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BIEN BAN PHAN CONG NHIEM VU ,
LANH PAO, QUAN LY PHONG TO CHUC - HANH CHINH

Can cir quyét dinh s6 989/QD-DHNL ngay 25 thang 12 nim 2014 cig Hi¢u trudng
Truong Dai hoc Nong Lam vé viéc bd nhiém TS. Pinh Vuong Hung gitt chire vu Truong
Phong Té chiic — Hanh chinh, nhiém ky 2014-2019;

Cin cir quyét dinh s6 27/QD-DHNL ngay 05 thang 01 niam 2015 cia Hiéu trudng
Trudng Pai hoc Nong Lam vé viéc bd nhiém TS. Nguyén Tién Long gitr|chic vu Pho
Trudng Phong Té chtrc — Hanh chinh, nhiém ky 2014-2019;;

Can ctt quyét dinh sd 729/QD-DHNL ngay 22 thang 8 nam 2016 cua HiCu truong
Trudng Dai hoc Nong Lam veé viée b6 nhiém ThS. Duong Van Thanh gitt| chite vu Pho
Trudng Phong Té chirc — Hanh chinh, nhiém ky 2014-2019;

Cin clr nghi quyét sé 05-NQ/CB, ngay 23 thang 09 nim 2016, ctia Chi/bd Phong T4
chirc — Hanh chinh;

Trudng Phong T chirc — Hanh chinh phan cong nhiém vu lanh dao, quan ly Phong T
chirc — Hanh chinh nhu sau:

1. Truéng phong T4 chire — hanh chinh, TS. NGUT. Pinh Vwong Hung:
- Phu trach chung, chiu trdch nhiém truéc Hiéu trudng va Dang Gy vé|toan bo chirc
ning, nhi¢ém vu cong tac cua Phong T4 chie — Hanh chinh.
- Tryc tiép chi dao cong téc nhén su, xay dung ké hoach, cac van ban hé théng quan tri
Nha truong va kiém tra, giam sat vi¢c thuc hién chirc nang, nhiém vu trong toan don vi.
- Thira 1énh Hiéu truéng nhan xét, déanh gia CBVC-LD trong tham quyén.
- Tham gia cdc Ban va Tiéu ban cua Nha truong lién quan dén cong tac ¢an bo, bao vé
chinh tri ndi bd va dinh hudéng phat trién ctia T ruong Dai hoc Nong Lam.
- Thuce hién céc nhiém vu khac khi dugce Hiéu trudng hodc Ban giam hi¢u giao.

2. Phé Truéng phong 1, TS. Nguyén Tién Long:

- Chju trach nhiém trudc Trudng phong vé cac linh vuc hanh chinh, vin phong, thi dua
— khen thudng, tu v¢ nha truong;

- Phu trach cong tac To chic dang ctia Chi bd TCHC:;

- Truc tiép chi dao, quan ly, giam sat T6 Hanh chinh — Thi dua; trién khai viée thuc hién
cong tac hanh chinh, van phong, thi dua — khen thuong va kiém tra, bao cdo dinh ky;

- Truc tlep chi dao, quan ly, gidm sat c¢ong tac luu trlr va bao mat vin ban dén va di (ban
ctmg va ban mém), con du va cac tai liéu phap 1y cia Trudng Dai hoc Nong Liam.

- Thay mat Truéng phong ky céc loai van ban duge Gy quyén: Gidy gidi thiéu, Gidy di
dudng, Lénh didu dong sir dung xe 6 10, ky thim dinh (ky nhay) mot so loai Hop dong dich
vu thudc linh vuc hanh chinh, van phong.

- Tong hop béo céo dinh ky va dot xuét vé linh vuc cong tac hanh chinh, yan phong, thi
dua — khen thudng ctia Nha truong, trinh Trudng phong;

- Tham gia cong tac ty vé clia Nha trudng, Ban phong chng bdo lut, chdy nd va ciu
nan; tham gia cac Hoi dé)ng, cac Ban, Tiéu ban.. theo chuc nang, nhi¢m vy;
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- Thay mat Trudng phong giai quyét cong viéc khi Trudng p}i‘ong di vang.
- Thyc hién céc nhiém vu khéc khi dugce Truong phong va cép trén giao.

3. Ph6 Truéng phong 2- ThS. Duwong Vin Thanh:

- Chiu trach nhiém truéc Truong phong vé cic linh vuc T6 chiic nhan su
chinh sach can bg vién chuc va lao dong, phan h¢ Quan ly can bg thudc phan
gido duc); cong tac bdo v¢ an ninh trat ty; phong trao Cong doan va Boan thanh

- Truc tiép chi dao, quan ly, giam sat T6 Bao vé; cong tic bao vé an nix
truong va klem tra, bao céo dinh ky;

- Truc tlep chi dao, quan ly, gidm sat cong viéc cap nhat phan mém Qug
ctia Pai hoc Hué, phan hé Quan ly cén bo thude phin mém Qudn ly gido dy
DBHNL; Cong tac luu trit va bao mét hd so CBVC LD toan trudong;

- Tdng hop béo cdo dinh ky va dot xudt linh vuc cong tac: nhan su, ché
can by vién chure va lao dong, trinh Trudng phong;

- Thay mdt Truong phong ky mot s loai vén ban dugc uy quyén: Xa¢
CBVC-LP, Gidy nghi phép, Gidy xac nhdn nhan sy; ky tham dinh (ky nhay
thudc linh vuc nhan su.

- Tham gia cac Hoi déng, cac Ban, Tiéu ban ctia Nha truong theo chire nin

- Thay mat Trudng phong giai quyét cong viée khi Trudng phong va Pho
1 di ving.

- Thye hién cc nhiém vu khac khi duge Truong phong va cdp trén giao.

4. Hiéu lyc thi hanh:

- Vin ban nay c6 hiéu luc tir ngay ky. Cac phan cong nhiém vu lanh dao, ¢
TCHC trudc ddy thudc nhiém ky 2014-2019, néu trai voi Bién ban nay dugce b

- Trong thoi gian tir 01/9/2016 dén hét thang 03/2017, do ddng chi Thanh
doan TNCSHCM Truong DHNL, tam thoi giao phu trach nhiém vu chinh I
dao hoan thién phan mém Quan ly gido dyc (phdn h¢ Quan ly can bo) cung nl
theo quyét dinh cta Hiéu truong dong thoi cap nhat, tiép can nghiép vu con
nhan su cing véi T6 T6 chuc dé tung budc hoan thanh cac nhiém vu dugc |
trén.

- Trong qua trinh thyc hién, c6 thé diéu chinh phan cong nhiém vy nay ph
nhiém vu thuc tién dé hiéu qua quan ly don vi tét hon.
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