
UBND TINH BINH DIJONG 	CQNG HOA XA HQI CHU NGHIA VItT NAM 
TRVONG DAI HQC THU DAU  MQT 	DOc 14 — Tg  do — I-1#nh phtic  

S6:  414  /QD-DHTDM 	 Binh Throng, ngay.29 thong  3  nom 2022 

QUYET DINH 
Ve viec ban hanh Quy dinh chtk 'tang, nhiem vu ctia 

Thu. 147 khoa/vien va thy 147 chtrang trinh ciao too 

HIEU TRUONG TRUtiNG DAI HQC THU DAU MQT 

Can cu Quyit clinh so 06/QD-HDTr ngay 02/7/2019 czia HOi clang truOng 
Dgi hoc Thu Dclu MOt ye viec ban hanh Quy the to char va hoot clOng clia trwong 
Dgi hoc AU Delu MOt; 

Can cu Quyit clinh so 30/QD-HDTr(TC) ngay 07/12/2020 cUa HOi clang 
trworg Dgi hoc The' Dju MOt lid viec ban hanh Quy clinh chi clO lam viec cUa can 
bO, Wen chi:cc va ngweri lao &Ong tai trtrang Dgi hoc Thu Dau Mat; 

Xet cl'd nghi cUa Truang phong To ch&c. 

QUYET DINH: 

Dieu 1. Ban hanh Quy dinh chirc nang, nhiem vu dm thu IcSi khoa/vien va 
thu Icr chuang trinh ciao too tai cac don vi thuec Truang Dgi hoc Thu Dau Met. 

Dieu 2. Truang phong Te chirc, Truang phong Tai chinh — 1(6 town, 
Truang cac clan vi co lien quan, thu 1ky khoa/vien va thu 14 chuang trinh dao too 
chiu trach nhiem thi hanh Quyet dinh nay. 

Quy6t dinh co hieu ltrc keh  tir ngay 14./. 

Nei nhei 
- H" • ong tnr6ng; 
- HT, PHT; 
- Nhu Dieu 2; 
- Luu: VT, TC. 

HIEU TRU'ONG 

TS. Nguyen QuOc Ctrirng 
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UBND TINH BINH DJJONG 	ONG BOA XA HQI CHU NGHIA VItT NAM 
TRUING  DAI HQC THU DAU MOT 	DOc lap — Tv  do — Hunh  phtic  

QUY DINH 
CHITC NANG, NHItM VV CUA THU' KY KHOA/VItN VA 

THU' KY CHUtiNG TRiNH DAO TAO 
(Ban hanh kern theo Quye't clinh so.41/QD-DHTDM ngay,23  /3  /2022 cita Hieu 

truong Trueing Dal hoc Thu Dju MOO 

Dieu 1. DOi tirvng ip dung 

Van ban nay quy dinh chirc rang, nhiem vu cua thu 14,  khoa, thu ky vien 
(co chirc nang dao tao), thu ky chucmg trinh dao tao dai h9c, thu ky chuang trinh 
dao tao sau dai h9c tai Truang Dai h9c Thit Dau MUt (sau day g9i tat la thu 4 
khoa/vien, thu Ic5r chuang trinh dao tao). 

Dieu 2. SO luvng tint* ky khoa/vien, thtric57chtrung trinh dao tao 

1. Morii khoa/vien co 01 thu 14 lam viec chuyen trach. 

2. DOi voi chuang trinh dao tao có so luting duai 1.000 sinh vien, h9c 
vien: có 01 thu 4 chuang trinh. 

3. DOi 	chucmg trinh dao tao (CTDT) có so luting to 1.000 sinh vien, 
hgc vien tra len: có 02 thu 4 chucmg trinh. 

Dieu 3. Yeu cau ye trinh 410 din tun, chuyen mon, nghiep vu 

1. CO trinh dO dai h9c troy len, phii hgp voi nganh, chuyen nganh dao tao 
cua khoa, vien, chucmg trinh dao tao. 

2. KS'T nang giao tiep cong soy, to chirc thtrc hien cong viec. 

3;1(5,  'fang cong tac hanh chinh: Soan thao van ban, van thu — ltru trir, tong 
h9p, thong ice, bao cao. 

4. Co kha 'fang sir' dung cong nghe thong tin, ngoai ngir phvc vu cho cong 
viec. 

5. Nim 	Chi'L lugc phat triL cua Truang; Quy ch6 to chirc va boat 
dung, cac quy dinh cua Truang, cua khoa/vien; Ke hoach dao tao, Ice hoach boat 
dOng cua khoa, vien, CTDT; Quy trinh giai quyet cong viec u cac linh vtrc dugc 
giao thtrc hien; Hieu va sir clting thanh thao phan mem Edusoft. 

Dieu 4. Chtic !tang 

1. Thu 14 la bo phan nong cot co chirc rang tham mtru, giup viec cho lanh 
dao khoa, vien, CTDT trong cong tac quan ly dieu hanh boat dOng chung, lam dau 
moi thOng tin giira lanh dao khoa, vien, CTDT voi giang vien, sinh vien, h9c vien, 
voi cac don vi Ichac thuOc TruarT, giup cho hog dOng cua chuang trinh, cua 
khoa, vien dugc van hanh thong suot va hieu qua. 
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2. Thu V khoa/vi8n: Tham muu, giup vi8c cho Lanh dao khoa/vi8n de 
thtrc hi8n chirc nang, nhi8rn vu dugc giao cua don vi; tht.rc hi8n vai tro dieu phoi, 
giam sat hoat dOng,cita cac chuong trinh, dam bao hoat dOng,cua khoa/vi8n dugc 
van hanh thong nhat theo ke hoach, theo chitin hive phat trien cua Trubng; thtrc 
hi8n cong tac hanh chinh, tong h9p, van thu, hru trir cua khoa/vi8n. 

3. Thu V chuong trinh ciao tao: Giup vi8c cho Giam dr& CTDT to chuc 
thtrc hi8n ke hoach dao tao, ke hoach hog Ong cua chuong trinh theo ke hoach 
chung cua khoaki8n va cua Truing; thtrc hi8n cong tac hanh chinh, tong hgp, 
van thu, kru tru cua CTDT. 

Dieu 5. Nhi'On vu 

Thu V khoa/vi8n va thu V chuong trinh dao tao la vien chirc hanh chinh, thtrc 
hi8n cac nhi8m vu sau: 

1. Thu ky khoa/vqn 

a) Cong tac hanh chinh 

- Soan thao van ban, tong hop, th8ng ke, bao cao theo yeu eau cua Tnrang 
khoa/Giam doc vien; Thtrc hi8n cong tac van thu, km trtt cua khoa/vi8n theo quy 
dinh. 

- TruyLi tai thong tin, van ban chi dao cua lanh ciao khoa/vi8n, lath ciao 
Twang den CTDT va theo d'Oi vi8c thtrc hi8n cac van ban lien quan den hoat 
dOng cua khoa/vi8n; Lam dau moi tong hgp thong tin, not dung hoat dOng to the 
CTDT. 

- Dang ky lich lam vi8c, chuan bi tai li8u va lam thu ky cho cac cu8c h9p 
cua khodvi8n; Thtic hi8n cong tic hau can, phuc vu, 18 tan trong cac hoat dOng, 
sir kin cUa khodvi8n. 

- Thtrc hi8n tong hop dang ky thi dua, ket qua x6p loai thi dua khen 
thuemg, phan loai danh gia vien chUc cua giang vien trong khoa/vi8n; Theo dOi, 
tong hgp cac tnrelng hgp nghi thai san, nghi viec, nang luong, tham gia dao tao 
b8i duang,... 

- Lap k8 hoach mua sam van phong pham trinh lanh dao khodvi8n phe 
duy8t va thtrc hi8n mua sam van phong pham phuc vu cho hog dOng cua 
khoa/vi8n; theo d'Oi, bao quan tai san cua khoa/vi8n theo quy dinh (nhan, tra, xin 
cap men, bao hong, sua 

- Trtrc van phong khoa/vi8n theo sir phan cong cua lanh dao khoa/vi8n. 

b) Cong tac gido vu - hoc vu 

- Thtrc hi'8n ding vi8c lien quan d6n cong tac dao tao, giang day: T8ng hgp 
ke hoach giang day va phan cong chuy8n mOn cua cac CTDT; Theo d6i vi8c thtrc 
hi8n thbi khoa bi8u giang day va tinh hinh thtrc hi8n ne nep giang day dm cac 
chuong trinh; T8ng hop tinh hinh nghi day, day bit tir cac CTDT de bao cao cac 
don vi có lien quan; Tong hgp bao cao thao giang, dugib; HO trot khao sat lay Si 
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kien phin h6i cua ngu6i h9c ve hog dOng giang clqy cua giang vien; T6ng hop, 
theo dOi cong tac co van hoc tap cua cac chuang trinh dao 

- Thvc hien ding tac khao thi, kiem tra danh gia ket thilc h9c phan va xet 
tot nghiep cua khoa/vien: Dieu phoi can b6 coi thi gilra cac CTDT; Giao, nhan ho 
so thi kiem tra; Bao cao tong h9p cong tac thi kiem tra ket thiic hoc phan; Lam 
thu lc)",  H6i dong thi cap khoa/vien; L4p ke ho4ch xet tot nghiep va tong h9p ket 
qua xet tot nghiep cua khoa/vien, 116 tra cong tac to chirc le tot nghiep cho sinh 
vien, h9c vien, 

- Thtrc hien cong viec lien quan den cong tac sinh vien: Tiep nh4n va giai 
dap thac mac 	sinh vien, h9c vien ve hanh chinh — hoc vv; Tong h9p, theo doi, 
ra soat cac tru6ng h9p: sinh vier' buOc th6i h9c, canh bao hoc vu, bao luu/ chuyen 
nganh, khen thuang, ky lulat; Tong hop ket qua danh gia ren luyen, xet h9c bong 
cua sinh vien. 

c) Cong tac nghien dru khoa h9c 

Thvc hien cong viec lien quan den hog d6ng nghien ciru khoa h9c cua 
giang vien va sinh vien, h9c vien thu6c khoa/vien: Trien khai nhiem vu nghien 
ciru khoa h9c hang nam den cac CTDT; T6ng hop ke khai ket qua NCKH trong 
nam h9c cua giang vier' va sinh vien, h9c vien tir cac CTDT; Du thao ke hog.ch 
va ho to cong tac to chirc hOi thao, seminar, sinh hog 

den 
de cap khoa/vien; 

Quan 1Y, lull trir ho so, van ban c6 	quan den ding tac NCKH cua 
khoa/vien,... 

d) Cong tac khac 

- nix hien nhiem vu khac theo su phan ding cua lanh ciao khoa/vien: H6" 
tra cong tac tuyen sinh, kiem dinh CTDT; Php trach theo doi cong tac truyen 
thong, clang tin, bai ten website khoa/ 

- Tham gia cac hog dOng cua to eh& Dang, Doan the. 

- Thvc hien nhiem vu giang day va nghien ciru khoa h9c theo quy dinh'. 

2. Thtr ksr chtrang trinh dao t#o 

a) Cong tac hanh chinh 

- Sop thao van ban, tong hop, th6ng ke, bao cao theo yeu cau cua Giam 
doc CTDT; Tiep nh4n, luu tru cac van ban lien quan den CTDT; Chuan bi tai 
lieu, phpc vu va lam thu ky cho cac cuOc h9p, hog dOng cua chucmg trinh; 
Truyen tai thong tin, van ban chi ciao cua lanh dao Truang, lanh dao khoa, vien, 
CTDT den sinh vien, h9c vier' va giang vien trong chuong trinh. 

- Tivc van ph6ng khoa/vien theo su phan cong cua lanh dao khoa, vien, 
CTDT. 

1  dip dung doi vai thu ky khoa/vien va thu ky chuang trinh dao tao c6 trinh d6 thac si tra len va thuc hien theo 
quy dinh tai cong van s6 113/DHTDM-HDTr(TC) ngay 18/5/2021 dm Chu tjch H6i dOng truting. 
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b) Cong tac gido vu - hgc vu 

- Ho trg Giam d6c chuong trinh xay dkmg, phat trien CTDT: Ra soat not 
dung dieu chinh, cap nhat cilaCTDT; Lien he khao sat y kien cac ben lien quan; 
Tong hgp cac gip y, de xuat ve CTDT. 

- trq Giam d6c chuong trinh thkrc hi8n phan ding chuyen mon, xay 
dung ke hoach thira 	mbi thinh giang: Ra soat, doi chieu ke hoach giang day 
so voi phan ding chuyen mon, du thao ke hoach thi a 	tong hgpke khai thira 

thieu giO; Phoi hgp 	phong Dao tao dai hoc xep thin kh6a Met' giang day, 
theo &Si tinh hinh thkrc hi8‘n giang day, 116 trg giang vien d'ang ky nghi day, day 
bit; Lap ke hoach thao,  giang, du gier; LSp ke hoach thinh giang, lien h8 mad thinh 
giang, thuc hi8n cac ho so, thu tpc thinh giang, 

- Thuc hi8n cong tac khao thi, dam bao chit lugng va xet tot nghi8p: Ra 
soat hinh thirc to chdc thi; Chuan bi ho so thi ,(nhan de, in sao de, cac bieu mau 
khao thi); Nhan va kiem do bang diem; Sap xep, ltru trir bai thi; Lam thu ky h(ii 
gong thi cap khoa; Ho trg ding tac kiem dinh chtrcmg trinh dao tao; Lap ke hoach 
xet tot nghi8p, nhan va kiem tra ho so xet tot nghi.8p cua sinh vien, h9c vien; 
Tong hgp ket qua xet tot nghi8p cua chuong trinh, 

- Thuc hi8‘n con* vi8c lien quan den ding tac sinh vien: Huang an, giai 
dap thac mac, giai quyet vtrang mac cua sinh vien, hgc vien ye hanh chinh — h9c 
vu; Ra soat va tong h9p ket qua xet ren luy8n, hgc bong, buOc thoi h9c, canh bao 
h9c vu, khen thuong, 14 lust sinh vien, hoc vien tir c6 van hoc tap; Thong bao va 
116 trg sinh vien clang 14 mon h9c, thay the mon h9c; Lien he to elide cac lap h9c 
lai; Ho trg cong tac thuc tap, kien tap cua sinh vien, 

c) Cong tac nghien ciru khoa h9c 

Thuc hi8n ding vi8c lien quan den ding tac nghi8n dru khoa hoc cua giang 
vien va sinh vien, hgc vien: Trier' khai nhi8rn vu nghien dru khoa h9c hang nam 
den giang vien va sinh vien, h9c vien thuc CTDT; Tong hgp ke khai ket qua 
nghien ciru khoa h9c trong nam h9c cua giang vien va sinh vien, h9c vien; Du , 
thao 	hoach va ho trg ding tac to chirc seminar, sinh hoat chuyen de cap 
chuong trinh; Quan ly, km tri 116 so, van ban di lien quan den ding tac nghien 
cdu khoa h9c cda CTDT, 

d) Cong tac khac 

- Thuc hi8n cac nhi8m vu khac theo su phan ding cua Giam deic CTDT. 

- Tham gia cac hog 'ging cua to chdc Dang, Doan the. 

- Thkrc hi8n nhie‘m vu giang day va nghien ciru khoa h9c theo quy 

Dieu 6. Nghia vu Ara quyen han 

I Ap dung d6i v6i thu ky khoa/vien va thu ky chucmg trinh dao tao c6 trinh d6 thac si trey len va thuc hien theo 
quy dinh tai cong van s6 113/DHTDM-HDTr(TC) ngay 18/5/2021 dm Chit tjch Hei ding trutmg. 
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1. Chap hanh quy che, cac quy dinh dm Nha truOng, Luat vien chirc, B6 
luat Lao d6ng; Lam viec toan thoi gian theo giO hanh chinh; Co thai d6 tich cirrc, 
tinh than tan tam trong cong viec, chia d6ng phoi hop giai quyet cong viec dugc 
giao. 

2. nix hien nhiem vu theo quy dinh tai Dieu 5; theo vi tri viec lam va sir 
phan cong dm lanh dao khoa/vien, CTDT. Qua trinh thtrc hien nhiem vu phai 
tuan thii cac quy dinh tuang Ung, dam bao dung quy trinh, thii ttic, tham quyen; 
bao cao ket qua thttc hien nhiem vu va chiu trach nhiem truck lanh dao 
khoa/vien, CTDT ye nhiem viri ducyc phan cong. 

3. Tham mini, de xuAt nhung van de lien quan den cong viec dam nhan va 
neu len nhimg kho khan, vuang mac trong qua trinh giai quyet cong viec de lanh 
dao khoa/vien, CTDT phan ding ho trg. 

4. Dugc huang cac che dO, chinh sach theo quy dinh dm Truong va quy 
dinh dm phap luat; Dugc tap dieu kien de lam viec, tham gia hgc tap, boi din)ng 
nang,cao trinh d6 chuyen mon, nghiep vu, tham gia cac phong trao, hoat dOng 
dm to chirc Dang, Doan the. 

Dieu 7. TO chin thtyc hien 

1. Trugng khoa/Giam d6c vien va Giam d6c CTDT c6 trach nhiem phan 
cong, huang dan thu k3',  khoa/vien, thu 141 CTDT thtrc hien chirc nang, nhiem vu 
theo quy dinh nay; trkrc tiep quan 1/, theo doi, nhan xet, danh gia qua trinh thvc 
hien nhiem vu va chap hanh giat giac lam viec dm thu k3'T. 

2. Trong qua trinh thvc hien, neu c6 van de phat sinh, vuang mac hoac 
chua phi' h9p, de,  nghi Tnrong khoa/Giam d'6c vien va Giam d6c CTDT ding 
trao doi, thong nhat de bao cao, kien nghi voi Lanh dao tnrong (thong qua phOng 
T6 chirc) sira dOi, b6 sung./. 


	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6

		2022-03-31T15:15:18+0700


		2022-03-31T15:15:34+0700




