TRUONG CAO DANG SU PHAM PAK LAK  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG QUAN LY CHAT LUQNG - DPéc 1ap- Ty do- Hanh phiic
KHOA HQC VA CONG NGHE

Pk Lik, ngay 02 thang 01 nam 2024

‘ PHAN CONG NHIEM VU CAC THANH VIEN
PHONG QUAN LY CHAT LUQNG - KHOA HQC VA CONG NGHE

Can cir Quyét dinh so 310/QD-TrCDSPDL ngay 01 thing 8 nam 2023 ciia Truong
Cao dang sw pham Dak Lak vé viéc thanh lap phong Quan ly chat lwong — Khoa hoc va
Cong nghé;

Can cic Quyét dinh s6 532/0P-Tr.CDSPPL ngdy 25 thing 12 nam 2023 cia
Truong Cao dang sw pham Pak Lak vé viéc ban hanh quy dinh chirc nang nhiém vu cua
cdc don vi tryc thugc truong.

Trudng phong Quan 1y chat lugng — Khoa hoc va Cong nghé¢ (QLCL-KH&CN)
phéan cong nhiém vu céc thanh vién trong don vi, cu thé nhu sau:

1. Ong Pham Vii Tuén: Phé truéng phong, Phy trach phong

Pho Truong phong, phu trach phong theo QD513/QD-Tr.CDSPDL, ngay
22/12/2023 ké tir ngay 01/01/2024.

Phu trach chung, chiu trach nhiém véi Lanh dao nha truong vé trong qua trinh thuc
hién cac nhi€ém vy, chirc nang ctia don vi.

- Chi dao, diéuqhémh cac hoat dong cua don vi theo chirc nang, nhiém vu cua don vi,
phu trach cong tac to churc, thi dua, khen thudng, ki luat.

- Xay dung Ké hoach cong tac cua don vi; Phan cong nhiém vu cho céc thanh vién
trong don vi.

- Tham muu cho lanh dao truong xay dung cac van ban quy dinh vé cong tac Khao
thi, Thanh tra, Nghién ctru khoa hoc (NCKH), Pam bdo chat lugng cta nha truong.

- Tham muu xay dung K& hoach kiém dinh chét luong, ké hoach Ty danh gia co so
gido duc, chuong trinh dao tao.

- Tham gia cac Hoi dong Ty danh gia, tham gia cac nhom cong tac chuyén trach
trong cac HO1 dong tu danh gia. Chi dao, diéu hanh nhom cong tac chuyén trach thuc
hién nhiém vu.

- Chi dao va té) chue thyc hién cong tac cua Tb Thanh tra, T Khoa hoc va Cong
Ngh¢ - Bam bdo chat lugng.

- Thuc hién nhiém vu giang day: Theo sy phan cong cua cac khoa, td bd mon.

- Thuc hién cac nhiém vu khéc theo sy phan cong ctuia Hiéu truong.

2. Ba Lé Thi My Linh: Pho Truong phong

Phé Truéng phong theo QP512/QD-Tr.CDSPPL, ngdy 22/12/2023 ké tir ngay
01/01/2024.

- Chi dao va truc tiép tham gia xay dung K& hoach thi két thuc hoc phén, tham muu
quyét dinh cac ban thi.

- Tong hop gid coi thi, ra d&, chim thi.



_ - Quan ly nhap diém phan mém Quan 1y dio tao. Chi dao nhap diém thi két thiic hoc
phan dung quy dinh.

- Xay dung ké hoach trién khai hoat dong KHCN hang ndm; chi dao, huéng dan,
kiém tra cadc don vi trong truong viéc xay dung va thyc hién ké hoach hoat dong
KH&CN.

- Xay dung ké hoach hoat dong nghién ctru khoa hoc cua sinh vién; chi dao, hudng
dan va kiém tra cac don vi trong trudong thuc hién ké hoach hoat dong nghién ctru khoa
hoc cua sinh vién;.

- Quén ly, 1am thi tyc phé duyét va tham muu thanh 1p Hoi dong nghiém thu dé tai
khoa hoc cong ngh¢ do nha truong chu tri. Quan ly viéc xay dung ké hoach, t6 chirc cac
hoi nghi, hoi thao vé KH&CN trong trudong. Tham gia cac hdi nghi KH&CN céc cap;

- Phéi hop va tham muu ndi dung cho cac ky hop ciia Hoi ddng Khoa hoc va Pao
tao truong;

- Khai théc cac chuong trinh, duy an KH&CN trong tinh, trong nudc.
- Chi dao va t6 chirc thuc hién cong tac cua Tb Khao thi.
- Thuc hién nhiém vu giang day: Theo sy phan cong cua cac khoa, td bd mon.

- Thuc hién céc nhiém vu khac theo su phan cong cua Hiéu truong va Trudng
phong.

3. Ba Ngo Thi Thu Hién: Vién chirc

- Phu trach cong tac van phong: Thyc hién cong tdc van thu cua don vi. Nhin cong
van dén chuyén lanh dao phong xur ly.

- Quan ly, luu trit ho so, van ban lién quan dén cong tac thyc hi¢n nhiém vy, chuc
nang cua don vi.

- Tham muu dé xuét vin phong pham cta phong.
- Phu trach tham muu soan thdo cong van cia phong.
- Dy tril mua sdm co s& vat chét thi.
- Tham muu xay dung Ké hoach khao thi, cac Quyét dinh cong tac Khao thi.
- Quan 1y, sap xép, bao quan Ho so khao thi, Bang diém gbc.
4. Ong Ton Thit Bao Hoang: Vién chirc

- Bao quan, sép xép, co sO VAt chét phuc vu cong tdc Khao thi. Chuén bi co s& Vat
chat cac ky thi day du theo quy dinh.

- Tong hop danh sach thi sinh dy thi theo hd so nghiém thu. Tham muu xay dyung
danh sach phong thi, danh sach thi sinh du thi, cac bi€éu mau phuc vu cong tac khao thi.

- Phu trach photo cac loai vin ban, hd so cong tic ciia phong.

- Photo bang diém cham thi sau khi hoan thanh céng tac to chtrc chdm thi, ban giao
ban sao két qua cham thi cho cac don vi lién quan.

- Phy trach quan ly, kiém tra, chuin bi may moc phuc vu thi (May tinh, may
photocopy, may in).

5. Ong Vwong Toén Toan: Vién chirc
- Thu nhan va bao quan cac dé thi Chinh thic va du bi cac khoa (Dé da thi va dé duw
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bi).
- Bao quan, sip xép, luu trir bai thi cac khoa theo quy dinh.

- Téng hop danh sach thi sinh dy thi theo hd so nghiém thu. Tham muu xay dung
danh sach phong thi, danh sach thi sinh du thi, cac biéu mau phuc vu cong tac khao thi.

- Phy trach photo cac loai vin ban, hd so cong tac ciia phong.

- Photo bang diém chdm thi sau khi hoan thanh céng tac t6 chirc chdm thi, ban giao
ban sao két qua cham thi cho cac don vi lién quan.

- Thuc hién nhiém vu giang day: Theo sy phan cong cua cac khoa, td bd mon.
6. Ba Lé Thi Qué Lam: 76 truong T6 Thanh tra

T6 truong TO Thanh tra chuyén trach thudc phong QLCL, theo QB 60/Qb-
TrCBSPDL-TCCB-CTSV, ngay 14/02/2023.

- Tham muu cdng tac Thanh tra, xdy dung cac ké hoach, bao cdo vé cong tac Thanh
tra.

- Tham muu xdy dung céac van ban, quy dinh, biéu mAau thudc céc 1inh vuc thanh tra.

- Phu trach cong tac Khao sat cac bén lién quan vé céc ndi dung hoat dong cua nha
truong.

- Thanh vién Ban kiém tra né nép day va hoc.

- T6 chirc xac minh vin bang, chimg chi theo yéu cau.

- Quan ly, Ivu trir va chuin bi cdc van ban, tai liéu cho hoat dong thanh tra.
- Phu trach x4c minh vin bang, chimg chi va xir ly don thu.

7. Ong Nguyén Pinh Tuan: Vién chirc phong Quan Iy chdt liwong - Khoa hoc va Céong
nghé

- T6 vién T6 Thanh tra chuyén trach thuéc phong QLCL, theo QP 60/QP-
TrCBSPDL-TCCB-CTSV, ngay 14/02/2023.

- Phu trach cong tac Khdo sat cac bén lién quan vé céc ndi dung hoat dong cua nha
truong.

- Thyc hién xac minh vin bang, chimg chi theo yéu cau.
- Thanh vién Ban kiém tra né nép day va hoc.
- Thuc hién nhiém vu gidng day: Theo sy phan cong cua cac khoa, td bd mon.
8. Ba Nguyén Thi Hanh: Vién chirc
- Nhéan, bao quan, sép xép hd so nghiém thu tur cac khoa.
- Thu, nhan bao quan Dé gidi thiéu ban giao cho Ban ra d¢ thi.
- Bao quan, sip xép bai thi cac khoa.
- Thuc hién nhiém vu giang day: Theo sy phan cong cua cac khoa, td bd mon.
9. Ba Nguyén Thi Nghia: Vién chirc
- Truc tiép tham muu cho Lanh dao phong vé cac hoat dong Pam bao chat lugng.

- Tham gia td chirc cac hoat dong Ty danh gia co so giao duc, chuong trinh dao tao
cua nha trudng.



- Tong hop céc bao cdo clia cac nhém chuyén trach.

- Trién khai t6 chirc cac hoat dong dam bao chat lugng theo ké hoach.

- Thyc hién cac hd so thanh toan kinh phi hoat dong dam bao chit luong.

- Thyc hién nhiém vu giang day: Theo sy phan cong cua cac khoa, to bd mon.
10. Ba Lé Thi Thuy: Vién chirc

- Tham muu cac Quyét dinh thanh 14p cac Hoi déng thuc hién cac nhiém vu
KH&CN.

- Tham muu t6 chic cac Hoi dong nghiém thu dé cuong, dé tai nghién ctru khoa
hoc, khoéa luan tot nghi¢p cta sinh vién.

- Thue hién céc hd so thanh toan kinh phi nghién curu khoa hoc.
- Bao quan, sip xép hd so KH&CN.
- Thuc hién nhiém vu giang day: Theo sy phan cong cua cac khoa, td bd mon.
¢ Ghi chu:
- Tham gia cdc cong viéc chung cua phong QLCL-KH&CN;;
- (0 y thuc, trach nhiém va hoan thanh cdc cong tac dwoc giao;
- Tham gia, kiém tra nhdp diém vao phan mém QLPT:
- Tham gia cdc Ban thi ciia cic Hoi dong thi theo quyét dinh;

- Tham gia céng tic Khao thi, Thanh tra, Khoa hoc — Céng nghé - Pam bdo chdt
lwong khi dwoc phdan cong;

- Thuc hién cdac nhiém vu khac theo sy phan cong cua Truong phong va Pho Truong
phong.

Dk Lk, ngay 02 théng 01 nam 2024
KT. TRUONG PHONG
PHO TRUONG PHONG

(ba ky)

Pham Vii Tuén



