PHONG HANH CHINH

Phong Hanh chinh 1a mét don vi thugc Truong Pai hoc Hai Duong, dugc thanh
lap theo QP s6 486/QD-DHHD ngay 25/7/2019 trén co s sap nhap Phong Téng hop va
bo phan Y té, Bao vé theo Dé an ra sot, tinh gon bd may t6 chic hoat dong nam 2019
cia Nha truong. Trong nhitng nam qua, Tap thé Phong nhiéu nim lién dat danh hiéu
“Tap thé lao dong xuat sic”; hang nam c6 tr 01-02 CBGVNV Phong dat danh hiéu
“Chién si thi dua cap sé s6”, 01 ca nhan dugc UBND tinh tang Bang khen, 01 c& nhan
duoc B Gido duc va Pao tao ting Bang khen; 01-02 c& nhan, tap thé dugc Hiéu truong
ting Giay khen...

1. Co ciu té chic

Phong gdom 09 cén bo, giang vién, nhan vién: 01 Truang phong, 01 Phé Truong
phong, 05 giang vién kiém nhiém, chuyén vién va nhan vién. Trong d6 04 nguoi co
trinh d¢ thac si, 01 i xe, 02 nhan vién y té, 02 nhan vién bao vé (HBLD).
ThS. Phuing Viét Phwong
Chuac v/CDNN: Truong phong/Giang vién, Phd CT Cong doan Truong
Phone: 0988926686
Email: uhdphuongphung.edu@gmail.com

ThS.NCS. Vii Thi Kim Nhung

Chuirc vu/CDNN: Phd truong phong/Giang vién chinh
Phone: 0987213058

Email: uhdnhungvuthikim81.edu@gmail.com

ThS. Vi Thi Thu Trang

Churc vu/CDNN: Can b van thu/Giang vién
Phone: 0916169178

Email: uhdtrangvu.edu@gmail.com




ThS. P§ Thanh Huyén

Churc vu/CDNN: Cén b van thu/ Giang vién, Bi thu
Poan TNCS Hé Chi Minh

Phone: 0974864146

Email: uhdhuyendo.edu@gmail.com

P6 Manh Cuong
CDNN: Nhan vién Lai xe
Phone: 0978263660

Tran Thi Thuang

CDNN: Nhan vién Y té, Y si da khoa
Phone: 0968135154

Email: uhdthuongtran.edu@gmail.com

Vi Thi Luyén
CDNN: Nhan vién Y té, Duoc si
Phone: 0385563258




Nguyén Vin Truong
CDNN: T truong T6 Bao vé khu KTX Lién Hong (HDLD)
Phone: 0916910755

Nguyén Vian Thinh
CDNN: T6 truong To Bao vé co so Hai Tan (HPLD)
Phone: 036792588

2. Chwrc nang

Tham muu, gidp Hiéu truang thuc hién quan ly vé cac cong tac hanh chinh - tong
hop, van thu, luu trir va I tan, khanh tiét; cong tac y té, bao vé cua Truong; diéu phdi
hoat dong cua cac don vi thuoc Truong theo chuong trinh, ké hoach 1am viéc.

3. Nhiém vu, quyén han

3.1. Nhiém vu Hanh chinh

- Chu tri téng hop va lap cac chuong trinh va ké hoach cdng tac, sip xép lich cong
tac tuan cua Truong; to chic theo ddi va don ddc hoat dong cua cac don vi trong Trudng
thue hién chuong trinh, ké hoach

- Chu tri té chirc soan thao cac quy dinh, quy ché thudc linh vuc duoc phan cong
phu trach; xay dung bao cao theo linh vuc chuyén mon phu trach cua Phong va cac bao
céo khéc theo yéu cau caa Hiéu truéng.

- Chu tri xay dung, to chie thuc hién cac quy dinh vé quan ly hanh chinh, vin
phong; kiém tra thé thirc va thu tuc trong viéc ban hanh vin ban hanh chinh caa Truong;
thuong xuyén thuc hién cai cach cac thu tuc hanh chinh.

- Phéi hop véi Phong Té chirc nhan sy gidp Hiéu truang don déc kiém tra thuc
hién Quy ché 1am viéc cua Truong va cac quy dinh khac do Truong ban hanh.



- Chu tri, phdi hop véi Phong Té chirc nhan sy va cac don vi ¢6 lién quan, t6 chic
HGi nghi can b, vién chirc hang nam, cac hoi nghi chung va cac sy kién cia Truong theo
nhiém vu phan cong ciaa Hiéu truéng.

- Lam cong tac thu ky cho Ban Giam hiéu, bao gom: xay dung chuwong trinh, ké
hoach, lich cong tac; phdi hop véi cac don vi chuan bi ndi dung, ghi bién ban va dy thao
thong béo, két luan caa cudc hop, hoi nghi, cac budi 1am viéc cua Lanh dao Nha truong
theo yéu cau.

- Chuan bj cac vin ban, bai phat biéu cua Hiéu truéng hoidc cac Pho Hiéu truong
theo yéu cau.

- T6 chue, quan Iy va hudng dan thuc hién céng tac hanh chinh, van thu, leu trir va
tai liéu luu trix cia Truong; tiép nhan, xir Iy cdng van, van ban di/dén, van ban mat theo
quy dinh hién hanh; quan Iy va sir dung con dau theo quy dinh; cap gidy gidi thiéu, gidy di
duong cho can b, vién chic, lao dong hop dong; ky xac nhan gidy di duong cho khéch
dén 1am viéc tai Truong; thuc hién ching thuc, sao y cac vin ban, gidy to cua cap trén theo
quy dinh.

- Chu tri quan ly cong tac in an, pho to cac tai liéu phuc vu cho hoat dong chi dao,
quan ly cua Truong.

- Chu tri, phdi hop vai Phong Tai chinh - Ké toan, Phong Quan tri tong hop nhu
cau, mua sam, cap phat cap phat van phong pham phuc vu Ban Giam hiéu, cong tac hanh
chinh, van phong; mua qua tang va vat pham leu niém cua Truong theo quy dinh.

- Pau mdi t6 chuc cong tac 18 tan, khanh tiét, tiép don khach cua Truong. Pam
bao chd an, &, phuong tién di lai thuan lgi, chu dao cho khach trong thoi gian cong tac tai
Truong khi ¢ yéu cau va duoc Hiéu truong phé duyét.

- Chuan bj c4c diéu kién can thiét cho Ban Giam hiéu di cong tac.

- Phéi hop vai cac don vi t chirc cac hoat dong, 18 ky niém, su kién 1én, hoi nghi,
hoi thao cua Nha truong, ...

- Quan ly va diéu phdi st dung cac phong hop; dam bao cac diéu kién vat chat
theo quy dinh, vé sinh va phuc vu cac phong lam viéc caa Ban Giam hiéu, cac phong hop
do Phong truc tiép quan Iy.

- Chu tri, phdi hop véi Phong Quan tri quan Iy va diéu hanh, sir dung 6 t6 cua
Truong phuc vu cho cac hoat dong cua Ban Giam hiéu, cac hoat dong dao tao cua Nha
truong; Bao quan, bao tri, bao dudng xe; thanh todn xing dau, mua bao hiém xe dinh ky
theo quy dinh, quy trinh k¥ thuat, cac quy dinh cia Nha nudc va cia Nha truong; thuc
hanh tiét kiém chéng lang phi trong van hanh xe.

- Tham muu, phdi hop véi Phong Khoa hoc va Cong nghé - Thong tin to chic
trién khai cac hoat dong phat trién thuong hiéu cua Truong & trong nudc; quan ly cong



tac quang ba treo bang ron, khau hiéu Nha truong.

- Quan ly k¥ thuat va phdi hop kiém duyét thong tin, co s¢ dir liéu dang tai trén
trang Website Nha truong.

- Phdi hop véi Cong doan Truong, cac té cong doan va cac don vi lién quan thuc
hién cdng tac tham viéng, hiéu, hy ddi véi ca nhan, to chirc trong va ngoai Trudng theo
quy dinh hién hanh.

3.2. Nhiém vu quan ly cdng tac Bao vé - ANTT

- Xay dyng trinh Hiéu truong phé duyét va t chac thuc hién cac phuong an gii gin
trat tu an ninh xa hoi, bao vé nguoi va tai san trong pham vi khudn vién Truong quan ly.

- T6 chuc tuan tra canh gac bao dam an ninh, trat ty, an toan trong Truong. Phéi
hop Vvéi cac co quan chirc nang xu ly cac treong hop vi pham phéap luat, ndi quy cua
Truong va cac tai nan rai ro xay ra trong khuén vién Truong. Bat gitr va lap bién ban
nhitng ngudi pham phép qua tang, di twong cé 1énh truy na ban giao kip thoi cho cong
an phuong xu ly.

- Pau mdi, phdi hop véi don vi céng an va chinh quyén dia phuong trong cac hoat
dong git gin trat ty, tri an, an toan xa hoi trén dia ban Nha truong.

- Thuong truc cac cong theo yéu cau, kiém tra gidy to, tai san ra vao truong. Hudng
dan, chi dan khach dén truong lién hé cong tac. Chu dong giam sét, phat hién cac dau hiéu
nghi van pham phap, kip thoi ngan chan hanh vi vi pham phép luat, noi quy cua Truong vé
an ninh, trat tu, v& nguoi va tai san.

- Pau méi, phdi hop véi cac don vi trong va ngoai Truong lam tét cong tac bao
dam an ninh, chinh tri, trat ty, an toan trong cac ngay I&, ky niém, bau ct, hoi nghi, cac
ky thi trong pham vi Truong.

- Tham gia, phéi hop véi cong an t6 chic kiém tra theo dinh ky va dot xuat nhan
khau thuong trd, tam trd trong ky tuc xa sinh vién.

- Kiém tra ddn ddc sinh vién, hoc vién chap hanh quy dinh, ndi quy caa Truong;
dau tranh chdng hién tuong tiéu cuc, vi pham phép luat cua sinh vién, hoc vién.

- Hudng dan nghiép vu bao vé, giir gin trat tu, an ninh, an toan giao théng trong
Truong.

- Chu tri cac hoat dong trong gitr xe 6 t6 cia can bg, giang vién va nhitng nguoi co
nhu cau theo quy dinh cuia Truong.

- T6 chire va thuc hién cdng tac phong chdy, chita chay, tham gia cac dot tap huan
va hoi thi phong chéy, chira chay theo ké hoach va quy dinh cua céc cip hang nam.

3.3. Nhiém v Y té

- Xay dung, trinh Hiéu truang phé duyét va té chic thuc hién ké hoach cham séc



sirc khoe cho céan b, vién chire va lao dong hop dong.

- T6 chuc theo ddi, phan loai tir d6 c6 ké hoach cham séc tich cuc sac khoe can
bo, giang vién, cong nhan vién toan Truong.

- Phéi hop vai Phong To6 chic nhan sy, Cong doan Trudng to chic kham sire khoe
dinh ky va dot xuat cho can b, vién chirc Nha truong; kham sic khoe dau khda, cudi
khéa cho sinh vién.

- T6 chac kham, diéu tri cac bénh thdng thudng, cap ciu cho can bo, vién chirc,
lao dong hop ddng va sinh vién. Thuc hién chinh sach, ché do vé kham chira bénh; lap dy
tri mua, quan ly cap phat thudc cho céan bo, vién chirc, lao dong va sinh vién.

- Chu tri t6 chirc, phdi hop véi cac don vi chic nang: tuyén truyén, van dong, don
dbc, kiém tra vé sinh méi truong, noi 1am viéce, giang duong, noi an & caa sinh vién.

- Thuc hién cac nhiém vu khac do Hiéu truong giao.

4. Mgt s6 hinh anh hoat déng ciaa Phong Hanh chinh

wnon.znm@’zm

NHIEM KY 2020 - 2025

Chi b Hanh chinh - Qudn tri chup anh luu niém cung Bi thu Dang iy - Hiéu truong tai
Dai hoi Bang bo Nha truong lan thw XI nhiem ky 2020-2015



CNG BOAN YRUOKE BA HOG I DI
s L 100 Y T
o] T D 20

o Sing ngey 70 thing 19 ey 109

Nit ¢ong doan vién To cong doan Phong Hanh chinh tham gia Héi thi cam 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 Viet Nam (20/10) do Co6 doan Truong to chirc va dat Giai Ba



Nit céng doan vién Vii Thi Kim Nhung - Té cong doan Phong Hanh chinh la mét trong
hai Nit cong doan vién Nha truong dwoc trao ting Gidy khen phong trao thi dua “Gidi
viéc Truong, dam viéc nha” giai doan 2016 - 2020 cua Cong doan nganh Giao duc
Hai Duong

Phong Hanh chinh, Phong Quan tri 16 chirc Hi nghi cdn bé vién chire va nguoi lao dong
cdp don vi nam hoc 2020-2021
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02 can bé giang vién Phong Hanh chinh 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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Nhdn vién Y té, T Bio vé Khu Ky tic xd Lién Hong Phong Hanh chinh dwoc ting Gidy
khen cO thanh tich trong phong, chong dich bénh Covid-19 tai Héi nghi CBVCLD
Nha truong nam hoc 2020-2021
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Can bo, giang vien Phong Hanh chinh tich cwc tham gia phuc vu cong tdac Panh gia
ngoai cua Nha truong
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Can bo giang vién Phong Hanh chinh dwoc tang gidy khen ¢ thanh tich trong cong tac
tuyén sinh nam 2020 tai Héi nghi tong két cong tac tuyén sinh nam 2020 va
phurong hudng, nhiém vu tuyén sinh nam 2021
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Pong chi Phing Viét Phwong - Trudng phong Hanh chinh, Phé Chii tich Céng
doan Truong cing Pong chi Tran Dodn Khoa - Gidm doc Trung tam Vin héa - Thé thao
- Qubc phong dai dién PJi béng Nha trwong nhdn Gidi Ba tai Gidi Béng dd Ciip An Phat

mo rong 2019
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DPoéng chi Phiing Viét Phirong - Trueong phong Hanh chinh, Phé Chii tich Cong
doan Truong tham gia cung Doi bong Nha trwong da xudt sac gianh Cup vo dich Gidi
bong da Cup Agribank mo rong lan 1-2020
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Poéng chi Phing Viét Phwong - Truong phong Hanh chinh, Phé Chu tich Cong
doan Truong Dai hoc Hdi Dwong trao tién mdt va khdu trang ving hé tir cdc cong doan
vién, cdn bg giang vién Nha truong vé Mdt tran To quéc Thanh phé Hdi Duong
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Bé phdn Y té Phong Hanh chinh ciing Té phong chéng dich bénh Covid - 19, cén
bé Phong Cong tac sinh vién thiec hién cac bién phap phong, chéng dich bénh doi
véi CBVCLP va nguei hoc dén lam viéc, hoc tap tai Truwong; Té Bdo vé phong
Hanh chinh theec hién nhiém vu bao vé ANTT, sdp xép trong gis phuwong tién va va
kiém soat nguroi ra/vao cong Truong.



9. bija chi lién h¢

Tang 1, Nha Hanh chinh Hiéu b - Dia diém 1 Truong Pai hoc Hai Duwong (X Lién
Hong, TP. Hai Duong, tinh Hai Duong). Email: uhdphonghanhchinh.edu@gmail.com.
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