TRUGNG PAI HOC HONG PUC ~ CONG HOA XA HOQI CHU NGHIA VIET NAM
PHONG PBCL&KT Poc 1ap — Tw do — Hanh phic

PHAN CONG NHIEM VU CAC THANH VIEN PHONG PBCL&KT
tir ngay 25 thang 10 nam 2022

1. ThS — GVC. Lé Thi Hanh - Truwéng phong
DT: 0919.583.663 Email: lethihanh@hdu.edu.vn
1. Quan ly va diéu hanh chung, chiu trach nhiém truéc Nha truong vé cac hoat
dong caa Phong PBCL&KT; Tham muu cho BGH trong viéc trién khai cac hoat dong
vé Khao thi va Bao dam chét luong.

2. Phu trach cong tac dam bao chét luong va truc tiép thuc hién cac cong viéc
lién quan dén dam bao chat luong, cu thé:

- Xy dung cdc quy dinh, quy trinh dam bdo chat lrong;

- Xdy dwng ké hoach, trién khai cong tac tw ddnh gid va kiém dinh Chdt lwong
Truong, chat lirong chwong trinh ddo tao;

- Xay dung ké hoach va trién khai cdc hoat dgng cdi tién chdt heong gido duc
sau danh gia ngoai;

- Phéi hop thuc hién 3 cong khai theo yéu cau ciia Bé Gido duc va Pdo tao
(mang KPCL),

3. Cong tac chinh tr1, tu tudng; Cong tac can b, Thi dua khen thudng;

4. Chi dao cong tac Ky ban hanh lich thi két thiic hoc ph?ln, chon dé va in sao dé
thi, cong tac thi vy;

5. Chi dao cong tac quan 1y chat lugng theo tiéu chuan ISO ctia Phong.

6. Tham gia hoi ddng BDCL, HD KH&DT; HP Tuyén sinh, Tt nghiép va cac
nhiém vu khac khi dugc Hiéu truong giao.

7. Chi dao viéc Quan 1y, giao — nhan phoi Vin bang, Ching chi theo quy dinh
ctia Nha truong va to chirc viée dong dau Sezi phoi bang; Quan Iy hd so tai liéu lién
quan dén nhap — xuat phoi vin bang, ching chi.

2. TS— GVC. Nguyén Thé Cuong — Phé trwdéng phong

DT: 0888.668.568 Email: nguyenthecuong@hdu.edu.vn

1.Thay mit Truéng phong diéu hanh va giai quyét cac cong viée ctia Phong khi
Trudng phong di cong tac vang.

2. Phu trach cong tac khao thi va truc tiép thuc hién cac cong viée lién quan dén
khao thi, cu thé:

- Xay dung quy dinh, quy trinh cong tac khao thi;

- Quan tri phan mém quan Iy NHCHT, phdan mém thi tréic nghiém trén mdy tinh;
phan mém thi online; phan mém xép lich thi, 1én diém (phan mém ding chung);

- Xay dung ké hoach céng tac Khdo thi va theo déi, trién khai thiee hién ké hoach;
T6 chirc xét diéu kién dw thi, ky danh sach duw thi; Phéi hop véi cac Khoa, phong lién
quan té chikc thi, cham thi két thiic hoc phan; Chi dao céng tac thi trdc nghiém online;
cOng tdc thi vy,




- Chi dao céng tac Quadn 1y co sé dir lidu vé té chire thi trdc nghiém trén mdy
tinh, thi truc tuyén; Xay dung lich thi, tong hop, xdc nhdn khéi heong vé coi thi, chdm
thi, d@é thi trén phcfn mém.

- Béng, M& khéa phan mém quan 1y (khi ¢ yéu cau)

3. Chi dao cong tac lay ¥ kién cac bén lién quan: Pau mdi phéi hop, trién khai
cong tac Khao sat cac bén lién quan, xay dung hé thong co s& dit liéu phuc vu cong tac
kiém dinh chat lugng; Tham muu t6 chtrc danh gia ndi bo va danh gia ngoai theo tiéu
chuan qudc té; Tong hop, bao cdo viéc thue hién cong tac kiém dinh chat luong gido
duc cua nha truong vé1 B GD&DT va cép trén theo quy dinh; Chi dao tham muu thuc
hién d6i sanh chat luong gido duc (NOi bd va bén ngoai)

4. Chiu trach nhiém theo doi vat tu, trang thiét bi, tai san do don vi quan ly va s
dung;

5. Cong tac khéc:

+ Tham gia héi dong Tham dinh, quan 1y NHCHT; héi dong BPCL, HP Tuyén
sinh, Tot nghiép, Pdnh gid ndng lyc ngoai ngit, ndang lec Tiéng Viét va cdc nhiém vu
khac khi dwoc Hiéu trueong giao.

+ Theo déi nén né}? lam viée, cham cong; theo doi thuc hién ké hoach lam thém
gio ctia CBVC-LP ciia don vi. Tong hop bdo cdo thang ciia Phong.

+ Phu trach duyét tin bai dang trén Website cua don vi.

+ Quan Iy co s¢ dit liéu vé cong tdc to chike thi trén may.

3. ThS. Nguyén Thi Thu Ha — CV, Chii tich Céng doan Phong

DT: 0987.973.274 Email: nguyenthithuha@hdu.edu.vn

1. Tham muu cong tac Bao dam chit luong va truc tiép thuc hién céac cong viéc lién
quan dén Kiém dinh chat lugng, cu thé:

- Tham muu ap dung cac van ban trién khai, theo doi tién do thuce hién ké hoach,
bdo cdo céng tac kiém dinh chdt lwong;

- Kiém tra, dén doc, thu thdp ho so minh chitng cia cac don vi lién quan trong
viéc thue hién ké hoach viét bdo cdo tw danh gia CTPT;

- Theo déi, don doc cdc khoa viét béo cdo danh gid giia ky CTDT

- Tham muwu dé xudt cdc nhiém vy lién quan dén cong tic danh gid ngodi chdt
lwong giao duc.

2. Quan 1y phéi bang, hd so nhap xuit phoi bang, ching chi; dong dau sezi phdi bang,
chung chi.

3. Tham gia ban gitp vi¢c Ban chi dao danh gia CDR ngoai ngit (thu nhan dang ky thi lai, phat
hanh lich thi, 1ap danh sach thi, hdi phach, tong hop két qua) khdi khong chinh quy, sau dai hoc;
danh gia Nang luc Tiéng Viét.

4. Cong tac khéc:

- Tham gia ldy ¥ kién danh gia vé hoat dong giang day, danh gia chét luong qua
trinh dao tao;

- Thu ky HD nghiém thi NHCHT céac khoa TL-GD, GDTH, GDMN, KHTN,
Ngoai ngfr.




- Tham muu du thao bao cio dinh ky hing nam vé cong tic PBCL va KDCL theo
quy dinh ciia B6 GD&DT; du thao vé cac hop dong lién quan vé cong tac DGN.

- Truc tiép dau mbi theo dbi, quan 1y co so vat chét, thiét bj ctia Phong

- Quan Iy co s& dit liéu va ho so, tai liéu vé: Thi tuyén sinh, Thi Truc tuyén

- Xay dung ké hoach va to chirc cac HD ciia CB Phong

- Thuc hién cac nhi¢m vu khac do Truong phong phan cong.
4. ThS. Lé Thi Lan Anh — CV, PCT Cong doan Phong
DT: 0825 113 789 Email: lethilananh@hdu.edu.vn
1. Tham muu cong tic Bao dam chit lugng va truc tiép thyc hién céac cong viéc lién
quan dén BPCL bén trong, cu thé:

- Tham muru van bdan vé cong tac van hanh hé thong BDCL bén trong, xdy dung va
16 chirc trién khai, theo doi tién do thue hién ké hoach BPCL; ké hoach Tw ddanh gia; qua
trinh Ty danh gid

- Kiém tra, don déc, thu thdp hé so minh chimg ciia cdc don vi lién quan trong
viéc thue hién ké hoach BDCL, quan ly co so dir liéu va ho so, tai liéu BPCL;
- Theo déi, don doc cdc khoa viét béo cdo danh gid giita ky CTDT
- T6 chirc thuwce hién, xit Iy, bdo cdo két qua ldy y kién ddnh gid vé hoat déng gidng
day, danh gia chdt lwong qud trinh ddo tao;
2. Cong tac khac:
- Quan ly viéc st dung vat tu, bi dung dé thi/dap an, van phong phém.
- Phan tich xtr 1y cac két qua thi.
- Phu trach cong tac nit cong, vin thé my.
- Thuc hién cac nhi¢m vu khac do Truong phong phan cong.
- Thu ky HP nghiém thi NHCHT céc khoa NLNN, KT-CN, LLCT-L, CNTT&TT
5. ThS. Nguyén thé Loi
DT: 0983.257.356 Email: nguyenloi@hdu.edu.vn
1. Tham muu cong tac Khao thi va truc tiép thuc hién cac cong viéc lién quan dén thi
vu, cu thé:
- Phu trach cong tac dé thi cuia cac khoa: NLNN, KT-QTKD, CNTT&TT, KTCN.
2. Tham gia ban gitp viéc Hoi dong danh gia CDR ngoai ngit (phat hanh lich thi, 1ap danh
séch thi, hoi phach, tong hop két qua) khdi chinh quy;
3. T4 trudng t6 in sao dé thi két thac hoc phan; Phu trach luu trir hd so ngan hang cau
hoi thi, nhap va quan Iy ngan hang cau hoi thi két thuc hoc phan truc tuyén;
4. Cong tac khac:
- Thu ky t6 chire thi trén phong may va tryc tuyén, quan 1y co sé dit liéu va ho
s0 to chirc thi trén phong may.
- Thyc hi¢én cac nhiém vu khac do Trudong phong phan cong.
6. ThS. Pham Cong Binh
DT: 0917.757.068 Email: phamcongbinh@hdu.edu.vn
1. Tham muu cong tac Khao thi va truc tiép thyc hién cac cong viée lién quan dén thi
vu, cu thé:




- Phu trach cong tdac dé thi (thu nhan, 16 hop, in sao, ban giao) cua cac khoa:
Ngogqi ngir, LLCT-Luat, TLGD, GDTC.

- Phu trach luu trir ho so ngan hang cau hoi thi, nhap va quan 1y ngan hang ciu
hoi thi két thuc hoc phan (trir NHCHT truc tuyén);

- Thu ky t6 chirc thi cac hoc phan tric nghiém trén may va truc tuyén

- Tham gia cong tac t6 chire thi két thiic hoc phan theo phuong thire Truc tuyén
2. Cong tac khac:

- Tham gia mot sd cong viée trong thuc hién cong tac dong dau sezi phoi bang,
chung chi.

- Thyc hién soan thong tin lién quan dang trang Web cua Phong (trinh duyét qua
d/c Hanh).

- Thyuc hién cac nhiém vu khac do Truong phong phan cong.
7. ThS. Nguyén Thi Yén
DT: 0949862345 Email: nguyenthiyen@hdu.edu.vn
1. Tham muu cong tac Khao thi va tryc tiép thuc hién cac cong viéc lién quan dén thi
vu, cu thé:

- Phu trdach cong tac dé thi ciia cac khoa: GDMN, GDTH, KHTN, KHXH.

- Thu nhan dang ky thi lai CDR ngoai ngir cho Hoc vién, Sinh vién,

- Tham gia ban giup viéc CDR ngogi ngir
2. Theo ddi tién d6 thuc hién ké hoach cai tién sau danh gid ngoai cac CTDT
3. Thuc hién cong tac van thu, bao cdo thang cua don vi.
4. Cong tac khéc:

- Tham gia déng déu sezi phoi bang, chimg chi.

- Tong hop bang chdm cong, bang xép loai can bo - vién chirc hang thang.

- Thuc hién cac nhi¢m vu khac do Truong phong phan cong.

8. CN-KS Lé Thi Ha

DT: 0943 445 007 Email: lethihakt@hdu.edu.vn

1. Tham muu cong tac Khao thi va truc tiép thuc hién cac cong viéc li€én quan dén thi
vu, cu thé:

- Quan Iy bai thi, t6 chitc ddnh roc phdach tat ca cac bai thi két thiic hoc phan
(hinh thatc thi viét)

- Quan 1y ho so t6 chuc thi, cham thi cia cac don vi: KT-QTKD, NLNN,
CNTT&TT, KTCN, GDMN, GDTH, GDTC, TLGD; Lap, trinh ky va phat hanh bang
diém thi két thuc hoc phan cho cac don vi lién quan.

- Tong hop tinh hinh phuc khao vao cudi hoc ky
2. Cong tac khac:

- Quan ly tai chinh cong doan Phong.

- Thyuc hi¢n cac nhiém vu khac do Truong phong phan cong




9. ThS. Hoang Huyén Trang
DT: 0389.914.476 Email: hoanghuyentrang@hdu.edu.vn
1. Tham muu cong tdc Khao thi va truc tiép thuc hién cac cong viéce lién quan dén thi

vu, cu thé:

- Thuee hién céng tdc thi vu ciia khéi kKhdng chinh quy va ciia bdc sau dai hoc.

- Thu nhén don hodn thi, thi lgi khoi khéng chinh quy, béic sau dai hoc xac minh trinh
Truong phong phé duyet.
2. Cong tac khac:

- Quan 1y co so dit liéu va ho so, tai liéu vé danh gia CPR ngoai ngit, danh gia
nang luc tiéng Viét.

- Tong hop tinh hinh céng tac thuc hién KH khao thi

- Thyuc hién cac nhiém vu khac do Truong phong phan cong.

10. ThS. Vii Thi Thu Hién
DT: 0825955882 Email: vuthithuhien@hdu.edu.vn

1. Tham muu cong tac Khao thi va truc tiép thuc hién cac cong viéc lién quan dén thi
vu, cu thé:

- Thuc hién cong tdc thi vu (nhdn dé thi tir bo phdn in sao, ban giao dé thi, ho so
thi cho thu ky 16 chirc thi, thu nhan, bao quan PKDT, ho so t6 chire thi, cham thi, bang
diém thi két thiic hoc phan, theo déi, dén doc cong tac nhdp diém) cia khéi chinh quy
bdac Pai hoc, Cao dcfng.

- Quan 1y ho so té chire thi, cham thi ciia cdc don vi: Ngoai ngit, LLCT-Ludt,
KHTN, KHXH; Lép, trinh ky va phdt hanh bang diém thi két thiic hoc phdn cho cdc don
vi lién quan.

- Thu nhdn don hoan thi, thi lai khoi chinh quy xdc minh trinh Trudng phong phé duyét.
2. Can bo kiém soat tai liéu ISO ciia phong.

3. Cong tac khéc:
- Thu ky t6 chire thi cac hoc phan tric nghiém trén méy;
- Thu ky HDP nghiém thi NHCHT cac khoa KT-QTKD, KHXH. GDTC;
- Thyc hién cac nhiém vu khac do Trudong phong phan cong.

Truwéng phong
(da ky)

Lé Thi Hanh



