TRUONG DAI HOC HONG BUC CONG HOA XA HQI CHU NGHIA VIET NAM
BAN QL NHA O SINH VIEN Poc lap - Tw do - Hanh phic

S6:  /KH-QLNOSV Thanh Héa, ngay 01 thang 01 ndm 2019

KE HOACH PHAN CONG
Nhiém vu d6i véi CBVC - LD nim 2019

Can cr chtrc ning, nhiém vy Nha truong giao va Ké hoach cong tac nam 2019,
theo dé xut clia cac t0, sau khi thong nhit voi Cong doan; Truéng Ban QL Nha ¢ Sinh
vién (NOSV) Phan cong nhiém vu cho cdn bd, nhan vén (CBNV) trong don vi nam
2019 nhu sau:

I. PHAN TO CONG TAC VA NHIEM VU CUA TO

1. Phan t6 cong tac: Tong so CBVC-LD 13 nguoi duoc bién ché thanh 2 t6:

- T6 Quan 1y ndi tra, moi truong gom: 8 nguoi.

- T6 K¥ thuat, Bao vé gom: 5 nguoi.

2. Nhiém vu chung:

Thuce hién tét cong tac quan Iy ngudi & ndi tra (NONT), quan 1y tai san, trang bi,
cong tac van thu, hanh chinh, ISO, cong tac ké toan, thu quy, cong tac bao vé ANTT,
phuc vu dién nudc, v¢ sinh moi truong, cong tac phong chay, chita chay, quan 1y dich
vu phuc vu va tréng giit xe cho CB, NONT, hoat dong tu quan, cong tac VIM; phdi
hop vai1 bao vé Nha trudng, cung cac don vi trong truong bado ddm cong tac an ninh trét
tu trong khu nha & Sinh vién 13 ting, tham muu cho Trudng Ban céc bién phap quan 1y
nguoi 6 (QLNO), bao vé an ninh va cac hinh thire xur 1y ky luat khi ¢6 vi pham ndi quy,
Quy ché;;

Thuc hién co ché quan 1y 1a don vi su nghiép c6 thu, hach toan doc lap theo
nguyén tic bao so hang quy véi Ké toan Nha truong.

3. Nguyén tic 1am viéc trong don vi

- CBVC-LD c6 mat tai noi lam viéc ding gio, trang phuc nghiém tac, deo phu
hiéu, giao tiép vin héa (khong: ndi tuc, churi thé, hit thude, say ruou, bia, lam viéc
riéng...);

- Chi dao cong tac tu quan, cong tac PCCC bao dam an toan trong khu vuc;

- Pon dbc thu nap cac khoan kinh phi vé quy ban theo qui dinh;

- Thoi gian thuc hién hop dong NONT trong nam, tir 01/01/2019 dén
31/12/2019; cac ddi twong hop dong & ndi tra déu thanh toan tién phong, tién dat coc
ngay dau ky (truong hop dic biét kho khan dé nghi 1anh dao ban duyét thu phi lam 2 ky
trong nam);

- Viéc phan tryc hang ngay luu vao sé phan tryc cta to dam bao truc 24/24 gio,
hét ca truc ban giao tinh hinh ca tryc, cong cy, dung cu lam viéc gitra ca trudce va ca sau
trong s0 ¢o su ky nhan cua hai bén;

- S6 truc cta td, Album anh NONT dé tai phong truc chinh ctia Ban va thuc hién
giao nhan theo ca truc;

- Ngay lam viéc: CBVC-LD ¢6 mat va lam viéc dung gio hanh chinh theo quy
dinh; Céan bg truc thuong truc 24/24 tai vi tri tryc;

- Ngay truc: Céan b truc ngay thu 7, CN duogc nghi bu truc 01 ngay, bd tri tron
trong thang do t6 b tri theo nguyén tic khong dé viéc nghi bu anh huong dén nhiém vu
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chuyén mén. Tryc ca ba nghi bu 1/2 ngay bd tri nghi vao chiéu ngay hém sau, riéng
tryc ca ba ngay thr sau va ngdy cudi thang bo tri nghi bu vao chiéu ngay thi 5;

- Can b6 k¥ thuat dién nudc va nhan vién bdo vé lam viéc theo nguyén tac lam
viéc 01 ngay va duoc bd tri nghi bu 01 ngay vao ngay hom sau;

- Luong CBNV dugc thanh toan tam tng vao 15 hang thang, va dugc chi tra vao
cudi thang, sau khi thong ké duoc sé ngay lam viéc thuc té cia timg CBNV. CBNV
dam bao ngay cong lao dong trong thang thi dugc huong nguyén luong; thoi gian nghi
viéc khong du ngay cong theo ché do 1am viéc khong hudng luong hodc chuyén sang
ché do huong luong bao hiém theo quy dinh. (Trudng hop déc biét do hoan canh gla
dinh phai nghi viéc, nguoi lao dong c6 don, duoc t6 va lanh dao Ban dong y giai quyét
cho nghi lam viéc van huéng nguyén luong nhung khong qua 01 ngay trong thang);

- Toan thé CBNV trong Ban thyc hién nghiém tic cam két tiét kiém trong su
dung dién, nudc; khong: hut thude, bai bac va sa vao céc té nan xa hoi; guong mau thuc
hién "N6i va 1am viéc theo tu tudng, dao dirc, phong cach HO Chi Minh"; Tu giac, trach
nhiém, trung thyuc va sang tao;

- Giao trach nhiém cho céc to trudng chiu trach nhiém trudce lanh dao Ban vé céc
cOng tac trong t6 clia minh;

- Cac to hop danh gia cong tac (s6 ngay lam viéc thuc té, mac do hoan thanh), Xep
loai lao dong hang thang cua tung ca nhan theo 4 muirc (Theo quy dinh cham dzem xép
logi) va trién khai cong tac thang sau, noi dung duoc ghi vao so ghi bién ban cua to.

4. Quy dinh mirc thu va phwong thirc thu - chi (gia thué phong ¢ theo Quyét
dinh sé 2105/QB-DHHD ngay 07/12/2018 cua Hiéu trucng trieong Pai hoc Hong Pikc).

- Murc thu phi phong & ndi tra: 600.000d/phong/thang

Khi HSSV ¢6 nhu cau bao phong, néu con phong thi giai quyét cho bao ca phong
va ndp phi phong & ca dinh xuat.

* Ty 1€ sir dung phong 6 cia nam 2019 Nha truong qui dinh >90%

- Tién dién, tién nudc thu theo gia hién hanh, ngoai ra thu thém tién bao tri dong
hé 5.000d/phong/thang

- Tién st dung Internet: 90.000d/phong ndi tra/thang, 150.000d/ho dich vu/thang.

Quy trinh tiép nhin nguoi & ndi tri (NONT):

Buéc 1: NONT vao gip quan 1y phong, sau khi quan 1y phong xac minh day du
thong tin ngudi dén thuc té 1a dbi tugng dugc o tai khu noi trd thi sé tién hanh xét cho &
tai Nha ¢ sinh vién.

Buéc 2: Quan 1y phong kiém tra phong trong hodc phong con co thé ghép thém
chd phu hop véi nguoi thué va tién hanh ddi soat véi ké toan dé chic chan vi tri d6 con
dang tréng thuc dé bo tri cho NONT.

Buéc 3: Quan 1y phong sau khi da kiém tra chic chan vi tri dé b6 tri NONT thi
phéi hop v6i ngudi quan 1y truc tiép tai phong va ting d6 huéng dan sinh vién lam hop
dong thué & (néu can bé quan Iy tang khéng c6 mdt thi can bg qudn 1y phong lam cdc
thit tuc sau d6 chuyén hé so cho can bg qudn 1y tang khi ¢é mdt), can bd hudng dan cho
NONT lam thu tuc dang ky tam tra, tam vang tai khu noi tra, NONT ndp anh chan
dung (4x6cm) cho can bo quan 1y dé 1ap Album anh noi tra, va hoan tat cac thi tuc ¢6
lién quan.



Buwéc 4: Sau khi huéng din sinh vién 1am xong tha tuc thi chuyén hd so hop dong
cho ké toan viét phiéu thu, ké toan viét phiéu thu xong chuyén hd so kém phiéu thu
sang Thu quy thu tién, va luu ho so hop dong.

Buéce 5: Sau khi d3 hoan tat thi tuc can bd Quan 1y tang vao so theo ddi phong
cac s lidu co lién quan va din sinh vién 1én phong, lam cac thu tuc ban giao phong &
va gi6i thiéu sinh vién lam quen véi cc ban trong phong, phd bién cho NONT ndi quy
noi tru, va cac dich vu Dién, nudc, Internet tai nha & sinh vién.

- Phén cong phu trach tai chinh:

+ Poéng chi Nguyén Thi Huyén, Ké toan chinh chiu trach nhiém toan bd cong tac
tai chinh ctia Ban,;

+Pdng chi Vil Thi Thuy, thity qui Ban.

- Phén chi: cac t6 can ctr ké hoach duoc duyét, lap ké hoach dé nghi thay thé, stra
chira va cac hoat dong c6 lién quan t61 nhiém vu cua t6 va tung CBNV. (trir truong hop
dot xuat co hu hong phai sira chita gap thi to 1ap ké hoach béo c4o Lanh dao ban)

I1. YEU CAU NHIEM VU POI VOI CBNV.

1. Nhiém vu ciia by phan quan ly ngi trd: Chiu trach nhiém quan ly toan bo hé
thong phong va cac hoat dong noi tra, sinh hoat chung, hoat dong dich vu, hd so phong
chay chira chay:

- Huéng dan NONT lam don xin & noi tru;

- Lam hop d6ng & ndi trd (mdi nguoi & nodi tra c6 don, hop dong va hd so ndi tra
theo quy dinh;

- Thu anh va ho so dang ky tam tr, 1am s6 Album anh;

- B6 tri ¢ noi trd theo don vi;

- Ban giao tai san phOng ¢ va quan ly tai san trong khu vyc dugc phan cong;

- Cur phu trch phong, thanh lap t6 tu quan theo phOng ndi trll, mdi tang c6 01
nguoi phu trach;

- Tong hop danh sach ngudi & ndi tra dé lién hé véi Cong an 1am thu tuc dang ky
hé khau tam tra theo qui dinh;

- Chi dao HSSV Noi trti to chirc 1am vé sinh theo tang it nhat 1 1an/ thang;

- Phéi hop véi can b ky thuat nhic nhd NONT nap tién dién nudc cua thang tir
ngay 01 dén 10 thang sau;

- Hoan thién cac so6 theo ddi theo timg ndi dung cong viée, béo cdo so liéu noi tril 01
lan/thang vao ngay 23 dé to tap hop béao céo 1anh dao Ban;

- Khi NONT thanh 1y Hop dong & Noi tr, can bd quan 1y tang phdi hop bo phan
ky thuét nghiém thu phong & ndi trt, sau do chuyén hd so cho ké toan thanh toan thanh
1y hop dong;

- Céan bd quan 1y ting chiu trach nhiém chinh vé tai san, thiét bi PCCC, dién,
nudc, ndi vu, v€ sinh, an ninh trat ty va NONT trong téng minh duogc phan cong; trong
ca truc chiu trach nhiém toan bd khu Nha & Sinh vién.

2. Nhiém vu quan 1y tai chinh: Chiju trach nhiém vé toan bd hé thdng s séach,
chung tir ké toan theo qui dinh, tham muu cho Truéng ban quan 1y thu — chi cac khoan
kinh phi trong ban dting, di theo ké hoach dugc giao; 1am bao cao quyét toan va luu hd
s0; giao dich thanh quyét toan cac ndi dung cong viéc véi cac bo phan chiic nang trong
don vi va trong Nha truong:



- Thu 1¢ phi phong ¢ ndi tru, tién dat coc cia NONT ca ky ngay khi lam hop
dong va tién Hop dong cac dich vu phuc vy, Hop d6ng thué phong, tién dién, tién nudc,
tién sir dung Internet nop vé quy;

- Vao ngay 23 hang thang, ké toan va thu quy ban bao cio sé lidu thu, chi cac
loai kinh phi vé Trudng Ban.

3. Nhiém vu cua can b§ hanh chinh, Quy, thu ky ISO:

- Nhiém vu cua van thu, hanh chinh:

Chim lo cac diéu kién 1am viéc cta don vi: sép xép phong lam vi¢c cua lanh dao
Ban, phdi hop cung Cong doan cham lo doi sdng vat chat, tinh than cho can bd, nhan
vién; truyén dat cac chi thi quan ly, diéu hanh cua Lanh dao Ban 61 cac t6 va CBNV
trong don vi; tiép thu dé nghi yéu cau va bao cdo cua cac to téng hop bao cdo lanh dao
Ban; hang ngay nhan cong van tai van thu Nha truong, vao so luu cong van, trinh
Truong Ban giai quyét; theo doi cham cong lao dong, 1am bang chim cong thang, phéi
hop véi cac to trudong 1am bao cao tong hop cong tac cua Ban hang thang nop vé Nha
truong; theo ddi cong van di, dén, quan Iy con dau ciia don vi;

- Nhiém vu thu ky ISO:

Thue hién cong tac ISO va cac yéu cau cta hé thong quan 1y ISO 9001:2015 theo
chi dao théng nhit ciia Ban ISO Nha truong; Tham muu cho ldnh dao Ban cac bién
phap quan 1y trong don vi; Luu tai liéu d xir Iy xong vao hd so 1SO cua don vi;

- Nhiém vu quan ly quy tién mat:

Quan ly quy tién mat, phéi hop cung ké toan thuc hién cac nghiép vu quan 1y quy
tién mat, chuyen khoan, thanh toan va quan Iy quy theo quy dinh hién hanh; bao céo
quy hang tuin cho Trudng Ban; phdi hop cung ké toan lap ho so thanh quyét toan cac
khoan thu chi phat sinh trong don vi.

4. Nhiém vu ciia by phan vé sinh moi truong (VSMT):

Lam vi¢c theo gid hanh chinh, khong bd tri truc ca ba; chiu trach nhiém toan bd
cong tac vé sinh moi truong khu khubn vién, hanh lang, ciu thang, khu vuc nha vé sinh
chung, hé thong thoat nudc thai trong nha & sinh vién 13 ting, ddm bao vé sinh sach s&
hang ngay, thu gom rac thai tap trung vé xe chira réc, quan 1y hé théng xe, thing chtra
rac va cac dung cu 1am VSMT, cham séc cay trong khu khudn vién, phéi hop véi can
bd nhan vién trong don vi to chic cong tic VSMT ding qui dinh; tham gia céc cong tac
khac khi c6 sy phan cong cuia Lanh dao ban.

5. Nhiém vu ciia b¢ phan ky thuat:

Chiu trdch nhiém quan 1y toan bo he thong thiét bi may tinh, dién, nudc, mang
Internet, camera, hé thong thiét bi PCCC trong khu nha ¢ sinh vién; sura chira, thay thé
thiét bi hu hong kip thoi; chdt s6 dién, sé nudc & tat ca cac vi tri trong khu vuc quéan 1y
tir ngay 20, cham nhat ngay 25 hang thang phai hoan thanh, phdi hop véi can bo QLNT
trong viéc cong khai s6 liéu dién, nudc, thu tién dién, tién nude dang qui dinh, tham ra
cong tac bao vé va quan 1y noi tru va cac cong tac khac khi c6 sy phan cong ctia Lanh
dao ban.

Quan 1y cap nhat thong tin trén Webs cua don vi trong trang Web Nha truong,
thong tin tir camera an ninh khi triét xuét.

6. Nhiém vu ciia b phan bio vé:
Thuc hién nghiém N§1 quy ra vao co quan va Noi quy Noi tra; chiu trach nhi¢m
vé cong tac bao v€ an ninh chinh tri va trat ty an toan trong don vi; pho6i hop véi cac bd
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phan trong ban dé quan 1y toan dién ANTT trong khu vuc; tham muu cho Truéng ban
cac phuong an bao vé tdt nhadt ANTT, an toan tinh mang, tai san trong don vi. Truc bao
vé toan dién trong thoi gian nghi Tét Nguyén dan theo quy dinh; tham gia cac cong tac
khéc khi c6 sy phan cong ctia Lanh dao ban.

TAt ca CBNV trong ban, trong ca truc c6 trach nhi¢m phéi hop chat ch€ véi nhau
giita bao vé, k¥ thuat, quan 1y ndi tra, moi trudng kiém tra ndm tinh hinh chap hanh Noi
quy noi tra va xt 1y cac tinh hudng bt thuong xay ra, dam bao an ninh trat tw, an toan
tuyét dbi trong don vi; trong ca truc néu giai quyét cong viéc khong kip thoi, bo truc,
dé tai san hu hong, méat mat hodc cac vi pham khac thi tuy theo mirc do s€ bi xur 1y tur
bdi thuong thiét hai dén chiu cac hinh thirc ky luat theo qui dinh ctia don vi cling nhu
cua Nha truong.

I11. PHAN CONG NHIEM VU CHO CBVC-LP

‘A Chure n . £ Email:
STT Ho va tén danh Nhi¢m vu dugc giao So BT @hdu.eduvn
Trudng | Phu trach chung; cong tic to chuc; ké
1 | bam Van Van Ban hoach; Tai chinh, thi dua, gido duc chinh | 0914403004  damvanvan

(CVO) tri tu twdng., chu tai khodan;

Tryc tiép quan Iy, diéu hanh cac hoat
PTB dong trong don vi theo ké hoach duoc
2 | Lé Hiru Khué cvV Truéng Ban phé duyét va cac cong tac | 0904842232 lehuukhue

khac theo sy phan cong va iy quyén
cla truong ban

|. Té6 Qudn Iy ngi trit , M6i truong

T3 Piéu hanh cic hoat dong trong t6; Phu
trach phong néi trfi, dang ky tam tra cho

1. | Hira Thi Ngoc tr‘é"lil“g céc doi tuong ndi tri; Lam cong tic quan | 0934424848 huathingoc
Iy ndi tri; thong ké bao cdo tinh hinh ndi
trt. HO so PCCC;
To6 pho | Quan Iy quy tién mat; Phy trach Cong
2. | Vii Thi Thay NV | doan, quan Iy ni tr; VSMT, VS| 0949366968 vuthithuyl3t
ATTP, quan I tii san, VTM.
K& toan

Ké toén, phu trach cac thu, chi, quan ly

3. | Nguyén Thi Huyén CN 0948399786/ nguyenthihuyen13t

noi trf, quan ly dich vu
4. | Lé Thi ThaiHuyén | CV | Van thu, hanh chinh, quan Iy ndi tra 0963370222 lethithaihuyen
5. | Lé Thi Gai NV Lam cOng tac vé€ sinh moi trudong 0359928618 lethigai
6. | Nguyén Thi Diéu NV Lam cong tac vé sinh moi trudng 0388123177, nguyenthidieu
7. | Pham Thi Tuyét NV | Lam cong tac vé sinh méi truong 0976500318 phamthituyet

1. T6 Ky thudt, Bio vé

i To Diéu ‘hanh hoat dong trong t0; quan ly
1. | Le Cong Hién truwéng | hé thong dién, nude, PCCC, truc bao v¢ | 0963880941  leconghien
CN dém, tham gia quan Iy ndi tra;

) Quan tri mang Internet, truc camera, truc
To pho | va tham gia cong tac quan 1y ndi tru;

KS lam bao cao va cac dé nghi cong viée
ctia to.

2. | Tran Thi Thu Thay 0915684630/tranthithuthuy13t

, Quan 1y hé théng dién, nude, PCCC,
3. | Trinh Van Thang NV trye bao vé dém va quan ly ndi trg, tham | 0336361009  trinhvanthang
gia quan ly ndi tru.

‘ Truc bao v€, quan Iy cong tac ANTT va
4, | Tran Vin Cuong NV an toan trong don vi, tham gia cac cong | 0986551889 tranvancuong
tac chung trong don vi.




~ Phan cong: B/c Hira Thi Ngoc, To trudng t0 QL-MT huéng din Ba Lé Thi Thai
Huyén trong thoi gian thu viéc. (Tu ngay 16/4/2018 dén 15/4/2019)

IV. CHE PQ BAO CAO

Tung CBNV hang ngay vao Website Nha truong (hdu.edu.vn) va Email ca nhan
dé nhan thong tin va bao céo nhanh tinh hinh cong tac; t6 truong, ké toan va tha quy
béo cdo nhanh s liéu va nhimg phat sinh dé xuét cho lanh dao Ban qua dia chi Email.

Thoi gian thyuc hién ké hoach tir 01/01/2019, qué trinh thwe hién tuy theo yéu cau
nhiém vu Nha trudng va cong tac ctia Ban s& c6 su bo sung diéu chinh hop 1y; toan thé
CBNV trong Ban c6 trach nhiém thyuc hién nghiém tic ndi dung ké hoach phan cong./.

Noi gui: - A 1 2

~BGH (Béo cio): PAI DIEN BCH CONG POAN TRUONG BAN
- Phong TCCB (Bao céo);

- CBVC-LDb trong Ban;

- Luu: BQLNOSV.

Vii Thi Thuy Pam Van Van



