UBND TINH HAI DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAl HQOC HAI DUONG Péc lap - Tw do - Hanh phuc

S6: 37/CTCT-BHHD Hai Duong, ngay 28 thang 3 nam 2023

CHUONG TRINH CONG TAC
Thang 4 nam 2023

Nhiém vu trong tam:

1. Thuc hién tot cdng tac tuy@n truyén, 6n dinh cong tac chinh tri tu tuong di véi toan thé CBVCLD va ngudi hoc.

2. T6 chirc xét tuyén dau vao thac si Dot 1 ndm 2023; tuyén sinh trinh do dai hoc chinh quy ddi véi ngudi c6 bang dai
hoc Pot 2 nam 2023; tiép tuc phdi hop voi Ban T chic Tinh uy tuyén sinh 16p dai hoc Ngén ngit Anh (16p 2); to chtc céc
hoat dong tuyén truyén thdng tin tuyén sinh: tuyén sinh online trén céc trang website, facebook, fanpage; tiép tuc phdi hop
cung Dai hoc Bach khoa va Cong ty Hoa Phat dé quan ly 16p Pai hoc van bang 2 vira 1am vira hoc nganh Ky thuat vat liéu.

3. Cap nhat dix liéu va kiém soét hd so caa can bo giang vién trén phan mém quan 1y can bo; ra soat hd so nang luong va
tham nién Dot 1 nam 2023; hoan thién thu tuc cham dat hop déng l1am viéc cua mot sé vién chirc dang di thuc té; tong hop
chét luong cdng tac va thu nhap tang thém thang 4/2023 cta cac don vi trong Trudng.

4. Hoan thién dix liéu phan mém Hemis cua B Gido duc va Dao tao; ra soét, hoan thién hé théng van ban lién quan dén
t6 chac dao tao; rd soat, cap nhat chuong trinh dao tao; tiép tuc giang day/hoc tap céc 1p dai hoc, cac 16p cao hoc Hoc ky 1l nam
hoc 2022-2023; thuc hién cac ké hoach: tong hop két qua xét mién lién théng cac cac 16p L10, D2 nam hoc 2022-2023; ké hoach
cham thi két thic hoc phan céc 16p cao hoc Dot 1 Hoc ky 11 ndm hoc 2022-2023; t6 chie xét diéu kién va to chic bao vé luan van
thac st Dot 1 ndm 2023; ké hoach thi két thiic hoc phan bé sung kién thirc nganh Quan 1y kinh té Dot 1 nam 2023.

Xay dung cac ké hoach: cac van ban xét mién lién théng 16p L10, D2 nam 2022-2023; Ké hoach xét tét nghiép thac si
Dot 1 nam 2023; Ké hoach phat bang tt nghiép thac st Dot 1 nam 2023; K& hoach bao vé dé cuong luan vian thac si ndm 2023
(Khoa 4 nganh QLKT va Khoa 7 nganh KT); Ké hoach xét tuyén xét tuyén dao tao trinh do thac si nganh Quan Iy kinh té nim
2023; Ké hoach xét diéu kién bao vé KLTN/DATN Dot 2 nam 2023; Ké hoach bao vé KLTN/DATN Dot 2 nim 2023; Ké
hoach xét diéu kién giao dé tai dé tai TTTN va viét KLTN/DATN Dot 2 nam 2023.



5. Tiép tuc thuc hién Ké hoach Dam bao chat lvgng nam hoc 2022 - 2023; kiém tra nén nép hoc tap cua sinh vién; kiém
tra ho so 18n 16p; trién khai va huéng dan xay dung Ngan hang dé thi; xay dung Quy dinh thi kiém tra; don déc cham thi vao
diém thi két thic hoc phan Pot 1 Hoc ky II nam hoc 2022-2023.

6. Phat dong cac phong trao thi dua chao mirng ngay giai phong mién Nam 30/4, Qudc té Lao dong 1/5 dén cac 16p sinh
vién toan trudng; theo ddi, kiém tra tinh hinh hoc tap va vé sinh phong hoc cac 1p sinh vién Hoc ky II nim hoc 2022 - 2023;
ra quyét dinh cong nhan diém rén luyén Hoc ky I nim hoc 2022-2023 d6i véi sinh vién toan truong; thuc hién ché ¢o mién
giam hoc phi Hoc ky Il cho sinh vién thugc dién chinh sach.

7. Hudng dan, hd tro can bo, giang vién thuc hién dé tai NCKH cip co s, cap khoa, bién soan giéo trinh; Nhan bai ding
tap chi, thuc hién quy trinh dang bai Tap chi Sé 2/2023 (giri phan bién, gui chinh sira theo yéu cau phan bién...). Phéi hop
Lién hiép cac Hoi KHKT tinh Hai Duong t6 chirc tap huan vé vé phuong phap viét va xuat ban bai bao khoa hoc dinh huéng
qudc té (31/3/2023); don ddc, hd trg cac giang vién tham gia hoi thi Sang tao ki thuat tinh Hai Duong 1an tha XIII.

8. Chuan bj co s& vat chat phuc vu lich hoc céc 16p Cao hoc, Pai hoc, thi két thiic hoc phan Hoc ky 11 theo thoi khoa
biéu; tong hop sb liéu kiém ké toan Truong; quan Iy tai san, trang thiét bi; duy tri tot cac cong viéc: van hanh nha may nudc
sach, thay thé va sira chita nho, vé sinh méi trudng cham soc bon hoa tai dia diém Hai Tan, nhap dit liéu tai san vao sb theo doi
codng cu tai san.

9. Chuan bi hd so, tai liéu phuc vu quyét toan ngan sach nha nudc nam 2022; quyét toan thué thu nhap ca nhan cho
CBGYV nha trudng cd gidy ty quyén cho Nha truong thuc hién quyét toan thué; diéu chinh ma sb thué thu nhap ca nhan va
ngudi phu thudc caa CBVC; thu hoc phi Hoc ky II nim hoc 2022-2023; phdi hop voi cac don vi, to chtc cho cac s, nganh
thué hoi trudng theo DE &n cho thué tai san cong duoc phé duyét; thuc hién thanh toan luong thang 4/2023; béo céo thué thu
nhap ca nhan thang 3/2023 cho can b, giang vién, nhan vién Nha truong.

10. Cac khoa chuyén mén: Giang day theo TKB Dot 1, 2 Hoc ky I1; ra dé thi két thic hoc phan, cham thi, vao diém Dot
1 Hoc ky II nam 2022-2023; du gio, t6 chic hoi thao chuy@n mén, toa dam; trién khai 1am ngan hang dé thi cac hoc phan da
dang ky theo ké hoach; t6 chuc giang danh gia nang luc ddi véi cac hoc phan méi bd sung caa nganh Ngon ngit Anh; phéi hop
6n va to chirc thi danh gia nang lyc tiéng Anh theo chuan dau ra trinh d6 dai hoc cua Truong; hudng dan sinh vién K9 cac



nganh kinh té, ngoai ngi. .., sinh vién K8. KTP nganh Ky thuat dién viét bdo céo thuc tap tét nghiép va KLTN/ PATN, to
chure danh gia KLTN/ DATN.

11. Céc Trung tam: hoat dong theo chirc nang, nhiém vy, tich cuc nang cao hiéu qua cac hoat dong dich vu, tao ngudn
thu vé Nha truong: t6 chiic 6n va té chirc thi danh gia ning luc tiéng Anh theo chuan dau ra trinh d6 PH cta Truong (TT
Ngoai ngit); phéi hop cac truong trong Khéi thi dua to chuc cac giai thi dau thé thao (TT VH-TT-QP), 6n va t6 chirc thi ddnh
gia nang lyc tiéng Anh theo chuan dau ra trinh d6 dai hoc cua Truong (TT Ngoai ngi), ...

12. Céng tac Cong doan, Poan Thanh nién, Hoi Sinh vién: CD Trudng trién khai va ding ky x4y dung co quan vin hoa;
van dong va trién khai phong trao hién mau nhan dao; thuc hién tét cac hoat dong tinh nghia. Poan TN, Hoi SV: tuyén truyén
va quang ba tuyén sinh trén fanpage cua Poan Trudng, Hoi Sinh vién; tuyén truyén ky niém ngay L& 16n caa dat nudc; mé link

tuyén tinh nguyén vién cho Chuong trinh Tiép strc mua thi nam 2023.

Nhiém vu cu thé:

I. CONG TAC CHINH TRI TU TUONG, XAY DUNG PANG, TRUYEN THONG VA HANH CHINH

5i d A o Ngwoi thuc hién (Truwéng/ i bhéi h b;Th(‘xﬂ ?Iﬁn\ [k)?, klé[‘
TT Néi dung cOng viéc phé don vi, CV, GV, NLD) Pon vi phoi hep at day oan Aet qu_zAu
‘ thanh cOng viéc
1 | Tuyén truyén theo ké hoach ciia BTG Thanh ay Ban Tuyén gidgo DU Tuyen truyen Théng 4/2023
) 7 vién cac chi bo
Tiép tuc trién khai hoc tip va lam theo tu tuéng dao R Khi ¢6 hudng dan ) X
2 dl’rcpphong céch Hb Chi Minh nam 2023 c /e To Van Song cia BTG Tgw Thang 4/2023 | K& hoach
3 | Tham gia cac hoi nghi bdo céo vién Thanh phd, Tinh P/c B Thanh Huyén Theo KH BTG
R4 soat va ban hanh vin ban di/dén trong Thang 4; Vil T. Kim Nhun Cac don vi truc
4 ph6é td tai liéu phuc vu cbng tac tuyén sinh, tot Vﬁ 'T T. Tran & thudc; cac HD. Thang 4/2023 Hoan
nghiép, dao tao, NCKH...; tham gia ra soat hoan D3 Thanh Huy§n TbG CTDT, To thanh
thién mot so dé an, bao céo theo yéu cau...; soan thao DA
Gilp viéc BGH xay dung, tong hop Chuong trinh
5 cong tac Thang toan Trudng va Lich cong tac 04 tuan Vi .T. Kim Nhung Théng 4/2023
thang 4.2023 cua BGH; thu ky cac cudc hop chuyén Vi Thi Thu Trang
mon, cac cudc hop khéc theo yéu cau.




Nguwoi thuc hién (Truwong/ £ Thoi gian Dy kien
TT Noi dung cong viéc phé don V.L C\}, GV, NLD) Pon vi phoi hop bat day/ hoan lfet qu_in
thanh cdng viéc

Quan ly, Qén doc thuc hién céng tac an ninh trat tu Phung Viét Phuong Phong Quan tri; Thana 4/2023

7 |cua cac to bao v¢ tai 03 dia diém; cong tac PCCC, Vi T. Kim Nhung cac phong, khoa, ang
quan ly dieu hanh phuong tién van chuyén 0 t6 NT Vi T.T. Trang TT
Bién tap, dang tai cac tin, bai vé cdc su kién, hoat ViLT. Kim Nhun
dong cua Nha truong trong thang; cac thong bao, X - ne Cac phong, khoa, Thang 4/2023 Hoan

8 Do Thanh Huyeén n N
ké hoach, théng tin tuyén dung, tuyén truyén... trung tam thanh
trong Thang
Thuc hién cong tac 1€ tan, khanh tict cac cuoc hop,

9 h(_)l‘ngh%, d(.)n tlexp céc Do?n Fhad} dén lam vige V6i | oy Phong Hanh chinh Cac phongl khoa, Thang 4/2023 Hgan
Nha truong; chuan p; co soO vat chat phuc vu cong tac trung tam thanh
chic mirng, viéc hiéu trong thang

£ . » . o TT QLKTX, ) .
10 Phoi hgp cham soc cay xanh, don co khu vuc khubn b/c Phung Viét Phuong Poin TN. Hbi Théng 4/2023 Hoan
vién va xung quanh khu Hanh chinh HB (LH) b/c Vi Thi Luyén, céc to BV sy P thanh
Il. HOAT PONG CUA POAN THE VA CONG TAC SINH VIEN, HQC VIEN
1. Hoat ddng caa cac to chirc doan thé: Cong doan Truong, Poan Thanh nién, Hdi Sinh vién
TT N@i dung cong viéc N(gfﬂ:ﬂé?;(?pmgn Pon vi phéi ho TEZL?'?&?]“ Dy kién két quii cong
ol dung cong vie don vi, CV, GV, tphothep thanh viéc
NLD)
1 | Thyc hién céc ké hoach cia CBN BCH CP Cacto Cb Theo KH cua
CD Nganh
2 | Trién khai va dang ky xay dung co quan van hda BCH Béo cao
3 'I;Iep t}_lC chuan bi cac budc cho Pai hoi Cong doan BCH CB
lan tha XIlI
4 VarAl dong va trien khai phong trao hien mau BCH CD Cac don vi
nhan dao
5 | Thuc hién tét cac hoat dong tinh nghia BCH Céacto Cb




g | Tuyén truyén va quang ba tuyén sinh trén fanpage BCH Poan

cua Boan Truong, Hoi Sinh vién BCH Hoi

Sinh vién

Tuyén truyén ky niém ngay L& 16n cua dat nude BCH Dofl 1

! (Ngay giai phong Mién Nam théng nhit dat nuéc) BCH Hoi

gay gial phong g Sinh vién

M link tuyén tinh nguyén vién cho Chuong trinh | Dol Doan

8 2o \ . BCH Hoi
Tiep Stc mua thi nam 2023 . .

Sinh vién

Phéi hop thuc hién cbng tac tuyén truyén tuyén BCH Doan

9 . £ , N BCH Hoai

sinh theo Ké hoach ctia Nha truong Sinh vien

2. Cong tac sinh vién, hoc vién

Nguwoi thuc hién

Don vi

Thoi gian bat

Du kién két qua

TT N@i dung cong viéc (Trwéng/ phé don vi, héi ho dau/ hoan oBna Viae
CV, GV, NLD) phot hop thanh gvie
1 | Tong hop béo co cha nhiém I6p hang thang Tran Viét Diing Cha nhiém 16p Cuoi thang Hoan thanh
Theo di, kiém tra tinh hinh hoc tap va vé bang Tra My; Theo Thai khoa
2 | sinh phong hoc cac I6p sinh vién Hoc ky I, Tran Viét Diing; bidu Hoan thanh
nim hoc 2022 - 2023 Pham Ngoc Anh ©
3 | Lam céc loai gidy xé4c nhan sinh vién Pham Ngoc Anh Cha nhiém 16p Cas'igeglégulzgluco Hoan thanh
Lam wu dai gido duc cho sinh vién thugc dbi 3 . Chu nhiém 16p s
4 tuong chinh sach bang Tra My Phong TC - KT Hoan thanh
Lam mién giam hoc phi Hoc ky Il cho sinh g s Chu nhiém lop N
S vién thudc dién chinh sach bang Tra My Phong TC - KT Hoan thanh
5 Dy thao mot s6 ke hoach, bao cdo lién quan bang Tra My; Cac don vi, phong, Hoan thanh
den cong tac sinh vién Tran Viét Dling; khoa, trung tdm
7 | Quan 1y sinh vien Lao bang Tra My; Cé thang Hoan thanh

Pham Ngoc Anh




Nguwoi thuc hién

Thoi gian bat

TT Noi dung cong viéc (Trwéng/ phé don vi, ?g}"hﬁ diu/ hoan Dy (l:g:]n tféthua
CV, GV, NLD) phothep thanh g Vvie
ﬁﬁrar:g d?\ggycizjaghg?égi t;?\%nghlm?gs CNhaarﬁ bang Tra My, Khoa chuyén mon, Chu Theo lich cua
8 30/4, Quéc té Lao dong 1/5 dén céac lop Tran Vigt Diing; nhigm Ioi[;],ig]oan thanh Nha truong Hoan thanh
sinh vién toan Truong
I11. CONG TAC TO CHUC NHAN SU VA XAY DUNG PQI NGU
Nguwoi thuc hién (Truwéng/ N g, A XA 2 A
TT Ni dung cong viéc phé domn vi, CV, GV, Pon vi phéi hep Thei gian bat dau/ | Dy kien ket qua cong
hoan thanh viéc
NLD) y
Dy thao va trinh c&c loai vin ban lién quan dén
1 | cdng tac to chuac can bo, cdng tac quy hoach doi Nguyén Manh Tuan Phong/Khoa/TT Thuong xuyén Hoan thanh
ngi can bo quan ly
Tiép tuc thyc hién béo ting, giam bao hiém, cac ché Nauv&n Manh Tuan
2 | @9, chinh sach cho vién chuc, lao dong veé thai san, guy : Phong/Khoa/TT Thuong xuyén Hoan thanh
~ A p Nguyen T Thg Thuong
dudng suc, om dau, huu tri
;i (A)Snogazht:acoB(\:?(cjﬁwgP dong lam viéc, hop dong lao Nguyén Manh Tuén
3 |- Hoan thien tha tuc, hd so CBVC chim dit hop NguyeriT Thg ’l:huong Phong/Khoa/TT Thuong xuyén Hoan thanh
AT Vii Thi Xuén
dong lam viéc.
4 Quan Iy‘ ho S(?’ can bd vién chirc cia can bo vién chic Nguy~en ManhATuan Phong/Khoa/TT Thromg xuyén Hoan thanh
trong toan trudng Vii Thi Xuén
- Hoan thién cac Béo cao vé cong thc to chue, nhan Nauvan Manh Tuén
sy, tien luong, bao hiém va cac che do chinh sach T?éa/Thi Thu The
5 | theo cap quan ly; X I Phong/Khoa/TT Thuong xuyén Hoan thanh
X . . . A s Nguyen T Thg Thuong
- Lam bao cdo thang, chuong trinh cong tac thang -
, N Vi Thi Xuan
cua Phong. i
. e e LA s Lid A VT Nguyén Manh Tuan
g | Cap nhat dir licu va kiém soat ho so cia can bo | oS T The Thuong | Phong/Khoa/TT Théng 4/2023 Hoan thanh

giang vién trén phan mém quan ly can bo

Vii Thi Xuén




Nguwoi thuc hién (Trwéng/ o 2, % gz . A
TT N@i dung cong viéc pho don vi, CV, GV, Pon vi phoi hep Thoi glan b?t dau/ | Dy kien k?:{ qua cong
hoan thanh viéc
NLD)
R G DA i Nguyén Manh Tuén
7 g'oa” thién dit licu phan mem Hemis cia BO Gido | o w21 T Tho Thirong Phong/Khoa/TT Thang 4/2023 Hoan thanh
uc va Pao tao . A
Vi Thi Xuan
gLl . A n 3 Nguyén Manh Tuan
g | & *0at o sornang luong va tham nieh dot 1 nam | rigy Thj Thy Thiy Phong/Khoa/TT Thang 4/2023 Hoan thanh
S ARt A A Tae < ia Nguyén Manh Tuén
g | Hoan thién tha tuc cham dit hop dong lam Viec | o V5T Tho Thuong Phong/Khoa/TT Thang 4/2023 Hoan thanh
cua mot so6 vién chie dang di thuc té
IV. CONG TAC PAO TAO, PAM BAO CHAT LUQNG
1. Pao tao dai hoc chinh quy, sau dai hoc
Ng}f()’l thl'r? hign . Pon vi Thoi g;an bat Duwr kién két
T N@i dung cong viéc (Truong/ phé don vj, héi ho dau/ U cong viéc
ol dling cong vie CV, GV, NLD) photnoep hoan thanh | gvie
N TS. Nguyén Phuong Ngoc, Cac don vi thudc Thuc hién
1.1 | Cong tic tham muu Phong BT PH&SDH Truong thuong xuyén
, | Ra soat, hoan thién hé théng van ban lién Thuc hién
quan dén to chiic dao tao thuong xuyén
Cap nhat két qua caa Ra soat Chuong trinh x Khoa/Phong lién quan,
2 dao tao Nguyen Phuong Ngoc ca nhan dugc phan cong
1.2 | Cong téc tuyén sinh Phong BT PH&SPH TT HTPT &TS Theo ké hoach
Tuyén truyén, quang ba tuyén sinh nam 2023 Theo KH
N B6 phan Ké hoach - Cac Khoa/Phong Cong viéc
1.3 | Cong tac ké hoach Phong BT bH&SDH lién quan thuong xuyén
1 Thuc hién cap nhat, quan 1y diém hoc phan, Cic Khoa CM BD cc I6p

diém toan khoa cua cac 16p dai hoc, cao hoc




Ngwoi thuc hién

Thoi gian bat

T Noi dung cong viéc (Truong/ phé don vj, ﬁ?ln h‘g dau/ [lj: Ef:‘;\n bffc
ol dung cong vie CV, GV, NLD) phot hop hoan thanh | @ gvie
Cb van hoc tap cho SV toan truong; Tiép
2| nhan, tong hop don HL/CTD ctia SV Theo KH DS
Tong hop két qua xét mién lién théng cac cac . Theo KH xét
3 | 16p L10, D2 nam hoc 2022-2023 Cac Khoa CM midn DS, BB.QD
Giang day/hoc tap cac 16p dai hoc Hoc ky 11, ) .
4 nim hoc 2022-2023: GV, cac phong ban Theo KH hoc KH hoc
Giang day/hoc tap céc lop cao hoc Hoc ky I, ) R
5 nim hot 2022-2023: GV, cac phong ban Theo KH hoc KH hoc
Thuc hién ké hoach cham thi két thic hoc Theo KH chim
6 phan céc 16p cao hoc Pot 1, Hoc ky Il nam thi DS, KQ thi
2022-2023;
T6 chirc xét diéu kién bao vé luan van thac si . ,
7 Pot 1 nim 2023; Theo KH xét DS, KQ xet
To chuc thuc hién ké hoach bao vé luan vin o o
8 thac sT Dot 1 nim 2023 , Theo KH bao vé | DS, KQ bao vé
Thuc hién ké hoach thi két thic hoc phan bo
9 sung kién thicc nganh Quan ly kinh té Pot 1 Theo KH thi DS, bai thi
nam 2023
10 | Xay dung cac ké hoach:
Xay dung cac vin ban xét mién lién thong 16p . Theo KH xét .
L10, D2 niim 2022-2023 Cac Khoa CM midn DS, BB, Qb xét
Xa¥ dung Ké hoach xét tot nghiép thac si Dot Theo KH thi DS. KH, BB
1 nam 2023
Xay dung Ké hoach phét bang tét nghiép thac
si Dot 1 nam 2023; Theo KH DS, KH, Qb
Xay dung Ké hoach xét diéu kién bao vé
KLTN/DATN Dot 2 nam 2023 Theo KH DS, BB
Xay dung Ké hoach bao vé KLTN/DATN Theo KH DS, Qb

Dot 2 nam 2023;




Ngwoi thuc hién

Thoi gian bat

T Noi dung cong viéc (Truong/ phé don vj, }r?gln h‘g dau/ 3: Ef:‘;\n bf;c
"ot dung cong vis CV, GV, NLD) phothep hoan thanh | ¢ gvie
Xay dung K€ hoach xét dicu kién giao dé
tai dé tai TTTN va viet KLTN/DATN Dot GV, cac phong ban Theo KH DS, KH
2 nam 2023
Xay dung K¢ hoach bao vé dé cuong nam
2023 (Khoa 4 nganh QLKT va Khoa 7 Theo KH DS, KH
nganh KT) ,
Xay dung Ké hoach xét tuyén xét tuyén
dao tao trinh d¢ thac si nganh Quan 1y kinh Theo KH DS, KH
t€ nam 2023
R ) o 1 xR B6 phan Gido vu - Céac Khoa/ Phong Thuc hién
1.4 | Cong tac quan 1y diem Phong BT PH&SDH lién quan thuong xuyén
Téng hop diém thi két thic hoc phan, Hoc ky ~Theo X
11| cac 16p dai hoc nam hoc 2022 -2023: Kéhoachthi | DD hocphan
. = Thoéng bao KQ
2 | Cbvan hoc tap cho SV/HV thfr:c‘cy)rqg ;(’:fcén hoc tap toi
g xuy SV/HV
Cap nhat, céng khai, quan 1y diém hoc phan, : Cac B hoc
3 diém toan khoa cua cac I6p Pai hoc, Cao hoc. Theo Ke hoach phan, toan khéa
Cong tac quan ly, kiém tra qua trinh hec . . . . Quan ly hoat
1.5 |tap, giang day cia cac lop SV/HV theo P. Bao tao PH&SPH Cac :?gr:)a/uzgong thggﬂg Z:J‘?Cén dong giang day,
TKB g g xuy hot tap
Quan ly qua trinh hoc tap cua SV/HV hoc ky Cong viéc N
L | 11, nam hoc 2022-2023; thuong xuyen | Quan Iy HT
Quan ly qué trinh giang day hoc ky Il, nam Cong viéc N
2 | hoc 2022-2023, thuong xuyén | Quanly GD
A A Ao . \ Céng viéc
1.6 | Cong tac quan li vin bing, chirng chi B9 phan quin 1y vin Cac Khoa/Phong |y ing xuyen,

bang ching chi

lién quan

theo yéu cau

Tham dinh/cap ban sao, tra van bang, chung
chi, bang diém theo don/cong van ctia nguoi
hoc/co quan/don vi/doanh nghiép.

Theo yéu cau

Vin ban phidc
dap theo yéu cau




10

Ngwoi thuc hién

Thoi gian bat

Il Noi dung cong viéc (Truong/ pho don vj, }r?gln h‘g dau/ 3: Ef:‘;\n bf;c
o1 dUNg cong vie CV, GV, NLD) phothep hoan thanh | ¢ gvie
17 Coéng téac chuyen nganh, chuyén trwong,
' bao lwu két qua hoc tap
Thyc hién chuyén nganh, chuyen truong, bao A A ,
luu két qua hoc tap theo don ctia ngudi hoc Theo yéu cau Cac Qb, BD
18 | €ong tac bao cao By Gido duc va bao tao,
' Sé, Ban, Nganh lién quan
Bao cao Bo GD&DT, S¢ GD&DT, Ban, A pAl ia A < Van ban béo cao
Nganh lién quan theo VB dén B phan lién quan Theo cong van theo cong van
1.9 | Cac khoa chuyén mon
Quan ly, t6 chic phan cong nhiém vu, doén
dbc thyc hién va danh gia chat lugng cong tac
1 tng thanh vién cua khoa. Té chirc hop | Trudéng/ Phu trach khoa
chuyén mon dinh ky, tham gia cac cudc hop
cua Nha truong
Giang day theo TKB Dot 1, 2 Hoc ky 2; ra d¢ . )
2 thi két thuc hoc phan Dot 1 Hoc ky I nam GV duogc phan cong l;h(g% gﬁ%sggf
hoc 2022-2023, cham thi, vao diém. )
Phong Bao tao PH &
3 T6 chuc dy gio; Trién khai 1am ngan hang dé | Trudng/ Phy trach khoa, | SDH; Phong PBCL -
thi cac hoc phan di diang ky theo ké hoach bo mon TT, cac phong chuc
nang co lién quan
Ra soat, cap nhat tinh hinh va trién khai thyc | Truong/ Phu trach khoa; - Phong CTSV Thuong xuyén
4 hién tét cong tac quan Iy hoc vién, sinh vién Chu nhiém 16p; - Phong Pao tao
do khoa quan ly Cac I6p sinh vién. PH&SPH
Hoc tap boi dudng nang cao trinh d6 chuyén
mon, nghiép vu (dang ky di NCS, tham gia cc
hoi thao khoa hoc trong nuéc va quoc te, viet \ . Phong Khoa hoc va
5 ba1 dang cac tap chi, hoi thao trong nudc, quoc Truéng/Phu trach khoa congnghé - TT,

..); thuc hién dé tai NCKH cap Khoa, cap
Tru’orng theo ké hoach; Tham gia viét bai dang
Tap chi, Website.

- Cac GV

Phong Hanh chinh
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Ngwoi thuc hién

Thoi gian bat

T Noi dung cong viéc (Truong/ phé don vj, pﬁgin h?’p dau/ qlag E@iﬁg bf;c
* : CV, GV, NLD) : hoan thanh :
Tuyén truyén, tuyén sinh d6i véi tat ca cac Trung tam Ho so CH, PH,
6 nganh hoc, bac hoc Pot 2 nam 2023; cac 16p CBQL, GV HTDT&TS, TT KT Theo Ké hoach chang chi
dao tao, bdi dudng ngan han TC, Tin hoc ngan han
T6 chuc giang dénh gid ning luc dbi véi cac
hoc phan méi bo sung cia nganh Ngon ngit Trung tam
v Anh; phoi hgp 6n va t6 chtc thi danh gia | PTK phu trach; cac GV Naoai nai- Phone DT
nang lyc tiéng Anh theo chuan dau ra trinh do trong Khoa goal ngu; "hong
, \ . x . A PH & SbH
PH cua Truong; hudéng dan sinh vién
K9.NNA viét béo céo thuc tap t6t nghiép.
Tiép tuc Hoi thao chuyén mén & Bo mon Ké Truéng, phé Khoa, Phong Pao tao PH &
g | todn, Tai chinh; huéng dan sinh vién K9 lam |  Truong BM va céc GV SbH Theo Ké hoach
khéa luan tot nghiép; to chac Bao vé khoa khoa Keé toan - Phong BDPBCL - TT, :
luan cho SV K9 Tai chinh cac phong lién quan
Tiép tuc huéng dan SV hoan thanh DATN
(K8.KTP) va TTTN (K9.CNTT); thanh 1ap Phong Pao tao Dai
9 HPD danh gia PATN d6i v6i SV K8 KTP; 1am PTK, Phu trach TBM, hoc va Sau PH, cac Theo K& hoach
viéc vai 16p L8.KTD dinh hudng cho SV Iya | GV Khoa Ky thuat va CN | phong cé lién quan; :
chon cac don vi thuc tap va dang ky tén dé tai doanh nghiép
DATN.
2. Pao tao ngan han, cap chirng chi
Ngwoi thuc hién ] Thoi gian bit Dy kién két qui
TT N@i dung cong viéc (Trwéong/ phé don vi, Pon vi phoi hop dau/ hoan : cong vige
CV, GV, NLD) thanh ¢
1 Tuyén sinh va to chic thi cap chang chi Ung Giang vién, NV CB, GV, NV
dung CNTT co ban (TT Tin hoc) toan Truong
Hoan thién tha tuc va cap chang chi Ung dung Pham Thi Thanh Phong Pam bao CL —
2 i i : Nguyén Thi Hoa

CNTT co ban - Théng 3/2023

(TT Tin hoc)

TT, Phong HC
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Nguoi thuc hién ] Thaoi gian bit Du kién Két qui
TT N§i dung cong viéc (Trwéng/ phé don vi, Pon vi phbi hop diu/ hoan o Viécq
CV, GV, NLD) thanh g Vvie
i WA g e 1 . Pham Thi An )
3 | M¢ lop Ke toan can ban khoa 15 (TT Ké toan -TC) Pham Thi An
Phan cong giang day céac lop: KT thué K4, Pham Thi An .
* | KTTDN K9, KTT HCSN K4 (TT Ké toan -TC) Pham Thi An
Giang viéen TT, GV Khoa X
5 | Tiép tuc giang day céc Iop KTT K4, KTT DN | Ké toan - Tai chinh, GV g{‘%‘HKQ;)% I;r;l%rllg
K9, KTTHCSN K4 theo lich phan céng Phong BT PH&SPH, GV ’ &
\ TC-KT
Phong TC-KT
R et K e f e L e 2 Tran Thi Diéu Loan .
6 | To chuc thi ket thac lop Ke toan thue K4 (TT K& toan -TC) Phong TC-KT
A N A e s Pham Thi An \ \ .
7 | Hoan thién ho so két thuc 16p KTCB K14 (TT K& todn -TC) Phong Hanh chinh
Soan dé& cwong, bai giang hoc phan méi cho o
8 | khoa K12 nganh Ké& toan theo phan cong cua (qu_'algg tVOI éerr: TI_-I;:)
lanh dao Khoa KT-TC
Tiép tuc tuyén sinh cac 16p ngan han: Ké toan co o . .A
9 | ban, ké toan thué, ké toan truang HCSN, ké toan (TC';I'IaIQg tvol grr]] -I.-I_-I(-:) CB, Gtr\{r’bl:v toan trlo_rlment;%(r:]
truong Doanh nghiép g g g
10 Tiép tuc phat chang nhan, chang chi cho hoc Tran Th; Diéu Loan Lién tuc
vién cac l6p da dao tao xong (TT Ké toan -TC) trong thang
3. Cong tac kiém dinh chit lwgng, thanh tra - phap ché, dam bao chat lweng va khao thi
Nguwoi thuc hién Don vi Thaoi gian
TT | Ni dung cong viéc (Trwéng/ phé don héi ho bat dau/ Duwr kién két qua cong viéc
vi,cV,GV,NLD) | PP hoan thanh
Tiép tuc thuc hién Ké hoach BPBCL nim hoc . , .
1 2022 - 2023 Phong BDBCL-TT Cac don vi
2 | Kiém tra nén nép hoc tap, dau gio, cudi gid Phong BBCL-TT Céc khoa
3 | Kiém tra ho so tot nghigp Phong PBCL-TT | Phong BT
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Nguwoi thuc hién . Thoi gian
s A <A 5 , Don vi . A SR X A ‘A
TT | N¢i dung cdng viéc (Truwéng/ phé don héi h0: bat dau/ Du kien ket qua cong viéc
vi, €V, GV,NLD) | PP 1 hoan thanh
4 | Trién khai va huéng dan xay dung Ngén hang dé thi T6 Vin Song Cac khoa
5 | Xay dung Quy dinh thi kiém tra T6 van Song
6 | Hoan thién cac bao cao chuyén mon theo yéu cau T6 Vin Séng Céac don vi
7 | Bon doc cham thi vao diém thi két thic hoc phan Phong DBCL-TT
V. CONG TAC TUYEN SINH, HQP TAC PAO TAO
Nguwoi thuc hién Do vi Thai gian bit o
TT N@i dung cdng viéc (Trwéng/ phé don héi ho dau/ hoan Du kiéen ket qua cong viéc
vi, CV, GV, NLD) phothep thanh
1 Ph_at hanh va 'Ehu nhan ho so tuyén sinh trinh d¢ | Trung tarxn H_TBT & Thang 4/2023 H so xét tuyén
dai hoc, thac si. Tuyén sinh
Tiép tuc phdi hop voi Ban To chac Tinh uy | Trung tam HTDT & Phong BT ) N R
2 tuyén sinh 16p dai hoc Ngdn ngit Anh (16p 2). Tuyén sinh PH&SPH Thang 4/2023 Ho so xét tuyen
3 Phoi hop to chirc xét tuyén dau vao Thac si Dot | Trung tam HTDT & Phong BT Theo Ké hoach K&t qua xét tuvén
1 ndm 2023. Tuyén sinh PH&SDH | cia Nha truong q y
Cap nhat céc théng tin tuyén sinh nim 2023 va Tiéu Cong V1,
cac hoat dong cua Nha truong Ién trang Pham Thi Hoa ,
4 tuygnsinh.uhd.edu.vn, dang bai trén fanpage | Trung tam HTDT & Thang 4/2023
tuyén sinh cia Truong. Tuyén sinh
Phoi hop véi Ban tu van tuyén sinh to chirc cac ,
hoat dong tuyén truyén thong tin tuyén sinh: | Trung tam HTPT & Ban Tu van . Cac bai dang quang ba
5 A . . A . . P o Théng 4/2023 P
tuyén sinh online trén cac trang website, Tuyén sinh tuyén sinh tuyén sinh
facebook, fanpage ...
6 HO tro can b,(-)’ gla;ng vién, sinh vién Nha truong | Trung tain HTDT & Thang 4/2023 Thong tin tuyén sinh
trong cong tac tuyén sinh Tuyén sinh
Tiép tuc phdi hop cung Pai hoc Bach khoa va .
7 | Cong ty Hoa Phat dé quan Iy lép Dai hoc van Tmn%f;g;gﬁ? & Thang 4/2023

bing 2 vira lam vira hoc nganh Ky thuat vat liéu.
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Ngudi thuc hién Pom vi Thai gian bt o
TT N@i dung cdng viéc (Trwéng/ phé don héi ho dau/ hoan Du kien ket qua cong viéc
vi, CV, GV, NLD) phothep thanh
Duy tri hop tac Véi cac co s gido duc, to chuc, .
8 | dia phuong, déi tac khic dé mo rong hoat dong | g tam HIDT & Théng 4/2023 | Thong tin hop tac, lién két
Z . . . . Tuyén sinh
doi ngoai, tang cuong quan hé hop tac
VI. CONG TAC NCKH VA XUAT BAN TAP CHI
Ngwoi thuc hién Thai gian bat A% .
TT Noi dung cong viéc (Trwémg/ phé don vi, Eglnh‘g dau/ hoan Dy é(é?]n tiegcqua
CV, GV, NLD) P P thanh g Vit
] x . x A e, . cnGX - Céc chu bién,
Huéng dan, ho trg can by, giang vién thyuc hién dé tai U ,
1 NCKH cap co s, bién soan gido trinh Vi Thuy Trang Ch%g?;‘m Thang 4/2023
Phoi hop Lién hlep cac Hoi KHKT tinh Hai Duong t6 BGH. HPT
2 chuc tap huan vé phuong phap viét va xuat ban bai béo Vi Thuy Trang LHH KTKT Théng 4/2023
khoa hoc
LHH KTKT
Pén déc, hd tro cac giang vién tham gia hoi thi Sang U . : ,
3 tao ki thuat tinh Hai Duong 1an thir X111; Vi Thuy Trang t(;la;mGg;i/ a Thang 4/2023
Nhan bai vict gui dang tap chi va thyc hi¢n quy trinh x . Céc tac gia,
4 dang bai Tap chi s6 2/2023 (guri phan bien, gui chinh Ngu\;//grg.‘ ThTuanHanh nguoi phan Théng 4/2023
stra theo y8u cau phan bién...) Uy g bién
5 Thuc hién cac béo cao chuyén mon theo yéu cau Vi Thuy Trang khgaactgl:]r?g%ém Théng 4/2023
VII. CONG TAC XAY DUNG CO BAN, CO SO VAT CHAT, TAI CHINH - KE TOAN
1. Xay dwng co ban, co sé vat chat va thiét bj
Nguwoi thuc hién . LA e Lo aX K& -
TT Ni dung cng viéc (Truéng/ phé don vi, B"’“hf, pho Thﬂggf}ﬂﬁ;‘;fa“/ D‘-"é‘éf\” bfgcq“a
CV, GV, NLD) 7P gvie
1 Phuc vu lich hoc cac Iop Cao hoc, Pai hoc, thi Phong Quan tri Thang 4/2023

két thuc hoc phan ky 11 theo thoi khoa biéu
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Nguwai thuc hién

TT Noi dung cong viéc (Trwéng/ phé don vi, })(mh\g phoi Tho;(?é:ﬁntﬁ;rtw? au/ D"r(l;égn \Ij;aéthua
CV, GV, NLD) P gVvis
2 | Tong hop s6 liéu kiém ké toan trudng Phong Quan tri Ici:gr? gﬂgrr:g’ khoa Théng 4/2023
Hoan thién nhap dir liéu bao céo trén phan mém . . ,
3 Hemis ciia Bo GDDT Phong Quan tri Thang 4/2023
Phdi hop phong Cong tac sinh vién trong viéc . N Phong Cbng tac . A
4 quan ly cac em SV Lao ¢ ndi tru Phong Quan tri sinh vién Thuong xuyén
Duy tri tot cac cong viéc thuong xuyén cua
phong: van hanh nha may nu6e sach, thay thé va \ e . A
S stra chita nhé, vé sinh moi trudng chim séc bon Phong Quan tri Thuong xuyen
hoa tai dia diém Hai Tan
Duy tri nhap dir liéu tai san vao so theo di cong Nguyén Ba Viét Cac bV . A
6 cuva TS ¢6 dinh Dinh Thi Mai Huong lién quan Thuong xuyen
10. Tai chinh - Ké toan
Nguwai thuc hién sa Lo ad KK -
n A o A PRI Don vi Thoi gian bat dau/ Du kien ket qua
i Noi dung cong viéc (Trér(\r]n%‘ghggoﬂ'l; vh phdi h0'p hoan thanh cbng viéc
1 | Chuan bi ho so, tai ligu phuc vu quyét todn | Nguyén Thi Huong Hoan thanh
ngan sach nha nudc nam 2022 Trinh Thi Thanh Loan
I < A A Nguyén Thi Huong s
2 | Quyét toan thue thu nhap ca nhan nam 2022 Trinh Thi Thanh Loan Hoan thanh
3 Piéu chinh ma sé thué thu nhap ca nhan va Nguyén Thi Huong Hoan thanh
nguoi phu thuoc cia CBVCLD Trinh Thi Thanh Loan
Phéi hop véi cac don vi, to chuc cho cac sé, x .
4 | nganh thué hoi truong theo D& an cho thug tai Nguyen Thi Huong Hoan thanh
Trinh Thi Thanh Loan
san cong dugc phé duyét
Quyét toan thué thu nhap c& nhan cho céan b, Nguyén Thi Huong s
S giang vién, nhan vién Trinh Thi Thanh Loan Hoan thanh
5 Tiép tuc thu hoc phi, 1& phi caa sinh vién, hoc Nguyén Thi Huong

vién cac khoa

Trinh Thi Thanh Loan
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Nguwoi thuc hién si o 2. a2 ALK X
A A A PRI Don vi Thoi gian bat dau/ Du kien ket qua
TT Noi dung cong viéc (Trudmg/ phé don vi, \ S YA A
CV. GV, NLD) phoi h(rp hoan thanh cong viéc
o . Nguyén Thi Huong
7 | Thuc hién chi thuong xuyén Trinh Thi Thanh Loan
8 Thuc hién thanh toan luong thang 4 va cac Nguyén Thi Huong Hoan thanh
khoan chi thuong xuyén; Trinh Thi Thanh Loan
9 Hoan thanh cac bao céo theo yéu cau va thuc Nguyén Thi Huong Hoan thanh
hién cac nhiém vu chuyén mén khac Trinh Thi Thanh Loan
VIII. CAC HOAT PONG KHAC
1. Thu vién
Nguwai thuc hién ) Thoi gian bat ALK .
T Ni dung cong viéc (Trudmg/ pho don | Pon vi phéi hop |  dau/ hoan D kien ket qud
vi, CV, GV, NLD) thanh g Vit
- T6 chirc quan 1y, hudng dan ban doc tim kiém, khai
thac va st dung tai liéu hiéu qua ngudn tai liéu cé Phong Dao tao
trong thu vien; DH&SDPH, céac
- Chu dong sap xép, don dep va xtr ly tai liéu dé phuc Pham Thi Théu khoa, GVCN, Théng 4/2023
vu ban doc hoc tap, nghlen cau khoa hoc; HV-SV cac lop
- Thu khoa luan/dd an tét nghiép caa SV, luan vian HV. cao hoc, dai hoc
2.Y té
Ngudi thyc hién Thei gian bat | Du kién két
A - ‘A (Trwéomg/ phé don A A . A
TT Noi dung céng viéc .. N Pon vi phoi hop dau/ hoan qua cong
vi; chuyén vién; . i
' o thanh viéc
’ . . giang vién; LD) j
Truc y t&, cham soc stc khoe ban dau, phat thuoe dicu | Tran Thi Thuong, Cac don vi thudc
1 | tri mot s6 bénh thong thuong cho CBVCLD va ngudoi | Vi Thi Luyén (ho Truong, cac 16p sinh Théng 4/2023

hoc tai Truong

tro) - Bo phan Y té,

vién, hoc vién
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Sén sang chuén bi cac bién phap phong chéng khi xay ra

Phong Hanh chinh

dich bénh
3. Hoat dong dich vu, phuc vu, hé trg dao tao cia cac Trung tam
Nguoi thuc hién . Thai gian bit S S
TT Noi dung cong viéc (Trwéong/ pho don ﬁ?inhvl diu/ hoan Dy (i:?ra\n \Ij:it Cqua
vi, CV, GV, NLD) phothep thanh gvie
Tham gia giang day theo TKB Dot 1, 2 Hoc ky 2; ra
1 dé thi két thic hoc phan bot 1 Hoc ky II nam hoc GV céac Trung tam Phong BPBCL-TT,
2022-2023, cham thi, vao diém; xay dung ngan hang dugc phan cong P. bT bH&SDH
dé thi cac hoc phan da dang ky theo ké hoach
Hoc tap boi dudng nang cao trinh do chuyén man,
nghlep vy; Thyc hién nhiém vu NCKH cap Khoa, cap Phong Pao tao Theo K&t qua
2 | Truong nam hoc 2022 - 2023 theo K& hoach cua Nha CBGVcacTT DH&SDH; cac khoa ké hoach dénhq 4
truong; Tham gia viét bai dang Tap chi, Website, Hoi chuyén moén : g
thao KH
Trung tdm Hop tac
o | T iy, U s 141 e g Mo 42 | v, NV ce T | DTS TT Ke o
P gng -TC, TT Tin hoc
- Bao tri, bao dudng cac phong may phuc vu giang
day thuc hanh va t chuc thi cap Chang chi Ung dung Cac don vi thugc
4 | CNTT co ban; TT Tin hoc Truong, Vien NCPT
- Phéi hop voi Vién NC Béo hiém to chuc thi cap Bao hiém
chang chi dai ly bao hlem
Tgyenqsmh cac Iop ngan han; Tim kjém, mao rong lién TT HT DT &TS;
két; To chuc cac lop boi duong tieng Anh theo nhu A Khoa NN; Cac don Theo A
S CAU Cua nguoi hoc; t6 chirc on va t6 chirc thi danh gia TT Ngoal ngir vi, to chirc Ké hoach Nghiém tic
nang luc tleng Anh theo chuan dau ra trinh do DH. ngoai Truong
Don dep, cit co khuén vién SVD Lién Hong; phdi hop 2 Khoi thi dua cac
6 | cac truong trong Khéi thi dua GDPH &GDNN t i \é:I;;Tngr:haO i truong GDbH K;I' Egoch
chirc thi dau thé thao nam hoc 2022-2023 oc phong &GDNN cna
7 | Phéi hop xay dung ké hoach t chirc Toa dam TT Khai nghiép Khoa KT-QT
Don dep, cit co, tia cac canh cdy trong khudn vién Ky | D/c: Than, Hién,
8 | tlc x4, via hé phia ngoai tuong rao Ky Tuc x4 mat Long, Hanh

trudcC; Truc dién, nudc phuc vu sinh hoat khu KTX.

(TT Quan ly KTX)
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Nguoi thuc hién Pon vi Thai gian bit Du kidn két qu
TT Noi dung cdng viéc (Truwéng/ pho don héi ho dau/ hoan C oo viécq
vi, CV, GV, NLD) phothep thanh gvie

9 Quan ly, van hanh va cung cép dich vu cho cac don vi b/c Long

thué toa nha H2, H4; du thao cac vin ban vé dau gia (TT Quan ly KTX)

- Quan ly trang thiét bi thyc hanh, phuc vu giang day \ Phong Theo

10 thuce hanh theo Thai khoa biéu Hoc ky 11 D.F?rl.}.hlj&T%NNv Quan tri, TKB HKIlI;

- V¢ sinh cac phong, trang thiét bi thyc hanh dinh ky Dicn. Dien tir GVGD Khoa Thuong

hang thang va hanh lang tang 1, tang 3 nha H1 T Ky thuat va CN Xuyén

Stra chita sy ¢6 hé thong dién trong toan truong (néu N A

D/c Hoang Theo sy phén

c0), pho| hop Phong Quan tri sira chira thay thé quat ’ \ N PN
11 tran; kiém tra diéu hoa tai mot so6 phong hoc, phong %LI%T;&%N Phong Quan tri (1:;?1?5;3

lam viéc T :
Noi nhan: HIEU TRUONG
- UBND tinh (b/c);
- BGH; HDT; 51
- C4c don vi thudc Truong; <ba ky>
-Cb, BTN, HSV;

- Lwu: VT, HC (01).

Vii Piic L&




