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TRUONG THCS QUOC TUAN

ceNG HoA xA HeI cHU Ncui^L vIET NAM
DOc I6p -Tudo- nhric

Qu6c Tudn, ngdy 01 thdng 8 ndm 2022

QUY6T DINH
Vd viQc phin cdng lao tlQng cho c6c thhnh vi6n trong nhh trudng.

Nim hgc 2022 - 2023

HrEU TRU0NG TRtIol{G THCS QUoC TUAN

C6n cir Th6ng ir s632l2O2OlTT- BGDDT ngey 15 th6ng 9 nim 2020 c:0;a

B9 GD&DT ban hanh DiAu lQ truhng THCS, trucmg TFIPT vd trudrng ph6 th6ng

c6 nhi€u cAp hgc;
Cdn cri c6c quytit dinh vA vigc b6 nhiQm HiQu tru6mg, Ph6 hipu tru6rng trucmg

THCS Qu6c Tu6n;
cdn cri Th6ng tu si5 3512OO61TTLT-BGDDT-BNV, ngey % thang ^8 

n6m

2OO6vC Hu6ng aan Ainfr mric bi6n ch6 vi6n ch{rc 6 cdc co s0 gi6o dgc ph6 th6ng

c6ng lpp; 
cir Th6ne tuZgl2(Eg/TT-BGD DT, nsey zlllylzoog ban henh quy dinh

vA ch6 d0 ldm viec dOi v6i gi6o vi6n ph6 th6ng va Th6ng tu q6 l5l2OlTlTT'
BGDDT, ngdy 09 th6ng 06 ndm 2Ol7 vA stra d6i, bO sung mQt sti diOu cria Quy
dinh ch6 O9 tam viQc d6i v6i gi6o vi6n ph6 th6ng;

Cdn cri vdo tinh hinh thgc t0 cta dcrn vi;
X6t ndng h,rc vd kh6 ndng c6ng tdc oiaa c6n bQ, giSo vi6n, nh6n vi6n.

QUYET DINH :

Didu 1. Phdn c6ng nhiQm vp cho c5n bQ, gi6o vi6n, nhdn vi6n trong nhe

trucrng ndm hgc 2022 - 2023 (co danh sdch kdm theo).
Di6u 2. CanbQ, gi6o vi6n, nhdn vi6n trong nhd trudng cdn cri vdo nhiQm vp

cp th6 dugc phAn c6ng c6 tr6ch nhiQm xdy dpg kil hopch hopt dQng vd thgc hiQn

kti hopch c6 hiQu qu6, pht hqrp v6i dflc thi c6ng viQc dugc giao.

Di6u l. C,ai Ong (ba) tiong Ban l6nh d4o, c6c t6 chuy6n m6n, c5c t6 chirc

dodn th6 trong t**g,ra nhir,rg nguoi c6 t6n tpi DiAu 1 chiu trdchnhiQm thi hanh

qrryi5t dinh ndy.

Quy6t dinh c6 hieu lUc t<C ttr ngdy ky.

Noi nhQn G

- Nhu Ei6u 3;

- PGD (b/c)
- Ban d4i diQn CMHS (pih);
- UBND x5 Qu5c TuAn (plh);
- COng cloin, DQi TN trudng, GV,NV (p/h);
- Website trudng
- Luu VT.

Bni Thi Minh NguyQt
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DA\-H sicn pnAx cOrc NHIEM vU
crti aif ;0, ciAo r,rtx, nnriiv urN

rA*r Hoc 2022 - 2023

(Kdm theo quydt dinh s6; 4tr/QD-THCSQT ngdy 01 thd,ng 8 ndm 2022

cfia HiQu tru&ng trudng) THCS Qu6c Tudn

1. D/c Bti Thi Minh NguyQt- HiQu truffng:
Ldnh d4o, chi dAo-, quan l;f todn dien mqi hopt dQng thuQc chirc n6ng, nhipm

,,;, quyAn hpn ctra Bi thu chi bQ,hiQu trucmg nhd trudng' ,' ptU trdch chung; tryc tii5p phg tr6ch c6ng tilc tu tucmg, chirrh tri, kO

hopch, t6 chric, c6ng tdc cdn bQ, ph6t tri6n nhd trudrng; 15nh d4o c6ng t6c c6ng

doin, c6ng t6c CSVC, c6ng tdc gi6o dUc dao dirc hqc sinh; c6ng t6c ph6 cpp

gi6o dr,rc; .O.rg t6c quin li tdi chinh, tdi sin; c6ng t6c thi dua khen thucmg; c6ng

ia. t y6l d11n-g gi6o vi6n. Tru&ng ban chi d4o phdng ch6ng tham nhflng, c6ng

khai, ddn chri.
Ki c6c vdn bin, td trinh, b6o c6o v6i UBND HuyQn. Phdng Gi5o dpc vi

Ddo t4o vd c5c v6n bin kh6c thuQc thAm q.ry6tt ctra HiQu tru6mg, Bi thu chi b0

theo suY diHxl#fl:li:il0n 
m6n crng t6 KFXH; t6 v6n phdng.

Chiu trilchnhiQm vA ch6t lugng chung cria nhd trubng.

Quin Iy c6ng tdc Dqy th6m hgc thOm, hopt dQng 1i6n k6t. Phg tr6ch viQc

phe duvet hd so, froan thiQn h6 so ph6p ly vC viQc D?y thom hqc them, d?y lion

k6t t Ki ndng s5rrg, Ti6ng Anh co ytiu t6 nudc ngodi), tham gia dg.gid, ki6m tra

chuyen eA, eann gid chdtlugng viQc d4y th6m hgc them , dqy 1i6n ket...

Chi dao b0 phQn tdi vp ldm dring c6ng t6c thu- chi theo kO hopch dd dugc

ph6 duyQt.' i6 chirc thpc hiQn c6c c6ng viQc kh6c theo sg phdn c6ng cirr- cdc c6p c6

thAm quyCr.
2.DtcNguy6n COng HiQp- Ph6 hiQu tru&ng:

1,a p-frO HiQu trucmg, Ph6 bi thu chi bQ, thgc hiQn vd chiu trSch nhiem

tru6c higu trucmg vc nhiQm vp dugc hiQu trucmg ph6n c6ng. Thay mflt hiQu

trucrng diAu hdnh hopt dQng cria nhd trudng khi .d*qg hiQu trucrng.riy lY{Cnl
ctng f,ie., t*org chiu trdchrnie- ry6,. :lf o9l vC phdn viQc du_q_c giao; Ghi sO

nghi quyCt nan gi6m hipu; Ki duyQt sO di6m, Hgc b4 khi dugc HiQu truong ty
quyAn; Tham gia sinh ho4t chuy6n m6n v6i t6 KHTN.

* NhiQm vp cp th6:
- Phu trSch c6ng t5c chuyOn m6n d4y vi hgc, c6ng t6c Lao dQng vQ sinh,

hopt dQng phdng thi nghiQm, thu viQn; Chiu tr6ch nhiQm vC chAt lugmg chuyCn

m6n,.trat iuq"g fSCi do c5c c6p tO chric, ch6t tugng HSG, thi vdo 10 TFIPT,

hiQu qu6 ctra viQc sri dpng thiet bi, thi nghiQm... trong c6ng tdc gihng dqy.

- Cing hiQu trucrng quin ly c6ng tdc Dqy th6m hgc th6m, hgAt clQng li€n

t5t. pfru tralnrie. tf,UJf,ipn.ke ho4c1, chia icrp hqc sinit theo d6i tyOle hoc

th6m ; xay dung inOi mtOu bi6u day inern vd day 1i6n k6t; ki6m tra s6 d6u bdi,

phc duyei gido tr"oay th6m t q. ihc* , dqy 1i6n-ktit ( Ki ndng s5ng, Ti6ng Anh
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nguoi nudc ngodi), theo ddi vi6c dpy va hgc cta GV vd HS, tham gia d1r gid,
ki(lm tra chuy6n dA, d6nh gi6 ch6t lugng vipc day th6m hgc th6m, dpy ti6n kct....

- Phu-trdch quAn ty ccr so vat cli6t .ru ,hd trudng. Php tr6cii,h.; ;6i 16
tdi san c6ng cp dgng cp, vft 16 mau h6ng.

- C6ng t6c hopt dQng xd hQi, dodn the. Le pho bf thu chi b6 tryc titip chiu
trdch nhiQm chi dpo vd c6c hopt dQng phong trdo ctra nhd trudng: chi dao hoat
dOng, thi dua cria c6ng dodn; chiu tr6ch nhiQm vA chAt luqmg c6ng t6c Dodn-
Doi.

- C6ng t5c b6i dudng dQi ngfi, c6ng tdc lao dQng vQ sinh, c6ng t5c hu6ng
nghiQp dpy nghO, c6ng trlc b6i dudng hgc sinh gioi, hgi sinh ytiu k6m-, hopt dQng
ngopi gio l6n lop, cdc n6i dung gi6o dr,lc dia phucrng, giSo dpc m6i trudng, hopt
dQng trii nghiQm... vd *g.dUrrg ..org nghe th6ng tin.

- Tri6n khai vd luu h6 so ki6m tra nQi b0 Gi6o vi6n.
- Trii5n khai vd luu c5c h6 scv -chuyen m6n ctra nhd trudng. QuAn ly vd

ki6m tra viQc luu trt h6 so truong chuAn, hO so Ki6m dinh ch6t toqg.
- Php tr6ch chinh di6u hnnh c6ng t6c ph6 cfp.
- Ctng.v6i HiQu trucrng qua-n ly_ c6ng tdc Dqy th6m hgc th6m, d?y 1i6n k6t ( fi
n4ng s5ng, Tii5ng Anh c6 y6u td ,16. ngodij: Ki6m tra tinh ph6p ly cta hd scv,

xtip thoi kh6a bi6u
- XAy dUng vd tO chirc thpc hiQn cSck6ho4ch do hiQu trucmg phan c6ng.
3. T6 tru0ng, t6 ph6 chuy6n m6n:
* T6 tru&ng tA KHXH, t6 KHTN ( Edng chi Edng Th! phucrng, E{ng Vin
Chinh):
* NhiQm vg: XAy dUng kti hopch hopt dQng cria t6, hu6ng d6n xdy dprg vi quAn
li t6 vi6n theo k6 hoach giSo dpc ctra t6 vd c6c hoat dQn[gi6o duc khdc cria nhd
trudng.
- T6 chric UOi auOng chuy6n m6n, nghiep vp, d6i m6i phucmg ph6p dpy hgc, d6i
m6i ki6m tra danh gi6.
- Chiy trSch nhiQm tru6c 11ie.u truCIrlg vd viQc d6nh gi6 x6p loai c6c thdnh vi6n
cria t6 theo quy dinh crha Chu6n ngh6 nghiQp GV trung hqc.
- Tham gia quin li viQc thpc hi6n quy cht5 chuy6n m6n ctra t6, girip BGH ki6m
tra todn diQn gi6o vi6n, ki6m tra chuyQn d6. khi dugc ph6n 96"g; t6t trgp vdi t6
c6ng doin t0 chric phong trdo thi dua dpy ttit hqc t6t trong t6 vd nhd trucrng, xAy
dWU trucmg hgc th6n thiQn hoc sinh tich cgc.
- Tham gia dp gid, ki,5m tra hd so DTHT, ho4t dOng 1i6n ktit cria nhd trucrng khi
HT ph6n c6ng.
- Tham gia tryc 15nh dpo ctng BGH.
- Ch-1u trich nhiQm vd ch6t lugng cria t6 chuy6n m6n do minh phg tr6ch.
* T6 ph6 t6 KHXH, t6 ph6 XHTN( Ddng chf Vfr Thi Hoan, Iigry6n Thi
Phucrng):
- Giirp viQc cho t6 trucmg tham gia quin lf t6, ph6n c6ng gi6o vi6n d4y thay khi
c6 gi6o vi6n nghi 6m hoflc di c6ng t6c, hgc tpp theo qry Airn. ThUc hiQn c6c
nhipm vU khi t6 trucrng phdn c6ng.
- Tharn gia dg gio, kii5m tra hO so DTHT, ho4t dQng 1i6n k6t cria nhi truong khi
HT ph6n c6ng.



- Tham gia tryc 16nh dao ctrng PGH.
* TO tru-Ong t6 v5n phd|g ( D6ng chi Yti Phuong Hn):
XAv dwe kC hoach t6, t<ti [oach phii clugc HiQu truong ph6 duyQt'

- fri6" klai dAy dri nhiQm vp c6ng tdc.ydnthu, c6ng tdc tiri chinh, xdy dpg vd

b6o qutn CSVC, c6ng t6c thu vigl], thi6t bi, c6ng tdc y tO trucrng h9c, b6o v9' 
x

- Phan c6ng c5c c6ng viQc trong t6, tryc vdn phdng cdc ngey ldm viQc trong tudn

theo k6 ho4ch. . ? \

- Thay m6t HiQu truong quin li mgi ho4t ttQng cira t6 vi6n trong ti5 ctra minh vd

cfr6 A'O ldm viic, vA thUc-hiQn nhiQm vq dugc giao, chfu tr6ch nhiQm d6nh gi6,

xOp lopi thi dua vi6n chuc theo qyy dlnh.

- Dam b6o tri6n khai sinh hopt t6'2i,drnlth6ng (co s6 ghi bi6n b6n). Ldm viQc tqi

v6n phdng theo gio hdnh chinh, khi di c6ng tdc phhi b6o c5o 16 li do'

- Ctiiu tnflch ,t i6- chinh trong viQc qufrn tf t6 v5n phdng trong viQc tl6m

bfro iuyQt d5i an ninh, an toin trudng hqc, giir gin trudng I6p lu6n lu6n

xanh- s4ch- dgp.
4. Chc tldng chi gi6o vi6n:
* NhiQm vg:
- Hohn thhnh nhiQm vg cria gi6o vi6n theo Didu lQ'

+ Gi6o vi6n bQ m6n:
- Thgc hien day hgc theo kti hopch vd ph6n c6ng chuy6n m6n cira nhd

trudng; qu6n ly hgc ,irh t o,g cdc hopt dQng^giilo dUc do nhd trucrng tO chric;

tham gra-cichlat d6ng cria-t6 chuy6n m6n; .[i, tta.n nhiQm vO ch6t lugng, hiQu

qua gi-,1o dpc; tham gia vii5t kinh nghiQm, tham gia cilc cuQc thi gi6o vi6n dpy

gi6i, gi6o vi6n chri nhiQm gioi hdng ndm.

Tham gia c6ng t6c ph6 cQp gi6o dpc cria clfa phucrng;

- Git gi" pfrArri chdi,da"h d-u,.ry.iin cria nhd.gi6o, guong m5u tru6c hqc

sinh; thucmg ycu, t6n trgng hgc sinh, aoi xri c6ng b.u"g v6i hgc_tirh, bio vQ c6c
)..a.r1quyen va rgl rcn chinh d6ng cira hqc sinh; dodn k6t, girip dd d6ng nghiQp; t4o

drr"g m6i trucyng hqc tQp vd ldm viQc ddn cht, th6n thiQn, hQp tdc, an tolrn vd

ldnh mpnh;
- ph6i hqrp v6i gi6o vi6n chu nhiQm, cdc giSo vi6n kh6c, gia dinh hgc sinh,

Dodn - Doi trong dpy hqc vi gi6o {uc hoc sinh; Tham gia"914 gia-hec sinh.

- Tham gia aU giO, ki,5m tra hii so DTHT, hoat tlQng li6n k6t cria nhd trudrng

khi HT phdn c6ng.
- rtu. hiQn c6c nhiqm vp kh6c theo quy dfnh cria phSp luat.

- Thlrc hiQn c6c nhiQm vp khSc khi dugc HiQu tru&ng ph6n c6ng.

+ Gi6o vi6n chfr nhiQm
Ngodi c6c nhiQm vp cta GVBM cdn c6 nhtng nhiQm vg sau day:

- xav dung ki5 ho4ch vd thyc hiQn c6c hoat dQng giSo duc phir hqrp v6i clflc

di6m, hoj, 
"a"il 

vd di6u kipn thUc t6 nhim thirc dAy sg tii5n bQ cta c6lop vd cria

ttrng hgc sinh;-- phU tr6ch dqy cdc ho4t dQnggi6o dqc ngodi gid 16n lorp; c6ng thctrhi

nghiQm cria hgc sinh.
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- Ph6i hqp voi cic gi6o vi6n kh6c, gia dinh hgc sinh, Dodn - DOi, c6c t6
chirc xd hQi c6 1i6n quan trong viQc h5 trg, gi6m s6t viQc hgc tfp, rdn luyQn, Gi6o
dpc k! ndng s5ng, hopt dQng tr6i nghiQm cria hgc ginh lorp minh chir nhiQmi

- Nhfln x6t, d6nh gi|vitx6p lopi hgc sinh cu6i lcj,vd cu6i ndm hgc; dO nghi
khen thucrng vd ky 1u0t hqc sinh; dA nghi danh sdch hgc sinh dugc l6n lop thhnq,
ki6m tralqi, rdn luyQntrong hd, 6 lai lcrp; hodn chinh viQc ghi s6 theo d6i chdt

lugng vd hgc b4 hgc sinh;
- Ph6i hqrp v6i b0 phdn tdi vU tri,5n khai vd thUc hiQn thu c6c kho6n thu theo

ki5 hoach dd dugc ph6 duyQt.

- B5o c5o thulng lc) hoflc dQt xuAt vA ch6t lucr,ng gi6o dpc vd tinh hinh cira

lop v6i Ban 16nh d4o.

5. Ddng chi vIn t-hu, TT t6 vin phdng:
Xdy dpg k6 hopch chung cria t6, chi d4o t6 vi6n thUc hiQn theo kO hopch

t6, kiS hopch chung cira trucmg cflng nhu c5c c6ng viQc do HiQu trucmg phdn

c6ng sau ddy:-- 
T6 .hir. giao ti6p eOi nQi vd d6i ngopi, v6i vai trd ld cAu n6i v6i cdc bQ

phfln, dcrn vi trong vd ngodi nhd truong;
- Thgc hiQn c6ng t6c vdn thu - luu trfr; gitp 16nh dpo gi6i quy6t vdn b6n vd

theo d6i viQc gi6i quytit c6c vdn,b 6n d6;
- Thgc hiQn nhiqm vU tu vAn vin ban cho l6nh dpo, chiu trdch nhiQm vC tinh

ph6p ly, ky tlr"at sopn th6o v[n b6n do nhd.trucmg ban h^inhi 
_ ..

- Chuy6n thi cdc th6ng tin kip thdi <t6n c6c bQ ph41r bing nhi6u hinh thric,
ddng thli b6o c6o kip thdi v6i hiQu trucrng ntrfrng v6n dO kh6ng giii quy6t dugc
theo y6u cAu cta hiQu truorp.

- Luu c6c c6ng vin d6n, di vdo s6 theo ddi c6ng vdn.
- Cirng hiQu truong gi6i qryiSt c6c lopi hO so nhu: Xin cdp, t* hgc bp, x5c

nhfn di6m, tuo y c6c 1o4i gi6y chung ntrQn do trulng c6p, sao y.hqc b4.

KiCm tri c6c toai nO so kdm theo khi chuy6n d1, chuy6n di5n nhu: bing
cdp, gi)ry chimg nhan hodn thenh chucrng trinh, khai sinh... PhOi hqp v6i 15nh

d4o gi6i quy6t thu tpc henh chinh cho c6c trucrng hqp .tlr4p hgc cria hgc sinh dd

dugc hiQu trucrng li6p nhQn.

- Thu ph6t s6 KTTD cho gi6o vi6n trong ttrng dqt ki6m tra.

- fh6ng kO s6 liQu hqc sinh ndng khi6u, hgc sinh chua d4t chuAn hdng ndm,

th6ng k6 sO 1i9u trqc sinh hdng th6qg lfp b6o c6o th6ng k6.
-- 

Nhfln hti so hgc sinh chuy6n trucmg d6n, hgc sinh luu ban xin hgc 14i,

trinh hiQu trucrng ki duyQt r6i m6i phdn c6ng vdo 16p.

- B6o qqen hO .o t6. loai nhJ: hsc bp., s6 ddng bO,16 ph6 cpp...

- Lap t O ro theo d6i hgc sinh chuy6n d6n, chuyiSn di, theo d6i si s6 hgc

sinh, ghi ch6p cQp nhQt viro s6 cl6ng bO kip thoi.
-- Th6ng ka sO hqc sinh .O hodn canh kh6 kh5n, diQn mO c6i, hs

nghdo...Ttreo aOi sO HS dd dugc nhQn h5 tr-o., hgc b6ng...
- DA xu6t phucmg 6n vd th6o c6c hqrp dfing lao dQng trong nhd trudrng;

- XAy dUng k6 hoach ndm, thdng, tuAn vd k6 ho4ch vd t6 chric thUc hipn

nghiCm tirc k6 hopch.



Thyc hiQn t6t nhiQm vg cria vdn thu (tyan li todn b9 h9 th6ng h6 so, s6

s6ch quin li nhe t*qng, luu_ trft, ph6n lopi h6 ss, soAn th6o vdn bin cho BGH,

ttrO"g tC xri li c6c s5 HEu th6ng lC Uao c5o, cfp nh$t c6ng vdn di d6n. Tham gia

.n yZ" ph6t c6ng v6n, b6o cao. fhr,I tr6ch c6ng-t6c ph6p ch6 cua nhd trudrng. 
A

- PhU trichchinf, c6ng t6c ph6 cfp, t6 tru6rng t6 vdn phdng, t5 chric sinh hopt t6

2 tudn/ lAn theo Di6u lQ truong THCS.
- il;r6;h pfta" rna* co s0 a[ f9" ngdnh, phAn mdm x6t tiSt nghiQp, phAn mA-
quin l1f c6n bQ.

-^phU ir6ch qu6n lf vd chi clpo c6ng t6c vQ sinh khu hiQu b0. Php tr6ch vQ sinh,

nudc phdng d.c PHT; ti6p khSch khi il.c IHJ c6 kh6ch. , r
- Php tr6ch chinh c6ng i6c ph6 cflp, qu6n lf ph0n m6m ph6 cpp. Thay m{t d.c

PHT phAn c6ng di6u tra ph6 cAp kfii clugc PHT phdn c6ng.

- Tham gia c6ng viQc kh6c khi dugc HiQu trucrng phdn c6ng.

6. D6ng chi cfn bO thi6t bi ki6m nhiQm:
- Qu6n li CSVC, ttriet ui aav vd hgc theo chirc neng cria cB tlict_bl
- Theo d6i GV muqn, sri dqng d6'drlng dpy hgc, tham muu cho BGH vii quin li,
r,1. d1rd ;o a""g d4y hsc,'.[o *rqrl tn" ao dung ve kho dring thdi gian, t6p

x6p.d0 dtng khoa hgc, ngEn nip yn lau chtri spch sE.

- iiAt frq'p ;id cV bq m6n c6 k6 hopch *-oa ,6m, bO sung CSVC, trang thiiit bi

c6c phdng nqc UO m6n, qu6n li he th6ng h6 so s6 sach thi6t bi d?y hqc, tham gia

ldm ph6 cpp gi6o dpc, tham gia tryc CB, GV, NV vd lim mQt sO c6ng viQc kh6c

khi dugc ph6n c6ng.
7. D6ng chi CB thu viQn, ki6m nhiQm c6ng t6c thfr quy- D.c TrAn Thi HuQ:

Php tr6ih c6ng t6c thu viQn theo chric ndng nhiQm vg cria C6n bQ thu viQn.

- X6y dUng ki5 hoach hopt dQng thu viQn, phdng dqc gi6o vi6n, hqc sinh, tuy6n

truydn giOitniqu s6ch b6o. X6y dlmg tri sSch ph6p luQt. Theo ddi, d6nh gi6 viQc

thgc hiQn Thu viQn 50K cria c6c lorp.' 
- ia chric c6c hopt dQng dqc, gi6i thiQu s5ch, thi6t bi; tham muu, dg to6n

! ,r
viQc mua sdm, thanh li s6ch, thi6t bi.

- Xdy aU"g kt5 hopch ph6t tri6n thu viQn vd ho4t dQng c6 hiQu qu6 d6i vdi

thu viQn d4t chuAn.
- XiV df"rg k6 hopch ndm, thdng, tuAn vd ki5 hopch kh6c, thr,rc hiQn

nghiCm tirc kO hoqch.
- Chiu tr6chnhiQm v6 nhiQm vp dugc ph6n c6ng tru6c TO tru<mg, Ph6 hiQu

trucrng php tr6ch , .

- Ldrn 
"Org 

t6c.thri qu!: C6ngtdc gitr qu! ph6i dim b6o an todn, kh6ng de thet

tho6t, qra,iti tiAn mpi,ihu va cni O"y Udry nguyqn tilc.titi".hjqkf 
36n,.cr:ne 

t<!

to6n d6n di5c viQc thu qu! c6c 16p, dim b6o ngu6n kinh phi dO nhd trucrng hopt

dQng c6 hiQu qu6.
- Dam bho cdc hti so gi6y td, chimg tri 16 rdng, chinh xdc, gi6o vi6n ki nhpn ghi

16 hg t6n.
- Thu git lQp hO so s6 s6ch cdclo1r, c6c kho6n thu.
- Mua sim c5c lopi dpng cp sinh ho4t hdng ngey trong oo quan.

- DOi chiiSu sd s6ch hdng !h6ng v6i k6 toSn vd trinh hiQu tru&ng ky duyQt.

- B6o c5o hiQu tru&ng 1 lAd thdng c6c khoin thu chi trong nhd trudrng.
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Tham gia ctng GvcI\ thu quf tlim bio dring thli gian quy dinh.
- Tham gia tr.u- CB, GV, NV vd thUc hiQn mot s6 c6ng viqc khSc khi dugc hieu

trucrng ph0n cdng.
8. Ddng chi k6 to6n- Giang Thi Finhi . _ _ .
- phU ia"U c6ng tfuctiti chinh k6 to6n: qu6n lf hO so chimg ttr theo Lu0t ngdn

s5ch.
- Tham muu cho HiQu trucrng vA hoqt dQng quin li thu chi tdi chinh theo nguy€n

tlck€,to5n vdluQt ng6n s5ch.
.*ia; au"g f.C fropclithu chi tdi chinh, quy ch.e- chi ti6u nQi bQ, d6n d6c GVCN

thu n6p c6c ngu6n quy dd triiSn khui, hu6ng d6n c6c b0 ph0n trong nhlr truong

ldm cilmg tt thu chi iheo nguy6n t6c quy dinh, d6nh gi6 viQc thu nQp qu! ctra

GVCN, b6o c6o v6i Hipu trugng hdng }h*g.
- E6m b6o dring, dri mgi quy6n lgi, chti. dQ chinh s6ch cho cB, GV,NV, hgc sinh

theo quy dinh cua Nhd nu-6c vd qyy cne nna trucrng.

- 86o qu6n, theo ddi co s0 v$t ch6t cho nhd truhng.
- Sopnifrao c5c vdn b6n tdi chinh, hqp d6ng, bAo hi6m hqc sinh, gi6o vi6n'

- Tham gia c6ng t5c php ttbchy ti5 hqc dy*g.
- Tham gia ctng GVCN ,.thri qu! d6n d6c thu qu!.
- 86o cao nieu trucrng 1 lan/ th6ng c6c kho6n thu chi trong nhd trucrng.

- Tham gia c6ng tic ph6 c$p khi dugc ph6n c6ng.

-Thrpc hiQn c6c nhiQm vg kh6c khi dugc HiQu truong phffn c6ng.

9. Bio vQ-trulng: ( D.c Ph4m Vin Thu$n, Nguy6n VIn Khucrng)
* NhiQm vp:
- DAm b6o an ninh an todn co sd vQt ch6t nhd trucrng 24l24,kh6ng d6 kh6ch, hqc

sinh ra vdo tg do, di 14i tp do trong trudng; dic biQt khi dang trong gid lim viQc.

(ghi sO tryc giao c-a cilc bu6i tryc).
- Chim soc hQ th6ng cay xanh, cdy canh dim b6o xanh t6t vd m! quan.

- VQ sinh c6c phdng hipu b0, ghirc n6ng vi xung qy?"q trudrng 16p,

- phai chiu trach rt iC- vd b6i thudng thiQt hai khi co sy c6 xhy ra do b6n thAn

gdy n6n ho{c thi6u trSchnhiQm
- i't u. vg nu6c ,r5ng kip thoi cho CBGV vd kh6ch d6n

NC; aa 
'rri6t iattai san thuQc trdchnhiQm ctra b6o vQ, phai UOi ttruong'

- C1cbudi tryc ph6i dring gid de dim b6o an ninh, an todn trucrng hqc. Tham gia

-*" li, nhgc nho hec rinh thg. hien noi quy, t A ntip nhd tT*g, ph6t hiQn lAp

UiC, batt xtr li hgc sinh vi phpm nQi quy, ph6 tdi sftn cria nhd trudng, 16p hqc

ctrng v6i BGH vd GV trgc.
- ft Ot g cho hgc sinh, thanh ni6n vdo d6 bong trong sdn trudrng, di xe d?p trong

s6n trudrng, thgc hiQn dirng c5c nQi quy, quy dirh y: c6ng t5c 9P"le'
- Tham gia phSt hiQn, phdng chdng c6c tQ npn xd hQi, kh6ng dO tQ npn xdm nhflp

viro nhi trudrng.
- Tham gia ld; mQt si5 c6ng viQc: Tu b6 sira chta nh6. Cat tia, dqn c6, chSm s6c

klr" 
"Ur 

tr6ng cay cinh try6. khu HiQu bQ; quan ly vi$c gifi vQ sinh sdn truhng,

cding t rr*g.-Oun nu6c u6ng GV, coi.xe cho hgc sinli, dgn c6ng trinh vQ sinh

GV]Tham gia tiep kh6ch 
"rrg 

BGH, tO VP khi trudrng o6 kh6ch.



- Nhfrng bu6i hopt clQng t4p th6, tO chirc c6c chuy6n dO todn trudng, cpm vdr
i 

^).huyQn y6u c6u c6 hai d6ng chi b6o vQ cung tryc d6 d6m b6o an ninh an tolrn
trudng hgc.
- Tham gia ldm mQt s0 c6ng vi6c kh6c theo sg ph6n c6ng cria BGH.
- D6m b6o vQ sinh khu Hieu b0.
10. Ddng chitdng phg.trSch EOi ( Ddng Th! Thu Hidn).
- XAy dWrg kC hopch, t6 chric cdcho1t dQng DQi.
- Xdy dUng ti6u chi thi dua, t6 chric phong,trdo thi dua toin Li6n DQi, theo d6i
d6nh gi6 thi dua.c6c lcrp vC thgc hiQn nA n6p, nQi quy nhd trudrng vir hopt clQng

DQi. T.uy6n truy6n tin ho4t dQng d6i tr6n b6ng tin nhd trudng hdng th5ng. Cpp
nhft k€t qu6 thi dua hdng th6ng ctla c,dc l6p tr6n b6ng tin cria nhd trucrng.
- T6 chirc dir c6c hopt dQng do c5c cdp, cdc ngdnh chric nbng phOi hqtp chi dpo.
- PhOi hqp.v6i GVCN, GV bO mdn, chi ctoan gi6o vi6n ldm t6t c6ng t6c gi6o dpc
thanh, thi6u ni6n, thi dua x6y dpg " Trulng hgc th6n thiQn, hgc sinh tich cuc".
- Phaq cdng chdm s6c c6ng trinh mdng non cta 1i6n dQi. Phdn c6ng tryc cd d6,
truc cAu thang khu vgc phong hoc vd phdng chfc ndng.
- Tham gia tryc gi6m hiQu ctng HiQu trudrng, Hi6u ph6 c6c bu6i hqc trong tuAn.
- Chlu trdchnhiQm ve t6t qui hopt dQng DQi.
11. Ddng chf thu ki HOi tldng trulng ( Ninh Thi Sen).

. Cflp nhQt ghj s6 nghf quyi5t HQi d6ng, s6 nghi q.ry6t HQi d6ng trudng c5c
bu6i hgp vd mQt s6 hopt dQng kh6c theo sg ph6n c6ng cria BGH.
12. Ddng chf Bi thu chi dohn ( Vfl Hdng Drirc)
- Quin li tO chric hopt dQng chi Eodn gi6o vi6n theo DiAu lQ Dodn, pfrOi t<Ct trqp
v6i t6ng php tr6ch DOi tO chirc c6c ho4t dQng, phong trio thi dua cua DQi.
- Quin l;f, phdn c6ng chdm s6c, dgn c6 cdc 6 cdy cinh khu vgc vudn trudng sau
b6ng tin: d6m b6o xanh,s4ch, dep. Giao d.c Dirc, Mai Anh, Hoa, Thucrng, Nhu,
Luu Hd, Vfi Hd, Hing, Kh6nh, Thinh ctng cdc d.c dodn vi6n GV trpc titip chdm
s6c. Giao d.c Diu chiu tr6ch nhiQm tu v6n ctng chi dodn gi6o vi6n.
13. Ban chdp hirnh cdng dohn:
- QuAn 1;;i, t6 chric hopt dQng c6ng dodn cria nhd trucmg. Ra quy ch6 them h6i
cta co quan. T6 chric c6c phong trdo thi dua theo quy dinh. Xdy dpg quy chi5

ph6i hqp v6i chuy6n m6n trong c6ng t6c chuydn m6n.
- Tham gia chi dqo c6ng dodn vi6n git 

"6ng 
trubng sach, dgp, a, tohn.

14. PhU trSch nd n6phgc sinh: ddng chf T5ng phq tr6ch, chi dohn gi6o vi6n.

. D.c Nguy6n Qu6c Thinh phg tr6ch chinh vO viQc thgc hiQn nQi quy, nC

n6p hoc sinh todn trudng.
NQi dung c6ng viQc duoc giao 6 tr6n sE c6 sg thay d6i tty tinh hinh thpc t6

ctra nhd trubng.
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