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- Chiu trach nhiém trude Hiéu trudong veé to chire chi dao thuc
hién cac nhiém vu cta Phong dao tao.

- Chi dao lap ke hoach cong tac dao tao cua Truong theo nam
hoc, hoc ky, trién khai viéc thuc hién dén timg don vi trong
Trudng.

- Phéi hop cac don vi lién quan xay dung chi tiéu tuyén sinh
cac khi, nganh, cac h¢ dao tao; phdi hop t6 chirc thuc hién ké
hoach quang ba, tu vén tuyén sinh; tham gia xay dung phuong
4n diém trang tuyén.

- T6 chue xdy dung va quan ly chuong trinh dao tao: Mo nganh, 7 p

chuyén nganh moi; xay dung, tham dinh chuong trinh dao tag
cip nhat, ban hanh chuong trinh dao tao, chuén déu ra chuorn £
trinh dao tao.

é

- Chu tri tap huan, phd bién quy ché, ké hoach, chuong trinh
hoc tap, thi, kiém tra, danh gia cho nguoi hoc; phdi hop véi b
van hoc tap xu ly hoc vu thuong xuyén.

- Tham muu cong tac giang day, hoc tap cta cac don vi trong
Truong va cO bién phéap cu thé dé hoan thanh céc mit cong tac
theo ké hoach.
- Tham muu vé chién luge phat trién cac nganh nghe dao tao,
xay dung van ban, quy ché vé cong tac ddo tao. Néam vitng qui
trinh quan ly dao tao cia céc hé dao tao.
- Thuong xuyén quan tim dén cong tac bdi dudng, nang cao
trinh do moi mat cho ddi ngii can by chuyén vién cua Phong.
- Chu tri cac cudc hop lanh dao Phong va can b9 vién chirc cua
Phong;
- Lam viéc voi Truong, Pho cac don vi truc thude Truong;
- Phéi hop v6i Phong Khao thi & Dam bao chit lugng td chire
cac ky thi két thuc hoc phan.

- Quan ly, cAp phat vin bang, ching chi theo quy dinh tai "Quy
ché in va quan ly van bang, chimg chi.

- T6 chirc, chi dao cac phong trao thi dua trong Phong.
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- Theo doi kiém tra in van bang DH, CP theo quyét dinh, trinh
ky, luu s, cap phat.

- Kiém tra, xac nhén vin bang theo yéu cau, dua thong tin van
bang 1én Website:

- Phéi hop 1ap thoi khoa biéu; 1ap lich thi hoc k¥, ky thi phu
theo don vi phan cong.

- Phoi hop theo ddi kiém tra tong thé don vi, tong hop, luu trix
diém cudi ky, luu bang diém cudi khoa;

- Phéi hop tinh todn khéi luong giang day cho giang vién.
- Thuc hién cac cong tac tuyén sinh theo phan cong

- Theo dbi giang day va hoc tap, thuc hanh, thuc tap, xét canh
béo hoc tap, xét diéu kién tot nghiép sinh vién
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- Quan ly co s¢ dir liu dao tao.

- Theo doi !(iém tra, téng hop két qua hoc tap, t6t nghiép va
tong hop diém cudi ky;

- Phéi hop xét hoc bong khuyén khich hoc tap cho sinh vién;

- Tong hop so li€u, bao céo; : . ‘:\
- Quén l}:/ viéc thyc hién thoi khoa biéu; md 16p, dang ky, hosd \
phan, chot, in danh sach; 1ap lich thi hoc ky, ky thi phu. :y IHUC y

- Quan ly qua trinh va két qua hoc tap: Xir ly don nghi hoq,
hoc, chuyén hé, chuyén truong; Theo doi chuyén diém’ ]

phan _;/,-

- Theo doi giang duong, day bu.

- Theo doi Giang day va hoc tap, xét t6t nghiép va canh bao hoc
tap.

- Theo ddi giam sat, d6i sanh, xay dung co s& dit liéu hoat dong
phuc vu cong dong.
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- Quan ly sinh vién khoa Ngoai ngit

- Phéi hop 1ap thoi khod bidu; m¢ 16p, dang ky hoc phén; 1ap
lich thi hoc ky, ky thi phu cho Khoa ngoai ngit.

- Quan ly qua trinh va két qua hoc tap: Xtr ly don nghi hoc, thoi
hoc, chuyén truong; Theo doi chuyén diém hoc phan; Xét canh
bao hoc tap; Xét diéu kién tdt nghiép cho sinh vién thudc don
vi dugc phén cong.

- Theo ddi giang duong, day bu.

- Thuc hién cac nhiém vu dugc phéan cong trong tuyén sinh
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