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Minh Tuan Hung 
Giam dc 

0912.246.970 
manhtuanhungvn@yahoo.com  

- Phu trach chung 
- Cong tac can 1)0 
- Cong tac thi dua 
- Cong tac tai chinh 
- Cong tac thi kiem 
tra danh gia ngoai 
ngit 

- Chi d4o, dieu hanh va chiu trach nhiem toan be• 
cac hog dOng caa dan vi. 	, 	‘ 
- Quy ho4ch vi tri viec lam, de xuat ve nhan sr, 
phan ding cong viec trong don vi. 
- Phu trach cong tac chinh tri, tu tuarng trong 
don vi; theo deli cong tac thi dua trong don vi. 
- Quanb'r can b0, vien chirc trong don vi. 
- Chi d4o ban hanh cac van ban trien khai cac 
hog dOng caa Trung tam theo chirc nang, nhiem 
viii. 
- KS/ cac van ban do don vi ban hanh; 14-  nhay 
van ban trinh Hieu truong 14,  ban hanh. 
- Thuc hien dieu,hanh tai chinh theo Quy ch. 
- De xuat mua sam trang thiet bi, ca si v4t chit 
phuc vu cho cac hog dOng chung. 

Ban Giam doe 



- La ngueyi phat ngon duy nhat cila Trung tam. 
- Phij trach ding tac thi ki6rn tra danh gia ngoai 
ngir" . 
- Cac cong tac khac theo phan c6ng dm Hi'u 
tnrong. 
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Trill Dinh Quang 
Pho Giam doc 
0976.655.858 
tdquang@gmail.com  

- Phi,' trach ding tac 
Darn bao chat lugng 
- Phu trach cong tac 
khao thi Sau dai hoc 

- Tu van cho Hiu truang N4 ding tic dam bao 
chat lugng, ki6m dinh chat lugng va khao thi sau 
dai hoc. 
- Soan thao van ban v'es  linh vcrc dam bao chat 
lugng va khao thi sau dai hgc. 
- Chi dao cac hoat d'6ng trong linh wc dam bao 
chat lugng va khao thi sau dai hoc. 
- Chi dao cong tac to chirc thi k6t thfic hoc phan 
h'6 dao to sau dai hoc. 
- Quan13'fd thi, phach va chain thi hgc phAn sau 
dai h9c. 
- Cac cong tac khac theo phan c6ng dm Giam 
d6c. 

Ban Giam 	doc 
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Nguygn Hiing Leg 
Pilo Giam dlic 
0983.502.567 

honglocdhv@gmail.com  

- Phi,' trach cong tac 
khao thi Dai hgc h'6 
VHVL va TX 
- Phti trach 1)6 tri can 
b6 coi thi hgc phan 
Dai hgc chinh quy 

- Tu van cho HiO truong v cong tac khdo thi 
dai hoc he VLVH va TX. 
- Soan thao van ban v' rinh vi,rc khao thi dai hoc 
h' VLVH va TX. 
- Chi dao cac hog dOng trong linh vi,rc khao thi 
dai hoc he VLVH va TX. 
- Quan 1ST de thi, phach va cham thi hoc pha• n dai 
hoc h'6 VLVH va TX. 
- Phi trach b6 tri b6 sung can b6 coi thi hgc 
phan Dai hgc chinh quy cho cac Khoa c6 yeu 
cau. 
- Tham gia c6ng tac darn bao chat lugng. 

, 
Ban Giam doc 



- Cac dog tac khac theo phan cong dm Giam 
doc. 
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NguyeA'n NgQc Hieu 
Pho Giam dec 
0916.958.696 

hieunn @gmail.com  

-Phu trach ding tac 
khao thi 	ai hcC D 	he 
ch inh qu y. 

- Tu vAn cho Hieu tnrang ve cong tac khao thi 
dai h9c chinh quy. 
- Soan thao van ban ve linh \Ty khao thi dai hoc 
chinh quy. 
- Chi dao cac hog dOng trong fah vuc khao thi 
dal h9c chinh quy. 
- Chi dap ding tac 0 chirc thi ket thfic hoc phan 
he dao tao dai h9c chinh quy. 
- Quan15,  de thi, phach va cham thi h9c phAn dai 
h9c chinh quy. 
- Plw trach c6ng tac kiem tra ket qua h9c tAp cho 
sinh vien theo yeu cAu. 
- Phi,' trach website dm dun vi. , 
- Tham gia ding tac dam bao chat lugng. 
- Cac cong tac khac theo phan cong dm Giam 
dc. 

Ban Giam doe 
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Phvn Le Cuirng 
Pho Giam dOc 
0912.222.927 

lecuong@vinhuni.edu.vn  

- Tham gia phw trach 
ding tac Dam bao 
chAt lugng. 
- Tham gia phi trach 
cong tac khao thi Dai 
h9c he chinh quy. 
- Tham gia plw trach 
cong tac thi kiem tra 
danh gia ngoai ngil 
cap chimg chi. 

- Tham gia phu trach ding tac Dam bao chk 
lucmg. 
- Phi h9p voi 'Jong chi Hieu quan 15/ ding tac 
khao thi dai Iwc chinh quy: 
+ Tham gia cong tac xep lich thi. 
+ Quail V/ phach va chAm thi h9c phans 	dai h9c 
chinh quy. 
+ Tham gia phi, trach cong tac kiem tra ket qua 
hoc tAp cho sinh vien theo yeu cu. 
+ Chi dap 0 chirc thi cho hru hoc sinh Lao va 
Thai Lan. 
- Tham gia plw trach ding the thi kiem tra danh 

Ban Giam d6c 



gia ngo4i ngit cap chimg chi. 
- Cac cOng tac khac theo phan ding dm Giam 
dc. 
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Nguy'en Minh Hien 
Chuyen via 
0982.349.169 

minhhiendhv@gmail.com  

- Tham gia ding tac 
khao thi di hgc 

- Cong tac khao thi dai hoc chinh quy: 
+ Ttvc thi het hgc phan, ban giao de thi va 116 so,  
thi, hem nhan va bao quan bai thi. 
+ Truc cham thi. 
- Cong tac khao thi VHVL va TX: 
+ Kim de, lam de, nhan ban, dOng gOi de thi het 
mon. 
+ Nhan bai, kiem bai, to phach, danh phach, 
chuyen bai, nhap diem, chuyen diem. 
+ To ke ho4ch phach. 
+ Kim bai, cilin nal., danh phach. 
+ Xirl).  sau thi, kiem tra diem cho sinh vien. 
+ Tap hgp bai thi da danh phach ban giao cho 
cac Khoa cham. 
- Cac c6ng tac khac theo phan ding cna Ban 
Giam dc. 
- Cong tac thi ngo4i ngit cap chimg chi: 
+ Danh phach bai thi; nhan ban, dong pH de thi. 

Nh6m DH 
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Tr'n Thi fling 
Chuyen vial 
0936.467.177 

hangtran@gmail.com  

- Tham gia ding tac 
dam bao chat lugng 
- Tham gia cong tac 
khao thi dai hgc va 
sau dai hoc 

- Cong tac dam bao chat lugng: Thu thap minh 
chimg, ma hOa,  minh chimg, viet bao cao tieu 
chi; tham gia dieu tra 	kin. 
- Cong tac khao thi sau dai hgc: 
+ To de thi tren ph'an mm, di chieu de, nh'an 
ban, dOng gOi de thi het mon. 	, 
+ Kim bai, don t-Cii, danh phach, cat phach. 
+ Ban giao bai thi cho cac Khoa. 
+ Lap lich thi, nhan ban va gin lich thi. 

Nh6m SDH, DH 
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- Cong tac khao thi dai h9c chinh quy: 
+ Trtyc thi het h9c phan' , ban giao de thi va 116 so 
thi, kiem nha.n va bao quan bai thi. 
+ Trix cham thi. 
- Cong tac kith() thi VHVL va TX: 
+ Kim de, lam de, than ban, &mg goi de thi het 
mon. 
+ Nhan bai, hem bai, tao phach, danh phach, 
chuyen bai, nhap diem, chuyen diem. 
+ Tao ke ho4ch phach. 
+ Kim bai, d6n tti, danh phach. 
- Cong tac thi ngo4i ngil cap chimg chi: 
+ Danh phach bai thi; than ban, clang goi de thi. 
- Cac cong tac khac theo phan cong cila Ban 
Giam d6c. 
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Nguygn Thi Thanh 
Chuyen vien 
0911.166.958 

nguyenthitrathanh@gmail.com  

- Tham gia cong tac 
dam bao chat luong 
- Tham gia ding tac 
khao thi dai hoc va 
sau dai h9c 

- Cong tac dam bao chat krong: Thu thap minh 
chirng, ma hoa minh chi:mg, viet bao , cap tieu 
chi, viet bao cao tieu chuan; T6 ch.& lay ST kin 
phan hi tir ngtred h9c. 
- Cong tac khao thi sau dai h9c: 	, 
+ Tri,rc thi het h9c phan, ban giao de thi va 116 so 
thi, kiem nhan va bao quan bai thi. 
+ Lap lich thi, nhan ban va gin lich thi cho cac 
don vi lien quan. 
+ Mai can b0 coi thi va b6 tri can bcli coi thi het 
h9c phan. 
+ Bao quan bai thi va giao bai thi da cat phach 
cho cac khoa. 
+ Nhan va xir li don thi b6 sung va len lich thi 
b6 sung. 

Nhorn SDH, DH 



+ Tao da thi tren phAn mm, d6i chiau da, than 
ban, dOng gOi da thi hat mon. 
+ Kiam bai, deo tiii, danh phach, cat phach. 
+ Th6ng ke tinh hinh thi. 
+ Giam sat qua trinh chArn va nhap dim theo 
dung tin di). 
+ Kiam tra diau kin dtr thi dm hoc vien. 
+ Di t6 chirc thi het mon Cao hoc a ngoai 
tnrang. 
- Cong tac khao thi dai hoc chinh quy: 
+ Tivc thi hat hoc phAn, ban giao de thi va h6 so 
thi, kiam nhan va bao quan bai thi. 
+ T6 chirc phach: tao va in ka hoach d6n till, tao 
bang di chiau s6 bao danh — so phach va bang 
diam theo phach. 
+ 'five giam sat cac khoa t6' chirc lam phach va 
cham thi. 
- C8ng tac khao thi VHVL va TX: 
+ Kiam da, lam da, nhan ban, (tong goi da thi hat 
hoc phAn. 
+ Tao ke hoach phach. 
+ Kiam bai, d6n tiii, danh phach. 
- Cong the thi ngoai ngir cdp chimg chi: 
+ Danh phach bai thi; nhan ban, dong goi da thi. 
- Cac ding tac khac theo phan cong cila Ban 
Giam d6c. 

9 - Cong tac khao thi dai hoc chinh quy: 
+ Nhan ban, dong goi da thi het mon. 
+ Tnic thi hat hoc phan, ban giao de thi va ho so 
thi, kiam nhan va bao quan bai thi. 



Dinh Thi Nga 
Chuyen vien 
0916.294.662 

mainga1010@gmai1.com  

- Tham gia ding tac 
khao thi dai hoc. 

+ Nhan h8 sa nhap diem chuyen c'an gala kST cho 
sinh vien h9c HPCD: Kim tra ho sa nhap diem, 
ltru danh sach nhan, theng ke chuyen ho sa cho 
cac ben lien quan. 
+ Nhan he) sa sira diem, chuyen diem, theng ke 
chuyen cac ben lien quan. 
+ Nhap diem bai tap 16n. 
+ Trtrc chim thi. 
- Cong tac khao thi VHVL va TX: 
+ Kim de, lam de, nhan ban, dong gOi de thi het 
mon. 
+ Tao ke hoach phach. 
+ Nhan bai, kiem bai, d6n tui, danh phach. 
- C6ng tac thi ngoai nga cap chimg chi: 
+ Danh phach bai thi; nhan ban, dong goi & thi: 
nhap diem. 
- Cac cong tac khac theo phan ding cila Ban 
Giam dec. 

Nh6m DH 
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Dinh Thi Hai Binh 
Chuyen via 
0914.444.045 

haibinh1901@gmail.com  

- Tham gia deg tac 
khao thi dai hoc. 

- Cong tac khao thi dai h9c chinh quy: 
+ Ghep diem, nhap diem, in bang diem. 
+ Nhan ban, dozing g6i de thi het mon. 
+ Tqrc thi het h9c phan, ban giao de thi va ho sa 
thi, kiem nhan va bao quan bai thi. 
+ Trvc chain' 	thi. 
- C8ng tac khao thi VHVL va TX: 
+ Kim de, lam de, nhan ban, dOng goi de thi het 
mon. 
+ Tao ke hoach phach. 
+ Nhan bai, kiem bai, diin tiii, danh phach. 
- Cong tac thi ngoai ngfr cap chirng chi: 

Nh6m DH 



+ Danh phach bai thi; nhan ban, dong goi de thi; 
nhap diem. 
- Cac ding tac khac theo phan cong cila Ban 
Giam dc. 
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Nguygn Huy Hung 
Chuyen vien 
0914.535.566 

nguyenhuyhungdhv@gmail.com  

- Tham gia ding tac 
khao thi dai hoc. 

- Cong tac khao thi dai hoc chinh quy: 
+ Kim de, lam de, nhan ban, &rig goi de thi het 
mon. 
+ Trvc thi het hoc phan, ban giao de thi va hO sa 
thi, kiem nhan va bao quan bai thi. 
+ Quan lr website. 
+ Cham thi trac nghiem teen phan' 	mm. 
+ Tivc chAm thi. 
- C8ng tac khao thi VHVL va TX: 
+ Kim de, lam de, nhan ban, clang goi de thi het 
mon. 
+ Tao ke hoach phach. 
+ Nn bai, kiem bai, d6n tai, danh phach. 
- C8ng tac thi ngoai ngir cap chimg chi: 
+ Danh phach bai thi; nhan ban, (long goi de thi; 
nhap diem. 
- Cac cong tac khac theo phan cong cll. Ban 
Giam d6c. 

Nhom DH 
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Le Viet Dung 
Chuyen vien 
0919.190.380 

ttadhv@gmail.com  

- Tham gia ding tac 
khao thi dai hoc. 

- Cong tac khao thi dai hoc chinh quy: 	‘ 
+ Kim de, lam de, nhan ban, dong goi de thi ha 
mon. 
+ Tzvc thi het hoc phan, ban giao de thi va ho so,  
thi, kiem nh'a.'n va bao quan bai thi. 
+ Tivc ch'am thi. 
+ ChAm thi frac nghiem ten phAn mm. 
- Cong tac khao thi VHVL va TX: 

Nhom DH 



+ Kim de, lam de, than ban, dong goi de thi het 
m6n. 	e  
+ Tao ke hoach phach. 
+ Nhan bai, kiem bai, don tin, danh phach. 
- Cong tac thi ngoai ngir cap chimg chi: 
+ Danh phach bai thi; nhan ban, dong goi de thi; 
nhap diem. 
- Quan1S,  co s6f vat chat dm don vi. 
- Cac ding tac khac theo phan c6ng cila Ban 
Giam dc. 
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x 	. Nguyen Tin Hircrng Tra 
Chuyen vien 
0982.456.363 

huongtradhv@gmail.com  

- Tham gia ding the 
khao thi dai hoc. 

- Cong tac khao thi dai h9c chinh quy: 
+ Bang kST thi h9c phan chuyen di: Kim tra 
don, kiem tra (rang kSi h9c, cho sinh vien ghi 116 
so, nhap danh sach vao may, chuyen b0 plibsn 
xep lich thi. 
+ Bang 14,  thi b6 sung cho sinh vien yang thi co 
lS7 do: Kim tra don xin yang thi có lST do, cho 
sinh via ghi 116 so, xi' lS7 yang thi c6 lST do vao 
h'e th6ng CMC, dang kST thi 136 sung cho sinh 
vien. 
+ Nhanh6 so nhap diem chuyen can gift kSr cho 
sinh vien h9c HPCD: Kim tra h6 so nhap diem, 
ltru danh sach nhan, thiing ke chuyen h6 so cho 
cac ben lien quan. 

, 	X 	• + Nhan 116 so sira diem, chuyen diem, thong ke 
chuyen cac ben lien quan. 
+ Chuyen danh sach thi HPCD cho khoa, thOng 
bao lich thi cho sinh vien dang kST thi HPCD. 
+ T6 chirc sap xep h6 so, chuan bi van phong 
pham cho phOng thi. 

Nhom DH 



+ True thi het h9c phan, ban giao de thi va h6 so 
thi, kiem nhan va bao quan bai thi. 
+ Ghep diem, nhap diem, in bang diem;  
+ Thong ke sinh vien vi pham quy che va xir 15r 
teen phAn mm. 
+ Kim tra diem cho sinh vien theo yeu cu. 
+ Tr%rc chAm thi. 
- Cling tac khao thi VHVL va TX: 
+ Tiing h9p, km tra va bao quan de thi, in An de 
thi, in sao, dong goi de thi. 
+ Lap ke hoach phach va huong clan ve phach, 
mu 4, kiem bai, dim it:1i, danh phach, cat phach. 
- Cong tac thi ngoai ngir cap chimg chi: 
+ Danh phach bai thi; nhan ban, clang goi de thi. 
- Cac cong tac khac theo phan cong caa Ban 
Giam dc. 
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Ngu34-'n Mai Plitrang 
Chuyen vien 
0966.369.488 

maiphuong.vinhuni@gmail.com  

- Tham gia cong tac 
khao thi dai hoc. 

- Cong tac khao thi di hoc chinh quy: 
+ B0 tri can b0 coi thi. 
+ T6' chirc thi cho ltru hoc sinh Lao. 
+ Nhan don vAng thi co VI do dm sinh vien. Xis 
VT vAng thi tren phan mm. 
+ TO chirc sap xep h6 so chuAn bi VPP cho 
phong thi. 	, 
+ Tivc thi het h9c phan, ban giao de thi va ho so 
thi, kiem nhan va bao quan bai thi. 
+ Ki6m tra diem cho sinh vien theo yeu cAu. 
+ Tigre chArn thi. 
- Cong tic khao thi VHVL va TX: 
+ Kim de, nhan ban, dong goi de' thi het mon. 
+ Nhan bai, kiem bai, d6n tin, danh phach. 

Nh6m DH 
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+ Nhap diem, ghep diem. ‘ 
- Cong tac thi ngopi ngir cap chimg chi: 	‘ 
+ Danh phach bai thi; nhan ban, dOng goi de thi. 
- Cac ding tac khac theo phan ding cila Ban 
Giam d6c. 
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Nguye-n Thi Kim Nhung 
Chuyen vial 
0979.276.002 

e va0402@yahoo.com  

- Tham gia ding tac 
khao thi di hoc. 

- Cong tac khao thi di h9c chinh quy: 
+ Dang 147 thi h9c pha.'n chuyen di: Kim tra 
don, kiem tra ding 14T h9c, cho sinh vien ghi he 
so, nhap danh sach vao may, chuyen b6 phan 
xep lich thi. 	, 
+ D'ang kS,  thi bo sung cho sinh vien yang thi cO 
1ST do: Kiem tra don xin Vang thi CO 1S,  do, cho 
sinh vien ghi ho so, xir 1 ,  va'ng thi cO 1S,  do vao 
he th6ng CMC, clang kS,  thi be sung cho sinh 
vien. 
+ Nhan ban, clang goi de thi het mon. 
+ T6 chirc sap xep he so chuan bi VPP cho 
phong thi. 
+ Trvc thi het h9c phan, ban giao de thi va ho so 
thi, kiem nhan va bao quan bai thi. 
+ Thong ke sinh vien vi pham quy che va xir 1S,  
ten phan mm. 
+ Trvc cham thi. 
- Cong tac khao thi VHVL va TX: 
+ Kim de, nhan ban, (long goi de thi het mon. 
+ Nhan bai, kiem bai, den tdi, danh phach. 
- C6ng tac thi ngoai ngii cap chimg chi: 
+ Danh phach bai thi; nhan ban, (long gOi de thi. 
- Cac ding tac khac theo phan ding ca Ban 
Giam dc. 

NhOm DH 
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TrAn Thanh Huyen + 
Chuyen vien 
0943.376.669 

huyentran39@gmai1.com  

- Tham gia dog tac 
khao thi dai h9c. 

- C6ng tac khao thi dal h9c chinh quy: , 
+ Kim d'e, nhan ban,dang goi de thi het mon. 
+ Twc thi het h9c phan, ban giao de thi va ho sa 
thi, kiem nhan va bao quail bai thi. 
+ Kim tra diem cho sinh vien theo yeu c'au. 
+ True chfam thi. 
- Cong the khao thi VHVL va TX: 

Kim de, lam de, nhan ban, clang goi de thi het 
mon. 
+ To Ice hoach phach. 
+ Nhan bai, kiem bai, don t-Cii, danh phach. 
- C6ng tac thi ngoai ngir c'Ap chimg chi: 	, 
+ Danh phach bai thi; nhan ban, clang goi de thi; 
nhap diem. 
- Cac cong the khac theo phan cong cila Ban 
Giam dc. 

Nharn DH 

GIAM DOC TRUNG TAM 

M4nh Tuân Hung 
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