UBND PHUONG DUONG KINH CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TH VA THCS TAN THANH Péc 1ap - Tu do - Hanh phic
S6: 171 /QB-TH&THCS Duong Kinh, ngay 18 thang 8 ndam 2025.
QUYET PINH

Vé viéc phéan cong nhiém vu cho CBGV-CNV
Nam hoc 2025 - 2026.

HIEU TRUONG TRUONG TH VATHCS TAN THANH

Can cir Ludt Giao duc ngay 14/6/2019;
Can cir B9 ludt Lao dong ngay 20/11/2019;

Can cir Thong tur SOA: 32/2020/TT-BGDDT ngay 15/9/2020 cua B Gido duc va
Dao tao vé Ban hanh DPiéu l¢ truong THCS, truong THPT va truong phoé thong co
nhiéu cap hoc;

Can cir Thong tu sro”’ 05/2025/TT-BGDDT ngay 07/3/2025 cua Bo Gido duc va
Dao tao vé Quy dinh ché do lam viéc doi voi gido vién pho thong, du bi dai hoc;

Can cie trinh do chuyén mon, nang luc cong tac cua doi ngii can bg, Vién
chire va nguoi lao dong cua nha truong;

Theo dé nghi ciia cac dong chi Phé hiéu trucng,

QUYET PINH:

Picu 1. Phan cong nhiém vu cho can bo, Vién chirc va ngudi lao dong truong
TH vaTHCS Tan Thanh trong nam hoc 2025 - 2026. (C6 danh sach kem theo)

Diéu 2. Cac ong (ba) Pho hiéu truong va toan thé can bg, vién chic va nguoi
lao dongtruong TH va THCS Tan Thanh can cir Quyét dinh thi hanh.

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

Noi nhdn:
- HT, PHT,TTCM (t/hi¢n);
- Luu VT. %
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UBND PHUONG DUONG KINH CONG HOA XA HOQI CHU NGHIA VIET NA
TRUONG TH VA THCS TAN THANH Poc 1ap - Tw do - Hanh phuc

PHAN CONG NHIEM VU TRONG BAN GIAM HIEU
, 'NAM HOC 2025 - 2026
(Kem theo Quyét dinh so 171 /QP-TH&THCS ngay 18 thdang 8 nam 2025)

I. Phan Quang Tuin — Hiéu truéng

- Quan li chung. Phu trach t6 Vin phong; Cong tac Doan — Doi.
- Nhiém vu cu thé.

Quan 1y chi dao chung toan bd hoat dong cuia nha truong.

1.La nguoi chiu trach nhiém quan ly, diéu hanh cac hoat dong va chat luong
gido duc cua nha truong.

2.Xay dung chién luoc va ké hoach phat trién nha truong; lap ké hoach va t6
chtrc thuc hién ké hoach day hoc, giao duc; bao cao, danh gia két qua thuc hién trude
Hoi dong trudng va cac cp c6 tham quyén.

3.T6 chirc thuc hién tot cong tac truyén thong Chuong trinh gido duc phd
thong nim 2018; tham muu cip trén vé xdy dung, nang cip co sd vat chat, bo sung
trang thiét bi, do dung day hoc.

4. Xay dung ké hoach kiém tra ndi bo cac hoat dong gido duc trong nha truong.
T6 chure boi dudng chuyén mon cho déi ngii gido vién.

5.Thanh 1ap cac t6 chuyén mon, t6 vin phong va cac hoi dong thi dua khen
thuong; hdi dong ky luét, hgi dong tu van trong nha truong; bd nhiém td trudong, td
pho; ctr gido vién lam Tong phu trach D41 thi€u nién Tién phong H6 Chi Minh.

6.Thuc hi€n cac nhi€ém vu quan 1y can bg, gido vién, nhan vién theo quy dinh
ctia phap luat va hudng dan cua co quan quan 1y gido duc; thuc hién danh gia, xép
loai giao vién, nhan vién theo quy dinh cua B§ gido duc va dao tao; tham gia qua
trinh tuyén dung, thuyén chuyen sap xép gido vién; to chuc cac bude gidi thiéu nhan
su dé nghi cip c6 thAm quyén bod nhiém pho hiéu trudng.

7.Quan 1y tiép nhan hoc sinh, cho phép hoc sinh chuyén truong; quyét dinh ki
luat, khen thudng, hoc sinh; phé duyét két qua danh gia hoc sinh, danh séch hoc sinh
1én 16p, luu ban; t6 chire kiém tra cong nhan viéc hoan thanh chuong trinh tiéu hoc
cho hoc sinh trong nha truong va cac dbi tuong khac trén dia ban.

8.T6 chuc trién khai thyuc hién chuong trinh gido duc phé thong cép tiéu hoc
va THCS theo quy dinh cua B Gido duc va Pao tao; sach gido khoa, ndi dung gido
duc cua dia phuong theo quyét dinh ctia cap trén. Thyc hién quan 1y, st dung va lya
chon céc xuét ban pham tham khao sir dung trong nha trudng theo quy dinh ctia Bo
gido duc va dao tao.

9.Tham gia sinh hoat cung td chuyén mon; tu hoc, tu boi dudng dé nang cao
nang lyc chuyén mon nghi€p vu, nang lyc quan 1y. Du cac 16p boi dudng vé chinh



tri, chuyén mon, nghiép vu quan ly; tham gia giang day theo quy dinh vé murc tiét
day do6i voi Hi¢u trudng.

10.Quan ly hanh chinh; quan 1y va tu chu trong viéc sir dung cac ngudn tai
chinh, tai san ctia nha truong theo quy dinh.

, 11.T7(X) chuc thuc hién quy ché dan chu co s&; thuc hién x3 hoi hoa gido duc,
phoi hop t6 chire, huy dong cac lyc lugng xa hoi cung tham gia hoat dong gido duc,
phat huy vai tro cua nha truong doi voi cong dong xa hoi.

, 12.Xay dung moi truong hoc duong an toan, lanh manh, than thién, phong,
chong bao luc hoc dudong theo quy dinh Phép luat.

13.Phu trach cong tic CNTT, chuyén d6i s6 trong nha truong. TS chic thuc
hién va theo doi hoat dong website cua truong;

14. Phy trach chi dao, quan ly cong tac lao dong, CSVC nha truong, thiét bi
day hoc, truc tiép theo ddi; Thé duc thé thao, gido duc qudc phong - an ninh; Phu
trach cong tac an ninh trat tu truong hoc, phong chong cac té nan xa hoi, bao luc hoc
duong; Phong chdng chay nd; Chiu trach nhiém xdy dung quy ché; Cong tac kiém
dinh va danh gia chét luong gido duc...

15.T6 chire chirc thuc hién ké hoach khuyén hoc, khuyén tai, cong tac xa hoi
hoa giao duc, cong tac Hoi Chir thap do; Cong tac y t€ truong hoc; Noi quy truong,
16p va huong dan xur ly hoc sinh vi pham. Phu trach cong tac phong chong tai nan,
thién tai do bién d6i khi hau. Cong tac phéap ché; Phong chéng tham nhiing; Phy
trach cong tac gido duc chinh trj tu tudng, dao dirc 16i sdng, gido duc phap luit, gido
duc phong chdng cac té nan xa hoi, gido duc gidi tinh, gido duc thAm mi; Cong tic tu
van tam li hoc duong. Chi dao cong tic Poan - D0§i; Duyét bai phat thanh hoc
duong;

16.Tham gia giang day mon Tin hoc 6.

17 Kiém tra va phé duyét hoc ba khbi 1;5;6 va 9.

I1. Pham Thi Nhung - Phé hiéu truéng

- Phu tr;'lch cong tac ghuyén mén, BDTX bac THCS, Phd cap giao duc THCS;
THPT va nghé. Phu trach t6 KHTN va KHXH.

- Nhiém vu cu thé.

1.Can ctr ké hoach nam hoc 1ap ké hoach BDTX khéi THCS; Lap ké hoach
hoat dong chuyén mon hang thang, hang tuan, trién khai thuc hién khi co phé duyét
ctiia Pho hiéu trudng phu trach, chi dao, theo ddi, kiém tra viéc thuc hién ké hoach
chuyén mon; Chuan bi noi dung sinh hoat chuyén mon bac THCS.

2.Dé xuit phan cong chuy&n mén, 1ap thoi khod biéu, ké hoach kiém tra hoat
dong su pham, day thay, thuc tap, thao giang... Kiém tra hoat dong cua céc 16p, cua
gido vién chu nhiém bac THCS.

3.Kiém tra, don ddc viéc thuc hién cac loai ho so chuyén mon: Lich, ké hoach
ca nhan, ké hoach cua t6, GVCN, B phan thu vién, thiét bi, Lich bao giang, s6 dau
bai, s6 ghi diém, g1do an, hd so ¢4 nhan cac loai... bAc THCS; chi dao hoat dong cac
phong hoc bd mon, phong thuc hanh: Ly-CN, Héa-Sinh, phong Tin hoc.

4. Thuong xuyén kiém tra tinh hinh trudng 16p, cic yéu cau can thiét dé vach



ké hoach lao dong, tu b6 khuon vién, vé sinh moi truong. Chi dao va kiém tra cong
tac lao dong bac THCS.

5.Lam cong tac danh gia chat luong, thi ctr, kiém tra chat lugng cac ky, chon
hoc sinh gioi, theo ddi va dé ra bién phap dé thuc ddy su tién trién chat lugng va hoc
bac THCS. Cac cudc thi trén mang internet. Phdi hop véi Ban chap hanh Cong doan
nha trudng trién khai cic phong trao thi dua, cic cudc van dong ctia nganh.

6. Nghién ci, phd bién cac chi thi, quy dinh, huong dan vé chuyén mén va
trién khai thuc hién bac THCS. Phu trach d61 mé1 chuong trinh GDPT 2018 khoi
THCS.

7.Ghi chép, luu gitr cac hd so Vé ké hoach chuyén mon, s6 liéu kiém tra danh
gia. Kiém tra va xac nhén cac loai hd so chuyén moén dung ky han va chiu trach
nhiém vé phan vi¢c dugc phan cong bac THCS.
8.Thyc hién béo cdo trudce Ph6 Hiéu trudng phu trach hang tudn, thang va
hang nam theo ké hoach; chuan bi bao cdo cap trén vé linh vuc dugc Phd Hiéu
treong phu trach phan cong.
9.Duyét s6 diém hang thang ctia khdi THCS, duyét va ky hoc ba khéi 7.8.
’ 10.Ehu trach hudng nghiép tu chon; Hoat dong ngoai khoa; Gido duc ki ndng
song... khot THCS. Cong tac day thém hoc thém trong va ngoai nha truong.
_ 11.Cép nhat s6 pho cap, bao céo két qua cong tac phod cap bac THCS va TH&
nghé dung thot gian quy dinh.
12.Giang day mon Toan 7A.
13.Tham gia Hoi dong treong; Cac Hoi dong khoa hoc, thi dua - khen thuong,
ky luat, tuyén sinh, va cac hdi dong tu van khac; Phé truong Ban kiém tra ndi bo
trrong hoc va mot so ban khac.
14.Tham muu cho Hi€u truong cong tac danh gia, xép loai gido vién, nhan
vién theo Luat vién chirc va theo Chuan nghé nghiép.
15.Chiu trach nhi¢m trude Hi€u truong V’é chat 1u:qng chuyén mon bac THCS;
Cung véi Hiéu truong chiu trach nhiém trude cap trén vé linh vuc dugc phan cong.
16.Va mQt s6 nhiém vu khac do Hiéu truéng phan cong. Thay mat Hiéu
trudng giai quyet cac cong viée quan Iy bac THCS khi Hi¢u truong di vang hay khi
dugc uy quyén.
I11. Ngé Thi Huyén — Pho Hiéu truéng
- Phu trach cong tac chuyén mon, t6 1,2,3 va 4,5; BDTX bac Tiéu hoc.
- Nhiém vu cu thé.
l.Cép ctt ké hoach nam hoc; Xay dung ké hoach BDTX giég vién khéi Tiéu
hoc; Lap k& hoach hoat dong chuyén mon hang thang, hang tuén, trién khai thyc hién
khi ¢6 phé duyét cua Pho hiéu truong phu trach; chi dao, theo doi, kiém tra viéc thuc
hién ké hoach chuyén mén; Chuan bi ndi dung sinh hoat chuyén mon bac Tiéu hoc.
2.Dé xuat phan cong chuyén mon, 1ap thoi khoa biéu, ké hoach tham 16p du
gi0, day thay, thyc tap, thao giang... Ki€m tra hoat dong cua cac 16p, cua gido vién
cht nhiém bac Tiéu hoc



3.Kiém tra, d6n déc viéc thuc hién cac loai hd 80 chuyén mén: Lich, ké hoach
ca nhan, ké hoach cua to, GVCN, Lich bao giang, s6 dau bai, so gh1 diém, gido an,
hd so ca nhan cac loai... Kiém tra hoat dong su pham cua giao vién béc Tiéu hoc.
Phéi hop véi Ban chap hanh Cong doan nha truong trién khai cac phong trao thi dua,
cac cudc van dong cua nganh. Kiém tra viéc thuc hién va quan ly céc loai hd so
ngoai gio 1én 16p, van phong, thu vién Tiéu hoc;

4. Phu trach chi dao, quan 1y cac hoat dong GDNGLL khéi Tiéu hoc; cong tac
thu vién khdi Tiéu hoc; COng tac ban tri; An toan vé sinh thuc pham; Chi dao cac
cudc thi qua mang Internet khdi Tiéu hoc.... cong tac Gido duc ki ning sdng, Tiéng
Anh yéu t6 ngudi nudc ngoai....; Phu trach cong tac gido duc hoa nhap cho hoc sinh
khuyét tat; Trién khai cac cudc thi van ngh¢, cac hoat dong xa hoi, vi tién bo phu ni;
tryc tiép chi dao phong trao thi dua: “Xdy dung truong hoc than thién, hoc sinh tich

we”; Phéi hop v6i Ban chap hanh Cong doan nha truong trién khai cac phong trao
thi dua, cac cudc van dong cua nganh;

5.Lam cong tac danh gia chat luong, thi cir, kiém tra chét luong cac ky, chon
hoc sinh gioi, theo ddi va dé ra bi¢n phap dé thuc day su tién trién chat lugng va hoc
bac Tiéu hoc.

6.Cap nhat s6 phd cip, bao cao két qua cong tac phd cap bac Tiéu hoc ding
thot gian quy dinh.

~ 7.Nghién ctru, pho bién cac chi thi, quy dinh, huéng dan vé chuyén mén va
trién khai thuc hién bac Ti€u hoc. Phu trach d6i mé1 chuong trinh GDPT 2018 khoi
Tiéu hoc.

8. Ghi chép, luu giit cac ho so vé ké hoach chuyén mon, s6 liéu kiém tra danh
gia. Kiém tra va x4c nhan cac loai ho so chuyén moén dung ky han va chiu trach
nhiém vé phan viéc dugc phan cong bac Tiéu hoc.

9. Thuc hién bao céo trude Hiéu trudng hang tuan, thang va hang nim theo ké
hoach; chuan bi b4o cdo cap trén vé linh vuc dugc Hi€u trudng phan cong.

10.Duyét s6 diém hang thang khdi Tiéu hoc, duyét va ky hoc ba khdi 2;3 va 4.

11.Tham gia Hoi dong trudong; Cac Hoi dong khoa hoc, thi dua - khen thuong,
ky luat, tuyén sinh,..... va cac hoi dong tu van khac; Pho trudéng Ban kiém tra ndi bd
truong hoc va mot s6 ban khac;

12. Giang day theo quy dinh 4 tiét/tuan.

13. Tham muu cho Hiéu truéng cong tac danh gia, xép loai gido vién, nhan
vién theo Ludt vién chure va theo Chuan nghé nghiép;

14. Chju trach nhiém truéc Hiéu trudng vé chat luong chuyén mén bac Tiéu
hoc; Cung véi Hi€u truong chiu trach nhi¢m trudc cap trén veé linh vuc dugc phan
cong.

15. Va mot s6 nhiém vu khac do Hiéu truéng phan cong. Thay mat Hi¢u

truong giai quyet cac cong viée quan 1y bac Tiéu hoc khi Hiéu truong di vang hay
khi dugc uy quyén.



UBND PHUONG DUONG KINH
TRUONG TH VA THCS TAN THANH

PHAN CONG NHIEM VU TO VAN PHONG
(Ban hanh kém theo Quyét dinh so 171 /OP-TH&THCS ngay 18 thang 8 ndm 2025)

STT Ho va tén Trinh dg Nhiém vy

) c.mon * ‘
1 Pong Thi Luyén K¢é toan K¢é toan
2 Do Thi Thuy Y té Y té&, Phu trach phong thu vién
3 D6 Thi Ngoc Vian thu Vin thu, phu trach phong thiét bi
4 Ngo6 Quang Dang Béo v¢ THCS
5 Ng0 Quang Vuong Bao vé TH

(Danh sach gém 05 nguoq)



UBND PHUONG DUONG KINH

TRUONG TH VA THCS TAN THANH

To:

PHAN CONG NHIEM VU GIAO VIEN NAM HQC 2025 - 2026
(Tinh tir thang 9/2025) KHOI TIEU HQC
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Hoat dong trai nghiém 3
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UBND PHUONG DUONG KINH

TRUONG TH VA THCS TAN THANH

PHAN CONG NHIEM VU HQC KY I ( Thue hién tir 5/9/2025)
NAM HOQC: 2025 — 2026
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. _ | Cong nghé K9 (3 tiét), KHTN 7 | 23 | Thira 4
8 | NgdVanTuan | Sinh-Hoa | (12 (i) KHTN 6 ( 8 tiét) iét | gé
Toan 7B, 6B ( 8 tiét), Cong ngh¢ | 20 Thia 1
9 Luu Trong Phu Toan 8 (4 tict) ’ tiet it
GDTC 8 ( 8 tiét) ©
Toan. | Toan7A (4 tiét) 4tiét | Phé
10 Pham Thi Nhung . hi¢u
Hoa 3
truong




‘ 11 | Phan Quang ‘ Todn - Li Tin 6 ( 2 tiét) 2 tiét Higu
Tuan truong
II. TO KHOA HQC XA HQI
N CHUYEN _ SO | GHI
STT | HQVATEN MON NHIEM VU 16t | chu
TT( 3 tiét), Chu nhi¢m 9A (4
X ren tiét), Ngir van 9A, B ( 8 tiét), ‘
1 Elgr‘;-‘rflen ThiDiew | v - bia HDTN-HN 9A ( CP1-CD5) (3 tzigt Tl;“; 3
£ tiét), RKN Ngit vin 9A, B (4
tiét)
Chu nhiém 7A ( 4 tiét), Ngit van
5 Nguyén Thi Van- | 7A,8A,B (12tiét), GDCD9 (3 | 22 | Thia3
Thao GDCD | tiét), HDTN-HN 7A ( CP1- tiét tiét
CD5) (3 tiét)
Chui nhiém 9B ( 4 tiét), Tiéng
e tia - Anh 9A,9B, 7B, 7C ( 12 tiét), 22 | Thira 3
3 | Bui Thi Hau Tieng Anh |00 V17 703 tid), HDTN-HN | tidt | tiét
9B ( CD1-CP5) ( 3 tiét)
CN 6B ( 4 tiét), Ngit van 6B, 8C
X s A _ ( 8 tiét), GDPP K8, K9 (7 tiét), 22 | Thira 3
4 | Do ThiHue Van | HBTN-HN 6B (CPI-CP5) (3 | tiét | tidt
tiét)
Chu nhiém 9C (4 tiét), Ngit van
, 9C, 8D, 6A ( 12 tiét), LSPL ( 225 | Thira
5 | Pham Van Hiéu | Vin- Dia | Dia) 9A (1,5 tiét), HDTN-HN ide | 35 g
9C (CP1-CPH5) ( 3 tiét), RKN '
Ngit van 9C ( 2 tiét)
Chu nhiém 8D ( 4 tiét), TKHD (
, 2 tiét), Tiéng Anh 6B, 7A, 8C, 23 | Thira 4
6 Hoang Thi Nga | Tiéng Anh | 8D ( 12 tiét), GDCD 8C,D ( 2 Gt Gt
tiét), HDTN-HN 8D ( CP1-
CP5) ( 3 tiét)
X o LSPL 6 (6 tiét), LSPL ( Su) ( ‘
7 | NewyenThi LSPL | 7.8.9) (15 tiét). GDCD 8A, B (2 | 25 | Thua4d
Ngoc Anh tiét) tiét tiét
Chu nhiém 6A ( 4 tiét), TP ( 1
, tiét), Tieng Anh 6A, 8A, 8B,9C |, | 5
8 | Vil Thi Nhé Tiéng Anh | ( 12 tiét), GDCD 6 ( 2 tiét), Gt At
HDTN-HN 6A ( CP1-CP5) (3
tiét) ,
Ngit van 7B, 7C ( 8 tiét), GDDP ‘
9 | Trdn Thi Trang van | K6,7 (5 tiéf), HDTN-HN tzigt thz 3
8A,8B,8C ( CD1-CD5) (9 tiét)
Chii nhiém 7B ( 4 tict), LSPL (
X s : .| Pia) 7, 8 (10.5 tiét), HDTN-HN | 235 | Thua
10| Bo Thi Ha Sinh -Bia | 15 20 (CP1-CPS) ( 6 tiét). tét | 4.5 tiét
LSPL ( Pia) 9B,C ( 3 tiét)
14 | Hoang Thuy Nhac- GV | TPT (13 tiét), NT (AN) 6, 7, 8, 25 | Thira 6
Duong TPT 9 (12 tiét) tiét tiet
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