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‘ QUYET PINH
Ve viéc phin cdng can b, giao vién, nhan vién
Niam hoc 2024 - 2025

HIEU TRUONG TRUONG MAM NON MINH KHAI

Can cwr Ludt Gido duc 2019;
Can cir Thong tw 52/2020/TT-BGDDT, ngay 31/12/2020 cua Bo Gido duc va
Pado tao vé ban hanh Quyét dinh Diéu 1¢ tricong mam non;

Can cir vao Thong tu lien tich s 07/2009/TTLT-BGDDT-BNV ngay 15/4/2009
hwdng dan quyén ti chii, tw chiu trach nhiém vé thuwc hién nhiém vu, t6 chirc b may,
bién ché doi véi don vi sw nghiép cong ldp Gido duc va Pao tao;

Can cit Théng tw lién tich so 06/2015/TTLT-BGDPT-BNV ngay 16/3/2015 ciia
Bo GDDT-BNV quy dinh vé danh muc khung vi tri viec lam va dinh muc s0 luong
nguoi lam viéc trong cdc co sé gido duc mam non cong ldp;

Can cir vao Qui ché t6 chire va hoat dong cua nha truong; nhiém vu cua
nam hoc va tinh hinh thuc té dji ngii can bo, giao vién, nhan vién nha truong;

Xét d@é nghi ciia Phé hiéu truong truong Mam non Minh Khai

QUYET PINH:

Piéu 1. Phan coéng nhiém vu nam hoc 2024-2025 cho CB, GV, NV (c6 danh
sach kem theo).

Thoi gian: Tir ngay 01/8/2024 dén hét ngay 30/7/2025.

Piéu 2. Cac 6ng (bd) cb tén trong danh séch trén, co trach nhiém thuc hién
nhiém vu dugc phan cong theo Diéu 1& truong mam non va Qui ché hoat dong cua
truong Mam non Minh Khai.

Picu 3. Céac dng (ba) co tén trong Picu 1, cac bd phan va ca nhan co lién quan
can cu quyét dinh thi hanh.

Quyét dinh c6 hiéu lyc tir ngay ky ./.

Noi nhin
- Nhu diéu 3;
- Luu: VT.

guyén Thi Trang



DANH SACH
an bg - Giao vién - Nhan vién
IWam hoc 2024-2025

R . Can bg,
TT Ho va tén Nim am 1 Gjao vién, Phan céng nhiém vu
sinh Va0 | Nhan vien T
nganh BC | HP
| Ban Giam Hiéu: 03 | - 01 Thac si; 02 bH, 03 bV, 03 BC.
Hiéu trudng: Xay dung, to chic bd may nha truong; to chic
va quan ly toan di¢n cac hoat dong nuodi dudng, cham soc,
gido duc nam hoc; bao cao, danh gia két qua thuc hién; Thanh
1ap cac to chuyén mon, to van phong va cac hoi dong tu van
trong nha trudng; bé nhiém to trudng, to phd; dé xuét cac
1 | Nguyén Thi Trang 1978 | Thac 1999 X thanh vién cta hoi dong trudng.

ST

Thuc hién cac nhiém vu quan 1y cén bg, gido vién, nhan vién
theo quy dinh cua phép luat; thyc hién quy tic ing Xt clia can
bd quan ly theo quy dinh. Quan ly va su dung c¢6 hi¢u qua cac
nguon tai chinh, tai san cua nha trudng. Tiép nhan tré em,
quan 1y tré em; quyét dinh khen thuong, ky luat. Tham gia
sinh hoat cung to Nha tré; truc tiép tham gia cac hoat dong
gido duc 02 gio trong mot tuan; tu hoc, tu boi dudng dé nang
cao nang luc chuyén mon nghi€p vu, nang lyc quan ly; T
chtrc thuc hién quy ché dan chu ¢ co so; thuc hién xa hoi hoa
gido duc; phdi hop to chirc, huy dong cac luc lugng xa hoi,
phat huy vai trd ctia nha truong doi véi cong dong. Phan cong
vao 16p Nha tré CTA.

Pho6 hi¢u trwéng: Pho hi€u truong 1a nguodi gitp hi¢u trudng
quan ly nha truong, chiu trach nhiém trudc hiéu truong va
trudc phdp ludt vé nhi€ém vu dugc phan cong: Phu trach
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Phan cong nhiém vu

Nguyén Thi Thu Hién

1983

DH

2004

X

chuyén mén; Phu trach Cong doan; cac hoat dong trai nghiém,
cac ngay hoi 18; cac chuyén d¢; Phu trach HO so lién két;
Kiém tra ndi bo; HO so thi dua; Chuan nghé nghiép; Phu trach
CSDL; Truyén théng - CNTT (fb mang CM, 18 hoi); Giai
phap sang tao; GOc sach ...

-Thyc hién quy tic ing xir cta can bd quan 1y theo quy dinh.
Diéu hanh hoat dong cua nha truong khi dugc hiu truong
phan cong hodc iy quyén. Tham gia sinh hoat cing t6 chuyén
mon; truc tiép tham gia cac hoat dong gido duc 04 gid trong
mét tuan; tu hoc, tu boi dudng nang cao nang luc chuyén mon
nghiép vu, nang luc quan ly. Thuc hién xa ho1 hoa gido duc.
Phan cong vao 16p 4B1

Nguyén Thi Thanh Mai

1979

DH

1999

Phé hi€u trwéng: Pho hi€u trudng 1a nguoi giup hi¢u truong
quan ly nha truong, chiu trach nhiém trudc hiéu truong va
trude phap luat vé nhiém vu dugc phan cong: Phu trach cham
s6C - nudi dudng; cdng tac y té, chit thap do, PCGD, HSSV;
Cong tac an ninh an toan, PCCC, phong chdng bdo lut, cac
chuyén dé. Phu trach CSVC - TCQG, thiét bi thu vién nha
truong, cac phong chitc ning, nhém lép. Hoan thién Ho6 so
qui ché dan chu, phap ché; ho so vién chirc. Phu trach cong
tac Truyén thong - CNTT (Trang Web, Fb CS-ND).

- Thuc hién quy tic tng xtr ciia can bd quan 1y theo quy dinh.
Diéu hanh hoat dong ctia nha trudng khi duoc hiéu trudng
phan cong hoic uy quyén. Tham gia sinh hoat cung t6 chuyén
mon; truc tiép tham gia cac hoat dong gido duc 04 gid trong
mot tudn; tu hoc, tu boi dudng nang cao nang lyc chuyén mon




Csn bd,

T Ho va ten 1;?]1? T(ri'gh I\;;‘gﬁ lj,ggl GiéAo vi_éAn, Phan cong nhiém vu
CM nganh Nhan vién
BC | HDb
nghiép vu, nang luc quan ly; Thyuc hién xa hoi hoda gido duc.
Phan cong vao 16p 3A1
I Giao vién: 29 - 25 bH; 04 Cb; 24 bV, 28 BC, 01 HD.
Khéi nha tré: 04 |- 03 BH; 01 CD; 02 BV; 04 BC; 0 HP.
1 | Vii Thuy Nhung 1994 | bH X 2013 X GV day l6p Nha tré Com thuong A
2 | Luu Thi Ngoc Mai 1970 | BH 1995 X GV day 16p Nha tré Com thuong A
3 | Bui Thi Nga 1981 | Cb 2002 X GV day 16p Nha tré Com thuong B
4 | Pd Thi Thuy Duong 1979 | PH | x | 2000 | X GV day 16p Nha tré Com thuong B
5 | Tran Thi Hoai 2002 | CPb | x | 2023 X
Khoi 3 tudi: 08 - 06 bH; 02 Cb; 06 bV; 08 BC; 0 HD.
1 | Nguyén Thi Ha Phuong | 1995 | PH X X GV day 3T - Lop Al
2 | Nguyén Thi Thao 1991 | Cb X | 2015 | X GV day 3T - Lop Al
3 | Lai Thi Hu¢ 1989 | bH X | 2013 | X GV day 3T - Lop A2
4 | Bui Thi Thu Huong 1989 | bH 2010 | X GV day 3T - Lop A2
5 | Bui Thi Khuyén 1984 | Cb X | 2005 | X GV day 3T - Lép A3
6 | Hoang Thi Hong Hanh [1991 | PH | x | 2014 | x GV day 3T - Lop A3
7 | Lé Minh Trang 1991 | bPH | x | 2017 | X GV day 3T - Lép A4
8 | Nguyén Quynh Diép 1992 | bH 2015 | X GV day 3T - Lép A4
Khoi 4 tuoi: 08 - 07 bH; 01 CP; 08 BV; 08 BC; 0 HP.
1 | Tong Thi Lé 1989 | bH X | 2012 | X GV day 4T - Lop Bl
2 | Trinh Thi Giang 1981 | bPH | x | 2003 | x GV day 4T - Lop Bl
3 | D6 Thi Thu Huong 1989 | bH X | 2012 | X GV day 4T - Lép B2
4 | Dang Thi Phuong Thao | 1994 | PH | x | 2023 | X GV day 4T - L6p B2
5 | Tran Thi Ngoc Mai 1988 | PH | x | 2009 | x GV day 4T - Lép B3
6 | Tran Thi Thu Hang 2001 | CP | x | 2022 | x GV day 4T - Lép B3
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sinh @ | Vien | uao (Iialirlé;ncie;rrll, Phan cong nhiém vu
CM nganh
BC | HD
/ | Lé Ngoc Lam 1997 | PbH X 2019 X Dang nghi thai san
8 | Tran Thi Tra My 1990 | PH | x | 2011 | x Biét phéi 1én PGDDT
Khoi 5 tuoi: 09 - 08 BH; 01 CP; 08 BV; 08 BC; 01 HD.
1 | Lé Nam Phuong 1984 | PH X 2007 X GV day 5T - Lop Cl
2 | Nguyén T Thanh Huyén | 1991 | BH 2019 X GV day 5T - Lop Cl
3 | Ping Thi Phuc 1989 | PH | x | 2010 | x GV day 5T - Lép C2
4 | Nguyén T Thanh Nhan | 2000 | PH | x | 2023 | X GV day 5T - Lép C2
5 | Hoang Thi Thanh Nam [1993 | PH | x | 2015 | X GV day 5T - Lop C3
6 | Tran Thi Kim Phuong |1993 | PH | x | 2016 | X GV day 5T - Lép C3
7 | Nguyén Thi Khanh 1983 | PH | x | 2006 | x GV day 5T - Lop C4
8 | Tran Thi Lan Anh 1994 | PH | x | 2016 | X Nghi thai san dén thang 10/2024 di lam
i Nhan vién: 13 - 01 BH, 07 TC; 01 SC; 01 BC; 12 HP.
Nhéan vién nubi: 08 | -07 TC; 01 SC; 01 bV; 08 HD.
1 | Nguyén Thi Minh Hao | 1975 | TC 2012 X Nhan vién nau an
2 | Tran Thi Thanh Qué 1980 | TC 2014 X Nhén vién niu an
3 | Nguyén Thi Diép 1972 | TC 2014 X Nhén vién niu an Thyc hién nhiém vy
4 | Nguyén Thi Thanh Huyén | 1981 | TC 2020 X Nhén vién niu an day chuyen theo ca
5 |Dang Thi Thu Huong | 1978 | SC 2023 X Nhan vién ndu an (Bang phan cong )
6 |NguyénThi Van Anh [1981 | TC | x | 2019 X Nhén vién niu an
7 | Nguyén Thi Hién 1988 | TC 2010 X Nhan vién nau dn
8 | Pao Thi Thu 1992 | Cb 2014 X Nhan vién nau an
Nhan vién VP: 04 -01 BH; 01 TC; 01 BC; 03 Hb.
Ké toan:
1 | Nguyén Thi Thanh Hai |1973 | PH 1999 | x - Thuc hién cac quy dinh cta phap luat vé ké toan tai chinh.
- Lap béo cdo tai chinh hang quy, nim. Hoan thién hd so tai
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. 4 < Giao vién, Phan cong nhiém vu
vién ¢ !
sinh |- 2 V20 | Nhan vién
nganmh 'sc [ up
chinh.
- Chiu trach nhiém tham muu xay dung ké hoach thu - chi,
quy ché chi tiéu ndi bd nha truong: Giam sat, huéng dan cac
bd phan trong nha truong thyc hién dung tha tuc, quy dinh
cong tac thu - chi tai chinh; thu tuc ché d6 chinh sach cho CB,
GV, NV.
Pham Thu Uyén 1998 | TC 2024 - Phu trach cong tac van thu
2 CcC - Kiém thil qui, hang ngay xuat kho thuc pham, nhap so6 giao
van X nhan thuc pham, cap nhat phan mém dinh luong dinh dudng
thur trén phan mém tinh an cho tré, phu bép (néu can)
Lao cong: V¢ sinh toan truong, d6 choi ngoai troi, san vuon,
3 | Nguyén Thi Vién 1973 2024 X | hanh lang, cau thang cac khu vuc, vé sinh nha bong, cac
phong chire néng...vé sinh tap vu khu vye NVS chung.
- Phu nha bép rtra bat hang ngay, thu gom rac thai .
4 | Nguyén Trong Sang 1966 2023 X | Bdo v€: Bam bao an ninh an toan trong nha trudng (chia theo
5 | Ngb Quang Hiéu 1962 2023 x | ca, dam bao 24/24 phai c6 nguoi tryc), ho trg cac hoat dong
01TS | 29 31 | 12 | ngay hoi lé ...n¢u c6 dau hi€u mat an toan can bao cao Kip
Téng cong 43 %;f():g PV BC | HP | thoi.
07TC
01 SC

Luwru y: Ngoai cac nhiém vu néu trén, cac d/c CB,GV,NV thuc hién cac nhiém vu khac khi dugc d/c Hiéu truong, PHT phéan cong./.
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