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56: 52 /QD-THCSQT

QUVnr DINH
Vd viQc phin cdng lao tlQng cho c6c thinh vi6n trong nhi trulng.

Nim hgc 2023 - 2024

HIEU TRUONG TRTIOIT{G THCS QUOC TUAN

C6n cir Th6ng tu s6 32l2O2OlTT- BGDET ngdy 15 th6ng 9 ndm 2020 oiua

B9 GD&DT ban hanh Ei6u lQ trucmg THCS, trucmg TI{PT vd trucmg ph6 th6ng
, ,.;. a .

co nnleu cap nQc;

Cin cir c6c quyi5t dinh vA viQo bO nhiQm HiQu tru&ng, Ph6 hiQu truOng
trucmg THCS Qu6c Tudn;

Cdn cri Thdnqtu sO ZS|ZOO6ITTLT-BGDDT-BNV, ngdy 23 thdng 8 ndry
2006 v0 Hu6ng ddn illnh mfc bi6n ch6 vi6n chric b c6c co sd gi6o dpc ph6
th6ng c6ng lQp;

Cdn cri Th6ng tu 2812009/TT-BGD DT, ngiy 2111012009 ban hdnh quy
dinh ve ch6 dO ldm viQc AOi v6i gi6o vi6n ph6 th6ng vd Th6ng tu
sO \S|ZO|TITT-BGDDT, ngdy 09 th6ng 06 ndm 2017 vE sira d6i, b6 sung -9t rO
diAu cria Quy <tinh cfre a.O li* 

"iec 
AOilOi gi6o vi6n pfrO tfrOng 

'

Cdn cil vdo tinh hinh thgc t5 cria clcyn vi;
X6t n6ng luc vd kh6 ndng c6ng tdc c:0ra c6n bQ, gi6o vi6n, nh6n vi6n.

QUYET DINH :

Di6u 1. Phdn c6ng nhiQm vp cho c6n bQ, gi6o vi6n, nhdn vi6n trong nha
trudng nim hgc 2023 - 2024 (c6 danh sdch kdm theo).

Di6u 2. Cdn bQ, gi6o vi€n, nhan vi6n trong nhe trucmg cdn cri vdo nhiQm
vU cU th6 dugc phdn c6ng co tr6ch nhiQm xdy dpg kti hopch hopt dQng vd thgc
hiQn kC hopch c6 hi6u qu6, pht hqrp v6i dac tht c6ng vi6c dugc giao.

Di6u 3. Cdc 6ng (bd) trong Ban 15nh dqo, cdi t6 chuyOn -6r, c6c t6 chfc
dodn th6 trong truong vd nhirng ngudi c6 t6n tpi DiAu 1 chfu lndch nhiQm thi
hdnh quy6t tlinh ndy.

Quy6t dinh c6 hiQu lgc tc6 ttr ngdy ky.

UBND TilJYEN AN LAO
TRIIM{G THCS QUOC TUAN

Noi nhQn

- Nhu Didu 3;
- PGD (b/c)
- Ban dpi diQn CMHS (p/h);
- UBND x6 Qu5c Tu6n (plh);
- C6ng dodn, DQi TN trudng, GV,NV (p/h);
- Website trucrng
- Luu VT.

CQNG HOA XA ngr CHU NGHIA VrET NAM
f)6c lin - Tu do - Hanh phric

Qu6c Tudn, ngdy 0I thdng 8 ndrn 2023

G

Minh NguyQtBti



DANH sAcn pnAx coxc NmEM w
c-io cix sO,CrAo vrrN, NnAiv vttx

NAur Hoc zo23 -2024

(Kdm theo quy* dinh s6: fi /}D-THCSQT ngdy 01 thdng 8 ndm 2023
cila HiQu truong trudng) THCS Qudc Tudn

1. D/c Bti Thi Minh NguyQt- HiQu tru&ng:
LAnh d4o, chi dpo, quin ly toin diQn mgi ho4t <lQng thuQc chric n[ng, nhiQm v9,
).,

quy6n h4rr cria Bi thu chi b(, hiQu trucrng nhe trudmg.
Php tr6ch chung; tryc ti6p phg trSch c6ng tdc tvtufug, chinh tri, k6 ho4ch, t6

chfc, c6ng tdc ctnbQ, ph6t tri6n nhd truong; l6nh dpo cdng t5c cOng dodn, cdng t6c

CSVC, c6ng t6c gi6o dUc ctao dric hgc sinh; c6ng t6c ph6 cpp gi6o dgc; c6ng tdc

qu6n U tai cninn,lai ra.r; cdng t6c thi dua khen thuong; cOng t6c tuy6n dpng gi6o

vi6n. Tru&ng ban chi dpo phdng chting tham nhflng, c6ng khai, ddn chu.

Ki cdc vin b6n, td trinh, b6o c6o v6i UBND HuyQn. Phdng GiSo dpc vd Ddo
t4o vlr circ vdnbin kh6c thuQc thdm qry6n cria HiQu truong, Bi thu chi bQ theo quy
dinh cua ph6p lupt.

Tryc ti6p sinh hopt chuy6n m6n ctng tO KI{XH; tiS vdn phdng.
Ctr.iu trichnhiQm vO cft6t tuqttg chung ctra nhd truong. .
Quin l1f cdng tircD.4y th6m hgc th6m, hopt <lQng 1i6n k6t. Php tr5ch viQc ph6

duyQt hd so, hgdn thiQn h6 so pltup ly vA viQc D4y th6m hgc th6m;dqy 1i6n k6t ( fi
nang s6ng, Ti6ng Anh c6 y6u td nudc ngodi), tham gia pU gid, kii5m tra chuy6n d6,

d6nh gi6 chif- lugng viQc dpy th6m hgc th6m, d4y 1i6n ket...
Chi <lpo b0 phflntdi vp ldm ching c6ng t6c thu- chi theo ki5 hopch <16 ctugc ph€

duyQt. 
1

Td chric thUc hien c5c c6ng viQc kh6c theo sg phan c6ng crta c6c cdp c6 thAm

quyen.

2.Dtc Nguy6n COng Hiep- Ph6 hiQu tru&ng:
Ld ph6.HiQ" truong, Ph6 bi thu chi bQ, thgc hiQn vd chiu trach nhiQm t*9.

hiQu truong v6 nhiQm vp dugc hiQu trucrng phdn c6ng. Thay pat hieu truong di6u

hanh hopt <tQng cira nhd.trudng bhi {*q. hiQu trucrng uy quy6n,_ctng hiQu trucrng

chfu trdch rhie-^ trugc c6p tr6nve phan viQc dugc giao; Ghi s6 ngh! quy6t Ban giSm

hiQu; Ki duyQt s6 ditim, Hgc b4 khi dugc HiQu trucrng uy quy6n; Tham gia sinh ho4t

chuyCn m6n v6i td KHTN.
* NhiQm vU cU thiS: Phg trdch c6ng tdc chuy6n m6n d4y vi hgc, c6ng tdcLao

<tQng vp sinh, ho4t <tQng phdng thi nghiQm, thuviQn; Chfutr6ch nhiQm vA ch6t tugng
chuy6n m6n, ch5t lugng KSCL do c6c c5p t6 chfc, ch6t lugng HSG, thi vdo 10

THPT, hiQu qui cria viQc sri dr,rng thi6t bi, thf nghiQm. . . trong c6ng tdc gitng dqy.,

Ctng hiQu truong eyin ly cdngl6c Day th6m hgc th6m, hopt tlQng li6n k6t.

Php trSch viQc thgc hipn k6 hopch, sO OAu bdi, ph6 duyQt gi6o tnDpy th6m hqc th6m,

d
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dpv li6n tet l rin?"g.r,51g: 
1i6ng Anh c6 ytiu to nu6c ngodi), tham gia du gid, ki6m

tra chuycn de, danh gia cietl"dg vipc day th6m hoc th6m, day li6n k6t...-
- Phu trdch quin ly co sd vpt ch6t cria nhd trudng. phuir6ch theo doi s6 taisin c6ng cu dpng cp, vft 16 mau h6ng.

- C6ng t6c hopt dOng xd h6i, dodn th6. La ph6 bf thu chi bQ tryc ti6p chiu tr6chnhi6m
chi dpo vd cdc ho?t dQng phong triro cua nhd trudng: chi d4o hopt dOng, thi dua cria
c6ng dodn; chfu trdch nhiQm v6 ch6t luq,g c6ng tal Dodn- Doi.
- q"ls l6c 

bqi qux$F goi nsfi, cgns tac iao doriue sinh, c6ng t6c hu6ng nghiQp day
ngh6, c6ng t5c b6i dudng hgc sinh gi6i, hgc sinh yi5u k6m, h"opt dQng 

"goai 
gi,il lcn

lop, circ nQi dung gi6o dpc dia phucrng , giSoduc m5i trucrng, ho4t ctQng tr6i nghiQm.. .
vd rfmg dUng c6ng nghe th6ng tin.
- Tri6n khai vd luu hd so ki6m tra nQi b6 Girio vi6n.
- Tritin khai vd luu c6c hp so chuydn mdn cria nhd trudng. eu6n ly vd ki6m tra vi6c
luu trfr h6 so truornq chuAn, h6 so Ki6m "dd .h6t lu-o. ng.
- PhU trdchchfnh iti6u hdnh c6ng t6c ph6 cQp.
-.c"ng_Y:i HiQu m*g qu.an ly c6ng tdcDay thom hgc thcm, dpy li6n t<6t ( ri ndns

,t-?i9,,-Ilcng 
Anh c6 vOu to nu6c ngodi): Ki6m tra tinh ph6p lg Lttah6 so,'x6p thoT

khoa bi€u, theo d6i viQc day vd hgc cria GV vi HS, tham gia.Op gid, kitim tra ctuy6n
a9, orintr gid chdtruqng ui-d. aay ir,e* hsc th6m, iav rie"-tc;.:.-^"' 

"'
- xay dung vd t6 chric thlrc hiQn c6c kti hoach oo nieu trucrng ph6n c6ng.
3. TO tru&ng, t6 ph6 chuy6n m6n:
* 

fd t1u&ng t6 KHXH, tg KIrrN ( E6ng chi L6 Thi r6n, paog vrn chinh):
]^NIef vr;,: Xdy dwrg ki5 hopch hoat dQng cria t6, r,,i*g iar rfv a-* vd qu6n ti
to vt€n theo kO hopch gi6o dpc cria t6 vd cdc hopt dQng gi6o dpc kh6c cria nha truong.
; lo ct*ic_lOiayons chuy6nm6n, nghiQp "fi&;Ji prr,r*g phapd?il;;61ffii
Klem tra danh gla.

:^Clrl, tr6chnhiQm tru6c 
"Hie, t{uong vd viQc clSnh gid x6p lopi c6c thenh vi6n cria

t6 theo quy dfnh cria ChuAn ngh6 nghlQp GV trung hgc.
- Tham gia quin 

1i 
vie.c, thpc hiQn quy ine chuy6n m6n cria t6, girip BGH ki6m tra

toan diQn gi6o vi6n, ki6m tra chuyQn o; $i chloc phdnc6ng;-kZt'hqrp v6i ta .oig
doln t6- chric phong trio thi dua dpy ttit hgc toi trong t6 vd nhd trudrn g, xdy dung
trudng hgc thdn thiQn hoc sinh tfch cpc.
- Tham gia tr.uc ldnh dpo ctng BGH.
- chiu tr6ch nhi€_m_v6 ch6t tugng cria t6 chuyGn m6n do minh phg trdch.* T6 ph6 t6 KHXH, t6 ph6 lirnNl Ddd 

-.ii 
vr rhi Hoan, Ng,ry6n Thi

Phucrng):
- Girip viQc cho td trucmg tham gia qu6n lf t6, phdn c6ng gi6o vi6n dpy thay khi c6
gilo 

^viennghi 
6m ho{c di .org te., h9. tQp theo quy dinh. Thyc hiQn c6c nhi0m vu

khr to truong phdn c6ng.
- Tl-ram gia try-c 15nh dpo cilng BGH.

:-16 l."Tq t6 vIn phdfs l oang chi Vii phuong Hn):
XAy dpng k6 hoqch t6, kiS hopch ph6i du-o. c Hi0u tnlonrg'phd duyQt.
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- TriiSn khai ilAy du nhiQm 4r c6ng.tdc vdnthu, c6ng t6c titi chinh, xdy d1mg vd b6o
quin CSVC, c6ng t6c thu viQn, thiCt bi, c6ng tdc y tC trudng hgc, b6o vQ.

-- Phdn. c6ng c6c c6ng viQc trong t6, tryc vdn phdn g cdc ngey ldm viQc trong tuAn

theo kO hopch.
- Thay mpt HiQu trucrng qu6n lf mgi hopt dQng cria t6 vi6n trong t6 cua minh vO ch6

dQ lnm vrgc, vA thyc hiQn nhiQm vU dugc giao, chfu tr6ch nhiqm d6nh gi6, x6p lopi
thi dua vi6n chric theo quy dinh.
- Dim b6o tri6n khai sinh hoat td zldn/thang (co s6 ghi bi6n b6n). Ldm viQc t4i vin
phdng theo gid hanh chinh, khi di c6ng tdc phhibSo c6o 16 li do.

- Chiu trrich nhiQm chinh trong viQc quin tf td v5n phdng trong viQc tl6m bio
tuyQt tl6i an ninh, an toirn trudng hgc, gifr gin trudng lop ludn lu6n xanh- s4ch-
dep.
4. Chc il6ng chi gi6o vi6n:
* NhiQm vg:
- Hodn thirnh nhiQm vg cria gi6o vi6n theo Ei6u lQ.

+ Gi6o vi6n bQ m6n:
- Thlrc hiQn day hgc theo kO hopch vd phdn c6ng chuy6n m6n cira nhd trudng;

qu6n ly hgc sinh trong c5c hopt dQng giSo dpc do nhd t1u*g t6 chric; tham gia cdc

ho4t ilQng cria t6 chuy6n m6n; chiu tr6ch nhiQm v6 ch6t lugng, higu qui gi6o dpc;

tham gia vi6t kinh nghiQm, tham gia cdc cuQc thi gi6o vi6n dpy gi6i, gi6o vi6n chir
nhiQm gioi hdng ndm.

- Tham gia c6ng t6c ph6 cpp giSo dpc cria <tia phucrng;
- Gifi gin phAm chdt, danh dU, uy tin cira nhd girio, guoxg m6u tru6c hgc sinh;

thucrng y6u, tOn trgng hgc sinh, Oi5i xri 96rg bd"g v6i hgc sinh, b6o vQ cdc quydn vd
lgi ich chinh danecria hgc sinh; dodn k6t, girip <10 il6ng nghiQp; tpo dpg m6i truong
hgc tQp vd ldm viQc d6n chtr, th0n thiQn, hqp t6c, an tolrn vi ldnh m?nh;

- Ph6i hqp v6i gi6o vi6n chri nhipm, cdc gi6o vi6n kh6c, gia dinh hgc sinh, Dodn
- DQi trong d4y hgc vi giSo dpc hgc sinh; Tham gia <lanh gi5 hgc sinh.

- Thyc hiQn c5c nhiQm vp kh6c theo quy <linh cria ph6p luflt.
- ThUc hi6n c6c nhiQm vp kh6c khi dugc Hipu trudng phdn cdng.
+ GiSo vi6n chri nhiQm
Ngodi c6c nhiQm vp cira GVBM cdn c6 ntrirng nhiQm v.u sau ddy:

- iay d1mg k6 hopch vi thyc hiQn c6c hopt dQng gi6o dpc phi hqp v6i cI[c dii5m,

hodn c6nh vd <tiAu kiQn thgc tti nhim thric c16y sy ti6n bQ cria ci lcrp vd ctra tirng hgc
sinh;

- PhU trdchdqy c\c hopt tlQng gi6o dpc ngodi gid l6n l6p; c6ng titctrhi nghiQm

ctra hgc sinh.
- PhOi hcr,p v6i cdc giito vi6n kh6c, gia dinh hgc sinh, Eodn - DOi, cdc t6 chric

xd hQi c6 li6n quan trong viQc h5 trg, giitm s5t viQc hgc tflp, rdn luyQn, Gi6o dpc k!
ndng s5ng, hopt ctQng tr6i nghiQm cria hgc sinh lorp minh chu nhiQm;

- 
- Nh?n x6t, clSnh gi6 vA *ip lopi hgc sinh cutii k! vd cu6i n[m hqc; dC nghi khen

thucrng vd kj,luOt hqciinh; <t6 nghi danh s6ch hgc sinh dugc l6n lorp thhng,kii5m tra

I
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lai, rdn luy$n trong hd, 6 lpi lop; hodn chinh viQc ghi s6 theo d6i ch6t luqmg vd hoc
bp hgc sinh;

- Ph6i hqp v6i bQ phQn tdi vp trii5n khai vd thpc hiQn thu c5c kho6n thu theo ki5
hopch dd dugc ph6 duyQt.

- 86o c6o thulng lc! hopc dQt xu6t vA ch6t lugng gi6o dpc vd tinh hinh cua 16p
vdi Ban l6nh clpo.

5. Ddng chi vln thu, TT t6 vln phdng:
XAy dpg k6 ho4ch chung cria t6, chi dao t6 vi6n thUc hiqn theo k6 hopch t6, k6

hopch ch-ung cria trucnrg cgng nhu c6c c6ng viQc do HiQu trucrng ph6n c6ng sau ddy:
- Td chfc giao ti6p AOi ngi va il6i ngoai, v6i vai tiO n 

"A,rlr^Oi 
v6i cdc b0 ph6n,

dcrn vi trong vi ngodi nhd trucnrg;
- Thpc hi6n cdng t5c vdn thu - luu trfr; girip 15nh cl4o giAi quyiSt vdn b6n vi theo

d6i viQc gi6i quy6t cdc vdnb6n d6;
- Thpc hiQn nhiQm vU tu v6n vdn b6n cho 15nh dpo, chiu trdchnhiQm ve tinh

ph6p li,ky tJr"at so4n th6o vin b6n do nhd trucmg ban hdnh;
- Chuy6n thi c6cth6ng tin kip thoi d5n c6c bQ.phpn bing nhi6u hinh thric, d6ng

thdi b6o c6o kfp thdi vdi hiQu trucrng nhirng v6n <lA kh6ng gi6i quy5t dugc theo yeu
cdu cira hiQu truong.

- Luu c6c c6ng vln d6n, di vdo s6 theo ddi c6ng v6n.

. - cing hiQu trucrng gidi quytit cdc 1o4i h6 so nhu: Xin cdp, rothgc b4, x6c nhpn
diiSm, sao y c6c lopi gi6y cfrung nhfln do trucrng c6p, sao y hgc ba.

- Kii5m ta c6c lopi hd to kO- theo khi .[ry6o Ai, ctruyen d6n nhu: bang c6p,
giSy,chimg nh0n hodnirranr, chucrng trinh, khai sinh.- pil5i hrffi;lfinh dao gi6i
quy6t th{ tU. hanh chfnh cho c6c trucrng hqp nhQp hgc cria hoc sinh 116 <luqc hiQu
trucmg titip nhfln.

- I$ ph6t s6I(TTD cho gi6o vi6n tro.rg rung dqr ki6m tra.
ThQng k6 s6 liQu hgc sinh ndng khi6u, hgc sinh chua d4t chu6n harrg n[m,

th6ng kG s6 liQu hgc sinh hdng th6ng t6p Uao cdo th6ng kC.
- Nhfn h6 so hgc sinh chuyi5n trucrng d6n, hoc sinh luu ban xin hoc lai, trinh

hiQu truong ki duyQt r6i mdi phdn c6ng vdo lcrp.
- 86o g!6n hO so c6c lopi nhu: h-oc b4, s6-ddng bQ, sd phd cAp...
- LOp h6 so theo ddi hgc sinh chuyiSn dtln, chuy6n di, theo ioi si s6 hgc sinh,

ghi ch6p c.ap nhQt vio s6 ddng b0 kip thoi.

; Th6ng kc s6 hgc sinh c6 hodn canh kh6 khdn, diQn m6 c6i, hs nghdo...Theo
ddi s6 HS dd-ttugc nhfn hd trg, hoc b6ng...

- DC xu6t phuo|g 6nvdthin cdchqp O6ng lao dQng trong nhd trucrng;
- Xdy dyg kti hopch ndm, thdng, tuAn vd kc hoach ua to chric thgc hi6n

nghiOm tric k6 ho4ch.
Thlrc hiQn t6t nhiem v9 cria vin thu (quan li todn bO hg thdng hd so, s6 s6ch

quin li nhd truongr luu bfi, phdn lopi h6 so, so?n th6o vdn ban cho gGH, th6ng k€
xri li c6c s5 tigu thting kC b6o cdo, cQpnhft c6ng v6n di d6n. Tham gia chuy6r, irrat
c6ng vdn, b6o c6o. Phg trrlch c6ng tdc phap chi5 cria nhd trudng.



- PhU tr6ch chinh c6n gt6cph6 cflp, t6 truong tO vdn phdng, t6 chirc sinh hopt tO 2

tuAn / lAn theo DiAu lQ trudng THCS.
: ;h";r6"t,iiil;c* ;, ,5 m liQu nganh, phAn mAm x6t t6t nghiQp, phAn *6m

quin lf c6n bQ.

-'phU irdchquan ly vn chi dpo c6ng t6c vQ sinh khu hipu b0. Phlr tr6ch vQ sinh, nu6c

phdng ct.c PHT; ti6p kh6ch khi cI.c PHT c9 tchftn' 
;

] prrritra"h chinh.'org t6c ph6 cflp, qu6n $ phdn m6m ph6 cQp. Thay m6t d'c PHT

phdn c6ng didu tra ph6 cQp khi dugc PHT phdn c6ng'

- Thu- gia c6ng viec khSc khi dugc HiQu trucmg phdn c6ng.

6. Dting chi c6n bO thi6t bi ki6m nhiQm:

- eu6n ti CSVC, I;Ai ii Juv ;; qe. theo chirc nrng cira cB thiet bi.

- Theo d6i GV rnugn, su dpng <16 dtng d4y hgc, ,lr- muu cho BGH va qu6n li' sir

dUng <10 dtng d4y hgc,. cho mugn, th; OA'AI rrg rC ttto dring thdi gian, sip *6p do

dirng khoa hgc, ng6n nip vd lau chtri sach sE'

- fi5t hqp ctng CV UO ,rrOn cO f.f t 
"agf, 

-"." siy, !6. 
sung CSVC, lrang 

thiiSt bi ca9

phdng hqc uo mon, qu6n li he th6ng h6 sos6 t?:h thiiit bi.day h'c, tham gia ldm ph6

.ap g]ao dpc, tham gia tryc CB, dV, NV vd ldm mQt si5 c6ng viQc kh6c khi dugc

phdn c6ng. - i
i.-ribng 

"rri 
CB thu viQn, kiom nhiQm cdng tic thri qui-D...Tti" Thi IruQ:

Phu tr6"ch c6ng t6c thu vign theo chric n6ng nhipm vg cta c6n bQ thu viQn'^ 
),

Xay dung kti hoAch ho4t dQng thu viQn, pttOttg dqcgi6o vi6n, h9c sinh, tuyen truyon

giOiitriiu-s6ch b6o. Xdy dud tri s6ch ph6p luft. Theo d6i, d6nh gi6 viQc thvc hiQn

Thu viQn 50K ctra c6c lcrP.^^-- 
- i6 .trri. cdchoqtA6rrg dgc, gi6i thiQu s6ch, thi6t bi; tham muu, dy to6n viQc

*rra s6m, thanh li s6ch, thi6t bi.
- X6y *** k6 ir;u;i;;nJi t icn thu viQn vi hopt dqne co hiQu qui <l6i v6i thu

vien d?t chudn.
- Xdy dyng k6 hopch n[m, thbng,tuAn vd kti hoach kh6c, thgc hiQn nghi6m tuc

kti hoach. . ,

- Chiu tr6ch nhiQm vA *rigm vp dugc phan c6ng tru6c TO trucrng, Ph6 hiqu

truong phq trSch

- Ldm c6ng t6c thtr qu!: c6ng tkc giitqu! ph6i <l6m.b6o an tod'n, kh6ng ac tnat tho6t'

quin li ti6n m[t, thuv-i chi ffi d,fi; ,ig"ye" thc titichinh kti to6n, ctng kti toan-d6n

;5;;ta;ih" ili chc top, aarn uao ,916'' kinh phi ae nna trudng hopt ttQng c6 hiQu

qua.

- D6m btn c6ch6 so gi6y td, chimg tu rd rirng, chinh x6c, gi6o vi6n ki nh6n ghi rd

ho t6n.
- Thu git hp h6 stv s6 s6ch chcloqi, c6c khoin thu'

- Mua sim c6c 1o4i dung c9 sinh hopt-hdng ngdy trong co quan'

- OOi chi6u sO sacn hAng thhngvdi kis to6n vd trinh hiQu truong kf duyQt'

- 86o c6o hiQu truong itarv th6ng c6c kho6n thu chi trong nhd trudng'

l
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T!l* gia cing qYcry_thu qui.tl6m bio dring thcri gian quy dinh.- Tham gia tryc CB, GV, NV vd thyc hi6n m6-t sO c6ng vigc kh6c khi clugc hiQu
trucrng phen c6ng.
8. Ddng chf k6 to6n- Giang Thi Binh:
- Phu ttdch c6ng tdc tiri chinh k6 todn: qu6n li h6 so chimg tt theo Luflt ng6n s6ch.
- Tham muu cho Hjeu truong vd hopt dQrrg qu6n lf thu ctritai chfnh th;;d;e"1j,
k6 torin vd Luflt ngAn s6ch.
- XAy dpng kti hopch thu chi tdi chinh, quy chti chi ti6u nQi bQ, ct6n d6c GVCN thu
nQp- cdc ngrrdn qu! itd tritin khai, hytug {a" .a.6 phan trong nhd trucmg ldm chrlmgtt thu chi theo nguy6n t8c quy dinh, oanrr gi6 viQc thu nQp qiry c,ia GVCN, b6o cdovdi HiQu trucmg hdng thdng.
-. DAm b6o ching, gy *ni quyen lgi, ch6 crQ chfnh s6ch cho cB, GV,NV, hgc sinh
theo quy dfnh cria_Nhd nu6c vd quy ctrti nta trucnrg.
- B6o qu6n, theo d6i co s6 vQt chdtcho nhd truonsl
- So?n thho cdc vdn b6n tdi chinh, hqp rl6ng, b6o [ie- hgc sinh, girlo vi6n.

;.ThiT 9i? "-o_"^g-t6c 
php trdchy tti hgc aucrng. rhu ffilchvQ sinh phdng hiQu tru&ng;

ti6p kh6ch khi hiQu tru&ng c6 khr{ch.
- Tham gia cring GVCN , thri qui thu qui.
- 86o c6o hiQu truTlg t tfnt th6ng c6c kholn thu chi trong nhd trudng.
- Tham gia c6ng tic ph6 cQp khi dugc phAn c6ng.
-Thgc hiQn cdc nhiQm vg khrlc khi tluqc HiQu triang ph6n c6ng.
9. Bio vQ tru&ng: ( D.c phgm vin Thu$n, Nguy6n vln Kruon[y* NhiQm vp:
- Dim bdLo an ninh an todn co sd vdt cn6t nna trucrng 24l24,kh6ng d6 kh6ch, hgc
sinh ra vdo tp do, di t?i.tu do trong trudng; dac biQt thI oang trong glo u- viQc. (ghi
s6 tryc giao ca cdc bu5i tryc).
- chdm s6c hQ th6ng_gy xanh, c0y c6nh d6m b6o xanh ttit vd mf quan.
- v! sfnh cdc phdng hiQu bQ,.chr?c ndng vd xung quanh trudng 16p,- Phei chiu tr6ch nhiQm vd b6i thucnrg thiQt hai khi c6 sg.o iav ru Oo b6n th6n g6y
n6n ho{c thi6u ftdchnhiQm
- PfrUc y.u n-u6c u6ng kip thdi cho CBGV vd khdch di5n
- Ntiu dc m6t mdt tdi s6n thuQc trLchnhiQm cra bao uc, phai boi trrucrng.
- cdc bu6i.tryc phii dring gio dc dim b6o an $n!, an todn trucrng hgc. Tham gia
qu6n li, nhlc nho hgc sinh thuc hiQn nQi q"y, 

"d "?p 
nhd trucm g, philthiQn lfp bi6n

ban xt lf hQc sinh vi pham n6i quy, pnaiii-sen cua nha trudn;'rop trgc cirng v6iBGH vd GV tr.uc.
- Kh6ng cho hgc sinh, thanh ni6n vdo d6 b6ng trong s6n trudng, di xe dpp trong s6n
truong, thgc hiQn.{ring cdc nQi quy, quy dfnhvA .O"g t6c b6o vQ.
- Tham gia phat hiQn, phdng chiing cic tQnan xd hOiltrro"g ae te npn x6m nhflp vdo
nhd trucmg.
- Tham gia l3m mQt sii c6ng viQc: Tu b6 sria chfia nh6. Cat tia, dgn c6, ch[m s6c khuvuc h6ng cdy cinh tru6c khu Hi6u bQ; qu6n ly viQc gift vQ.sinh s6n ,**g, ;A;;



truong. Dun nu6c utirg GV, coi xe cho hoc sinh, dgn c6ng trinh vQ sinh GV. Tham
gia ti6p kh5ch ctng BGH, t0 VP khi trucmg c6 kh6ch.
- Nhtng UuOi fro4t ctQng tpp th6, td chric c6c chuy6n dC todn trudng, cpm vd huyQn
y6u cAu ci hai tl6ng chi b6o vQ cirng tfuc c16 dim b6o an ninh an todn trulng hgc.
- Tham gia ldm m6t s6 cdng viQc kh6c theo sy ph6n c6ng cria BGH.
- Dim b6o vQ sinh khu HiQu bQ.

10. DOng chitdng phg.tr6ch DOi ( Vii Thi Qulnh).
- X6y dUng k6 ho4ch, t6 chric c6c hopt dQng DQi.
- Xdy dUng ti6u chi thi dua, t5 chric phong trdo thi dua todn Li6n EQi, theo d6i d6nh
gi6 thi dua c5c lcrp ve thgc hiQn nd ntip, nQi quy nhd trudng vd hopt tlQng DQi. Tuy6n
truydn tin hopt <lQng clQi tr6n bang tin nhi trucmg h*g th5ng. CQp nhQt ki5t qui thi
dua hdng thSng cta cdc 16p tr6n bhngtin cira nhd trudng.
- T6 chric dri c6c hoat dQng do c6c cdp, citc nganh chfc ndng pfrOi nqrp chi dpo.
- PhOi hqp v6i GVCN, GV bO mdn, chi dodn gi6o vi6n ldm t5t c6ng t6c gi6o dpc
thanh, thi6u ni6n, thi dua x6y dpg 'o Trudrng hgc thdn thiQn, hgc sinh tich c1rc".
- lhdn c6ng chdm s6c c6ng trinh m5ng non cta 1i6n dQi. Phdn cdng tryc cd d6, tryc
c6u thang khu v.uc phdng hgc vd phdng chric n6ng.
- Tham gia trgc giSm hiQu cirng HiQu trucmg, Hi6u ph6 c6c bu6i hqc trong tuan.
- Chfu tr6ch nhiQm vC t tit qui hopt d6ng E6i.
11. D6ng chi tfru ki HOi tl6ng truorng ( Ninh Thi Sen)..
CQp nhflt ghi s6 ghi quyiSt HQi cl6ng, si5 nghi quy6t HQi d6ng trudng c6c bu6i hgp vd
mQt s6 hopt d6ng kh6c theo sg ph6n cdng ctra BCFI.
I2. Ddng chi Bi thu chi dodrn ( Vti Hdng Dfc)
-Quin lf t6 chric hoat dQng chi Dodn giSo vi6n theo EiAu 16 Dodn, ptrOi t6t hqp vcri
t6ng php trdchDQi t6 chric c6c hoat d6r,g, phong trdo thi ctua cria DQi.
- Quin ly, ph6n c6ng chdm s6c, dgn c6 cdc 6 cdy cinh khu v.uc vuon trudrng sau
b6ng tin: d6m b6o xanh,sach, dgp. Giao d.c Dric, Mai Anh, Ho4 Thuong, Nhu, Luu
He, Vfr Hd, Hing, Kh6nh, Thinh ctng c6c d.c dodn viOn GV tryc tii5p chim s6c.
Giao it.c Diu chiu tr6ch nhiQm tu v6n ctng chi dodn gi6o vi6n.
13. Ban ch6p hinh c6ng doin:
- Quin ly, td chric hopt clQng c6ng dodn cria nhd trudng. Ra quy ch6 thdm h6i cria co
quan. T6 chric c6c phong trdo thi dua theo quy <tinh. Xdy dpgquy chtS ph6i hqp v6i
chuy6n m6n trong c6ng t6c chuy6n m6n.
- Tham gia chi clpo cdng dodn vi6n git c6ng trudng spch, dgp, an todn.
14. PhU trich nG ntip hgc sinh: tl6ng chf Tdng phu tr6ch, chi tloin gi6o vi6n. .

E.c Nguy6n Dinh Tru&ng phu trich chinh vO viQc thUc hiQn nQi quy, nd ntip
nn' 

'isrTr1lr',H[*r,*" dusc giao 0 tr6n sE c6 sy thay d6i ruy tinh hinh thyc t6 cria
nhd trudng.
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