
DAI HOC ouoc GIA TP. HCM C<)NG HOA XA HOI CHU NGHIA VI~T NAM 
TR UONG D~I HQC KINH TE - L U~T DQc l~p - T\I' do - Hanh phuc 

S6: 01)6 /QD-DHKT L Thanh pho H6 Chi Minh, ngaJl4b thong 6 ndm 2017 

QUYETf>JNH
 
V~ vi~c ban hanh Quy djnh chirc nang, nhiern vv
 

ciia cac phong chirc nang va don vi phuc vu thu<}c Truong
 

HI~U TRUONG TRUONG D~I HQC KINH TE - LU~T 

Can cir Quyet dinh s6 26/20 14/QD-TTg ngay 26 thang 3 nam 2014 cua Thu tuong 

Chinh phu ban hanh Quy che t6 clnrc va heat dong cua Da i hoc Quoc gia va cac co sa 

giao due dai hoc thanh vien; 

Can cir Quyet dinh s6 377/QD-TTg ngay 24 thang 3 nam 2010 cua Thu tuon g 

Chinh phu v~ viec thanh l ~p Tw a ng Dai hoc Kinh t~ - Luat thuoc D~i hoc Quoc gia thanh 

pho HE> Chi Minh; 

Can cir Quyet dinh s6 26 1/QD-DHQG-TCCB ngay 05 thang 4 nam 2010 cua Giam 

doc Da i hoc Quoc gia thanh ph6 HE> Chi Minh v~ v iec ban hanh Quy dinh thuc hien 

quyen tIJ chu, nr chiu trach nhiem d6i voi cac tnrong dai hoc thanh vien trong Dai hoc 

QU6c gia thanh ph6 HE> Chi Minh ; 

Thea d~ nghi cua Truong phong T6 clnrc - Hanh chinh, 

QUYETDJNH: 

Di~ u 1. Ban hanh kern thea Quyet dinh nay Quy djnh chirc nang, nhiem VI) cua cac 

phong chirc nang va dan vi phuc VI) thuoc Truong. 

Di~ u 2. Quyet dinh nay co hieu hrc k~ ill ngay kyo 

Di ~u 3. Truong cac phong chirc nang, dan vi phuc VI) thuoc Truong chiu trach 

nhiem thi hanh Quye t dinh nay ./ .~ 

Noi nhiin: 
- Nlnr Di~u 3; 
- Luu: VT, TC-HC. 



BA I HOC ouoc GIA TP.HCM CQNG HOA XA HQI CHU NGHIA VItT NAM 
TRU ON G I>~ I H<)C KINH TE-LU~T DQc l~p - Tl! do - H~nh phuc 

QUYDINH
 
Chirc nang, nhiem vI} cua cac phong clnrc nang va don vi phuc VI}
 

thuQc T ruong Dai hoc Kinh t~ - Lu~ t
 
(Kem thea Quyh dinh s6: 6).6 IQD-DHKTL ngay 46 thong 6 ndm 2017 

cua Hie u trttong Truong Dai h9C Kinh ti - Ludt) 

PHONG TOCHtrC - HANH CHiNH 

1. Chirc nang: Tham rmru cho Hieu tnrong v~ cong tac t6 chirc, nhan sir va hanh
 

chinh tong hop.
 

2. Nhiern vu: ~ 
2.1 Cong ttu: t6 chtrc 

- Chu tri xay dung chuang trinh, k~ hoach cong tac dai han, trung han va ngan han 

cua Truong d~ trinh lanh dao Truong; 

- Thuc hien cong tac nghien ciru, tu van va d~ xuat t6 chirc b<) may hoat dong ella 

Truong. 

2.2 Ciing uic nhiin S'!' 

- Tuy~n dung, dao tao, quan ly va phat tri ~n nhan su. Xay dung k~ hoach v~ lao 

dong va bien che tren co So' clnrc nang, nhiern vu cua cac dan vi; d~ xuat sap xep , di~u 

dong, tuyen dung lao dong; thea doi, ki~m tra viec t6 chirc quan Iy va sir dung lao dong 

trong Truong va ky hop dong lao dong voi giang vien thinh giang...; 

- Nghien ctru, d~ xuat viec guy hoach, b6 nhiem, mi~n nhiem ... can b<) lanh dao 

cac dan vi trong Truong; 

- T6 chirc thuc hien viec tinh luang, cac ch~ d<) chinh sach, danh hieu, hoc vi, clnrc 

danh d6i voi can b<), vien clurc ; 

- Thuong true t6 k~ hoach chien luge Truong va cong tac thi dua, khen thirong, ky 

luat; 

- Thuc hien chi dao cua Dang uy - Ban Giam hieu Truong, phoi hop voi Phong 

Cong tac Sinh vien thuc hien cong tac bao v~ chinh tri noi bo. 

2.3 Ciing ttu: hanh chinh ttmg lulP 

-£)§.u m6i xay dung k~ hoach, t6 chirc cac sir kien Ian cua Truong; 



- D~ xuat trien khai cac quy che, quy dinh cua Truong;
 

- Ra soat, trinh Ban Giarn hieu Truong xem xet, ky duyet va ban hanh van ban cua
 

cac don vi;
 

- S~ p xep, d~ xu frt lich tiep can bo, vien chirc cua Hieu tnrong; tiep khach lien h~
 

lam viec voi lanh dao Truong ; 

- Cong tac bao cao, tong hop; 

- Cong tac van phong: van thu, luu tnr; van phong pham ... 

2.4 Cdc ciing lac khtic 

- y t~ hoc duonz: . 0 ' 

- Phuong tien v~n chuyen;
 

- D<)i Bao v~ va ph6i hop voi cac hrc hrong an ninh, tr~t nr tai dia ban tni dong;
 

- H6 tro cong tac h~u can, phuc VI} cho Ban Giani hieu va cac cuoc hQP, h6i dong,
 

hoi nghi, h<)i thao cua Truong. 

PHONG KE HO~CH - TAl CHiNH 

1. Chirc nang: Tham muu cho Hieu tnrong v~ cong tac k~ hoach tai chinh, k~ 

toan, quan ly hieu qua cac nguon lire tai chinh cua Truong thea quy dinh. 

2. Nhiem vu: 

2.1 Ciing tdc k~ hooch lili chlnh 

- Xay dung, thir c hien cac k~ hoach tai chinh ngan han, trung han va dai han phuc 

VI} cho chi en luoc phat tri ~n cua Truong; 

- Lap du toan, thea doi viec thirc hien dir toan va quan ly nguon thu, chi; 

- Nghien ciru, tu v<1n cho Hieu tnrong cac phuong an tang nguon thu, phan b6 kinh 

phi, su dung tai chinh hang nam. 

2.2 Ciing lac k~ loan va qtuin Ij cdc nguon 1{/'c lai chlnh 

- T6 chirc, thuc hien cong tac k~ toan thea ch~ d<) k~ toan hien hanh; 

- Thuc hien chi tra ti~n hrong, phu cap, tien cong, ti ~n thu lao giang, cac khoan co 

tinh chfrt tien lua ng, thu nh ap til quy phuc loi, thu nhap khac cho can bo , vien clnrc va 

nguoi lao dong; 

- Thuc hien chi tra ho c bong , cac khoan phu cap , ch~ d<) chinh sach, cac chi phi 

lien qu an cho nguoi hoc; 

- Theo doi , quyet toan bien lai An chi , hoa don ta i chinh, thue thu nhap ca nhan, 

thue thu nh ap doanh nghi~p ; 
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- Thuc hien ki~m scat h6 so' , chirng ttl" lien quan d~n heat dong dao tao , nghien ciru 

khoa hoc; sira chua, mua sam, dau tu Co' So' V?t chat. Theo do i nguon kinh phi , chi thanh 

toan ch uyen khoan qua tai khoan ngan hang, kho bac nha nuoc va bang ti~n mat; 

- T6 chirc, thuc hien thu hoc phi, l~ phi cua nguoi 11Qc; hoat dong dich vu , tu van 

chinh sach, nghien cuu khoa hoc; nguon tim tir cac t6 chirc, dan vi, ca nhan co hoat dong 

tai chi nh; 

- Thirc hien cong tac thong ke , tong hop, bao cao v~ heat dong tai ch inh thea che 

dOk~ toanoBao quan, hru trir cac chirng nr k~ toan thea quy dinh; 

- Ph6i hop voi cac dan vi ch irc nang lien quan tham muu, t6 chirc quan ly, thuc 

hien, co hie u qua va ti~t kiem nguon lire tai chinh, tai san cua tnrong thea quy dinh phap 

luat; 

- Huang dfrn che do k~ toan, ph6 bi~n cac van ban cua Nha mroc v~ quan ly tai 

chinh; t6 chirc thuc hien ki~m tra , danh gia hieu qua heat dong tai chinh d6i voi cac dan 

vi co hoat dong thu chi tai chinh va sir dung ngan sac h; '~ 

~ 
2.3 Ciing tdc khdc 

- Tham gia vao cac ban quan ly, d~ an , chuang trinh, ban t6 chirc , hoi dong;
 

- Thuc hien cac cong tac khac khi co phat sinh, yeu duo
 

PHONG DAo T~o 

1. Clurc nang: Tham miru cho Hieu tnrong v~ cong tac xay dung k~ hoach, quan 

ly va phat trien cac chuang trinh dao tao bac dai hoc. 

2. Nhiern vu: 

2.1 Xay dung kB hooch va phtit triill chuong trinh dao 1(10 

- Xay dung va trinh Hieu tnrong ban hanh cac van ban quy dinh va hua ng dftn t6 

chirc cac heat dong dao tao bac dai hoc; 

- T6 chirc va ph6i hop vo i cac Khoa/Bo mon xay dung va phat trien cac chuang 

trinh dao tao bac dai hoc; 

- Ph6i hop voi cac Khoa/Bo mon va cac dan vi chirc nang ra soat va di~u chinh 

chuang trinh dao t~o b?c d~ i 11Qc. 

2.2 Xay d{mg va ta chirc th{l'c hifll kB ho(/ch dao 1(10 

- Ph6i hgp va i cac K hoa/Bo mon xay dV'ng va tri ~n khai k~ ho~ch dao t~o cac h~ 

dao t~o b?c d?i hQc; 
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- Ph6i hop voi cac da n vi lie n k~ t dao tao quan Iy cong tac giang day va hoc t?P 

cac h~ Van bang 2, Vira lam vira hoc, Lien thong cao d~ng - dai hoc ; 

- D~u moi trong cong tac X3Y dung chi tieu tuyen sinh dao tao bac da i hoc; 

- T6 chirc va phoi hop voi cac dan vi thuc hien k~ hoach tuyen sinh, khai giang, t6t 

nghiep cac h~ dao tao bac dai hoc. 

2.3 Quail Iy hoc V(I 

- Quan Iyh6 So', Iylich khoa hoc cua giang vien thinh giang; 

- Quan Iy va hru tnr bang diem k~t qua hoc t?P cua sinh vien bac dai hoc (ban 

goc); 

- Quan Iy va dp phat van bang t6t nghiep cac h~ dao tao b?c dai hoc thea quy 

dinh :,. 

- T6 chirc xet khen thuong, ky luat lien quan d~n hoc vu cac h~ dao tao b?c dai 

hoc, 

2.4 Ciing tdc kluu: 

- Ph6i hop voi Phong Sau Dai hoc, Phong Quan Iy khoa hoc d~ chuan bi nQi dung 

cho cac k)' hQP cua HQi dong Kho a hoc va Dao t<;10; 

- Ph6i hop voi Phong Quan h~ d6i ngoai, Phong Cong tac sinh vien d~ t6 clnrc trao 

d6i, quan Iy sinh vien quoc t~ ; 

- Moi giang cac mon hoc thuoc kh6i ki~n thuc chung do Phong phu trach (giang 

vien ngoai twang); 

- Thuong true cac chuang trinh chAt Iuong cao, cir nhan tai nang. 

PHONG SAD I)~I HQC 

1. Clnrc nang: Tham rmru cho Hieu tnrong v~ cong tac xay dung k~ hoach, quan 

lyva phat trien cac chuang trinh, d~ an dao t<;10 sau dai hoc. 

2. Nhiem vu: 

2.1 Ciing tdc qudn Iy tlilO tao sau tl{ti hoc 

- Ph6i hop voi cac dan vi co lien quan xay dung, trien khai va quan Iycac chuang 

trinh, k~ hoach dao t<;10 sau dai hoc thea dung quy dinh; 

- Ph at tri~n 10?i hinh lien k~t dao t<;10 va b6i duong sau dai hoc voi cac vien, truong 

dai hoc, t6 chirc giao due trong va ngoai nu&c. Ma rQng quan h~ d6i ngo?i v~ dao t<;10 sau 

d?i hQc thea qui dinh; 
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- T6 clurc tuyen sinh, dao tao, quan ly viec thuc hien k~ hoach dao tao sau dai hQC 

va cong tac t6t nghiep; 

- Quan ly h6 So', ly lich cac nha khoa hoc tham gia giang day, thanh vien cac hoi 

dong; 

- Quan ly h6 So' hoc vien cao hQC va nghien ClTU SinJ1; 

- T6 clnrc dao tao , quan ly cac lap b6i duong dp chirng chi sau dai hoc; 

- Thirc h i~n cong tac tong hop v~ hoat dong dao tao sau dai hoc ; thong ke , bao cao 

kip thai thea yeu cau cua Truong va dp tren. 

2.2 Xdy dung va pluit trien ChU'0'I1g trinh dao t{lo 

- Ph 6i hop voi cac Khoa/Bo mon va dan vi chirc nang nghien ciru d6 i moi, hoan 

thien cac chuang trinh dao tao , giao trinh va phuong phap giang day; 

- Xay dung chuang trinh va lap k€ hoach phat trien bac dao tao sau dai hoc thea 

huang chuan hoa v~ chat hrong. 

2.3 Ciing Me khdc 

- Ph 6i hop voi Phong Dao tao, Phong Quan ly khoa hoc d~ chuan bj noi dung eho 

cac ky hQP ella HQi dong Khoa hoc va Dao tao; ~ 
-::: 

- Ti €p nhan va xu ly cac 109i dan til, h6 so, cong van lien quan d€n cong tac dao 

tao sau dai hoc ella Truong. 

PHONG QUA.N LY KHOA HQC 

1. Chirc nang: Tham rmru eho Hieu tnrong v~ cong tac quan ly cac hoat dong 

khoa hoc cong nghe va sa hiru tri tue. 

2. Nh iem V\I: 

2.1 Ouan If hoat d{Jllg khoa hoc cong Ilgh~, sl}" hiiu tri tu~ 

- Xay dung va trien khai k€ hoach, chien luge cac hoat dong khoa hoc cong nghe 

ella Tnronz:b ' 

- Xay dung va trinh Hieu tnrong ban hanh cac chu tnrong, ehinh sach, quy dinh , 

quy che v~ nghien ciru khoa hoc va bao hQ quyen sa hiru tri tu~ cua Truong; 

- He> tro cac dan vi thuoc tnrong trong viec thirc hien cac nhiern vu khoa hoc cong 

nghe va sa htru tri tue. Thuong true t6 chirc cac hQi thao, hQi nghi khoa hQe dp Truang; 

- Theo d5i ti€n dQ thl,l'e h i ~n , t6 Chll'e cac hQi d6ng nghi~m thu, the a d5i va danh 

gia k€t qua v i~e th\1'c h i ~n cac h09t dQng khoa hQc eong ngh~ . T6ng k~t, d~ nghi cae cAp 

thfrm qu y~n khen thuang eong tac nghien clTU khoa hQc; 
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- H6 tro cong tac chuan bi, dang ky, dfru thfru cac d~ tai nghien ciru khoa hoc cac 

cap; 

- Ph6i hop cling cac dan vi trong viec mo rong hQ'P tac voi cac co quan, t6 chirc 

trong va ngoai nuoc v~ cac hoat dong khoa hoc cong nghe; 

- T6 chirc trien khai cong tac thong tin xuat ban tu lieu khoa hoc lien quan den hoi 

nghi, hoi thao va cac hoat dong sang kien, sang che , phat minh. Ph6i hop voi Ban Cong 

tac giao trinh trong hoat dong xufrt ban ky yeu hoi nghi, hoi thao, giao trinh va sach 

chuyen khao; 

- Ph6i hQ'P voi Phong K~ hoach - Tai chinh l?p phuong an phan b6, quan ly kinh 

phi ngh ien ciru khoa hoc, du an thir nghiern va chuyen giao cong nghe; 

- Ph6i hQ'P voi Phong Dao tao va Phong Sau dai hoc g~n k~t cong tac dao tao voi 

nghien ciru khoa hoc ; 

- Ph6i hQ'P vo i cac dan vi lien quan tao cac nguon thu ttl" hoat dong khoa hoc cong 

nghe va dich vn khoa hoc cong nghe. 

2.2 Quail Iy hJ SO' cti nhiin v~ khoa hoc ciing Ilgh? 

- Quan 1)' h6 So', ly lich khoa hoc cua can bo, vien chirc trong tnrong; ~~ 
- Theo doi, cap nhat va xac nhan hoat dong khoa hoc cong nghe cua can hi), vien ITJ;15l 

. ;/1 
chirc trong Truong. t" " . 

~ 
2.3 Ciing tdc khdc 

- Ph6i hQ'P voi Phong Dao tao , Phong Sau Dai hQC de chufrn bi noi dung cho cac ky 

hQP cua HOi dong Khoa hoc va Dao tao; 

- Thtrc hien cong tac tong hQ'P, thong ke, bao cao v~ hoar dong khoa hoc cong nghe 

cua Truong; 

- Ti~p nhan va xir ly cac loai dan tir, h6 So' , cong van lien quan d~n cong tac quan 

ly khoa hoc cong nghe cua Truong. 

PHONG CO S6V~T CHAT 

1. Chirc nang: Tham muu cho Hieu tnrong v~ cong tac quy hoach , xay dung Co' 

ban; phat trien, quan ly va sir dung Co' sa v?t chfrt. 

2. Nhiern vu: 

2.1 Cong tdc quy hoach, xay dung co'biin 

- Lap va thirc hi~n k~ ho?ch xay dllng , b6 sung, sua chua cac cong trinh va Co' sa 

v?t chfrt cua Tru6'ng; 
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- T6 chirc thuc hien cac quy trinh trong cong tac l:;ip du an oftu nr, t6 chirc thiet k~ , 

thi cong, giam sat va nghiem thu ban giao cong trinh xay dung. 

2.2 Cong Me mua sam 

- Trien khai cac du an mua sam may moe thiet bi ella Truong thea quy dinh hien 

hanh; 

- Dftu m6i mua slim, eung cap, ban giao may moe, trang thiet bi, dung cu lam vice, 

giang day, hoc t ~p va cac thiet bi eo lien quan ella Truong. 

2.3 Ciing Me quail Ij co sa v(it eI,al 
- Quan ly eo So' vat chat, tai san, trang thi~t bi, cac phirong ti~n lam viec, giang day 

va hoc tap; bao darn dien, nuoc eho cac co So' ella Truong; 

- Quan ly, phuc vu giang dirong. 

2.4 Ciing uu: khdc 

- Thuong true cac HOi o6ng mua slim trang thiet bi, oAu thau; 

- Phu trach cong tac quan ly nha va oAt ella Truong; 

- Phu trach cong tac canh quan, cay xanh; v~ sinh va phong chay chua chay. 

PHONG CONG TAc SINH VlEN 

1. Clurc nang: Tham rmru eho Hieu tnrong v~ cong tac chinh tri, nr tuong va cong 

tac sinh vien. 

2. Nhiem VI): 

2.1 Ciing lac chinh tr], urtuiing 

- T6 chirc trien khai cac 091 sinh hoat chinh tri glin voi cac chu tnrong, duong 16i 

ella Dang, chinh sach va phap luat cua Nha mroc eho can bo, vien chirc va sinh vien thea 

SIJ chi dao cua Dang uy - Ban Giam hieu Truong; 

- T6 chuc cac hoat dong cho sinh vien glin voi nhiern vu : 

+ Giao due dao OUC, 16i song ; 

+ Giao due ky nang s6ng , ky nang nghe nghiep/viec lam; 

+ Ren luyen the chat va cac hoat dong ngoai khoa. 

2.2 Cong Me quail Ij sinh vien
 

- Cong tac sinh vien noi tru, ngoai tru, an ninh va du luan sinh vien ;
 

- Cong tac che 00, chinh sach, h9C bong cua sinh vien thea quy dinh ;
 

- Cong tac hanh chinh v~ quan ly h6 sa sinh vien.
 

2.3 Ciing tdc h8 trfl sinh vien 
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- Tu yen chon, t?P hu ~n sinh vien tham gia cac cuoc thi hoc thuat , san choi phong 

trao va h6 tro sinh vien khoi nghi ep; 

- T6 chirc cac hoat dong h6 tro sinh vien va cuu sinh vien, phoi hop vo i cac don vi 

tlurc hien nr van, cham soc sue khoe sinh vien; 

- Ph6i hop voi Phong Quan h~ d6i ngoai thuc hien cong tac sinh vien quoc teo 

2.4 Ciing lac khtic 

- Ph6i hop voi cac don vi, dean th~ (Cong dean, HQi C\lU chien binh, Doan Thanh 

nien Cong san H6 Chi Minh , Hoi sinh vien Viet Nam) t6 chirc cac hoat dong; 

- D~u moi phu trach hoat dong ella Ban lien lac Cuu sinh vien Truong; 

- Sap xep , d~ xu~t lich tiep sinh vien ella Hieu tnrong va cac Pho Hieu tnrong. 

PHONG QUAN Ht DOl NGO~I 

1. Chirc nang: Tham muu eho Hieu tnrong v~ cong tac quan h~ d6i ngoai , t6 

chirc doan vao va doan ra trong va ngoai nuoc, 

2. Nhiem vu: 

2.1 Quan h? dai ngoai trong nutrc 

- Xay dung cac quy dinh , hua ng dftn v~ cong tac quan h~ hop tac voi cac co quan 

trung irong va dia phuong trong cac linh vile the manh cua Tnrong; 

- Theo doi , don doc , h6 tro viec thirc hien hop tac voi dia phirong ella cac don vi 

trong Truong; 

- Ph6i hop voi cac don vi lien quan d~ xuc tien cac quan h~ hop tac, trao d6i , d~u 

tu . . . 

2.2 Quail h~ dai ngoai quac l~ 

- Xay dung cac quy dinh, hua ng dftn v~ cong tac quan h~ quoc te trong khuon kh6 

Truong thea dung quy dinh ella phap luat Viet Nam va quoc te ; 

- Quan ly, lap ke hoach va t6 chirc quan ly chuong trinh lam viec cac dean quoc te ; 

H6 tro thu tuc va tiep don cac doan quoc te ; 

- Xay dung va phat tri ~n cac moi quan h~ hop tac quoc te voi cac tnrong dai hoc, 

d6i tac quoc t~ 6' cac linh vue phu hop trong khu vile va tren the giai nh&m nang cao vi 

th~ Clla truang trong 1Inh VIJCkinh te, quan ly va lu?t; 

- Ph6i hgp vai cac d<Jll vi co lien quan trong v i ~e xay d\mg, phat tri ~ n va v?n hanh 

cac dlJ an, chua ng trinh hgp tae qu6e t ~; 
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- T6 chirc va phoi hop voi cac don vi lien quan thuc hien cac chuong trinh trao d6i 

giang vien, sinh vien; quan ly hoat dong sinh vien quoc t~ va hru hoc sinh tai tnrong; lap 

hoc ngan han phi 19i nhuan, cac bu6i n6i chuyen chuyen d~ , hQi thao trong khuon kh6 noi 

dung hop tac hoc thuat giua tnrong voi cac d6i tac quoc t~ ; 

- Theo doi, ki ~m tra, kip thoi phat hien va d~ xuat cac bien phap giai quyet nhirng 

hien tirong sai trai, vi pham trong cong tac quan h~ quoc t~ cua Truong; 

- Thirc hien cac thu tuc t6 chirc hoi nghi, hQi thao c6 y~u t6 nuoc ngoai. 

2.3 Ciing uic khdc 

- Liru trtr thong tin v~ quan h~ quoc t~ cua d6i tac va can bQ trong tnrong, bao gorn 

quan ly bao cao cong tac cua doan ra; 

- Ph6i hop Phong C6ng tac Sinh vien, Trung tam Dao tao quoc t~ tu van , he> tro 

sinh vien cac thong tin hoc bong du hoc, trao d6i sinh vien va cac chuang trinh hoc ky he 

amroc ngoai; 

- Tiep nhan va xu ly cac loai don tir, h6 so, cong van lien quan den cong tac quan 

h~ d6i ngoai cua Truong; * 
- Phu trach dQi l~ tan tham gia cac sir kien cua Truong va cua cac don vi. 

PHONG KHAo THi vA DAM BAo CHAT LV'QNG 

1. Chirc nang: Tham rmru cho Hieu tnrong v~ cong tac dam bao chAt hrong va 

cong tac khao thi. 

2. Nhiem vu: 

2.1 Cting tdc khao th! 

- T6 clnrc cac dot thi, ky thi trong qua trinh dao tao d6i voi cac he, cac b?c dao tao 

cua Truong (ngoai cac dot tuyen sinh dai hQC va sau dai hoc); 

- Ph6i hop voi cac Khoa/Bo mon xay dung h~ thong ngan hang d~ thi; t6 chirc 

cham thi, phan tich ket qua thi va danh gia ket qua hoc t?P cac mon hoc; 

- Thuong tnrc trong cong tac in sao d~ thi, cham thi cac ky thi tuyen sinh cua 

Truong. 

2.2 Cong tdc dam biio chftt IIl'(J'Ilg 

- D~ xuAt cac muc tieu chAt lugng ; xay dllng cac chuang trinh, k~ ho~e h, chien 

luge dam bao chAt lugng clla Truong; 

- T6 chuc va ph6i hgp v6'i cac dun vi trong Truong tr i ~n khai thllC h i~n cac c6ng 

tac dam bao chAt lugng; 
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- Thuong true cong tac ttl danh gia va kiem dinh chat luong cua Truong; 

- D ~u moi lien he vo i cac t6 chirc ki~m dinh trong va ngoai nuoc. 

2.2 Cting tdc khiio thi 

- T6 chirc cac dot thi, ky thi trong qua trinh dao tao d6i voi cac he, cac bdc dao tao 

cua Truong (ngoai cac dot tuyen sinh dai hQC va sau dai hoc); 

- Ph6i hop voi cac Khoa/Bo mon xay dung h~ thong ngan hang d~ thi ; t6 chirc 

cham thi, phan tich k~t qua thi va danh gia ket qua hoc t?P cac mon ho c; 

- Thirong tnrc trong cong tac in sao d~ th i, cham thi cac ky th i tuyen sinh cua 

Truong. 

2.3 Cong ttic khtic 

- Xay dung va trinh Hieu tnrong ban hanh cac van ban quy dinh, huong dftn t6 

chirc cac hoat dong khao thi va dam bao chat hrong trong Truong; 

- T6 chirc xay dung va quan ly co So' dir lieu cua Truong, d~u m6i tong hop va bao 

cao s6 lieu chung cua Truong. 

PHONG CONG NGH~ THONG TIN 

1. Clnrc nang: Tham muu cho Hieu tnrong v~ cong tac quan ly va phat tri ~n ung 

dung cong nghe thong tin tro ng cac linh V\lC heat dong cua Truong. 

2. Nhiem vu: 

2.1 H{t tflllg kj thll{it va thiit bi ciing ngh? thong tin 

- D~ xuat, t6 chirc thirc hien cac k~ hoach chi ~n hroc dai han, trung han va ngan 

han v~ phat trien irng dung cong nghe thong tin cua Truong; 

- Xay dung va trinh Hieu tnrong ban hanh cac van ban quy dinh, huang dfrn t6 

chirc cac heat dong cong nghe thong tin cua Truong; 

- Tu van xay dung cac d i~u kien, tieu chuan ky thuat khi d~u ttl' thiet bi lien quan 

den cong nghe thong tin; 

- Dam bao co So' ha tang v~ ky thuat cong nghe thong tin cho cac heat dong ch ung 

cua Truong. Quan ly va van hanh he thong may chu, h~ thong dirong truyen va cac th i~t 

bi cong ngh~ thong tin trong toan Tru ang ; 

- T6 chuc va quan ly du li ~u cua Truong thea Sl,r phan cong cua Hi ~u trua ng; thvc 

hi~n thu th?p, luu tru xu ly va dam bao an toan thong tin Clla Tnra ng. 

2.2 1Vebsite, email 
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- Quan ly, duy tri hoat dong va phat trien cong thong tin dien ur, h~ thong email 

n<)i b<) cua Truong; 

- Ph6i hop va h6 tro cac don vi trong Truong quan tri va van hanh cac trang thong 

tin dien tu cua don vi; 

- Tr i ~n khai, quan ly va duy tri hoat dong cac irng dung va dich vu tren nen tang 

web (myuel, e-learning) . 

2.3 Phtlll m~m, CO' so' dii'li~u 

-De xuat, t6 chirc xay dung va phat trien cac phan mern, co sa dtr lieu; 

- Ph6i hop va h6 tro cac dan vi trong Truong van hanh cac phan mern, khai thac co 

sa dir lieu phuc vu hoat dong tai dan vi. Dam bao an toan co sa dtr lieu cho cac phan 

memo 

2.4 Ha tr(1' nguoi dung 

- He> tro ky thuat v~ cong nghe thong tin cho cac don vi trong Truong; 

- Ph6i hop voi cac don vi trong tnrong t6 clurc cac la p t?P hudn cong nghe thong 

tin cho can b<), vien chirc, 

PHONG THANH TRA - PHAp CRt 

1. Chuc nang: Tham muu cho Hieu tnrong ve cong tac thanh tra, phap che nharn 

tang cirong hieu qua quan ly, bao dam viec thuc thi phap luat va thuc hien nhiern vu 

chung cua Truong. 

2. Nhiern V\I 

2.1 Cting ttu: than" Ira 

- Ti ~n hanh thanh tra thuong xuyen va d<)t xudt thea yeu du cua viec giai quyet 

khi~u nai, t6 cao hoac do Hieu tnrong giao; 

- Thanh tra viec thuc hien chuang trinh, noi dung, quy che dao tao, thi cir, viec 

quan Iy tai chinh, tai san, khoa hoc cong nghe, cong tac t6 chirc can b<) va d i~u kien can 

thi~t khac dam bao chat hrong giao due; 

- Giai quyet cac khi~u nai, t6 cao thuoc linh V\fC giao due trong nha tnrong thea 

quy dinh cua phap luat, thuc hien nhiern vu phong ngira va d~ u tranh chong tham nhung 

theo quy dinh; 

- Trong tnrong hop dn thiet tham rmru Hieu tnrong thanh I?p dean thanh tra noi 

b<) thuc hien cac nhiem V~I thea Thong nr s6 51/20 12/TT - BGDDT ngay 18/12/20 12 B<) 

Giao due va Dao tao. 
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2.2 Ciing Me phdp eh~ 

- Giup Hieu tnrong v~ viec bao v~ quyen va loi ich hop phap cua Truong, can bQ, 

vien chirc , nguoi lao dong va nguoi hoc trong Truong; nhtrng vAn d~ phap Iy lien quan 

den heat dong cua Truong, bao dam cho nha tnrong heat dong tuan thea phap lua t va 

thuc hien nguyen tac phap che; 

- Chu tri hoac phoi hop voi cac don vi lien quan t6 chirc tuyen truyen, ph6 bien, 

giao due phap luat, nQi quy, quy ch~ cua nha tnrong; kiem tra va ki~n nghi nhirng bien 

phap xu ly; 

- Giup Hieu tnrong chu:ln bi Yki~n gop Ycho du thao van ban quy pham phap luat 

do cac co quan nha mroc gui xin ykien, ki~n nghi vo i co quan nha mroc co th:lm quycn 

trong viec sira d6i , b6 sung van ban quy pharn phap luat; tham gia y ki~n v ~ mat phap Iy 
d6i voi van ban do cac don vi cua tnrong soan thao truce khi trinh Hieu tnr ong phe du yet. 

2.3 Cting Me sO' hiiu tri tllf 

- Xay dung va t6 chirc thuc hien chien hroc, k~ hoach bao hQ quyen So' hiru tri tue 

trong Truong; 

- Xay dung va t6 chir c cac chirong trinh giao due, hufrn luyen, tuyen truyen v~ So' 

htru tri tue cho can bo, vien chirc , nguoi hoc trong Truong: 

- Thanh tra, ki~m tra viec chap hanh phap luat v~ so' hiru tri tue ; giai quyet khi ~u 

nai , t6 cao va xu Iy vi pham phap luat ve So' hiru tri tue; 

- Tham rmru giai quyet va xu Iy tranh chap v~ So' hiru tri tue lien quan d~n heat 

dong So' hfru tri tue cua Truong; 

- Ph6i hop voi cac dan vi thuc hien cac nhiern V~I khac lien quan d ~n So' htru tri tue, 

d~ xuat mire thu phi d6i voi dao tao va tu van v~ So' hiru tri tue. 

THU'VI~N 

1. Chirc nang: 

Tham muu cho Hieu tnrong v~ cong tae quan Iythu v i~n . T6 chuc thlJc h i~n cong 

tac luu tru va khai thae tu li~u thong tin, saeh bao , t?P ch i, giao trinh, tai li ~u di~n tu ph \lc 

V\l cho cong tae giang d?y, hQc t?P va nghien cuu khoa hQc. 

2. Nhi~m V\l:
 

- L.;ip k~ ho?ch xay dllng va phat tri ~n thu v i~n dai h?n, trung h?n va ng~n h? n;
 

- B6 sung, quan Iy va phat tri~n ngu6n tai nguyen thong tin dap ung yeu cfru giang
 

d?y, hQc t?P va nghien ClI'U khoa hQc, c hu y~n giao cong ngh ~ cua Tnrerng; 
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- T6 chirc va di~u ph6i cac hoat dong phuc vu ngiroi dung trong Truon g, cac co sa 

lien k~t dao tao , trong h~ thong DHQG TP. HCM va cac dan vi lien k~t , hop tac cua 

Truong. 

- T i~p nhan va t6 chirc phuc vu nguon ta i lieu, sach giao trinh do can bo, giang 

vien, nguoi hoc cua Truong bien soan va xuat ban; cac ~n pham tai tro, bieu tang, tai lieu 

trao d6i gina cac ca nhan, dan vi va Truong; 

- Dao tao , huang dfin va tu v~n cho nguoi dung khai thac, tim kiem va str dung 

hieu qua nguon tai nguyen thong tin, cac san pham dich vu thong tin thu vien va co sa vat 

chat cua thir vien dang quan ly thea quy dinh cua phap luat; 

- Thuong true Ban Cong tac giao trinh; phoi hop voi Phong Qu an ly khoa hoc 

trong cong tac xuat ban ky yeu hQi nghi, hQi thao, giao trinh va sach chuyen khao; 

- Chu tri va phoi hop voi Phong Dao tao, Phong Sau DC)i hoc, Phong Quan ly kh oa 

hoc tri ~n khai cac giai phap k i~m tra sao chep cong trinh khoa hoc; 

- Bao quan, kiem ke dinh ky tai lieu, co sa v?t cha t va tai san cua thu vien. 

- Phat trien va xay dung co sa dtr lieu s6. 

TRUNG TAM BAo T~O QUOC TE 

1. Chirc nang: Tham rruru cho Hieu tnrong v~ viec t6 chirc thuc hien he at dong 

dao tao , b6i duong cac chuang trinh co y~u t6 nucc ngoai. 

2. Nhiern vu: 

2.1 Hoat i/png dao tao, nghien cuu va ttr van du hoc 

- Xay dung, t6 chirc va quan ly cac chuang trinh lien k~t qudc t~ do Truong cap 

bang, cac dir an lien k~t dao tao voi nuoc ngoai do phia mroc ngoai cfrp bang, va cac 

chuang trinh dao tao ngan han lien ket voi nuoc ngoai ; 

- Tim kiem cac nguon kinh phi d~ trien kha i thuc hien cac du an , hoat dong nghien 

ciru khoa hoc, lien ket voi cac truang dC)i hQC va t6 chuc qu6c t~ ; 

- T6 chuc cac dich Vl,l tu v~n, h6 trQ' sinh vien du hQc va sinh vien qu6c t ~ d~n hQc 

t?P tC) i Truang thea cac chuang trinh lien k ~t. 

2.2 Ph6i hf!p vO'i cac i/0'11 vi tllllpc Tndmg 

- Ph6i hqp Phong Cong tac sinh vien t6 chlrc cac hoC)t dQng nang cao ky nang cho 

sinh vien cac chuang trinh co y~u t6 mr6'c ngoai; 

- T6 chirc ti~p don, thAm dinh d6i tac , tri ~n khai xay dlJng va tlwc h i~n cac thu ~Ie 

xin cfrp phep cho cac chuang trin h, d ~r an m6'i; 
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- Xay dung va thfrm dinh noi dung cac chuang trinh dao t<;10 , t6 chirc tuyen sinh va 

quan Iy cac hoat dong dao t<;10, khai giang, b~ giang; cac ho at dong ngh ien ciru khoa hoc 

thea quy che, quy dinh hien hanh. 

TRUNG TAM NGO~I NGU - TIN HQC 

1. Chirc nang: Tham rmru cho Hieu tnrong v~ viec t6 chirc thuc hien hoat dong 

dao t<;10, b6i dirong, cap chirng chi chuang trinh ngoai ngir, tin hoc. 

2. Nhi~m V\I: 

2.1 T6 chtrc thirc hifll hoat d{Jllg duo t(W 

- T6 chirc , quan ly cac khoa hoc ngoai ngtr, tin hoc cho cac d6i tuong co nhu cau; 

- Moi giang vien, chuyen gia, cac nha khoa hoc trong va ngoai nuoc tham gia xay 

dung chuang trinh, c6 v~n dao t<;10 va giang day v~ ngoai ngtr, tin hoc ta i Trung tam. 

2.2 Lien kit duo tao vui cdc t6 chtcc 

- Thong qua Truong lien doanh, lien k~t voi cac tnrong dai hoc, t6 chirc giao due, 

cac phap nhan trong va ngoai nuoc d~ t5 chirc thuc hien cac chuang trinh dao t<;10 ngoai 

ngir, tin hoc thea nhu du cua xa hoi; 

- T6 chirc cac hoat dong hQi thao, hoi nghi , tu van du hQC va cac hoat dong dich vu 

phuc vu cho dao t<;10 , b6i dirong chuang trinh dao t<;10 ngan han ngoai ngfr, tin hoc. 

TRUNG TAM QUAN Ht DOANH NGHItp 

1. Chirc nang: Tham muu cho Hieu tnrong v~ c6ng tac quan he doanh nghiep; cac 

heat dong tu van huang nghiep/viec lam, khoi nghiep va chuang trinh dao t<;10 ngan han. 

2. Nhiem V\I: 

2.1 Cong tdc quan hf doanh nghiep 

- Xay dung k~ hoach hQ'P tac voi cac doanh nghiep trong cac linh VIlC nha tnrong 

co th ~ manh, h6 tro viec thuc hi ~n hop tac cua cac dan vi trong Tnrong vo i doanh nghiep; 

- Ph6i hQ'P voi cac dan vi d~ xay dung, cung c6 va phat tri~n moi quan h~ hQ'P tac 

voi cac doanh nghiep, cac t6 chirc va ca nhan voi Truong; dliu moi van dong cac nguon 

tai tro , hoc bong cho cac heat dong cua Truong, 

- Thirong tnrc trong viec lien h~ , cham soc doanh nghiep trong cac Sll ki ~n qua n 

trQng cua d6i tac; 

- Xay dllng quy ch~, quy dinh , b i~u m~u v~ hgp tac v6'i doa nh nghi ~p . 

2.2 COllg Mc til' van 11ln)'llg nghi?p, lu] Il"r' sillh vien 
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- T6 chirc cac hoat dong nr v.ln huong nghiep, trang bi ky nang ng he nghiep, gioi 

th ieu co hoi thirc t?p/v i ~c lam cho sinh vien; 

- Ph6i hop voi cac da n vi l.ly '1 kien khao sat nha tuyen dung thea dinh ky , thea doi 

va ph an h6i thong tin til' cac dan vi sCI' dung lao dong, tinh hinh viec lam cua sinh vien sau 

t6t nghiep; 

- Ph6i hop voi Phong Cong tac sinh vien xay dung va t6 clnrc cac ch uang trinh ky 

nang nghe nghiep, khoi nghiep can thiet cho sinh vien. 

2.3 Duo tao Ilgall han: 

- T6 chirc, quan 1'1 cac lap dao tao ngan han; moi giang vien, chuyen gia tham gia 

xay dung chuang trinh, c6 vAn dao tao va giang day cac lap ngan hem; 

- Xay dung va d~ xuat phirong an lien ket voi cac cac phap nhan trong va ngoai 

mroc d~ t6 chirc thuc hie n cac chuang trinh dao tao ngan han. 

2.4 Ciing tdc khdc 

- Xay dung cac qu y trinh phoi hop voi cac da n vi trong viec t6 chirc cac hoat dong 

co su tham du , dong gop cua doanh nghiep; 

- Ti ep nhan va xu 1'1 cac h6 sa, van ban lien quan den cong tac qu an h~ doanh 

ng hiep, ill va n huong nghiep cua Truong. 

TRUNG TAM NGHIEN CUU KINH TE vA TAl CHiNH 

1. Chirc nang: Tri ~n khai , thuc hien cac heat dong nghien elm khoa hoc thuoc linh 

vue kinh te, tai chinh va quan 1'1. 

2. Nhiem vu: 

2.1. Nghien ctcu khoa hoc 

- Xuat ban bao cao kinh te , tai chinh hang nam; thuc hien cac d~ tai nghien ciru tir 

cac nguon quy trong va ngoai nuoc; 

- Thirc hien cac nghien ciru v~ kinh te - xa ho i, tai chinh cho Truong, cac tnrong 

dai hoc thanh vien va DHQG TP. HCM ; 

- Thuc hien cac nghien ciru thea nhu du cua cac dia phuong, co quan, t6 chirc, 

doanh nghiep, ca nhan. 

2.2. Hoat d{Jllg duo tao, kiwi thtic co' sii dti'li~u 

- T6 chirc, thuc hien cac khoa dao tao v~ phuong phap nghien ciru , ky nang phan 

tich, xu 1'1 dtr lieu; 
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- Phat trien cac mon hoe nang eao v~ dfru nr , phan tich kinh t~, tai chinh. Khai thac 

co sav~t ch at, dir lieu cua Trung tam d ~ tri~n khai cac hoat dong dich VI) khoa hoc cong 

nghe; 

- Thuc hien thu thap, tong hop dir lieu nr cac nguon trong va ngoai mroc phuc VI) 

nhu efru ng hien ciru va h6 tro yeu d u nghien ciru cua Truong; 

- Ph6i hop voi cac Khoa/B o mon xay dung cac mon hoe, hop phan cua cac mon 

hoc nh ~m phat tri~n ky nang phan tich s6 lieu va ky nang thuc hien nghien ciru cua ngiroi 

hoc cac he dao tao. 

TRUNG TAM TRUYEN THONG vA Tu'vAN TUYEN SINH 

1. Chirc nang: Tham muu eho Hieu tnrong v~ cong tac truyen thong va tu vAn 

tuyen sinh cua Truong. 

2. Nhiern vu: 

2.1 Cong uu: truy~n thong 

- Xay dung ehi ~n luge marketing truyen thong: xay dung bQ nhan dien thuong 

hieu, phat trien va quan ly cong CI) h6 tro viec dinh vi thuong hi~u cua Truong d6i voi 

cong dong, xay dung va cap nhat bQ xu ly khung hoang truyen thong, quan h~ cong 

chung; 

- Xay dung chien luge ky thuat s6 nh~m str dung h ieu qua website, cac trang mang 

xa hQi va cac cong nghe irng dung mo i cua Truong; quan ly dtr lieu s6 hoa OOu am thanh, 

hinh anh , v ideo cua Truong; 

- Xay dung mang luoi tru yen thong tai cac dan vi trong tnrong tao tinh thong nhat 

trong viec mang hinh anh Truong d~n voi cong dong, tap I1UAn cong tac nghiep VI) v~ 

truyen thong cho can bo , v ien chirc va sinh vien; 

- Phu trach xay dung va quan ly nQi dung nhirng thong diep, cau chuyen v~ T ruong 

va cac nhan v ~t tieu bie u ra xa ho i, bien t~p tin nrc cac su kien cua Truong; 

- D fru m6i lien h~ va lam viec voi cac dan vi truyen thong: dai truyen hinh, dai 

phat thanh, bao chi ttl' dia phuong den thanh ph6 va trung ucmg ; thea d6i, e ~ p nh~t va xu' 

ly nhung thong tin v~ truO'ng tren cae phuO'.l1g ti~n truy ~n thong ; 

- PhI) trach thi~t k~ , bien t~p nQi dung cae An ph~m qu ang ba hinh anh eua tmO'ng 

nhu to' w i, brochure, ban tin .. . 

2.2 COllg tac tu' vall tuyi" sinh 
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- Xay dung chi~ n hroc tu vein tuyen sinh phil hop voi nrng nhom d6i tuong muc 

tieu; tan dung truyen thong da phuong tien , da dang hoa cac hoat dong nr vein tuyen sinh 

gioi thieu v~ Truong; 

- T6 clnrc cac sir kien tu vein tuyen sinh: hoi thao , ngay hoi , chuong trinh tu vein 

tuyen sinh thong qua cac kenh (tnr c tiep, dien thoai , email , facebook,... ); 

- Xay dung k~ hoach t6 chirc va tham gia cac hoat dong trien lam giao due gioi 

thieu Truong voi cong dong; 

- Thirc hien cac khao sat, nghien cuu v~ nhu cau cua phu huynh va thi sinh nham 

xac dinh d6i nrong muc tieu phil hop . 

- Ti~p nhan va xu ly cac loai don til', h6 So', cong van lien quan d~n cong tac truyen 

thong va nr vein tuyen sinh cua Truong. 

TRUNGTAMPHApLU~THOAK~ 
,u~ 

1. Chirc nang: Tham rmru cho Hieu tnrcng v~ viec t6 chirc hoat dong nghien ciru 

luat Hoa Ky va cac mroc ; thirc hien cac dich VI) nr vein, h6 tro , dao tao v~ luat cho cac ca ~ 
nhan, t6 chuc co quan h~ giao luu dan S!J, kinh t~ voi cac mroc; cac ca nhan , t6 chirc (y cac 

nuoc co quan h~ giao luu dan str, kinh t~ voi Viet Nam. 

2. Nhiem vu: 

- T6 chirc , quan ly cac lap huan luyen v~ luat, seminars, study tour cho cho cac d6i 

tuong co nhu cau; 

- T6 clnrc cac hoat dong tu vein, hoi thao, hQi nghi khoa hoc, dich VI) phuc vu cho 

nghien ciru phap luat Hoa Ky, cac mroc va Viet Nam; 

- Xay dung va d~ xuat phirong an lien k~t voi cac tnrong dai hoc, t6 chirc giao due, 

cac phap nhan trong nuoc va quoc t~ d~ t6 chirc thuc hien cac chuang trinh dao tao luat, 

nghien CUll phap ly thea nhu cfru cua xa hoi. 

VAN PHONG CHUYEN SAN KINH TE -LU~T vA QUAN LY 

1. Quyen han: La Van phong chuyen san cua Toa soan chinh cua Tap chi Phat 

t ri ~n Khoa hQC va Cong nghe DHQG TP. HCM , h6 tro Toa so?n chinh t6 chuc ban thao 

T?p chi. 

2. Nh i~m V\l: 

2.1 Thl.I'C hi~1l quy trillh t6 chkc ball thao T(lp chi t(li Viill phimg ChUye,1 sail, c!' 

tId : 
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- Phat tri ~n cac hoat dong dang tai bai bao khoa hoc dinh huang thea tieu chi quoc 

te; 

- Nhan bai ella cac tac gia giri dang thea dung chuyen nganh; 

- Giri phan bien bai bao thea chi dinh ella Truong Ban Bien t~p ; 

- C~p nhat thong tin bai nhan va thong tin phan bien bai bao tren trang web quan 1y 
ella TC;lP chi; 

- S~p x~p va hieu ch inh ban thao duoi SlJ chi dao ella Truong Ban Bien tap , giri 

ban thao eho Toa SOC;ln DHQG TP. HCM; 

- Ph6i hop voi Tea soan DHQG TP. HCM du tru kinh phi eho tung s6 ella Chuyen 

san; 

- Thanh quyet toan phan kinh phi sir dung trong Van phong chuyen san thea quy 

dinh hien hanh. 

2.2 ThlJ'C hi~n ta chtcc s6 luirng ban tluio Tap chi theo tiling ki hooch d{j duoc ~ ~ / 
B pi dang Bien t{tp thong qua hung niim. ~ ' 

- Nang eao chat hrong ella TC;lP chi, xay dung k~ hoach va trien khai chu d~ thea 

nam .~ 

* ~i} 
Ng~y{n Ti~n Dung 
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