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PHU LUC 3
HUONG DAN NHIEM VU PHUC VU CONG PONG VA CAC NHIEM VU CHUYEN
MON KHAC (NV3)
NAM 2024
(Ban hanh kem theo Ché do lam viéc cua vién chire, nguoi lao déng Truong Dai hoc
Khoa hoc tu nhién, Pai hoc Quéc gia Thanh phé Hé Chi Minh theo Quyét dinh
SG’JZZQ/QB-KH TN ngay 0%./ 6../ 2023 cia Hiéu truong Truong Pai hoc Khoa hoc tir
nhién, DHOG-HCM)

1. NHIEM VU DANH CHO NGACH GIANG VIEN

a. Cic cong viée chung, thwomng xuyén

1. Tham gia cong tac chung cua don vi. Tham gia cac budi sinh hoat chung ctia nha truong va
don vi;

2. Tham gia céc hoat ddng cua céac hoat dong do Pang, cac t6 chirc doan thé chinh tri - xa hoi
(Doan thanh nién, cong doan, Hoi cuu chién binh) phat dong

3. Tham gia giai quyét cong tic chuyén mén tai bd mén theo phan cong cua linh dao don vi,
tham gia truc van phong bd mon tai 2 co sd theo phan cong cua truong don vi.

(néu hoan thanh céc cong vi¢c dugce phan cong hodc minh ching du "sd 210" t6i da)

4. Tham gia céc hoat dong Pam bao chét luong & Kiém dinh chit lwong; Cap nhat dé cuong,
Thuc hién qua trinh giang day- danh gia theo yéu cau cia don vi va ndp ddy du minh ching
cho cidc mén hoc di gidng day trong nim hoc; Tham gia hé tro cong tac kiém dinh theo su
phan cdng cua Khoa va b mon

5. Tham gia cdng tac quéan 1y, hd trg quan 1y, hi ddng khoa hoc, t6 dam bao chét lugng, va
céc cong tac hd tro quan 1y chung khéc (cé quyét dinh cia truong/khoa).

b. Cac cong viée khong thuong xuyén (do truwdng don vi phin cong )

1. Tham gia céng tac chii nhiém 16p, ¢b van hoc tap theo phan cong

2. Tham gia gac thi gitra ky, cudi ky (mén hoc ngoai bd mon)

3. Tham gia hoi dong xét dau vao ThS/NCS

4. Tham gia cong tac tu van tuyén sinh

5. Tham gia cong tac t6 chirc Hoi nghi, hoi thao do don vi t6 chirc

6. Hoc tap, boi dudng nang cao trinh do 1y ludn chinh tri, chuyén mén, nghiép vu va phuong
phép giang day (c6 quyét dinh cir di ctia trudng)

7. Tham gia két ndi doanh nghiép- Cyu sinh vién

8. Tham gia céc hoat dong qudc té hoa (tiép doan nuéc ngoai, Huéng dan sinh vién thi quc
&, moi GS nude ngoai,...)

9. Tham gia hoat dong thyc tién dé ning cao chat lugng dao tao va nghién ctru khoa hgc: tham

gia hdi thao khoa hoc, hdi thao chuyén dé,... tai don vi
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10. Tham gia hoat dong khac (Ngoai cac hoat dong ¢ trén, néu chi tiét thong tin, c6 minh
ching).

2. NHIEM VU DANH CHO NGACH NGHIEN CU'U VIEN, KY THUAT VIEN

a. Cac cong viéc chung, thwong xuyén

1. Tinh than thai d§ tham gia cong tac chung ctia don vi. Tham gia cac budi sinh hoat chung
ctua nha truong va don vi;

2. Tinh than thai d6 tham gia cac hoat dong do Dang, cac t6 chirc doan thé chinh tri - xa hoi
(Poan thanh nién, cong doan, Hoi cuu chién binh) phat dong

3. Tham gia giai quyét cong tac chuyén mén tai Khoa/bé mén/phong thi nghiém theo phan
cong cua lanh dao don vi, tham gia truc van phong Khoa/bd mén/PTN theo phéan céng cua
lanh dao don vi.

4. Tham gia truc, bao tri trang thiét bi phong thi nghiém cia Bé mén/Khoa/PTN dé phuc vu
sinh vién/hoc vién/nghién ctru sinh lam nghién ctru khoa hoc hoic thuc hién dé tai t6t nghiép.
5. Tham gia cong tac quan ly, hd trg quan ly, hoi déng khoa hoc, t6 dam béo chét luong, va
cac cong tac hd tro quan ly chung khic (c6 quyét dinh cua trudng/khoa/PTN).

b. Cic cong viéc khong thwong xuyén (do truéng don vi phin cong)

1. Tham gia cong tac chii nhiém 16p, ¢b van hoc tap theo phan cong

2. Tham gia géc thi giira ky, cudi ky (mén hoc ngoai b mon)

3. Tham gia cong tac tu van tuyén sinh, hudng nghiép.

4. Tham gia cong tac to chire Hoi nghi, hoi thao do don vi t6 chirc

5. Hoc tap, boi dudng nang cao trinh d§ 1y ludn chinh tri, chuyén mon, nghiép vu va phuong
phép giang day (c6 quyét dinh ctr di cua truong)

6. Tham gia két ndi doanh nghiép- Cyu sinh vién

7. Tham gia cac hoat dong qudc 1& hoa (tiép doan nudc ngoai, HD SV thi qudc &, moi GS
nudc ngoal,...)

8. Tham gia hoat dong thuc tién dé nang cao chét luvgng ddo tao va nghién ciru khoa hoc: tham
gia héi thao khoa hoc, hoi thao chuyén dé,... tai don vi

9. Tham gia giang day Iy thuyét, thuc hanh, bai tap...

10. Tham gia hoat dong khac do trudng don vi phan cong (Ngoai cac hoat dong & trén, néu
chi tiét théng tin, cd minh chig).

3. NHIEM VU DANH CHO NGACH CHUYEN VIEN, CAN SU

a. Cac cong viéc chung, thuwong xuyén

I. Tinh than thai do tham gia cong tac chung cua don vi. Tham gia cac budi sinh hoat chung
cua nha truong va don vi;

2. Tinh than thai d6 tham gia cac hoat dong do Dang, cac t6 chirc doan thé chinh tri - xa hoi
(Poan thanh nién, cong doan, Hoi cuu chién binh) phat dong

3. Tham gia giai quyét cong tac chuyén mén theo phan cong cua lanh dao don vi.
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b. Cac cong viéc khong thwong xuyén (do truédng don vi phin cong )

1. Tham gia gac thi giira ky, cudi ky (khi c6 su dong y cua Truéng don vi)

2. Tham gia cong tac 16 chirc Hoi nghi, héi thao do don vi t6 chirc

3. Hoc tap, boi dudng nang cao trinh d6 1y ludn chinh tri, chuyén mén, nghiép vu va phuong
phap giang day (c6 quyét dinh ctr di cua trudng)

4. Tham gia két nbi doanh nghiép- Cyu sinh vién

5. Tham gia hoat dong khac (Ngoai cac hoat dong ¢ trén, néu chi tiét thong tin, c6 minh

chirng).

Y

vy Bl |
. JHO
o

g



