NHIEM VU CU THE CUA CAC CAN BQ THUQC BAN COI THI CHUNG CHI

1. CANBQ COI THI, HOI THI:

A/ CAN BQ COI THI

- Chap hanh su phan c6ng cua Truéng Ban coi thi;

- Thyc hién dang cac quy dinh caa Quy ché thi hién hanh. CBCT c6 céc
nhiém vu sau:

+ 7.45 c6 mat tai phong Ban coi thi (phong hop VSL), 8 gio nghe phé bién
vé cong tac coi thi. Trong khi thuc hién nhiém vu coi thi, khong dwoc mang cac
thiét bi thu phat thong tin; khong dugc lam viéc riéng, khong dugc hit thudce,
khong duoc sir dung cac loai do ubng c6 con;

+ 8 gid 14 phut béc tham thir tu Can bo coi thi tir Ban Thu ky. 8.15 pht ca
hai can bo coi thi c6 mat tai phong hop caa Ban coi thi . CBCT thir nhat danh s
bao danh theo quy dinh cua Truong Ban coi thi. Khi ¢6 hiéu 1énh, CBCT thir nhit
goi tén thi sinh vao phong thi, CBCT thu hai ding gidy to tuy than theo quy dinh
ctia Hoi dong thi va danh sach anh cua thi sinh dé ddi chiéu, nhan dién thi sinh;
huéng dan thi sinh ngdi dung chd quy dinh va kiém tra cac vat dung thi sinh mang
vao phong thi, tuyét d6i khong dé thi sinh mang vao phong thi moi tai liéu va vat
dung cim theo quy dinh; CBCT thtr hai ki tén vao Phiéu 1am bai cua thi sinh.

+ 8 gio 25 phat, CBCT thtr nhat di nhan dé thi Nghe, CBCT thir hai pho
bién nodi quy thi, nhac nha thi sinh nhitng diéu can thiét vé ky luat phong thi; ky va
ghi rd ho tén vao cac to gidy thi, gidy nhap du dé phat cho thi sinh (khong ky thira),
ghi s6 béo danh va dién da vao cac muc can thiét cua gidy thi trude khi 1am bai:

+ 8 gid 30 phut, CBCT thir nhit gio cao tli dé thi dé thi sinh thay rd ca mat
trudc VA mat sau con nguyén niém phong, ma bi dung dé thi va phat dé cho sinh
vién

+ Khi thi sinh bat d¢au lam bai, CBCT thtr nhat ddi chiéu anh trong giay to



tly than theo quy dinh va album anh cua thi sinh vai thi sinh dé nhan dién thi sinh,
ghi rd ho t&n va ky vao céc to gidy thi, gidy nhap cua thi sinh; CBCT thir hai bao
quat chung. Trong gid 1am bai, mot CBCT bao quét tir dau phong dén cudi phong,
CBCT con lai bao quét tir cudi phong dén dau phong cho dén hét gio thi; CBCT
khéng duoc dung gan thi sinh, khéng dugc doc dé thi, khong duoc gitp d& thi sinh
lam bai thi dudi bat ky hinh thirc ndo; chi dugc tra loi cong khai cac cau hoi cua
thi sinh trong pham vi quy dinh;

+ CBCT phai bao vé dé thi trong gio thi, khong dé lot dé thi ra ngoai phong
thi. Sau 15 phuat ké tir khi tinh gio 1am bai, CBCT nép cac dé thi thira cho nguoi
dugc Truong Ban coi thi phén cong:

+ Chi cho thi sinh ra khoi phong thi sém nhat sau 2/3 thoi gian 1am bai (dbi
Vv6i bai thi tu luan), sau khi thi sinh da nop phiéu 1am bai thi, dé thi va gidy nhap.
Néu thi sinh nhat thiét phai tam thoi ra khoi phong thi thi CBCT phai béo cho cén
bo giam sat phong thi dé giai quyét;

+ Néu c6 thi sinh vi pham ky luat thi CBCT phai lap bién ban xu 1y theo
dung quy dinh caa Hoi dong thi. Néu co tinh hudng bat thuong phai bao céo ngay
cho Truong Ban coi thi;

+ Plng 9 gid 30 phat, CBCT tha nhat yéu cau thi sinh nging lam bai va
tién hanh thu bai, ké ca bai thi cua thi sinh da bi lap bién ban. CBCT tht hai duy
tri trat tu va ky luat phong thi; CBCT tht nhét vira goi tén tirng thi sinh 1én nop bai
vira nhan bai thi caa thi sinh. Khi nhan bai, phai dém du s to gidy thi cua thi sinh
d3 nop, yéu cau thi sinh ty ghi dung sb to, ma dé thi va ky tén vao cac Danh sach
dy thi. Thu xong toan bo bai thi méi cho phép céac thi sinh roi phong thi;

+ Cac CBCT kiém tra sip xép bai thi theo th tu tang dan cua sé bao danh.
Cac bién ban xir ly ky luat (néu c6) phai kém theo bai thi cua thi sinh. CBCT th
nhat tryc tiép mang tdi bai thi ban giao cho Ban thu ky ngay sau m&i mon thi. Mdi
tdi bai thi phai duoc Kiém tra cong khai va ddi chiéu sé lwong phiéu bai thi, ma dé

thi cua tirng bai thi kem theo, Danh sach du thi va cac bién ban xur ly ky luat cung



tang vat (néu co);

+ Sau khi da théng nhat viéc ban giao phiéu bai thi, Thu ky nhan phiéu bai thi caa

tirng phong thi ciing CBCT ky va ghi rd ho tén vao bién ban ban giao phiéu bai thi;

thu ki déan niém phong va doéng dau niém phong tai chd vao chinh gitta mép déan cua
tai dung phiéu bai thi;

- 9 gio 35 phit CBCT tht nhat di nhan dé doc; CBCT thir hai pho bién noi quy thi,
nhic nho thi sinh nhitng diéu can thiét vé ky luat phong thi; ky va ghi rd ho tén
Va0 Ccéc to gidy thi, gidy nhap du dé phat cho thi sinh (khdng ky thira), ghi s6 bao
danh va dién du vao cac muc can thiét cua gidy thi trudc khi lam bai;

- 9 gio 40 phit, CBCT thu nhit gio cao tdi dé thi dé thi sinh thay rd ca mat truéc va
mat sau con nguyén niém phong, mé bi dung dé thi va phat dé cho sinh vién

- Thoi gian thi sinh lam bai gitr ki luat nhu mon thi trudc.

- 10 gio 40 phdt thu bai.

- Sau khi thu bai nop lai Thu ki Ban, ki ban giao.

- 10 gid 45 phit nhan dé Viét

- 10 gid 50 phit phat dé

- 11 gio 50 phut thu bai ndp lai thu ki Ban.

B. CAN BQ HOI THI:
- Nhén @@ tur thu ki
- VVao phong hoi thi dang gio quy dinh
- Giao lai két qua cho thu ki
2. CAN BQ GIAM SAT PHONG THI:
- Chap hanh su phan cong cia Truong Ban coi thi;
- Thyc hién nhiém vu tai khu vuc ngoai phong thi;
- Giam sat viéc thuc hién chuc trach, nhiém vu cua CBCT, cac thanh vién

khac 1am viéc tai diém thi va viéc 1am bai cua thi sinh;



- Kip thoi nhic nhg CBCT, trat tu vién, cong an, nhan vién y té va lap bién
ban néu cac dbi twong trén vi pham quy ché thi;

- Kién nghi Trudng Ban coi thi dinh chi viéc thyc hién nhiém vu hoac thay
d6i CBCT, trat ty vién, cong an, nhan vién y té néu phat hién vi pham;

- Yéu cau CBCT lap bién ban thi sinh vi pham quy ché thi (néu c6).

3.BAO VE
- Nguoi dugc phan cong bao vé khu vuc nao co trach nhiém gitr gin trat tu
an ninh tai khu vuc d6, khong dugc sang cac khu vuc khéc;
- Khong dé bat ky ngudi nao khdng c6 trach nhiém vao khu vuc minh phu
trach;
- Khéng bo vi tri, khéng lam viéc riéng trong khi lam nhiém vuy;
- Khong dugc vao phong thi, khong duoc trao dbi vai thi sinh;
- B4o cao Truong ban coi thi vé cac tinh huéng xay ra trong thoi gian thi dé
Kip thoi xur ly;
4. CAN BQ PHU TRACH CO SO VAT CHAT
Ban co so vat chat ¢d nhiém vu bd tri phong thi, chuan bi co s& vat chat,
thiét bi cong nghé, phuong tién giao thong, kinh phi va cac van dé hau can khéac
phuc vu Hoi ddng thi.
5. CAN BO CHAM THI
Tiép nhan toan bo bai thi do tir thu ki va bao quan trong thai gian cham thi; cham
toan bo bai thi cua thi sinh; ghi diém céc bai thi theo s6 phach; ban giao dy du bai
thi va bang diém theo s6 phach cho thu ki.
6. THU KY:
+ Gilp Hoi ddng thi soan thao cac van ban, 1ap cac biéu bang can thiét, xay
dung co so dit liéu thi sinh du thi, ghi bién ban cac cudc hop cia Hoi ddng thi;

+ Chuan bi, sap xép van phong pham can thiét cho qua trinh t6 chic ky thi;



+ Lap ho so anh thi sinh, sip xép sé bao danh, soan thao, cong bé lich thi
va dja diém thi cho thi sinh;
+ HJ trg Ban dé thi sao in dé thi;
+ Hd tro Ban coi thi sap xép CBCT vao phong thi, ban giao dé va nhan bai
thi tir CBCT sau khi d4 kiém ké day du;
+ Bao quan, kiém ké, danh sd phéch, cat phach, niém phong, giao phan
phach va bai thi di cit phach cho Uy vién thuong truc;
+ Hb tro chuan bi cac gidy to, van phong pham can thiét cho Ban cham thi
trong ngay cham thi;
+ Nhan bai da cham cta Ban cham thi; hdi phach, 1én diém, l1ap biéu thong
ké két qua kiém tra cua thi sinh.
+ Trinh Chi tich Hoi dong thi két qua thi;
+ Tiép nhan, tong hop don phuc khao cua thi sinh; hd tro Ban Phlc khao
theo quy trinh tuong tu cham Ian tha nhat;
7. TRUONG BAN COI THI
Truong Ban coi thi (do Chu tich Hai ddng thi chi dinh) chiu trach nhiém diéu hanh
toan bo cong tac coi thi tai Hoi dong thi, xt 1y c&c tinh hudng xay ra trong cac budi
thi;



