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BO GIAQ DUC VA DAO TAD CONG HOA XA HOI CHU NGHIA VIET NAM
FRUONG DATHOC CONG NGHE SAI GON Doc lip - T do - Hanh phie
84 /fz.ﬂ.-"{jIJ-DH G-HOor i Ho Chi Minh, ngay 24 thang O3 nam 2017

QUYLET BINH

Viv Ban hanh Quy dinh elnve ning — nhiém vu Phong Hanh chinh — Quan tyi

HIEL TRUONG TRUONG DAL HOC CONG NGHE SAT GON

Can e Quyct dinh sd 57/2004/0D-1TTe, ngdy 06/4/2004 cta Tha tiwang Chinh
phui vé vige thanh ap Trudmg Pai hoe DL K7 nghé TP. 116 Chi Minh:

Can err Qu;-‘él dinh 80 52/2005/0QD-TTg. ngay 16/3/2005 ena Thu wrang Chinh
phit vé viée doi 1€én Trudme Dai hoe DL K§ nghé TP, HO Chi Minh thanh Treeng Dai
hoe L Cong nghé Sa1 Gon;

Cin e Quyﬂ dinh s6 H88/QD-BGDDT, ngay 1912015 coa Bo tneong
Bo Gido duc va Dao tao vé vide cing nhan Hicu treong Trudmg Dai hoe Cong nghé
Siti Gon:

(an cir tinh hinh thue (&,

QUYET DINH

Biéu 1.  Ban hanh kém theo guyét dinh nay “Quy dinh chire ning — nhiém vu

Phong Hanh chinh — Quan tri” Truong Dai hoe Cong ngh¢ Sai Gon;

Diéu 2.  Quyct dinh c6 higéu luc ké tr ngay ky. Nhimg quy dinh trude day i voi guy

dinh nay s¢ khong con hiéu lue:

bi¢u 3.  Phong Hanh chinh — Quan tri, cde khoa. phong. ban. lrung tim va cac bo

phéin co lién quan chiw trach nhi¢m thi hanh quyét dinh nay./.
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BO GIAO DUC VA DAO TAD CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG DAL HOC CONG NGHE SAL GON Dac lip - Tw do - Hanh phiic

QUY DINH
CHUC NANG — NHIEM VU PHONG HANH CHINH — QUAN TR
(Ban homh kém theo Quyét dinh 564 Z4./0D-DSG-HCOT, nedy 24/05/2017)

Phome [Hanh chinh - Quan tri 1d bd philn tham e, tr vin cho Ban Giam higu
lrong cong tae quan 1y nguon nhin lye, to chie can bo, tinre hién chinh siach tign
lurgmg, sir dung ot co s vat chit, .. Dang thot tién hanh cde cong tic phue vu glang

diy va hoe Wp cla gling vién va sinh vien.

[. Cong tac hanh chinh

1. Qudn ly con dau: Quan ly cdce loal con diu cna Nhi traeong (e daw coa cae 1o
chite Dodan (hé) va st dung theo quy dinh ctia Nha nude (Nghi dinh s6 62/CP ngiy 22

thdng 09 nim 1993 caa Chinh pha quy dinh vige quan ly va sir dung con dau),

2. Cong tic van thw, quin ly, hru trir eice logi vin ban, giay to:

- Quan 1y viée dam bae tinh phip ché caa cic loai van ban: Kiém tra cac vin ban ['s{ Bf

ouri di trwedre khi tinh kv; Yéu ciu, hudng din cde don vi soan thao vin ban chinh Iy 4~
ve thé thite viin ban (ndi dung vi hinb thire theo Thong bao s6 44/1B-DSG, ngay &~
L1/03/2016 caa Higu trudng Trudong BPai hoe Cong nghé Sai Gon) nhiim dam bido tinh

phap ché vian ban;
- Laru trie dung quy dinh va phan bao mat:

- Tham muu, bao cao Hicu trieong nhitng vin ban cua Nha tricong ban hanh di
hét higu lwe hoic khdng con phi hop dé bai bao, thay the hoae sira doi. bo sung;

- Quan Iy cac loal cong viin gy o gol di va dén: vao s0; Phiin loal vin ban;
Tham muru cho Higu trudng vé xo Iy cac cong van gidy 10 gon dén; Trinh Hhieu rudng
duvet (trinh ky); Chuyén giao; Luu trir; bio mdl;

- Soan thao van ban, thu méi cac quy dinh, quy ché, cic quyét dinh ¢o lién quan
dén hoat dong cia trirdmg va giri cac van ban cia trudng dén cic co quan khic,

3, Cong tic thw ky: Chuin bi cic bdo eio cho Hidu trudmg; ghi bién ban cic
cude hop cua Higu trrdng tricu tap va cae cude hop khac theo véu ciu caa Ban Giam
hiéu; Soan thao viin ban, thir moi theo yéu ciu eta Ban Gidam hiéu va Hoi dong Quin
iri,

4. Cong tic téng hop, thing ké: Lam diu mdi trong ¢dng tic tong hop, thong
ké, bao cao.

5. Tham gia cac Hé1 dong cua Nha Trudng nha: Thi dua khen thuong, kv ludt.

hoa gial, tr danh gia chat lugng gido due, luyén sinh, ...




0. Cong tiac phue vu:

- Phue vy don tiep khach cia Ban Gidm hiéo va hidng dan khich dén lién hé
cong lac; <

- Phoi hap, 116 trer cac khoa. phémg. ban theo yéu cﬁu;

- Quan ly cic phong hop va phuc vu cac cude hop, hoi nghi. dai hoi;

- Quan |y muroe m_“'u'zg, cong tac ve sinh cdc khu vue trong todn tradimg;

- T4 chie, quan Iy cong tac an ninh rdt tr. an todn tai san trong nhi trudmg:

- BYau mo1 phuc vu cong tac cung tmg cac phuong tién nghe nhin, trang thiét b
phuc vu giang day;

- Mua sidm, phin phoi van phong pham, dung cu vé sinh. .. cho toan trudmg;
- Thire hién in dn, sao chup va giri viin ban, tai licu. ..eia Nha truong;
- Cong tac thong tin lién lac, thir bdo;

- Quin 1y va cung cap cho cic Khoa, Phong, Ban 14t ¢d cdc loai phicu thu — chi
cia Trirdmg (dong so thit tr, dau gidp lai);

7. Cong chimg cic van bing, chimg chi, bang diém cia trudomg cdp cho sinh
vién,

8. Cong tac in an:
- In in hich, W& rot. .. phue vu cdng tae tuyén truyén tuvén sinh hing nim;

- In dn, phin phoi va quan 1y qua ting, thiégp mimng dé ting GV, CB-NV vi khach
dén lién hé cong tac;

- In dn gidy thi, bia kep van biing (61 nghiép, ... phue vu cdng tic dao tao.

9. Cang tac bao hitms:

- Lam thd tue bao hiém xd hot cho GV, CB-NV:

- L.am thil tuc bao hiém vy té, bao hicm fai nan cho sinh vién.

10. Céng tic PCCC: dam bao cong ldc an toan PCCC tai cdac khu vue va cdc
diém gift xe trong toan tririmg.

11. Phot hop wan cae don vi trong trudmg hoan thanh cac nhiém vu khace,

12. Quan 1y, theo doi phép nim va ché dd phu cip ngodi giir cna GV, CB-NV,

13. Lanh dao Phong Hanh chinh - Quan tri thira 1énh Hiéu triedme kv cde loai
gidy tér theo phan cong, Xét va cip cde loai gidy to trong pham vi da duoe quy dinh
(gidy chirng nhan, giay nghi phép, gidy gidi thiéu, xdc nhan 1y lich, qua trinh cong
lac... ).

14. Chiu trach nhiém to chire phong trir mdi & cac khu vie chung cua Truong va

tai cdc dom vi khi ¢o yéu ciu.




15, I'ruree tiep giao dich vai cde co quan caa thianh pho nhur: dién lue, cong ty cip
nurdre, Buu chinh - vién thong, Cong trinh d6 th dé giar quyet cac van de chuyén mon

cO lién quan,

[1. Cone tic (O chire:

1. Cong tac tién lwong:

Tham nuru cho Hicu triwdmg vé hé s0 luong vi ten lrong cua GV, CB-NV mol
cich hop Iy, tranh xay ra cae trudmg hep bit ¢dp. Tién hanh niang hrong dinh ki vi
dung thon han....;

Quan 1¥ va hudng dan thee hién cae ché do chinh siach ve tién lrong, phu cap
theo hoong.

2. Quin Iy cong tic ede td b phdn true thude Phong HCQT (bio tri, bao vé,

phue vu, ky tae xa, ...)

Thudme xuyén kiém tra, gidm sal cong tac coa nhdan vién cac to b phin tryge
thudc Phong ITCOQT dé ¢d nhitng diéu chinh cho phiy hop:
Chi dao, phin cong cong tac va dé ra nhitng giai phip de giai quyét nhitng kho

khin cua ting to b phin;
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3. Tham muru cho Ban Giam hi¢u trong viée xdy dung bé mdy v o choe diéu V7

40C o
hanh trong Trirdng. cac ndi quy, quy dinh vé quin ly can bo. NGHE |
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11, Cong tac qudin tri: Ay
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1. Quéin Iy nhin sy :

1

Tham muu cho Hicu truomg va thue hién cdng tac nhan sy cac ché do, chinh
siach doi von GV, CB-NV ( tuyén dung, dao tao, sir dung, ... );

D¢ xudt viée xdy dung. hardng din thire hién cice ndi dung ve dinh bién va guan
IV bién ¢hé; To chie uvén dung, s dung. diéu dong, thuvén chuyén. de bat. dao tao
bét dudmg, khen thuong va kv ludt déi voi doi ngd GV, CB-NV rong Trudmg. phoi
hop vl Bédng ay trong cong tée bao vé chinh tri ngi b trong Trudmg;

Dé xudt viée xiy dung va 10 chue thue hién cac quy hoach vé doi ngil can b
(cin bo chuyén mon va can bd quan 1yv) trong Trudng;

Té chire quan by, Iuu trir ho so 1y lich coa GV, CB-NV trong Truémg, ho sung ly
lich hiang nam, thong ké. bdo cdo s0 logng va chat hreng GV, CB-NV theo quy dinh,

2. Quan ly tai san:

Tham muu cho Hiéu trudmg va thue hign cong tae quan v, mua sam irang bi. s
dung co s vt chat; dat dai, nha cva, (il san, mdy moc, thiét bi, phuong tién phue vu
giang day, hoe tp, nghién ciru v lam viée cho wan Trudmg;

Quan 1y st dung va co bién phap giar quyél Kip thdi cde su o vé dién - nudce -




dign thoat trong Truedmg, Trinh Ban Giam hiéu nhitng phurong an xiy dung mii, Lir vin
lap dat, giam sat thi cong cie cong trinh cai tao va ning cip hé thong dién - nude -
dién thoat trong trremg hoat dong c6 hidu qua va 1ét kiém:~

Quan ly trén s6 sach loan bo fai san nhd tremg, Liu (rlt va cdp nhal thuéng
xuyen tde cataloge, giay Liv ¢o lien quan dén may moe thict bi thi nghiém...;

Bao quan 0L cde phiromg tign day hoe, lam viée. trang thiét bi, Thudmg xuyén
theo doi va kip théi bao cho don vi chite ning dén sira chita, bao tri nhitme (i san bi
hir hong hode trang bi thay the, bo sung 1ai san;

[Tang ndm ticn hanh kiém ke, thanh Iy nhimg tai san di hu hong, khong con sir
dung duroc:

3. Quin ly cong lac chim soc mang xanh khudn vién nha irudmg,

IV. Ciang tic vé dich vu phuc vu hoe duane:

Phong HCQT quan Iy mét so hoal déng lién quan dén cic don vi dich va hoe
dirdmg nhur sau. Ngoai ra. tiép thu, ghi nhin nhimg v kién dong gép ctia GV, CB-NV,
sinh vién va dé nghi véi cae don vi dich v hoe dirdmg ¢d nhitng diéu chinh nhim
mang dén cho GV, CB-NV vi sinh vién nhirng dich vu (6L hon.

. Cian tin:

- Quan ly viée phan phoi phiéu hd tro suat an trua dbi voi GV, CB-NV va sinh
Vict;

- Kiém tra. gram sit chat lupng sudt com trira, tinh hinh an toan vé sinh thue
pham, thai dé phue vu, ....

2. Nha xe:

- Kiém tra, nhic nho ¢ong tic an loan PCCC tai cic diém gilt xe trong nha
tririmg;

- Gidm sat mot 6 hoat dong khice nhar: thai d§ phuc vy, tac phong nhin vién cd
phi hop vai moi trudmg gido duc khong, ...

3. Photocopy

Kiém tra, giam st cde dich vu in dn, photo dé luén dam bao cac dich vu ma
don vi cung ¢ip dat chit lugng nhim phuc vu 6t hom cho GV, CB-NV va sinh vién./.
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