PHONG QUAN TRI

Phong Quan tri la mét don vi thudc Truong Pai hoc Hai Duong, dugc thanh 1ap theo
QD s6 486/ QD-DHHD ngay 25/7/2019 trén co s& sap nhap phong Quén tri va Phong
nghiép vu - Ban QL cac DA x4y dung theo D& an ra soat, tinh gon bd may to chirc hoat dong
nam 2019 cta Nha truong. Trong nhitng ndm qua, Tap thé Phong nhiéu nim lién dat danh
hiéu “Tap thé lao dong Xuét sic”; héng nam co tr 01- 02 CBGVNV Phong dat danh hi¢u
“Chién si thi dua cip s6 s0”,...

1. Co céu td chirc

Phong gdom 09 can bg, giang vién, nhan vién: 01 Truong phong, 03 giang vién kiém
nhiém, 02 chuyén vién va 04 nhan vién, trong d6 03 nguoi ¢6 trinh do thac si.
ThS. Tran Thi Diép
Churc vu/CDNN: Trudéng phong/Giang vién
Phone: 0948927636
Email: uhddieptran.edu@gmail.com

ThS. Nguyén Ba Viét

Chuc vu/CDNN: Tb trudng cong doan /Giang vién
Phone: 0936961863

Email: uhdvietnguyen.edu@gmail.com

ThS. Pinh Thi Mai Hwong

Churc vu/CDNN: Can bd van phong/Giang vién
Phone: 0902282737

Email: uhdhuongdinh.edu@gmail.com



mailto:uhdvietnguyen.edu@gmail.com
mailto:uhdhuongdinh.edu@gmail.com

Mac Thi Do

CDNN: Chuyén vién

Phone: 0988414248

Email: uhddomac.edu@gmail.com

Nguyén Pirc Hién

CDNN: Chuyén vién

Phone: 0982132556

Email: uhdhiennguyenduc.edu@gmail.com

Nguyén Thi Hong Nhung

CDNN: Nhan vién

Phone: 0988902909

Email: uhdnhunghongnguyen.edu@gmail.com

Pham Thi Thanh
CDNN: Nhan vién
Phone: 0934271308


mailto:uhddomac.edu@gmail.com
mailto:uhdhiennguyenduc.edu@gmail.com

Nguyén Thi Mo
CDNN: Nhén vién
Phone: 0984230998

Vi Thi Cuc
CDNN: Nhén vién
Phone: 0396310978

2. Chirc nang

Tham muu gitp Hiéu trudng coéng tic quan ly, mua sim may moc thiét bi,
trang bi, su dung, bao dudng, stra chira tai san phuc vu cong tac gidng day, lam viéc,
hoc tap va cong tac quy hoach, phat trién co s& vat chat va canh quan méi truong
trong Nha truong.

3. Nhiém vu, quyén han

3.1. Nhiém vu Qudn tri

- Tham muu, gitp viéc Hi¢u truong xay dung, ban hanh cac van ban lién quan
dén cong tac quan tri thiét bi trong Nha trudng. Xay dung, trinh Hiéu trudng ky ban
hanh cac van ban hudng dan vé cac mat cong tac khac thudc chirc nang, nhiém vu cua
don vi.

- Lap ké hoach trinh Hiéu truéng quyét dinh va t6 chuc thuc hién cac hoat dong
mua sam, st dung, quan ly, bao tri, bao dudng tai san, trang thiét bi trong Nha truong.

- T6 chitc cong tac quan 1y, st dung toan bd tai san cua truong: co sd vat
chit, trang thiét bi, phong hoc, cac phuong tién lam viéc; bao dam di¢n, nudc cho
toan truong.

- Lap ké hoach va t6 chuc thyuc hién viéc mua sam, bao dudng, sura chira tai
san, trang thiét bi phuc vu cho cong tac quan ly, giang day, hoc tap va sinh hoat
trong truong.

- Phéi hop thuc hién ddm bao hé théng mang; may mac, thiét bi tin hoc.... phuc



vu tdt cho cong tac giang day, lam viéc va hoc tap trong toan truong.

- Thue hién cong tac tong hop va théng ké bao céo vé cong tac quan 1y, sir
dung tai san theo quy dinh ctia Nha nudc.

- Quan ly, huéng dan va st dung co6 hiéu qua co s& vit chét, cac phuong tién,
thiét bi, cong cu, dung cu, tiét kiém dién, nudc... c6 hiéu qua.

- Thuong truc cac Hoi dong vé quan 1y nha dat, mua sim hang hoa; kiém ké,
thanh 1y tai san; phong chay chita chay, phong chng thién tai, bio, lii ciia Truong...

- T6 chirc quan 1y va phat trién canh quan (vuon hoa, ciy canh, chiéu sang...).

- Luu trit ho so, sO sach, tai liéu thudc chirc nang, nhiém vu cua Phong theo qui
dinh cua Nha nudc.

- Lap chuong trinh cong tac hang thang va t6 chirc trién khai cong tac theo ké
hoach chung cta Nha truong, phdi hop véi cac don vi chire ning thue hién cic cong
tac phat sinh. Thuc hién cong tac thong ké, bao cao kip thoi theo yéu ciu ctia cap trén
va cua Nha truong.

- Quan 1y diéu hanh va st dung c6 hiéu qua lao dong, co s vat chat va cac
phuong tién thiét bi dugc nha truong giao.

- Phuc vu nuéc ubng va cong tac vé sinh moi trudng, cac hoi truong, cac khu
giang duong, khuon vién Nha truong. ..

- Phbi hop véi cac don vi t6 churc cac hoat dong, 1€ ky niém, su kién 16n, hoi
nghi, hoi thdo cuia Nha truong, ...

- Phéi hop t6 bao vé quan ly hé théng camera an bao dam an ninh, trat tu, an
toan vé con ngudi ca tai san trong truong.

- Chu tri t6 chirc, phdi hop véi bo phan y té: tuyén truyén, van dong, don doc,
kiém tra vé sinh méi trudng, noi 1am viéc, giang duong.

- Chu tri, phdi hop v6i Phong Tai chinh - K& toan, cac don vi chirc nang trong
truong téng hop nhu cau, mua sim, cAp phat trang thiét bi phuc vu nhiém vu giang
day, hoc tap, nghién ctru khoa hoc theo quy dinh.

- Thuc hién cac nhi€ém vu khéac do Hi€u trudng giao.

3.2. Nhiém vu xdy dung

Phéi hop Trung tdm quan 1y KTX: xay dung quy hoach va ké hoach dau tu
phat trién cac du an xay dung co ban, trinh Hiéu truong xem xét, quyét dinh; Chuan
bi hd so phap 1y lién quan dén du 4n x4y dung co ban, ké hoach vén dau tu hang nam
cho céc du an; kiém tra, giam sat viéc thuc hién ké hoach dau tu cta cac dy an; diéu
chinh b6 sung ké hoach dau tu cac dy 4n khi c6 nhiing nhiém vu dot xuét hogc khi
phat sinh bat hop 1y trong qua trinh trién khai thyuc hién trong linh vuc xay dyng co
ban cua truong; Lap thiét ké, du toan va to chie thuc hién cac hang muc sua chira
trong Truong; quan ly mat bang quy hoach xay dung tong thé truong theo quy hoach
da dugc cap c6 tham quyén phé duyét.

- Thuc hién cac nhi€ém vu khéac do Hi€u trudng giao.



4. Mot s6 hinh anh hoat dong ciia Phong Quan tri
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NHIEM KY 2020 - 2025

Chi bo Hanh chinh - Quan tri chup anh luu niém cung Bi thu Dang uy - Hiéu truong tai
Dai hoi Dang bo Nha truong lan thir XI nhiém ky 2020-2015

Tap thé Can b, gidng vién, nhan vién phong Qudn tri chup anh heu niém nhdn ngay
Nha Giao Viét Nam
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Nit céng doan vién To cong doan Phong Quan tri tham gia Hoi thi cim hoa nghé thudt
va ky niém 90 nam ngay thanh lap Hoi LHPN Viét Nam (20/10/1930-20/10/2020) va 10
nam ngay phu nit Viét Nam (20/10) do Co doan Truong t6 chirc va dat Giai Ba

Phong Phong Quan tri, Hanh Chl'n 16 chirc Hi nghi cdn bé vién chirc va nguoi lao dong
cdp don vi nam hoc 2020-2021
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01 cdn bé gidang vién Quan tri dwoc trao ting gidy khen dat thanh tich xudt sdc trong
thuc hién nhiém vu nam hoc 2019-2020 tai Hoi nghi CBVCLD Nha truong
nam hoc 2020-2021
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KHAO SAT CHINH THUC

PHUC VU DANH GIA NGOAL
TAI TRUONG DAI HOC HAI DUUNG

Wk Dugng. waty 18 26 Mhamy 1) aden 2004

Can bg, giang viéen Phong Quan tri tich cuc tham gia phuc vu cong tac Panh gid
ngoai cua Nha truong
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Phong Quan tr; theec hién cac bién phap phong, chéng dich bénh Covid-19.
9. bija chi lién h¢
Tang 1, Nha A3 - Dia diém 2 Truong Pai hoc Hai Duong (Khu 8, L& Thanh Nghi,
TP. Hai Duong, tinh Hai Duong). Email: uhdguantri.edu@gmail.com.
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