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I. LOch sU phat triln

1. Phong Hanh chinh - quin tr0 d00c thanh [0p t0 khi BOnh vion ti0p qudn nam 1975, a0 m
nhiDm cong tac hlu cOn cla BOnh viln. Trii qua cac thOi kO, gdm c¢6 cac v lanh d0o phong
nhi sau:

- Bui Thanh Minh - Tr00ng phong (1975 - 1997)
- Lé Van Sau - PhO trach phong (1997 - 2001)
- Phan Dinh Liém - Trl0ng phong (2001 - nay)
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2. Nhan sl hil n nay

- SO I00ng CBVC : 29, gdm 28 bién chl va 01 NV tOp sO. Trong dé :

+DBlihlc : 03
+ Trung hl'c 03
+ S0 hic :10
+HO ly : 04

+ Nhan vién nha xac : 06
+Nhan vién khac : 03

- Lanh dlo phong :

+ Tr00ng phong : CNODHul nh Vil t Hung
+ Phé phong:  CN Nguyln HOi DO0Ong

Il. Chll ¢ nang, nhilm v c0a phong

1. Gan cl kU holch cong tac cla Bl nh vidn, I0p kO hol ch céng tac cla phong do trinh bay
Giam dlc phé duylt va tl chdc thOc hi0n.

2. LOp kO hoOch cung Ong vt tl, trang thilt b0 théng di ng cho cac khoa, phong trong BV
theo kO holch da duylt, blo dim dly di, dung chdng loli, dung quy d0nh v qudn ly tai chinh.

3. TO chOctltcong tac quin ly co hi thl ng cac céng van di va din cla B0 nh viln, h0 thOng
blo quinldutr0 hd sO theo quy d0nh. BOm bl o hd thIng théng tin lién I0c cla BOnh viln.

4. BOm bl o cbng tac til p khach, phic vi cac buli hii nghU toan B nh viln.

5. Tham gia kil m tra ch d0 b0o quCn, sO ding, v n hanh cac may, thidt b0 théng ding cla
cac khoa, phong trong B nh viln.

6. Quln ly nha cla, kho tang, vitt0, thilt b0 théng dil ng cla BOnh vil n.

7. Quinly cac phiOngtidnvintliclaBV. Bilu ding xe 6 t6 di céng tac va clp clu theo
quy dinh.
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8. T0O chOc, thc hiln sOa chla nha cla, duy tu, bl o di0ng cac may thong di ng theo kI
hoC ch.

9. BImblo cung clpdiy di nic slch, cungOng diln, hiidl sOy, hip ti0t trung va xd ly
chOt thOi BOnh vil n.

10. BOm blo vO sinh ngoli clnh sOch, ddp (vOOn hoa, cay clnh), hO thl ng cl ng ranh thdng
thoat trong B nh viln. BOnh kO t0 chOc kidm tra vO sinh chung trong BO nh vid n.

11. BOm blo cbng tac trit t0 trd an chung. Tham gia kil m tra céng tac bl o hi lao dlng
trong BO nh vil n.

12. BOnh kU t0ng kOt cong tac cung clp, mua sim vOt liDu, vOt 10, trang thilt b0 théng dong,
bao cao Giam dic B0 nh viln.

13. Nghién cllu xay dilng d0 nh mi c tiéu hao vt t0 théng ding d0 trinh Giam di ¢ BO nh viln
duyOtvatl chic thOc hiln. Kilm tra dén dic vidc sO ding hOp ly, c6 hilu quO; chl ng lang phi,
tham 6.

14. PBOnh kD b&o cao Giam dic vl nhiln xét vilc sU ding hOp ly vOttl tiéu hao 0 cac khoa,
phong trong Bl nh vidn d Giam dl c xem xét quylt dl nh vil ¢ khen thO0ng, kO luDt.

lll. Chi ¢ nang, nhilm vi cla cac bl phin

1. CN Phan Dinh Liém - Tri0ng phong

- PhO trach chung

- LOp kO hoUch cung clp, dJ tru mua sOim vOtt0, vOt li0u théng ding.

- Quin ly tai sOn, bilu mOu thd ng ké.

- B0 nh kO kil m tra chD d0 b0o quln, kil m tra giam sat cong tac v sinh ngoli cdnh.

- Quln ly thO ¢ hiD n cdng tac hanh chinh, an ninh tr0t t0, kI holch phdng chllng chay n trong
BV.

- SO, tng k't va bao cao Giam di ¢ tinh hinh mua sIm, cung cOp vOt t0 thilt b0, duy tu, sCa
chOa va thanh ly tai sOn.

- Chi tri giao ban b0 tri nhan 10¢; dilu d0 ng phi 0 ng ti0 n v n chuyl n trong va ngoai bl nh vil n.
- TO chOc, thO ¢ hil n céng tdc hanh chinh bao gilm : cong van di, din, h0 thOng I0u tr0 va bl o
quin hO sO tailifu; t0 chdc hii nghO, ti0 p khach.

- Tham gia cac hili di ng theo quy dinh cla Nha nic va s phan céng cla Giam dlc.

2. CN Hul'nh Vidt Hung - Pho6 phong

- Tham mO u va giup vil c cho Tr0 0 ng phong trong cac Iinh v ¢ céng tac hanh chinh.

3/9



Phong Hanh chinh - Qui n tr0

Viot b0 i Administrator
ThO b0y, 09 Thang 6 2012 14:05 - LOn cOp nhit culi ThO hai, 02 Thang 10 2023 11:03

- Theo dbi, giam sat cac cong trinh xay dilng cl bl n cla bl nh vil n.

- Quln ly nhén ldc, difu hanh va phéan cong cong villc, chi tri cull ¢ h p phong va tham di giao
ban vill n khi Tr00ng phong di vl ng.

- Ph trach céng tac sla chla cla bl phan diln, ni0c, mOc, n0...

- Tham gia cac hii d0ng theo quy dinh cla Nha ni0c va s phan cong cla Giam dic.

3.CN Vi Tho PhU0ng Thanh

- Tham gia cac céng vil ¢ hanh chinh cla phong dili s phan céng cla Tri0ng, Phé phong.
- Theo déi chO m céng, phép.

- Theo d6i tang, gil m tai s n toan vil n.

- Theo d6i cbng tac may va.

- HOng nam ting kOt cac sO liduOn chd, dilnndOc, dd vOi, VPP, VRTMH.

- LOp bao cao sO lilu vO cOp trén.

4. Phan Thanh Didu - Tilp lilu

- Mua vt 1l hang hoéa, vittl diln-nl0c, vitrd tidn mau hing, in 0n bilu mOu,...

5. Trin Van Binh - ThO kho

- COp phat hang dilnh mOc, 0n phdm trong toan bl nh vil n.

- B0 o qul n hang héa trong kho theo quy dilnh clla Nha nOUc.

- Kil m soét hang héa, xult nhl'p dung s 100ng, chitI00ng, chinh xac.

- LOu tr0 philu xuOt nhi p theo dung ch d0; kil m tra sO sach hang hda t0n kho kU p thdi phat
hid n nhing hU hng va hao hOtdl xU ly.

6. Trdn ThO TuyOt - Van thi

- LOu chuyOn céng van di, din c0a b0 nh vil n.
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- Qul n ly may photo va photo tai lilu cho b nh viln.

7. TO Lai xe : (03 ngdi)

- Lai xe 6 16 clu thOOng, thiOng trdc clp clu siin sang 0 vO tri quy d0nh, ddm b0o dla don
ng00i b0 nh an toan; dla dén lIanh dil o va CBCNV di cbng tac.

8. T0 Blo vi : (03 nglli)

- Tric blo vl 24/24. ThiOng xuyén di tul n tra, gil gin an ninh tr0t t0 cho b0 nh vidn, b0 o vO tai
sl n trong toan bl nh vil n.

- Bong va mi céc clng theo quy dilnh cla bl nh vil n; theo di ghi chép chinh xac gill gilc xe
bl nh vil'n ra vao clng.

9. TO Piln-n00c : (07 nglUi)

- S0a chia hi thing diln dan ding, hi thOng cOp thoat n00c, hO thl ng di0n thoi nOi bd, cac
cbng cll, di dung bl ng nhém kinh trong toan bl nh vil n theo yéu clu cla cac khoa khi bl h{
hi ng.

- TO tr00ng phén cong ngd i tham gia cac cong vil ¢ cl a phong khi phong c¢6 nhu clu dillu dlng
nhan [0 c.

10. TO May va : (02 ngC i)

- May d0 vOi (quln ao BN, qulln ao m, ra, gic,...) va min d0 cd cho bl nh nhan trong toan
bl nh vil n.

11. TO Cong tac dii : (06 ngdli)
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- DO n vO sinh sOch sO khu vl ¢ ngoli ¢l nh do phong quin ly.

- Blo quiin t0t tai sOin, vi sinh sOch sO trang nghiém nha dii thd, chén ¢t t0 thi vé thlla nhin,.
- Theo dbi sUa chia phin n0 cac khoa, phong trong b nh vil n.

- VO sinh khu v c 16 d0t rac thdiy t0; cham séc cay cl nh trong toan BO nh vil n.

- VO n hanh nha may xU ly n00c thdi b0 n.

12. TO tr0 ¢ t0 ng dai diln tholi : (02 ngi0i)

- TrO ¢ dill n tholi, ti0 p khach.
- DO n vO sinh phong lam viO ¢ cl a Ianh dl o, phong giao ban toan vil n, phong trll ¢ lanh d0 o, khu
vl sinh hanh chinh va dol n hanh lang ni do phong quin ly.

IV. NhOng kItqul ditdilc

- Trong nhO'ng nam qua, phong HCQT da thi ¢ hiin nhing cong vil ¢ vl xay diing, sla chla,
mua s m, va cac cong tac khac nhilm lam cl s dU phOc v chuyén mén, phic vO BOnh vil n.

- MO ¢ du tinh ch t cong vill ¢ da di ng, nhi ng t0p thd nhén vién phong HCQT luén cl ging dl
hoan thanh t0t nhiim v d00c giao va diit di0c danh hilu tOp th0 lao d0ng tién tidn trong nhidu
nam lidn.

Phong Hanh chinh quin tr

Cac bai da dang:

1. Phong hanh chinh quO n tr0 : NhO ng thanh tDu da di't d0 0 c trong nam 2011 va 6 thang dlu
nam 2012
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BAI DPANG NAM 2014

Bil n phap chi ng mui héi td h0 ga nha vi sinh bl nh viln

Cobng tac phong chay chila chay tli BVDK il nh Qul ng Nam - th ¢ trl ng va gili phap
Coéng van dil n {0

S0 chuyln biln thi ¢ trdng méi tri 0 ng B0 nh vil n Pa khoa t0nh Quing Nam

-

BAI DPANG NAM 2015

1. KOt qul diuthlucung clp dich vl v sinh vadich vl blo vl ti Bonh viln Pa khoa
t0 nh Qul ng Nam nam 2015
2. Cong tac slla chia cac khoa, phong trong toan bl nh viln - &nbsp;Thi ¢ tring va kil n

ngh
3. VOn dd kilm soat nhilm khuOn d0i vii ng00i b0 nh suy gi0 m mién dd ch

4. HOOng Ong “Ngay toan dan phong chay chia chay” (04/10/1961 - 04/10/2015)

BAI DPANG NAM 2016

1. Quy trinh x0 ly van b n di va din tdi Bl nh vil n da khoa t0 nh Qul ng Nam
2. KOtqul diuthlu muavilimaydl phic vl ngiliblnhvainOnchid phic vl céng tac
chuyén mén i BO nh vil n da khoa Qu ng Nam - nam 2016

BAI DPANG NAM 2017

1. Quy trinh kilm nhO p hang héa tli kho vt il Phong Hanh chinh — Quln tr0
2. C6ng nghl va cbng trinh xd ly nd0c thiitdi B nh vil n Ba khoa Qul ng Nam
3. DPilnnang l00ng mit trli-Gili phap nang I00ng cho BVDK t0 nh Qul ng Nam trong t00ng

4. Quy trinh l0p hO sl céng vilc t0i BVDK t0nh Qulng Nam
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BAI DPANG NAM 2018

1. Quy trinh son thdo van bl n t0i BVDK Qul ng Nam
2. TOp huln phin mdm tac nghil p van bl n Q-Office cho can bl céng nhén vién chic Bl nh

vil n da khoa Qullng Nam
3. Tinh hinh tril n khai c6ng tac phong chay chila chay tli Bl nh vil n Da khoa Qul ng Nam

trong 6 thang dJu nam 2018

BAI DPANG NAM 2019

1. BOnh viln da khoa Qul ng Nam trong cbng tac quin ly chit thiiy t0
2. Quytrinhxd lyvanbindintli BVDK Qulng Nam 2019

BAI DPANG NAM 2020

1. TOp huln phong chay chia chay, clu ninclu hl nam 2019

2. VOndO ti0t kil m did n trong b0 nh vid n
3. Holt ding quan trdc méi tri0ng lao ding t0i Bl nh viln da khoa t0 nh Qul ng Nam

BAI DPANG NAM 2021

1. 0ng ding phln mOm dil u hanh van bl n Q-Office phién bl n nang clp tli Bdnh viln da
khoa tl nh Qul ng Nam nam 2021

BAI DANG NAM 2022

1. HOOng Ong “Ngay toan dan phong chay chia chay” (04/10/1961 - 04/10/2022)
2. Didntlp phong ngla valng pho s ¢l mbitrilng do chitthdiyl t0itdnh Qulng Nam

8/9


kham-cha-bnh/qui-trinh-kham-cha-bnh/2422-quy-trinh-son-tho-vn-bn-ti-bvk-qung-nam.html
tin-tc/tin-hot-ng-bv/2533-tp-hun-phn-mm-tac-nghip-vn-bn-q-office-cho-can-b-cong-nhan-vien-chc-bnh-vin-a-khoa-qung-nam.html
tin-tc/tin-hot-ng-bv/2533-tp-hun-phn-mm-tac-nghip-vn-bn-q-office-cho-can-b-cong-nhan-vien-chc-bnh-vin-a-khoa-qung-nam.html
index.php?option=com_content&amp;view=article&amp;id=2662:tinh-hinh-trin-khai-cong-tac-phong-chay-cha-chay-ti-bnh-vin-a-khoa-qung-nam-trong-6-thang-u-nm-2018&amp;catid=62:tin-hot-ng-bv&amp;Itemid=2
index.php?option=com_content&amp;view=article&amp;id=2662:tinh-hinh-trin-khai-cong-tac-phong-chay-cha-chay-ti-bnh-vin-a-khoa-qung-nam-trong-6-thang-u-nm-2018&amp;catid=62:tin-hot-ng-bv&amp;Itemid=2
index.php?option=com_content&amp;view=article&amp;id=2898:2019-08-05-11-01-51&amp;catid=62:tin-hot-ng-bv&amp;Itemid=2
index.php?option=com_content&amp;view=article&amp;id=2922:2019-08-22-10-45-17&amp;catid=62:tin-hot-ng-bv&amp;Itemid=2
index.php?option=com_content&amp;view=article&amp;id=3044:2019-10-14-11-12-59&amp;catid=62:tin-hot-ng-bv&amp;Itemid=2
index.php?option=com_content&amp;view=article&amp;id=3447:vn-tit-kim-in-trong-bnh-vin&amp;catid=64:y-hc-thng-thc&amp;Itemid=41
index.php?option=com_content&amp;view=article&amp;id=3863:2021-09-23-13-29-58&amp;catid=62:tin-hot-ng-bv&amp;Itemid=2
index.php?option=com_content&amp;view=article&amp;id=3898:2021-10-10-02-17-11&amp;catid=64:y-hc-thng-thc&amp;Itemid=41
index.php?option=com_content&amp;view=article&amp;id=3898:2021-10-10-02-17-11&amp;catid=64:y-hc-thng-thc&amp;Itemid=41
index.php?option=com_content&amp;view=article&amp;id=4256:2022-09-29-02-30-06&amp;catid=64:y-hc-thng-thc&amp;Itemid=41
index.php?option=com_content&amp;view=article&amp;id=4281:2022-10-01-08-46-56&amp;catid=64:y-hc-thng-thc&amp;Itemid=41

Phong Hanh chinh - Qui n tr0

Viot b0 i Administrator
ThO b0y, 09 Thang 6 2012 14:05 - LOn cOp nhit culi ThO hai, 02 Thang 10 2023 11:03

BAI DPANG NAM 2023

1. TOp huln nghidp vl phong chay chia chay va clu nin clu hl nam 2023
2. BOnh viln Pa khoa Qul ng Nam hi 0 ng 0ng&nbsp; “Ngay phong chay chl a chay”

(04/10/1961 - 04/10/2023)
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