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UNIVERSITY OF ECONOMICS HO CHI MINH CITY

VAN PHONG
TRUONG PAI HOC KINH TE TP. HO CHI MINH

< LICH SU THANH LAP

Van phong Trudng Pai hoc Kinh té TP. H6 Chi Minh dugc thanh 1ap ngay 17
thang 7 nam 2018 theo Quyét dinh s6 1981/QD-DHKT-TCHC cla Hiéu trudng
Trudng Pai hoc Kinh té TP. H6 Chi Minh trén cc sé hgp nhat Van phong Pang - Doan
thé va B6 phan Hanh chinh - Téng hgp thuéc Phong T6 chic - Hanh chinh.

< THONG TIN LIEN HE

- Dia chi: 59C Nguyén Dinh Chiéu, phudng 6, quan 3, TP. H6 Chi Minh
+ Céng tac Hanh chinh - Téng hop; Cong tac Pang: Phong A0.11, Phong A0.12
+ Céng tac Doan thé: Phong A2.17

- bién thoai:

+ Céng tac Hanh chinh - Téng hgp: (028) 38295299

+ Cong tac bang: (028) 38229547

+ Cong tac Cong doan: (028) 38231593

+ Cong tac Boan Thanh nién - HGi Sinh vién: (028) 36063090

+ To xe: (028) 382446609

- Fax: (028) 38250359

- Email: vanphong@ueh.edu.vn

- Web: vanphong.ueh.edu.vn (dang trong qua trinh xay dung)

% CO CAU TO CHUC

- B6 phan Hanh chinh - Téng hop
- B4 phan Pang - Doan thé

< CHUC NANG - NHIEM VU

- Phéi hgp véi cac ban cua dang uy tham muu cho Pang ay truéng vé chuang
trinh, ké hoach cong tac cua Ban Thudng vu Bang ay, Ban Chap hanh Pang bé.

- Giap viéc cho bBang uy trudng, H6i Dong trudng, Ban Gidam hiéu, Ban Chap
hanh Cong doan trudng, Ban Chap hanh Poan Thanh nién trudng, Ban Thu ky Hoi
Sinh vién trudng trong viéc trién khai thuc hién cac hoat déng theo diéu I&, chucng
trinh, ké hoach cong tac.

- Lam dau méi thdng tin va t6 chirc, phan céng, st dung hgp ly, hiéu qua
nguon luc theo yéu cau cua Dang ay trudng, Hoi Pong trudng, Ban Giam hiéu, Ban
Chap hanh Céng doan trudng, Ban Chap hanh Poan Thanh nién trudng, Ban Chap
hanh Hoi Sinh vién trucong.

- Chudn bi néi dung, tai liéu, thu ky cac cudc hop, hdi nghi cia Dang uy
trudng, Hoi dong trudng, Ban Giam hiéu, Ban Chap hanh Cong doan trudng, Ban
Chap hanh Doan Thanh nién trudng, Ban Chap hanh Hgi Sinh vién truang.

- Dau mai phdi hgp, trién khai thuc hién cdng tac bao cao, téng hop, théng ké;
lap lich cong tac tuan; thu ky Hiéu trudng va cac Phd Hiéu trudng; thong tin, theo
theo doi hoat dong va ké hoach cong tac cua cac don vi trong Trudng.

- Chiu trach nhiém chinh trong cac céng tac: Té chic su kién va cac dai héi, hoi
nghi, 1é ky niém cap Trudng; Phéi hgp vdi cac don vi quan ly dao tao t6 chirc Lé khai
giang, Lé tét nghiép theo phan céng ctia Ban Giam hiéu.

- Thuc hién quy trinh in an, quan ly, cap phat phéi van bang, chiing chi ctia Trudng.

- Phéi hgp v@i Phong Nhan su thuc hién tha tuc cho cong chic, vién chic di
cong tac.

- Xay dung va té chic thuc hién cac phuong an gilt gin an ninh trat tu; cong
tac dan quan tu vé. Pau moéi phéi hgp véi cac don vi cong an, chinh quyén dia
phuong trong cac hoat dong gin gilr trat tu, tri an trong khuon vién Trudng.

- Thay mat Trudng trong quan hé véi chinh quyén dia phuong tai cac co sé ctia Trudng.

- Thuc hién cong tac van thu; quan ly con dau, chir ky theo quy dinh; cap bang
tén, gidy di dudng, giady gidi thiéu, gidy chirng nhan va cac gidy xac nhan cho céng
chirc, vién churc, ngudi lao dong; cap gidy chirng nhan sinh vién, gidy xac nhan cho
sinh vién bd tlc hd so nghia vu quan su; sao y, sao luc cac van ban do Trudng ban
hanh va van ban cta cap trén theo quy dinh; xr ly van ban di, dén.

- T6 chirc thuc hién céng tac Ié tan; ddu mai giao tiép: Sap xép lich lam viéc,




ti€p dén khach ctia Trudng (trir khach quéc té); Phéi hgp véi Phong Nhan su chuan
bi cac diéu kién can thiét cho lanh dao cap Trudng di cong tac.

- Diéu phoi st dung cac phong hop tai cd s A va cd sé B.
- Quan ly va diéu phoi sir dung 6 t6 phuc vu cong tac ctia Trudng.

- Phu trach quan ly viéc thué ngoai dich vu bao vé.




< NHAN sU

Lanh dao cac t6 chirc Poan thé

ThS. Bui Quang Viét
Chu tich Cong doan trudng
0908 987 696
38 231 593
bgviet@ueh.edu.vn

Duong Minh Man
Bi thu Boan trudng
0984 161 783
36 063 090
mandm@ueh.edu.vn
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Tran Nhat Hoang
Chu tich HGi Sinh vién trudng
Chuyén vién
0932 111 579
nhathoang@ueh.edu.vn

Lanh dao Van phong trudng

ThS. Nguyén Thién Duy
Chanh Van phong
0913 906 429
38 295 299 (Ext. 11)
thienduy@ueh.edu.vn

Vo Thi Mai Xuan
Phé Chanh Van phong
0907 860 707
38 295 299 (Ext. 15)
vtmxuan@ueh.edu.vn

Lé Pong Du
Phé Chanh Van phong
0938 977 556
38 295 299 (Ext. 12)
duld@ueh.edu.vn

Cdng tac Hanh chinh - Téng hgp
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Phan Thi Giang Huang
Can su
0988 176 304
38 295 299 (Ext. 18)
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Ly Thi Tuyét Loan
Nhan vién
0909 150 015
38 295 299 (Ext. 14)
loantchc@ueh.edu.vn

gianghuong@ueh.edu.vn

Dinh Nguyén Thai Kiét
Nhan vién
0982 332 269
kietdnt@ueh.edu.vn

Pham Tan Phat
Nhan vién
0918 378 931
38 295 299 (Ext. 17)
phattchc@ueh.edu.vn

Nguyén Vinh Thuén
Nhan vién
0908 003 080
thuannvinh@ueh.edu.vn

V6 Thanh Phuong
Nhan vién
0986 127 611
vothanhphuong@ueh.edu.vn

Coéng tac Pang - Poan thé

ThS. Phan Thi Thu Hang
Chuyén vién
0903 195 381
38 231 593
hangphan@ueh.edu.vn

Nguyén Thi Huynh Cuic
Chuyén vién
0963 365 275
38 229 547
cucnth@ueh.edu.vn

Nguyén Thi Thuong Nhé
Chuyén vién
01639 959 035
36 063 090
nhontt@ueh.edu.vn
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TO xe

Nguyén Tan Phat
Nhan vién
0908 153 560
38 244 6609
phgtram@ueh.edu.vn

Nguyén Hiru Phuéc
Nhan vién
0913 650 112
38 244 6609

Nguyén Van Léc
Nhan vién
0918 444 487
38 244 6609

Nguyén Dic Cong
Nhan vién
0986 568 396
38 244 6609

nguyenduccong@ueh.edu.vn

phuocnh@ueh.edu.vn

Lé Quéc Hung
Nhan vién
0987 178 122
38 244 6609
hunglg@ueh.edu.vn

lochv@ueh.edu.vn

bong Manh Hung
Nhan vién
0944 312 628
38 244 6609
hungdm@ueh.edu.vn
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