TRUGNG PHXD MIEN TAY CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG TCHC Poc lap - Tu do - Hanh phic

BAN PHAN CONG NHIEM VU CONG TAC
NAM 2026

Can ctr Nghi quyét Ho1 nghi Céan bg, vién chirc nam hoc 2025-2026;

Cin cr chtic nang, nhiém vu cta Phong T6 chirc - Hanh chinh (TC-HC);

Truéng Phong TC-HC phén cong nhiém vu cho cac thanh vién cua Phong
trong nam 2026, cu thé nhu sau:

1. Ong Nguyén Vin Trung - Truéng phong
- Phuy trach chung.
- Truc tiép phu trach cac cong viée sau:
1.1. Cong tac can bd, bao gom:

+ Quy hoach céan bo;

+ Tuyén dung;

+ Pao tao, boi dudng;

+ Piéu dong, b6 nhiém can bo;

+ Danh gia vién chuc;

+ Ky luat.
1.2. Cong tac xay dung van ban.
1.3. Quan 1y hd so can bd.
1.4. Cong tac bao v€ chinh tri ndi bo.
1.5. Kiém soat thong tin website trén trang ctia don vi.
1.6. Chu tri cac cudc hop cta don vi.
1.7. Thyc hi¢n cac nhi€ém vy khac khi duge Ban Giam hi€u phan cong.
2. Ong Nguyén Thanh Puwoc — Phé Truéng phong
- Quan 1y va truc tiép phu trach cac cong viée sau:
2.1. Cong tac van thu, luu trit, hanh chinh.
2.2. Cong tac tién luong.
2.3. Cong tac thi dua khen thuéng ciia Trudng, ctia Khéi.
2.4. Cong tac an ninh trat tu.

2.5. Giai quyét ché do chinh sach cua vién chirc, nguoi lao dong.
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2.6. Quan 1y phoi bﬁng, ching chi.
‘ 2.7. Dan chuong trinh cudc hop co quan, thu ky cac cudc hop giao ban, Hoi
dong luong...
2.8. Kiém soat cong tac Quan 1y va st dung cac con diu cua Trudng.
2.9. Thuc hién cac cong viéc khac khi dugec Ban Giam hi¢u hodc Truong
phong giao.
3. Ba Pham Thi Huyén - Nhén vién
3.1. Ho trg cong tac van thu, cong tac phat hanh van ban khi ddng chi Hang,
dong chi Dién di vang.
3.2. H tro thue hién cong tac can bo, cu thé:
- Theo doi, théng ké cong tac tuyén dung, b6 nhiém, thoi viée.
- Theo ddi, quan 1y ché d6 phép nam, hop dong cua vién chic, ngudi
lao dong, tham nién nha gido.
- Soan thao cac van ban c6 lién quan dén nhiém vu duoc phan cong.
3.3. Phu trach in gidy khen cia CBVC va SV.

3.4. Cél‘p nhat thong tin cdn bd vao phﬁn mém nhan su, phén mém Hemis cua
Bo GDDT, ho so can bo.

3.5. Phoi hop cung cap thong, so lidu dé bao cao ho so bao hiém xa hoi cia
CBVC-NLD v61 BHXH tinh Vinh Long.

3.6. Thu ky céac cudc hop cua Co quan, Phong.

3.7. Phu trach quan ly mail cong vu ctia Phong.

3.8. Thu thap minh ching ctia Phong.

3.9. Thuc hién cac cong viéc khac khi dugc Ban Gidm hi¢u hodc lanh
dao Phong giao.

4. Ong Lé Si Minh Pién — Nhén vién

4.1. Phy trach phat hanh vin ban bang phin mém quan 1y hé théng vin ban,
mail cong vu.

4.2. Phu trach website ciia phong trén cong thong tin ctia Truong.

4.3. Theo ddi, thong ké cong tac dao tao, boi dudng, tip huan; thong ké gid
hoat dong khac cua giang vién.

4.4. Phy trach ho so, thu tuc danh gia vién chirc, ngudi lao dong.

4.5. Cong tac thi dua khen thudng cua Phong.

4.6. Soan thao cac van ban khac c6 lién quan dén nhiém vu duoc phan cong.

4.7. Thuc hién cac cong viéc khac khi dugc Ban Gidm hi¢u hodc lanh dao
Phong giao.

5. Ong Lé Tri Thirc — Nhén vién

5.1. Scan cac van ban dén va di ctia Trudng, luu trit trén may.

5.2. Photo, in 4n, ¢ép nhya...
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5.3. Giao van ban di cho cac don vi; moi hop va quan 1y s6 moi hop.
5.4. H) trg cong tac vin thu, phat hanh vin ban.

5.5. Ho trg ddnh mdy céc vin ban cta Phong.

5.6. Quan 1y kho luu trir cia Truong.

5.7. Thuc hién cac cong viéc khac khi dugc Ban Giam hiéu hodc lanh
dao Phong giao.

6. Ba Huynh Thi My Hing — Nhén vién

6.1. Tiép nhan va xu 1y van ban dén, vin ban di.

6.2. Ban hanh van ban.

6.3. Béo c4o hd so bao hiém xa hoi cia CBVC-NLD véi BHXH tinh Vinh Long.

6.4. Quan Iy va st dung con déu.

6.5. Tiép nhan va phan hdi cac cudc dién thoai cua Phong.

6.6. Thuc hién cac cong viéc khac khi dugc Ban Giam hiéu hodc lanh
dao Phong giao.

7. Ong Nguyén Vin Minh Nghi — Nhén vién

7.1. HO trg cong tac an ninh trat ty, phong chay chita chdy.

7.2. Giao, nhan thu vo1 buu dién.

7.3. Hb tro cong tac vin thu, phat hanh vin ban.

7.4. Phéi hop quan 1y kho luu tri.

7.5. Quan 1y thanh tich khen thuéng luu tai Phong truyén théng.

7.6. Quan ly cac van ban thudc pham vi Phong phu trach.

7.7. Panh lich sinh hoat hang tuan ctia Trudng va soan thao cac van ban khac
khi dugc phan cong./.

Vinh Long, ngay 02 thang 01 nam 2026
TRUONG PHONG



