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Hai Phong, ngay 25 thang 5 nam 2016.

PHAN CONG NHIEM VU CAN BO, VIEN CHUC

Cic linh vye cong viée duge giao phu trach

Cic cong viée phai xu ly hang ngay, thang, nam

Ghi chu
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Tham muu dm Ilu.u truong xdy dung quy hoach, chién

| luoe phat trién. ké hogeh hoat dong dai han va ngén han
Ccua Thu vign, 1 chie didu phdi hé thdng thong tin - thu

Cvien trong nha trudng.

Di¢u hanh c¢ong viée chung cua
['vung tim theo chire nang. nhiém vu: Chuyén mon, nghi¢p
vu thu vién: Trang web cua Trung tam:Cong vige phal Xu
Iv hang ngdy: Xu ly cac cong vi¢e lién quan dén cong tac
thong tin thu vién toan truong: Lam cde logi bao cdo cla
don v Phoi hop xu Iy cong viée trong Ban gidm dbc;

Chi dao céng tic chuyén mon nghiép vu, cac hoat
ddng cia don vi: duyét ndi dung cac bai dang lén
trang Web Thu vién; X ly cac cong viée lién quan
dén coéng tac thong tin thu vién, phuc vu ban doc:
kiém tra, x1r ly va ky cac vin ban; duyét va lam céc
loai bdo cdo cua don vi; quan ly tai san cua don vi.

e hién cong vice thll]“ cua Trung tdm theo chuc nang,
nhicm vu duge phin cong trong Ban giam ddc: Phé Giam
doce phu trach chuyén mon. Xur ly tai liéu: bién muc tai lig¢u
va xdy dung hé thong tra clru tim tin. Lam cac thi tuc can
thiét trude khi sinh vién tdtnghiép ra truong. Chon loc bién
muc cic bai trich tap chi y hoc. Tham gia hudng dan ban
doc tra clu i lidu. Tham gia phuc vu muon tra tai licu .
Tham gia cdc ¢ong viée khac khi dugce yéu ciu. Cong tic

i lam the, quan Iy ban doc va the thu vién; Cong tac thanh

tra, ki¢m tra; Quan ly Co so vat cht, trang thiét bi; Lap ké

Chi dao, kiém tra, giam sat cac cdng viéc chuyén
mon: Phan loai Bién muc; xtr ly céc truong hop bt
thuong cia ban doc; lam ké hoach, bdo cdo cong tac
hang thang; quan 1y va khai thac hiéu qua co s& vat
chét, trang lhxet bi; thuc hién céac chu truong cua
Nha trudng, cép trén vé dao tao, bdi dudng can bd
nhim ning cao trinh ¢ va nang luc cong tic cho
can bd vién chite trong don vi; thuc hign cac nhiém
vu khac khi Giam dbc phén cong.

| hoach, bio cdo cong téc hang thang; Ky thay Gidam dbc cac
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Lo pray o kb Gidime doe di ving: Thue hign cae nhi¢m vu
hhae Khi Gidm doe ay quycn, phin cong;

Phu tidich Rho séch va Phye vy ban doc tai phong doc 2,
- Tham pia lam cde cong vige chung cia don vy, Hudng dan
Cban doe st dung thu vign: Tham gia cde hoat dong phong
o, sinh hoat tip thé.

Phu trach va 6 chie kho sach phong doc tai liéu
tham khao. Phuc vu ban doc tai phong doc 2; Nhin
dang ky va lam lai thé Thu vién. Tham gia lam cac
cong viéc chung cua don vi. Hudng dan ban doc st
dung thu vién; thuc hién cic nhiém vu khac khi

Truong, Pho don vi phén conge.

Phu tiach Ko sich va Phuc vu ban doc tai phong doc Ludn
CansLudn van Bao L ap ehi. Dam nhan cong tac van phong;
chunén cong vin di. ¢ong van dén. thu nhan cac loai bao.
; tap chiz xu Iy cde thong tin ban doc . Tham gia lam cac
| cong vice chung caa don vi. Hudng din ban doc su dung
Sthuvien: Tham i cie hoat dong phong trao, sinh hoat tap

the.

Phu trach kho sach va Phuc vu ban doc tai phong
Tra ctu; Dam nhéan cdéng tic van phong; chuyén
cdng van di. cong van dén. thu nhan cac loai bao.
tap chi; xur ly cac thong tin ban doc Tham gia lam
cdc cong viée chung cia don vi. Hudng dan ban doc
su dung thu vién; thuc hién ciac nhiém vu khéac khi

dugc phan cong

- Phu tich kho sideh va Phue vu cho muon tai lidu vé nha
tai phong muon: Tham gia lam cde cong viée chung cua
don i thu vién co so 1; Hudng dan ban doc su dung thu
vién: Tham gia cic hoat dong phong trao, sinh hoat tap thé.

S N U

Phu trach kho sdch va Phuc vu cho muon tra tai ligu
vé nha tai phong muon; Tham gia lam cac cong viée
chung cua don vi. Huéng dan ban doc st dung thu
vién; Phu trach lam thé thu vién. thue hién cac

nhi¢m vu khac khi dugc phin cong.

- Phu wdch h¢ thong phan mém ILIB, phdi hgp quan tr hé
thdng mang, xay dung va khai thac cac ngudn co so dir liéu
xay dumg thu vién s0; xay dung va béo tri trang Web Trung

tam. Phue vu ban doc tai Phong muon.

S ——

Phuc vu muon trd tai lidu. Quan tri hé thong mang.
phin mém, xdy dung va khai thic cac ngudn co s¢
dir ligu xdy dung thu vién sb: xiy dung va bao tri
trang Web Trung tam.
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C hlu trach nhicm ¢ lp nh ll thﬂl] sua trang Web thir vién;
quan tri hé thdng may chu. phin mém quan tri thu vién;
dam bao h¢ llmnu mang may tinh luon théng sudt. stra
chira cie hong hde mdy tinh trong cic phong may, phong
tra ciru, phong doe, Tham gia lam cde cong viée chung
cua donvi Hudng din ban doc sie dung thu vién; Tham
gia cic hoat dong phong trio. sinh hoat tap thé.

Cap nhat, chinh sua thung tin trang Web thu vién;
quan tri h¢ thong may chu, phan mém quan tri thu
VIen dam bao hé théng mang may tinh luén thong
sudt, stra chita céc hong hoc may tinh trong toan
Thu vién. Tham gia lam céc cdng viéc chung cla
don vi. Hudng dan ban doc st dung thur vién; thuc
hién cac nhiém vu khac khi dugc phén cong.

Diam nhign cong viée phin loai tai lidu; Bién muc tai liéu
trén hé thong ph;:m mém quan (1 thu vién; phéi hop voi
thanh vicn rong Thu vién gino/nhin tai lieu moi: Thuc
hicn Cong vig¢e phai xu ly hing ngay: Tham gia lam céc
cong vice chung caa don vi. Hudng dan ban doc sur dung
thu vicn: Tham gia cde hoat done phong trao, sinh hoat tap

the.

Phan loai tar li¢u; Bién muc tai Liéu trén hé lhémg
phén mém quan tri thu vién; phéi hop voi céac thanh
vién trong TV giao/nhan tai iéu méi; Tham gia lam
cac cong viée chung ctia don vi. Huéng dan ban doc
st dung thu vién; thuc hién cac nhiém vu khac khi

dugc phan cong.

! Phu trach Kho sich va Phue vy ban doc tai phong doc

Neogi van. Tham gia lam cde cong viée chung cua don vi.

1 Hudng dan ban doc st dung thu vién; Tham gia céac hoat
: dong phong trao. sinh hoat tap thé.
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Phu wrach kho sach va Phuc vu ban doc tai phong
doc Neoai van. Tham gia lam cac cong viéc chung
cua don vi: Hudng dan ban doc sur dung thu vién:
thuc hi¢n cac nhiém vu khac khi Trudng, Phé don

vi phan ¢dng.

TRUONG PON VI

Nguyén Thi Hong Nhung




