UBND HUYEN TIEN LANG | CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TIEU HQC KIEN THIET Poc 1ap - Ty do - Hanh phuc

S6:63 /QD-THKT Kién Thiét, ngay 4 thang 9 ndam 2024

QUYET PINH
V/v phan cong nhiém vu cho can b, gido vién, nhan vién
Nam hoc 2024 - 2025

HIEU TRUONG TRUONG TIEU HQC KIEN THIET

Can cir théng twr s6 28/2020/TT/BGDPT ngay 04 thang 9 nam 2020 cua
Bé Gido duc va dao tao ban hanh Piéu 1é truong Tiéu hoc;

Can cir Théng tw s6 15/2017/TT-BGDDT ngay 09/06/2017 vé viéc sira doi,
bé sung mot so diéu cia Quy dinh ché dg lam viéc déi véi gido vién phé thong
ban hanh kém theo Théng tw sé 28/2009/TT-BGDPT ngay 21 thang 10 niam 2009
cua Bo Gido duc va dao tao;

Can cir vao tinh hinh thuc té cia truong Tiéu hoc Kién Thiét;

Xét nang lyc va kha nang cong tac cua can bo, giao vién, nhan vién.
QUYET PINH:

‘ Piéu 1. Nay phan c()r}g nhi€ém vu chq can b, gido vién, nhan vién trong
Ho1 dong su pham truong Ti€u hoc Kién Thiét nam hoc 2024-2025.
(c6 danh sach phdn cong cu thé kem theo).

Piéu 2. Can bo, gido vién, nhan vién trong Hoi ddng su pham cin ¢ vao
nhiém vu cu thé dugc phan cong c6 trach nhi¢m xay dung ké hoach hoat dong va
thuc hién ké hoach cho phu hop véi dac thu cong viéc dugce giao.

Piéu 3. Cac ong (ba) trong Ban giam hiéu, cac to chuyén mon, cac to chuec,
doan thé trong truong va nhitng ngudi cé tén tai Diéu 1 chiu trach nhiém thi hanh
quyét dinh nay. Quyét dinh co hiéu lyc ké tir ngay ky.

Noi nhgn:
- Nhu Diéu 3 (dé t/h);
- Luu: VT.







DANH SACH
Phan cong nhiém vu cho can bg, giao vién, nhan vién
trweong Tiéu hoc Kién Thiét nim hoc 2024- 2025
(Kém theo quyét dinh sé: ...../OP-THKT ngay 04 thang 9 ndm 2024
ciia Hiéu trueong truong Tiéu hoc Kién Thiér)

I. Phan cong nhiém vu CBQL
1. Hiéu truéng : P6 Thi Ngan

- Xay dung quy hoach phat trién nha truong; lap ké hoach va to chirc thuc
hién ké hoach day hoc, giao duc; bao cdo, danh gia két qua thuc hi¢n trudec Hoi
ddng truong va cac cap ¢ tham quyén; (Xay dung cac ké hoach Ké hoach Kiém
tra ndi bg, Cong tac thi dua- khen thuong; K& hoach thuc hién céc cudc van dong
va cac phong trao thi dua; K& hoach Khuyén hoc, XD co quan don vi van hoa, Ké
hoach phat trién nam hoc...chi dao can bd phu trach ting bd phan lam céc loai ké
hoach béo cao.

- Thanh 1ap céc to chuyén mon va cac hoi dong tu van trong nha trudng; ra
cac quyét dinh bo nhiém to trudng, to pho;

- Phan cong, quan li, danh gia xép loai; khen thudng, thi hanh ki luat ddi

V61 gido vién, nhan vién theo quy dinh;

- Phan cong cong tac cho Pho Hiéu truéng. Nguoi duge phan cong phai
chiu trach nhiém trude Hi€u truong. Khi Véng mat tai co quan tur 3 ngay trd 1én,
Hiéu truéng iy quyén cho Phé hiéu trudng xir Iy cong viéc.

- Quan ly va t6 chure gido duc hoc sinh;

- Chi dao giao vién chu nhiém thyc hién cong tac quan ly, gido duc, danh
gia, xép loai hoc sinh

- Quan 1i hanh chinh; quan i va str dung c6 hiéu qua cac ngudn tai chinh,
tai san cuia nha truong;

- Quan 1i hoc sinh va td chitc cac hoat dong gido duc ctua nha truong; tiép
nhan, gi6i thiéu hoc sinh chuyén truong; quyét dinh khen thuéng, ki luat, phé
duyét két qua danh gia, xép loai, danh sach hoc sinh 1én 16p, & lai 16p; t6 chirc
kiém tra, ki duyét hoc ba HS khéi 5 va x4c nhan viéc hoan thanh chuong trinh tiéu
hoc cho hoc sinh trong nha trudng va cac ddi tuong khac trén dia ban truong phu
trach;

- Day 2 tiét / tuan.



- Xay dung va thuc hién quy ché dan chi, quy ché 1am viéc, ndi quy nha
truong.

- Chu tri giao ban hang tuan va hop hoi ddng Su pham hang thang. Chi dao
cac hoi nghi cua nha truong.

Ky duyét ké hoach nam, thang, tudn ctia phé hiéu truéng, cong doan,. ..

- Thue hién danh gia, xép loai gido vién va can bd quan 1y gido duc theo
chuin Hiéu trudng, chuan gido vién tiéu hoc. Thyc hién danh gia vién chuc hang
nam theo quy dinh.

2. Phé Hiéu truéng - P/c Nguyén Thi Ngin

* Nhi€ém vu chung

Thuyc hién va chiu trach nhiém trude Hi¢u trudng vé nhirng viéc dugc phan
cong, cung véi Hi¢u trudng chiu trach nhiém trude cép trén vé cac hoat dong co
lién quan cua nha truong.

Thay mat hiéu truéng diéu hanh hoat dong cua nha trudng khi dugce su uy
quyén.

Puoc du cac 16p bdi dudng vé chinh tri, chuyén mén va nghiép vu quéan ly
truong hoc, dugc hudong cac quyén lg1 cua Pho hi¢u trudng theo qui dinh.

Thyuc hién danh gia, xép loai gido vién va can b quan 1y gido duc theo
chuan Hiéu trudng, chuan gido vién tiéu hoc. Thuc hién danh gia vién churc hang
nam theo quy dinh.

* Nhiém vu cu thé:

1. Phu trach khoi 1.

- Theo ddi viéc thyc hién né nép chuyén mon;

- Theo dbi, nim bét, danh gia chét luong;

- Ky duy¢t vé sach chir dep;

2. Phu trach cong tac HSSV cua nha truong.

3. Phu trach cong tac KDCL.

4. Phu trach cong tac thu vién.

5. Phu trach cong tac KTNB.

6. Phy trach cong tac ban trq;

7. Phu trach vé CSVC, VSMT, ki cuong né nép.



8. Tham gia day 4 tiét/tuan.
9. Thuc hién mot sd nhiém vu khac khi duoc hiéu trudng phan cong.

3. Phé Hiéu trwéng: P/c Bii Vin Ging

* Nhiém vu chung

Thuc hién va chiu trach nhiém trudc Hiéu trudng vé nhirng viéc duoc phan
cong, cung véi Hiéu trudng chiu trach nhiém trudc cép trén vé cac hoat dong co
lién quan cda nha truong.

Thay mat hiéu truong diéu hanh hoat dong cua nha truong khi dugce su uy
quyén.

Pugc dy cac 16p bdi dudng vé chinh tri, chuyén mén va nghiép vu quan Iy
truong hoc, duge hudng cac quyén loi cia Pho hiéu trudng theo qui dinh.

Thuc hién danh gia, Xép loai gido vién va can by quan ly gido duc theo
chuan Hiéu truong, chuan gido vién tiéu hoc. Thuc hién danh gia vién chuc hang
nam theo quy dinh.

* Nhiém vu cu thé:

1. Phu trdch chuyén mon cua truong.

- Xay dung Ké hoach chuyén mén, KH chuyén dé, KHBDTX..., (Theo tudn,
thang, nam).

- Xay dyng thoi khoa biéu; phan cong chuyén mon; Luu trit ho so chuyén
mon, lya chon SGK va tai liéu tham khao,

- Chi dao thuc hién chuong trinh day hoc; viéc thuc hién nén nép, quy ché
CM, sinh hoat chuyén mon;

- Phu trach thi GV day gioi cac cap, cac dot giao luu cta HS.

- T6 chire hop giao ban chuyén mon hang thang cua nha truong; Sinh hoat
CM; Hoat dong chuyén dé hoc sinh gioi, boi dudng chuyén moén thuong xuyén;
D61 maéi1 phuong phap day hoc;

- Phu trach ra dé, duyét dé kiém tra; Kiém tra ky duyét cac bao cao, théng
ké veé cong tdc chuyén mon; Ky duyét hoc ba HS khoi 2,3,4;

- Phu trach viéc thuc hién quy ché chuyén mén khéi 3,4,5:

+ Theo ddi viéc thuc hién quy ché chuyén mén, soan, giang, cham chira;
+ Theo ddi, danh gia chat lugng céc bai thi, bai khao sat;

+ Ky duyét HSSS, vo sach chir dep;

+ Xép loai tay nghé GV.



2. Phy trach cong tdc PCGD.

3. Phu trach cong tic CNTT, chuyén d6i sd, trang website nha truong;
4. Phu trach phan mém CSDL nganh.

5. Theo d6i céng tac ban tru CS1

6. Phy trach vé CSVC, VSMT, ki cuong né nép.

7. Tham gia day 4 tiét/tudn.

8. Thuc hién tdt chirc nang, nhi¢ém vu cua td chirc Cong doan, cham lo doi
song tinh than, vat chat cho CBGVNV. Dong vién moi nguoi thi dua thuc hi¢n
tot nhi€ém vu dugc giao;

9. Thuc hién mét sb nhiém vu khac khi duge hiéu trudng phan cong.
II. Phan cong nhiém vu t6 chuyén mén
1. Nhiém vu T6 trwéng

- Xay dung ké hoach hoat dong chung cua td, ké hoach bdi dudng thuong
Xuyeén.

- Phan cong cac chuyén dé trong t6. T6 chiic boi dudng chuyén mén nghiép
vu cho GV trong to.

- Hudng d:fm xay dung va quan 1y ké hoach ca nhan cua to theo ké hoach
day hoc, phan phoi chuong trinh va cac quy dinh cua B6 GD&DT.

- Kiém tra viéc thuc hién quy ché chuyén moén va ky luét lao dong cia GV
trong to.

- Kiém tra danh gia, xép loai vé chuyén mén cho GV, tham muu xép loai
GV hoc ky va cad nam hoc.

- Chuan bi ngi dung v€ chuyén mon cua td, bao cdo chuyén mon 1
lan/thang.

- B40 c40 cho tinh hinh cong tac trong thang va ké hoach thang toi.
- Chiu trach nhiém truéce Hiéu truéng vé chét luong va hi€u qua cong tac
cua t6 chuyén mon.
- C6 luu gilt minh chimg cho céac hoat dong ctia To guri d/c phu trach trang
Website dang tai (Video- Hinh anh..) 1 lén/théng va cac hoat dong khac ctua t6.
- Thyc hién mot s6 cong viéc khac khi Hiéu trudng phéan cong.
* Nhiém vu t6 phé: do t6 truéng phan cong

2. Phan cong nhiém vu cua giao vién

2.1. Nhiém vu chung



Giang day va GD theo ding chuong trinh GD, ké hoach day hoc soan bai
kiém tra danh gia dung quy dinh; 1én 16p dang gid; khong tuy tién bo gid, bo budi,
dam bao chit lvgng va hiéu qua giang day, quan 1y hoc sinh trong cac hoat dong
GD do nha trudng t chirc; tham gia cac hoat dong cua té chuyén mén .

Tham gia cong tac phd cap gido duc, duy tri si s6 cta 16p minh duoc giao

Rén luyén dao duc, hoc tap van hoa, boi dudng chuyén mon nghié¢p vu
nang cao chat lwong va hiéu qua giang day va GD .

Thuyc hién nghia vu cong dan, cac quy dinh cua phap luét, cac quy dinh ctua
Hiéu truong; quy dinh ciia cic doan thé, nhan nhiém vu do Hiéu truong phan
cong, chiu su kiém tra ciia Hiéu trudong, Hiéu pho va cac cip quan Iy Gido duc .

Giir gin pham chat, danh du, uy tin ctia Nha gido ; gwong mau trude hoc
sinh; t6n trong va ddi xtr cong bang véi hoc sinh ; bao vé quyén va loi ich chinh
dang cua HS ; doan két va gitp d& ban bé dong nghiép .

Phdi hop voi Poi Thiéu nién, gia dinh hoc sinh, cac t6 chic x4 hoi ¢o lién
quan dé t6 chirc hoat dong gido duc. Thuc hién cac nhiém vu khac theo quy dinh
cua phap luat va cua nha truong.

Thue hién mot sé cong viée khac do Hiéu trudng phan cong.

2.2. Nhiém vu gido vién giang day

D
TT Ho va tén Nam sinh cM Nhiém vu duogc giao Kiém nhiém
1 | Nguyén Thi Pao Lién 15/01/1988 | pH | Chunhiém lop 1Al
2 | Luong Thi Sen 13/6/1976 | bH | Chunhi¢m lop 1A2 TP Té 1
3 | Vii Thi Nguyét 08/7/1977 | PH | Chii nhiém 16p 1A3 TTT6 1
4 | Vii Thi Thay 02/6/1975 | pH | Chunhiémlop 1A4
5 | Lé Thi Minh 12/12/1983 | pH | Chunhiém 16p TAS
6 | Vii Thi Minh 27/2/1972 | pH | Chunhiém 16p 2B1 TT T2
7 | Neuyén Thi Ha 13/12/1975 | pH | Chunhiém 16p 2B2
8 | Vii Thi Thanh Binh 16/03/1976 | PH | Chu nhiém lop 2B3
9 | Nguyén Thi Hong Van | 20/12/1986 | PH | Chu nhi¢m lép 2B4 TP T6 2
10 | Vii Thi Luyén 19/01/1972 | PH | Chu nhiém lop 2B5 TTND
11 | Luong Thi Nhung 19/8/1973 PH | Cht nhiém l6p 3C1 TT T 3
12 | Poan Thi Xuan 26/5/1975 | PH | Chi nhiém lép 3C2




13 | Nguyén Thi Nhan 22/8/1996 | DH | Chunhi¢m lép 3C3 BTCD-TPT3
14 | Vii Thi Huyén 25/6/1977 | PH | Chunhiém 16p 3C4
15 | Vii Thi Mai 10/5/1970 | PH | Cht nhiém 16p 3C5
16 | Ha Thanh Binh 26/9/1989 | PH | Chu nhiém l6p 4D1
17 | Nguyén Thi Hiép 10/10/1988 | PH | Chu nhiém lop 4D2
18 | Vii Thanh Binh 30/9/1975 | PH | Cht nhiém l6p 4D3 TP Tb 4
19 | Nguyén Thi Minh 14/7/1979 | PH | Chu nhiém 16p 4D4 TT T6 4
20 | Vii Thi Minh Hu¢ 24/01/1985 | PH | Chu nhiém 16p 4D5
21 | Nguyén T Nguyét Anh | 09/02/1980 | BH | Chi nhi¢m l16p SE1
22 | Vii Thi Diu 27/10/1980 | PH | Chu nhiém Iép SE2 TPT65
23 | Nguyén Thi Van 11/6/1979 | PH | Chu nhiém 16p 5E3 TTT65
24 | Vii Kim Thuy 25/7/1975 | PH | Chu nhiém 16p 5E4
25 | Nguyén Thi Soan 24/6/1980 | PH | Chu nhiém 16p S5E5
3 pH | Day Nghé¢ thuat (Am nhac) BDHS
26 | Nguyén Btrc Thuin 06/01/1982 AN | K1CS2,K2CS2, K345 Son ca
py | Day Nghé thut (Am nhac | TPT Doi,
27 | Nguyén Thi Dung 8/9/1978 N ) 1A1, 1A2, 2B1, 2B2. BDHS
AN - Son ca
Giao duc thé chat
(1A3,1A4,1A5, 8D HS
28 | Nguyén Thi Hoa 21/10/1980 | PH | 2B3,2B4,2B5,
3C3,3C4,3C5, CLB TDTT
4D3,4D4,4D5)
Gi4o duyc thé chat (5E1,
5E2, 2B1, 2B2, 1A1, 1A2, BD HS
29 | Tran Van Sang 10/01/1976 | PH | 3C1, 3C2, 4D1, 4D2) TH-
CN (Cong nghé) 4D3,4D4, | CLB TDTT
4D5)
Tu nhién va X4 hoi: (Khoi
30 | Vii Thi Tho 27/9/1973 | PH | 1,2); TH-CN (Cdng
nghé): (SE3, 5E4, 5ES)
x - S ' Nghé thuat (M7 thuat): BD HS
31 | Nguyen Thi Tham 30/01/1982 | PH Khéi 1,2.3.4.5 CLBMT
Dao duc (1A1, 1A2, 1A3,
1A4, 1A5, 2B1, 2B2, 2B3,
X s r s , 2B4, 2B5, 3C1, 3C2, 3C3, BD HS
32 | Nguyén Thi Lanh 28/08/1980 | PH 3C4 , 3C5. 4D1, 4D2, CLBMT
4D3);' Nghé thuat (Mi
thuét) (4D3,4D4, 4D5)
e e Tin hoc khéi 3,4,5; Cong | Phu trach
33 | Lé Thi Minh Phuong 17/6/1986 PH nghé: khéi 3.4 Website




Ngoai ngtr (SE1, SE2, BDHS
34 | Pham Thi Hong Phuong | '28/07/1980 | PH |4D1,4D2,3C1, 3C2, 2B1, CLBTA
2B2)
Ngoai ngir (SE3, 5E4, 5E5, BDHS
35 | Pham Vin Tiép 09/02/1980 | PH |4D3, 4D4, 4D5, 2B3,
CLBTA
2B4.)
36 | Poan Thi Hai Van '09/03/1998 | PH Nghi sinh
\ Ngoai ngir (K1, K3 CS2,
37 | GV hgp dong AN 2B5)

* Thuc hién cac cong viéc khac khi lanh dao phan cong.
2.3. Nhiém vu Khéc:

- H6 tro trong cong tac trang tri khanh tiét, lam cac dao cu, loa dai trong
cac cudc hoi hop, chuyén de...(GV nam)

- Phu trach cac cudc thi vé tranh, cit dan khau hiéu trong cac cudc hoi hop,
chuyén d¢...(GV M1 thuat).

- Phu trach cac cudc giao luu TA(GVTA).
- HO tro hoat dong UDCNTT (GV tin, B/c Tiép).

- Phu trach trang Website ctia nha trudng, huéng dan cac cudc thi giao luu
trén mang Internet. (GV Tin hoc); Phu trach trang facebook cua truong (GV TPT
Do1)- Pang tin, bai cac hoat dong kip thoi.

- Phuy trach cac tiét myc van nghé GV, HS. Thanh Iap do1 van ngh¢ cua lop,
cua truong. Boi dudng hoc sinh Son ca, dan chuong trinh, mua héat...(GVAN-
GVCN-TPTD- D/c Tat).

- Phu trach cac cudc thi TDTT:

+ Boi 16i: D/c Anh

+ Pién kinh, bong ban, Karatedo: B/c Sang

+ Co vua: B/c Tiép, Thuan, Sang + GVCN

* Thuc hién cdc cong viéc khdc khi lanh dao phdn cong.

I11. Phan cong nhiém vu BTCD-TPT DJgi:

1. Bi thu Poan THCS Hé Chi Minh - P/c Nguyén Thi Nhan

- Xay dung ké hoach va chi dao cac hoat dong cuia Poan TNCS HCM;

- Tham gia cung Chu Tich Cong doan chi dao thuc hién phong trao “Xay
dung truong hoc than thién, hoc sinh tich cuc”, " Truong hoc Hanh phtc";

- Két hop cﬁvng Téng phu trach Poi phat dong, duy tri cac phong trao thi
dua cutia hoc sinh, t6 chtrc cac hoat dong trong cac ngay 1€ 16n;

- Chiu trach nhiém trude Chi b veé cong tdc Thanh nién trudong hoc ; né
nép nha truong. Co ke hoach két nap doan vién mai, gidi thi¢u nhiing doan vién




uu ta cho Péang, phéi hop véi nha trudng dam bao an ninh trudng hoc: PCCC,
ATGT ...

- Phéi hop véi BGH, hoi phu huynh va céc to chire trong trudng lam tét
cong tac gido duc dao dirc cho HS.

- Chuén bj cac vin ban bao céo thude nganh doc (xa, huyén, thanh doan)
va bao céo cap uy hang thang.

- Xay dung t6 chirc Poan viing manh hang nam.

* Thuc hién cac cong viéc khac khi lanh dao phdn cong.

2. Tong phu trach Pgi TNTP Hé Chi Minh - P/c Nguyén Thi Dung

“- Phu trach cong tac phong trao thé duc, vé sinh, né nép cua hoc sinh.

- C6 nhiém vu phdi hop véi nha truong, véi dia phuong quan 1y va to chirc
cac hoat dong cua D41, cac hoat dong ngoai gio 1€n 16p, hoat dong van ngh¢, lam
tdt cong tac xay dung né nép hoc tap, dao duc, thé duc vé sinh....

- Pé xuit voi BGH khen thuong, ki luat ddi véi hoc sinh.

- C6 s6 theo ddi hoc sinh ho ngheo, can ngheo, HS ¢6 hoan canh kho khan,
hoc sinh md ¢6i, hoc sinh khuyét tat hang nam. Luu trt danh sach hoc sinh duogc
nhan hoc béng, tang qua trong cac nam hoc.

- Sang thtr hai hang tuan t6 chtic cho hoc sinh toan truong hoat dong ngoai
gio 1én 16p theo thoi khoa biéu.

- Thyc hién nodi dung chao cd 1 thang/11an theo dung chuong trinh thoi
khoa biéu cia nha trudng. Noi dung chao cd dam bao c6 so két cong tac thang
truge, trién khai ké hoach thang sau, biéu duong hoc sinh c6 thanh tich tdt.

- Hang thang c6 bang diém danh gia xép loai thi dua cac 16p.

- C6 luu gilt minh chirng cho céac hoat dong cua Po1 gui d/c phu trach trang
Website dang tai (Video- Hinh anh..).

* Thuc hién cac cong viéc khac khi lanh dao phdn cong.

IV. Phén cong nhiém vu Té viin phong.

1. Nhiém vu chung:

X4y dung ké hoach hoat dong chung cua to theo tuan, thang, nim nham
phuc vu cho viéc thuc hién chuong trinh, ké hoach day hoc va hoat dong gido duc
cua nha truong;

Giup hi¢u truong thyc hién nhiém vu quan li tai chinh, tai san trong nha
truong va hach toan ké toan, théng ké theo ché do quy dinh;



Boi dudng chuyén mon, nghiép vu, kiém tra, danh gia chét luong, hiéu qua
cong viéc ctia cac thanh vién trong to theo ké hoach ctia nha trudng;

Luu trit ho so cua trudng.

Lam viéc theo dung chirc nang, nhiém vu dugc phan cong, di [am ding
gi0, khong tuy tién bo gid, bo budi, dam bao chat lwong hiéu qua cong viéc .

Pam bao cong tic phuc vu trong nhitng budi hop hoi dong va td chirc cac
hoi nghi.

2. Nhiém vu cu thé:

2.1. P/c Vii Thi Doan - Nhan vién thu vién - Kiém thi qu§y. To truéng
t0 viin phong.

* Thu vién

- Xay dung ké hoach thu vién, quan 1y sap xép ngin nap, khoa hoc dé tién
lgi cho viéc tim sach. C6 ké hodc bd sung sach gido khoa, sach tham khdo, sach
nghiép vu (Tham muu véi Hiéu truong thanh lap to cong tac vién thu vién); thuce
hién cho muon sach, doc sach, bao hang ngay va thu h6i muon sach hang tuan,
hang ky, hang nam; quan ly tai san thu vién; hé so s6 sach muon, tra ghi chép day
du ding quy dinh, so theo doi sach béo ..

- Hoc tap nang cao chuyén mon nghlep vu. Xay dung ké hoach thu vién
dat chuan, thu vién tién tién, thu vién xuét sic.

* Thiét bi

- C6 ho so s6 sach ghi chép day du tai san thiét bi; co s6 ghi chép muon va
tra, nhat ki theo doi phong thuc hanh; 1én ké hoach hoat dong, mua sam, stra chira
trang thiét bi, d6 dung day hoc.

- Tham muu véi Phé Hidu truong dé nang cao chat lugng cia phong thiét
bi; bao quan sap xep ngan nap tién loi cho viéc sir dung; chiu trach nhiém néu dé
xay ra hién tugng mat mat.

* Thu quy

- Bam bao cac ho so gidy to, ching tur 10 rang, chinh xac, gido vién ki nhan
ghi 10 ho tén.

- Thu giir 1ap ho so s0 sach cac loai, cac khoan thu.

- Mua sidm cac loai dung cu sinh hoat hang ngay trong co quan.

- Bdi chiéu sb sach hang thang véi ké toan va trinh Hiéu truong ky duyét.
- Bao c4o Hiéu truéng 1 thang/lan cac khoan thu chi.

* Cong viéc khac:



- Ban trl: Quan ly hf} so ban tra nha truong. Theo doi s s6 hoc sinh an ban
tr( hang ngay. Tong hop s6 ngay an theo thang dé thong bao td1 GVCN.

- Theo ddi thu ndp hoc sinh hang thang.

- Kiém nhiém cong tac PCGD, si s6 hoc sinh trén CSDLN.

- Phy tréach thong ké cac biéu bang trong cac ki kiém tra hoc sinh.

- Luu gitt ho so hoc sinh chuyén di, chuyén dén.

- Thu phat s6 TDCLGD cho gido vién trong timg dot kiém tra.

* Thuc hién nhitng cong viéc khac khi Lanh dao yéu cau.

2.2. P/c Nguyén Thi Hai - Ké toan kiém viin thu-Y té hoc dwong
* Ké toan

- Thyce hién nghiém tac cac quy dinh vé tai chinh. Thanh quyét toan theo
ché d6 nha nude kip thoi; vao so ké toan hang ngay.

- Thuc hién cac ché dd bao céo tai chinh, bao hiém x3 hoi ding quy dinh.

- Thuc hién nghiém tic ché d6 quan 1y tai chinh: mua sim tai san phai
duogc duyét ké hoach cua trudong, lam tha tuc nhap kho, xuat kho theo quy dinh.

- Chiu trach nhi€ém tham muu vo61 Hi¢u trudng vé moi mat hoat dong tai
chinh.

- Bdo quan, theo doi co sé vat chét cho nha truong.

- Soan thdo c4c van ban tai chinh, hop d(‘A)ng, bao hiém hoc sinh, gido vién.
- Cung thuc hién nhitng nhiém vu khac dugc giao.

*Y té hoc duong.

- Thuc hién déy du cac quy ché, tiéu chuan vé sinh truong hocdoBo 'Y té,
B0 Gi4o duc va Dao tao ban hanh.

- Phéi hop td chure giao duc vé cham soc va bao vé st khoé cho hoc sinh.
Phong chéng cac bénh hoc duong, cac bénh truyén nhiém, cac tai nan va thuong
tich, cung cap ki niang, kién thirc bao vé stc khoé cho cong chirc, vién chirc va
HS, cac bién phap phong bénh, phat hién bénh sém va diéu tri kip thoi cac dich
bénh...

- Thuong xuyén cap nhat thong tin trén moi phuong tién vé dién bién mét
s0 dich bénh trén thé gidi, trong nudc cling nhu tai dia phuong dé kip thoi cé ké
hoach, bi¢n phép tuyén truyén, phong ngtra.

- Phéi hop véi tram y té dé xir Iy moi truong, phong chdng cac dich bénh.

- T6 chirc cho ngudi hoc tham gia cac hoat dong vé bao vé moi truong, an
toan cuQc song.



- T chtrc thyuc hién tdt cong tac bao hiém y té, tham muu tram y té kham
suc khoé dau vao cho HS. Phoi hop so ctru kip thot cac truong hop tai nan, 6m
dau cta cong chure, vién chirc va hoc sinh toan truong.

- Theo doi, chdam séc, bao vé stc khoe cho hoc sinh, dic biét nham gidm
ti 1€ mac mdt s0 bénh dang pho bién hién nay (tay, chan, mi¢ng; sot xuat huyét...).

- Tang cudng va thudng xuyén tuyén truyeén, gido duc strc khoé, thuc hién
nghiém tac ¢d hi€u qua céac bién phap dé dam bao chat lugng.

* Thuc hién nhitng cong viéc khdac khi Lanh dao yéu cau.
* Van thw
- Nhén cong van dén, danh, phat cong van di.

- Chuyén tai cac thong tin kip thoi dén cac bo phan bang moi hinh thirc,
dong thot bao cao kip thoi voi Hi¢u trudng nhitng van dé khong giai quyét duoce
theo y€u cau cua Hi¢u truong.

- Luu céac cong vin dén, di vao so theo ddi cong van.

* Cac cong viéc khac:

- Phy trach cac phan mém QLTS, Quan Iy phan mém Cén bo; CSDL nganh;
quan 1y ho so cua Hoi cha me hoc sinh...

- Phu trach cac biéu bang thdng ké do Phong Noi vu yéu cau.
* Thuee hién nhitng céng viéc khdc khi Lanh dao yéu cau.
2.4. P/c Pham Quang Tat (CS1) — Vii Viin Méu (CS2): nhan vién Béo

- Pam bao an ninh an toan co s& vat chat nha truong, khong dé khach, hoc
sinh ra vao ty do, di lai tu do trong trudng; dac biét khi dang trong gid lam viéc.

- Truc co quan, theo ddi ndm bét tinh hinh xay ra trong nha truong béo cao
Lanh dao nha truong kip thot xir 1y. Pong mé cira theo quy dinh cia nha truong.
Quan ly viéc dua don HS cua phu huynh.

- Bao vé xe ciia CBGVNV, khach 1am viéc (co dang ky). Mat phai boi
thuong theo gid tri hién tai.

- Phai chju trach nhiém va bdi thudng thiét hai khi c6 su ¢6 xay ra.
- Hd tro stra chita nhé CSVC trong nha truomg.

- Bao quat chung v¢ sinh toan bd khuon vién trong truong hoc.

- Nhén va phuc vu nuéc udng kip thoi.

- Ho tro cac hoat dong cuia nha trudng.

* Thuc hién nhitng cong viéc khac khi Lanh dao yéu cau.

2.5. Nhan vién v¢ sinh:



- Thuc hién cac nhiém vu hang ngay: Quét don phong BGH, phong cho
GV; V¢ sinh san truong, nha v¢ sinh gido vién, hoc sinh, rac thai...

- Cham soc hé théng cay xanh, cdy canh dam bao xanh t6t va my quan.
V. Phan cong nhiém vu truc ban:

- BGH, t6 hanh chinh: Theo di, giam sat, nhéc nhé né nép CBGVNYV, HS,
GV truc- Ghi sd truc BGH.

- TPT Doi1: Theo dd1 moi hoat dong cia HS, GV dau gio, gitra gio, cudi gio;
vé sinh truong 16p....ghi chép, tong hop, danh gia thi dua theo tuan, thang.

- GV: Panh tréng dung quy dinh- ghi s6 truc hang ngay.

Trén day 1a bang phan cong nhiém vu CBGVNV trong nha trudng. Dé nghi
cac thanh vién, cac bd phan, ca nhan tién hanh thuc hién tot nhi€ém vu dugc phan
cong va thuong xuyén bao cdo cho Hiéu trudng (PHT) khi c6 vudng mac. Trong
qua trinh thyc hién, néu c6 gi thay d61 nha truong s€ thong bao di€u chinh bd sung
Sau.

Noi nhdn: "

- Phong GDDT TL (d¢ b/c);
- CBGVNYV;

- Luu: VT.
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