
eve HANG HAI VIET NAM CQNG HOA XA HQI CHU NGHiA VIJtT NAM
TRUONG CAO DANG HANG HAI II Doc lip- Tr do- Hanh phic

S6: /lf> /TB-eDHHII Thanh phoHo Chi Minh, ngdy 08 thang 01 nam 2024

THONGBA.OVe vi@e tuyen dung vien chrc nam 2023 cua Truong Cao dang Hang hai II

Thvc hi?n QuySt djnh s6 2219/QD-CHHVN ngy 29/12/2023 cua Cuc
Hang hai Viet Nam ve vi@c phe duyet KS ho<;tch tuySn dvng vien chuc, Truong
Cao ding Hang hai II thong bao ke hoach tuyen dung vien chrc nhu sau:

1. S<1 luyng vi@n chre can tuyen:

1.1. So luong:

- Giang vien (Khoa DiSu khiSn tau biSn - H<;tng III): 02 nguo·i (01 Giang
vien GDNN ly thuyet; 01 Giang vien GDNN thvc hanh);

- Giang vien (Khoa Khai thac may tau thuy - H<;tng III): 03 nguai (01 Giang
vien GDNN ly thuySt nghS Khai thac may tau thiy; 01 Giang vi@n GDNN I
thuySt nghS Di?n; 01 Giang vien GDNN thrc hanh ngh Khai thac may tau
thuy):

- Giang vien (Khoa Co· khi - H<;tng III): 03 nguo·i (02 Giang vien GDNN ly
thuySt nghS Cong ngh? o to; 01 Ging vien GDNN thrc hanh nghe Cong ngh? o
to):

- Giang vien (Khoa Kinh te - H<;tng III): 02 nguo·i (01 Giang vien GDNN ly
thuyet nghe Ke toan doanh nghi?p; 01 Giang vien GDNN ly thuySt nghS Quan
tri kinh doanh vfm tai bi Sn va Logistics);

- Giang vien (Trung tam PTNLHH & XKLD-H<;tng III): 01 nguo·i (01
Giang vien GDNN l thuyet nghS Khai thac may tau thuy);

- Chuyen vien ve khoa hoc va cong ngh? (H<;tng III): 01 nguai;

- Chuyen vien quan ly cong ngh? thong tin (H<;tng III): 01 nguo-i;

- Van thu vien trung cip: 01 nguo·i;

- KS toan vien: 01 nguai;

- Chuyen vien ke hoach dau tr: 01 nguo·i;

- Cong tac dao t<;to thuang xuyen (H<;tng III): 01 nguo·i;

- Quan ly chat luqng giao dvc (H?ng III): 01 nguai;

- Nhan vien thiSt bi, thi nghim (Hang IV): 02 nguo·i;

- Tr van hrong nghi?p (H<;tng III): 01 nguai.

1.2 Vi tri vi@c lam va dieu kien tieu chuan:
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(Mo ta vf tri vi¢c lam va yeu cdu vJ ailu ki¢n chuyen mon nghi¢p V~l cac vf
tri du tuyen tai Phu hue 0I km the0).

2. Dieu ki@n ding k dr tuyen

a) Nguwi dang k dr tuyen phai co du tieu chuan ve pham chat, nang lye
theo yeu cau cua vi tri vi?c lam, c6 du cac diSu ki?n sau day:

- C6 qu6c tich Vi?t Nam vi cu tru tai Viet Nam;

- Tu6i dai tu 18 tu6i trO' len;

- C6 phiSu dang ky d~r tuy§n;

- C6 ly ljch r5 rang;

- C6 van bang, chmng chi dao tao pht hqp VO'i vi tri vi?c lam can tuyen;

- Du sfrc khoe d§ thvc hi?n cong vi?c ho?c nhiem vu;

- Dap frng cac diSu ki?n khac theo yeu c~u cua vi tri vi?c lam do don vi xac
dinh nhung khong duvc trai VO'i quy dinh cua phap lu?t.

b) Nhfrng nguo'i sau day khong duqc dang ky dv tuy§n:

- Mat nang lrc hanh vi dan sr hoc bi han che nang luc hnh vi dan sr;

- Dang bi truy ct'.ru trach nhi?m hinh sv; dang tranh chap ban an, quySt dinh
vS hinh sµ cua Toa an; dang bi ap dl)ng bi?n phap xr ly hanh chinh dua vao ca
SO' chfra b?nh, ca SO' giao d1,1c, truang giao duong.

3. Phi&u ding k dr tuyen
PhiSu dang ky dv tuy§n vien cht'.rc (theo mau tai Phu luc 02 kem theo

Thong bao) phai dam bao:

- Ghi day du cac thong tin theo m§u, khong durge de trong bat ky thong tin
nao.

- Thong tin vS nganh do tao ghi dung nhu van bang d duoc cap, chuyen
nganh dao tao ghi theo dung chuyen nganh tren bang diSm.

- Anh 4 x 6 dan tai Phieu dang ky dyr tuyen ch1,1p trong thai lwn 03 thang
tinh dSn tho·i diSm n9p h6 SO'.

- Gui kem theo 02 phong bi c6 dan tern, ghi r5 dia chi, s6 di?n tho?i nguai
nh?n (de bao tin cho nguo'i dang ky dv tuySn) vi 02 Anh 4 x 6.

Luu y: M6i thi sinh chi duqc dang k dr tuyen vao O 1 vi tri, hoan toan chiu
trach nhi?m vS PhiSu dang ky dr tuyen. Truong hqp thi sinh n9p h6 sa vao tfr 02
vi tri trO' len, khai khong dung sv th~t thi se bi lo?i khoi danh sach dr thi ho?c bi
huy bo kSt qua thi tuySn.

4. Thi han, dja diem nhn Phieu dang k dy tuyen
a) Thai gian tiSp nh?n: 30 ngay, bat dau tr ngay 08/01/2024 den het ngay

07/02/2024 (trong gia hanh chinh vao cac ngay tu thfr 2 den tht 6 hang tuan:
bu6i sang tu 07h30 den 11h30; chiSu tu 13h00 den 17h00).
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b) Dia diSm: Phong T6 chuc - Hanh chinh, Truong Cao dftng Hang hai II,
dia chi 232 NguySn Van Huang, phuong Thao DiSn, thanh ph6 Thu Due, thanh
ph Ho Chi Minh. Moi chi tiet xin lien he qua so di@n thoai: 0972923007.

5. Hinh thu:c, nc'.)i dung va thoi gian t6 chu:c xet tuyen (Theo khoan 3,
DiSu 11 QuySt dinh s6 431/QD-CHHVN ngay 30/3/2023 cua Cuc Hang hai Viet
Nam)

5 .1. Vong 1: KiSm tra PhiSu dang ky d\l· tuySn.

5.2. Vong 2: T chrc phong vfm KiSm tra kiSn thuc, ky nang hoat dong
nghe nghiep ngroi dyr tuyen theo yeu cau cua vi tri vi@c lam, k nang sr dung
ngoai ngu tiSng Anh theo quy dinh cua vi tri vi~c lam theo thang diSm 100.

5.3. Thai gian, dia diem dµ kiSn t6 chrc xet tuyen:

a) Thai gian t6 chuc xet tuySn vong 2: Dr kien t6 chu,c ngay 28/02/2024.

b) Dia diSm: Truong Cao dftng Hang hai II, dia chi 232 Nguyn Van
HuO"ng, phuong Thao DiSn, thanh ph6 Thu Dfrc, thanh pho Ho Chi Minh.

6. lfu tien trong xet tuy~n vien chu:c (Theo DiSu 6 Nghi dinh s6
115/2020/ND-CP)

6.1. Doi tuong va diSm U'U tien trong xet tuyen:

a) Anh hung Lvc luqng vu trang, Anh hung Lao d()ng, thuang binh, nguoi
huO"ng chinh sach nhu thuang binh, thuang binh loai B: Duqc c9ng 7 ,5 di Sm
vao kt qua diSm vong 2;

b) Nguoi dan t9c thiSu s6, SI quan quan d()i, SI quan cong an, quan nhan
chuyen nghiep phue vien, nguoi lam cong tac co yeu chuyen nganh, hoc vien tot
nghi~p dao tc;10 s1 quan dµ bi, tot nghiep dao tao chi huy truO"ng Ban chi huy
quan S\l' cftp xa nganh quan S\f ca SCY duqc phong quan ham sI quan dµ bi da
dang k ngach si quan du bi, con liet si, con thuang binh, con benh binh, con
cua ngui huong chinh sach nhu thuang binh, con cua thuang binh loai B, con
de cua nguo·i hoc;1t d()ng khang chiSn bj nhiSm chftt d()c hoa hoc, con Anh hung
Lvc luqng vu trang, con Anh hung Lao d9ng: Duqc c9ng 5 diSm vo ket qua
diSm vong 2;

C) Nguoi hoan thanh nghia V\l quan S\l', nghia V\l tham gia cong an nhan
dan, d()i vien thanh nien xung phong: Duve c()ng 2,5 diSm vao ket qua diSm th1
mon Kien thfrc chung va nghi~p V\l chuyen nganh tai vong 2.

6.2. Truong hop nguoi du xet tuyen thuoc nhieu di@n uu tien theo quy dinh
neu tren thi chi du9·c c9ng diSm uu tien cao nhftt vao ket qua diSm thi mon kin
thfrc chung va nghiep vu chuyen nganh tai vong 2.

7. Xie dinh nguoi trung tuyen trong k xet tuyen vien chre (Theo
khoan 6, Dieu I1 Ouye dinh so 431/QD-CHHVN ngay 30/3/2023 cua C?fc
Hang hdi Viet Nam)

3



a) Nguoi trung tuySn trong k tuyen dung vien chuc phai c6 du cac diSu
kien sau:

- C6 ket qua diSm thi mon KiSn thuc chung va nghi~p \f\l chuyen nganh
tai vong 2 dat ket qua ph6ng v&n tll' 50 diSm trO' len;

- C6 diSm thi mon kien thrc chung va nghip vu chuyen nganh c9ng v6i
diSm uu tien quy dinh tai Dieu 6 Nghi dinh s6 115/2020/ND-CP (nSu c6) cao
hon lay theo thr tr tr cao xu6ng th&p trong pham vi chi tieu duqc tuySn dt,mg
doi voi tmng vi tri vi@c lam.

b) Truong hqp c6 tu 02 nguoi tro len co ket qua diSm ph6ng v&n c9ng v6i
di Sm uu tien (nSu c6) b5ng nhau o chi tieu cu6i cung ccln tuyen dung thi nguoi
c6 kSt qua diSm ph6ng v&n cao hon la nguoi trung tuySn; nSu v~n khong xac
dinh duqc thi nguoi dmng dau don vi quySt dinh nguoi trung tuySn;

c) Truong hop nguoi du xet tuyen vien chrc thuoc nhieu di@n uu tien thi
chi duqc c9ng diSm uu tien cao nh&t vao kSt qua diSm ph6ng v&n mon kiSn thuc
chung va ky nang nghiep vu chuyen nganh tai vong 2;

d) Nguoi khong trung tuySn trong k xet tuySn vien chrc khong dugc bao
hru kSt qua xet tuyen cho cac ky xet tuySn lcln sau.

8. Hon thi@n ho so dy tuyen (Theo Dieu 13 Quyet dinh so 431/QD­
CHHVN ngay 30/3/2023 cua Cue Hang hid Vi¢t Nam)

8.1. Trong thoi han 30 ngay, ke tr ngy nhan duoe thong bao ket qua trung
tuySn, nguoi trung tuyen phai den don vi c6 thftm quySn tuyn dung de hoan
thien ho so tuyen dung. Ho so tuyen dung bao gom:

a) Ban sao van b5ng, chung chi theo yeu cclu cua vi tri vi~c lam d\.l' tuySn,
chung nh?n d6i tuqng uu tien (nSu c6);

Truong h9·p nguoi trung tuySn c6 b5ng t6t nghi~p chuyen mon da chuftn
dau ra ve ngoai ngr, tin hoc theo quy dinh ma tuung l'.mg v6i yeu cau cua vi tri
vi@c lam du tuyen thi duye sr dung thay the chmng chi ngoai ngr, tin hoe.

b) Phi eu ly lich tu phap do ca quan c6 thftm quySn c&p.

c) Gi&y chung nh?n sue khoe do ca quan y tS c6 thftm quyen cap cham nh&t
la 30 ngay tru6c ngay dSn hoan thi~n h6 so.

8.2. Truong hqp nguo·i trung tuySn khong hon thin du ho so tuyen dung
theo quy dinh ho?c co hanh vi gian l?n trong vi~c ke khai PhiSu dang ky du
tuyen hoc bi phat hi@n sr dvng van b5ng, chung chi, chung nh?n khong dung
quy dinh de tham gia du tuyen thi nguoi dung d§.u don vi ra quySt dinh huy ket
qua trung tuyen.

Truong hqp nguoi dang ky dµ tuySn c6 hanh vi gian l?n trong vi~c ke khai
PhiSu dang ky dr tuySn ho?c su dvng van b5ng, chung chi, chung nh?n khong
dung quy dinh de tham gia dµ tuySn thi ca quan, don vi c6 thftm quySn tuySn
dung thong bao cong khai tren trang thong tin dien tr ho?c c6ng thong tin di~n
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tfr cua ca quan, dan viva khong tiSp nh?n PhiSu dang k dr tuySn trong m<)t ky
tuySn d1,mg tiSp theo.

9. Le phi tuyen dung: Can cu vao Thong tu s6 92/2021/TT-BTC ngay
28/10/2021 cua Be) trucmg Be) Tai chinh quy djnh vS muc thu, chS de) thu, n<)p,
quan ly va sr dung phi tuyen dung, du thi nang ngach, thang h,;mg cong chuc,
vien chuc thi muc thu phi tuySn d1,mg ph\l thu<)c vao s6 luQ'ng ngucJi du diSu
kien nop ho so xet tuyen. Truong Cao dang Hang hai II se thong bao mre thu le
phi tuyen dung sau khi phe duyet danh sch thi sinh du dieu kien du xet tuyen.
Cac thf sinh xem thong bao va nop le phi tuyen dung tai dia diSm t6 chuc xet
tuySn vong 2.

Thong bao tuyen dung duyc thong bao cong khai tren bao Nguo·i lao d<)ng,
Trang thong tin di~n tfr cua Truo·ng Cao d~ng Hang hai II va niem yet tai tru so
cua don vi.

Truong Cao dang Hang hai II thong bao de cac ca nhan biet, dang k du
twyen./-9

No'i 11/i(m:
- Trang thong tin dien tr;
- Bao NLD;
- Luu: VT, TC HC(Trnng 02b)·
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Cl)C HANG HA.I VI}$T NAM
TRUONG CAO DANG HANG HA.I II

CQNG HOA XA H(>I CHU NGHiA vniT NAM
Doe lip - Tr do - Hanh phuc

TUYEN DT)NG VIEN CHUC NAM 2023
(Kem theo Thong baa s6 2,o ITB-CDHHll ngay 08/01/2024 cita Truong Cao adng Hang hai 11)

S6 So luong vi@n
• b

Vi tri Ma s6 lll'O'll<Y chrc can tuyen Ghi
vi@c lam vi tri • b Trong d6 Yeu cau ve trinh do daoMo ta cong vi@c cua vi tri vi@c lam vi tri chiTT can vi?c tuyen T6ng Chuy tao

? s6 Cantuyen lam endung vien SI}'

(1) (2) (3) (4) (5) (6) (7) (8) (9) (JO)

T6ng s6 21 21 18 03

- Giang day l thuyet trinh d9 cao dang, trinh d9 - C6 bing t6t nghiep dai
hoc tro len chuyen nganhtrung c:lp; giang day trinh d9 sa c:ip; phu hqp v6'i nganh, nghb

- Giao dµc ph~m ch.it d?o dfrc nghb nghi?p va tac giang day.
phong cong nghi?p cho nguoi hoc thong qua qua - Bao dam cac yeu cau,
trinh giang day; dibu kin doi voi chuc
- Danh gia ket qua hoc tap, ket qua thi tot nghi@p danh Giang vien GDNN

Giang cua nguoi hoc;
0 ly thuyet hang III theo quyvien - Hoan thi?n cac bieu mu, s6 sach quan ly lop hoc V.09.0 09 09 091 GDNN 2.07 0 dinh.

ly thuyet duqc b6 tri, phan cong giang day theo quy djnh; - C6 chung chi boi duong
- Hu6'ng dftn nguai h9c lam chuyen db, khoa luan theo tieu chun chrc danh
t6t nghiep (neu co); luy?n thi cho nguai h9c tham nghb nghi?p giang vien
giak thi tay nghb cac c:lp; giao dµc nghb nghi?p ly
- Bien S0<;ln giao trinh, tai lieu giang day; gop y thuyet hang III.
kien xay dµ·ng chuang trinh, n9i dung mo-dun, - C6 ky nang su dµng cong
mn hoc dugc phan cong giang day; ngh? thong tin CO' ban.



Giang
vien

2 IGDNN
thrc
hanh

-Tham gia thiet ke, xay dvng phong h9c chuyen
m6n; thiit ke, cai tien, tr lam do dung, trang thiit
bi giao due nghe nghi@p;
- I-19c t?p, b6i dui'h1g chrnin h6a, b6i duang nang
cao; thrc tap tai doanh nghiep ho4c co quan
chuyen mon; du gio, trao doi kinh nghi?m giang
di;ty;
- Tham gia boi duong cho giao vien, giang vien
theo yeu du phat tritn chuyen m6n, nghi?p V\J cua
be) 111611, khoa, ca so· giao d\lc ngh€ nghi¢p;
-Nghien CLl'U khoa hoc; huong din nguoi hoc tham
gia nghien cfru khoa hoc;
- Tham gia sinh hoat chuyen 111611, nghi¢p v1,1;
- Tham gia c6ng tac quan ly, cong tac Dang, doan
the va cac c6ng tac xa h<)i khac.

- Giang di;ty thvc hanh trinh de) cao dang, trinh de)
trung dp; giang di;ty trinh de) sa cllp;
- Giao due pham chat dgo drc nghe nghiep va tac
phong c6ng nghi¢p cho nguoi hoc thong qua qua
trinh giang di;ty;
- Danh gia kit qua hoc tap, kit qua thi t6t nghi¢p
cua ngui hoc;
- Boan thi¢n cac bieu mau, s6 sach quan ly lop hoc
droc bo tri, phan c6ng giang day theo quy dinh;
- Hu6ng din nguoi hoc lam chuyen de, khoa lu?n
t6t nghi?p (n€u c6); luy¢n thi cho nguoi h9c tham
gia k thi tay ngh€ cac dp;

V.09.0
2.04 03 03 03 0

0

- C6 ky nang su d\]ng duqc
tiing Anh tuang duang
b?c 2 khung nang l\l·c
ngol;li ngfr Vi?t Nam.

C6 bang tot nghiep cao dang
nghe chuyen nganh
phtl hqp v6i nganh, nghe
giang day ho4c co chung chi
ky nang nghe phu hop de day
thrc hanh trinh d<) cao dilng
theo quy djnh.
- Bao dam cac yeu cau, dieu
kien doi voi chrc danh
Giang vien GDNN tht,rc
hanh hang 3 theo quy djnh.
- C6 chung chi b6i du5ng
theo tieu chufui chuc danh
nghe nghiep giang vin
giao due nghe nghiep thyre
hanh (hang III).
- C6 ky nang SU dt,mg cong
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- Bien soan giao trinh, tai lieu giang day; gop y
kiSn xay dung chuong trinh, n◊i dung mo-dun,
mon h9c duqc phan cong giang day;
- Tham gia thiSt kS, xay d~mg phong h9c chuyen
mon; thiSt kS, cai tiSn, tv lam d6 dung, trang thiSt
bi giao dµc ngh@ nghi~p;
- H9c t?p, b6i du5'ng chu§n h6a, b6i du5'ng nang
cao; thvc tap tai doanh nghiep ho4c co quan
chuyen mon; d\l· gicY, trao d6i kinh nghi~m giang
day;
- Tham gia b6i duang cho giao vien, giang vien
theo yeu du phat trien chuyen mn, nghi@p vu cua
b◊ mon, khoa, ca s& giao dµc ngh@ nghi~p;
- Ung dµng cac tiSn b9 khoa hoc ky thuat ho4c
sang kiSn, cai tiSn ky thu?t vao giang day va thµc
ti@n nghe nghiep;: hurong dan thre tap, thrc tap ket
hgp v6'i lao d('>ng san xufit;
- Tham gia sinh hoat chuyen mon, nghiep vu;
- Tham gia cong tac quan ly, cong tac Dang, doan
the va cac cong tac xa h('>i khac.

Chuyn
vien ve
khoa h9c - Plw trach vi~c in fin, giao va nh?n tai lieu cong
cong van cua Phong va cua Nha trucmg, giup Tru&ng
nghe phong ve cng tac Khoa hoc cng nghe.

01.003 01 01 01 0
0

ngh? thong tin ca ban.
- C6 ky nang sfr di,mg duqc
tieng Anh tuong duong bjc
2 khung nang l\rc ngo~i ngCi'
Vi?tNam.

- Tot nghiep dai hoe tr
len m('>t trong cac nganh,
chuyen nganh Hang hai,
Lu?t, Kinh tS, Ky thu?t &
Cong nghe, Ngoai ngr
(TiSng anh) ....
- Bao dam cac yeu cu,
dieu kien, ti@u chuan doi
v6'i vien chuc H?ng III
theo quy_dinh.

- Hang nam xay dµ·ng kS hoach ve nghien CU'U

khoa h9c. Thu ky h('>i d6ng khoa h9c.



- C6 ky nang sr dung cong
nghe thong tin CCY ban.
- C6 ky nang su di,mg duqc
ngoa1 ngfr (Ti€ng anh)
tuang duong bje 3
khung nang 11,rc ngo?i ngfr
(Ti€ng anh) Viet Nam.

- Kiem tra, bao tri va st'.ra chra he thong mang dam
bao he thong mang dt lieu hoat dong on dinh,
khong gay kh6 khan cho cac dan vi trong truang
trong vi~c khai thac thong tin. - C6 bing tot nghip dai
- Huong dan van hanh khai thac he thong mang de h9c tr& len mQt trong cac
cac don vi nam bat va khai thac hi@u qua he thong. nganh, chuyen nganh:
- Chu tri hoac tham gia t6 chfrc tri€n khai thrc hien cong nghe thong tin, dien

cac ho?t d(mg chuyen mon, nghiep vu theo nhiem tr vien thong.
Quan ly Vl,I duqc phan cong. - Dam bao cac yeu cfiu,

V. dieu kien, ti@u chuan cua
4 cone - Ph6i hqp v6"i cac dan vi lien quan thvc thi chinh 11.06. 01 01 01 0b

nghe
sach lien quan din ITnh V\l'C nhi~m Vl,l du"Q"C phan 14 0 ngach chuyen vien theo

thong tin quy dinh.cong.
- Tham du cac cu@c hop lien quan den linh V\JC

- C6 ky nang sfr d1,1ng duqc
ngO?l ngfr (Ti€ng anh)

chuyen mon o trong va ngoai dan vi theo phan tuang duong bac 2 khung
cong. nang lrc ngoai ngt (Ti€ng
- Xy dung va thre hien ke hoach cong tac nam, anh) Viet Nam tr& Jen.
quy, thang, tufin cua ca nhan.
- Thrc hien cac nhiem vu khac do dip tren phan
cong.

Van thu Tham gia nghien CU"U, de xuat xay di,mg va to - C6 bang tot nghi?p trung
vien cht'.rc thvc hi~n cac chuang trinh, ke hoach, van 0 dp tr& len m9t trong cac
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ban quan ly v cong tac van thu theo tham quyen 01 01 00 1 nganh, chuyen nganh: Vantrung tlm - Luu trfr, Luu trfr h9c;

cap du-qc giao. Luu trr hoc va quan tri van



- Tham gia v?n hanh he thong quan ly tai lieu phong (Truong hc;rp c6 bang
di¢n tfr cua ca quan, t6 chfrc; trµc tiip thl,rc thi t6t nghi?p trung cap tr len

cac nganh, chuyen nganhnhi¢m V\I cua van thu cu quan theo quy djnh. khac phai co cht'.rng chi boi
- Thre hien qun l luu gir ho so, tai lieu theo du6'ng nghi?p vµ van thu do
quy dinh cua cong tac van thu; t6 cht.'.rc vi¢c co so dao tao co tham quyen
thong ke luu tra· cac tai lieu s6 li¢u theo yeu cau cftp).

- Bao dam cac yeu du,cua nghi¢p VI,! cong tac van thu. dieu kien, ti@u chuan doi
- Quan ly, st dung cac con dau cua co quan dung v&i can SIJ theo quy djnh.
quy djnh. - C6 ky nang sr dung cong
- Sao y ban chinh, sao huc, photo van ban, tai lieu nghe thong tin CO' ban.

pl11,1c VI,! cong tac cua lanh dao va cac be) ph?n - C6 ky nang sr dung dugc
ngoai ngr (Tieng anh) turong

chuyen mn nghiep vu, Dai dien thuc;,c dan vj. duong bac 2 khung nang ltJc
- Tham muu cong tac bao ve bi mat Nha nu&c. ngo?i ngfr Vi?t Nam tro len.
- Nh?p thong tin tren phfin m€m/s6 va photo,
phat hanh van ban di.
- Scan va luu file van ban di tren phfin m€m quan
ly van ban.
- Gfri van ban di.
- Nh?n van ban va nh?p cac thong tin van ban
din trinh Hi¢u truang but phe xr ly; scan van
ban din vao phfin m€m/s6 quan ly van ban,
chuyen theo y kiin xr ly cua Hi¢u truang.
- Theo doi, don doc bao cao tinh hinh xr ly van
ban.
- Tham gia g6p y xay dung cac van ban quy pham - C6 bang tt nghiep dai

Ki toan
phap lu?t v€ lTnh vµc cong tac thu<)c chfrc nang

0
hoc tr len mot trong cac

6 tham muu cua Phong KHTC. 06.031 01 01 01 ngnh: tai chinh; ke toan;
vien

- Xay dung ke hoach tai chinhdihan va hang nam 0 kiem toan.
cua Truong. - Bao dam cac yeu cau,



- To chrc quan ly, kiem tra giam sat vi@c sr dung dieu kien, ti@u chuan doi
tai san du9·c nha nu6c giao, kinh phi do nha nu&c voi ngach ke toan vien
dp; thvc hi?n ch€ do hach toan ke toan, bao cao theo quy djnh.
tai chinh, ghi chep s6 sach ke toan theo quy djnh. - C6 ky nang sfr d1,mg cong
- To chtc thrc hin cac quy dinh cua phap luat ve ngh? thong tin ca ban.
thu, chi tai chinh va cac nghTa Vl,I thanh toan cong - C6 ky nang sfr d1,1ng dugc
n9·; tr1,1·c ti€p t6 chfrc thu, n(>p h9c phi, I? phi. ngoa1 ngil' (Ti€ng anh)
- Tham muu thrc hien vi?c tfnh, chi tra tin luong, tuO"ng du'O'ng b~c 2 khung
bao hiem xa hoi, bao hiem y tf, ngoai gia va cac nang lyre ngoai ngt (Tieng
khoan thanh toan khac cho CBVC ngucYi lao d(>ng anh) Vi?t Nam tro· !en.
cua co· quan theo quy djnh hi?n hanh.
- Thrc hi@n vi@c lap dy toan de dam bao cho cac
hoat dong quan ly ca CO' quan theo quy djnh phap
lut hi@n hanh va theo huong dan cua Cc Hang
hai Vi?t Nam.
- Tlwc hi?n theo quy dinh ve dr toan thu, chi, n(>p
ngan sach Nha nu6c, thanh toan cac ch€ d9, chinh
sach khac v tai chinh trong n(>i b9 CO' quan.
- Phf>i !19-p v6i cac Phong, khoa, trung tam thvc
hi?n ch€ d(> ki€m ke, giam sat mua sam, thanh ly
ti san cua co· quan theo quy dinh hi?n hanh; phf>i
hgp th1,1·c hi?n cong tac thrc hanh ti€t ki?m, chf>ng
lang phi; theo doi, don d5c, ki€m tra vi?c t6 chfrc
th1,1·c hi?n cong tac thvc hanh ti€t ki?m, chf>ng lang
phi·cua ca quan
Thvc hi?n ve cong tac giam sat ky thu~t trong xay - C6 bang tot nghip Dai

Chuyn dµng theo thiet ke; lip ke hoach gia cf>, sfra chCi'a 0 h9c tr& len m(>t trong cac
7 vien ve van phong, l&p h9c, h(>i trnang, ky tuc xa HSSV, 01.003 01 01 01 0 nganh, chuyen nganh:Ke

h¢ thf>ng dp, thoat nu6'c trong nha truong; Lap ke



hoach hoach hoat dong cua truang theo tung nam, tfrng hang hi, xy dµng, ca khi,
aiu tu giai doan; theo d5i tinh hinh tht)'C hi?n k@ ho?ch, di?n ....

t6ng hQ'p, thong ke trong toan truang, l?p bao cao - Bao dam cac yeu du,
thrc hien hang nam. dieu kien, ti@u chuan doi
Lap ke hoach va thµc hi?n cac dµ an cua trucmg v&i ngach chuyen vien
da duo·c cfip tren phe duy?t; Theo doi va bao cao theo quy dinh.
kip thwi tien do va ket qua thµc hi?n dµ an. - C6 ky nang su dµng cong

ngh? thong tin CO' ban.
- Co ky nng sr dung du9c
ngoat ngu- (Ti@ng anh)
tuang duang b~c 3 khung
nang lµc ngo9i ngu- (Ti@ng
anh) Vi?t Nam tr& len.

- Kiem tra ra soat khoi luong giang day cua giao - C6 bing t6t nghiep dai
vien toan trucmg, thinh giang; hoc tro· len m(>t trong cac

- Ph6i hgp cac khoa, ra soat dieu chinh chuang nganh, chuyen nganh:

trinh dao tao, cong tac bin soan giao trinh;
hang hai; cong ngh? thong

- Lap ke hoach to chfrc thi t6t nghi?p, k@t thuc
tin; di?n, di?n tu; ca khi;
kinh te; sr pham ky thu?t;

kh6a hoc; CO' khi; ky thu?t cong
Cong tac - L?p k@ ho9ch dv tru phoi, mua s6 luqng phoi van nghi?p.

8 do tao bing chfrng chi va dp cho nhan vien in an cap 01.003 01 01 01 0 - Bao dam cac yeu du,
thuang phat Van bing, chfrng chi (VBCC); 0 dieu kien, ti@u chuan doi
xuyen - Lap tien do hoc tap cua toan trucmg cac kh6a vao v&i cht'.rc danh nghe

dau nam hoe. Phoi hop kim tra tien do hoc lai va nghiep hang 3 theo quy
t6 chfrc lap hoc rieng; dinh.
- Giam sat vi@c thre hien ke hoach giang day, hoc - C6 ky nang sr dung cong
tap trng khoa hoc, nam hoc, hoc ky; Giam sat qua ngh? thong tin CO' ban.
trinh ging day cua giang vien, giao vien theo - C6 ky nang su d1_mg duqc

ngoat ngfr (Ti@ng anh)
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Quan ly
chftt
luqng
giao due

dung m1,1c tieu, n9i dung chuung trinh, ke hoach
va tien d; Quan l ket qua hoc tap ca HSSV

- Tham gia nghien cfru, tham muu ve cong tac
qun ly chat luqng giao d1,1c, vi?c th\rc hi?n chfnh
sach va phap lu?t v€ giao due.
- Tham gia thanh tra, kiJm tra vi?c thµc hi?n nwc
tieu, ke ho?ch, chuung trinh, n(li dung, quy che
do tao, quy che thi, kiem tra cftp van bing, chfrng
chi; tlwc hi?n cac quy dinh v€ giao trinh, bi giang
va cac di€u ki?n dn thi€t khac darn bao chftt luqng
dao tao cua Truong.
- Thvc hi?n nhiem vu tiep cong dan, ti€p nh?n, xac
minh dun thu khi€u n?,i, t6 cao c6 lien quan den
cong tac giao d~1c dao t?0 va ki€n nghi v6"i lanh I 0 1.003
dao Nha tnrcmg bi?n phap giai quy€t theo quy dinh
cua Lu?t Khieu nai, to cao.
- Thvc hi?n nhiem vu phong ngu-a, phat hi?n
nhG'ng hanh vi tham nhung trong !Tnh vvc giao dvc
do tao, kien nghi v6"i lanh dao Nha truo·ng bi?n
phap xr ly theo quy dinh cua phap lu?t v€ phong
ch6ng tham nhung.
- Tong hop, danh gia va bao cao kt qua cong tac
quan l chat Irong dao tao, de xuat, ki€n nghi cac
bien phap cai tien nham nang cao chat luong dao
tao.

01 01 01 0
0

tuung durong bac 2 khung
nang lye ngoai ngr (Tieng
anh) Vi?t Nam.

- C6 brtng t6t nghi?p d?-i
h9c tra !en rn(lt trong cac
chuyen nganh phtl hqp v6"i
nganh, nghe dao tao cua
nha truo·ng.
- Bao darn cac yeu du,
dieu kin, ti@u chuan doi
v6"i vien chfrc H?,ng III
theo quy dinh.
- C6ky nung sr dung cng
ngh? thong tin CO' ban.
- C6 ky nang sfr d1,1ng
duQ'c ngo?,i ngG' (Ti€ng
anh) tuong durong bc 2
khung nang luc ngoai ngt
(Ti€ng anh) Vi?t Nam tra
len.



- Tham gia cac lop tap huan chuyen mon cua cap
tren va t6 chrc tap huan cho giang vien Nha
trurong ve cong tac quan ly chat lung.
- ATh1,rc hi¢n cac nhi¢m VI,! khac khi duqc phan
cong.
- To chrc quan ly, bao quan, sr dung thiet bi; luu
gifr, sr dung ho sa thi€t bi; sfra chG'a nhG'ng thi€t
bi don gian;
- Lap ke hoach st dung, mua sam, sra chra thiet
bi cua nha truong; thanh ly, tieu huy thi€t bi, h6a - C6 bing t6t nghi¢p cao

chat hong, het han sr dung; dang tro len cac chuyen

- Chu.in bi cac thi€t bi, h6a ch§t va V?t li¢u dn nganh phu hqp v6i vi trf
I

thiet theo yeu cau cua tung mn hoc, bai hoc co st vi¢c lam nhan vien thi€t bi,

dung thiet bi; hu6ng dftn sfr dµng thi€t bi cho h9c thi nghi¢m.

vien trong cac bi thrc hanh, thi nghi¢rn; ph6i hqp - Bao dam cac yeu du,
Nhan v6i giao vien hrong dan hoc vien thµ·c hanh, thi dieu kien doi voi chrc
vien

10 thi€t bi,
nghi¢m; thvc hi¢n cong tac dam bao an toan, V.07.0 0

danh vien chrc Hang IV

phong ch6ng chay n6 trong qua trinh thvc hanh, 02 02 00 theo quy dinh.
thi 7.20 2

nghi¢m thi nghi¢m; - C6 ky nang st dung cong

- Tham gia t6 chfrc, danh gia cac cuoc thi khoa hoc ngh¢ thong tin CO' ban.
. .

ky thu?t c6 lien quan den thi nghi¢rn tfr dp truo·ng - Co ky nang sr dung duge

trlen; ti€ng Anh tuang duang

- Khai thac phn mem rng dung quan ly thiet bi; bac 1 khung nang Ive

- Chu tri cac n<)i dung sinh hoat chuyen de ve thiet ngoai ngu Vi¢t Nam

bi, thi nghiem o trurong;
- To chre lam do dung day hoc, thiet bi don gian
v6i V?t li¢u d~ ki€rn 6 dja phuang;
- Lap bao cao dinh k, throng xuyen ve cong tac
thiet bi, thi nghi¢m;



- Hoan thanh cac chuang trinh bi duong; tr hoc,
tur boi duo·ng, nang cao nang h,rc chuyen mon
nghi¢p V\l;
- Tlwc hi¢n cac nhi¢m V\l khac do lanh dao phan
cong.

- Co bang tot nghiep Dai
hQC tr6· !en m9t trong cac
chuyen nganh phu hp v6i
nginh, nghe dao tao cua

- Tr van va ho try cho ngui hoc gimp nguoi hoc nha trnong.
- Bao dam cac yeu cfiu,tr tin va hiJu OU'Q'C ban than thich gi va mu6n gi. diSu ki¢n, tieu chuan doi

Tu vfin - Dinh hu6ng nghS nghi¢p ci,1 thJ d6i v6i nghS
Hang 01.00 0 v6i chfrc danh nghS

11 hu6'ng hang hai. 01 01 nghi¢p h~ng 3 theo quy
nghi¢p - Tu vfin giup hoc vien hiJu vS tfim quan trong cua

III 3 0 djnh.
vi@c hoc va thi lay cac cht'.rng chi chuyen mon ph\lc - C6 ky nang Sll' d1,mg cong

vu cho hoat dong nghe nghi@p. ngh¢ thong tin CO' ban.
- C6 ky nang sfr di,mg duqc
ngoal ngfr (Ti€ng anh)
tuong duong bac 3 khung
nng Ire ngoai ngr (Tieng
anh) Vi¢t Nam tr& !en. \
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