B0 phan T6 chirc can bo

STT

01

Nguyén Thi
Ngoc Bich

Chuyén vién
bTC
Q:

08.38352020 -
213

Email:

bichntn@hcm
up.edu.vn

Thuc hién cac
ong viéc:

- Quan li, luu
trlt h6 so nhan
sy cua cong

chuec, vién
chrc;
- B0 nhiém,

mién  nhiém
can by quan ly
cac don vi;

- Tuyén dung,
tiép nhan, diéu
dong, chuyén
cong tac vién
chuec.

- Xét hoan
thanh ché do
tap su;

- Phéan b6 chi
tiéu bién che;

- Xét ki luat
vién chtrc;

- Quan ly
phoi bang,
chung chi cua
Trudng;

- Du tru,
thanh toan
kinh phi tra,
nudc, cac loai
qua phuc vu
tiép  khach,
hop cua Ban

Ho tén - Chirc
vu

Nhiém vu
dugc phan
cong
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Giam hiéu;

- Thanh toan
cong tac phi
cho Ban Giam
hiéu;

02

Nguyén Thi
Thiy Mai

Chuyén vién

bTC

Q:
08.38352020 -

213

Email:

maintt@hcmu
p.edu.vn

(o]

Thuc hién cac
ong viéc:

- Céap nhat hd
so nhan sy cua
cong  chuc,
vién chuc;

- Phan loai,
danh gia vién
chuc;

- BO6 sung ké
khai tai san
cua vién chueg;

- Quan li viéc
ky két hop
déng  khoan
viéc;

Po6c hai,
trang bi bado ho
lao dong;

- Quan 1i dir
liéu hop dong
thinh giang;

- Cép cac loai
gidy to cho
vién chuc
(gidy  chimg
nhan, gidy gioi
thiéu, gidy di
cong tac, gidy
nghi phép...)
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- Quan li viéc
bao gio lam
ngoai gid cua
cac don vi;

- Pang ky vé
may bay cho
cong  chue,
vién chuc di
cong tac.

03

Nguyén Thi
Thu Trang

Chuyén vién
bTC
Q:
08.38352020 -
178

Email:

trangntt@hcm
up.edu.vn

Thurc hién cac
cong viéc:

- Bao hiém
x4 hoi, bao
hiém y te;

- Bao hiém
tai nan con
nguoi;

- Thai san,
huu tri, nghi
viéc, nghi
dudng suc;

- Cac ché do
tham hoi, hiéu
hi, tang té....
(két hop véi
Vian phong
Cong doan);

- Lap danh
sach dé nghi
Hiéu truong
chi tién 18, tét
cho céc ddi
tugng ngoai
bang luong;

- Quan Iy tai
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san va van
phong phim
cua don vi.
04
Thurc hién cac
cong viéc:
- Cap nhat dir
liéu giang vién
Nguyén Huy | phuc vu viéc
Toan tinh gid day
cua giang vién.
Chuyén vién |vigfphhe;
- Thi dua
PTC khen thuong.
Q:
08.38352020 -
178
Email:
toannh@hcmu
p-edu.vn
05

Thurc hién cac
cong viéc:

- Cong tac
phong chay
chira chay va
dan quan ty vé
cua truong.

- Giai quyét
ho khau sinh

vién ton dong;

- Giao lién.
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Pham Thanh
Tam

Chuyén vién

DbTC
Q:
08.38352020 -
178
Email:
tampt@hcmup
.edu.vn
06 Thwe hién
cac cbng
viéc:
- Nang bac
lwong, phuy
cap tham
nién, phu cap
wu dai;

- Pbc hai,
trang bi bao
hé lao ddng;

- Théng ké
s6 liéu cong

chtrc, vién

chtrc;

- Cap nhat
cac van ban
quan ly cua
Trwong glvi

cac don vi

théng qua dia
chi email cla
don vj;
Ma Ngéan
Giang - Cap nhat
ndi dung
Chuyén vién website cla
BTC phong.
Q:
08.38352020
-178
Email:
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giangmn@hc
mup.edu.vn
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