UBND PHUONG HUNG PAO CONG HOA XA HQI CHU NGHIiA VIET NAM

TRUONG TIEU HQC ANH DUNG Poc 1ap - Tu do - Hanh phic
S6: 364/QD-THAD Hung Dao, ngay 01 thang 12 nam 2025
QUYET PINH

Kién toan viéc phan cong nhiém vu cho can b, giao vién, nhan vién
Nam hoc 2025 - 2026

HIEU TRUONG TRUONG TIEU HQC ANH DUNG
Can cit Théng tw s6 28/2020/TT-BGDPT ngay 04/9/2020 ciia Bé Gido duc

va Pao tao vé viéc ban hanh Piéu 1¢ truong T iéu hoc;

Can cir Théng tw s6 16/2007/TTLT-BGD PT-BNV ngay 12/7/2017 lién B6
Gido duc Dao tao va Bo Noi vu hudng déan danh muc khung vi tri viéc lam va
dinh mitc s6 lwong nguoi lam viéc trong cdc co sé gido duc phé thong cong ldp;

Can cir Théng twsé 03/2017/VBHN-BGDPT ngay 23/6/2017 ciia B Gido
duc va Pao tao ban hanh quy dinh vé ché dp lam viéc doi voi gido vién ph5 thong;

Can cir Quyét dinh s6 3348/0D-UBND ngay 11/8/2025 ciia Bé Gido duc va
Ddo tao ban hanh Khung ké hoach thoi gian nam hoc 2025-2026 doi véi gido duc
mam non, gido duc phé théng va gido duc thirong xuyén;

Can cir Quyét dinh sé 62/2022/0D-UBND ngay 02/11/2022 cia Uy ban
nhdn dan thanh phé Hai Phong ban hanh quy dinh mét so néi dung vé quan 1y
16 chirc bé may, qudn Iy vién chirc va lao dong hop dong trong cdc don vi sir
nghiép céng ldp thudc thanh phé Hai Phong;

Can cir Théng bdo sé 107/TB-UBND ngay 6/08/2025 ciia UBND phuong
Hung Dao vé s6 nguoi lam viéc trong don vi su nghiép cong ldp thuéc UBND
phuwong nam 2025;

Can cir Quyét dinh sé 42 OP-UBND ngay 01/7/2025 ciia Uy ban nhén dén
phuong Hung Dao V/v tiép nhdn cdc don vi sw nghiép gido duc cong ldp truc
thuéc Uy ban nhdn din qudn Dwong Kinh vé truc thuéc Uy ban nhdn ddn

phuong Hung Pao,
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Can civ Quyét dinh s6 319/0P-UBND ngay 31/8/2025 ciia Uy ban nhdin
ddn phwong Hung Dao vé viéc tiép nhdn diém truong Mam non Hai Thanh va
Tiéu hoc Hai Thanh vé UBND phwong Hung Pao quan 1y;

Xét dé nghi ciia Phé Hiéu triedng nha truong.
QUYET PINH:

Piéu 1. Kién toan phan cong nhiém vu cho cdn bd, gido vién, nhan vién
truong Tiéu hoc Anh Diing ndm hoc 2025 - 2026 nhu sau: (c6 bdng phdn cong

nhiém vu kem theo).

Pieu 2. Can b, gido vién, nhan vién ¢6 nhiém vu thuc hién tot cong viéc
theo Dicu 1¢ truong Ti€u hoc, Luat Vién chirc, chuan nghé nghiép gido vién Tiéu

hoc, chiu trach nhiém trudc Hi¢u trudng veé viéc duge phan cong.

Picu 3. Cac T6 Vin phong, T6 Chuyén mén, To chicc Poan thé trong
trudng va cac ong (bd) c6 tén tai Pidu 1 chiu trach nhiém thi hanh. Quyét dinh
c6 gid tri trong nam hoc 2025 - 2026, khi c6 su thay ddi s& c6 bang phan cong
diéu chinh thay thé kém theo Quyét dinh nay.

Quyét dinh c6 hiéu lyc ké tir ngay ki./.

Noi nhgn: HIEU TRUONG
- Nhu Diéu 3;

- Phong Van hoa - Xa héi phuong;

- BGH nha truong;

- Luu: VT.

Ngé Thi Thuy Linh
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UBND PHUGNG HUNG DAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TIEU HQC ANH DUNG Doc 1ap - Tw do - Hanh phuc

Hung Dao, ngay 01 thang 12 nam 2025

PHAN CONG NHIEM VU
Can b, gido vién, nhan vién truong Tiéu hoc Anh Diing
Nam hoc 2025- 2026
(Ban hanh kém theo Quyét dinh s6 364/0D-THAD ngay 01/12/2025
ciia treong Tiéu hoc Anh Diing)
(Thuc hién tir ngay 01/12/2025)

A. THONG TIN CHUNG: tong s6 48 dong chi (46 dong chi bién ché,
01 hop dong 111). Trong do:

- Ban Giam hiéu: 03.

- Nhéan vién: 02.

- Giao vién: 43.

+ Gido vién Van hoa: 37.

+ Gido vién Tiéng Anh: 02.

+ Gido vién Am nhac: 02.

+ Gido vién My thuat: O1.

+ Giao vién Tin hoc: 0.

+ Gio vién Thé dyc, TPT: 01
- Hop ddng 111: 02.

B. NHIEM VU CU THE:

I. BAN GIAM HIEU:

1. D/¢ Ng6 Thi Thuy Linh: Bi thu Chi b - Hi€éu truwéng:

- T6 chitc bd méay nha trudng, chiu trach nhiém trudc co quan truc tiép 1a
UBND phuong Hung Pao, s6 GD&DPT va trude phap luat vé nhiém vu duoc
giao.

- Lap du thao ké hoach nam hoc, chiu trach nhiém chi dao viéc thuc hién
ké hoach, d6i chiéu két qua thuc hién véi chi tiéu, ké hoach, tién hanh so két,
tong két.

- Tiép thu chi dao cua cép trén, 1ap ké hoach té)ng thé tuan, thang; chuan
bi n6i dung hop hoi dong nha trudng hang thang.
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- Phy trach chung vé moi hoat dong ctia nha trudng nhu: Cong tac chinh
tri-tu twong; cong tac chuyén mon; cong tac thanh kiém tra; cong tac td chirc
nhan sy; cong tac cong khai, dan chi, phong chéng tham nhiing, phap ché, phap
luat; ké hoach tai chinh, CSVC; cong tac thi dua khen thuong, cong tic
PCGDTH-CMC va cong tac PCGDTH dung d6 tudi, trién khai tit ca cic van
ban cua cép trén dén tung CB-GV-NV va thuc hi¢n cac hoat dong khac.

- Tham muu véi cac cdp chinh quyén dia phwong va chiu trach nhiém véi
cac cép lanh dao va chi bo vé moi hoat dong cua nha truong trong ndm hoc.
Cong tac tham muu vé6i cac cap, nganh, cac to chtic ... Nham tranh thu moi
nguén luc dé hoan thién co s& vat chit va nang cao hiéu qua gido duc.

- Lanh dao hoat dong cta cac hoi déng: Ho1 déng su pham, Hoi déng thi
dua, Ho1 déng ki luat, Ho1 nghi toan thé CB, GV, NV. Chu tri Hoi déng nha
truong trong viéc dé ra cac chu truong, quyét sach 1on cia nha trudng.

- Bao quan, kiém tra CSVC toan trudng, c6 trach nhiém van dong chinh
quyén dia phuong va nhan dan trong viéc bao quan va tu stta CSVC. Chiu trach
nhiém diéu tiét ban ghé, bang, ti cho ting diém truong dam bao nhu cau day va
hoc.

- Quan ly tai san thu vién, dung cu giang day. Truc tiép lanh va chi dao bo
phén thu vién trong viéc quan 1y sach thu vién, do dung giang day, hoc tip cua
g1do vién va hoc sinh dugc nganh cép, tu mua va tai tro....

- Quyét dinh ki luat va thi hanh ki luat d6i vi can bo - gido vién - nhan
vién khong hoan thanh nhiém vu dugc ddm nhan trong nam hoc.

- Thuc hién dﬁy du cac quyén han va nhi€ém vu trong Diéu 1¢ truong Tiéu
hoc vé quy dinh trach nhiém va quyén han cta Hiéu truéng trudng Tiéu hoc.

- Thuc hién nghiém tic va chat ché viéc danh gia, xép loai doi ngii gido
vién va can bd quan 1y gido duc cac trudong tiéu hoc theo Chudn nghé nghiép giao
vién tiéu hoc duoc ban hanh theo Thong tu sb 14/2018/TT-BGDPT ngay
20/7/2018 ban hanh quy dinh chuan hiéu trudng co so gido duc phd théng va
Thong tu s6 20/2018/TT-BGDPT ngay 22/8/2018 ciia B6 Gido duc va Pao tao vé
viéc ban hanh quy dinh chuan nghé nghiép gido vién co s gido duc pho thong;
Cong van sb 4529/BGDDT-NGCBQLGD ngay 01/10/2018 ctua Bo Gido duc va
Pao tao vé viéc hudéng dan thuc hién Thong tu sé 14/2018/TT-BGDDT ngay
20/7/2018 ban hanh quy dinh chuan hiéu trudng co sé gido duc phd thong; Cong
van s6 4530/BGDDT-NGCBQLGD ngay 01/10/2018 ctia Bo Gido duc va Pao
tao vé viéc hudng dan thuc hién Thong tu sd 20/2018/TT-BGDDT ngay
22/8/2018 cua B Gido duc va Pao tao vé viéc ban hanh quy dinh chuan nghé
nghiép gido vién co so gido duc phd thong.
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- Phéi hop v6i PU-HPND-UBND phuong, Coéng an phuong, Ban dai
dién CMHS x4y dung qui ché phdi hop bao vé, giit gin an ninh trt ty va huy
dong HS ra 16p va van dong cac nguén luc hd tro cho cac mit hoat dong cua nha
truong nham nang cao chat lugng gido duc toan dién cta nha trudng.

- Ky duy¢t ké hoach ndm, thang, tuan cac loai bao cdo vdi cap trén cho
cac bo phan va cua don vi theo yéu cau cua cap trén.

- Xay dung va ban hanh cac quy dinh, ndi quy, qui ché trong noi bo don
vi theo qui dinh cta phap luét.

- Phu trach cong tac quy ché dan chu, phap ché, phap luat, tham nhiing.
2. P/c Nguyén Thi Thu Trang: Phé Bi thu Chi bo - Phé Hiéu truéng:

Chiu trach nhiém trude Hi€u truéng vé nhiém vu duge giao. Quan 1y, chi
dao céc hoat dong chuyén mon cta cac To6 va toan truong nhu:

- T6 chuc chuyén dé¢, thao giang, chi dao du gid, trién khai cac vian ban vé
chuyén mon dén toan thé CB-GV-NV trong toan trudng kip thoi va chinh xac.

- Ky duyét ho so To truong, gido vién hang tuan dung theo quy dinh, chi dao
hop céc to chuyén mon dung quy dinh, phi hop véi tinh hinh thuc té cua nha
truong.

- Chi dao ra dé kiém tra, t6 chirc kiém tra, tong hop bao cao dung theo
ting thoi diém lich quy dinh.

- Chi dao bdi dudng, giao luu gido vién gidi mot cach cu thé va co khoa
hoc phit hop véi tinh hinh thuc té cta nha truong.

- B6i dudng chuyén mén; nghién ciru KHSPUD.

- Lén ké hoach rén luyén hoc sinh viét chit dep; boi dudng hoc sinh ¢o
nang khiéu, phu dao hoc sinh yéu, hoat dong cau lac bo, rén ki nang va kiém tra
viéc thuc hién ké hoach mot cach chit ché, nhic nhd, danh gia thuong xuyén két
qua thuc hi¢n ké hoach nay.

- Thyc hién day du cac loai hd so s6 sach theo quy dinh cua nganh va
dugc Hiéu truong ty quyén.

- Cung vo1 Hiéu trudng chiu trach nhi€ém vé cong tdc chuyén mon, céc
cong viéc dugc Hiéu truong uy quyén trude 1anh dao nganh va chinh quyén dia
phuong.

- Thyc hién nghiém tic va chat ché viéc danh gia, xép loai doi ngli gido
vién va can bd quan 1y gido duc theo Chuan nghé nghiép gido vién tiéu hoc duoc
ban hanh theo Thong tu s6 14/2018/TT-BGDDT ngay 20/7/2018 ban hanh quy
dinh chuan hiéu truong co sé gido duc phd thong va Thong tu sd 20/2018/TT-
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BGDDT ngay 22/8/2018 cua B§ Gido duc va Pao tao vé viéc ban hanh quy dinh
chuan nghé nghiép gido vién co s& gido duc phd théng; Coéng vin sd
4529/BGDDT-NGCBQLGD ngay 01/10/2018 cua B6 Gido duc va Pao tao vé
viéc hudng dan thyc hién Thong tu s6 14/2018/TT-BGDDT ngay 20/7/2018 ban
hanh quy dinh chuan hiéu truéng co so gido duc phd thong; Cong vin sb
4530/BGDDT-NGCBQLGD ngay 01/10/2018 cua Bo Gido duc va bPao tao vé
viéc hudng din thyc hién Thong tu s6 20/2018/TT-BGDPT ngay 22/8/2018 cua
Bo Gido duc va Pao tao vé viéc ban hanh quy dinh chuin nghé nghiép gido vién
co s6 gido duc pho thong.

- Phu trach chuyén mén; cong tic chuyén d6i sd; cong tac an toan an ninh
truong hoc; hoat dong lién két tai truong; cac hoat dong phong trao.

- Thyc hién cdp nhat day du hd so cta nha trudong theo quy dinh: luu trit
ho so hoc sinh, theo ddi viéc cap phat vin bang cac nim trudc, quan 1y si sd hoc
sinh toan truong theo tung thang, ho so hoc vu, sb hoc sinh chuyén di, chuyén
dén, luwu ban, bo hoc...

- Cung v6i1 Hicu truong quan ly tai san thu vién, dung cu gidng day. Truc
tiép lanh va chi dao by phan thu vién trong viéc quan ly sach thu vién, dd dung
giang day, hoc tip ciia gido vién va hoc sinh duoc nganh cap, tu mua va tai
tro....

- Phu trach kiém tra noi bo; Cong tac thi dua; khao thi, hd so sang kién.

- Phu trach cong tac ban tra; cong tac tuyén sinh.

- Phu trach phé cap gido duc tiéu hoc cta nha truong, chiu trach nhiém
truéc Ban chi dao PCGDTH va x6a mu chit vé tinh hinh cap nhat do tudi cua tré
tr 0 dé 14 tudi hang nam va lén ké hoach chi dao diéu tra tré 6 tudi, huy dong
hoc sinh trong do tudi dat chi tiéu nha truong va phu hop véi tinh hinh thuc té
cta dja ban quan 1y. Cap nhat, hoan thanh dy du cac loai ho so s6 sach theo quy
dinh PCGDTH va x6a mu chit dang tién do theo quy dinh ctia ban chi dao phd cap.

- Ra soat tiéu chuan PCGDTH ddi chiéu véi thuc té, ¢6 ké hoach duy tri
PC dat chuan viing chic va phan dau dat chuan muc d6 2.

- Thyc hién mot s6 nhiém vu khéac khi dugc Hiéu trudng phan cong.

IL. CAC TO CHUYEN MON, POAN THE, NHAN VIEN, GIAO VIEN:
1. Cac Tb chuyén mon: Gom T6 1, T62, T3, T64vaThs:

* T6 truong T 1: dong chi Nguyén Thi Hong Gam.

* T6 truong T6 2: dong chi Nguyén Thi Thu Huong.

* T6 truong T6 3: dong chi Nguyén Thi Ha Phuong.
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* T6 truong T 4: dong chi Tran Thi Thau.
* T6 truong T 5: ddng chi Bui Thi Thanh Hudng.

- Tryc tiép chi dao chuyén mon timg T duoc phan cong phu trach. Thuc
hién dung céc loai hd so theo quy dinh, kiém tra hd so, gido 4n cta gido vién
trong khéi hang tuan, c6 ké hoach du gid theo quy dinh va két qua thi dua trong
td; chi dao xay dung, kiém tra viéc thuc hién ké hoach mén hoc.

- T6 chuc sinh hoat chuyén mén (M& chuyén d¢; thao giang) dinh ki 1
tuan 1 1an. Giam sat chat luong giang day gido vién va két qua hoc tap cua hoc
sinh trong khdi minh quan 1y.

- Nam chinh xac s6 lwong hoc sinh cua khéi theo timg thang, bao co
diung theo quy dinh va dinh ki vao ngay 14 hang thang.

- Bao cao chét luong gido duc hoc ky 1 va ca niam.
- Thuc hién nhi€ém vu theo qui dinh cua Diéu 18 truong Tiéu hoc.

- Tiép tuc trién khai cac bién phap giam ty 1& hoc sinh yéu, hoc sinh bo
hoc, ban giao chat luong gido duc tir 16p dudi 1én 16p trén, khong dé hoc sinh
ngdi nham 16p; to chic nhiéu hoat dong gido duc nham phat hién va boi dudng
hoc sinh c6 ning khiéu.

- Thuc hién nghiém tic va chat ché viéc danh gia, xép loai doi ngii gido
vién va can bo quan 1y gido duc cac truong tiéu hoc theo Chuan nghé nghiép gido
vién tiéu hoc duoc ban hanh theo Thong tu sé 14/2018/TT-BGDPT ngay
20/7/2018 ban hanh quy dinh chuan hiéu trudng co so gido duc phd théng va
Thong tu s6 20/2018/TT-BGDPT ngay 22/8/2018 ciia B6 Gido duc va Pao tao vé
viéc ban hanh quy dinh chuin nghé nghiép gido vién co sé gido duc pho thong;
Cong van s6 4529/BGDDPT-NGCBQLGD ngay 01/10/2018 cua B Gido duc va
Pao tao vé viéc hudéng dan thuc hién Thong tu sé 14/2018/TT-BGDDT ngay
20/7/2018 ban hanh quy dinh chuan hiéu trudng co sé gido duc phd thong; Cong
van s6 4530/BGDDT-NGCBQLGD ngay 01/10/2018 cta Bo Gido duc va Pao
tao vé viéc hudng dan thuc hién Thong tu sb 20/2018/TT-BGDDT ngay
22/8/2018 cua Bo Gido duc va Pao tao vé viéc ban hanh quy dinh chuan nghé
nghiép gido vién co so gido duc pho thong.

- Thuc hién mét s nhiém vu khac khi duoc Hiéu trudng phan cong.
3. T6 Vin phong:
3.1. B/c Pham Thij Bich Ngoc - Ké toan, T6 truwéng Té Vin phong:

a. Cong tdc ké todn:
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- Chiu trach nhiém quan 1y, theo doi cong tac thu chi tai chinh, cac loai
quy trong va ngoai ngan sach, 1ap biéu bang theo dung quy dinh ctia phong Tai
chinh - ké hoach va Kho bac Nha nudc. Hang thang thanh toan va ddi chiéu,
quyét toan, tham dinh dting lich quy dinh.

- Vao sb thu, chi cac loai quy rd rang, in bang lwong, cong khai tai chinh
kip thoi.

- Cung vo1 Hiéu truong chiu trach nhiém vé cong tac thu, chi tai chinh véi
Lanh dao cép trén.

- Tham muu v61 Hi€u trudng vé viée stra chita, mua sam tai san, co s¢ vat
chat, ...

- Thyc hién dy du cac loai hd so s6 sach theo qui dinh va luu trir 1au dai.

- Phu trach quan ly, thyc hién cic phan mém: dich vu cong
https://dvc.vst.mof.gov.vn; ké toan https:/id.misa.vn; quan 1y tai san

https:/qltsapp.misa.vn; luwong https:/salagovapp.misa.vn; phin mém thu
https://emisapp.misa.vn; bao hiém https://vbhxh-2.viettel.vn; thué TNCN,
TNDN, GTGT https://thuedientu.gdt.gov.vn; phin mém xuat héa don dién tu:
https://vinvoice.viettel.vn.

- Phy trach cap nhat CSDL nganh: https:/truong.haiphong.edu.vn vé vién
chtrc, hop dong.

- Phu trach phan mém quan 1y can bo: https:/haiphong.qlcb.vn.

- Thyc hién mot s6 nhiém vu khéac khi dugc Hiéu trudng phan cong.
b. Céng tic Té Vin phong:
- biéu hanh thuc hién cac cong viéc chung ctia T6 HCQT.

- Thyc hién cap nhat day du hd so van phong cia nha truong theo quy
dinh, cap phét vin phong pham.

- Tong hop sd lidu thdng ké hang thang bao Hiéu trudng vao ngay 14, cap
nhat cc biéu bang, 1én lich cong tac tuan.

- Kiém tra viéc niém yét ké hoach tuan, thang cia BGH, doan thé, t6
chuyén mon trén bang ké hoach cta nha truong.

- Sap xép ho so, ti, ban ghé vin phong ngan nap, gon gang.

- Phéi hop cung voi BGH chdm cong nghiém tac theo hang ngay, tuin va
tong hop sd ngay nghi hang thang.


https://dvc.vst.mof.gov.vn/
https://id.misa.vn/
https://qltsapp.misa.vn/
https://salagovapp.misa.vn/
https://emisapp.misa.vn/
https://vbhxh-2.viettel.vn/
https://thuedientu.gdt.gov.vn/
https://vinvoice.viettel.vn/
https://truong.haiphong.edu.vn/
https://haiphong.qlcb.vn/
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- Thuc hién nhiém vu theo Thong tu s6 28/2020/VBHN-BGDDT ngay 04
thang 9 nam 2020 cua B6 Giao duc va Pao tao vé viéc ban hanh biéu 18 truong
Tiéu hoc;

- Thyc hién nghiém tac va chit ché viéc danh gia, xép loai doi ngii gido
vién va can bo quan 1y gido duc cac truong tiéu hoc theo Chuan nghé nghiép gido
vién tiéu hoc duoc ban hanh theo Thong tu sé 14/2018/TT-BGDPT ngay
20/7/2018 ban hanh quy dinh chuan hiéu trudng co sd gido duc phd théng va
Thong tu s6 20/2018/TT-BGDPT ngay 22/8/2018 ciia B6 Gido duc va Pao tao vé
viéc ban hanh quy dinh chuin nghé nghiép gido vién co sé gido duc phd thong;
Cong van sd 4529/BGDDT-NGCBQLGD ngay 01/10/2018 cua Bo Gido duc va
Pao tao vé viéc hudéng dan thyc hién Thong tu s6 14/2018/TT-BGDDT ngay
20/7/2018 ban hanh quy dinh chuan hiéu truéng co sé gido duc pho thong; Cong
van s6 4530/BGDDT-NGCBQLGD ngay 01/10/2018 ctia Bo Gido duc va Pao
tao vé viéc hudng dan thuc hién Thong tu sd 20/2018/TT-BGDDT ngay
22/8/2018 cua BO Gido duc va Pao tao vé viéc ban hanh quy dinh chuin nghé
nghiép gi4o vién co s¢ gido duc phd thong.

- Thyc hién quan 1y con du theo dung quy dinh.
- Thyc hién mét s6 nhiém vu khac khi duge Hiéu truéng phan cong.

3.2. P/c Pinh Thi Van - Nhan vién céng tac thiét bj, thw vién; thii quy;
vin thu; quan 1y con ddu; cong tic Y té hoc dwong:

a. Cong tdc thiét bi, thw vign:

- T chtrc kiém tra, ra soat thuc trang co s¢ vat chat, thiét bi day hoc dé co
ké hoach stra chita va bo sung kip thoi theo danh muc thiét bi day hoc toi thiéu
cép tiéu hoc ciia Bo Gido duc va Pao tao theo Thong tu s6 37/2021/TT-BGDDT
ngay 30/12/2021; quan ly tdt viéc st dung va bdo quan do dung day hoc.

- Khai thac cac nguén luc nham tdng cuong cac thiét bi day hoc hién dai,
thiét bi day hoc c6 yéu t6 cong nghé thong tin, phdn mém day hoc mon Tiéng
Viét, mon Toan, mon Ty nhién va Xa hoi.

- Boi dudng, nang cao trinh d§ chuyén mon nghip vu cua vién chic phu
trach thiét bi day hoc, tiép tuc ddy manh phong trao tu lam d6 dung day hoc
thong qua cac hoat dong moi, cai tién, stra chita PDDH; thu thap, tuyén chon
cac san pham tot dé luu gilt, phd bién, nhan rong don vi.

- Dudi su diéu hanh cta Hiéu trudng, quan ly toan bo s6 sach thu vién
trong nha truong, 1én ké hoach thuc hién phan loai ting dau sach, xay dung ké
hoach hoat dong, mua sdm, cho muon d6 dung hoc tap, do dung giang day dung
theo su chi dao cua Ban Giam hiéu.
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- Lén ké hoach va phéi hop vo1 GVCN td chirc cho hoc sinh doc sach...
theo tirng chu diém mét cach khoa hoc va thuong xuyén.

- Thuc hién cap nhat céac loai hd so sb sach theo quy dinh, kip tho1i, dang
ké hoach thoi gian.

- Hang nam c6 ké hoach cho muon va cubi nam phai thu hdi dé can ddi
m&i cho nam hoc tiép theo. Theo ddi cap phat tap, d6 dung hoc tip ctia hoc sinh,
tai liéu giang day... mot cach cu thé va khoa hoc, luu trit hd so tét.

- Thyc hién mot s6 nhiém vu khac khi duwoc Hiéu trudng phan cong.
b. Thu quy:

- Phu trach quan 1y ban trt; phdi hop voi Ké toan thanh quyét toan chimg
tr cac nguén ngan sach, dich vu,... kip thoi.

- Thuc hién céc loai ho so s6 sach theo qui dinh.

- Quan 1y ho so cap phat van phong pham, va ho so hd tro dung cu hoc
tap, hoc béng cua hoc sinh dugc ho tro.

- Thuc hién mét sé nhiém vu khac khi duoc Hiéu trudng phan cong.
c. Cong tac van thu:

- Cap nhat luu trir cong van di, dén trén hé théng https://gqlvb.hpnet.vn va
cac loai ho so khac cua nha truong.

- Phy tréch luu trit ho so can bg, vién chic;

- Thuc hién soan thdo, du thido cac van ban, cong viéc theo sy phan cong
cua Hi€u truong.

- Thyc hién mot s6 nhiém vu khéac khi dugc Hiéu trudng phan cong.

d. Qudn Iy con diu:

Thyc hién theo cac vian ban sau: Nghi dinh s6 58/2001/ND-CP ngay
24/8/2001 cua Chinh phii vé quan 1y st dung con dau; Nghi dinh sd
31/2009/ND-CP ngay 01/4/2009 cta Chinh phu bd sung mot s6 diéu ctia Nghi
dinh s6 58/2001/ND-CP ngay 24/8/2001 cta Chinh phtl vé quan 1y st dung con
dau; Thong tu lién tich sb 07/2002/ND-CP ngay 06/5/2002ctia B4 Cong an va
Ban T6 chtrc can bd Chinh phu vé viée huéng dan thuc hién mot ) quy dinh
tai Nghi dinh s6 58/2001/NB-CP ngay 24/8/2001 cua Chinh phi vé quan 1y st
dung con diu; Nghi dinh s 99/2016/ND-CP ngay 01/7/2016 cua Chinh pht vé
quan 1y va st dung con déu ... Thuc hién quan 1y con dau theo ding quy dinh.

e. Cong tic Y té hoc dwong:

- Thyc hién day du cac loai ho so so sach theo qui dinh va luu trir 1au dai.


https://qlvb.hpnet.vn/
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- Lién hé vo1 nganh chuyén mon td chitc kham stc khoe cho hoc sinh,
tuyén truyén phong chdng cac loai bénh tat, thuc hién chuong trinh tiém ching
mo rong cho hoc sinh nha trudong.

- Quan Iy ta thude y té, mua thude, dung cu y té theo danh muc qui dinh
so cAp cap ban dau cho hoc sinh.

- Thuc hién day du cic loai bao cdo theo ding qui dinh ngay 25 hang
thang.

- Két hop gido vién day thé duc t6 chirc cac phong traio TDTT trong nha
truong.

- Két hop véi TPT d6i tuyén truyén ATGT, vé sinh méi trudng, ca nhan,
phong chéng t¢ nan xa hoi, dich bénh, trong budi sinh hoat dudi co,
HDPNGLL....

- Thyc hién mot sé nhiém vu khac khi duoc Hiéu trudng phan cong.

4. P/c Hoang Thi Man - Truwéng ban Thanh tra nhan dan, GV:

- Hoat dong dudi sy chi dao cua Chu tich Cong doan truong.

- Thyc hién t6t cong tic giam sat moi hoat dong ctiia nha truong (co sb
liéu danh gia chi tiéu voi két qua thuc hién theo ting thoi diém kiém tra danh
gia chét luong hoc sinh).

- Cubi nam cung BGH kiém ké tat ca cac loai tai san ctia nha truong.

- Giai quyét don thwa khiéu nai, t6 cdo ctia don vi (néu co).

- Thuc hién dﬁy du cac loai hod so, cong khai niém yét ké hoach tai Vin
phong.

5. P/c Pham Viin Hai - Tong phu trach Poi TNTP Ho Chi Minh:

- Thyc hién sb tiét giang day theo quy dinh.

- Thyc hién hd so s6 sich dang, 1én ké hoach hoat dong nam hoc, hoc ki,
thang cho phu hop vai thuc té ciia nha truong theo qui dinh ctia Ho1 déng doi1 cac
cap.

- Phuy trach cac hoat dong vé d6i va sao Nhi déng, td chirc cac hoat dong
vui chot, giai tri cho hoc sinh.

- T chirc chi dao cho ddi co d6 hoat dong, v¢ sinh truong 16p theo su chi
dao cua Hiéu trudng.

- Lén ké hoach hoat dong ngoai gio 1én 16p, sinh hoat tap thé hang tuan cu
thé, c6 chu diém rd rang phi hop voi ké hoach, tinh hinh nha trudng.
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- T chirc chi dao tdt cac hoat dong nhu: Phat thanh mang non, Thé duc
gilra gi0, sinh hoat dudi co hang tun, to chtrc cac hoat dong khac hd trg cho HP
day va hoc.

- Thudng xuyén theo ddi cac hoat dong vé phong trao thi dua “Xdy dung
truwong hoc than thién, hoc sinh tich cwc” nha truong.

- Két hop véi bd phan YTHD thuong xuyén phat dong tuyén truyén y
nghia cac ngay 1& 16n trong niam va phong chdng dai dich, cac bénh truyén
nhiém khéc dén hoc sinh.

- Thuc hién cong tac hoc sinh, sinh vién, an toan an ninh trudng hoc, van
nghé, truyén thong.

- Thyc hi¢n day du cac loai ho so s6 sach theo qui dinh va luu trit lau dai.
- Chiu trach nhiém trudc Hi€u trudng vé cac nhiém vu duoc phan cong.

- Thyc hién mot sd nhiém vu khac khi duoc Hiéu truong phin cong:
HBDNGLL, ....

6. P/c Pham Hong Phic - Bi thw Chi doan:

- Phu trach cong tac Poan TNCS H6 Chi Minh, cong tic vin - thé - my.
- Phu trach phong Tin hoc;

- HO tro cong tac vin phong, hoat dong phong trao cuia GV, HS,...

- Phéi hop Gido vién Téng phu trach Doi va cac doan thé thuc hién tot
cong tac phong dich, phong trao thi dua.

- Ctr hoc 16p Trung cép chinh tri (tip trung).
7. P6i véi Gido vién chit nhiém 16p va Gido vién day bd mon:
- Thyc hién nghiém tac I¢nh diéu dong cua Hiéu trudng va cép trén.

- Tang cudng lam tot cong tac cht nhiém 16p; 1én 16p dung thoi gian quy
dinh, tdc phong nhanh nhen gon gang.

- Gifr gin t6t pham chit ctua nguoi gido vién.

- Lén 10p c6 gido an, soan bai day da va co chat luong.

- Thuong xuyén st dung d6 dung day hoc c6 hiéu qua.

- Cap nhat t6t ho so theo quy dinh, thé hién ding noi dung cho timg loai hd so.
- Tham gia t6t chuyén d¢, hoat dong khac do nha truong quy dinh.

- Tham gia boi dudng chuyén mon, xay dung ké hoach mon hoc, ké hoach
bai day. T chitrc chuyén dé cac mén hoc tai td, chuyén dé cap truong & tat ca
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cac khdi, dic biét cha trong 16p 4 va day hoc theo huéng phat trién nang luc hs
voi1 16p 5.

- Dy gio dung tiéu chuan theo quy dinh cta Ban Giam hiéu.

- Chap hanh nghiém tic cac ndi quy, quy ché nha truong dé ra.

- Pam bao thong tin hai chiéu, phdi hop chit ché giira gia dinh va nha trudng.

- Tham gia t6t cac phong trao, cudc van dong nha truong, nganh phat dong nhur:

+ Thyc hi¢n cudc van dong “tiép tuc thyc hién hoc tap va lam viéc theo
tam guong dao dirc HCM”.

+ Thuc hién cudc van dong “Hai khong” véi 4 ndi dung.

+ Cudc van dong phong trao thi dua “ Xay dung truong hoc than thién,
hoc sinh tich cuc”, Chi dé nim hoc.

+ Thé hién duoc “MObi thay gido, co gido 1a mot tAm guong dao dic tur
hoc, tu sang tao” lam cho hoc sinh noi theo.

- Thue hién nhiém vu dudi su chi dao truc tiép cua cac déng chi Pho Hiéu
truong tham gia day du cac budi SHCM, lam viéc theo gio hanh chinh.

- Thyc hién nhiém vu theo Diéu 1é truong Tiéu hoc.

- Thyc hién nghiém tic va chat ché viéc danh gia, xép loai doi theo Chuan
nghé nghiép gido vién tiéu hoc theo Thong tu s6 14/2018/TT-BGDPT ngay
20/7/2018 ban hanh quy dinh chuin hiéu trudéng co sd gido duc phd thong va
Thong tu s6 20/2018/TT-BGDPT ngay 22/8/2018 ciia Bo Gido duc va Pao tao
vé viéc ban hanh quy dinh chuin nghé nghiép gido vién co sé gido duc phd
thong; Cong vin sb 4529/BGDDT-NGCBQLGD ngay 01/10/2018 ctua B Gido
duc va Pao tao vé viéc hudng din thuc hién Thong tu s6 14/2018/TT-BGDDT
ngay 20/7/2018 ban hanh quy dinh chuin hiéu truéng co s gido duc pho thong;
Cong vin sd 4530/ BGDDT-NGCBQLGD ngay 01/10/2018 cua Bo Gido duc va
Pao tao vé viéc hudng dan thuc hién Thong tu sé 20/2018/TT-BGDDT ngay
22/8/2018 cta B Gido duc va Pao tao vé viéc ban hanh quy dinh chuin nghé
nghiép gido vién co s& gido duc pho thong.

- Tiép tuc trién khai cac bién phap giam ty 1¢ hoc sinh yéu, hoc sinh bo
hoc, ban giao chat luong gido duc tir 16p dudi 1én 16p trén, khong dé hoc sinh
ngodi nham 16p; to chire nhiéu hoat dong gido duc nham phat hién va boi dudng
hoc sinh nang khiéu.

- Cap nhat CSDL nganh: https://truong.haiphong.edu.vn theo quy dinh.

- Cap nhat phan mém quan 1y can bd: https://haiphong.qlcb.vn theo quy
dinh va cac phan mém tmg dung thudc khéi gido duyc.

- Tham gia day du cac phong trao cua nha truong va thuc hi¢n mdt so
nhiém vu khac khi dugc Hiéu truong phan cong.
8. Danh sach phan cong nhi€ém vu can b, gido vién, nhan vién:


https://truong.haiphong.edu.vn/
https://haiphong.qlcb.vn/
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STT

HO VA TEN

Sinh

nam

TDCM

TS

DH

Cb

TC

Bién
che

HD
111

Chire
danh

NHIEM VU

Ng6 Thi Thuy Linh

1982

HT

Phu trach chung. Phu
trach cong tac quy ché
dan chu, phap ché, phap
luat, tham nhiing. Day 2
tiét/tuan. Day moén Pao
duac lop 2.

Nguyén Thi Thu Trang

1983

PHT

Phu trach chuyén mon,
cong tac chuyén doi sd,
thi dua,kiém tra ndi bo;
khao thi, hd so sang kién,
phé cap; Ban tra, kiém
dinh, tuyén sinh. Day 4
tiét/tun. Day mén Dao
dutre lop 5.

Pham Thi Bich Ngoc

1985

KT,
TTTVP

Ké toan, T truong T
VP.

binh Thi Van

1974

TQ, Vin
thu, TB-
TV,Y
té

Thi quy, Van thu, thiét
bi - thu vién, Y té

Pham Van Hai

1989

GV

TPT Doi; Day Tiéng
Anh 3A1,3A3 = 8 tiét

Nguyén Thi Hong Gam

1977

GV

T truong T6 1; GVCN
16p 1A1; TV, HDTN,
TVBS =20 tiét

Nguyén Thi Hué

1984

GV

GVCN l6p 1A2; TV,
Toan, HDTN, TVBS,
Toan BS =20 tiét

Nguyén Thi Kim Chi

1969

GV

GVCN 16p 1A3; TV,
HDTN, TVBS, Toan BS
=20 tiét

Nguyén Thi Thu Hoa

1990

GV

GVCN 16p 1A4; TV,
Toan, HDTN, TVBS,
Todn BS = 20 tiét

10

Nguyén Thi Ngoc Cham

1976

GV

GVCN 16p 1A5; TV,
Toan, HDPTN, TVBS,
Toén BS = 20 tiét

11

Nguyén Thi Huong

1974

GV

GVCN 16p 2A1; TV,
bao dtrc, TNXH,
HDTN, TVBS, Doc thu
vién = 20 tiét

12

Nguyén Thi Diéu Mai

1990

GV

GVCN l6p 2A2; TV,
Toan, HDTN, TVBS,
Toan BS = 20 tiét
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13

Nguyén Thi Thu Huong

1976

GV

T truong T 2; GVCN
lop 2A3; TV, Toan
HDPTN, TVBS, Toan
BS=20 tiét.

14

Nguyén Thi Thu Hing

1992

GV

GVCN l16p 2A4; TV,
Toén, HDTN,, TVBS,
Toan BS = 20 tiet

15

Nguyén Thi My Linh

1995

GV

GVCN l6p 2AS5; TV,
Toéan, HDTN, TVBS,
Toan BS = 20 tiét

16

Nguyén Thi Ha Phuong

1987

GV

Té truong T6 3; GVCN
16p 3Al; Toéan, Tiéng
Viét, Pao dic, HDTN,
TVBS, Toan BS, Doc
Thu vién = 20 tiét

17

Pham Thi Thuy Dung

1997

GV

GVCN l16p 3A2; TV,
Toan, Pao dic, HDTN,
TVBS, Toan BS = 20
tiét.

18

Pham Hong Phuc

1990

GV

GVCN 16p 3A3; Toan,
bao dirc, GDTT, HDTN,
Toan BS = 20 tiét

19

L& Thi Phuong

1969

GV

GVCN 16p 3A4; Toan,
TNXH, Dao dtic, HDTN,
Toan BS, Toan BS= 20
tiét

20

D4 Thi Xuan Ron

1976

GV

GVCN 16p 3A5; Toan,
Tiéng Viét, Pao dic,
HDTN, Toan BS, TVBS,
DPoc Thu vién = 20 tiét

21

Nguyén Vii Huong Giang

2002

GV

GVCN 16p 3A6; Toan,
Pao g, GDTT,
HDTN, Toan BS, Toan
BS =20 tiét

22

Lé Thi Thanh Ha

1994

GV

GVCN lop 4A1; Toan, ,
Khoa hoc, HPTN, Toan
BS =20 tiét.

23

Hoang Thi Man

1976

GV

GVCN lop 4A2; TV,
Toan, Khoa hoc, HDTN,
TVBS, Toan BS = 20
tiét.

24

Tran Thi Thau

1976

GV

Té truong T6 4; GVCN
l6p 4A3; TV, Toan,
Khoa hoc, HDTN,
TVBS, Toan BS = 20 tiét

25

Nguyén Thi Phuong Lién

1987

GV

GVCN 16p 4A4; TV,
Toan, Khoa hoc, HDTN,
TVBS, Toan BS = 20
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tiét.

26

D4 Thi Thu Thao

1991

GV

GVCN 16p 4A5; TV,
Toan, Khoa hoc, HPTN,
TVBS, Toan BS = 20
tiét.

27

Pham Thi Hoa

1984

GV

GVCN 16p 5A1; Toén,
Tiéng Viét, Pao duc,
HDTN, TVBS, Toan BS
=20 tiét

28

Lé Vinh Thinh

2000

GV

GVCN 16p 5A2; Toan,
Tiéng Viét, Khoa hoc,
GDTT/HDTN, TVBS,
Toan BS = 20 tiét.

29

Bui Thi Thanh Huong

1982

GV

T6 truong T6 5; GVCN
16p 5A3; Toan, Tiéng
Viét, Khoa hoc, HDTN,
TVBS, Toan BS = 20
tiét.

30

Tran Thi Phuong Thao

1999

GV

GVCN 16p 5A4; Toan,
Tiéng Viét, Khoa hoc,
HDTN, TVBS, Toan BS
=20 tiét.

31

Db Thi Tuyét Ngan

1991

GV

GVCN 16p 5A5; Toan,
Tiéng Viét, Khoa hoc,
HDTN, TVBS, Toan BS
=20 tiét.

32

L& Thi Ngoc Lan

1974

GV

Day cic mén: Tiéng
Viét, TNXH, Cong nghé,
TVBS cua lop 3A3 =20
tiét

33

Nguyén Thi Ly

1975

GV

Day Toan 2A1; GDTC;
Tgén BS, HBBT = 20
tiét

34

Pham Thi Huong

1993

GV

Day cic mén: Tiéng
Viét, GDTC, TVBS cua
cac 3A4 =20 tict

35

Nguyén Thi Huyén Vi

1998

GV

Day cic moén: Tiéng
Viét, GDTC, LSPL,
TVBS cua l6p 4A1= 20
tiét

36

Nguyén Thi Bach

1976

GV

Day cic moén: Tiéng
Viét, TVBS cua 16p 3A6,
LSPL, Khoa hoc 16p
4A5=20 tiét

37

Ngo6 Thi Ha Ngan

1990

GV

Day Tiéng Anh 16p 4,
16p 2 = 22 tiét
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Day Tiéng Anh 16p 5,

38 | Tran Thi Trang 1991 GV 16p 2 = 22 tiét
39 | Bai Thi Thanh Xuén 2002 Gy |Da Tieng Anh lép I,
16p 3 =22 tiet
. . . Day Am nhac khdi 3,
40 | Binh Thi Thanh Mai 1982 GV Khéi 4. khéi 5 — 16 tiét
N i Day Mi thuét khéi 1,
41 | Nguyén Thi Nhu Hué 1986 GV kh(}i 2, khoi 3, khoi 4,
khoi 5 =23 tiét
X . A Day LS&DPT, GDTC
42 | Tran Thi Thanh Xuan 1994 GV | \héi 5 khoi 4 - 23 tiét
43 Nguyén Thi Kim Thanh 1992 GV D_ay Dg? dire, GDTC I6p
1= 13 tiét
Day Cong nghé, Tin hoc
44 | Vi Thi Quynh Trang 1997 GV | 16p 4,5; Tieng Anh 16p
2=23 tidt
\ Day Pao dic, GDTC 16p
45 | Hoang Trang Nhung 2001 GV 1.2- 20 tiét
. Day Am nhac khf)i 1,2;
46 | Pham Thi Héng 1984 GV ANB’S, MTBS khoi 1,2=
20 tiet
. Day Cong nghé, Tin hoc,
47 | Nguyén Thi Ngoc Tram 2003 GV | GDTC I¢ép 3, LS DL 16p

4= 23 tiét

Trén day 1a phan cong nhiém vu chung cho toan truong, dé nghi cac thanh

vién nghiém tuc thyc hién./.




