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TRIJONG DAI HQC NGAN HANG
TP. HO CHi MINH

CONG HOA XA HOI CHU NGHiA VTET NAM
DQc lfp - T1r do - H4nh phric

PHONG QUAN TRI TAI SAN rhanh phti Hi Chi Minh, ngay 27 thdng 02 ndm 2017

QUy OINH TRACH NHrEM VA PHAN CONG NHrEM VU
(D6i voi Crin b6 vd nhAn vi6n Phdng QTTS)

Crn cu vdo Quy6t dinh sri 1734/QD-DHNH,ngity 24111/2014 cta HiQu truong

Trudng D4i hgc Ng6n hang Thdnh ph6 H6 Chi Minh v6 viQc ban hdnh Quy ttlnh chric
.i

ndng, nhiQm vu ve quy6n h4n cta Phdng Quan tri tdi san Trudng D4i hgc Ng6n hang

Thdnh ph6 HO Chi Minh;

Cdn cri vdo chuc n6ng, nhiQm vq vd quydn h4n dugc giao,

TruOng Phdng Quin tri tai san trudng D4i hgc Ng6n hang Tp. HCM quy dinh tr6ch

nhiQm vd phAn c6ng nhigm vu At5i vOi toan th6 crin b0, nh6n vi6n thuQc Phdng Quan t4
Tdi sdn nhu sau:

BO PHAN / NHTEM VU IBU

I,IG OUAi

NG OAI Hl
rp.16 c

NGUYEN TRUNG TRI

Truong phdng. NhiQm vy ce th6: I PffaL.-

- Chlu trich nhiQm vC t6t ca ciic ho4t tlQng cta Phdng.

- Tryc tiiSp quan ly cric cdng viQc:

^,:.o uham cong

o XAy dtmg co bAn vd stra chta l6n

o Mua sim vd quan lf tdi sin

TRAN DUC LIEM

Ph6 Truong phdng php tr6ch co sd 56 Hoirng Di€u 2
(Thir Dric). NhiQm vp cs th6:

- Q"ln l)? toan bO co sd vat ctr6t lnna cria, tdi si,n, trang
thict bi,...).

- Ph6i hqp vdi Trung t6m H6 trq sinh vi€n trong c6ng
t6c quan ly, vQn hdnh k! thuQt c6c khu ky trlc x6.

- Chi tlao thgc hiQn c6ng t6c quin ly tiri sdn; c6ng tac
mua sim tiri sin, thi€t bi.

- Tryc ti6p phq trrich T6 K! thuAt, tO phUc vp t4i Thi
Dric.

HO vi TEN
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Php tr6ch c6ng t6c chdm s6c c6y xanh t4i Tht Dric

Kri trinh mua sim thuong xuy6n nhirng hqp d6ng c6
Y

si6 tri dCn 200.000.000 tl6ng.

Ki tdnh thr,rc hiQn nhirng hqp tl6ng sira chira, XDCB
c6 gi6 trid€n 200.000.000 d6ng.

Qu6n lj tinh hinh mua se-, c,lng c6p v4t tu, v4t liQu

tai co sd Tht Dtc.

Ph6i hqp v|i circ dcrn vi Phdng, Khoa, Ban,... tai Thri
Dtc gi6i quy€t nhirng vdn d€ ph6t sinh li6n quan d6n
chfc ndng, nhiQm vp cta Phong.

Gi6m srit viQc thgc hiQn nhirng hqp dOng theo c6ng
viQc t4i khu vuc Thri Dfc.

Thay m{t Truong phdng l6nh d4o Phdng khi Tru&ng
phdng riy quy6n.

Brio c6o Trucrng phdng k6t qui thqc hiQn nhiQm vq vd
nhirng viQc kh6c do Truong phdng phdn cOng.

Tri6n khai thpc hiQn vd chlu trrich nhiQm vC ntrtrng
c6ng vi6c dugc Ban Girim hiQu phdn c6ng.

PHAN DINH PHUC

Ph6 Truong phdng. NhiQm vq c9 th6:

- Phu trrich co sd v$t chdt cic co so tai qu{n 1. Qudn lf
bQ phan k! thu4t t4i Qu{n 1.

- Tham muu cho Trudng phdng vir chiu trrich nhi6m vC

c6ng16c XDCB vd sria chta l6n khi dugc phdn c6ng
c9 th6.

- Ki6m tra vi6c l4p dg torin cric dg rin sta ch[a, xdy
dlmg trudc khi trinh Hi6u tru<rng ph€ duyQt.

- Ki trinq mua si- thudng xuy6n nhfrng hqp d6ng c6
giri tri d6n 200.000.000 d6ng.

- Ky trinh thr,rc hiQn nhirng hqp ddng stia chta, XDCB
c6 giri tr! dtin 200.000.000 d6ng.

.^ -;. ,- Thenh vidn Td chuy€n gia thuc hi€n mua sdm l6n tdi
s6n khi cluoc ph6n c6ng.

- Quin li tinh hinh mua sam, cung c6p vat tu, vat lieu
tai co sd QuAn 1.

- Thay m4t Trudng phdng l6nh d4o phdng khi Truong
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phdng ty quy€n.

Biio c6o Truong phdng ktit qui thgc hiQn nhiQm v9 vd
nhfrng viQc khric do Trudng phdng phdn c6ng.

Tri6n khai thgc hign vd chiu trrich nhigm vA nhirng
c6ng viQc duoc Ban Gi6m hiQu phdn c6ng.

TRAN HIJU HUNG

- Chuy6n vi6n BQ phqn qudrn 11y', mua s5m tdi sin:

. Quan lf tdi sin toirn truong: theo d6i dt liQu tr€n
,4.

mriy tinh; c6p vir gan md s6 tdi san tl6i v6i tiri sin mua

mdi ho4c ti6p nh{n di6u chuytin tu Don v! ngodi Truong;
ldm b6o c6o theo y6u cAu.

. Ph6i hqp thgc hiQn ki6m k€, thanh lf tdi s6n.

. Thgc hiQn mua s6m thudng xuy6n, mua sim lon.

. Theo d6i c6c hqp d6ng dich vg v6 c6ng nghg

th6ng tin.

- Ph6i hqp quin lf kho tdi san, chi md kho tiri sin khi
c6 dir 2 ngudi.

- Lirm viQc t4i Qu4n 1.

DANG QUANG HUY

- Chuy€n vi€n BQ phfn qu6n lj, mua sim tdi sin:

. Thuc hiQn mua sim thudng xuy€n: thi6t bi vdn

phdng, v6n phdng ph6m, vat tu diQn, vdt tu nudc.

. Theo d6i cric hqp d6ng bio tri thang m6y, mriy

lgnh, cria cu5n, m6y photocopy, mily nu6c u6ng.

- Quin lf kho sir dgng chung.

- PhOi hgp quan l! kho tdi san, chi md kho tiri sin khi
c6 dt 2 ngudi.

- Lem viQc t4i Qufln 1.

Chuy€1 vi6n BQ ph{n.xdy dsng; BQ phQn quAn l!,
mua s6m tdi s6n (mua sdm l<rn).

Ldm viQc tai Qu4n I vd Tht Dric.

LE EUC VU
Chuy6n vi6n BQ phSn quan lf, mua sdm tdi sin:

. Qu6n ly tei san toern trudng: qurin l1i h6 so, cung

'c NGAN H

J/ ,H

rf,iri,{

LE VAN SON
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6nt1eu ddrhap 
"do 

mriy tinh.

. L4p vi t6ng hqp kii hoach mua s6m tii s6n hirng

ndm.

. Phdi hqp thgc hiQn ki6m k€, thanh ly tei sen.

. Thgc hiQn mua si* thudng xuydn, mua sim lon.

- Ihu" hiQn vd theo d6i quy trinh trinh ky h6 so mua
sam, thanh torin (trinh Phdng TCKT vir HiQu truong).

- Ldm vi€c tai Quan 1.

NGUYEN HONG PHONG

o6 rsaur uAr

TRAN THANH QUANG

- NhAn vi6n BQ phdn k9 thuat

- Ldm viQc t4i Quen 1.

IRAN ANH PHU'ONG

t6 tru<rng fO fy tnu4t t4i Tht Dric. NhiQm vg cq th6:

- Gitip viQc cho Ph6 trudng phdng phg tr6ch khu vuc
Tht Duc trong c6c c6ng viQc vdn phong: l6p ki5 hoach
vd theo d6i thpc hiQn sria chta nh6, k€ ho4ch mua sdm
thudng xuy6n.

- Tryc tiiip quin lf, ihgc hi€n vi chlu tnich nhi€m v€
c6c c6ng vi6c cta T6 kI thudt t4i Tht Dfc.

- Ph.oi hqp thgc hiQn cdng t6c b6o tri, b6o du&ng hQ

th6ng diQn, m6y lqnh, m6y bom, thang mriy, m6y nu6c
u6ng.

- Ldm ciic c6ng viQc khrlc khi lAnh d4o y€u cAu.

HOANG VAN VU

Girip viQc cho Ph6 truong phong phg trrlch khu vuc
Tht Dtc. NhiQm vU cq th6:

Quin ly v4n hdnh k! thuQt cilc khu ky tfc xri.

Ldp k6 hoach vd theo d6i thr,rc hi€n sua chta nh6.

Ldm c6ng t6c quan ly vQt tu, v4t liQu cung c6p thay
th6 cho cric khu ky tric x6.

Ldm c6c c6ng viQc kh6c khi l6nh tlao y€u cAu.

NGUYEN TIIANH BINH

VI VAN CAN

- NhAn vi6n T6 k! thuQt. C6ng viQc cu th6 do LEnh dao
Phdng t4i Tht Dric phdn c6ng.
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rou ruAr cHrJoNG

NcuvEN vrEr rrBN

HoANGoiNsr,ru

NcwPN rra. rrBN PuAr

HA TRO.NG THANH

LUONG QUOC HqI

r-uu xuAN euAN
NcuvpNvANvrBr
rnAN vAN rsApr

- Ldm viQc t4i Tht Dirc.

NGO THI THU HIEN

tO trudng tti phuc vu tai Thri Eric. NhiQm vq cg th6:

- Tryc tit5p quan ly, lhyc hiQn vd chlu trrich nhiem ve
c6c c6ng viQc cria T6 Phgc vq t4i Tht Dtc.

- Lam c6c c6ng viQc khric khi Lanh d4o y€u cAu.

NGUYEN THI HA (A)

TRAN THI HUE

re ul rraGN

NGTIYEN T PHTJONG (A)

NGUYEN T PHUONG (B)

NGLTYEN SON

HO THI TAM

E6 NGUYET TRINH

PHAM THI XUAN

- NhAn vi6n T6 Phpc vg. C6ng viQc cu th6 do Linh dqo
Phdng tai Thri Duc phAn c0ng.

- Ldm viQc t4i Thri Duc.

BUI VANNGQC

Nh6n vi€n, giirp viQc cho PTP phg triich Tht Dric.

NhiQm vu cq th6:

- Tr.uc tiiip theo d6i vd c6c c6ng viQc chlm s6c ciy xanh
Tht Dric vd qupn 1.

- Ldm c6c c6ng viQc khrlc khi Lanh dao y6u cAu.

ANo
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DAO THI Hor

Nhdn vi6n, girip viQc cho PTP phg tr6ch Tht Duc.
NhiQm vU cU thC:

- Thqc hi6n c6ng titc vdnthu, theo ddi h6 so.

- Theo d6i hinh hinh trang c6p vft tu, v{t liQu.

- Ldm c6c c6ng viQc khric khi Lanh dqo y€u cAu.

Quy tlinh niry c6 hiQu lpc k6 tu nCay ky vd 6p dqng cho tdt cir c6n bQ, nh6n vi€n

Phdng QTTS.

Trong quri trinh thlrc hiQn quy ttinh nny, n6u c6 v6n d6 r'uong m6c, chua hqp lj
hopc ph6t sinh ngodi quy <Ifnh, c6n bQ, nhAn vi€n phin 6nh vd Lantr d4o Phdng di5

nghiCn ciru, di6u chinh cho pht hqp.

Noi nhfn:
- HiQu trudng.(d6 b6o c6o),
- P. TCCB (d6 b6o c6o),
- VP, P. TCKT (ph6i hoo),
- Ddng c6ng th6ng tin P.QTTS,
- Luu QTTS.

TRUONG PHONG

ThS. N UYEN TRLING TRI

c oar soc toAr sAto

pllotvc ouirumirnt N

rR udN
rP. H6 cHi MrNH
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