KHCU;

- Quin li, theo ddi, ki6m tra, diinh giri vd ph6i hqp v6i c6c don vi trong sri). . : ,.,,^,, ,
dgng cdc ngu6n luc v€ KHCN, thpc hiQn nhiQm vu KHCN, c6c hqp d6ng
KHCN, c6c dg rin KHCN trong nuoc vd qu6c t6 vd cric hopt d6ng KHCN khric.
So4n th6o vd luu trfr cric tdi liQu KHCN vd dlnh kj,brio crio tinh hinh ho?t dQng

KHCN cria Trudng l6n ciic c6p li€n quan;

- T6 chric viQc drinh giri, nghiQm thu c6c nhiQm vq NCKH, kitin nghi viQc
khen thu&ng, |f lu{t c6c c6 nh6n trong Trudng li€n quan d6n hopt d6ng KHCN
vd quan hQ qu6c t€;

- T6 chric gi6i thiCu nhirng thdnh tuu khoa hgc, chuy6n giao c6ng nghQ

phgc vr,r sg nghiQp ph6t tri6n kinh t6-xd hQi & c6c dia phuong. Li6n k6t c6c Don
vi nghiEn c[ru, Ban Ngdnh 6 Dia phuong vd Trung uong trong thgc hiQn nhiQm
vU KHCN;

- C6ng b6 todn bQ sdn phAm khoa hgc c6ng nghQ cria Trudng;

- Quin li c6ng tric th6ng tin, xu6t b6n tu liQu khoa hgc, cric ho4t dQng srlng
ki5n, sring ch6, vd phrit minh uA KHCN.

- Qu:in li vd h5 tro crlc phdt minh s6ng cn6, Uan quyin vir k6t qud nghidn ctru.

- H6 tr<r cdc cdnhin, don vf c6c tht tgc cAn thi6t khi ddu thAu da tdi KHCN.

- PhOi hap thgc hiQn c6ng t6c quin li vd phUc ru cQng d6ng.

b) HW tdc Qudc td

- XAy dpg vd trinh HiQu tru6ng quyiit Ointr chir truong, k6 hoach vir nQi

dung hqp t6c qu6c t6- pieu ph6i, theo d6i, ki6m tra vd tlinh giri vi6c thuc hiQn

nhiQm vg hqp t6c.qu6c tC, dinh kj b6o c6o tinh hinh hoat dQng.hgp t:ic qudc tC

cira Truong l6n c6p f6n. Qu6n li viQc thqc hi6n cric qui chtl, ctr6 ag va qui tlinh
hqp tdc quiic tt! th5ng nh6t trong todn trudng;

- PhOi hqp c6c dcrn vi, cri nhdn md rQng hgp t6c qui5c t6 trong ddo tao vd
KHCN. Dg th6o, tham gia fem. ph6n vd trinh HiQu tru6ng kf k6t c6c bi€n bin
ghi nh6 vd dg rin hqp t6c qu6c t6;

- LAp yC ho4ch vir ldm thir tqc ttodn ra, dodn viro theo qui dlnh cira ph6p
luAt, d6n tii5p vd ldm viQc vdi kh6ch qui5c tti, tham gia quin li luu hgc sinh, t6
chric cric hQi nghi, hOi th6o qu6c t6;

- Phi5i ho. p c6c tlon vi trong quin li hqp tric qu5c t6 vA khoa hgc c6ng ngh6
v6i nu6c ngoiri.

- Chir tri chuong trinh trao d6i chuy€n gia, tinh nguyQn vi6n, sinh vi6n thqc
tQp sinh.

!
I
I
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c) Tgp chi khoa hgc

T4p chi khoa hoc cira Trudng D4i hgc Tdy Nguy€n ld t4p chi c6ng b6 c6c
kt5t qu6 KHCN vd tinh di6m c6ng trinh nghidn cr?u khoa hoc cho tric gii. Phong
KH&HTQT vd Ban bi6n tap nhQn bdi, ldm thir tgc phan bi6n vir tri6n khai c6ng
titc xtSt b6n theo qui dinh cria ph:ip lu4t.

d) S0 hitu t{ tuC

Ddng ky vri tri6n khai ciic thir tuc vC quyCn sd hiru cric c6ng trinh khoa hoc
d6 duo. c nghiQm thu.

e) Hoqt.IQng khhi nghiQp, itdi mbi sdng tgo

- X6.y dpg Kti ho4ch khdi nghiQp, aOi mOi s6ng tao;

- Q,ran li ho4t dQng Lhdi nghiQp, aOi mOi s6ng tao vir c6c ho4t dQng h5 trq
khdi nghiQp, d6i m6i siing t4o.

fl CAng tuic khric

- Quin li h6 so HQi il6ng Giiio su co s0;

- Chir tri xdy dpg xdy dpg c6c vdn ban li6n quan d6n c6ng t6c ctra Phong.

- Cht tri tinh gio khoa hoc cho gidLng vi6n;

- C6ng t6c quang brl ho4t d6ng KHCN vd s6n phAm KHCN;

- PhOi hqp thr,rc hiQn c6ng tiic d6nh gi6, phdn lo4i VC-NLD vd thi dua -
khen thu&ng;

- Ph6i hqp vdi phdng Qu6n lli ch6t luqng thsc hiQn c6ng tilc b6o dim chSt
luqng vdL kh6o srit chrit luqng vO cri'c nQi dung li6n quan;

- C{p nhdt th6ng tin, h€ th6ng c6c vin bin cta clon vi l€n website, chiu
tnich nhiQm vQn hdnh vd qu6n l1i website cria tton vi minh;

- Thgc hi6n cric nhiQm vr; khric do HiQu tru&ng giao.

6. Phdng Hhnh chinh T6ng hgp

6.1. Chric ning
Tham muu cho HiQu tru0ng v6 c6ng tiic quin li hdnh chinh vd t6ng hqp cia

Trudng; c6ng t6c vdn phdng, c6ng tric vin thu, luu trft; c6ng tric 16 t6n, an ninh
trat tU.

6.2. NhiQm vg

a) COng tdc tham muu

- Ph6i hqp v6i cric dcrn vi chirc ndng dii quin li, theo d6i, d6n d6c viQc thlrc
hiQn cric quy dinh cta Nhd trudng vd k6t quA thgc hiQn nhiQm vq cira cric don v!
trong Trudng;

- Xdy dr,mg vd t6 chirc thgc hiQn nQi quy, quy dinh nhim <l6m b6o n6 ni5p,

kj,cuong, kf lu{t lao dQng trong Trudng;
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- Cflp nh{t thdng tin tr€n Website cta BQ Girio dUc vd Ddo t4o l6y thdng tin
li6n quan trinh LEnh tl4o trudng duyQt d6 tri6n khai thgc hiQn;

- eh5i frqp v6i cric don vi x6y dgng kii hoach, chuong trinh t6 chric HQi
ngh! c6ng chric, vi6n chric vd T6ng ki5t nim hgc.

b) Th$c hiQn cilng tdc tbng hgp, bdo cdo

-l- T6ng hgp bdo cdo cincirc don vi trong c6ng tric giao ban hdng th6ng, l6n
lich c6ng tric tudn;

- Ld dAu mOi tOng hgp cric brio crio <tinh k) vd biio c6o dQt xu6t vA thuc hi6n
c6c nlr iQm vu cua Trucrng;

- Ra thdng b6o chc cuQc hgp do Ban Girim hiQu ch[r tri theo phdn c6ng;

- ChuAn b! c6c cuQc hop, c6c b5o c6o vd diAu hdnh c:ic c6ng tic khric theo
^:yeu cau cua tlreu truong.

c) Thqtc hi€n cAng tuic hdnh chinh vd vdn thw - ltu trie
- Thta l€nh Hi$u tru0ng c6p gi6y gidi thiQu, giSy di dudng cho VC-NLD

vi HSSV du<yc cir di c6ng tirc; k'! xitc nhan giSy di dudng cho c6n bQ, hgc vi€n
,A ^d6n c6ng tdc vd luu tru tai Truong;

- Di€u hdnh vd quin ly b6, phdn "Hdnh chinh mQt cira";
.:

- Thuong trr,rc v6 c6ng tirc cili cdch hdnh chinh;

- XAy dpg quy dinh v6 c6ng t6c vdn thu - luu trir cira Trudng;

- Tu v6n vd thAm dinh co sd phrip ly cta v6n bin; kirSm tra th6 thirc vi k!
thu{t so4n thio crlc vdn birn hdnh chinh cria Trudng tru6c khi k1i ban hdnh;

- Quin li vd tO chfrc thqc hiQn viQc ti6p nhAn, xft ly, giri crlc c6ng vdn, tdi
liQu d6n vd di trong phpm vi quydn h4n;

-.Qu6Ln li vd sir dyng oic con d5u cfra Tru]ng theo quy dfnh cira Nhd nu6c
(trir d5u cira t6 chric Ding, c6c t6 chirc dodn thii);

- Sao y ban chinh c6c tdi 1i0u, v6n bdng, chirng chi do Nhd truong ban hrinh;

- DIt mua vd phdn ph6i cric loai b6o, t4p chi cho ciic tlon vi; nh4n vd ph6t
buu ph6m cho VC-NLE trong Nhri trudng;

d) COng tdc an ninh - tuAt 4t
- T6 chric thgc hiQn phdn c6ng b6o vQ thudng tryc c6c c5ng .a vdo, tuAn tra

canh gric 24/24 giit trong ngdy; gift gin trAt t1r, beo vQ trii sdn cria trudng. Ldn kti
ho4ch tryc an ninh, tryc cria Ldnh tl4o khi Nhd trudng c6 y6u cAu;

- Ph6i hqp vdi c6c. don v! li€n quan, c6ng an vd chinh quydn dia phuong d6
gi6i quy6t c6c v6n dC ve ffat tU an todn xd h6i trong khu6n vi6n Trudng;

- Xdy dtmg kt5 ho4ch, t6 chirc ki6m tra dim brlo c6ng tric phdng chriy, chta
chrly trong nhd trudng;

t
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