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Hiin Hdo, ngdy 14 thdng 9 ndm 202256:1s8/QD-TH&THCSHH

QUYET DINH
V/v ph6n cdng nhiQm vg cho Cin bQ qufrn lf, gi6o vi0n, nhin vi6n

trulng TH&THCS Hi6n Hio trong nIm hgc 2022-2023

Hrpu rRrIOr{G TRTIOT\G TH&THCS HIEN HAO

Cdn cfi Diiu l€ Tryong trung hgc co s6, trudng trung hqc ph6 th6ng vd
trudng phd th6ng co nhiiu ctip hpc ban hdnh kim theo Th6ng u s6 32/2020/TT-
BGDDT ngqy l5 thdng 9 ndm 2020 cila B0 trudng BQ Gido dqc vd Ddo tso;

Cdn crh Thdng u sd t5/2017/TT-BGDET ngdy 09 thdng 6 ndm 2017 Yi vi€c
, -:. , )s*a d6i, b6 sung mQt s6 diAu crta Quy, dinh chA d0 hm viQc d6i voi gido viAn ph6

th6ng ban hdnh kdm theo Th6ng tu s6 28/2009/TT-BGDET ngdy 2l thdng I0 ndm

2009 cila BQ trudng B0 Gido dqtc Ddo tqo;

Cdn c* Quyil dinh s6 2Sl9/201S/QD-UBND ngdy l4 thdng I2 ndm 2015 cila
UBND thdnh pnA nai Phdng vi vi€c Ban hdnh Quy dinh vi qudn l! tO chdcc bA

mdy, viAn,ch{rc vd lao d/ng hry d6ng tqi cdc don vi sry nghiQp c6ng tQp cila
thdnh phd Hdi Phdng;

Theo di nshi cila cdc d ChuyAn mdn; t6 Vdn phdng nhd tradng.

QUvfr D[NH:

Di6u 1. Phdn c6ng nhiQm vr; cho C6n bQ quin ly, gi6o vi6n, nhAn vi6n truong
TH&THCS Hi0n Hio ndm h9c2022-2023.

(cd Bdng phdn cdng nhiQmvyvd Bdng phdn c6ng chuy1n mdn kim theo)

Didu 2. CdnbQ qqin l!, gi6ovi6n, nhdn vi6n trubmg TH&THCS HiAn Hio cdn

cf vdo nhiQm W cu th6 dugc phdn c6ng c6 tr6ch nhiQm x6y dpg kiS hoach hoat

dQng vd thpc hiQn kO hopch cho pht hgp v6i ddc thu c6ng viQc dugc giao.

Didu 3. CLc 6ng (bd) trong Ban gi6m hiQu, c6c tO Chuy6n m6n, t6 Ven phdng,

cic t6 chirc doin th6 truong TH&THCS HiAn Hdo vd nhinrg ngudi c6 t6n tai Ei6u I
chiu tr6ch nhiQm thi henh quytit clinh ndy. Quyi5t dinh c6 hiQu lpc t<C ttr ngny kf./.

Noi nhQn:
- CB,GV,NV nhdtrudng;
- Luu: VT.
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nANc pnAx cOuc xngu vg
Cho crln bQ, gi6o vi6n, nhfln vi6n trudng TH&THCS Hidn Hiro

him hgc 2022-2023
(Kdm theo Quyh dinh s6 t5s/QD-TH&THCSHH nsdy t4/g/2022

cila HiQu truong trudng TH&THCS Hiin Hdo)
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TT Hg vi t6n,
chfc vu

NhiQm vg
Ghi
chri

I

L6 Dinh Dang
(Bi thu chi bQ

- HiQu
tru&ng)

Php tr6ch chung, t6 chric thuc hiQn k0 hopch nhiQm vp
ndm hoc, b6o c6o, d6nh gi6 ktSt qui v6i c6p tr6n, chiu
trhch nhiQm trudc ldnh dao c5p tr6n vii thyc hiQn

nhiQm vp cta nhd trudng; trpc titip php trdch cilc m{t
c6ns tic:
- Quin ly vd cliOu hdnh moi hoat clQng cria nhi trulng;
triQu tpp vlr chri toa cilc cuQc hgp cria nhd trucrng; tO
chric chi d4o tri6n khai c6c chir trucrng ctra D6ng, Nhd,^nudc vd c6c c6p tdi CB,GV, NV vd hoc sinh trong
trudng.
- 

.C0og t6b tO chitc cdn bg, ki- hoach tii chffi, cilc vhn
d6 li6n quan t6i ch6 d6, chinh s6ch cria CB, GV, NV,
hgc sinh (Chuy0n di, chuy6n d6n, khen thuong, ky
luat...); c6ng thc phdp ch6, vdn thu - thu vi6n, tuytin
sinh, c6ng t6c cht nhi6m lo'p c6p THCS;
- C6ng t6c KDCL, xdy dUng trulng d4t chuAn Qu6c

, .l
gia, c6ng tdc ki6m tra n6i b6
- Tryc ti6p ky duyQt kti hoqch cua cdc t0 chric dodn
ttrO, t<ti hopch chuy€n m6n cria nhd truln g; cdc vdn b6n,^
grti cic cdp, cdc ngdnh vd c6c vin bin khSc li0n quan
d6n hopt CQne nhi trudrng;
- Chi dpo ho4t dQng chuy6n m6n t6 THCS, theo ddi
c6c hopt dQng dpy vd hoc; d6nh gi6 tO THCS, vdn
phdng; c6ng t6c 

"ring 
dUng CNTT trong cdng tdc

chuy€n mOn cta t6 THCS; chi dao cilc hoqt dQng cria
Dodn TNCS HCM;
- Chi dad thUc hiQn c6c phong trdo thi dua, c6c cuQc

vpn ffng ctia nginh; thUc hiQn c6ng khai gi6o dpc;
- Tham gia gibi quy6t c6c c6ng viQc thuQc tr6ch nhiQm
cria Ph6 hiQu truong khi cAn thi6t.
- Gians day C6ne nehO 8

2

Dinh Thi
Nhanh (P bi
thu - Ph6 HiQu
tru&ng)

Php tr6ch)vi chi dao thuc hiQn mQt sO linh vgc do HiQu
truong phdn c6ng, cU th6 nhu sau:

- Kj' thay hiQu truong mQt s5 vdn bin khi dugc hiQu

tru&ng ty quy6n.
- Chiu tr6ch nhiQm vd nhiQm vd dugc siao tru6c HiQu
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trucrng vir cing HiQu ttuong chiu trilch nhiQm tru6c
c6p tr6n thuQc linh vgc minh php tr6ch.
- PhU trdch vd chi d4o c6ng t6c lao tlQng trong nhir
trulng;
- PhU trdch chung vA co s0 vflt ch6t trong nhd trudng,
phg tr6ch cdc hoqt tlQng ngo4i kh6a, hoat dQng dodn
th6, t4p th6 trong nhd trudng; c6ng t6c hopt dQng vdn
nghQ cria nhd truong;
gi6o dpc k! nlng s6ng cho hqc sinh; c6ng t6c H6i cht
thpp <16, c6ng t6c y t6 trong nhd trudng; c6ng t6c ph6
cQp GD-XMC 

!

- C6ng thc xd,hQi ho6gi6o dUc;

- C6ng t6c NCKH, viOt SK, 6p dung nhdn rQng SK
- PhU tr6ch chuy6n m6n Td TiiSu hqc; c6ng t6c chir
nhiqm lcrp c6p Ti6u hqc vd cria todn trulng; c6ng t6c

img dpng CNTT trong c6ng t6c chuy6n m6n cria tO
Ti6u hqc; t

- Thu ki ghl Ngni quy6t Ban gi6m hiQu;

- Qu6n lf nC n6p hgc sinh; chi d1o chc hoat dQng cria

DQi TNTP, c6ng thc dirm b6o an ninh trQt ty an todn,
c6ng t6c thiS duc - thC thao trong nhd truong; theo d6i
cl6nh gi6 t6 Ti6u hgc, c6ng t6c DQi;
- Thgc hipn mgt s6 c6ng viQc kh6c khi dugc HiQu

tru&ng ph6n c6ng;
- PhU trdch c6c hoqt ctQng C6ng doin; xdy (rng kiS

hopch vd chi dpo thpc hiQn c5c cuQc v4n clQng vi
phong trdo thi dua; thqcrng tryc thi dua nhi trudrng,
quin ly vd theo d6i c6c hopt itQng vd il6nh gi5 cOng t6c

thi dua ctra CB, GV, NV trong truong; c6ng t6c nhdn

d4o, tir thiQn,
- Tham gia giimgdpy m6n vin h6a c6p tii5u hgc;
- Chiu t:ich nhiQm chinh trong viQc vi6t tin bdi vi)
c6ng t6c c6ng dodn tron! nhd trudng;
- Thgc hien mQt s5 c6ng viQc kh6c khi dugc HiQu

tru&ns phdnc6ng.

J

Biri Dinh Lim
T6 tru&ng

chuyGn m6n
THCS

- XAy dUng kC hopch vd di€u henh c6c hopt dQng ctra

t6 THCS; ph6t hiQn vd b6i dr.*g hgc sinh gi6i;
- Giirp t6 vi6n xdy dyrrg kC hoach c6 nh6n theo k6

hopch day hoc vi c6c hopt ilQng kh6c cira nhd trudng,
ki6m tra d6n ddc t6 r'i6n thgc hiQn ihing kti hoAch d6

de ra, thao ludn - nhgn dinh tinh frinf, ui danh gia k6t
qui gi6o dpc hgc sinh thu6c t6.THCS, trao d6i vir dd ra

c6c biOn ph6p n6ns cao chSt luqne vd hiOu qui gi6o

.t
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duc;
- Chiu trirc,h nhiQm chinh trong viQc so4n th6o chuong
trinh, k6 hopch gi6ng day. Hodn thdnh dAy dri vi dring
hpn quy tlfnh c6c y6u cdu cAn b6o c6o;
- Trao AOi va ddnh gi6 s6ng ki6n, t6 chric dp gio - thi
tay nghd, t6 chfc sinh hoat vd b6o c6o chuy6n cl6, to
chric b6i {udng ndng cao trinh d0 tO vi6n t6 THCS;
- Girip HiQu truong x6p TKB c6p THCS; cing v6i
TPCM kj'duyQt K0 hoach bdi dpy cira gi6o vi6n trong
t6; C6 trhchnhiem phdn c6ng ngudi dAy thay khi c6 tO
vi6n nghi viQc ri0ng ho{c b$n c6ng t6c;
- Tham gia cung Ban 16nh dpo nhd trudng trong cdng
t6c ki6m tra ho4t tlQng dqy - hgc;
- T6 chric phong trdo thi dua trong t6, nhQn x6t d6nh
gi6 tO vi6n theo chu6n ngh6 nghiQp vd quy <linh hi$n
hdnh, dC nghi khen thuong va ky 1u4t d6i v6i t6 vi0n;
Chiu tr6ch nhiQm chinh trong viQc vi6t tin bii vA c6ng
t6c chuy6h m6n t6 THCS trong nhd trudng;
- Tham gia giing dqy cic m6n theo chuy6n m6n c6p
THCS;
- Thgc hiQn mOt s6 c6ng viQc kh6c khi dugc Ban gi6m
hieu phdn c6ng.

4

rhi
T6

Nguy6n
Nguy6n -

ph6
m6nchuy6n

THCS

- Cirng tl6ng chi TTCM, xay dUng kC hoach vi chi dao

mgi hopt dQng day - hgc cira td THCS;
- Ctng v6i TTCM ky duyQt K5 hopch bii dpy ctia gi6o
vi6n trong t6.
- GVCN 10p 6

- Tham Bia gi6ng day b0 m6n c6p THCS vd TiiSu hgc
- Ei0u henh c5c hopt <lQng chuy6n m6n khi tluqc to

,l
truong uy quyen.
- Php trSch c6ng viQc trang tri cilc hoat <lQng nhd
trudng
- PhU tr6ch cdc cuQc thi c6 1i6n quan d6n tranh anh, hQi
r )'
nQa;

- Thgc hiQn mQt sO c6ng vi6c kh6c khi tlugc Ban gi6m
hiOu phdn c6ng.

5

Nguy6n Thi
Binh Gi6o
vi6n TPT

Php tr6ch vd chi dpo thpc hiQn mQt s6 mpt c6ng t6c
sau:

- X0y dUng k6 ho4ch vd chi dpo c6c hopt ilQng cria DQi

TNTP HCM;
- Tryc ti6p diAu henh c6c budi.chdo cd dAu th6ng, c6c

ngdy L6, H6i, c6c hopt ilQng cht di6m, ngopi kho5, dd
ngoai, cdm trqi,vdn nghQ... ;

H.ci

nui
UH(
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chri'c vu NhiQm vg Ghi

chrl
- Tryc ti6p php.trdch cdng t6c thi dua khen thu&ng, ky
luQt hoc sinh; t6ng hqp, b6o c6o viQc thuc hiQn nSrtip
theo c6c ti6u chi thi dua cria hgc sinh rlinh lc! hdng
th6ng cho HiQu ffi*g; theo ddi n6n n6p ky lupt,
chuy6n c6n, vC sinh cfia hgc sinh;
- f6t hqp ctng c6c tO phfc kh6c trong vd ngoii nhd
truong tO chftc c6c hopt clQng theo cht di6m (09/01,
03102, 2613, 3014, 0115, lgl5, 0U6, 2717, 0219, 20lll,
22112,....);
- Theo d6i hqc sinh khuy 6t te.rt, t6n gi6o, hgc sinh d6n
tQc, hgc sinh nghdo;
- PhOi hcr,p v6i GVCN lcrp quin lf vd gi6o dpc tuy0n
th6ng vd dpo dfc, k! ndng sdng cho hgc sinh;
- Thpc hiQn mQt sd c6ng viOc kh6c khi dugc Ban gi6m
hiQu phdn c6ng.
- PhU trdch nQi dung tin bdi vd c6ng t6c DQi, HENK
trong nhd trudng tr6n c0ng TTDT;
- Ld thu ki Hgi d6ng su pham, HQi d6ng trucmg, ghi
ch6p.nQi dung c6c cuQc hgp, ghi chdp th6ng tin trong
s6 ti6p c6ng d6n; girip HiQu truong chuAn bi mQt sO

^ ,,-. x
c6ng viQc khi c6n thiCt.

6

Ph4m Thi
NguyGn
Gi6o vi6n

- Qu6n li phdng Ngo4i agt;
- Tham gia gi6ng {af rnOn Titfng Anh hai c6p hgc;
- Thgc hiQn mQt s6 c6ng vi6c kh6c khi clugc Ban gi6m
hiQu phdn c6ng.
- B6i.duong dQi tuy6n tham gia cic hQi thi, cuQc thi c6
yOu t6 ti€ng nu6c ngodi

7

Hir Quang Ai
- Gi6o viOn

- GVCN lcrp 8
- Tham gia gi6ng day bQ m6n c6p THCS.
- Tham gia c6ng t6c ph6 cap - x6a mir chfr;
- Thyc hiOn mQt s5 cdng viQc kh6c khi dugc Ban gidm
hiQu ph6n c6ng.

t

8

Holrng . Thi
Bfch Hing
Gi6o vi6n

- Tham gia giing d4y m6n cdp THCS;
- Thpc hiQn mQt sd cdng viQc kh6c khi duqc Ban gi6m
hiQu ph6n c6ng.

9

PhSm Duy
Thanh - Gi6o
vi6n

-GVCNIWT t

- Tham gia gi6ng day b0 m6n c6p THCS.
Phlr tr6ch c6ng t6c gi6o dpc th€.chit, c6ng tdc HQi
khoe phtr d6ng; tham gia tQp huAn dQi tuy6n TDTT,
HKPD;
- Qu6n ly cdc h6 so gifo dpc th6 ch6t (bao g6m x6y
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chri'c vu

NhiQm vg
Ghi
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dUng k0 hopch, ldm b6o c6o vi thuc hiQn, c6c nQi dung
c6 1i6n quan);
- Thgc hiQn mQt sO c6ng viQc kh6c khi dugc Ban gi6m
hiOu phin c6ns.

1(

nO rq Hoii -
Gi6o vi6n

- GVCN lop 9
- Tham gia gi6ng {aV b0 m6n c6p THCS.
- Thgc hiQn mQt s6 c6ng viQc kh6c khi <lugc Ban gi6m
hi0u phdn cOng.

11

NguySn Thi
Luong - Gi6o
vi6n

- Tham gia gi6ng dpy m6n cdp THCS;
- Phu tr6ch c6c cuQc thi ctra hgc sinh li0n quan d6n

To6n hgc
- Thpc hiQn mQt sO c6ng viQc kh6c khi dugc Ban gi6m
hiQu phin c6ng.

21

Nguy6n
Thi Di6m - Ta
tru&ng
chuy6n m6n
Ti6u hgc - Bi
thu Dohn
trulng.

- GVCN 10p 1

- Tham gia giing c6p Ti6u hoc;
- ftit hqp cing d6ng chi Dinh Thi Nhanh x6y dpng ki5

hopch vd 6i0u henh c6c hopt dQng cria tO Ti6u hqc;
- Grup t6 vi6n x6y dgng ki5 hoach c6 nhdn theo k6
ho4ch dpy hgc vh c6c hopt dQng kh6c ctia nhi trudmg,

ki6m tra d6n d6c td vi6n thgc hiQn dring ki- hoach itd
dd ra, th6o lupn - nhfln dinh tinh hinh vd <l6nh gi5 k6t
qu6 gi6o dpc hgc sinh thuQc tO fi0u hoc, trao AOi va eC

ra cbc biQn ph6p n6ng cao ch6t lugng vd hiQu quh gi6o

duc;
- Hodn thdnh dAy dti vd dring hpn quy <tinh c6c brio
c6o;

-i. \ r, I- Trao d6i vd d6nh gi6 s6ng ki6n kinh nghiQm, t6 chric

du gid - fhi jay nghd,. tO chric sinh hoat vi b6o c6o

chuy6n de, tO chrlc b6i dudng ndng cao trinh d0 to
vi0n tO Ti6u hgc;
- Tham gia cing Ban 16nh ttpo nhd trulng trong c6ng
t6c ki6m tra hogt dQng dpy - hgc;
- T6 chiri phong trdo thi dua trong t6, nhqn x6t d6nh
gi6 t6 vi€n theo chuAn ngh0 nghiQp vd quy dinh hien
henh, dO nghikhen thucrng ve ky luflt d6i v6i tO vi6n;
- Chfu trdch nhiQm chinh trong viec vii5t tin bdi vA

c6ng t6c chuy6n m6n Tii5u hgc trong nhi trudng;
- Tham gia cOng t6c ph6 cap - x6a mi chfi;
- Xdy dUng kiS hoach vd chi d4o c6c ho4t tlQng cria

Dodn TNCS HCM; quAn lli h6. so Chi dodn;
- f6t hqp ctng TOng php tr6ch DQi ph6t dQng, duy tri
c6c phong trdo thi dua cta hgc sinh, t6 chric c6c hoqt

,5
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tlQng trong c6c ngiry 16 thn;
- Thyc hien mQt s5 cdng vi6c kh6c khi dugc Ban gi6m
hi6u phdn c6ns.

1

Nguy6n , Thi
NgAn - T6 ph6
chuy6n m6n
Ti6u hgc

- GVCN l6p 5

- Ctng dOng chi TTCtut x0y dyngk6 hoach vlr chi d4o

mgi ho4t dQng day - hgo cta tO Ti6u hgc;
- Phu trdchc6ng t6c y tiS nhd trucrng.

- Ei0u henh c6c hoqt dQng chuydn m6n khi ilugc tO
,l

truong uy quyen;
- Tryc ti6p gi6ng dqy chp TiiSu hqc;
- Tham gia c0ng t6c phQ cAp - x6a mt chft;
- Thlrc hiQn mQt sO c6ng viQc kh6c khi dugc Ban gi6m
hiQu ph6n c6ng.

l4
vfi Thi Ly
Gi6o vi6n

- GVCN 16p 3

- Tham gia giang c6p Ti6u hgc;
- Tham gia gi6ng !+y cdp Tii5u hqc;
- Thr,rc hiQn mQt sO cOng vi€c kh6c khi ilugc Ban gi6m
hiOu phdn c6ng.

1:

NguySn Minh
Tu6n Gi6o
vi6n

- GVCN lw 4
- Tham gia gi6ng c6p Ti6u hqc;
- PhU trdch c6ng t6c CNTT trong nhd trudng.
- Thyc hiqn mQt sO c6ng viQc khdc khi duqc Ban gi6m
hiOu phdn c6ng.

l(

Nguy6n Thi
Hiiin Girio
Ylen

- GVCN 16p 3

- Tham gia gi6ng c6p Ti6u hgc;
- Thyc hiQn mQt s6 c6ng viOc kh6c khi <lugc Ban gi6m
hiQu phdn c6ng.

1

Hn viet Anh -
Gi6o vi6n

- PhU trhch c6ng t6c 6m nhpc (chu6n bi 6m thanh loa
mhy cilc bu6i chio cd, t6 chric ciic ngey 15, hQi thi, hQi

dlen,...)
- Tham gia gi6ng 0.m nhpc hai c6p hgc;
- Thpc hien mQt s6 c6ng vi6c kh6c khi dugc Ban gi5m
hiOu phdn c6ng.

rt

Ng6 Thi Mhn
gi6o vi6n

M6m non - Td
ph6 t6 Vr

- GVCN l6p 5 tu6i
- Tham gia gi6ng bfc Mdm non;
- Tru&ng Ban TTND
- Girip HT xdy dUng rli ri6n khai thpc hiQn c5c ki5

hopch li€n quan d6n chuy6n m6n b4c MAm non

t9
Holrng TuAn
Anh Gi6o

- GVCN 16p 3+4 tuoi
- Tham gia gthngbQc MAm non;
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vi6n MAm non

2(

Trffn Dinh
Tohn - Nhffn
vi6n vin thu -
thu viQn - Ta
tru&ng t6 Vln
phdng

- Xty dUng kC hopch chung cta t6, chi tlpo t6 vi6nJ .ie

thpc hiQn theo kO hoach t6, ke hopch chung ctra trudng
cfing nhu c6c c6ng viQc do Hi6u trucrng ph6n c6ng:
- Thgc hiQn c6ng tdc vdnthu - luu trir, qu6n ly c6c h6
ro s6 s6ch nhi trudng, vin bing chring chi, hti so gi6o
vi6n, hgc sinh;
- St dpng'vd qu6n ly con d6u cria nhd trudrng.
- PhU trilch thu viQn, theo ddi c6ng t6c ty hgc, tU b6i
duOng cria gi6o viOn, hoc sinh;
- Girip Ban g.i6m hi0u gi6i quyi5t vdn bin vi theo ddi
viQc gi6i quy6t cilcvdnbin.d6;
- Quin ly'trO so vd phAn -Am Ph6 cOp gi6o dpc - X6a
mi cht; quin ly phAn mA* CSDL (phAn chung cria
truong);
- Thpc hiQn nhiQm vU tu v6n vdn bin cho l6nh dqo,
chiu tr6ch nhiQm vC tinh ph6p ly, ky thudt sopn th6o
v[n bin dp nhd trudng ban hdnh;
- Tham gia chc c6ng vi6c: nhfn - gfti c6ng vdn, truc
v6n phdng, t?p W, ...;
- Php trdchviCc sao in dd, pho to c6c tii 1i6u, vdn ban
c6 liOn quan, d6ng thdi quin lj, m6y photo cria nhd
trudns:e) ) \

- PhU trhch c6ng t6c tuy6n truy6n, ph6 bi6n, giSo dpc
ph6p luft;
- Thyc hign mQt sO c6ng vi6c kh6c khi dugc Ban gi6m
hiQu phdn c6ng.

2t
Br)ri Thi Hoa
HuQ - K6 tofn

- X6y dUng kC hopch mua sim CSVC, huong d6n thgc
hi6n ch6 clQ thanh quyiSt to6n nhd trulng. C6 ki5 hopch
thu chi c6c khoin qu! cria nhd trudrng hqp lj vn tiiSt

kiem;
- E0 xu6t phuong 6n vd th6o c6c hgp d6ng lao dQng

trong nhd truong;
- Theo ddi vd cflp nhQt sO Bao hi6m cria CB-GV-NV
trong trucrng; 

,
- PhOi k6t hgp vdi d6ng chi TKHD t6 chric giao ti6p
AOi nQi vd d6i ngoai, v6i vai trd ld cA, n6i v6i c6c bQ

ph0n, <lon vi trong vd ngodi nhd trudng vd v6i ngudi
ddn:il
- KCt hqrp v6i d/c Vdn thu ldm c6ng t6c PCGD- XMC
- Tham gra chc c6ng viQc: gpi c6ng vdn, trpc vdn
phdng, tAp vU, ...;
- Thgc hiQn mQt s5 c6ng viOc kh6c khi dugc Ban gi6m

A
N,$
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TT Hg vir t6n,
chfc vu

NhiQm vg Ghi
chf

hipu ph6n c6ng. i

22

LG Bio Nggc -
Nh6n vi6n
thi6t bi

- Phu trdchphdng {6 dilng, theo ddi cl6nh gi6 tinh hinh
sir dpng thiiSt bi, OO Aung dpy hgc cta gi6o vi6n, hoc
sinh; php tr6ch quin l;y loa tldi vlr b6o qu6n tdi sin loa
m6y trong nhd trulng;
- Quin ry tei sin: kho, tdi sin vdn phdng;
- Tham gia chc cOng viQc: nh4n c6ng vdn, truc vdn
phdng, tAp vp, ...;
- Tham gia c6ng t6c ph6 cap - x6a mt chft;
- Thyc hiQn mQt s5 c6ng viQc kh6c khi dugc Ban gi6m
hiQu phdn c6ng.

23

Ng
7

uven
Phuong

.  A
nnan Yten nau
in

rhi
- Ldm nhiQm uu n6u Fntqib6p 5n bdn trri
- Thgc hiQn nghi€m tuc vigc cl6m b6o tuyet OOi

VSATTP.

24

NhAn vi6n bf,o
ve

- Tryc b6o vQ theo Hgp cl6ng lao <lQng; b6o vQ an ninh
trQt tq, an toin thi sin, bSVC cria nhd trudmg, xe ctra
CB, GV, NV vd kh6ch, khdng cho b6t cf ai mang tii
s6n cta nhd trudmg ra kh6i trucrng khi chua duoc sp
d6ng y ciaHieu trucmg;
- E6ng mo c6ng trudng tru6c vd sau c6c bu6i hgc vd
lirm viQc (khdng cho hgc sinh ra, vdo trudng sau hiQu
lQnh trdng m6t ti6ng ci,r- cdc tii5t hoc - fi:u nhfine
truong hqp c6 V do chfnh d6ng).
- Cu6i bu6i ki6m tra viQc tit diQn, qupt vd d6ng cfta
c'ia cdc phong hgc, phdng ldm viQc; cl6ng cria phdng
giSo viOn, phdng HQi tryong. Kip thdi ph6t hi6n vd

,u'l

ghi ch6p nhtrng v6n dO bdt thucrng dd xir l,!,b6o cilo
Ban gi6m hiQu. Hdng th6ng c6 b6o c6o tinh hinh vO

cho HiQu truong kip thdi vd thucrng xuy6n.
- Theo d6i thuong xuy6n vn <16 ru6t uig. sira chfra, ddn
bu, thay thti tii s6n bi h,6ng; mdt. Cdc tii sin bi hong,

A.mdt md b6o v6 kh6ng bi6t ll,i do, kh6ng quy dugc
trfrch nhiQm cho ngudl odn ut trri uao ie p[,ai il'ai
thucrng;
- K9t hOrp 9tng. tr.uc ban gi6o vi6n, nhdn vi6n gi6i
quy6t cdc vdn dC niy sinh v€ tinh hinh an ninh Jrong
c6c bu6i hoc vlr thgc hlQn c6c nhiQm vu dQt xu6t khi
dugc Ban gi6m hiQu giao.
+ Quin li phdng HQi truong;
- PhU trdch mang vQ sinh m6i truong, cinh quan, diQn,

nu6c nhd trudng, ki6m tra bom nu6c vio b6, c6ng
trinh v0 sinh vd sria chfra nh6 trons nhd trudns.
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MQt sii luu f khi thqc hiQii nhiQm YB:

1. D6i vfi gi6o vi6n bQ mdn

- Thgc hiQn day hgc theo k5 hopch vir phdn c6ng chuy6n m6n cria nhd trudrng;
qu6n l;f hgc sinh trong c6c ho4t clQng gi6o dr,rc do nhi trudng t6 chric; tham gia cic
ho4t dQng cria t6 chuy6n m6n; ohiu tr6ch nhiQm vO ch6t lugng, hiQu qu6 gi6o dpc;
tham gia vii5t SK, hu6ng d6n hgc sinh nghiCn ciru khoa hgc;

- Tham gia c6ng t6c ph6 cpp gi6o dpc - x6a mt chft cta dia phuong;

- Gifr gin phAm ch6t, danh dU, uy tin cria nhd gi6o, guong m6u tru6c hgc sinh;
thucrng y0u, t6n trgng hgc sinh, aOi xri c6ng bing vdi hgc sinh, bio vQ c6c quydn vi
loi ich chinh ddngcria hgc sinh; 'doin k6t, girip d0 d6ng nghiQp;tpo dgng m6i trucrng
hgc tfp vd ldm viQc d6n chri, th6n thiQn, hqp t6c, an todn vd ldnh manh;

- PhOi hqrp v6i gi6o viOn cht nhiQm, cdc gi6o vi€n kh6c, gia dinh hgc sinh, Doirn
- DQi trong dgy hgc vd gi6o dpc hgc sinh;

- Tham gia tryc ban gi6o vi6n;

- Thgc hi6n c5c nhiQm vu kh6c theo quy dinh cria ph6p luQt.

2.E,ilivfi gi6o vi6n chri nhiQm

Ngoii c6c nhiQm vp cria gi6o vi6n bQ m6n cdn c6 nhtng nhiQm vp sau d6y:

- Xdy dUng ki-l hoach vi thUo hien c5c ho4t ddng gi6o dpc phi hqrp v6i dpc di6m,
hoirn cinh vi diOu kiQn thpc ti5 nhim thric dAy sp ti6n bQ cria cA lcrp vi cria timg hgc
sinh;

- PhU tr6ch dqy chc ti6t hoat d0ng tpp th6, ho4t dQng gi6o dpc ngodi gio l6n lop;

. - Ph6i hqp v6i citc giSo vi6n kh6c, v6i gia dinh hgc sinh, vdi Dodn - Dgi vi c6c

tO chfc xE hQi c6 li6n quan tonj viQc hd trg, gi6m s6t viQc hgc tQp, rdn luyQn, hudng
nghiQp cria hgc sinh lorp minh chri nhiQm;

- Nhpn x6t, d6nh gi|virxtip 1o4i hgc sinh cuOi t y vd cu6i nim hgc; dO nghf khen
thucrng va ky ludt hgc sinh; c16 nghi danh s6ch hgc sinh dugc l6n lorp thEng, phii
ki6mta lqi, phii rdn luyQn h4nh,ki6m trong hd, kh6ng dugc 10n lop; hodn thinh viQc

ghi s6 di6m vlr hgc bp hgc sinh; 
"

- B5o c5o thulng lcj, hoac dQt xu6t vC tintr hinh cta lop v6ri Ban gi6m hiQu nhi
truong.

TT
Hg vir t6n,

chtfrc vu
NhiQm vu

Ghi
chri

- Tham gia circ ho4t tlQng kh6c khi Ban gi6m hi6u
ph0n c6ng.

2:
Nhin vi6n
c6ng

- Qu6t dgh khu nhi vp sinh giSo vi€n vi hgc sinh, qu6t
dgn sdn trudng (tru6c, sau), c6ng trulng. Hinh lang
vi cAu thang khu nhd hieu b0
- Tham gia cbc ho4t <lQng kh6c khi Ban gi6m hiQu
phdn c6ng

)
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3. Cic thinh vi6n tluqc phffn c6ng nhiQm vU c6 trich nhiQm

- Iav dung k6 hoach, t6 chric thuc hiQn, ldrm b6o c6o hopt dQng, qu6n ly h6 so
cta t6 chirc minh trong ndm hoc, chiu tr6ch nhiQm 10p du tru, quy6t to6n kinh phi
cta chuong.trinh, pham vi php trfuchvd phii qua th6ng qua HiQu tru&ng ph6 duyQt;

. - Cung cep ddy ctti thdng tin vi hd so thuQc linh vgc minh php tr6ch khi duoc
ki6m tra, thanh tra;

- Lim t6t c6ng t6c tham muu v6i lanh dab nhd trudng, chri dQng tO chirc thyc
hiQn cdng vi6c, girii quy6t, *u. ly c6c c6ng vi6c trong linh vlrc php tr6ch cl4t hiQu qui
theo dring chi ti6u ki5 ho4ch cldira;

- Phoi hgp v6i Ban dpi diQn cha.mq hgc sinh trong c6c ho4t cl0ng gi6o dpc hqc
sinh vd"xfl h6i h6a gi6o dpc, g6p phAn huy dQng c6c ngudn lgc trong cbng d6ng dc" 'ru
ph6t tri6n nhd trulng;

- Tich cyc tham gia cdc hopt tlQng: chuycn mon, doin th6, c6ng t6c ph6 cpp,
nhfrng c6ng viQc tlQt xu6t kh6c do Ban gi6m hiQu phdn c6ng.

-,Ch\d6ng chf chfu sg phdn c6ng, chi dpo ciia cdc d6ng chj php trdchchinh, n6u
c6 v6n <tc gi vucmg mhc,phhn6nh kfp thdi v0 Ban gi6m hiOu dC ctng gidi quy6t.

NQi dung cdng viQc dugc giao 6 tr6n sE c6 sy thay d6i tuy tinh hinh thyc t6 cria
nhd trudmg trong ndm hoc 2022-2023.1.


