TRUGNG DAI HOC KINH TE-LUAT ~ CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG TUYEN SINH VA CONG Doc lap - Ty do - Hanh phiic
TAC SINH VIEN

S6: 87/TB-TS&CTSV Thanh pho Ho Chi Minh, ngay 11 thang 03 ndm 2025

‘ THONG BAO
Ve phan cong nhiém vu va ky duyét van ban tir ngay 11/03/2025

Cin ctr tinh hinh nhan sy, nham day manh hiéu qua cong viéc phdi hop cong tac giira
cac don vi trong trudng, Phong Tuyén sinh va Cong tac sinh vién thong bao vé phan cong
nhiém vy va thim quyén ky duyét van ban tir ngay 11/3/2025, cu thé nhu sau:

1. Chirec nang nhiém vu cia Phong

Phong Tuyén sinh va Cong tac sinh vién (Phong TS&CTSV) c6 chirc ning tham muu va
td churc quan tri hoat dong: Tuyén sinh bac dai hoc; Truyén thong tu van tuyén sinh va tu van
huéng nghiép; Cong tac tur tudng chinh tri an ninh sinh vién; Chim séc va hd trg ngudi hoc
bao gém nguoi hoc tiém nang, ngudi hoc hién hitu va cuu nguoi hoc.

Nhiém vu cu thé:

- Xay dung va td chtre thuc hién chién lugc, ké hoach, chuong trinh, phuong thirc tuyén
sinh va tu vin tuyén sinh bac dai hoc;

- Lam dau méi xay dung chi tiéu tuyén, dé an tuyén sinh bac dai hoc;

- Lam dau mbi thyc hién viéc to chirc xét tuyén, cong nhan trang tuyén;

- Lam dau mbi t6 chirc nhéap hoc, 18 khai gidng va tuan 1& sinh hoat cong dan;

- Lam d4u mdi quan 1y va khai thac hiéu qua co sé dir liéu vé sinh vién, cuu sinh vién;
- Lam dau mdi trién khai cac hoat dong cham soc, hd trg sinh vién;

- Lam dau méi thuc hién cac ché d6 chinh sach hoc béng sinh vién;

- T6 chuc céac hoat dong gido duc dao duc, 161 song; cong tac chinh tri - tu twong sinh
vién va cong tac an ninh, du luén sinh vién;

- Lam dau moi to churc va danh gia cac hoat dong rén luyén sinh vién;
- Lam dau moi thyc hién cong tac co van hoc tap;
- Lam dau moi to chuc cac hoat dong phat trién cong dong cuu nguodi hoc;

- Lam dau mdi trong cong tac to chirc phong trao sinh vién (van nghé, thé thao), thanh
1ap d6i tuyén cip trudng tham gia thi dau cac cap;

- Lam dau moi cong tac cham soéc suc khde sinh vién, y té hoc duong;

- Thyc hién cac nhi¢m vu khac theo phan cong cua Hi€u trudng.
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2. Cong viéc ctia nhan sy Phong TS&CTSV

TT

Nhan sw

Cong viéc phu trach

ThS CU XUAN TIEN
Trudng phong

S6 ndi bo: 6335

Email: tiencx@uel.edu.vn

* Lanh dao, qudn ly toan dién moi hoat dong thujc
chikc néing, nhi¢m vu, quyén han ciia Phong. Phu
trdch méng cong tdc tuyén sinh dai hoc chinh quy,
dai hoc vira lam vira hoc, chiam soc cuu nguoi hoc.
- Cong tac t6 chire bd mdy, nhan sy ciia Phong.

- Cong tac thi dua khen thudng, trién khai KPI
cip phong. Cong tac danh gia xép loai lao dong.

- Cong tac kiém dinh, bao dam chat luong cua Phong.
- Cong tac quan Iy mang tuyén sinh chinh quy, VB2,
VLVH.

- Cong tac Cuu sinh vién, phat trién cong dong cuu
nguoi hoc.

- Tham gia ban diéu hanh dé 4an: Chét lugng cao,
Cir nhan tai ning, Chuong trinh day va hoc bang
tiéng Anh, Chuong trinh Co-op.

* ThAm quyén Ky vin ban

- Trudng phong la nguoi dai dién ky chinh, ky nhay
tat ca cac van ban thudc linh vyc cong tic cia Phong
theo phéan cap tir Ban Giam hiéu.

- Ky thira uy quyén céc vin ban lién quan dén: Cong
van d& nghi xac minh vin bang, ching chi phuc vu
cho cong tac tuyén sinh tir khoa 2023; X4c nhan sinh
vién dang theo hoc tai Truong dé tham gia cic
chuong trinh, cudc thi van nghé, thé thao, hoc thuat,
ky mua bao hiém céc chuyén di trong nuéc cho sinh
vién .... (Gidy uy quyén s6 04/GUQ-DHKTL ngay
04/4/2024 cua Hiéu truong).




ThS NGUYEN NGOC
PHUONG THAO

Pho Truong phong

S6 noi bo: 6336

Email: thaonnp@uel.edu.vn

* Ph3u trach cong tac Tw van hwéng nghiép, fir vin
tuyén sinh

- Toan by cac hoat dong lién quan dén cong tac
Truyén thong Tu van hudng nghiép, tu van tuyén
sinh.

- Cong tac Gido dyc thim my, vin hoa vin nghé.
- Trién khai L& Khai giang dai hoc chinh quy.

- Quan ly hoat dong cua Déi Sinh vién hd tro cong
tac truyén thong tu van tuyén sinh (CAT).
- Thyc hién céc cong viée khac theo sy phan cong,
uy nhiém cua Trudng phong.
* ThAm quyén Ky vin ban
- Ky thay Truong phong cac van ban thudc mang
cong viéc phuy trach.
- Ky nhay cac to trinh cia Phong lién quan dén cong
viéc phu trach.
- Ky nhay céc van ban trinh Ban Giam hi¢u lién quan
dén cong viéc phu trach.
- Céac van ban do Pho Truong phong ky ¢o lién quan
cong tac tai chinh cia Phong thi phai bao cao Truong
phong trudce khi ky.
- Luu y: céc van ban ky thay, ky nhay phai bao cao
Trudng phong sau khi ban hanh (qua
vpdt/email/hop giao ban).

ThS LE VAN Vi

Pho Truong phong

S6 ndi bo: 6336

Email: levanvi@uel.edu.vn

* Phu trdach cong tac chiam soc nguwoi hoc

- Toan bo céac hoat dong lién quan dén cong tac sinh vién
(trir cong tac gido duc tham my¥, vin hoa vin nghé).
- Cong tac c¢b van hoc tap.

- Cong tac nhap hoc dau khoéa sinh vién chinh quy.

- Quan 1y hoat dong cia Doi Sinh vién xung kich
(XUKI).

- Thuc hién céc cong viéc khac theo sy phan cong,
uy nhiém cta Truong phong.

* Tham quyen ky van ban

- Ky thay Truong phong cac van ban thudc mang
cong viéc phuy trach.

- Ky nhay cac to trinh ctia Phong lién quan dén cong
viéc phu trach.

- Ky nhay céc van ban trinh Ban Giam hi¢u lién quan
dén cong viéc phu trach.

- Céac van ban do Pho Truong phong ky co lién quan
cong tac tai chinh ctia Phong thi phai bao cdo Truong
phong trudce khi ky.

- Luu y: céc van ban ky thay, ky nhay phai bao céo
Trudng phong sau khi ban hanh (qua vpdt/email/hop
giao ban).
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ThS CHAU VAN HO
Chuyén vién

S6 nodi bo: 6332

Email: hocv@uel.edu.vn

Chuyén cung hd trg: Phan Thi
Nhi, Lé Mai Anh

Cong tic tuyén sinh

- Cong tac may tinh (phan mém xét tuyén, loc 4o,
SMS, Hemis) phuc vu cac ky thi tuyén sinh PHCQ,
VB2, VLVH.

- Cong tac phan tich ning luc tuyén sinh cia céc
Khoa, 1ap bdo cédo xéac dinh chi tiéu tuyén sinh
bHCQ, VB2, VLVH.

- Xay dyng d@ 4n tuyén sinh DHCQ, VB2, VLVH.

- To6 chtrc dang ky xét tuyén, xét tuyén dai hoc chinh
quy.

- T6 chirc nhéap hoc cho Tan sinh vién PHCQ; Quéan
1y hd so sinh vién PHCQ.

- T6 chtrc hoi nghi tong két tuyén sinh dai hoc.
Cong tac khac

- Quan 1y phat trién hé thong quan 1y cyu ngudi hoc
(CRM).

- Hb trg cong tac xét hoc bong KKHT DH chinh quy.
- Cong tac ra soat, cai tién phat trién phan mém phuc
vu cong tac sinh vién, cham soc nguoi hoc.

- Thyc hién céac cong viéc khac theo sy phan cong

CN PINH POAN LE HUYEN
Chuyén vién

S6 nodi bo: 6331

Email: huyenddl@uel.edu.vn

Chuyén cung hd trg: Phan Thi
Nhi, Lé Mai Anh

Cong tdc tuyén sinh va cham séc ngwoi hoc hinh
thirc dao tao VB2, VLVH

- Xay dung dé an tuyén sinh dai hoc VB2, VLVH,
bao tao tir xa.

- T6 chirc dang ky xét tuyén, xét tuyén dai hoc VB2,
VLVH, bao tao tu xa.

- T6 chure nhap hoc cho Tan sinh vién VB2, VLVH.
- Quan 1y hd so sinh vién VB2, VLVH.

- Truyén thong va tu van tuyén sinh hinh thirc VB2,
VLVH;

- Cong tac két ndi, phdi hop véi cac co so lién két.

- Cong tac hoc bong ngoai ngan sach.

- Thyc hién céc cong viéc khac theo sy phan cong
cua Truong phong.

Chuyén vién
SO nodi bo: 6331
Email:

Cong tic tw vin tuyén sinh (online)

- Quan tri cac kénh truyén thong tu van tuyén sinh
Truong; Quan 1y hé théng CRM, SMS va email
marketing (cham sdc thi sinh). -> NNPThéao

- Xay dung va thyc hién cac 4n pham phuc vu tuyén
truyén, gidi thiéu, quang ba TVTS. Thiét ké cac 4n
pham truyén thong ctia don vi. -> Minh Anh

- T chuc thuc hién, danh gia khdo sat cac hoat dong
quang céo, quang ba trén cac kénh truyén thong
(SEO, quang cdo, PR, ...). -> Huyén
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- T6 chire cac chuong trinh tu van tuyén sinh, huéng
nghiép truc tuyén. -> Quéc Pat

- T6 chirc hoat dong dai st sinh vién, két ndi vién
TVTS tai cac diém truong THPT. -> Minh Anh

- T chitc cac hoat dong tu van tuyén sinh, trai
nghiém tai UEL theo doan, theo chuong trinh. ->
Minh Anh

- Thuc hi¢én cac cong viéc khac theo sy phan cong
cua Truong phong.

CN HUYNH THI MINH ANH
Chuyén vién

S6 nodi bo: 6331

Email; anhhtm@uel.edu.vn

Chuyén cung hd trg: Dang Qubc
Dat, Binh Doan Lé Huyén

Cong tac tw vén tuyén sinh (offline) ) 7

- Bau moi quan ly cac hoat dong tu van tuyeén sinh,
t6 chtrc tip hudn va cung cap kién thirc tu van tuyén
sinh cho cac d6i tuong.

- T6 chire cac hoat dong tu van tuyén sinh hé chinh
quy tryc tiép tai cc diém truong THPT, ngay hoi TVTS.
- Tu vAn, giai dap thac mac tu van tuyén sinh qua cac
kénh truyén thong.

- Phéi hop xdy dung va quan 1y cac 4n pham phuc
vu tuyén truyén, gidi thiéu, quang ba TVTS truc tiép.
- Quan ly hoat dong ctia Poi sinh vién hd trg cong
tac truyén thong tu van tuyén sinh (CAT)

- Thyc hién céc cong viéc khac theo sy phan cong
cua Truong phong.

ThS HUYNH NHU
Chuyén vién

S6 nodi bo: 6332

Email: nhuh@uel.edu.vn

Chuyén cung hé trg: Lé Mai
Anh, Dang Quodc Dat

Cong tac cham séc nguwoi hoc

- T6 chuc gido duc chinh tri, dao dtrc 161 séng, phé
bién phép luat cho sinh vién.

- T6 chtrc Tuan sinh hoat cong dan — sinh vién.

- Cong tac an ninh trat ty, theo doi du luan nguoi hoc.
- T6 chtrc Hoi nghi Déi thoai sinh vién.

- Xay dung ké hoach hoat dong cong d@)ng cuu nguoi
hoc hang nam. Phdi hop t6 chirc cac chuong trinh
hop 16p, hop khoa ciia cac cyu ngudi hoc to chire vé
tham truong.

- Quan 1y hoat dong cia Doi Sinh vién xung kich
(XUKI).

- Thyc hién cac cong viéc khac theo sy phan cong
cua Truong phong.
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Cong tac cham soc nguwoi hoc
- Cong tac kham stc khoe dau vao, kham strc khoe
dinh ky.
- Cong tac cham soéc stc khoe tinh than cia sinh
vién.
- Cong tac Bao hiém y té, bao hiém tai nan.
CN TRAN THANH THAO | - Thuc hién cong tac vé ché do chinh sach (mién
9 Chuyén vién giam hoc phi, trg cép xa hoi, chinh sach gido duc);
S6 ndi bo: 6332 cong tac hd tro tai chinh, gia han hoc phi (vay von
Email: thaott@uel.edu.vn hoc tap, ...).
Chuyén cling hd trg: Dinh Poan |~ C(zng ta,c quA’an 12/' smh;\.flen nollt.ru - ngioal tl"u. -
Lé Huyén, Phan Thi Nhi. - qung tac két ndi; phoi hop voi gia dinh sinh vién
de trao doi, xu ly nhiing truong hop phat sinh dac
biét ctia sinh vién vé hoc tap, rén luyén va tam ly.
- Thyc hién cac cong vi¢c khac theo sy phan cong
cua Truong phong.
Cong tac cham soc nguwoi hoc
- Cong tac quan ly va ghi nhan tham gia CTXH.
CN PHAN THI NHI - Banh %ié két qufl rénlluyén cﬁfl sinh vién.
Chuyén vién ) ) - H(;)C bong khuyén kl:llCh hoc tap.
S6 nodi bd: 6332 - HO tro cong tac tuyén sinh DH chinh quy.
10 Email: nhipt@uel.edu.vn - Ho tro cong tac lam thé sinh vién PH Chinh quy.
- Thyc hién cac cong viéc khac theo sy phan cong
Chuyén cung hd trg: Chau Vian | ciia Truéng phong.
Ho, Tran Thanh Thao
Cong tac cham soc nguwoi hoc
- Phéi hop céac cong tac td chirc hoat dong su kién
sinh vién céc cap (1 khai giang, 18 tot nghiép,...).
- Cong tac t6 chirc cac hoat dong tap luyén va tham
5 . gia lién hoan vin héa, vin nghé cac cép.
(Cj}ljl}l?é‘énljgnQUOC bAT - Qéng tac t6 chirc cac hoat dong 'Eé.p luyén thé duc,
11 thé thao va tham gia héi thao cac cap.

S6 nodi bo: 6336
Email: datdq@uel.edu.vn

Chuyén cung hd trg: Huynh
Nhu, Lé Mai Anh

- T6 chtrc Hoi nghi Cong tac sinh vién.

- Cong tac diéu phdi hoat dong cua cac doi tuyén
sinh vién tham gia cac hdi thi, cudc thi hoc thuat
trong nudc va quoc té.

- Cong tac Thi dua khen thudng - ky ludt sinh vién.

- Thyc hién cac cong viéc khéac theo sy phan cong
cua Truong phong.
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Cong tac cham soc nguwoi hoc
- Cong tac Ban Can su 16p; t6 chirc Hoi nghi Ban
Can sy 16p. (Thanh Thao hd tro)
- Cong tac hd tro sinh vién Lao, Campuchia; sinh
vién trao d6i trong nudc. (Thanh Thao hd trg)
- Cong tac Cb van hoc tap, Hoi nghi cong tac C6 van

CN LE MAI ANH hoc tap. (Huynh Nhu hd trg)

1, | Chuyénvién - Cong tac thé sinh vién, so tay sinh vién (Nhi hd

SO ndi bg: 6336 tro)

Email: anhlm@uel.edu.vn Cong tac khac
- Cong tac van thu, bao cao; cac xac nhan hanh chinh

Chuyén cung hd trg: Huynh lién quan dén sinh vién; quan 1y tai san, van phong

Nhu, Bang Quéc bat phém cua don vi. (Huyén ho tro)
- Cong tac kiém dinh, ISO ciia Phong va hd trg
hd so kiém dinh cac don vi thudc Truong gin
Phong. (Nhu hd trg)
- Thyc hién cac cong viéc khac theo sy phan cong
cua Truong phong.

Tran trong./.
TRUONG PHONG
Noi nhdn:

- Céc don vi trong truong (dé ph/h);
- Nhan sy Phong TS&CTSV (dé th/h);
- Luu: TS&CTSV (LMA)

Cu Xuan Tién
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