TRUONG DAIHQC TAY NGUYEN ~ CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG QUAN LY CHAT LUQNG Pjc lfip - Tw do — Hanh phic

Sé: 22/TB-QLCL Dk Lk, ngay 06 thang 9 ndim 2024

THONG BAO
V& vige phén cong cOng viée dbi vdi vién chirc phong Quan 1y chit lugng

1. Trwdng phong: Ong Huynh Viin Quéc
Phy trdch chung va tryre tiép phu tréch céc cdng viée sau:

- Cong tdc Thi dua Khen thudng;

-béi ngoai, nhén sy va co s& vét chit cia Phong;

- b xuét véi Hi¢u trudng vé cong tac chung ctia Phong;

- Gitt ma khéa sira diém trong phin mém quan 1y dao tao;

- Céng tac coi thi, chim thi két thiic hoc phin c4c hé dao tao;

- Cong tac Bao dam chit lugng gido duc;

- Quén ly trang web cuia Phong;

- Ki€m nhiém cong tac giang day;

- Tham gia t chirc kiém tra, thi v6i céc don vi khéc trong Trudng;

- Thyc hién mot s& cong viéc khac khi dugc Hiéu trudng giao.

2. Phé Truéng phong: Ba Tran Thj Giang

Gitip Trudéng phong phu trach va tham gia chi dao mot s6 cong viéce sau:

- Phu tréch cdng tac dé thi (nhén, bdo mét, in sao d& thi, ...) két thic hoc phan céc
hé dao tao theo diing quy dinh;

- Phu trach cong tic Kiém dinh chét luong theo tiéu chudn dénh gia chit lugng
chuong trinh dao tao cia B Gido duc va Pao tao (GDDT);

- Tham gia chi dao cong tac chim thi két thic hoc phén;

- Tham gia chi dao cong tic Bao dam chit luong gido duc;

- Thuc hién céc cong viéc khéac khi Truong phong phin cong;

- Thay mat Trudng phong giai quyét cic cong viéc cia Phong khi dwoc iy quyén.
3. Phé Truéong phong: f)ng Trin Viin Curong

Giup Trudng phong phu trach va tham gia chi dao mét s6 cong viéc sau:

- Phu trach cong tic Kiém dinh chét lugng Co sé gido duc theo Tiéu chudn cia Bo
GDDT va Tiéu chudn nudc ngoai;

- Phu trach cong tac Kiém dinh chét lugng chwong trinh dio tao theo B9 tiéu
chuin ciia Mang Iuéi céc trudmg dai hoc ASEAN (AUN) va cac tiéu chudn nudc ngoai
khéc (Tiéu chuén Quéc té);

- Phy trach va tham muu cho Lanh dao Trudng cac cong viéc lién quan dén xép
hang va nang hang Trudng Dai hoc Tdy Nguyén,

- Phu trach phin mém vé “Quén ly hd so minh chitng va hd trg viét bao cdo Tu
d4nh gi4/P4nh gi4 ngoai”; hd trg cic don vi trong Trudmg dua minh chimg 1én phin
mém,;

- Phy tréch cong tac chuyén ddi sé ciia Phong;
- Tham gia chi dao cong téc thi;
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- Tham gia phu trdch v dua thong tin 1én phﬁn mém HEMIS (B6 GDDT),
Website, Facebook, Fanpage cla Phong;

~ Ki¢m nhi¢m cdng téc gidng dqy;

~ Thyre hign cde cong vige khic khi duge Trudng phong phén cong;

~ Thay miit Trudng phong gidi quyét cic cong viéc ciia Phong khi dugc iy quyén.
4. Chuyén vién: Ong Ly Ngoc Tuyén

- Thyre hign céc cong viée lién quan dén cong tac Bao dam chit lugng; chiu trach
nhi¢m vé cdng tdc thu thdp, quan ly, luu trir minh chimg lién quan dén cong tac Kiém
dinh chét lugng co s gido duc, chuo'ng trinh dao tao;

- Xay dung ké hoach, tong hop va viét béo céo cong tic BDCLGD cua Trudng
hang ndm;

- Thyc hign céc bdo cdo, cung cAp sb lidu vé cong tic BPCLGD theo yéu céu;

- Xdy dyng ké hoach va thyuc hién khao sat cac BLQ phuc vu cbéng tac BDCLGD
(phdi hop véi dlc Oanh);,

- Dua minh chimg, van ban 1én phdn mém “Quan Iy hd so minh ching va hd trg
viét bao cdo Tu danh gia/Danh gid ngoai”;

- Tham gia lam thu ky thi c4c ban thi két thuc hoc phin céc 16p Sau dai hoc, thi
cép chimg chi, chung nhén;

- Lap ké hoach, quén ly, sir dung tai san, 36 dung, may méc, thiét bj cua Phong,

- Xay dlmg ké hoach sir dung va quén ly van phong phdm dé phuc vu td chirc thi
trong nim hoc tiét kiém, hiéu qua, trédnh lang phi;

- Ki€ém nhiém c6ng tac giang day;

- Thyc hién céc cong viéc khic khi dugc Trudng phong phén cong.
5. Chuyén vién: Ba Ding Thi Tuyét Lan

- Thuc hién céc cdng viéc lién quan dén cOng tac nhén, luu trit, bao mat dé thi;

- Tham gia 1am thu ky thi c4c ban thi két thic hoc phan, thi cép chimg chi, chimg
nhén;

- Quén Iy diém thi cdc 16p thudc khoa Su pham (nhap didm, in bang diém):

- Thuc hién céc cong viéc lién quan dén thi hé VLVH khoa Su pham;

- Kiém tra lai viéc nhap diém thi cac 16p thudc khoa Kinh té, khoa KHTN-CN (hé
chinh quy va VLVH);

- Theo dbi tién d6 chim thi; nhic cac khoa vé viéc chdm thi mudn;

- Tham gia cong tdc Bio ddm chat luong gido duc;

- Thuc hlq:n clc cong viéc khéc khi dugc Trudng phong phén cong.
6. Chuyén vién: Ong Tran Minh Tri

- Xay dung lich thi hoc ky cdc 16p dai hoc hé chinh quy va dua lich thi 1én trang
web cia Trudng;

- Tham gia 1am thu ky thi c4c ban thi két thic hoc phn, thi cip chimg chi, chimg
nhén;

- Quan 1y diém thi hé chinh quy cdc 16p thugc 03 khoa: Khoa Ngoai ngit, Khoa
Kinh té, khoa Khoa hoc ti nhién va Céng nghé (nhép diém, in bang dlem),
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- Kiém tra lai diém thi cia khoa Su pham (hé chinh quy va VLVH); c4c 16p nhu
ciu va hoc kY he;

- Thye hién cdc cOng viée lién quan dén thi hé VLVH cta 03 khoa: khoa Ngoai
ngtt, khoa Kinh t&, khoa Khoa hoc tyr nhién va Céng nghé;

- Theo ddi tién d6 chim thi; nhic cac khoa vé viéc chim thi mudn;

- In tai dyng dé thi hé chinh quy;

- Thyre hig¢n dénh phéch céc moén thi trén may vi tinh;

- Tdng hop va thanh todn tién coi thi;

- Tham gia c6ng tdc Bdo dam chét lugng gido duc;

- Thye hi¢n cac cong vig¢e khéac khi duge Trudng phong phan cong.
7. Chuyén vién: Ba Ngii Thi Nhung

- Xay dung ké hoach cir cén b coi thi két thuc hoc phan giri cho céc khoa;

- Phan cdng cdn bd coi thi cho tirng budi thi;

- Tham gia lam thu ky thi céc ban thi két thiic hoc phdn, thi cAp chimg chi, ching
nhén;

- Chuén bi tti dung bai thi va danh sach sinh vién dy thi két thac hoc phdn cac 16p
hé chinh quy;

- Quan ly diém thi hé chinh quy céc 16p thudc cac khoa: Nong Lam nghiép, khoa
Chin nuéi Thi y va khoa Ly luén chinh tri (nhip diém, in bang diém);

-Lam quyét dinh cac ban thi hé VLVH;

- Thyc hién cac cong viéc lién quan dén thi hé VLVH ciia khoa Nong 1am nghiép;

- Kiém tra lai diém thi ciia khoa Y Dugc;

- Theo dbi tién d6 chim thi; nhic cac khoa vé viéc chim thi muédn;

- Tham gia cong tic Bao dam chit luong;

- Thuc hién céc bao cdo cho Nha trudong vé cong tidc Khao thi theo chi dao cta
Truéng phong;

- Thyc hién céc cdng viéc khéc khi duge Trudng phong phan cong.
8. Chuyén vién: Ong Nguyén Tién Dan

- Nhén va quén ly bai thi sau khi thi; quan 1y phach, ddu phéch, cit phéch;

- Quan ly diém thi céc 16p thudc khoa Y Duogc;

- Quan ly sb theo ddi phic tra thi va 1am vin ban béo cdo Hiéu trudng;

- Lru trir va giri bang diém thi cho phong Pao tao;

- Theo dbi tién dd chim thi; nhéc c4c khoa vé viéc chdm thi mudn;

- Thyc hién cac cong viéc lién quan dén thi hé VLVH khoa Y Duoc;

- Kiém tra viéc nhap diém thi hé chinh quy va hé VLVH cua khoa Noéng Lam
nghiép, khoa Ngoai ngit;

- Tham gia lam thu ky thi c4c ban thi két thiic hoc phin, thi cdp chimg chi, ching
nhin; |

- Chufin bj céc tGi dyng d& kiém tra, thi khi phdi hop thi véi cdc don vj trong
Trudng;

- Tham gia cong tac Bao dam chit lugng gido duc;

- Thyc hién céc cong viéc khac khi dugc Trudng phong phén cong,.
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9. Chuyén vién: Ba Pham Thj Ti Anh

- Lam nhi¢m vy viin thae heu triy;

- Tiép ngudi hoe va gidng vién Khi dén lién hé cOng viée voi Phong;

- Tham gia 1am thu ky thi cdc ban thi két thic hoc phin, thi c¢dp chig chi, ching
nhdn;

- Quan ly tui bai thi khi giang vién chdm thi (c6 sb theo ddi cong tac chdm thi);

- Chuéin bj thi dyng bai thi va danh sach sinh vién dr thi két thic hoc phan c4c 16p
h¢ chinh quy;

- Quén 1y didm thi cdc 16p nhu clu, hoc ky he, cic 16p sau dai hoc (nhap diém va
in bang diém);

- Kiém tra chéo céc 16p thudc khoa Chin nudi Tha Y, khoa Ly luan chinh tri;

- Thye hi¢n cdc c6ng viéc lién quan dén thi hé¢ VLVH khoa Chin nuéi Tha y;

- Gri va nhén bai thinh gidng; luu dia bai thi Tin hoc tng dung;

- Tham gia cong tic Bao dam chit lugng gi4o duc;

- Thyre hién céc cong viéc khéc khi Trudng phong phén cdng.
10. Chuyén vién: Ba Pham Thi Oanh

- Thuc hién cac cong viéc lién quan dén cOng tac nhan, luu trir va bao mét ngan
hang cau hoi thi;

- Tham gia lam thur ky thi cac ban thi két thic hoc phan, thi cip ching chi,...;

- Tham gia x4y dung lich thi hoc ky cac 16p dai hoc hé chinh quy va dua lich thi
1én trang web cia Truong;

- Thyc hién c4c cong viéc lién quan dén cong tac Bao dam chét lugng gido duc:
Phu trach phan mém SAHEP; thu thip, quan 1y minh chimg va dua minh chimg 1én phin
mém “Quéan Iy hd so minh chirng va hd trg viét bao cdo Ty dénh gia/Danh gid ngoai”;

- Xay dung ké hoach va thuc hién khao sét cac BLQ phuc vu cong taic BDCLGD
(phéi hop véi P/c Tuyén);

- Kiém nhiém cong tac giang day;

- Thuc hién céc cdng viéc khdc khi Truéng phong phan cong.

Céc vién chirc cia phong Quan ly chit luong chiu trach nhiém trudc Trudng
phong, Hiéu trudng vé viéc thuc hién nhiém vu dugc phén cong; quan ly, lvu trit cic tai
liéu, van ban lién quan dén cong viéc dugc phén cong theo dung quy dinh; c6 trach
nhiém giai trinh khi dugc yéu cdu; cudi mbi thang vién chirc c6 trach nhiém béo céo
Trudng phong viéc thuc hién cong tac ciia cd nhén trong thang.

Phan cong nay dugc thyc hién tir ngdy 06/9/2024,

Trong qué trinh thyc hién, néu c¢6 ndi dung nio chua phi hop s& duge didu chinh.

TRUONG PHONG
- Lanh 830 Trudng (dé béo céo);
- Céc don vj (dé phdi hop);
- Vién chire P.QLCL (48 thye hién);
- Lwu P. QLCL,
HUYNH VAN QUOC



