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PHAN cONc NHIEM VU
Cho crln bQ qurin ly,,giirouien, nh6n vi6n

(Kdm rheo eD,; /fi po ,ri:W;i;tr'1!ioror3 cua trudng rH Cao Minh)

l. Vfi Thi Vdn - Hi6u trucrng: NhiQm vg ph6n c6ng:'fhuc hiQn rheo quy dinh. tai Khodn l, Di6u I l, Didu ( t..rong Ti6u hoc:
1.1) Chlu tr6ch nhiern vd toirn b6 c6c mdt t6 chric vri hoqt d-6ng cua nha

truong.
1.2) Ldnh dpo, chi dpo, qudn lli vd di6u hdnh moi hopt dOng cua nhd

fruong; tri6u tAp vd chu tga c6c hoat d6ng cua nhd trucrng; t6 chuc chf dgo tri6n
khai cac ch0 trucrng cua Ddng, Nha nuoc va c6c c6p toi CBGV, NV vd hoc sinh
trong truong.

1.3) Quan ly h6 so cB, GV, NV. f-ruc ti6p ky duyQt k6 hoach cua c6c to
chuc dodn th6, k6 hoach chuyen m6n c0a nhd trucrn g; cttc van ban g"f .a. 

"ap,cac n-uanh vir cdc van bdn khac lien quan d6n hopt d0ng nhd trucrng.
1.4) XAry dung quy hoach phat trien nhd trucrng, t6 chuc thuc hien ke

hoach nhiem vu ndm hoc, b6o c6o, d6nh gia ket qu6 voi .6p t.en.
1.5)'l'huc hi6n c6c ch6 dQ chinh iu.h, quy ch6 d6n chu, c6ng tac xi h6i

hoa giao dpc. Chi dao thuc hiQn c6c phong trdo thi dua, c6c cuQc v6n d6ng cua
ngdnh; thuc hi6n cong khai d6i voi nhd tru6ng.

1.6) chi dqo, qudn ly vd giai quy6t m6t so cong vi6c chfnh nhu sau:
- Tdi chfnh, ke hoach.
- c6c v6n de li6n quan den hgc sinh (chuy6n di, chuydn d6n, ky luat...)
- chi dao c6c t6 chuc, doan the ho4t dOngtheo chfc ndng.
- C6ng t6c thanh - ki6m tra noi b6 truong hoc.
1.7) XAty dung k6 hoach, ghi chep, theo d6i va luu giir c6c loai sd s6ch

sau:

- K6 hoach quy hoach cua n6m hgc; K6 hoach gi6o duc nha trucrng; Ke
hoach thgc hi6n nhiem vu n6m hec.; Ke hoach uoi oucrng dOi ngfr; Ke noa.n
cong tac tai chfnh

- QyV ch(i hopt dOng cua BG[-I, cua nhd truong.
- 56 theo doi thi dua khen rhucrng, s6 theo d6i n6ng lucrng; so xghi quy6t

Hoi d6ng; So theo ddi can bQ vi6n chric.
- 56 ddng b6, 56 ph6 cap.
1.8) I'hanh lOp vir qudn ly, x6y dung quy che website cua truong.
I .9) Thuc hien chc dg ND 49 troig ndm hgc, phu tr6ch cong tac nh6p

Pemis, Emis, qudrn ly co so dir lieu ngdnh,...
L l0) Chu tri hgp hQi dong Sp hdng th6ng, danh gi6 chu6n ngh€ nghiep,

Hieu truong, Pho Hieu trucrng theo quy dinh.
l.l 1) Ky duyQt k6 hoach ndm, th6ng, tuAn cua Pho HiQu trucrng vd c6c to

chuc dodn th6
l.l2)'l'hyc hicn danh gia xep loai girio vien theo chuan nghe nghiep gi6o

vi6n,
I I ?\ Phrr trdnh ,liA,, LA-1" t-r*: xA-^,



- Hqi d6ng trucmg; FlQi d6ng thi dua \!:: thuong; HQi dong kv luat;

ffQi dOng nAng iuong; t{qi AOng khoa hqc; I loi dong tu vAn'

2.BtriV5nKi6n-Ph6HiQutruong:NhiQmvg.phinc6ng:-..
Thgc hiQn theo quy dlnh t4i Khodn z, pieu I 1, Didu lQ trucrng Ti6u hgc: 

.

2.1) Giup HiQu truong thuc hiQn va chiu tr6ch nhiem truoc Hieu truong vC

nhirng viQc dugc pnan.pngl'l'hay mit f{iqu truong diAu hanh hopt d6ng cua nhir

truong khi dugc uy quy6n , . . ,. -.- r.i r^^^^r^
2.\ Xny dung k€ hoach chuyon mon.nha truong, k6 ho4ch.gi6o dpc, k0

ho4ch #;;.;;g ttru'ing xuy6n, cac chuy€n de, ngo4i khoa, dr,r gio thao giirng' 
.

2.3) Tryc ;6;fu trach va chi aq' ??'.hopt 
dQng chuv€n m6n c6c kh6i

lop I ,2,3 vdcung Hieu trucrng phq tr6ch kh6i 4'5'

2.4) Chjd.o, x6y dung k0 ho4ch :619. 
t6c quan ly thu viQn, thi6t bi, th6

dyc, vd sinh, lao dQng, cong tac fiem ainh chit f .q"ql:y-glg.Iie: hec' ke hoach

ngoai gio len rrp, ffin"i.f; on, Jao hq. sinh gioi, HSxt<, b6i dudng hgc sinh

;3;. i,a, ca cac [a n"a.n r,oai o'Ong phdri dusc tlieu truong duvQt truoc khi thsc

hiQn)' ' r^^: ^r^,,.,An tnAr t tra h6 so s6
2.5) ThUc hiQn dU gio, x6p lopi chuydn m6n giao vi6n' Ki6rn

s6ch chuY6n m6n.
2.6) Chi dpo ra dd thi, t6 chuc thi vd t6ng hcro b6o c6o thuQc linh vqc

chuy6n m6n.
2.7) L,uu giir h6 so hgc b4, so diem' so chu nhiQm vd

nhiQm vg dugc pian c6ng' Qudn ly co so dir liQu nganh' m6i t

c6c s6 s6ch theo

trucrng s6, chuY6n

aOi sO.

2.8) Thgc hien mot s6 nhiQm vu kh6c khi dugc,1i0,-,.',ong phAn c6ng.

Chiu trach nhiQm c6 nhan vA c6c linh vr,rc minh php tr6ch, dong thoi chiu tr6ch

nhiQm cirng HiQu truong trong c6ng t6c qudn li nhir trulng truoc Phong

GD&DT VTnh Bdro, UBND Cao Minh'

3. T6 chric tking, vi c6c dohn th6 trong nhir trudng: NhiQ*lY P,han

c6ng: Th'rc hien nhiQm vU quy df nh trong DiSu 13 DiAu lQ truong Ti€u hqc'

ngodi ra cdn thyc hiQn m6t s6 nLiQm vu kh6; khi dugc Uieu truong phAn cong'

3.1. Khric rni lian: chii tlch c6ng rlohn: NhiQm vg phfin .gl.gt.
'l-hr,rc frien tfret quy dinh tai Kho6n i, pie, 13, Di6u 16 trucrng Ti6u hqc:

3.1.1) T.hsc hi6n nhi4ffi vu,;;ra; hin thlo luft c6ng dodn' di€u le cong

doan va ph1r tr6ch chi d4o c6c hopt dQng c6ng doan'

3.t.2) Xa;;;;r.e *,oa.n ra Jrri dao thuc hiQn c6c cuQc vfn dQng vd

phong trdo t'hi dua "XAl' dung truong hgc thAn thiQn foc.s1n1 
tich cyc"'

3.1.3) a;; lf ve theioi c6f hoat dqng vd c6c chi sd vo c6ng t6c thi dua

cua c6n bQ gi6o vi6n, nhAn vi0n trong nha truong'

3.1.4) So4n thrio c6c vdn b6n hdnh chinh va c6c ho4t dQng gi6o dpc cua

nhir trucrng.
3.1.5) Thgc hiQn theo d6i vd qu6n ly c6c c6ng,viQc khi Ban Gi6m hieu di

,ing, giai qrvat c6c .Ong viQc khi duoc t{ieu truong uy quy6n' . ^

3.1 .6) f-am ,nqt s6".6ng viQc kh6c khi dugc FIi6u truong phAn cong'

i;:iffiphs tr6cn oQi: ph4m rhi_Kh6nh: NhiQm vr; phin:_on,g'
.r-h,rn hiAn rheo orrv riinh tai Khodn :, oieu 13, Di6u lQ trucrng Ti6u hqc:
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a) Xay dyng k6 hoach hoqt dQng vdr chlu trach nhiQm truoc Hieu truirng

vd cong t6c dQi, chAt lugng gi6o dpc ngodri gio l6n lop.
b) QuAn ly va theo ddi c6c hopt dQng vDr c6c chi sO thi dua cua hoc sinh

toan trucrng.
c) N0p k6 hopch hopt dQng chi ti6t cac lTnh vr.rc dugc ph6n .9ng. cho Hieu

truong kiem tra, ph6 duyQt. Cdn cu viro k6 hoqrch va ket qua cr,r the d6 d6nh gia

muc dQ hoirn thdnh nhi0m vu.
4. T6 trucrng t6 chuy6n m6n, t6 tru&ng vin phdng: NhiQm vg phin

c6ng:
4.1) T6 trucrng t6 chuyan m6n ( Ph4m Thi Thuy Nhung, Tr6n Thi

Thrty):
4.1 .I )'l'huc hien theo quy dinh tai Khoan 2, Khodn 3 Di€u 14 Dieu le

truong Tieu hgc, lgoai ra phdri thuc hien th0m nhirng nhiqm vr,r sau dAy: 
:

- eudn ti rQ lugng, ch6t lugng chucrng trinh h9c, phucrng phap day hqc, t6

chuc chuy€n AO OOi m6i phuong ph6p dqy hoc, ho4t dQng gi6o dpc lgodi gio.l6n

lcrp; chlu tr6ch truoc HiQu trucrng vd chAt lugng giao dpc trong t6 dugc phAn

cong.
- Chi dao vicc thuc hi€n quy dinh cua nhir trucrng doi voi cac thdnh vi6n
;.,

trong to, cac hopt dQng ngoiri gio hoc cua hqc sinh: vQ sinh, truy bai, lao dQng,

. . ..vd cac ho4t dOng kh6c.
4.1.2) Thqc hiQn c6c nhiQm vu kh6c khi dugc Hi6u trucrng phAn c6ng. To

chuy6n mdn giup t.liQu truong qudrn lii gi6o vi6n thuc hien cdc ho4t d6ng giao

dpc theo kC hoqch chung cua nhir trucrng.

4.1.3) XAy dgng chuong trinh hoat dong chung,c0a t6, giup to vien xAy

dWng ke hopch cong t6c chuydn rn6n, kiem tra d6n doc rnoi to vien thuc hiQn

dung k€ hopch da d6 ra. thdo luAn, nhAn dlnh tinh hinh vh danh gia ket qua giag

dUc hqc sinh trong ph?m vi cua to phu trach, bdn c6c biQn phap nAng cao chdt

luong gi6o dpc,todrn diQn.- U.q T6 chuc phong trdo thi dua trong to, nhfln xet va d.anh gi6 to vi6n,

de ngh! kh.en thuong va ky luat t6 vi6n, to chuc sinh hopt to chuyOn mOn mQt

thang hai lAn vao tuAn thu hai vd thu tu cua thang.

4.1.5) 'l'o chuc phAn mon c6'c thdnh vien trong to viet tin bdi moi thang I

phdri co it nh6t mQt bdi duoc kigm duyQt vir dang tai trdn website cua nhd trucrng.

4.1.6) DAu thang lop ke hopch hoat dong chi ti6t cac lTnh 
.uU: gYq. P]ran

cong cho HiQu truong d€ kiem tra, ph6 duyQt. cdn cu viro ke hogch vir ket qud cp

the de danh gj6 muc dQ hoan thanh nhiem vu.

4.2)Tit tru6ng t6 van phdng: O6 Vln T6n: l'huc hiQn theo quy dinh tai

Khodn 2, Khoan 3 Die u l5 Didu lg truong '['ieu hoc, ngo]ri ra phdi thuc hiQn

them nhirng nhiem vU sau O?V 
,

- Quan ly gi6m sAt vd t6t cit c6c hopt dOng cua tung thdrnh vien trong to,

Giai quy6t cho nhAn vien nghi ddt xuAt, phan cong nguoi lirm thay (phai b6o c6o

BGrI).
-. XAy dgng kh6i doan k6t trong t6r, dAy manh phong trdo thi dua, xay

. L^^
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a) Ghi chep nQi dung c6c cuQc hgp trong nhdr truong;
b) De xudt y ki6n vcvi l6nh dqo nhd trucrng nham thgc hiQn t6t nhiem vu

ndm hgc
c) T6ng hqp b6o c6o hdng th6ng, k1i.

d) Thgc hiQn c6c nhigm vu kh6c khi dugc t{iQu truong phAn c6ng.
6. Gi6o vi6n: NhiQm vg phin c6ng: fhgc hi6n nhiQm vu quy dinh trong

Di6u 26, Didu 16 trucrng Ti0u hgc, ngodi ra cdn thuc hi6n mQt s6 nhiQm vqr kh6c
khi dugc HiQu trucrng phAn c6ng.

7. Nhin vi6n K6 toin* Vin thu: 1D6 Ven Tin)
'l'hr,rc hien nhiQm vU quy dinh trong Di6u 28, Dieu lQ truong Ti6u hoc:

a) Tham muu cho HiQu trucrng trong viec:
+ XAy dUng k6 hopch, td chuc thr,rc hiQn ngAn s6ch duoc giao ddm bdo du,

dung quy dfnh vd hqp ly.
+ Thuc hi6n c6c thu tirc chi ngAn s6ch theo dfing c6c quy dinh hiQn hirnh.
b) L{p s6 qudrn ly tai sdn, tdi chinh, so theo d6i nAng lucrng hdng ndm cua

c6n bQ trong dcyn vi. CAp nhat thucmg xuy6n, kip thoi.
c) Thgc hiQn viQc chi trA ch6 d9, chinh s6ch; thanh toSn c6c hoa don,

chung tu dAy du, kip thoi.
d) Quan ly c6ng vdn ddn, c6ng van.di theo dirng quy dinh hiQn hdnh.
e) Chuyen cdng vdn di theo y6u cAu cua BGH vd c6c dodn th6 trong nhh

truong.
g)'fhu thAp th6ng tin giup UGH, c6c DoAn thd va tO kh6i chuyOn m6n khi

dugc y6u cAu.

8. Nhin vi6n Thri quf ; Thu viQn - fhi6t b! ( Pham Thi Trang):
Thgc hiQn nhiQm vU quy dlnh trong Di6u 28, Di6u lQ trucrng'Ii6u hgc:
8.1)Thii,QuI:

- NhAn ch6 dQ cua h<2c sinh tu NgAn hdng, luu gi[r, bdo qudn vdr chi trd theo
dung quy dinh hiQn hdnh.

- Qudn lyi ti6n mflt khoa hoc, ddm bao dirng yeu cAu cua nhA truong.
8.2). Thu viQn - Thi6t bi
a) Quin ly, bdo quAn s6ch giao khoa, s6ch hucrng d6n, tai lieu tham khao

cua nha trucrng.
b) Chiu tr6ch nhiQm qudn l1i vi6c mugn, tri SGK, s6ch huong d6n, c6c tdi

liQu tham khao cua gi6o vi6n va hgc sinh.
c) Nhpn vd qu6n ly viec su dqrng b6o va circ tqp chi duoc c6p ph6t.
d) Quan ly, bdo quAn, sua chira thiet bi dgy hqc.
e) Chlu trilch thieT qual ly vi6c muon, trd thi6t bi day hqc.
g) Cung GV sap xep thi6t bi theo PPCT(thgc hiQn theo trmg hgc ki).
h) ChuAn bf loa dai, tang 6m cho c6c hoat dQng t4p thd cua nhd truong.
i) PhOi hop voi bAo vQ nha trucrng sua ch0a ccy so vAt ch6t phUc vg sinh

hoat cua hgc sinh.
l) PhU tr6ch c6ng t6c ph6 cAp gi6o dpc, ccr scy dir 1i6u ngdnh,..
9. C6n b0 ky thu4t tin hgc nhir trulng; Nhin vi6n Y t6 (LA Thi Bi6n):
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a) Chiu tr6ch nhiQm qudrn ly, b6o tri va ddrm bdro cho hoat dong cua hQ

thongm6ytinhphucvpc6ngt6cchuyOnmonvdqudnlyhanhchinhcuanha
tt"ong;) 

chiu trSch nhiQm vd c6ng t6c thong ke'tong hqp (ph5i hgp cung thu ki

HOi d#gy efru ,ra.n ,a *;,t ki thriat cac phln ,o€m qudn lii cua nha trucrng'

* tthiQm ,; ;i rrri Nrrdn vien vdn thu, thi6t bi, thu viQn, k! thuQt tin

chiu tr6ch nhiQm ,o-.h6., iru*g d6n cho hoc sinh su dpng phong m6y vdro viQc

,* 
',*;iil'i;;;;ir 

c6c hoqt d-Qng giiri tri ldnh manh kh6c ngoiti gio hec'

9.2). Nhan vi6n Y t6: 
i.

a) Ket hop cung tr?m y t6 cua x6' trung y te huyQn trong viec theo ddi'

chdm ,6c ,uc klroe cho hqc sinh vd CB' GV nhir truong'

b) Lap so s6ch theo d6i suc khoe, danh sach dftu tri, ph6t thu6c cho hQc

sinh, s6 b6o dich.
c) chiu tr6ch nhi6m theo d6i, ch6m soc suc khoe cua c6n b-o - gi6o vien vir

hoc sinh trong nl1.u,1.,,ong. Chu oo"g li6n h0.voi trung tAm y t6 dy phong huyQn

trong viQc phdng ch6ng dich benh t4i nhir trucrng'

d) chiu tr'a.rr, 
"nIem 

theo ddi cong t6c ve sinh trong nha trucrng.

e) Theo d6i, d6n d6c viQc v6 sinhla bdro vQ moi trucrng tpi dcrn v!'

10. Nh0n vi6n Brio vQ; Vin phdng ( Nguy6n Vin Khrii):

10.1) Brio vQ:

a) Bao ve tdi sin chung cua nha truong, sua chira diQn' nuoc' kip thoi b6o

c6o voi l6nh dao nha trucyng ue nnnng su J6, hong hoc d€ co biQn ph6p khdc

phUc. b) Nhan vi6n bho ve cO nhiem iU Uao ddm cong l6c an todn tdi sdrn trong

khu rq. nhir truong24124 gio'

c) Giir gin an ninh trflt ty truong hqc'

d) Quan ly hoc sinh cung gia"iie" chil nhiQm khong de hqc sinh bo hgc,

tron hgc trong ngdy.
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a) Llm tni tut *'u5't, nhflP, kho theo dung quy dinh' 
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b) Dam bdo v0 sinh, chuan bi nuoc u6ng tai phong Hoi dong' phong ldm

viQc cua BGH.-lcl uv t t,
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trinh ,|'7iui"{r,u, oro, thu.c hiQn nhiQm vu duqc phan cong, Hi€u traong tru'c

"i,Zii,Z" ,i,:rt cho phit hqp voi tinh hinh thvc ft cua don vi'
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