UBND PHUONG DA PHUC CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MAM NON PA PHUC Dic lip — Ty do — Hanh phiic
$6:220QD- MNDP Hung Dao, ngay 01 thang 8 niim 2025
QUYLET DINH

Vé vige phin cong nhiém vy nim hoc 2025- 2026

HIEU TRUONG TRUGNG MAM NON DA PHUC

Can cir Thong tu 50 52/TT- BGDLT ngay 31/12/2020 ciia BGDDT vé viéc
Ban hanh diéu I¢ truong mam non;

Can cir Quy ché t6 chitc hoat dong va thue té doi ngii hién c6 cua truong
mam non Da Phiic;

Xét theo Xét pham chat dao ditc, ning luc va yéu cau cong viéc,

QUYXET DINH

Piéu 1. Phén cong nhiém vu cho “an bg, gido vién, nhan vién theo quén
han, nhiém vu va trinh d6 ning luc ciin timg ca nhan trong hoi dong su pham
Trudng Mam non Da Phic nim hoc 2025- 2026 (Co danh sdach va phdn cong cu
thé kém theo)

Piéu 2. C4c dong chi can bd, gido vién, nhan vién trong hoi déng su pham
cdn cir vao nhiém vu cu thé duge phan cong cé trach nhiém bam sat yéu cau cia
Piéu Lé truong mim non xdy dung ké hoach hoat dong va thuc hién ké hoach
cho phu hgp véi ddc thu cong viéc duge giao.

Pidu 3. Cé4c ddng chi c6 tén tai diéo 1 chju trach nhiém thi hanh quyét dinh
nay. Quyét dinh c6 hiéu lyc ké tir ngay ky./.

Noi nhén: ' . . .
- Nhu Didu 3(dé thyc hién); HIEU TRUONG

- Ban VHXH dé brc;
- Luu VT (43) s0 ban.
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PHAN CONG NHIEM VU
CAN BQ, GIAO VIEN, NHAN VIEN NAM HOQC 2025- 2026
(Kém theo quyét dinh s0:200D- MNDP ngay 01 thang 8 nam 2025

v/v phan cong nhiém vu cho CBGVNV c6 hiéu lwc tir ngay 01/8/2025)

1. P/c Tran Thj Thu Thiy — Hiéu trudng

Chiu trach nhiém trudc UBND Phuong Hung Dao vé toan b hoat dong
cia nha truong. Chi dao, quan ly va giai quyét mét sé cong viéc chinh nhu sau:
Chi dao quan ly chung toan truong va truc tiép diéu hanh céc linh vuc:

+ X4y dung quy hoach phat trién nha trudng, 1ap ké hoach va té chirc thuc
hién ké hoach gido duc timg nim hoc; bao céo danh gia két qua thuc hién.

+ Thanh 1p céc t6 chuyén mén, t6 van phong va cac hoi dong tu van trong
nha truong, nha tré, bo nhiém t6 trudng, t6 phd, dé xuat cac thanh vién cua Hoéi
dong truong.

+ Phén cong quan ly, danh gia xép loai, tham gia qua trinh tuyén dung,
thuyén chuyén khen thudng, phé duyét két qua danh gia tré theo cac ndi dung
nudi dudng, cham séc, gido duc tré em do BGD quy dinh.

+ Quan ly va sir dung cac ngudn tai chinh, ti san nha trudng. i
+ Tiép nhan tré em, quan Iy tré em va cac hoat dong nuéi dudng, cham séc, UAM N
gido duc tré em cuia nha truong. Quan ly nhom tré ngoai cong lap trén dia ban  pAPH
phuong. N %
+ Phu tréch hé so ban dai dién CMHS truong.

+ Tiép tuc tham muru, t6 chirc xay dung giir vimg trudong Chuin Quéc Gia,
cong tac KPCL. Thuc hién XHH gido duc, phat huy vai tré cua nha truong doi
v6i cong ddng. Tang cuong hd trg cc to nhém khi can thiét

2. B/c Pham Thi Chuyén - Phé hiéu truéng 1

Tham muu giap viéc cho hiéu truéng. Chiu trach nhiém ca nhan vé cac linh
vuc duoc phu trich dong thoi chiu trach nhiém cliing Hiéu truéng trong cong tac
quan ly nha truong truée DU-UBND phuong Hung Pao. Thuc hi¢n trién khai
cong tac: Chuyén mdn giéo'duc Kiém tra ndi b trudong, quan ly sir dung cé
hiéu qua phong ning khiéu, phong nghé thuat, quan ly, quan ly xay dng ké
hoach db dung, hoc tap hoc phdm chuyen mén va cdp phat cho cac td nhém,
cong tac viét sang kién kinh nghiém, boi dudng thudng xuyén, chuyén dé. Cong
tac 1€ hoi. Tham gia dénh gia vién chiic, ngudi lao dong, danh gia chuin nghé
nghiép gido vién mam non. Cong tac trudng chuin qudc gia, kiém dinh chét
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lwgng gido duc. Thye hién tong hop béo cdo thane cho Ban VHXH theo quy
. \ \ . ’ A A A - 1\ 3
dinh. Hoan toan chiju trach nhi¢m ve HD chuyén mon GD trong nha truong.

Tdng hop béo cdo thang, quy cho cac cap. Tang cudng hd trg céc t6 nhém

khi cdn thiét
3. D/c DS Thj Thu Huwong- Phé hi¢u truong 2

+ Cong tac cham soc nudi dudng, chuyén dé thuqc mang minh phu trach
cong tac an ninh anh toan tr ucmg, hoc thudng xuyén kiém tra dinh ky dot Xuat vé
an toan tr uomg hoc ¢6 y kién dé xuét kip thoi véi thu truong don vi vé nguy co
tiém an mat an toan trong nha truong dong thoi duu trach nhiém trudc higu
trudng V¢ an toan trong nha truong, hoat dong, y té hoc dwomg, xay dung ké
hoach kham chira bénh cho CBGVNV va so ciru thong thuong, vé sinh moi
truong trong trudng hoc, cong tac gido dyc chinh tri tu tudng va cac phong trao,
thu vién nha truomg, cong tac hoc sinh sinh vién. Cong téac phap ché, dan chu,
cong khai. Dam bao an toan trong vé sinh dn udng cho tré trong truong hoc.
Quan ly cong nghé thong tin, chuyén dbi s6. Giap hi¢u truéng Phu trach cong
tic co s& vat chét, theo ddi tai san cac t6 nhom, dé xuat cac sua chira trong nha
truong dam bao an toan. Ddng thoi xdy dung ké hoach mua sim CSVC ban tr
cap phét cho cac td nhém theo ndm hoc. Phu trach cong tac phd cép glao duc,
tong hop cac bao cao UB phuong. Tang cuomg h teg cac t6 nhom khi can thiét,
thong ké dinh ky, co s& dit liéu nganh. Tiéng anh lién két, CSDLN.

4. P/c Bui Thi Thu Huyén- nhin vién K¢ todn
Chiu trach nhiém ca nhan vé cac linh vuc dugc phy trach déng thoi chiu
trach nhiém cung Hiéu trudng trong cong tac quan ly nha truong truéc DU-
UBND phuong Hung Dao. Thyc hién nhiém vu dugc giao: Xay dung ké hoach
tai chinh cho don vi, té chirc thuc hién ké hoach dudi su kiém duyét cua hiéu
truong. Phéi hop véi BGH quan 1y co so vat chat, tai chinh, tai san. Thyc hién
thu tai don vi dam bao dung tién dg the hién tinh chich xéc va hi¢u qua.
5. D/c Nguyén Thi Ngoc Anh- Nhén vién vin thu
- Thue hién cong tac vén thu- huu trir:
+ Soan thao céc loai van ban, bao cao nha truong theo quy dinh
+ Theo d&i xr ly cong vin di, cong vin dén.
+ Quan 1y hd so tré em, hé so CBGVNV.
+ Quan ly con diu sir dung con du ding quy dinh.
+ Hb tro tuyén sinh, Phu trach CNTT, trang wedside, Feabook, truyén
théng. Thyc hién céc cong viée khi BGH diéu dong.
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+ Phy trach Giup HT quan ly tai chinh cta tat ca cac nguon quy trong nha
N\ 3. A “ A o A L3 ’
trudong theo ding nguyén tic tai chinh thu tién hoc tré theo thang.
6. D/c Trinh Thj Thuy - Td truwing chuyén mén t6 nha tré
Xay dung ké hoach chung ctia to nha tré theo tuan, thang, nam hoc nhdm
thue hién tot chuong trinh cham soc gido dyc tré theo quy dinh; to chirc sinh
hoat chuyén mén theo nhiém vy duge phan cong. Danh gid hi¢u qua viéc sur
dung quan ly do dung trang thiét bj dgy hoc cla gido vién khi thuc hién giang
day. Tham gia danh gia, xép loai gido vién theo chuan nghé nghi¢p gido vién
mam non. Binh xét thi dua theo thang.
7. D/c Pham Thj Huyén Hanh — TTTCM miu gido
Xay dung ké hoach chung cua i6 mau gido theo tuan, thang, nam hoc
nham thuc hién t6t chuong trinh chim soc gido duc tré theo quy dinh; t6 chic
sinh hoat chuyén mén theo nhiém vu dugc phan cong. Danh gid hi¢u qua viéc su
dung quan ly d6 dung traug thiét bi day hoc cua gido vién khi thyc hién giang
day. Tham gia danh gia, xép loai gidc vién theo chudn nghe nghi¢p gido vién
mam non. Binh xét thi dua theo thang.

8. D/c Pao Diéu Anh- Bi thu doan thanh nién

Xay dung ké hoach va chi dao cac hoat dong cia Poan TNCSHCM. Tham
gia mgt so hoat dong, phong trao tai don vi va dia phuong.
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9, Pong chi Hoang Thi Hing- Phy trich céng tic nudi dudng ON
- Xay dung ké hoach chung cho 10 nudi theo tuan, thang, nim hoc nham ic /.
thuc hién ¢ hiéu qua chuong trinh, ké hoach nudi duéng, xdy dung thuc don, %“0

tinh khau phan in va cac hoat dong khac.
- Thuc hién bdi dudng chuyén mén nghiép vu, kiém tra dinh gia chat
luong, hiéu qua cong tac nudi dudng theo ké hoach ctia nha truong.
- Thuc hién viéc ndu an cho tré, cho CBGVN tai nha truong
- Phéi hep voi dong chi PHT phuy trach nudi dudng hoan thanh céc hé so
nudi duong thzo qui dinh.
10. Déaig chi Luu Thj Hoa- Phy trach cong tac vian nghé
11. Pong chi Tran Thi Toan- Fiia trach din chwong trinh 1é hoi, thur
ky nha trwong.

12. Cac dong chi giso vién tai to nhém l6p

Thyc hién va chju trach nhiém trude Hiéu truong vé nhiém vu cua gido
vién dugc qu: dinh trong diéu 1& trudng mam non va qui ché chuyén mén cua
nha truong g dinh. Cu thé:
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+ ‘I'hye hién chuong trinh chdam soc giao dyc tré: Lam ding theo cac qui
dinh v¢é nudi dudng, cham soc si. khoé, dam sao vé sinh . wan cho tré; e
chue dd) du cédc hoat ddng hoc ta; va cac hoat ¢9ng khac ct.. 1hom IGp theo ké
hoach da duge nha truong phéan corig

+ Thye hién céc yéu cau vé -oail bai, chui 1bj bai day | :0 quy dinh
+ tham gia cac Loat dong 10 chuyen mon, tai truong. Thuc hién cac

vin ban huong dan chuyén mén cuu céc cap quan ly gido duc . Thyce hién céc qui
ché vé hé so 56 sdch, tai lidu ca g0 vién.

+ olr dung ¢6 hi¢u qua va Lao quan do Cung do chei, trang thiét bi cia
nhom lop chju trach nhidm vé sé gz theo gia» nhan s6 ta° san 16p. Déng gip
y kién xay dung tap thé vimg manh doan két.

+ Thudng xuyén rén luyén ning cao trinh d¢ vé chinh /i1, van hod, chuyén
mon, nghiép vu.

+ Gan gii, phoi hup chét ch¢ vdi cha me cda tré de th: ng nhét viéc cham
séc gido duc va tuyén truyeén nhimg kién thtrc khoa hoc vé nudi day tré.

+ Dam bao an toan tuyét doi cho ban than va cho tre trong thoi gian &
truong.

+ Lam 6t cong tac vin dong tai trg tai naém 16p quan ly, thuc hi¢n 1ot
cong tacs tuycn truyén van dong phu huynh, huy dong du sO iré ra 16p theo 56
lugng dugc giao.

+ Lam tdt cdng tac chuyén dbi 50, nang caio trinh dd tng dung cdng nghé
thong tin trong giang day, tuyén trayén tich cyue véi phy huynh thu chi khong
dung tién mat

13. Céc dong chi nhan vién wudi dudng
+ Dam bao nghié¢m tic vi¢c giao nhan thyc phdm tay o6n c6 chir ki cta

nguoi giao nhén thyc hang ngay. Dam bao chit lugng thyc phidm tuoi ngon,
dam bao vé sé luong va chét luong.

+Thyc hi¢n ding thuc don trong tuan theo mua, can ddi lugng dam, rau,
calo khong dé tién an thira, thiéu qua 20.000d trong ngay, trong tudn

+ Dam bao vé sinh an toan thyc pham ché bién theo quy trinh bép mot
chiéu. Str dung dung cu ché bién thirc an sdng chin riéng biét va d6 ding chia an
trong bép luén dam bao vé sinh.

+ Thyc hi¢n ding chirc ndng nhiém vy duge phén cong trong td, phoi két
hop vdi cac thanh vién trong qua trinh ché bién dé hoan thanh nhiém vu.

+ Luén két hop vai gido vién trén l6p va ling nghe su phan anh dé didu
chinh va thay d6i mén n phi hop véi khau vj tré.

+ C6 ké hoach tham 16p dy gio an, ghi s6 danh gia hién rang va diéu chinh
cach ché bién, thuc don kip thoi.
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+ Phoi hgp tot vai PHT, dong chi phy trach nuéi dudmg trong cac cong viée
dugce phin cong.
e Tl a I = : 4 A . K ~ Ak A A A *
+ Thye hign tot ndi qui bep in, tiép tuc hge tap ning cao tay nghé cho ban
than.
- A ‘A A % r
14. Bio v¢é- nhin vién Tran Viin Tinh
Thue hién va chiju trach nhiém trude Hiéu truong vé nhiém vu sau:
~ Bao v¢ an ninh va tai san cua nha truong tir 17h ngay hém trude téi 7h
ngay hom sau.
15. D.c Pham Thj Ngoan- Nhén vién lao cong

Chiu trach nhiém cdng tac v¢ sinh to van phong, vé sinh khu vuc ngoai 16p
hoc, vé sinh, chdm soc cdy xanh, khudn vién nha truong. Thuc hién sy diéu

ddng cua hiéu trudng khi can thiét.
DANH SACH PHAN CONG NHIEM

Stt | Lop | Ho tén gido vién TObCM L6p | Ho tén gido vién TbCM
I | Al |Pham T HuyénHanh | "™ | 1] | C1 | Tran T Thanh Xudn | DPH
Pham T Thu Huong | PH Lé Thi Thu Huong | DH
2 | A2 |Mai T Minh CP | 12| C2 |Nguyén ThjLan PH
Hoang Thu Hoa bH Pham Thij Nu bH
| A3 | Pham Thi Quyén PH C3 | D6 Thi Thu PH 1\
Hoang Thi Phuong PH | Nguyén Thi Xuén . PH )5 )
3 | A4 | Trén Thij Toan PH |13 | C4 |Trin Thi Mén 4 |
Hoang Thi An Cb Nguyén Thi Thao
4 | A5 |LuuT Hién CD | 14 | D2 | Trinh Thi Thuy PH-
i TTTCM |
Pham Thi Hoa Cb | Tran Thi L '
PH
5 | Bl |Hoang ThiTam PH D1 | Pang Thi Van PH
Pham Thi Loin PbH P6 Thi Phuong Lan bH
6 | B2 |Hoang Thi Quyén PH Bép | Hoang Thi Hing CONA
Pham Thuy Mai - bH Hoang Thj Van Hoc -
Nguy én Thi Thi¢p TCKT-SCNA

Dugc quét bang CamScanner


https://v3.camscanner.com/user/download

B3

Luu Thi Hoa DH
Bai Thi Thu Hing DH
& | B4 | Vi Thi Bién CDh
D6 Thi Huong DH
9
10

vpP

Vii Thi Thuy Nga
Ngd Thi Minh Chic
Pham Thi Quyén

Bui Thij Thu Huyén-
Ké todn

Nguyén T Ngoc
Anh- Vin thu

Tran Vin Tinh- BV

Pham T. Ngoan- LC

FCNA
TEKT-SCNA

FESP-SCNA |

JCSP-SCMA

-
CCNVYT |
i
PH- i

TCKT-VT |
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