BOYTE CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG DAI HOCY DPUQC Poc 1ap — Tu do — Hanh phic
HAI PHONG

PHAN CONG NHIEM VU VA NOI QUY PHONG PAO TAO SAU DAI HOQC
( Ap dung tic ngay 1 thang 8 nam 2016 )

1.Phén cong trach nhi¢m va cong viée
1. PGS-TS Dinh Vin Thirc ( Trudng phong)

- Chiu trach nhiém quén ly va diéu hanh chung cac cong viéc cua phong,
chiu trach nhiém trude Ban giam hiéu vé tat ca cac cong viéc cua phong Dao tao
sau dai hoc.

- Trién khai, phan cong can bd thuc hi¢n cic cong viéc cua phong khi duge
Ban giam hiéu chi dao.

- Ra soét lai tit ca cac cong vin, quyet dinh va cac cong viéc khac cua phong
Dao tao Sau dai hoc trude khi trinh Ban giam hi¢u ky duyet.

- Tu van cho Ban Giam hiéu vé céc cong viéc chuyén mon: tuyén sinh, dao
tao,thi va bao v¢ ludn van, ludn an cua hoc vién.

- Thoi gian lam viée kiém nhi¢m: Tat ca cac budi chiéu trong tuan, va thoi
gian khac khi cé yéu cau cua Ban giam hiéu va phong.

2. TS Dinh Thi Thanh Mai( Pho trudng phong)

- Chiu trach nluc;m quan ly va diéu hanh cong viéc cua phong khi dugc
truong phong uy quyén.

- Theo d&i tién do cong viéc clia phong, dé xuat véi truong phong bén phap
pidi quyét cdc cong vige cua phong, don dde cac can bo trong phong thuc hién
nhiém vu dugc giao .

- Tryc tiép phu trach cong tac dao tao nghién ctru sinh, Bac si ni tri cta

truong.

- Thye hién céc cong viée khéac khi dugc phan cong.




3. ThS Nguyén Thi Tuyét ( Pho trudng phong)

- Chju trach nhi¢m quan ly va dieu hanh cdng viée clia phong khi truong

phong uy quyén.

- Theo ddi tién d9 cong viéc cua phong, d3 xuét voi truong phong bén phap

giai quyet cac cong viéc cla phong, don ddc cac can bo trong phong thuc hién

nhiém vu dugc giao .

- Truc tiép phu trach cong tac dao tao cao hoc cta truong.

- Thuc hién céc cong viéc khac khi duge phan cong.
4. ThS. Tran Thi Bich Hbi (Chuyén vién La cdn by kiém nhi¢gm)
- Phu trach cong tac bac si chuyén khoa cap 11

- Thyc hién cac cong viéc khéc khi duge phan cong.

5. Ths Pham Thi Hanh ( Chuyén vién)

- Phu trach cong tac dao tao bac si chuyén khoa cap |

- Phu trach cong tac bac si chuyén khoa dinh hudng

- Thuc hién céc cong viéc khéc khi duge phan cong.



1. NOI QUY VA NGUYEN TAC UNG XU TRONG CONG VIEC

NGUYEN TAC VA YEU CAU CHUNG

Pang tham quyén, chire trach( khong vugt cép\); chiu trsach nhi¢m theo
phan cap; tén trong ¥ kién két luan cta lanh dao, quy ché phat ngon, ché
dd mot thu trudng.

Ung xtr phit hgp véi hoan canh va theo cac méi quan hé trong cong viée
Cha dong trong cong Vige, thudng xuyén bdo cdo tién dd cong viée voi
nguoi phu wréch.

Cong tac va hai hoa lgi ich; coi trong tham my hanh vi( trong 161 noi,
ngdn i, thai do, cur chi, tac phong, trang phuc) hudng toi su hai long.
Ling ngh, thAu hiéu, cong bang( Kinh trong voi nguoi 16n, ngudi mang
trong trach, than tinh vGi nguoi ngang bing; nhe nhanh, quan tam voi
ngudi tré hon, cflp dudi, hoc vién...)

NOI QUY

Tuan tha cac quy dinh vé gidr lam vigc, hop, ché do truc nhét, coa cao
Thudng xuyén sap xép ban ghé, phong lam viéc ngan nap, gon gang,
khoa hoc, sach dep, an toan.

Nam viing va thuc hi¢n ding cac ngyén tic vayéu cau, cac quy trinh.
Phuong phép, thu tuc va minh chimg trong khi tién hanh cong viée cua
phong Dao tao sau dai hoc.

Khong lam nhiing viéc anh hudng t6il[i ich, hinh anh, uy tin ciia don vi
va co quan, thu hanh tiét kiém va chdng lang phi.

Khi c6 bat ddng y kién ¢n binh tinh trinh bay ¥ kién ca nhan bang 1y 1€
va minh ching thuyét phuc; ton trong y kién ctia ngudi trao doi, cling
ban bac, tranh ludn dé tim ra phuong an t6i vu vi lgi ich chung. Khong
xtic pham nhan phﬁm, danh du ctia ngudi tranh luan; khong dinh kién ca
nhan, khong gy mét doan két, chia r&, be canh; xay dung moi truong
lam viéc than thién, van minh.




