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A. CAN CU VA MUC TIEU

I. CAN CU THU'C HIEN

1. Chirc niing, nhiém vu ctia phong Tong hop - Hanh chinh
1.1. Chirc nang

Phong Tong hop - Hanh chinh (TH - HC) 1a don vi hanh chinh thudc Trudng, c6 chirc ning tham muu cho Hiéu truéng vé cdng
tac tong hop va cong tac hanh chinh cua nha trudng trong timg giai doan; T chuc thue hién cong tac tong hop, hanh chinh, an ninh
trat tu, thi dua khen thudng, y té truong hoc, canh quan méi truong va quan Iy mot sé hoat dong dich vu trong Nha trudng.

1.2. Nhiém vu
1.2.1. Tham muu xdy dung chién lugc vé cong tac tong hop, cong tic hanh chinh ctia Nha truong trong ting giai doan.

1.2.2. Chu tri thuc hién cong tac tong hop, hanh chinh, 18 tan, an ninh trat ty, thi dua khen thuong, y té trudng hoc va quan 1y cac
hoat dong dich vu trong Nha trudong, cu thé:

- Tham muu va thuc hién cOng tdc tong hop
+ Tong hop cac hoat dong ciia nha trudng phuc vu cho cong tac 1anh dao, chi dao va diéu hanh cta lanh dao nha trudng;

+ Tham muu va chu tri xay dung lich cong tac hang tuan, hang thang va theo doi tién do cong viéc di duoc Hiéu truong thong
qua trong ké hoach cong tac; ghi chép vao s6 luu cac budi sinh hoat, hoi hop, giao ban cua Lanh dao Truong voi cac don vi va vién
chic trong toan Truong;
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+ Théng ké, téng hop béo cao cac hoat dong ciia Nha trudong theo yéu cau cua Lanh dao Truong phuc vu sinh hoat, hoi hop, giao
ban, tong két cua Trudng; Trén co s& bao cdo tong hop cua cac don vi 1am bao cdo cong tac trong thang, quy, nam trinh Hiéu trudng,
Phé hiéu trudng va co quan quan 1y cip trén theo yéu cau thudng xuyén va dot xuat: nhic nhé cac don vi 1am bao cdo ké hoach va két
qua cong tac theo quy dinh;

+ Tham dy cac cudc hop thudng ky ctia Lanh dao Trudng, cic cudc hop giao ban cip Trudng, vira dam nhiém chic ning thu ky,
vira ndm tinh hinh dé thuc hién nhiém vu téng hop;

+ T6 chirc thyc hién quyét dinh ctia Hiéu truong vé diéu hanh cac mat cong tc Truong; giup Lanh dao Trudng nam tinh hinh va
trién khai thyuc hién céc ké hoach khi can thiét;

+ Soan thao c4c van ban hanh chinh theo yéu cAu ctia Lanh dao Truong;

+ Chju trach nhiém luu trir tai liéu, hd so; huéng dan va giup d& cac don vi thuc hién ding va day du quy dinh vé cong tac luu
trlr, cong viéc hanh chinh;

+ Thuyc hién cong tac thi dua khen thudng ctia Truong; thudng truc Hoi dong thi dua - Khen thudng Trudng;
- Tham muwu va thwc hién cong tac Hanh chinh

+ Tham muu cho Hiéu truong vé cac hoat dong hanh chinh, 1& tAn phuc vu cac hoat dong ctiia Nha truong;

+ Quan 1y cac con dau cua Truong va thuc hién viéc cap dau theo quy dinh;

+ T6 chitc va thuc hién cong tac hanh chinh, van thu luu trir ciia Truong nhu: tiép nhan cOng van dén, gui cong van di, chuyén
giao cac van ban, quyét dinh dén cac don vi, ¢ nhan dé trién khai thuc hién theo quy dinh ctua Hiéu truéng; danh may, pho to, sao y
cOng van, nhan va chuyén giao thu tir.

+ Quan 1y cac may dién thoai, may pho to vin phong va mot so thiét bi khac trang bi phuc vu cho cong tac vin phong;

+ Phéi hop véi Phong Pao tao bd tri phong hoc cho sinh vién; quan 1y, sap xép phong hop, hoi trudng, phong khach ciia Truong;
chu tri to chiic cac cudc sinh hoat, hdi nghi cua Truong;
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+ Thyc hién quan 1y va cip phét phdi ving bang, ching chi theo quy dinh;

+ Chu tri viéc chuén bi, t6 chiic cac ngay 18, tét cua dat nude va 18 ky niém ciia Nha truong: Xay dung chuong trinh, ndi dung,
hinh thie, dy tri co s& vat chét: td chire phuc vu don tiép khach. Thong bao dén cac don vi lich hoat dong, thoi gian dugce nghi lam
viéc nhimg ngay 1&, tét trong nim theo quy dinh ciia Nha nude. Thuc hién cong viée tap vy, phuc vu Lanh dao Truong;

+ Thuc hién cong tac quan 1y ho khéu ndi tri ctia vién chire, hoc vién, sinh vién dang ky tai Truong. Quan hé véi dia phuong noi
Truong dong dé kip thot giai quyét nhiing van dé lién quan dén hoat dong thuc hién nhiém vu cua Nha truong va cac quy dinh cua dia
phuong;

+ Quan ly, diéu hanh xe phuc vu Lanh dao, vién chirc Nha trudng di cong tac theo yéu cau;
+ Lap ké hoach va thyc hién viéc mua sim véan phong phém phuc vu céc hoat dong cua Lanh dao Truong;

+ T6 chue thuc hién cong tac bao vé co quan gdm: Truc cong, theo ddi ngudi vao ra, 1lam cac thi tuc tiép, huéng dan khach dén
1am viéc voi Truong; phan cong bao vé tryc tuan tra bao vé tai san chung ciia Nha trudng, giir gin trit ty an ninh tnrong hoc; cha tri
hodc phdi hop cac ndi dung cong viée khi duoc phin cong. Truc tiép 1am viée v6i chinh quyén va cong an dia phuong dé giai quyét
cac vu viée, 1am tbt cong tac trit ty an ninh, an toan tai san Nha trudng; to chtrc thudng truc bao vé Trudng vao cac ngdy nghi cudi

tuan, chu nhat, 1&, tét.

+ Diéu hanh cong tac 1am vé trong khuén vién toan Truong;

+ Cham soéc hén thong ciy canh trong toan trudng.

+ Dong , md ctra phong hoc trong toan truong,

+ Truong phong Tong hop - Hanh chinh duoc ky thira 1énh Hiéu trudng trong viéc xac nhan y sao cac ho so tai lidu cua trudng;
xac nhan chir ky ctia can bd, giang vién...

- Tham mwu va thwce hi¢n céng tac y té truong hoc

+ Thyc hién cong tac y t€ hoc duong: To6 churc viéc kham sttc khoe cho hoc vién, sinh vién khoa méi nhap hoc va kham bénh
dinh ky hang nam cho cong chirc, vién chitc Nha truong; t6 chic viéc mua, lam thé bdo hiém y té, hudng dan thuc hién ché d6 bao



hiém y t€ cho cong chure, vién churc va sinh vién;

+ Lap ké hoach va thuc hién viéc mua sim dung cy trang bi y té, thude phong chita bénh. Thyuc hién thyc hién so ctru ban dau
phuc vu vién chirc va sinh vién, cép thude chira tri cac bénh thong thuong, thuong truc y té so clru kip thoi cac bénh, tai nan dot XUAt;
theo ddi tinh trang suc khoé, cép giéy giGi thiéu di bénh vién kham chira bénh cho vién chirc va sinh vién Nha truong;

+ T6 chie kiém tra, nhic nhé thuc hién vé sinh moi truong, noi an, & tap thé (ky tuc x4, nha an), nha v¢ sinh cong cong; tuyén
truyén gido duc vé cong tic vé sinh phong dich bénh trong vién chic va sinh vién Nha truong; kién nghi cac bién phap thuc hién va
dé nghi xir 1y cac truong hop vi pham quy dinh vé sinh y té.

+ Thuc hién coéng tac cham soc y té ban ddu, cong tac so ciru, cong tac phong chong dich bénh trong toan Truong.
- Tham muwu va thuc hién cong tac Quan ly dich vu

+ Tham muu cho Nha trudng vé viée to chirc khai thac cac dich vu trong Trudng phu hop voi didu kién cia Nha trudng va quy
dinh cua phap luat.

+ Truc tiép quan 1y va khai thac cac hoat dong dich vu c6 thu cua Trudng nhu:
e Quan ly phong khu tap thé cua can bo, giang vién Nha trudng;
¢ Quan ly nha g1 xe may, xe dap;
e Quan ly san bong da, bong chuyén;
e Quan ly nha an, cing tin va cac dich vu van phong pham, Photocopy:;

e Quan ly trung tdm hoi nghi, hoi truong, phong may chiéu, phong hoc 1y thuyét, thuc hanh cac thiét bi, dung cu vin
phong, mit bang to chuc cac sy kién;

e Quan ly tram thu phat song dién thoai, cOt rat tién ATM...

+ Tham muu cho Nha truong ky két cac thoa thuan dich vu gitta Nha trudng véi cac to chirc, ca nhan ngoai Truong;
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+ Theo doi, giam sat hoat dong dich vu da dugc Nha truong ky voi td chirc ca nhan dé dam béao thuc hién ding cac ndi dung
cam két trong hop dong;

+ Kién nghi Nha truong vé viéc ngung cho thué céc dich vu ddi véi nhitng td chirc, don vi c4 nhan khong tuan thu cac ndi quy,
quy dinh cua Nha truong va phap luat.

2. Co ciu td chirc

Phong Tong hop - Hanh chinh gém: 18 ngudi (Trong d6: Thac si: 04 ngudi; Pai hoc: 08 nguoi; Khéac: 05 ngudi):
- Cong tac téng hop: 03

- Cong tac hanh chinh: 03
- Bao vé: 04

- Tap vu: 02

- Lai xe: 01

- Vén thu: 01

-Y té: 01

- Van phong dang: 02

- Chuyén trach Poan: 01
Il. MUC TIEU

1. Muc tiéu chung

Nam 2026 ctia phong Tong hop - Hanh chinh 12 nang cao cong tac hanh chinh dé két qua cong viéc dat hiéu qua tét, dam bao
tinh cong bang, minh bach loai bo cac thi tuc khong phui hop; Cong tac tong hop ngay cang dap ing dugc tinh chinh xac, kip thoi va
dam bao tinh phap ly.



2. Muc tiéu cu thé

- Cong tac chinh tri tw twéng: 100% vién chirc, ngudi lao dong cua don vi chdp hanh t6t chu truong chinh sach cua Pang va

Nha nudc, quy dinh cua phap lut va cac ndi quy, quy dinh ctia Nha truong.

- Cong tac tuyén sinh: Lam t6t cong tac tuyén truyén, truyén thong tuyén sinh, tiép can tu van huéng nghiép cho cic em hoc
sinh tai cac truong THPT trén dia ban. Két qua 100% vién chuc, nguoi lao dong hoan thanh chi tiéu tuyén sinh, don vi vuot chi tiéu
tuyén sinh.

- Nghién ctru khoa hoc: Hoan thanh 01 bai bao ding trén tap chi, hoi thao trong nudc c6 tinh diém va 01 bai bao ding trén cac
hoi thao, tap san khoa hoc.

- Cong tac tw bdi dudng: 04 vién chic tham gia hoc van bang 2 nganh ngén ngir anh.
B. NHIEM VU TRONG TAM NAM 2026

Nhirng nguoi thuc hién

TT Noi dung cong viéc Thoi gian Chau tri Nhirng nguoi Don vi
tham gia phéi hop
A A ; A Théang 01/2026
Th dung, Ké hoach hanh don X _ x .
1 narirg(r)?éu Xay dung, e noa ong - Nguyén Thi Lan Anh | Nguyén Ha Thuong
' Théang 3/2026
.2 . A A \ Théang 01/2026
2 ;F;:ﬁrrl] khai thyc hién cong tac cai cach hanh i Nguyan Thi Lan Anh Ngo Thi Hoa
' Théng 12/2026
2 ' A A s o1 . Théng 01/2026
o | Tk e et g bnhats | S oL anh | D i N
p loal thi Cua tong & Théng 12/2026
Thyc hién Bao cao két qua hoat dong 6 thang | Thang 6/2026;
dau nam 2026, phuong huéng nhiém vu 6 | Thang 9/2026; N
4 thang cudi nam 2026; Bao céo két qua thuc | Thang 12/2026 | Nguyén Thi Lan Anh | Nguyén Ha Thuong
hién nhiém vu quy III nam 2026, nhiém?vu
trong tam quy IV nam 2026; Bdo cao tong




két nim 2026 va phuong hudng, nhiém vu
cua Truong nam 2027.

Theo dbi, bao céo viéc sir dung cac phan
mém dung chung; viéc chuan hod, so6 hoa dir

Théng 01/2026

Théng 12/2026

5 | liéu; viéc lap, luu trir, khai thac hd so cong Nguyén Thi Lan Anh | Puong Minh Nguyét
viéc trén moi trudng sé cua cac don vi trong
toan Truong.
\ P 7 Thang 01/2026
6 1?;1; 2%32 Quy che Thi dua - Khen thuong - Nguyén Thi Lan Anh | Dudng Minh Nguyét
' Thang 4/2026
Thang 01/2026
7 | Ban hanh Quy ché van thu nam 2026. - Nguyén Thi Lan Anh Ngb Thi Hoa
Thang 4/2026
X X e a , Théang 01/2026
o |t au i o indinchuiong | P A | g o
At de & ' Thang 4/2026
Thue hién xay dung cac chién lugc, ké hoach | Théang 3/2026
9 phat trién dén nim 2030, tim nhin dén nim - Neuvan Thi Lan Anh | Neuyan Ha Thuon
2045 theo linh vuc thudc chirc ning, nhiém | Thang 12/2026 | —ewyen 1htkLan gw &
vu cua don vi phu trach.
Thuc hién ra soat cac quy trinh lam viéc | Thang 10/2026
10 | thudc churc nang, nhiém vu cia don vi phu - Nguyén Thi Lan Anh Nguyén Ha Thuong
trach. Thang 12/2026
N N Thang 01/2026
11 fﬁoi;‘:fiég‘z‘ﬁg yiem dinh chat luong co : Nguyén Thi Lan Anh | Ngo Thi Hoa
£lao ¢t ' Thang 12/2026
Tuyén sinh dat chi tiéu dé ra (Theo quyét | Thang 01/2026
12 | dinh giao chi tiéu tuyén sinh cia Nha - Nguyén Thi Lan Anh Toan don vi
truong). Thang 12/2026
13 100% vién chirc, nguoi lao dong cua don vi | Thang 01/2026 Nguyén Thi Lan Anh Toan don vi

st dung cac phan mém ding chung cia Nha
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truong trong xu ly cong viéc.

Théng 12/2026

14

Toi thiéu 90% ho so cong viéc cua don vi
duoc lap, luu trlr, khai thac trén moi truong
s6. Toi thiéu 95% dix liéu chuyén mén cua
don vi dugc chuan hda, sé hoa va cap nhat
thudng xuyén.

Théng 01/2026

Théng 12/2026

Nguyén Thi Lan Anh

Toan don vi

. NHIEM VU CU THE NAM 2026

TT

Noi dung cong viéc

Thoi gian

Nhirng nguoi thue hién

Chu tri

Nhirng nguoi
tham gia

Don vi
phdi hop

Cong tac chinh tri tu tuwéng

Tap trung 1am tot cong tac chinh tri tu tudng,
thudng xuyén ling nghe ¥ kién nguyén vong
cua can bg cong chuc, moi ngudi tham gia
day du cac budi hoc tip do Nha trudng t6
chue

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Toan don vi

Phong
TCCB

Cac hoat dong chuyén mon

Tham muwu va thye hién céng tac tong hop

1.1

Tong hop cac hoat d@ong cua Nha truong
phuc vu cho céng tac lanh dao, chi dao va
diéu hanh cua lanh dao truong

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong

1.2

Tham muu va chu tri xay dung lich cong tac
hang tuan, hang thang va theo d&i tién do
cong viéc da dugc Hiéu trudng thong qua
trong ké hoach cong tac; ghi chép vao so luu
cac budi sinh hoat, hoi hop, giao ban cua
Hi¢u trudng hodc Phé Hi¢u trudng vdi céac
don vi va vién chtrc trong toan Truong

Théang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Duong Minh Nguyét
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1.3

Théong ké, tong hop bio cdo cic mit hoat
dong ctia Nha trudng theo yéu ciu cua Hiéu
truong, Phd Hiéu truong phuc vu sinh hoat,
hoi hop, giao ban, téng két cua Truong; Trén
co sO bao cao téng hop cua cac don vi lam
bao cdo trinh Hi¢u trudng, Pho Hi¢u trudng
va co quan quan 1y cdp trén theo yéu cau
thudng xuyén va dot xuat; nhic nhé cac don
vi 1am bao cao ké hoach va két qua cong tac
theo quy dinh

Théng 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Duong Minh Nguy¢t

1.4

Tham dy cac cudc hop thuong ky ctia Hi¢u
truong, Pho Hi¢u trudng cac cude hop giao
ban cap Trudng, vira dam nhiém chitrc ning
the ky, vira nim tinh hinh dé thuc hién
nhiém vu téng hop

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh;
bang Minh Viét

1.5

T6 chic thuc hién quyét dinh cua Hiéu
truéng vé diéu hanh cic mit coéng tic cia
Truong; giup Hi¢u truong, Phé Hiu trudng
nim tinh hinh va trién khai thuc hién cac ké
hoach khi can thiét

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

1.6

Soan thao cidc van ban hanh chinh theo yéu
cau cua Hiéu truong, Phé Hi¢u trudng

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
Duong Minh Nguyét

1.7

Chiu trach nhiém luu trit tai liéu, ho so;
huéng dan va gitip d& cac don vi thuc hién
dung va day du quy dinh vé cong tac luu trit,
cong viéc hanh chinh

Théang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Nguyén Thi Thu Hién

1.8

Thyc hién cong tac thi dua khen thudng cua

Théang 01/2026

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét
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Truong; thuong truc Hoi dong thi dua - Khen
thudng Truong.

Chu tri xdy dung ké hoach hoat dong nim
2026 cua Cum thi dua; lanh dao, chi dao cac
hoat dong cua Cum. biéu phéi hoat dong cac
don vi trong Cum thi dua, phdi hop t6 chirc
cac hoat dong chung; trao doi chuyén mon,
nghi¢p vy, hoc tdp kinh nghi¢m; tuyén
truyén, nhan rong dién hinh tién tién; giai
phap thdo g& khé khin, vuéng méc trong
cong tac chuyén mon va thi dua, khen
thuong. T6 chirc Hoi nghi tong két nim cua
Cum thi dua. Bio cdo tong két nim, binh xét
thi dua, dé nghi khen thuéng (kém theo bién
ban binh xét) va két qua bau chon Cum
truong, Cum pho theo quy dinh.

Théng 12/2026

Tong hep cac hoat dong cua Nha trwong | Thang 01/2026
2 phuc vu cho cdng tac lanh dao, chi dao va - Nguyén Thi Lan Anh | Nguyén Ha Thuong
diéu hanh cua lanh dao truong Thang 12/2026
3 Tham muu va thuwc hién cong tac Hanh
chinh
Tham muu cho Hiéu truong veé cac hoat dong | Thang 01/2026
3.1 | hanh chinh, I& tan phuc vu cac hoat dong cua - Nguyén Thi Lan Anh
Nha truong Théng 12/2026
s s L, . . .. | Théang 01/2026
3.2 Sl‘elzr;z Ziiiﬁiodflﬁ;ﬁ?nflmg va thyc hién - Nguy@n Thi Lan Anh | Nguydn Thi Thu Hién
' ’ Théang 12/2026
3.3 | T6 chirc va thyc hién coéng tac hanh chinh, | Thang 01/2026 | Nguyén Thi Lan Anh | Nguyén Thi Thu Hién
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van thu luu trit coa Truong nhu: Tiép nhan
cong van dén, giri cong van di, chuyén giao
cac van ban, quyét dinh dén cac don vi, ca
nhan dé trién khai thyc hién theo quy dinh
cua Hi€u truong; phd t6, sao y cong van,
nhan va chuyén giao thu tir

Théng 12/2026

Quan ly cadc may dién thoai, may phd t6 van

Thang 01/2026

3.4 | phong va mot s6 thiét bi khac trang bi phuc - Nguyén Thi Lan Anh | Nguyén Tuin Khanh
vu cho cong tac van phong Thang 12/2026
Phoi h0'p VF)*AI Phong BE}O tilO b(i tri p}}ong hoc , Nguyén Tudn Khanh:
cho sinh vién; quan ly, sap xép phong hop, | Thang 01/2026 Neuvan Thi MY
3.5 | hoi truong, phong khach ctia Truong; chu tri - béang Minh Viét gw P
2 , i N . . , Hanbh;
t0 chlrc cac cudc sinh hoat, hoi nghi cia | Thang 12/2026 N D
. Tran Thi Cuac
Truong
A s 1. s A . .. .| Thang 01/2026
3.6 ‘E;IC C}LI?IE ?:llll?ihg) Vj ((:;Ehphat phoi van - Nguyén Thi Lan Anh Ng6 Thi Hoa
& Chumg @ Théng 12/2026
Chu tri viéc chuén bi, to chirc cac ngay 18, tét
ctia dat nude va 1& ky niém cua Nha truong:
Xay dung chuong trinh, ké hoach, quyét
. hng b, 10 451 1 g
3.7 PAVC Vi P ' & - Nguyén Thi Lan Anh Toan don vi

cac don vi lich hoat dong, thoi gian duogc
nghi lam viéc nhimg ngay 18, tét trong nim
theo quy dinh cua Nha nudc) Thuc hién cong
viéc tap vu, phuc vu Hiéu truong, Pho Hi¢u
truong.

Thang 12/2026
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3.8

Thuc hién cong tac quan 1y ho khau noi tra
cua vién chuc dang ky tai Truong. Quan hé
v6i dia phuong noi Truong dong dé kip thoi
giai quyét nhitng van dé lién quan dén hoat
dong thyc hién nhiém vu cua Nha truong va
cac quy dinh cua dia phuong

Théng 01/2026

Théng 12/2026

Nguyén Thi Lan Anh

Nguyén Nhu Hai

3.9

Quan ly, diéu hanh xe phuc vu Lanh dao,
vién chirc Nha truong di cong tac theo yéu
cau

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Pham Héng Nhat;
Nguyén Nhu Hai

3.10

Lap ké hoach va thyc hién viéc mua sim vin
phong phém phuc vu céc hoat dong cua Hiéu
truong, Pho Hi¢u truong

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Ng6 Thi Hoa

3.11

T6 chuc thuc hién cong tic bao v€ co quan
godm: Truc cong, theo ddi ngudi vao ra, 1lam
cac thu tuc tiép, huéng dan khach dén lam
viéc voi Truong; phin cong bao vé truc tudn
tra bao v¢ tai san chung cua Nha truong, giilr
gin trat ty an ninh trudng hoc; chu tri viéc
phéi hop véi cac don vi lién quan trong
Truong, véi chinh quyén va cong an dia
phuong dé giai quyét cac vu viéc, lam tot
cong tac trat ty an ninh, an toan tai san Nha
truong; tO chirc thuong truc bao vé Trudng
vao cic ngay nghi cudi tuan, cha nhat, 18, tét

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

To6 bao vé;
Ve s§

3.12

Diéu hanh cong tac 1am vé sinh trong khun
vién toan Truong

Théang 01/2026

Théang 12/2026

bang Minh Viét

To6 vé€ sinh
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3.13

Cham so6c va bao v€ canh quan moi truong,
vuon hoa, cay canh, san bai, duong sa. PDong
md, quan 1y va lam vé€ sinh cac phong hoc,
hoi truong..

Théng 01/2026

Théng 12/2026

Dang Minh Viét

T6 vé sinh

3.14

Truong phong TH - HC dugc ky thira 1énh
Hiéu truong trong viée xac nhan y sao cac hd
so tai liéu do Trudong ban hanh; xac nhéan chir
ky cua can bg, giang vién;...

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

3.15

Tham muu va thuc hién cong tic y té truong
hoc

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Pham Thi Thu Héng

Thue hién cong tic y té hoc dwong: Phoi
hop t6 chitc kham bénh dinh ky hang nim
cho vién chirc, nguwoi lao dong cua
Truwdong; to chire viéc mua, lam thé BHYT,
huéng din thwe hién ché d§ BHYT cho
vién chirc, ngudi lao dong va sinh vién

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Pham Thi Thu Hr;“mg

Lap ké hoach va thwc hién viéc mua sim
dung cu y té, thudc phong chira bénh, so
ciru ban dau phuc vu vién chirc va sinh
vién trong Nha truong. Thue hién viée cap
thudc chira tri cac bénh thong thwong,
thwong truwce y té so' ciru kip thoi cac bénh,
tai nan dot xuit trong vién chirc va sinh
vién Nha truong; theo déi tinh trang bénh
tat, sirc khée, cap gidy gioi thiéu di bénh
vién kham chira bénh cho vién chirc va sinh
vién Nha trudng.

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Pham Thi Thu Héng
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Té chirc kiém tra, nhic nhé thuwe hién vé
sinh méi truwdng, noi in, & tap thé (ky tic
x4, nha an), nha v¢ sinh cong cdng; tuyén
truyén gido duc vé cong tac vé sinh phong
dich bénh trong vién chirc va sinh vién
Nha truong; kién nghi cic bién phap thue
hién va dé nghi xir Iy cac trwong hop vi
pham quy dinh vé sinh y té

Théng 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Pham Thi Thu Hang;
T6 vé sinh

Thue hién cong tac chim séc y té ban dau,
cdng tic so cip ciru, cong tac phong chong
dich bénh trong toan Truong

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Pham Thi Thu Héng

Tham muu va thuc hién cong tac quan ly
dich vu

8.1

Tham muu cho Nha trudng vé viée to chuc
khai thac mét s dich vu trong Trudng phu
hop v6i diéu kién ciia Nha truong va quy
dinh cua phép luat

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh;
bang Minh Viét

8.2

Truc tiép quan 1y va khai thac cac hoat dong
dich vu c6 thu cua Truong gé)m: dién nudc
ciia ky tic xa va khu tap thé cua can bo,
giang vién Nha truong; Nha giri xe may, xe
dap; San bong da, bong chuyén; Nha an,
cang tin; Trung tdm hoi nghi, hoi trudong, tru
s& lam viéc, phong may chiéu, phong hoc 1y
thuyét, thuc hanh cac thiét bi, dung cu vin
phong, mit bang t6 chirc cac su kién; Tram
thu phat soéng dién thoai, cot rat tién ATM

Thang 01/2026

Thang 12/2026

Nguyén Thi Lan Anh

Nguyén Nhu Hai;
Nguyén Tuin Khanh

8.3

Tham muu cho Nha truong ky két cac thoa

Théang 01/2026

Nguyén Thi Lan Anh

Nguyén Nhu Hai
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thuan dich vy gitta Nha truong vt cac to
chtrc, ca nhan ngoai Truong

Théng 12/2026

Theo doi, giam sat hoat dong dich vu da
dugc Nha truong ky véi to chirc ca nhan dé

Théng 01/2026

84 dam bao thuc hi¢n ding ciac ndi dung cam L Neguyen Thi Lan Anh Nguyén Nhu Hai
x A Thang 12/2026
két trong hop dong
i 7| Tang otz
8.5 POt 50 G Vi COL VOl RAUNE 10 U, i Nguyén Thi Lan Anh |  Nguyén Nhu Hai
don vi ca nhan khong tuan thu céc ndi quy, .
S N S 1oA Thang 12/2026
quy dinh cua Nha truong va phap luat
111 | Hoat dong khoa hoc va cong nghé
bang ky: Thang 01/2026
+ Bai bao: 02 bai bao - Nguyén Thi Lan Anh Toan don vi
Théang 12/2026
IV Hoat dong boi duéng, dao tao can b,
gidng vién
Ng6 Thi Hoa
Gi6i thigu vién chitc, ngudi lao dong tham | Thang 01/2026 B‘;;’“f ﬁ“ﬁ}\%‘fget
gia hoc tap nang cao trinh do, k¥ ning nghé, - Nguyén Thi Lan Anh gy L
ngoai ngit Théng 12/2026 Hang
808 T Nguyén Thi Khanh
Huyén
V | Quin ly co sé vat chat
Théang 01/2026 x :
1 Xay dung ké hoach tai chinh nim 2026 - Neguyen Thi Lan Anh Toan don vi

Thang 3/2026

bang Minh Viét
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2 oz 1 A s Théang 01/2026
9 E;;inskshal ké hoach quan 1y thiét bi theo quy ] Nguyén Thi Lan Anh Toan don vi
Théng 12/2026
. g A . | Thang 01/202 x :
Lap ké hoach va trién khai cong tac bao tri, ang 01/2026 Nguyen Thi Lan Anh . :
3| sira chita thudng xuyén va dinh ks ) Pang Minh Viét Toan don vi
g xtyen va G &y Thang 12/2026 ne -
VI | Cong tac phuc vu cong dong
Tham gia, t6 chirc, hoat dong cac ngay 18 1on | Thang 01/2026 x :
Thi Lan Anh
1 | trong nam 3/2; 30/4, 1/5, 19/8; 2/9; 20/11; . Ngg?fl“ M v Toan don vi
22/12,... Théang 12/2026 ns -
Théng 01/202 X
Tham gia cic phong trao cuia Cong doan, ang 01/2026 Nguyén Thi Lan Anh . :
2 Doan thanh nién, Hbi sinh vién phat don ) bang Minh Viét Toan don vi
1 phat cong Théng 12/2026 ang ;
VIl | Cac hoat dong khac
Z. N : . | Thang 01/2026 Cac don
|l s e v e o e N0 A | Tondonsi | ol
8 Hog 1 1 Théng 12/2026 quan
VIl | Cac nhiém vu dot xuit
Thuc hién cac cong viéc khi dugc Lanh dao Thang 01/2026 x : . : (?ac, dgn
1 Nha trudne siao - Nguyeén Thi Lan Anh Toan don vi vi 0 lién
£& Théng 12/2026 quan
Y KIEN CUA GIAM HIEU PHU TRACH TRUONG PON VI
TS. Thai Hiru Nguyén Nguyén Thi Lan Anh
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Phu luc

TT

Noi dung cong viéc

Thoi
gian

Nhirng nguwoi thuc hién

Don
vi
phoi
hop

Nhirng nguoi tham
gia

Chu tri

Cac hoat dong thang 1

Tham muwu va thye hién cong tic tong hop

1.1

Tong hop cac hoat dong cua Nha truong phuc vy
cho cbng tac lanh dao, chi dao va diéu hanh cua
lanh dao truong.

1.2

- Tham muu va chu tri xay dung lich cong tac
hang tuin, hang thang va theo ddi tién d6 cong
viéc dd duoc Hiéu truong thong qua trong ké
hoach cong tac;

- Ghi chép vao s6 luu cac budi sinh hoat, hdi hop,
giao ban cua Hiéu truéng hodac Pho Hi€u truong
v&i cac don vi va vién chuc trong toan Truong.

01/2026

1.3

- Thong ké, tong hop bao cao thang.

1.4

- Tham du cac cudc hop thuong ky cua Hiéu
truong, Pho Hi€u truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira nim tinh hinh dé thyc hién nhiém vy téng
hop.

- Tham du cac cudc hop dot Xuat cua Hiéu
truong, Phé Hiéu trudng khi co yéu cau.

Nguyén Thi Lan Anh | Nguyén Ha Thuong

Nguyén Thi Lan Anh | Pudng Minh Nguyét

Nguyén Thi Lan Anh | Pudng Minh Nguyét

Nguyén Thi Lan Anh
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1.5

T6 chirc thuc hién quyét dinh cua Hiéu trudng vé
didu hanh cac mit cong tac ctia Trudng; giup
Hi¢u truong, Pho Hi¢u trudng nidm tinh hinh va
trién khai thyc hién cac ké hoach khi cin thiét.

1.6

Soan thao cac van ban hanh chinh: Thong bao
tham du Hoi1 nghi vién chirc, nguoi lao dong ndm
2026; Xay dyng, ban hanh cac biéu miu cong tac
nam; COng tac quan ly va cong tac tai chinh trién
khai xudng cac don vi; Thong bao lich nghi Tét
nguyén dan; Thong Béao lich Truc tét Nguyén
bén; Thong bao Gap mat dau xuén, ...

1.7

Cong tac thi dua khen thuong cua Truong: Tong
hop, hoan thién ho so thi dua khen thudng, giri
B6 Giao duc va Pao tao.

Tham muu va thwe hién cong tac Hanh chinh

2.1

Tham muu cho Hiéu trudéng vé cac hoat dong
hanh chinh, 1€ tan phuc vu cac hoat dong ctua Nha
truong: Tham muu, cht tri to chite Hbi nghi vién
chtrc, nguoi lao dong nam 2026.

2.2

Cong tac van thu:

- Quan ly céac con dau cua Truong va thuc hi¢n
viéc cap diu theo quy dinh;

- Chiu trach nhiém lwu trit tai ligu, ho so;

- Tiép nhan van ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t6, sao y cong van;

- Nhdn va chuyén giao thu tir.

2.3

Quan 1y cac may dién thoai, may ph6 t6 van

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
buong Minh Nguyét

Nguyén Thi Lan Anh

buong Minh Nguyét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Thi Thu
Hién

Nguyén Thi Lan Anh

NguyénTuén Khanh
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phong va mot s0 thiét bi khéc trang bi phuc vu
cho cong tac van phong,.

2.4

- Phoi hop véi Phong Pao tao bo tri phong hoc
cho sinh vién (theo thdi khoa biéu ciia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hodi truong: B
tri phong hop theo nhu cau sit dung cua lanh dao
trudng, cua cac don vi.

- Quan 1y 02 phong khach ctia Truong (BO tri
theo nhu cau cua khach dén lam viéc tai truong
theo dé xut ctia cac don vi).

2.5

Quan 1y va cap phat phoi vin bang, ching chi:
- Nhap:
- Xuat:

2.6

Chu tri, ph6i hop viée chuan bi, to chirc cic ngay
1€, tét ctia dt nude va 1& ky niém ctia Nha trudng:
- T6 chitc HNVC niam 2026.

- T6 chire gip mit dém giao thira tai trudng.

- T6 chire gip mit ddu xudn ...

2.7

Quan 1y ho khiu cua gido vién luu tra tai tap thé
cua nha trudong.

2.8

Quan ly, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha trudng di cong tac theo yéu cau:

- Xe Iuu hanh trong tinh:

- Xe luu hanh ngoai tinh:

2.9

Lap ké hoach mua sam van phong pham phyc vu
cac hoat dong cua Hiéu truong, Pho Hiéu trudng

Nguyén Thi Lan Anh

Dang Minh Viét
NguyénTuan Khanh
Nguyén Thi M§
Hanh;

Tran Thj Cutc

Nguyén Thi Lan Anh

Ng6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuan Khanh;
Nguyén Thi My
Hanh;

Tréan Thi Cuc

Nguyén Thi Lan Anh

Pham Hong Nhat

Nguyén Thi Lan Anh

Ng6 Thi Hoa




21

trong Quy 1.

2.10

Tb chie thue hién cong tac bao v€ co quan gém:
Theo lich phan cong cuia Bdo v¢ duogc trinh ky
vao thur 6 hang tuan.

2.11

Quan ly cong tac lam vé€ sinh trong toan Truong;
Chia theo so do tung khu vuc trong khudn vién
cua nha truong gan véi tung ca nhan cu the.

2.12

Cham soc cay canh: Co6 lich lam tirng khu vuc
trong khudn vién nha Truong dugc trinh ky vao
th(r 6 hang tuan.

2.13

Ky thtra 1énh Hiéu truéng:

- Van ban xac nhan y sao cac hd so tai liéu do
Trudng ban hanh:

- Xac nhan chir ky cua can bg, giang vién:

Thure hién cong tic y té hoc dwong:

- T6 chirc viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian st dung.

- Huéng dan thuc hién ché do BHYT cho vién
chtrc, nguoi lao dong va sinh vién.

- Lap ké hoach mua sdm dung cu trang bi y té, co
sb thube phong chira bénh, so ctru ban dau phuc vu
vién chirc va sinh vién trong Nha trudong.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y t& so ctru kip thdi cac bénh, tai
nan dot xuat trong vién chic va sinh vién Nha
truong.

- Cép gidy gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

Nguyén Thi Lan Anh

Tran Van Hai
To6 bao vé
ToO vé€ s§

Dang Minh Viét

NguyénTuén Khanh
Nguyén Nhu Hai
To6 vé sinh

Nguyén Thi Lan Anh

Vii Thi Luyén

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu Héng
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- Tuyén truyén giago duc vé cong tac vé sinh
phong dich bénh trong vién chic va sinh vién
Nha truong: Dich cam A...

Tham muu va thwe hi€én cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gom: dién nude cia ky
tuc xa va khu tap thé ctia can bo, giang vién Nha
truong; Nha g1 xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hdi truong, tru sé
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng td6 chitc cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thuan dich vu gitra Nha truong vo1i cac td chirc, cé
nhan ngoai Trudng.

- Theo doi, gidm sat hoat dong dich vu da duoc
Nha trudong ky véi té chirc ca nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dong khoa hoc va cong nghé:
Dang ky Bai bao: 02 bai bao

Hoat dong boi dudng, diao tao cian b, giing
vién:

- Cu vién chuc di hoc tap nang cao trinh do:
Nghién ctru sinh: 01

- Gi61 thi€u vién chic, nguoi lao dong tham gia
hoc tap nang cao trinh d9, k¥ ning nghé, ngoai
ngt. ..

Nguyén Thi Lan Anh

Nguyén Nhu Hai

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét

Nguyén Thi Lan Anh




23

Cong tac tuyén sinh: Trién khai tu van tuyén

" | sinh dén hoc sinh 16p 12 trén dia ban. Nguyen Thi Lan Anh | Toan don vi
Quin Iy co s& vt chat:
- Xay dung ké hoach vt tu thiét bj naim 2026.
g |- Trién khai ké hoach quan ly thiét bi theo quy Nguyén Thi Lan Anh | Toan don vi
trinh 5s
- Lap ké hoach va trién khai cong tac bao tri, stra
chira thuong xuyén va dinh ky.
g |Cong tic phuc vu cong dong: Tham gia, t0 Nguyén Thi Lan Anh | Toan don vi
chtrc, hoat dong cac ngay I¢ 16n trong nam.
Cac hoat dong khac:
- Xay dung dy thao Ké hoach Hanh Pong Nim
2026. x . Nguyén Ha Thuong
10 1. Xay dung du thao ké hoach cong tac nim 2026, Nguyén Thi Lan Anh Ngo6 Thi Hoa
ké hoach Quan ly, K& hoach tai chinh nim 2026
cua phong.
Il | Cac hoat dong thang 02
1 | Tham muwu va thwe hién cong tac tong hop
Tong hop cac hoat dong cua Nha truong phuc vy
1.1 | cho cdng tac lanh dao, chi dao va diéu hanh cua Nguyén Thi Lan Anh | Nguyén Ha Thuong
lanh dao truong.
- Tham muu va chu tri xay dung lich cong tac
hang tuan, hang thang va theo ddi tién do cong
P A \ o 7| 02/2026
viéc da dugc Hi€u truong thong qua trong ké
1.2 | hoach cong téc; Nguyén Thi Lan Anh | Puong Minh Nguyét
- Ghi chép vao s6 luu cac budi sinh hoat, hoi hop,
giao ban cua Hi¢u truong hoac Phé Hicu trudng
v6i1 cac don vi va vién chuce trong toan Truong.
1.3 | - Thong ké, tong hop béo cao thang Nguyén Thi Lan Anh | Pudng Minh Nguyét
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1.4

- Tham dy cac cudc hop thuong ky cua Hi¢u
truong, Pho Hi€u truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira ndm tinh hinh dé thuc hién nhiém vu tong
hop.

- Tham dy cac cudc hop dot xuat cua Hiéu
truong, Phé Hiéu trudng khi co yéu cau.

1.5

T6 chire thuc hién quyét dinh cua Hiéu truong vé
diéu hanh cdc mit cong tic ctia Trudng; gilp
Hi¢u truong, Pho Hi¢u trudong ndm tinh hinh va
trién khai thyc hién céc ké hoach khi can thiét.

1.6

Soan thao cac van ban hanh chinh:

1.7

Cong tac thi dua khen thuong cua Truong:

Tham muu va thwe hién cong tac Hanh chinh

2.1

Tham muu cho Hiéu trudng vé cac hoat dong
hanh chinh, 1& tin phuc vu cac hoat dong cua
Nha truong: Ngay thanh 1ap Pang Cong san Viét
Nam 03/02...

2.2

Cong tac van thu:

- Quan ly céac con dau cua Truong va thuc hi¢n
viéc cap diu theo quy dinh;

- Chju trach nhiém luu trix tai liéu, ho so;

- Tiép nhan vin ban ngoai va trinh Hiéu truong;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van,

- Nhdn va chuyén giao thu tir.

Nguyén Thi Lan Anh | Nguyén Ha Thuong
Nguyén Thi Lan Anh | Nguyén Ha Thuong
N Nguyén Ha Thuong
Nguyén Thi Lan Anh | Ng6 Thi Hoa
Duong Minh Nguyét
Nguyén Thi Lan Anh | Pudng Minh Nguyét
Nguyén Thi Lan Anh | Toan don vi

Nguyén Thi Lan Anh

Nguyén Thi Thu
Hién
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2.3

Quan ly cac may dién thoai, may ph6 to van
phong va mot sb thiét bi khac trang bi phuc vu
cho cong tac van phong,.

2.4

- Phoi hop véi Phong Pao tao bo tri phong hoc
cho sinh vién (theo thdi khoa biéu ciia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hoi truong: B
tri phong hop theo nhu cau sit dung cua lanh dao
trudng, cua cac don vi.

- Quan 1y 02 phong khach cua Truong (Bo tri
theo nhu cau cta khach dén 1am viéc tai truong
theo dé xut ctia cac don vi).

2.5

Quan 1y va cap phat phoi vin bang, ching chi:
- Nhap:
- Xuat:

2.6

Chu tri, phéi hop viée chuan bi, to chirc cic ngay
1€, tét ctia dat nudc va 18 ky niém ctia Nha truong:
Ngay Thanh 1ap Dang Cong san Viét Nam 03/02;
Ngay 27/02...

2.7

Quan 1y ho khau cta gido vién luu tra tai tap thé
cua nha trudong.

2.8

Quan ly, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha truong di cong tac theo yéu cau:

- Xe Iuu hanh trong tinh:

- Xe luu hanh ngoai tinh:

2.9

Thyc hién mua sdm van phong pham phuc vu cac
hoat dong cua Hiéu trudéng, Pho Hi¢u trudng

Nguyén Thi Lan Anh

Nguyén Tudn Khanh

Nguyén Thi Lan Anh

Dang Minh Viét
Nguyén Tuin Khanh
Nguyén Thi M§
Hanh;

Tran Thj Cutc

Nguyén Thi Lan Anh

Ng6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuan Khanh;
Nguyén Thi My
Hanh;

Tréan Thi Cuc

Nguyén Thi Lan Anh

Pham Hong Nhat

Nguyén Thi Lan Anh

Ng6 Thi Hoa
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trong Quy 1.

2.10

T chirc thuc hién cong tac bao v€ co quan gém:
Theo lich phan cong ctia Bao vé dugc trinh ky
vao thur 6 hang tuan.

2.11

Quan ly cong tac lam vé sinh trong toan Truong;
Chia theo so do tirng khu vuc trong khuon vién
cua nha truong gan véi tung ca nhan cu the.

2.12

Cham soc cay canh: Co6 lich lam ting khu vuc
trong khuon vién nha Truong dugc trinh ky vao
th(r 6 hang tuan.

2.13

Ky thtra 1énh Hiéu truéng:

- Van ban xac nhan y sao cac hd so tai liéu do
Trudng ban hanh:

- Xac nhan chir ky cua can bg, giang vién:

Thure hién cong tic y té hoc dwong:

- T6 chirc viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian st dung.

- Huéng dan thuc hién ché do BHYT cho vién
chtrc, nguoi lao dong va sinh vién.

- Lap ké hoach mua sdm dung cu trang bi y té, co
sb thube phong chira bénh, so ctru ban dau phuc vu
vién chure va sinh vién trong Nha truong.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y t& so ctru kip thdi cac bénh, tai
nan dot xuat trong vién chic va sinh vién Nha
truong.

- Cép gidy gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

Nguyén Thi Lan Anh

Tran Van Hai
To6 bao vé
ToO vé€ s§

Dang Minh Viét

Nguyén Tuén Khanh
Nguyén Nhu Hai
To6 vé sinh

Nguyén Thi Lan Anh

Vii Thi Luyén

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu Héng
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- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chiic va sinh vién
Nha truong: Dich cim A ( Dang bai tuyén truyén
trén trang mang cau phong TH-HC).

Tham muu va thwe hi€én cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gom: dién nude cia ky
tuc x4 va khu tap thé cta can bo, giang vién Nha
truong; Nha g1 xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hdi truong, tru sé
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng td6 chitc cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thuan dich vu gitra Nha truong voi cac td chire, cé
nhan ngoai Trudng.

- Theo doi, giam sat hoat dong dich vu da duoc
Nha trudng ky voi to chirc ca nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dgng khoa hoc va cong ngh¢:
Trién khai viét 02 bai bao

Cong tac tuyén sinh: Trién khai tu van tuyén
sinh dén hoc sinh 16p 12 trén dia ban.

Quin ly co s& vit chat:

Quin ly co s& vit chat:

- Xay dung ké hoach vat tu thiét bi nim 2026.

- Trién khai ké hoach quan 1y thiét bi theo quy

Nguyén Thi Lan Anh

Nguyén Nhu Hai

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi
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trinh 5s
- Lap ké hoach va trién khai cong tac bao tri, stra
chira thuong xuyén va dinh ky.

Cong tac phuc vu cong dong: Tham gia, tO
chirc, hoat dong cac ngay I¢€ 16n trong nam ( ngay
27/02)

Cac hoat dong khac:

- Hoan thién, ban hanh Ké hoach Hanh Bong
Nam 2026.

- Hoan thanh ké hoach cong tac nim 2026, Ké
hoach tai chinh nam 2026 cua phong.

- Hoan thién du thao Quy ché Thi dua - Khen
thuong nam 2026.

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ngo6 Thi Hoa
buong Minh Nguyét

Cac hoat dong thang 3

Tham muwu va thwe hién cong tic tong hop

1.1

Tong hop cac hoat ddng cua Nha trudng phuc vu
cho cdng tac lanh dao, chi dao va diéu hanh cua
lanh dao truong.

1.2

- Tham muu va chu tri xay dung lich cong tac
hang tuan, hang thang va theo ddi tién do cong
viéc d3 dugc Hiéu trudng théng qua trong ké
hoach cong tac;

- Ghi chép véo s luu cac budi sinh hoat, hoi hop,
giao ban cua Hi¢u truong hodac Pho Hi¢u truong
v&i cac don vi va vién chuc trong toan Truong.

1.3

- Thong ké, tong hop bao cao thang

1.4

- Tham du cac cudc hop thuong ky cta Hiéu
truong, Pho Hiu trudng cac cudc hop giao ban
cap Truong, vira ddm nhiém chirc nang thu ky,

3/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Nguyén Ha Thuong
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vira nam tinh hinh dé thuc hién nhiém vu téng
hop.

- Tham dy cac cudc hop dot xuat cta Hiéu
trudng, Pho Hiéu truong khi c6 yéu cau.

1.5

T6 chirc thue hién quyét dinh cta Hiéu trudng vé
diéu hanh cic mit cong tac cua Trudng; gitp
Hi¢u truéng, Pho Hi¢u trudng ndm tinh hinh va
trién khai thuc hién céc ké hoach khi cén thiét

1.6

Soan thao cac van ban hanh chinh: Théng bao ...

1.7

Cong tac thi dua khen thuong cua Truong:

Tham muu va thwe hién cong tac Hanh chinh

2.1

Tham muu cho Hiéu trudng vé cac hoat dong
hanh chinh, 1€ tdn phuc vu cac hoat déng cua
Nha truong:

2.2

Cong tac van thu:

- Quan 1y cac con dau cua Truong va thyc hién
viéc cap diu theo quy dinh;

- Chiu trach nhiém luu trit tai liu, ho so;

- Tiép nhan van ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van;

- Nhan va chuyén giao thu ti.

2.3

Quan ly cac may dién thoai, may pho t6 van
phong va mot so thiét bi khac trang bi phuc vu
cho cong tic van phong.

2.4

- Phoi hop v6i Phong Pao tao bo tri phong hoc

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ngo6 Thi Hoa
Duong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguyét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

ngyén Thi Thu

Hién

Nguyén Thi Lan Anh

Nguyén Tuin Khanh

Nguyén Thi Lan Anh

béang Minh Viét
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cho sinh vién (theo thdi khoa biéu ciia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hdi truong: BS
tri phong hop theo nhu cau sit dung cua lanh dao
trudng, cua cac don vi.

- Quan 1y 02 phong khach cua Truong (Bo tri
theo nhu cau cta khach dén 1am viéc tai truong
theo dé xuét ctia cac don vi).

2.5

Quan 1y va cap phat phoi vin bang, ching chi:
- Nhép:
- Xuat:

2.6

Chu tri, phéi hop viéc chuan bi, td chirc cac ngay
1€, tét cua dat nudc va 1€ ky niém cua Nha
truong: Ngay Qudc té phu nir 08/3;...

2.7

Quan 1y hd khiu cta gido vién luu tra tai tap the
cua nha truong.

2.8

Quan ly, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha truong di cong tac theo yéu cau:

- Xe luu hanh trong tinh:

- Xe luu hanh ngoai tinh:

2.9

To chirc thuc hién cong tac bao v€ co quan theo
lich phan cong ctia Bao v¢ dugc trinh ky vao tha
6 hang tuan.

2.10

Quan ly cong tac lam vé sinh trong toan Truong;
Chia theo so d6 tung khu vuc trong khuon vién
cua nha truong gan vdi tung ca nhan cu the.

2.11

Cham so6c cay canh: Co lich lam tirng khu vuc

Nguyén Tuan Khanh
Nguyén Thi M§
Hanh;

Tran Thi Ctc

Nguyén Thi Lan Anh

Ngo6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuin Khanh;
Nguyén Thi My
Hanh;

Tran Thi Ctc

Nguyén Thi Lan Anh

Pham Héng Nhat

Nguyén Thi Lan Anh

Tran Van Hai
To6 bao vé
TO vé sy

bang Minh Viét

Nguyén Tuin Khanh
Nguyén Nhu Hai
T6 vé sinh

Nguyén Thi Lan Anh

Vii Thi Luyén
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trong khuon vién nha Truong dugc trinh ky vao
thir 6 hang tuin

2.12

Ky thtra 1énh Hiéu trudng:

- Véan ban xac nhan y sao cac hd so tai liéu do
Trudng ban hanh:

- Xé4c nhan chit ky cta can bg, gidng vién:

Thue hién cong tic y té hoc dwong:

- T6 chirc viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian st dung.

- Huéng din thyc hién ché d6 BHYT cho vién
chirc, nguoi lao dong va sinh vién.

- Thyc hién mua sam dung cu trang bi y té, co sb
thudc phong chita bénh, so ctru ban dau phyc vu
vién chirc va sinh vién trong Nha truong.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y té so clu kip thoi cac bénh, tai
nan dot xuét trong vién chic va sinh vién Nha
truong.

- Cap gidy gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chirc va sinh vién
Nha truong: Dich ciim A

Tham muu va thwe hién cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gém: dién nude cia ky
tac x4 va khu tap thé cua can bo, giang vién Nha

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu H:fmg

Nguyén Thi Lan Anh

Nguyén Nhu Hai
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truong; Nha giri xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hoi truong, tru sé
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng t6 chtc cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha trudng ky két cac thoa
thuan dich vy giita Nha truong voi céc to chirc, ca
nhan ngoai Truong.

- Theo doi, gidm sat hoat dong dich vu da duogc
Nha truong ky véi to chie ca nhan dé dam bao
hién dtng cac ndi dung cam két trong hop dong.

Hoat dong khoa hoc va cong nghé: x . Nguyén Thi Lan Anh
5 | Tridn khai viét 02 bai bio _ B Te - Nguyén Thi Lan Anh | =00 et
Cong tac tuyén sinh: Trién khai tu van tuyén x . \ :
6 sinh %Ién hoc Zinh 16p 12 trén dia ban ’ Nguyén Thi Lan Anh | Toan don vi
Quan 1y co sé vat chat:
Quin Iy co sé vat chat:
- Hoan thanh ké hoach vat tu thiét bi nim 2026.
7 | - Trién khai ké hoach quan 1y thiét bi theo quy Nguyén Thi Lan Anh | Toan don vi
trinh 5s
- Hoan thanh ké hoach va trién khai cong tac bao
tri, stra chira thuong xuyén va dinh ky.
3 Cong tac phuc vu c@ng~ dong: Tham gia, t0 Nguyén Thi Lan Anh | Toan don vi
chuc, hoat dong cac ngay 1€ 16n trong nam.
Cic hoat dong khac: Nguyén Ha Thuong
9 |- Ban hanh Quy ché Thi dua - Khen thudng nim Nguyén Thi Lan Anh | Ngo Thi Hoa
2026. Duong Minh Nguyét
IV | Cac hoat dong thang 4




33

Tham muru va thue hién cong tac tong hop

1.1

Tong hop cac hoat dong cua Nha truong phuc vu
cho cong tac lanh dao, chi dao va diéu hanh cua
lanh dao truong

1.2

- Tham muu va chu tri xay dung lich cong tac
hang tuan, hang thang va theo ddi tién do cong
viéc d3 dugc Hiéu truong thong qua trong ké
hoach cong tac;

- Ghi chép vao s6 luu cac budi sinh hoat, hi hop,
giao ban cua Hiéu truéng hodc Phé Hi¢u trudng
v&i cac don vi va vién chuce trong toan Truong

1.3

- Thong ké, tong hop bao cao thang

1.4

- Tham du cac cudc hop thuong ky cua Hi¢u
truong, Pho HiCu truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira nam tinh hinh dé thyc hién nhiém vy tong
hop

- Tham du cac cudc hop dot xuit cua Hiéu
truong, Pho Hiéu trudng khi co yéu cau.

1.5

T6 chirc thuc hién quyét dinh cua Hiéu truong vé
diéu hanh cic mit coéng tac cua Trudng; gitp
Hi¢u truéng, Pho Hi¢u trudng ndm tinh hinh va
trién khai thuc hién cac ké hoach khi can thiét

1.6

Soan thao cac van ban hanh chinh: Thong bao
nghi 18 30/4, 01/5, Gid t6 Hung Vuong 10/3, ...

1.7

Cong tac thi dua khen thuong cua Truong

Tham muu va thuc hién cong tic Hanh chinh

2.1

Tham muu cho Hiéu truong vé cac hoat dong

04/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

buong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguyét

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ngo6 Thi Hoa
Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Toan don vi
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hanh chinh, 1& tin phuc vu cac hoat dong cua
Nha truong:

2.2

Cong tac van thu:
- Quan ly cac con ddu cta Truong va thyc hién
viéc cap dau theo quy dinh;
- Chiju trach nhiém luu trit tai liéu, ho so;
- Tiép nhan vin ban ngoai va trinh Hiéu trudng;
- Phat hanh van ban ra ngoai va van ban ndi bo;
- Tiép nhan van ban mat;
- Pho t0, sao y cong van;
- Nhédn va chuyén giao thu tir.

2.3

Quan 1y cac mdy dién thoai, may phd to van
phong va mot sb thiét bji khac trang bi phuc vu
cho cong tac van phong.

2.4

- Phéi hop v&i Phong Pao tao bo tri phong hoc
cho sinh vién (theo thoi khéa biéu ctia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hoi truong: B
tri phong hop theo nhu ciu sit dung cua lanh dao
truong, cua cac don vi.

- Quan ly 02 phong khach cia Trudng (BO tri
theo nhu cau cta khach dén 1am viéc tai truong
theo dé xuit ctia cac don vi).

2.5

Quan 1y va cap phat phdi van bang, ching chi:
- Nhap:
- Xuat:

2.6

Chi tri, phoi hop viéc chuan bi, to chiic cic ngay
1€, tét cua dat nudc va lé ky ni€ém cua Nha truong:
30/4, 01/5, gi6 T6 Hung Vuong 10/3,...

Nguyén Thi Lan Anh

Nguyén Thi Thu

Hién

Nguyén Thi Lan Anh

Nguyén Tuin Khanh

Nguyén Thi Lan Anh

bang Minh Viét
Nguyén Tuin Khanh
Nguyén Thi My
Hanh;

Tran Thi Cuc

Nguyén Thi Lan Anh

Ngo6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi
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Quan 1y ho khau cua gido vién luu tra tai tap thé

21 cua nha truong.

Quan 1y, diéu hanh xe phuc vu Lanh dao, vién
28 chtrc Nha truong di cong tac theo yéu cau:

"~ | - Xe luu hanh trong tinh:

- Xe luu hanh ngoai tinh:

Lap ké hoach mua sim vin phong pham phuc vu
2.9 | cac hoat dong cua Hi¢u truong, Pho Hi¢u trudng

trong Quy 2.

T6 chirc thuc hién cong tac bao v€ co quan theo
2.10 | lich phan cong cua Bao vé dugc trinh ky vao thu

6 hang tuan.

Quan ly cong tac lam vé sinh trong toan Truong;
2.11 | Chia theo so dd timg khu vuc trong khudn vién

ctia nha trudng gin véi ting ¢4 nhan cuy thé.

Cham séc cay canh: Co6 lich 1am ting khu vuyc
2.12 | trong khuon vién nha Truong duoc trinh Ky vao

thir 6 hang tuan.

Ky thtra 1énh Hiéu truéng:

- Vin ban xac nhan y sao cic hd so tai liéu do
2.13 . -

Trudong ban hanh:

- X4c nhan chit ky cta can bd, gidng vién:

Thue hién cong tic y té hoc dwong:

- T6 chiic viéc mua, lam th¢ BHYT: Khi thé

3 | BHYT hét thoi gian sir dung.

- Huéng din thyc hién ché d6 BHYT cho vién
chtrc, nguoi lao dong va sinh vién.

Nguyén Thi Lan Anh

Nguyén Tuan Khanh;
Nguyén Thi M§
Hanh;

Tran Thi Ctc

Nguyén Thi Lan Anh

Pham Hong Nhat

Nguyén Thi Lan Anh

Tran Van Hai
To6 bao vé
ToO v¢ s§

Nguyén Thi Lan Anh

Nguyef:n Tuan Khanh
Nguyén Nhu Hai
To6 vé sinh

bang Minh Viét

Vii Thi Luyén

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu Héng

Nguyén Thi Lan Anh

Nguyén Nhu Hai
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- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y t so ctu kip thoi cac bénh, tai
nan dot xuét trong vién chic va sinh vién Nha
truong.

- Cap giay gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chiic va sinh vién
Nha trudong:

Tham muu va thwe hién cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gom: dién nude cia ky
tic x4 va khu tip thé ctia can bo, giang vién Nha
truong; Nha g1 xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hoi truong, tru sé
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng td6 chuc cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thuan dich vu giita Nha trudng vdi cac t6 chic, ca
nhan ngoai Truong.

- Theo doi, giam sat hoat dong dich vu da duogc
Nha trudng ky voi to chirc ca nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dong khoa hoc va cong ngh¢:
Trién khai viét 02 bai bao

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét

Nguyén Thi Lan Anh

Toan don vi
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Cong tac tuyén sinh: Trién khai tu van tuyén
sinh dén hoc sinh 16p 12 trén dia ban

Quin Iy co s& vt chat:

- Trién khai ké hoach quan 1y thiét bi theo quy
trinh 5s

- Trién khai cong tac bao tri, sia chita thuong
xuyén va dinh ky

Cong tic phuc vu cong dong: Tham gia, to
chtrc, hoat dong cac ngay I¢ 16n trong nam.

Cac hoat dong khac: ’
Thyc hién nhiém vu dot xuat theo chi dao cua
giadm hiéu

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
Duong Minh Nguyét

Nguyén Thi Lan Anh

Ng6 Thi Hoa
Nguyén Ha Thuong

Cac hoat dong thang 5

|

Tham muu va thwe hién cong tic tong hop

1.1

Tong hop cac hoat déng cua Nha truong phuc vy
cho cbng tac lanh dao, chi dao va diéu hanh cua
lanh dao truong

1.2

- Tham muu va chu tri xdy dung lich cong tac
hang tuan, hang thang va theo ddi tién do cong
viéc d3 dugc Hiéu trudng théng qua trong ké
hoach cong tac;

- Ghi chép vao s6 luu cac budi sinh hoat, hdi hop,
giao ban cua Hi¢u truong hodac Pho Hi¢u truong
v&i cac don vi va vién chuc trong toan Truong.

1.3

- Thong ké, tong hop bao cao thang.

1.4

- Tham du cac cudc hop thuong ky cua Hiéu
truong, Pho Hiu trudng cac cudc hop giao ban
cap Truong, vira dam nhiém chuc nang thu ky,

5/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét

Nguyén Thi Lan Anh
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vira nam tinh hinh dé thuc hién nhiém vu téng
hop.

- Tham dy cac cudc hop dot xuat cta Hiéu
trudng, Pho Hiéu truong khi c6 yéu cau.

1.5

T6 chirc thue hién quyét dinh cta Hiéu trudng vé
diéu hanh cic mit cong tic cua Trudng; giup
Hi¢u truéng, Pho Hi¢u trudng ndm tinh hinh va
trién khai thuc hién céc ké hoach khi can thiét.

1.6

Soan thao cac van ban hanh chinh: Thong bao...

1.7

Cong tac thi dua khen thuong cua Truong:

Tham muu va thwe hién cong tac Hanh chinh

2.1

Tham muu cho Hiéu trudng vé cac hoat dong
hanh chinh, 1€ tan phuc vu cac hoat dong cua
Nha truong:

2.2

Cong tac van thu:

- Quan 1y cac con dau cua Truong va thyc hién
viéc cap diu theo quy dinh;

- Chiu trach nhiém luu trit tai liu, ho so;

- Tiép nhan van ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van;

- Nhan va chuyén giao thu ti.

2.3

Quan ly cac may dién thoai, may pho t6 van
phong va mot so thiét bi khac trang bi phuc vu
cho cong tac van phong.

2.4

- Phoi hop v6i Phong Pao tao bo tri phong hoc

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
Duong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguyét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Thi Thu

Hién

Nguyén Thi Lan Anh

Nguyén Tuin Khanh

Nguyén Thi Lan Anh

béang Minh Viét
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cho sinh vién (theo thdi khoa biéu ciia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hdi truong: BS
tri phong hop theo nhu cau sit dung cua lanh dao
trudng, cua cac don vi.

- Quan 1y 02 phong khach cua Truong (Bo tri
theo nhu cau cta khach dén 1am viéc tai truong
theo dé xuét ctia cac don vi).

2.5

Quan 1y va cap phat phoi vin bang, ching chi:
- Nhép:
- Xuat:

2.6

Chu tri, phéi hop viéc chuan bi, to chirc cac ngay
1€, tét cua dat nudc va Ie ky niém ctia Nha truong:

2.7

Quan 1y ho khiu cta gido Vvién luu tri tai tap the
cua nha truong.

2.8

Quan ly, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha truong di cong tac theo yéu cau:

- Xe luu hanh trong tinh:

- Xe luu hanh ngoai tinh:

2.9

Thuc hién mua sam vin phong phdm phuc vu cic
hoat dong cua Hi¢u trudéng, Pho Hi¢u trudng
trong Quy 2

2.10

To chirc thue hién cong tac bao v€ co quan theo
lich phan cong cua Bao v¢ dugc trinh ky vao thi
6 hang tuan

2.11

Quan ly cong tac lam vé€ sinh trong toan Truong;
Chia theo so do6 tung khu vuc trong khudn vién

Nguyén Tuan Khanh
Nguyén Thi M§
Hanh;

Tran Thi Ctc

Nguyén Thi Lan Anh

Ngo6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuin Khanh;
Nguyén Thi My
Hanh;

Tran Thi Ctc

Nguyén Thi Lan Anh

Pham Héng Nhat

Nguyén Thi Lan Anh

Tran Van Hai
To bao vé
TO vé sy

Nguyén Thi Lan Anh

Nguyén Tuin Khanh
Nguyén Nhu Hai
To6 vé€ sinh

béang Minh Viét

Vii Thi Luyén
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cua nha truong gan vdi tung ca nhan cu the.

2.12

Cham soc cay canh: Co6 lich lam ting khu vuc
trong khuon vién nha Truong dugc trinh ky vao
th(r 6 hang tuan.

2.13

Ky thtra 1énh Hiéu trudng:

- Véan ban xac nhan y sao cac hd so tai liéu do
Truong ban hanh:

- Xé4c nhan chit ky cta cdn bg, gidng vién:

Thue hién cong tic y té hoc dwong:

- T6 chirc viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian st dung.

- Huéng din thyc hién ché d6 BHYT cho vién
chtrc, nguoi lao dong va sinh vién.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y té so clu kip thoi cac bénh, tai
nan dot xuét trong vién chic va sinh vién Nha
truong.

- Cap giay gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chirc va sinh vién
Nha truong:

Tham muu va thwe hién cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gém: dién nude cia ky
tac x4 va khu tap thé cua can bo, giang vién Nha
truong; Nha giri xe may, xe dap; San bong da,

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu Héng

Nguyén Thi Lan Anh

Nguyén Nhu Hai

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét
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bong chuyén; Nha dn, cing tin; hoi truong, tru so
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng t6 chic cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thuan dich vy giita Nha truong voi céc to chirc, ca
nhan ngoai Truong.

- Theo doi, giam sat hoat dong dich vu da duogc
Nha truong ky véi to chie ca nhan dé dam bao
hién dtng cac ndi dung cam két trong hop dong.

Hoat dong khoa hgc va cong nghé:

® | Trién khai viét 02 bai bio. Neuyén Thi Lan Anh | Toan don vi
Cong tac tuyén sinh: Trién khai tu van tuyén x . \ :
6 sinh dén hoc sinh 16p 12 trén dia ban. Nguyén Thi Lan Anh | Toan don vi
Quin ly co s¢ vat chat: ,
- Trién khai ké hoach quan 1y thiét bi theo quy \ :
7 | trinh 5s Nguyén Thi Lan Anh Toan don vi
- Trién khai cong tac bao tri, stra chita thuong
Xuyén va dinh ky.
A . A X 2 X p Nguyén Ha Thuong
3 Cong tac phuc vu cong dong: Tham gia, to Nguyén Thi Lan Anh Ngo Thi Hoa
chuc, hoat dong cac ngay 1€ 16n trong nam. Puong Minh Nguyét
Cac hoat dong khac: R
9 | Thuc hién nhiém vu dot xuat theo chi dao cua Nguyén Thi Lan Anh Negb TJ” Hoa
A Nguyén Ha Thuong
giam hiéu.
Il | Cac hoat dong thang 6
1 | Tham muwu va thuc hi€n cong tiac tong hop 6/2026
1.1 | Tong hop cac hoat dong cua Nha truong phuc vu Nguyén Thi Lan Anh | Nguyén Ha Thuong
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cho codng tac lanh dao, chi dao va diéu hanh cua
lanh dao truong.

1.2

- Tham muu va chu tri xdy dung lich cong tac
hang tudn, hang thiang va theo ddi tién do cong
viéc dd dugc Hiéu truong thong qua trong ké
hoach cong tac;

- Ghi chép vao s6 luu cac budi sinh hoat, hoi hop,
giao ban ctua Hiéu truéng hoac Phé Hi€u trudng
véi cac don vi va vién chuc trong toan Truong.

1.3

- Thong ké, tong hop bao céo thang

1.4

- Tham du cac cudc hop thuong ky cua Hiéu
truong, Pho HiCu truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira nam tinh hinh dé thyc hién nhiém vy tong
hop.

- Tham du cac cudc hop dot xuit cua Hiéu
truong, Pho Hiéu trudng khi co yéu cau.

1.5

T6 chire thuc hién quyét dinh cua Hiéu truong vé
diéu hanh cic mit coéng tac cua Trudng; gitp
Hi¢u truéng, Pho Hi¢u trudng ndm tinh hinh va
trién khai thuc hién cac ké hoach khi can thiét.

1.6

Soan thao cac van ban hanh chinh: Théng bao ...

1.7

Cong tac thi dua khen thuong cua Truong:

Tham muwu va thuc hién cong tac Hanh chinh

2.1

Tham muu cho Hiéu truong vé cac hoat dong
hanh chinh, 1€ tdn phuc vu cac hoat déng cua
Nha truong:

Nguyén Thi Lan Anh

buong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguyét

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ngo6 Thi Hoa
Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Toan don vi
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2.2

Cong tac van thu:

- Quan 1y cac con ddu cua Trudng va thuc hién
viéc cap diu theo quy dinh

- Chiu trach nhiém lwu trit tai ligu, ho so;

- Tiép nhan vian ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van;

- Nhédn va chuyén giao thu tir.

2.3

Quan ly cac may dién thoai, may ph6 t6 van
phong va mot sb thiét bi khac trang bi phuc vu
cho cong tac van phong,.

2.4

- Phéi hop v&i Phong Pao tao bd tri phong hoc
cho sinh vién (theo thoi khéa biéu ctia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hodi truong: B
tri phong hop theo nhu ciu sit dung cua lanh dao
trudng, cua cac don vi.

- Quan 1y 02 phong khach cua Truong (BS tri
theo nhu cau cta khach dén lam viéc tai truong
theo dé xuit ctia cac don vi).

2.5

Quan 1y va cip phat phdi van bang, ching chi:
- Nhap:
- Xuat:

2.6

Chu tri, ph01 hop viéc chuan bi, to chiic cac ngay
18, tét ctia dat nudc va 18 ky niém cua Nha truong:

2.7

Quan ly ho khau cua gido vién luu tra tai tap thé
cua nha truong.

Nguyén Thi Lan Anh

Nguyén Thi Thu

Hién

Nguyén Thi Lan Anh

Nguyén Tuin Khanh

Nguyén Thi Lan Anh

bang Minh Viét
Nguyén Tuin Khanh
Nguyén Thi My
Hanh;

Tran Thi Ctc

Nguyén Thi Lan Anh

Ng6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuan Khanh;
Nguyén Thi My
Hanh;
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Quan 1y, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha truong di cong tac theo yéu cau:

28 | Xe luu hanh trong tinh:
- Xe luu hanh ngoai tinh:
T6 chire thuc hién cong tac bao v¢ co quan g@)m:
2.9 | Theo lich phan cong cua Bao vé duogc trinh ky
vao thir 6 hang tuan.
Quan ly cong tac lam vé€ sinh trong toan Truong;
2.10 | Chia theo so do ting khu vuc trong khudn vién
clia nha trudng gin v4i ting ca nhan cuy thé.
Cham soc cay canh: Co6 lich lam ting khu vuc
2.11 | trong khudén vién nha Truong duoc trinh ky vao
thr 6 hang tuan.
Ky thtra 1¢nh Hi¢u truong:
- Van ban xac nhan y sao cac hd so tai liéu do
2.12 . N
Trudng ban hanh:
- X&c nhan chit ky cua can bo, giang vién:
Thue hién cong tic y té hoc dwong:
- T6 chic viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian sir dung.
- Hudng dan thyc hién ché do BHYT cho vién
chuc, nguodi lao dong va sinh vién.
3 | - Thuc hién viéc cép thudc chita tri cac bénh thong

thuong.
- Thuong truc y t& so ctru kip thdi cac bénh, tai
nan dot xuat trong vién chic va sinh vién Nha
truong.
- Cép gidy gi6i thiéu di bénh vién kham chita

Tran Thi Ctc

Nguyén Thi Lan Anh

Pham Hong Nhat

Nguyén Thi Lan Anh

Tran Van Hai
To6 bao vé
ToO vé s§

Dang Minh Viét

Nguyef:n Tuan Khanh
Nguyén Nhu Hai
To6 vé sinh

Nguyén Thi Lan Anh

Vii Thi Luyén

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu Hé“mg
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bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé coéng tac vé sinh
phong dich bénh trong vién chiic va sinh vién
Nha truong:

Tham muu va thwe hi€én cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gom: dién nude cia ky
tuc x4 va khu tap thé cta can bo, giang vién Nha
truong; Nha g1 xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hdi truong, tru sé
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng td6 chitc cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thuan dich vu gitra Nha truong voi cac td chire, cé
nhan ngoai Trudng.

- Theo doi, giam sat hoat dong dich vu da duogc
Nha trudng ky voi to chic ca nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dgng khoa hoc va cong ngh¢:
Trién khai viét 02 bai béo.

Cong tac tuyén sinh: Trién khai tu van tuyén
sinh dén hoc sinh 16p 12 trén dia ban.

Quin ly co s& vit chat:

- Trién khai ké hoach quan 1y thiét bi theo quy
trinh 5s

- Trién khai cong tac bao tri, stra chita thudng

Nguyén Thi Lan Anh

Nguyén Nhu Hai

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi
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xuyén va dinh ky.

Cong tac phuc vu cong dong: Tham gia, t0
chtrc, hoat dong cac ngay I€ 16n trong nam.

Cac hoat dong khac:
Tham muu, thuc hién Bao céo két qua hoat dong
6 thang dau nam 2026, phuwong huéng nhiém vy 6
thang cudi nam 2026.

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
buong Minh Nguyét

Cac hoat dong thang 7

Tham muwu va thwe hién cong tic tong hop

1.1

Tong hop cac hoat dong cua Nha truong phuc vy
cho cdng tac lanh dao, chi dao va diéu hanh cua
lanh dao truong.

1.2

- Tham muu va chu tri xdy dung lich cong tac
hang tudn, hang thang va theo ddi tién do cong
viéc d3 dugc Hiéu truong thong qua trong ké
hoach cong tac;

- Ghi chép vao so luu cac budi sinh hoat, hoi hop,
giao ban cua Hiéu truéng hoac Phé Hi€u trudng
v&i cac don vi va vién chure trong toan Truong

1.3

- Thong ké, tong hop bao cao thang

1.4

- Tham du cac cudc hop thuong ky cua Hiéu
truong, Pho Hi€u truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira nim tinh hinh dé thyc hién nhiém vy téng
hop.

- Tham du cac cudc hop dot xuat cia Hiéu
truong, Phé Hiéu trudng khi co yéu cau.

1.5

T6 chue thuc hién quyét dinh cua Hi¢u trudng veé
di€u hanh cdc mat cong tac cua Truong; giup

712026

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

buong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
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Hi¢u truéng, Pho Hi¢u trudng nam tinh hinh va
tri€én khai thuc hi€én cac ké hoach khi can thiét.

1.6

Soan thao cdc van ban hanh chinh:

1.7

Cong tac thi dua khen thuong cua Truong:

Tham muu va thwe hién cong tac Hanh chinh

2.1

Tham muu cho Hiéu truong vé cac hoat dong
hanh chinh, 1€ tdn phuc vu cac hoat déng cua
Nha truong.

2.2

Cong tac van thu:

- Quan Iy cac con dau cua Truong va thyc hién
viéc cap diu theo quy dinh

- Chiu trach nhiém Iwu trit tai liu, ho so;

- Tiép nhan vin ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van;

- Nhdn va chuyén giao thu tir.

2.3

Quan ly cac may dién thoai, may phd to van
phong va mot sb thiét bi khac trang bi phuc vu
cho cong tac van phong.

2.4

- Phéi hop v&i Phong Pao tao bo tri phong hoc
cho sinh vién (theo thoi khoa biéu ctia phong dao
tao).

- Quan 1y sap xép 06 phong hop, hdi truong: BS
tri phong hop theo nhu cau sit dung ciia lanh dao
truong, cua cac don vi.

- Quan ly 02 phong khach ctia Trudng (BO tri

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
Duong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguyét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Thi Thu

Hién

Nguyén Thi Lan Anh

Nguyén Tuin Khanh

Nguyén Thi Lan Anh

bang Minh Viét
Nguyén Tudn Khanh
Nguyén Thi My
Hanh;

Tran Thi Ctc
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theo nhu cau cua khach dén lam viéc tai truong
theo dé xuat cua cac don vi).

2.5

Quan 1y va cap phat phdi vin bang, ching chi:
- Nhap:
- Xuat:

2.6

Chu tri, pho1 hop viéc chuan bi, t6 chirc cac ngay
1€, tét cua dat nude va 1€ ky ni€ém ctia Nha truong:

2.7

Quan 1y ho khiu cta gido vién luu tra tai tap the
cua nha truong.

2.8

Quan 1y, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha trudng di cong tac theo yéu cau:

- Xe luu hanh trong tinh:

- Xe luu hanh ngoai tinh:

2.9

Lap ké hoach mua sim vin phong pham phuc vu
cac hoat dong cua Hiéu trudng, Pho Hi€u trudng
trong Quy 3.

2.10

T6 chire thuc hién cong tac bao vé co quan gom:
Theo lich phan cong ctia Bao vé dugc trinh ky
vao thir 6 hang tuan.

2.11

Quan ly cOng tac lam v¢ sinh trong toan Truong;
Chia theo so d6 tung khu vuc trong khuon vién
cuia nha truong gan voi tung ca nhan cu thé.

2.12

Cham soc cay canh: Co lich lam ting khu vuc
trong khudn vién nha Truong duoc trinh ky vao
thtr 6 hang tuan.

2.13

Ky thtra 1€nh Hi¢u truong:
- Van ban x4c nhin y sao cic ho so tai li¢u do

Nguyén Thi Lan Anh

Ng6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuin Khanh;
Nguyén Thi My
Hanh;

Tran Thj Cutc

Nguyén Thi Lan Anh

Pham Héng Nhat

Nguyén Thi Lan Anh

Tran Van Hai
To bao vé
TO v¢ s§

Nguyén Thi Lan Anh

Nguyén Tuin Khanh
Nguyén Nhu Hai
To6 vé sinh

bang Minh Viét

Vii Thi Luyén

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu Héng
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Trudong ban hanh:
- Xé4c nhan chit ky cua can bg, gidng vién:

Thue hién cdng tic y té hoc duong:

- T6 chic viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian sir dung.

- Huéng din thyc hién ché d6 BHYT cho vién
chtrc, nguoi lao dong va sinh vién.

- Lap ké hoach mua sim dung cu trang bi y té, co
sb thube phong chira bénh, so ctru ban dau phuc vu
vién chirc va sinh vién trong Nha truong.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y té so clu kip thoi cac bénh, tai
nan dot xuét trong vién chic va sinh vién Nha
truong.

- Cap giay gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chirc va sinh vién
Nha truong:

Tham muu va thwe hién cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thic cac hoat dong
dich vu ¢6 thu ctia Truong gém: dién nude cia ky
tac x4 va khu tap thé cta can bo, giang vién Nha
truong; Nha gl xe mdy, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hoi truong, tru so
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh céc thiét bi, dung cu van phong, mat

Nguyén Thi Lan Anh

Nguyén Nhu Hai

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét
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bang to chirc cac su kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha trudng ky két cac thoa
thudn dich vu gitta Nha trudng vdi cac t6 chic, ca
nhan ngoai Truong.

- Theo doi, giam sat hoat dong dich vu da duoc
Nha truong ky voi to chie ca nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dong khoa hgc va cong nghé:

| Trién khai viét 02 bai bdo. Neguyén Thi Lan Anh | Toan don vi
Cong tac tuyén sinh: Tiép tuc tu van tuyén sinh,
6 | thu ho so, cip gidy bao trang tuyén va hudéng dan Nguyén Thi Lan Anh | Toan don vi
sinh vién nhap hoc.
Quin ly co s¢ vat chit: ,
- Trién khai ké hoach quan ly thiét bi theo qu \ :
7 | trinh 53 ! ’ " Nguyén Thi Lan Anh Toan don vi
- Trién khai cong tic bao tri, stra chira thuong
xuyén va dinh ky.
A . A X 2 X g Nguyén Ha Thuong
3 Co’ng tac pAhuc vu cong d?ng: Thafn gia, to Nguyén Thi Lan Anh Ngbo Thi Hoa
churc, hoat dong cac ngay 1€ 16n trong nam: Dudng Minh Nguyét
Ciéc hoat dong khac:
G it 2025, phsong hugng PhiEm vy 6 thing . Nguyén Ha Thuong
9 O ’ i : Nguyén Thi Lan Anh | Ng6 Thi Hoa
cudi nam 2026. 7 Nouvan Tudn Khanh
- Phoi hop voi cong doan to chac cho vién chuc, guyen tuan Khan
nguoi lao dong trong don vi di nghi mat he.
VIII | Cac hoat dong thang 8
1 | Tham muwu va thwe hién cong tic tong hop 8/2026
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1.1

Téng hop cac hoat dong cua Nha trudng phuc vu
cho cong tac lanh dao, chi dao va diéu hanh cua
lanh dao truong.

1.2

- Tham muu va chu tri xy dung lich cong tac
hang tudn, hang thiang va theo ddi tién do cong
viéc di duoc Hiéu trudong thong qua trong ké
hoach cong tac;

- Ghi chép vao s6 luu cac budi sinh hoat, hoi hop,
giao ban cua Hiéu truéng hodc Phé Hi¢u trudng
v&i cac don vi va vién chuc trong toan Truong.

1.3

- Thong ké, tong hop bao cao thang.

1.4

- Tham du cac cudc hop thuong ky cua Hi¢u
truong, Pho Hi€u truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira nam tinh hinh dé thyc hién nhiém vy tong
hop.

- Tham du cac cudc hop dot xuit cua Hiéu
truong, Pho Hiéu trudng khi co yéu cau.

1.5

T6 chire thuc hién quyét dinh cua Hiéu truong vé
diéu hanh cic mit céng tac cua Trudng; gitp
Hi¢u truéng, Pho Hi¢u trudng ndm tinh hinh va
trién khai thuc hién cac ké hoach khi can thiét.

1.6

Soan thao cac van ban hanh chinh: Thong béo ...

1.7

Cong tac thi dua khen thuong cua Truong:

Tham muu va thuc hién cong tic Hanh chinh

2.1

Tham muu cho Hiéu truong vé cac hoat dong
hanh chinh, 1€ tan phuc vu cac hoat dong cua

9/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

buong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguyét

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ngo6 Thi Hoa
Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Toan don vi
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Nha truong.

2.2

Cong tac van thu:

- Quan 1y cac con ddu cua Trudng va thyc hién
viéc cap dau theo quy dinh;

- Chiu trach nhiém lwu trit tai ligu, ho so;

- Tiép nhan vin ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van;

- Nhén va chuyén giao thu tir.

2.3

Quan ly cac may dién thoai, may pho to van
phong va mot sb thiét bi khac trang bi phuc vu
cho cong tac van phong.

2.4

- Phéi hop v&i Phong Pao tao bo tri phong hoc
cho sinh vién (theo thoi khoa biéu ctia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hdi truong: B
tri phong hop theo nhu ciu sit dung cua lanh dao
trudng, cua cac don vi.

- Quan ly 02 phong khach cia Trudng (BO tri
theo nhu cau cta khach dén lam viéc tai truong
theo dé xuit ctia cac don vi).

2.5

Quan 1y va cap phat phdi van bang, ching chi:
- Nhap:
- Xuat:

2.6

Chu tri, ph01 hop viéc chuan bi, to chiic cac ngay
12, tét cua dat nudc va 18 ky niém cua Nha truong.

2.7

Quan ly ho khau cua gido vién luu tra tai tap thé
cua nha truong.

Nguyén Thi Lan Anh

Nguyén Thi Thu

Hién

Nguyén Thi Lan Anh

Nguyén Tuin Khanh

Nguyén Thi Lan Anh

bang Minh Viét
Nguyén Tuin Khanh
Nguyén Thi My
Hanh;

Tran Thi Ctic

Nguyén Thi Lan Anh

Ngo6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuan Khanh;
Nguyeén Thi My
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2.8

Quan 1y, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha truong di cong tac theo yéu cau:

- Xe Iuu hanh trong tinh:

- Xe Iuu hanh ngoai tinh:

2.9

Thuc hién mua sam vin phong phdm phuc vu cic
hoat dong cua Hi¢u truéng, Pho Hi¢u trudng
trong Quy 3.

2.10

T6 chirc thuc hién cong tac bao v€ co quan theo
lich phan cong cua Bao vé dugc trinh ky vao thir
6 hang tuan.

2.11

Quan ly cong tac lam vé sinh trong toan Truong;
Chia theo so d6 ting khu vuc trong khudén vién
cua nha truong gan vdi tung ca nhan cu thé.

2.12

Cham soc cay canh: Co6 lich lam ting khu vuc
trong khuon vién nha Truong duogc trinh ky vao
thir 6 hang tuan.

2.13

Ky thtra 1¢nh Hi¢u truong:

- Vin ban xac nhan y sao cic hd so tai liéu do
Trudong ban hanh:

- Xé4c nhan chit ky cta can bo, gidng vién:

Thue hién cong tic y té hoc duong:

- T6 chtc viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian sir dung.

- Hudng din thyc hién ché do BHYT cho vién
chuc, ngudi lao dong va sinh vién.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

Hanh;
Tran Thi Cuc

Nguyén Thi Lan Anh

Pham Hong Nhat

Nguyén Thi Lan Anh

Tran Van Hai
To6 bao vé
ToO v¢ s§

Nguyén Thi Lan Anh

Nguyef:n Tuan Khanh
Nguyén Nhu Hai
To6 vé sinh

bang Minh Viét

Vii Thi Luyén

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu Héng

Nguyén Thi Lan Anh

Nguyén Nhu Hai
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- Thuong truc y € so ctu kip thdi cac bénh, tai
nan dot xuét trong vién chuic va sinh vién Nha
truong.

- Cap gidy giéi thiéu di bénh vién kham chira
bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chiic va sinh vién
Nha truong:

Tham muu va thwe hién cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gom: dién nude cia ky
tic x4 va khu tip thé ctia can bo, giang vién Nha
truong; Nha g1 xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hoi truong, tru sé
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng td6 chirc cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thuan dich vy gitta Nha truong voi cac to chirc, ca
nhan ngoai Truong.

- Theo doi, giam sat hoat dong dich vu da duogc
Nha trudng ky voi to chirc ca nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dgng khoa hoc va cong ngh¢:
Tri€n khai viét 02 bai bao

Cong tac tuyén sinh: Cong tac tuyén sinh:
Ti€p tuc tu van tuyén sinh, thu ho so, cap gidy

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi
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bado tring tuyén va hudéng dan sinh vién nhap
hoc.

Quan Iy co s& vt chat:

- Trién khai ké hoach quan 1y thiét bi theo quy
trinh 5s

- Trién khai cong tac bao tri, sia chita thuong
xuyén va dinh ky.

Cong tic phuc vu cong dong: Tham gia, to
chtrc, hoat dong cac ngay I¢ 16n trong nam.

Cac hoat dong khac:

- Phéi hop thuc hién cong tac kiém dinh chét
luong co sé gido duc chu ky 2.

- Phéi hop t6 chitrc nhép hoc sho sinh vién khoa
moi.

Cac hoat dong thang 9

Tham muu va thwe hién cong tic tong hop

1.1

Tong hop cac hoat dong cua Nha truong phuc vy
cho cbng tac lanh dao, chi dao va diéu hanh cua
lanh dao truong.

1.2

- Tham muu va chu tri xay dung lich cong tac
hang tuan, hang thang va theo ddi tién do cong
viéc di duoc Hiéu truong thong qua trong ké
hoach céng tac.

- Ghi chép vao s6 luu cac budi sinh hoat, hoi hop,
giao ban cua Hi¢u truong hodac Pho Hi¢u truong
v&i cac don vi va vién chuc trong toan Truong.

1.3

- Thong ké, tong hop bao cao thang

1.4

- Tham dy cac cudc hop thuong ky cua Hi€u

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
Duong Minh Nguyét

Nguyén Thi Lan Anh

Ng6 Thi Hoa
Nguyén Ha Thuong

Nguyén Thi Lan Anh

Ngo6 Thi Hoa

Nguyén Thi Lan Anh

Ngo6 Thi Hoa

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Ng6 Thi Hoa
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truong, Pho Hi€u truong cac cudc hop giao ban
cap Truong, vira dam nhiém chirc nang thu ky,
vira ndm tinh hinh dé thuc hién nhiém vu tong
hop

- Tham dy cac cudc hop dot xuat cta Hiéu
truong, Phé Hiéu trudng khi co yéu cau.

1.5

T6 chirc thyc hién quyét dinh ctia Hiéu truong vé
diéu hanh cic mit cong tac cua Trudng; gitp
Hi¢u truéng, Pho Hi¢u trudng ndm tinh hinh va
trién khai thyc hién céc ké hoach khi can thiét

1.6

Soan thao cac van ban hanh chinh: Thong bao
di€u dong 1€ tan, Thong bao Nghi L¢;...

1.7

Cong tac thi dua khen thuong ctia Truong:

Tham muu va thwe hién cong tac Hanh chinh

2.1

Tham muu cho Hiéu trudng vé cac hoat dong
hanh chinh, 1€ tdn phuc vu cac hoat déng cua
Nha truong.

2.2

Cong tac van thu:

- Quan 1y cac con dau cua Truong va thyc hién
viéc cap dau theo quy dinh

- Chiu trach nhiém luu trit tai liu, ho so;

- Tiép nhan van ban ngoai va trinh Hiéu truong;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t6, sao y cong van;

- Nhan va chuyén giao thu ti.

2.3

Quan ly cac may dién thoai, may ph6 t6 van
phong va mot sb thiét bi khac trang bi phuc vu
cho cong tac van phong.

Nguyén Thi Lan Anh

Ng6 Thi Hoa

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh N%uyen Thi Thu
Hién
Nguyén Thi Lan Anh Nguyén Tuin Khanh
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2.4

- Phoi hop véi Phong Pao tao bo tri phong hoc
cho sinh vién (theo thdi khoa biéu ciia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hdi truong: BS
tri phong hop theo nhu cau sit dung cua lanh dao
trudng, cua cac don vi.

- Quan 1y 02 phong khach cua Truong (Bo tri
theo nhu cau cta khach dén 1am viéc tai truong
theo dé xut ctia cac don vi).

2.5

Quan 1y va cap phat phoi vin bang, ching chi:
- Nhép:
- Xuat:

2.6

Chu tri, phoi hop vi¢c chuan bi, t6 chirc cac ngay
1€, tét cua dat nudc va e ky niém ctia Nha truong.

2.7

Quan 1y ho khiu cta gido vién luu tra tai tap the
cua nha truong.

2.8

Quan ly, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha truong di cong tac theo yéu cau:

- Xe luu hanh trong tinh:

- Xe luu hanh ngoai tinh:

2.9

T6 chirc thyc hién cong tic bao vé co quan gom:
Theo lich phan cong ctia Bao vé duogc trinh ky
vao thir 6 hang tuan.

2.10

Quan ly cong tac lam vé sinh trong toan Truong;
Chia theo so d6 tung khu vuc trong khuon vién
cua nha truong gan vdi tung ca nhan cu the.

2.11

Cham so6c cay canh: Co lich lam tirng khu vuc

Nguyén Thi Lan Anh

Dang Minh Viét
Nguyén Tudn Khanh
Nguyén Thi M§
Hanh;

Tran Thj Cutc

Nguyén Thi Lan Anh

Ng6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuin Khanh;
Nguyén Thi My
Hanh;

Tran Thi Ctc

Nguyén Thi Lan Anh

Pham Héng Nhat

Nguyén Thi Lan Anh

Tran Van Hai
To6 bao vé
TO vé sy

bang Minh Viét

Nguyén Tuin Khanh
Nguyén Nhu Hai
T6 vé sinh

Nguyén Thi Lan Anh

Vii Thi Luyén
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trong khuon vién nha Truong dugc trinh ky vao
th(r 6 hang tuan.

2.12

Ky thtra 1énh Hiéu trudng:

- Véan ban xac nhan y sao cac hd so tai liéu do
Trudong ban hanh:

- Xé4c nhan chit ky cta can bg, gidng vién:

Thue hién cong tic y té hoc dwong:

- T6 chirc viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian st dung.

- Huéng din thyc hién ché d6 BHYT cho vién
chtrc, nguoi lao dong va sinh vién.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y t& so ctru kip thoi cac bénh, tai
nan dot xuét trong vién chic va sinh vién Nha
truong.

- Cap giay gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chirc va sinh vién
Nha truong:

Tham muu va thwe hién cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gém: dién nude cia ky
tac x4 va khu tap thé cta can bo, giang vién Nha
truong; Nha gi xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hoi truong, tru so
lam viéc, phong may chiéu, phong hoc 1y thuyét,

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu H:fmg

Nguyén Thi Lan Anh

Nguyén Nhu Hai
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thuc hanh cac thiét bi, dung cu van phong, mat
béng t6 chirc cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thudn dich vu giita Nha trudng vdi cac tb chic, ca
nhan ngoai Truong.

- Theo doi, gidm sat hoat dong dich vu da duogc
Nha truong ky véi to chie ca nhan dé dam bao
hién dtng cac ndi dung cam két trong hop dong.

Hoat dgng khoa hoc va cong ngh¢:
Tri€n khai viét 02 bai bao

Cong tac tuyen sinh: Tiép tuc tu van tuyén sinh,
thu ho so, cap gidy bdo tring tuyén va hudng din
sinh vién nhap hoc.

Quin Iy co sé vat chat:

- Trién khai ké hoach quan 1y thiét bi theo quy
trinh 5s

- Trién khai cong tac bao tri, sta chita thuong
xuyén va dinh ky.

Cong tac phuc vu coéng dong: Tham gia, to
chuc, hoat dong cac ngay 1€ 16n trong nam.

Cac hoat dong khac:

Tham muu, thyc hién Bao cdo két qua hoat dong
9 thang dau nam 2026, phuong huéng nhiém vy
3 thang cudi nam 2026.

Céac hoat dong thang 10

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
Dang Minh Viét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Ha Thuong

|

Tham muu va thue hién cong tic tong hop

10/2026

1.1

Tdng hop cac hoat dong cua Nha truong phuc vu
cho cong tac lanh dao, chi dao va diéu hanh cua

10/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong
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lanh dao truong.

1.2

- Tham muu va chu tri xdy dung lich cong tac
hang tudn, hang thiang va theo ddi tién do cong
viéc dd duoc Hiéu truong thong qua trong ké
hoach cong tac;

- Ghi chép vao s6 luu cac budi sinh hoat, hoi hop,
giao ban cua Hi€u truéng hodc Phé Hicu trudng
v&i cac don vi va vién chuc trong toan Truong.

1.3

- Thong ké, tong hop bao céo thang.

1.4

- Tham du cac cudc hop thuong ky cua Hi¢u
truong, Pho HiGu truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira nam tinh hinh dé thyc hién nhiém vy tong
hop.

- Tham du cac cudc hop dot xuit cua Hiéu
truong, Pho Hiéu trudng khi co yéu cau.

1.5

T6 chire thuc hién quyét dinh ctia Hi€u truéng vé
diéu hanh cic mit coéng tac cua Trudng; gitp
Hi¢u truéng, Pho Hi¢u trudng ndm tinh hinh va
trién khai thyc hién cac ké hoach khi can thiét.

1.6

Soan thao cac van ban hanh chinh: Théng bao ...

1.7

Cong tac thi dua khen thuong cua Truong:

Tham muu va thuc hién cong tic Hanh chinh

2.1

Tham muu cho Hiéu truong vé cac hoat dong
hanh chinh, 1€ tan phuc vu cac hoat dong cua
Nha truong: Ngay Phu nir Viét Nam 20/10.

2.2

Cong tac van thu:

Nguyén Thi Lan Anh

Dbuong Minh Nguyét

Nguyén Thi Lan Anh

buong Minh Nguyét

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ngo6 Thi Hoa
Duong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguy¢ét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Thi Thu




- Quan ly cac con dau cua Truong va thyc hi¢n
viéc cap dau theo quy dinh

- Chju trach nhi¢m lwu trir tai ligu, ho so;

- Tiép nhan vian ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van;

- Nhén va chuyén giao thu tir.

2.3

Quan 1y cac mdy dién thoai, may phd t6 van
phong va mot sb thiét bi khac trang bi phuc vu
cho cong tac van phong,.

Hién

2.4

- Phéi hop v&i Phong Pao tao bd tri phong hoc
cho sinh vién (theo thoi khéa biéu ciia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hodi truong: B
tri phong hop theo nhu ciu sit dung cua lanh dao
trudng, cua cac don vi.

- Quan 1y 02 phong khach cua Truong (BS tri
theo nhu cau cta khach dén lam viéc tai truong
theo dé xuit ctia cac don vi).

Nguyén Thi Lan Anh

Nguyén Tuin Khanh

2.5

Quan 1y va cap phat phdi van bang, ching chi:
- Nhap:
- Xuat:

Nguyén Thi Lan Anh

bang Minh Viét
Nguyén Tuin Khanh
Nguyén Thi My
Hanh;

Tran Thi Ctc

2.6

Chu tri, phdi hop viéc chudn bi, to chirc cac ngay
e, tét cua dat nuoc va 1€ ky niém cua Nha
truong: Ngay Phu nit Viét Nam 20/10;. ..

Nguyén Thi Lan Anh

Ng6 Thi Hoa

2.7

Quan 1y ho khiu cua gido vién luwu tra tai tap thé
cua nha truong.

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuan Khanh;
Nguyén Thi My
Hanh;
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Quan ly, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha truong di cong tac theo yéu cau:

28 | Xe luu hanh trong tinh:
- Xe luu hanh ngoai tinh:
Lap ké hoach mua sim vin phong pham phuc vu
2.9 | cac hoat dong ctuia Hi€u truong, Phé Hiu truong:
Quy 4
T6 chirc thuc hién cong tac bao vé co quan theo
2.10 | lich phan cong ctia Bao v¢ dugc trinh ky vao thu
6 hang tuan.
Quan ly cong tac lam vé€ sinh trong toan Truong;
2.11 | Chia theo so dd timg khu vuc trong khudn vién
ctia nha trudng gin véi ting ca nhan cuy thé.
Cham soc cay canh: Co6 lich lam ting khu vuc
2.12 | trong khudén vién nha Truong duoc trinh ky vao
thr 6 hang tuan.
Ky thtra 1¢nh Hi¢u truong:
- Van ban xac nhan y sao cac hd so tai liéu do
2.13 . N
Trudong ban hanh:
- Xé4c nhan chit ky cta can bo, gidng vién:
Thue hién cong tic y té hoc duong:
- T6 chic viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian sir dung.
3 |- Hudng din thyc hién ché do BHYT cho vién

chuc, nguodi lao dong va sinh vién.

- Thuc hién mua sam bo sung dung cu trang bj y
té, co sb thudc phong chita bénh, so ctru ban dau
phuc vu vién chtrc va sinh vién trong Nha truong.

Tran Thi Ctc

Nguyén Thi Lan Anh

Pham Hong Nhat

Nguyén Thi Lan Anh

Tran Van Hai
To6 bao vé
ToO vé s§

Nguyén Thi Lan Anh

Nguyef:n Tuan Khanh
Nguyén Nhu Hai
To6 vé sinh

bang Minh Viét

Vii Thi Luyén

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu Héng

Nguyén Thi Lan Anh

Nguyén Nhu Hai
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- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y t so ctru kip thoi cac bénh, tai
nan dot xuét trong vién chic va sinh vién Nha
truong.

- Cap giay gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chiic va sinh vién
Nha truong:

Tham muu va thwe hién cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Trudong gom: dién nude cia ky
tic x4 va khu tip thé ctia can bo, giang vién Nha
truong; Nha g1 xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hoi truong, tru sé
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng td6 chuc cac sy kién; Tram thu phat song
dién thoai, cot rat tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thuan dich vu giita Nha trudng vdi cac t6 chic, ca
nhan ngoai Truong.

- Theo doi, giam sat hoat dong dich vu da duogc
Nha truong ky véi to chice ca nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dgng khoa hoc va cong nghé:
Hoan thanh 02 bai bdo dang trén tap chi, tap san,

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét

Nguyén Thi Lan Anh

Toan don vi
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hdi thao.

Cong tac tuyén sinh: Tiép tuc tu van tuyén sinh,
thu ho so, cap gidy bao tring tuyén va huéng dan
sinh vién nhdp hoc.

Quin Iy co s& vit chat:

- Trién khai ké hoach quan 1y thiét bi theo quy
trinh 5s

- Trién khai cong tic bao tri, sta chita thuong
xuyén va dinh ky.

Cong tic phuc vu cong dong: Tham gia, to
chtrc, hoat dong cac ngay I¢ 16n trong nam.

Cac hoat dong khac:

Hoan thanh Béo céo két qua hoat dong 9 thang
dau nim 2026, phuong hudng nhiém vy 3 thang
cudi nam 2026.

Céac hoat dong thang 11

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ngo6 Thi Hoa
Duong Minh Nguyét

Nguyén Thi Lan Anh

Ng6 Thi Hoa
Nguyén Ha Thuong

Tham muu va thwe hién cong tic tong hop

11/2026

1.1

Tong hop cac hoat déng cua Nha truong phuc vy
cho cong tac lanh dao, chi dao va diéu hanh cua
lanh dao truong.

1.2

- Tham muu va chu tri xay dung lich cong tac
hang tuan, hang thang va theo ddi tién do cong
viéc d3 dugc Hiéu trudng thong qua trong ké
hoach cong tac;

- Ghi chép vao s6 luu cac budi sinh hoat, hoi hop,
giao ban cua Hi¢u truong hodac Pho Hi¢u truong
v6i1 cac don vi va vién chuce trong toan Truong.

1.3

- Thong ké, tong hop bao cao thang

11/2026

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Duong Minh Nguy¢t

Nguyén Thi Lan Anh

Duong Minh Nguyét
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1.4

- Tham dy cac cudc hop thuong ky cua Hi¢u
truong, Pho Hi€u truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira ndm tinh hinh dé thuc hién nhiém vu tong
hop.

- Tham dy cac cudc hop dot xuat cua Hiéu
truong, Phé Hiéu trudng khi co yéu cau.

1.5

T6 chirc thyc hién quyét dinh ctia Hiéu truong vé
diéu hanh cic mit coéng tac cua Trudng; gitp
Hi¢u truéng, Pho Hi¢u trudng nam tinh hinh va
trién khai thyc hién céc ké hoach khi can thiét

1.6

Soan thao cac van ban hanh chinh: Thong bao To6
chtrc 1€ Mit tinh chao miurng ngay Nha giao Viét
Nam 20/11.

1.7

Cong tac thi dua khen thuong ctia Truong:

Tham muu va thwe hién cong tac Hanh chinh

2.1

Tham muu cho Hiéu trudng vé cac hoat dong
hanh chinh, 1& tin phuc vu cac hoat dong cua
Nha truong: Tham muu, cha tri to chie L& Mit
tinh chao muing Ngay nha gido Viét Nam 20/11.

2.2

Cong tac van thu:

- Quan ly céac con dau cua Truong va thuc hi¢n
viéc cap dau theo quy dinh.

- Chju trach nhiém luu trix tai liéu, ho so;

- Tiép nhan van ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bo;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van,

- Nhdn va chuyén giao thu tir.

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
Duong Minh Nguyét

Nguyén Thi Lan Anh

Duong Minh Nguyét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Thi Thu

Hién
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2.3

Quan ly cac may dién thoai, may pho t6 van
phong va mot sb thiét bi khac trang bi phuc vu
cho cong tac van phong,.

2.4

- Phoi hop véi Phong Pao tao bo tri phong hoc
cho sinh vién (theo thdi khoa biéu ciia phong dao
tao).

- Quan 1y sip xép 06 phong hop, hoi truong: B
tri phong hop theo nhu cau sit dung ciia lanh dao
trudng, cua cac don vi.

- Quan 1y 02 phong khach cua Truong (Bo tri
theo nhu cau cta khach dén 1am viéc tai truong
theo dé xut ctia cac don vi).

2.5

Quan 1y va cap phat phoi vin bang, ching chi:
- Nhap:
- Xuat:

2.6

Chu tri, phéi hop viée chuan bi, to chirc cic ngay
18, tét ctia dt nude va 18 ky niém ctia Nha trudng:
- T6 chirc L& Mit tinh chao ming Ngay nha gido
Viét Nam 20/11.

2.7

Quan 1y ho khau cta gido vién luu tra tai tap thé
cua nha trudong.

2.8

Quan ly, diéu hanh xe phuc vu Lanh dao, vién
chtrc Nha truong di cong tac theo yéu cau:

- Xe Iuu hanh trong tinh:

- Xe luu hanh ngoai tinh:

2.9

Thyc hién mua sdm van phong pham phuc vu cac
hoat dong cua Hiéu trudng, Pho Hi¢u trudng

Nguyén Thi Lan Anh

Nguyén Tudn Khanh

Nguyén Thi Lan Anh

Dang Minh Viét
Nguyén Tuin Khanh
Nguyén Thi M§
Hanh;

Tran Thj Cutc

Nguyén Thi Lan Anh

Ng6 Thi Hoa

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Tuan Khanh;
Nguyén Thi My
Hanh;

Tréan Thi Cuc

Nguyén Thi Lan Anh

Pham Hong Nhat

Nguyén Thi Lan Anh

Tran Van Hai
T6 bao vé
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trong Quy 4

2.10

T6 chire thue hién cong tadc bao v€ co quan theo
lich phan cong cua Bao vé dugc trinh ky vao thir
6 hang tuan.

2.11

Quan ly cong tac lam vé sinh trong toan Truong;
Chia theo so do tung khu vuc trong khuon vién
cua nha truong gan véi tung ca nhan cu the.

2.12

Cham soc cay canh: Co6 lich lam ting khu vuc
trong khudn vién nha Truong duoc trinh ky vao
thir 6 hang tuan.

2.13

Ky thtra 1énh Hiéu truéng:

- Van ban xac nhan y sao cac hd so tai liéu do
Trudng ban hanh:

- Xac nhan chir ky cua can bg, giang vién:

Thure hién cong tic y té hoc dwdng:

- T6 chirc viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian st dung.

- Huéng dan thuc hién ché do BHYT cho vién
chtrc, nguoi lao dong va sinh vién.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y t& so ctu kip thoi cac bénh, tai
nan dot xuét trong vién chic va sinh vién Nha
truong.

- Cap gidy gi6i thiéu di bénh vién kham chita
bénh cho vién chuc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chirc va sinh vién
Nha truong:

ToO v€ s§

Nguyén Thi Lan Anh

Nguyén Tuén Khanh
Nguyén Nhu Hai
To6 vé sinh

Dang Minh Viét

Vii Thi Luyén

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh

Pham Thi Thu H:fmg

Nguyén Thi Lan Anh

Nguyén Nhu Hai
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Tham muu va thwe hi€én cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu c6 thu ctia Truong gdm: dién nudc cua ky
tuc x4 va khu tap thé ctia can bo, giang vién Nha
truong; Nha giri xe may, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hdi truong, tru sé
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh cac thiét bi, dung cu van phong, mat
béng t6 chitc cac sy kién; Tram thu phat song
dién thoai, cot rit tién ATM.

- Tham muu cho Nha truong ky két cac thoa
thuan dich vu gitra Nha truong vo1i cac td chirc, cé
nhan ngoai Trudng.

- Theo doi, gidm sat hoat dong dich vu da duogc
Nha truong ky voi té chirc cd nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dong khoa hoc va cong nghé:
Hoan thanh 02 bai b4o

Cong tac tuyén sinh: Tiép tuc tu van tuyén sinh,
thu ho so, cap gidy bao tring tuyén va huéng dan
sinh vién nhap hoc.

Quin ly co s& vit chat:

- Trién khai ké hoach quan 1y thiét bi theo quy
trinh 5s

- Trién khai cong tac bao tri, stra chita thudng
xuyén va dinh ky.

Cong tac phuc vu céng dong: Tham gia, tO
chtrc, hoat dong cac ngay lé 16n trong nam.

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
Dang Minh Viét

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Toan don vi

Nguyén Thi Lan Anh

Nguyén Ha Thuong
Ng6 Thi Hoa
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Cac hoat dong khac:
T6 chic Lé Mit tinh chao murng ngay Nha gido
Viét Nam 20/11.

Xl

Cac hoat dong thang 12

Duong Minh Nguyét

Nguyén Thi Lan Anh

Ng6 Thi Hoa
Nguyén Ha Thuong

Tham muwu va thye hién cong tic tong hop

12/2026

1.1

Tong hop cac hoat dong cua Nha trudng phuc vu
cho cdng tac lanh dao, chi dao va diéu hanh cua
lanh dao truong

Nguyén Thi Lan Anh

Nguyén Ha Thuong

1.2

- Tham muu va chu tri xady dung lich cong tac
hang tudn, hang thang va theo ddi tién d6 cong
viéc d3 dugc Hiéu truong thong qua trong ké
hoach cong tac;

- Ghi chép vao s6 luu cac budi sinh hoat, hi hop,
giao ban cua Hiéu trudéng hodc Phé Hi€u trudng
v&i cac don vi va vién chure trong toan Truong.

Nguyén Thi Lan Anh

buong Minh Nguyét

1.3

- Thong ké, tong hop bao céo thang.

Nguyén Thi Lan Anh

buong Minh Nguyét

1.4

- Tham du cac cudc hop thuong ky cua Hi¢u
truong, Pho HiGu truong cac cudc hop giao ban
cap Truong, vira dam nhiém chic nang thu ky,
vira nam tinh hinh dé thyc hién nhiém vy téng
hop.

- Tham du cac cudc hop dot xuit cua Hiéu
truong, Phé Hiéu trudng khi co yéu cau.

Nguyén Thi Lan Anh

Nguyén Ha Thuong

1.5

T chirc thue hién quyét dinh ctia Hi€u truéng vé
diéu hanh cac mit coéng tac cua Trudng; gitp
Hiéu truong, Pho Hiéu trudng nam tinh hinh va
trién khai thuc hién céc ké hoach khi can thiét.

Nguyén Thi Lan Anh

Nguyén Ha Thuong

1.6

Soan thao cac van ban hanh chinh: Thong béo

Nguyén Thi Lan Anh

Nguyén Ha Thuong
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Cham diém, binh xét thi dua nam 2026, ...

Ng6 Thi Hoa
Duong Minh Nguyét

1.7

Cong tac thi dua khen thuong cua Truong: Tong
hop cham diém, binh xét thi dua toan trudong ndm
2026.

Nguyén Thi Lan Anh

Dbuong Minh Nguyét

Tham muu va thwe hi€n cong tac Hanh chinh

2.1

Tham muu cho Hiéu truong vé cac hoat dong
hanh chinh, I& tan phuc vu cac hoat dong cua
Nha truong: Tham muu, xay dung ké hoach t6
chicc HO1 nghi vién chue, nguodi lao dong ndm
2026.

Nguyén Thi Lan Anh

Toan don vi

2.2

Cong tac van thu:

- Quan 1y cac con dau cua Truong va thyc hién
viéc cap diu theo quy dinh

- Chiu trach nhiém luu trit tai liu, ho so;

- Tiép nhan vin ban ngoai va trinh Hiéu trudng;

- Phat hanh van ban ra ngoai va van ban ndi bg;

- Tiép nhan van ban mat;

- Pho t0, sao y cong van;

- Nhan va chuyén giao thu ti.

Nguyén Thi Lan Anh

Nguyén Thi Thu

Hién

2.3

Quan ly cac may dién thoai, may pho t6 van
phong va mot so thiét bi khac trang bi phuc vu
cho cong tac van phong.

Nguyén Thi Lan Anh

Nguyén Tuin Khanh

2.4

- Phéi hop v6i Phong Pao tao bo tri phong hoc
cho sinh vién (theo thoi khoa biéu cia phong dao
tao).

- Quan 1y sap xép 06 phong hop, hdi truong: BS
tri phong hop theo nhu cau st dung cta lanh dao
truong, cua cac don vi.

Nguyén Thi Lan Anh

bang Minh Viét
Nguyén Tudn Khanh
Nguyén Thi My
Hanh;

Tran Thi Ctc
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- Quan 1y 02 phong khach ctia Trudng (BoO tri
theo nhu cau cua khach dén lam viéc tai truong
theo d€ xuat cua cac don vi).

Quan 1y va cap phat phdi vin bang, ching chi:

2.5 | - Nhap: Nguyén Thi Lan Anh | Ngd Thi Hoa
- Xuét:
Chu tri, phéi hop viéc chuan bi, t6 chirc cc ngay
2.6 |18, tét cua dat nudc va 1& ky niém cia Nha Nguyén Thi Lan Anh | Toan don vi
truong:
Nguyén Tuin Khanh;
57 Q?uén l‘)'/ h(f)‘khéu clia gido vién luu tra tai tap the Nguydn Thi Lan Anh Nguyén Thi My
cua nha truong. Hanbh;
Tran Thj Ctc
Quan 1y, diéu hanh xe phuc vu Lﬁnh‘ dao, vién
2.8 ?};gec 111\11 1}112;13;11}? ‘?r%) r?é :lcr)lr}llg tdc theo yéu cau: Nguyén Thi Lan Anh | Pham Héng Nhat
- Xe luu hanh ngoai tinh:
Tran Vin Hai
2.9 T6 béo vé
T6 vé sy
To chirc thuc hién cong tac bao v€ co quan theo Nguyén Tuan Khanh
2.10 | lich phan cong cia Bao v¢ dugc trinh ky vao thu Nguyén Thi Lan Anh | Nguyén Nhu Hai
6 hang tuan T4 vé sinh
Quan 1y cong tac lam vé sinh trong toan Truong;
2.11 | Chia theo so dd ting khu vuc trong khuodn vién Ping Minh Viét | Vii Thi Luyén
clia nha trudng gin vai timg ca nhan cy thé.
Cham soc cay canh: Co6 lich lam ting khu vuc
2.12 | trong khuon vién nha Truong dugc trinh ky vao Nguyén Thi Lan Anh

th&r 6 hang tuan
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2.13

Ky thtra 1énh Hiéu truéng:

- Véan ban xac nhan y sao cac hd so tai liéu do
Trudong ban hanh:

- Xé4c nhan chit ky cua can bg, gidng vién:

Nguyén Thi Lan Anh

Pham Thi Thu Héng

Thue hién cdng tic y té hoc duong:

- T6 chirc viéc mua, lam thé BHYT: Khi thé
BHYT hét thoi gian st dung.

- Huéng din thyc hién ché d6 BHYT cho vién
chtrc, nguoi lao dong va sinh vién.

- Thuc hién viéc cép thudc chita tri cac bénh thong
thuong.

- Thuong truc y té so clu kip thoi cac bénh, tai
nan dot xuét trong vién chic va sinh vién Nha
truong.

- Cép giay gi6i thiéu di bénh vién kham chita
bénh cho vién chirc va sinh vién Nha truong.

- Tuyén truyén gido duc vé cong tac vé sinh
phong dich bénh trong vién chirc va sinh vién
Nha truong:

Nguyén Thi Lan Anh

Nguyén Nhu Hai

Tham muu va thwe hién cong tac quan ly dich
vu:

- Tryc tiép quan 1y va khai thac cac hoat dong
dich vu ¢6 thu ctia Truong gém: dién nude cia ky
tac x4 va khu tap thé cta can bo, giang vién Nha
truong; Nha gl xe mdy, xe dap; San bong da,
bong chuyén; Nha an, cang tin; hoi truong, tru so
lam viéc, phong may chiéu, phong hoc 1y thuyét,
thuc hanh céc thiét bi, dung cu van phong, mat
bf?mg td6 chirc cac su kién; Tram thu phat séng

Nguyén Thi Lan Anh

Nguyén Thi Lan Anh
bang Minh Viét
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dién thoai, cot rat tiéen ATM.

- Tham muu cho Nha trudng ky két cac thoa
thudn dich vu gitta Nha trudng voi cac td chic, ca
nhan ngoai Truong.

- Theo doi, gidm sat hoat dong dich vu da duogc
Nha truong ky véi to chie ca nhan dé dam bao
hién dung cac ndi dung cam két trong hop dong.

Hoat dong khoa hoc va cong nghé:
Hoan thanh 02 bai bao

Nguyén Thi Lan Anh

Toan don vi

Cong tac tuyén sinh: Hoan thanh chi tiéu tuyén
sinh dugc giao

Nguyén Thi Lan Anh

Toan don vi

Quin ly co s¢ vat chit: ,
- Trién khai ké hoach quan 1y thiét bi theo quy

Toan don vi

trinh 5s Nguyén Thi Lan Anh
- Trién khai cong tac bdo tri, sta chita thuong '
xuyén va dinh ky
A . A X 2 X g Nguyén Ha Thuong
Cong tac phuc vu cfng dong: Tham gia, t0 Nguyén Thi Lan Anh Ngb Thi Hoa
chtrc, hoat dong cac ngay I¢ 16n trong nam. Puong Minh Nauyét
Cac hoat dong khac:
- Xay dung ké hoach t6 chirc Hi nghi vién chuc,
nguoi lao dong nam 2026. x . Ngo6 Thi Hoa
- Xay duyng Bao cao tong két nam 2026 va Nguyén Thi Lan Anh Nguyen Ha Thuong

phuong huéng, ké hoach hoat dong cua Trudng
nam 2026.




