BO GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC KINH TE TP.HCM Poc lap - Tw do - Hanh phic
S6: 1957/TB-DHKT-VP TP. Ho Chi Minh, ngay 26 thang 8 nam 2019
THONG BAO

V/v phan cong nhiém vu Thw ky hanh chinh cho Lanh dao Trudng

Can ctir Két luan phién hop giao ban Lanh dao Truong ngay 09 thang 8 ndm 2019
va nhu cdu cong tac ctia Trudong, Hiéu trudng da chap thuan phan cong cac nhén sy clia
Vin phong truong kiém nhiém cong tac Thu ky hanh chinh cho Lanh dao Truong. Do
vay, Truong gidi thiéu thong tin va nhiém vu ctia cac Thu ky hanh chinh dé cac don vi,
c4 nhan biét va thuén tién lién hé cOng tac, cu thé:

1. Thong tin ciac Thw ky hanh chinh

- Ong Lé Pong D - Thur ky Hiéu trwéng Nguyén Pong Phong kiém nhiém
Thu ky Phé Hiéu trweéng Nguyén Trong Hoai

e Churc vy, don vi: Phé Chanh Vian phong, Vin phong truong (P. A012)

e Dié¢n thoai: 028.38295299 (ext. 15)

e Di dong: 0938 977 556

e Email: duld@ueh.edu.vn

e Fax: 028.38250359

- Ba Nguyén Thi Huynh Cic - Thu ky Chii tich Hi dong trudong Trian Thé Hoang

e Churc vu, don vi: Chuyén vién, Van phong truong (P. A012)
e Dié¢n thoai: 028.38229547

e Di dong: 0963 365 275

e Email: cucnth@ueh.edu.vn

e Fax: 028.38250359

- Ong Lé Tuén Ha - Thu ky Phé Hi¢u treéng Nguyén Hiru Huy Nhut
e Chuc vu, don vi: Chuyén vién, Van phong truong (P. A012)

e Dién thoai: 028.38295299 (ext. 16)

e Di dong: 0901 277 335

e Email: halt@ueh.edu.vn

e Fax: 028.38250359
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2. Nhiém vu ciia Thw ky hanh chinh
- Sép xép, dang ky lich lam viéc/céc chuyén cong tac ctia Lanh dao Trudng hang tuan;
- Tiép nhén vin ban tir cac don vi thudc Truong trinh Lanh dao Trudng phé duyét;
- Truyén dat thong tin ctia Lanh dao Truong dén cac don vi thudc, truc thudc
Truong va ti€p nhan thong tin phan héi;
- Téng hop, chuén bj tai liéu theo yéu cau noi dung cdng tac cua Lanh dao truong;

- Tham dy va lam thu ky ghi bién ban cac cudc hop do Lanh dao trudng chu tri
(khi dugc yéu cau);

- Thuc hién céc nhi¢ém vu khac theo phéan céng cua Lanh dao Truong.

Thong bao nay ¢6 hiéu lye tir ngay 03 thing 9 nim 2019. P& nghj cic Trudng
don vi thong tin ndi dung thong bio nay dén toan thé vién chirc, ngudi lao dong cta don
vi dugc biét./-

Noi nhin: M/

- Cac don vi thugc Truong;

- Chu tich Hoi dong truong;

- Céc Pho Hiéu trudong;

- Céc Thu ky hanh chinh (dé thyc hién); _
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