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UBND THANH PHO UONG Bi CONG HOA XA HOI CHU}-

PHONG GIAO DUC VA PAO TAO DPoc lap - Tw do - f:- p L c} 2.05.2020
Sé: 428/QP-GD&DT Uédng Bi, ngay 11 thdng 5 ndm 2090

QUYET PINH
V/v phén cong nhiém vu doi véi Lanh dao va chuyén vién
Phong Giao duc va Dao tao thanh pho Udng Bi tir ngay 11/5/2020

TRUONG PHONG GD&PT UONG Bi

Céan ct Luat gido duc ngay 14/6/2005 va Luat sta d01 b6 sung mot sé didu cia
Luat gido duc ngay 25/11/2009;

Can cu Luit Cong chire ngay 13/11/2008, Ludt Vién chirc ngay 15/11/2010;

Cén ctr Quyet dinh s6 6091/2015/QD-UBND ngay 11/9/2015 cta UBND thanh
phé Ubng Bi vé viée quy dinh chirc nang, nhiém vy, quyén han va co cau t6 chirc cla

Phong Gido duc va Pao tao thanh pho

Can ct vao tinh hinh thyc té vé co cau d6i ngii ciia Phong GD&DT thanh phd
Uobng Bi,

QUYLET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay ban phan cong nhiém vu déi véi
Lanh dao va chuyén vién Phong Gido duc va Pao tao thanh pho Ubng Bi.
Piéu 2. Lanh dao va chuyén vién Phong GD&PT thanh phf) coO trach nhiém

thye hién nghiém tac nhiém vy duogc phan cong, déng thoi phdi hop va hd tro céc
dbng nghiép dé hoan thanh nhiém vu chung cua don vi.

Piéu 3. Céc bd phén cong tac thude phong GD&DT, Hiéu truéng cac don vi
truong hoc truc thudc Phong GD&DT va cac Ong, Ba c6 tén tai Piéu 1 cin ctr quyét
dinh thi hanh.

Quyet dinh c6 hiéu lyc ké tir ngay ky, thay thé Quyét dinh s6 311/QD-GD&BDT
ngay 31/3/2020 cua Phong GD&DT thanh pho./.

Noi nhin: ,T:RFE\C@G PHONG
- S6 GD&DPT (ble); ot ey
- TT UBND Thanh phd (b/c);

- Céc bg phén cong tac Phong GD&DT;
- Cac don vi truong truc thude;

- Cbng TTDT nganh;

- Luu: VT.

Phan Hong Anh



2

UBND THANH PHO UONG Bf CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG G%ﬁMBAO TAO - Pjc lap- Ty do - Hanh phic

‘,,/ nH(‘“NG = f"?;
S! giA0 DUL 15

.;( VA x

‘B#\O |P\~J ""

5 PHAN CONG NHIEM VU

Lénh é@ya‘ﬁ A\. yén vién Phong Gido duc va Dao tao thanh pho Ubng Bi
(Ban hénh kém theo Quyét dinh 56 428/0D-PGD&DT ngay 11/5/2020

cuia Truong phong Gido duc va Dao tao thanh phd)

A. TINH HINH POQI NGU
Téng s6: 15 ddng chi, trong d6:
+ Nam: 05; Nit: 10; Pang vién: 15.
+ Trinh do 1y luan chinh tri: Cao cép: 02; Trung cip: 12; So cp: 01
+ Trinh dd chuyén mon, nghiép vu: Thac si: 07; Dai hoc: 08; Trung cép: 0
Co ciu lanh dao va chuyén vién:
+ Léanh dao: 03 ddng chi (01 Trudng phong, 02 Pho truéng phong).
+ T cong tac: 02 td, gdm: t& Tng hop (05 ddng chi), t6 Chuyén mén (07 ddng chi).
B. PHAN CONG NHIEM VU
TT Ho va tén, chitc danh Nhiém vu
1- LANH PAO PHONG GIAO DUC VA PAO TAO
- Chi dao, quéan ly chung toan nganh.

- True tiép diéu hanh cac linh vye: t6 chite cén b, thi dua, tong hop,
cai cach hanh chinh, chinh sach nha gido.

- Chi dao céng tac lap ké hoach, théng k&, xdy dung CSVC, cée du
an, chuong trinh dau tu, phat trién gido duc; cong tac thanh-kiém tra,
giai quyet Khiéu nai, t6 cao.

D/c: Phan Hong Anh - Piéu hanh ngan sach sy nghiép gido duc duogc cip thim quyén phé
1 Truéng phong duyét.

-Phy trach céng tac phdi hop vOi voi céc phong, ban thufe S&
GD&DT: To chire, Thanh tra, K& hoach va Tai chinh, Vin phong,
Cong doan nganh gido dyc tinh.

- Phy trdch cong téc phéi hop véi véi cée don vi thudc Thanh phd:
Tai chinh va K& hoach, To chire-Noi vy, Tai nguyén va Mdi trudng,
Ban Quén ly du n cong trinh, Kiém tra-Thanh tra thanh pha.

- Tham gia sinh hoat tai tb Téng hop.

- Chi dao hoat dong ohuyé:n mén mam non va THCS; cong tac xdy
dung truong dat chuan Quoce gia, cong tac khao thi va kim dinh chét
Ble: Trdn Thi Hong Thu lwgng gido duc cap Mam non va THCS; bdi dutng doi ngfi can b)

ST gido vién cap méam non va THCS; chi dao cong tic bdi dudng hoc
Phé Trudng phong sinh gioi cap THCS.

- Phy trach cong téc phéi hop véi voi cdc phong, ban thudc S&
GD&DT: Gido dyc mém non, Gido dyc trung hoc, Gido duc chuyén




nghiép va gido dyc thudng xuyén, Chinh tri tw twéng, Khéo thi va
kiém dinh chét luong gido dyc.

- Phu trédch cdng tac phdi hop v6i cée don vi thude Thanh phd: Mt
trdn 10 quoc, Hoi lién hi¢p phy nit, Lién doan lao d(f)ng, Hoi chit thip
dd; Phong LDTB-XH; Phong Y t&; Trung tim Y €, dan s6 va ké
hoach héa gia dinh.

- Chi dao cong téc gido dyc thwong xuyén; tmg dung CNTT, hoat
dong nghién ctiru khoa hoc, gidng day tin hoc; cdng tic y & trudng
hoc, vé sinh an todn thyc pham; cong tic nt CNVC-LD, binh ding
gidi, cong tac gia dinh va tré em, hoat dong vin hoa - vin ngh¢ cla
nganh.

- Thay mt Trudng phong khi dugce ty quyén.

- Tham gja sinh hoat tai t6 Chuyén mén.

P/c: Trin Nam Hai
Pho Trudng phong

- Chi dgo hoat dng chuyén mén tiéu hoc; clng tac xdy dyng trudng
dat chuan Quoc gia, cong tic khao thi va kiém dinh chat lugng gido
duc, cong tac boi dudng hoe sinh néng khicu cap tigu hoc.

- Chi dao cong tdc hoc sinh sinh vién, ngoai khéa, cong tic gidng day
ngoai ngf¥.

- Phy trach cong thc d3o tao bdi dubng d61 ngii can bo, gido vién cdp
TH.

-Phy trich cdng tic phdi hop véi voi cac phong, ban thude S&
GD&DT: Gido duc tieu hoe, Chinh tri tw twdng, Khao thi va kiem
dinh chat lugng gido duc.

- Phy tréch céng tac phi hop v6i cac don vi thuge Thanh phd: Tu
phdp, Vén hod va Thong tin, Vién thong, Thanh Dodn, Trung tim
Truyén thong va Vin hoa, Trung tim phyc vu hanh chinh cong.

- Tham gia truc, tiép nhdn va kiém soét céc thi tuc hanh chinh thude
[inh vye GD&DT tai Trung tAm phuc vy hanh chinh cng thanh pho.
- Thay mit Trirdng phong khi duoe Gy quyén.

- Tham gia sinh hoat tai tb Chuyén mén.

Il - CHUYEN VIEN VA CACTO CONG TAC

IL1- T chuyén mén

D/c: Hoang Thi Nga
T trwéng
(Vién chirc biét phai)

- Phy trach (8 (t trrong) va true tiép quan Iy hoat dong khdi THCS;
chin ‘[I‘E’i;Ch nhiém 1dp ke hoach hoat ddng va huéng din céc thanh
vién trin khai thyc hign.

- Phy trach cac mén: Todn, Hod hoc, Sinh hoe, Tin hoc, Cong nghé,
Vit ly, Thé due, Ty chon; xdy dung gido vién cot cdn b mon. Phoi
hop, chi dao hoat ddng gido dyc thé chat, cdc giai thé thao,

- Cong téc kiém dinh chét lucmg gidgo dyc va xdy dyng trudng dat
chuén Qude gia; dinh gid chuén nghé nghlep, bdi dudng thudng
xuyén; tip huin chuyén mon cho cdn b, gido vién bic THCS;

- Phy trdch cdng tic kiém tra trong céc trwomg THCS; hoat dong
khao thi - kiém dinh; ky thi HSG. thi KHKT.
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- Quén |f hoat dong chuyén mén théng qua website “trudng hoc két
nb1”; phin mém SMAS bac THCS; gido duc hoa ahdp, hoe sinh
khuyét tat THCS,

P/c: Ngo Thi Ngoc Lan
(Vién chitc biét phai)

- Phu trach cdc mdn: Ngit van, Dia ly, Lich st, GDCD My thuat
hoat dong gido duc ng0a1 gi¢ Ién 16p - ki ning sdng, gido duc qudc
phong; xay dung gido vién cbt cdn bY mén.

- Phy tréch cong tac thu vién dat chuin Qudc gia.

- Phy tréch cbng tac gido duc thudng xuyén, hudéng nghiép va day
nghé phd thong; hoat dong trung tdm hoc tip cong dbng.

- H so chuyén di, chuyén dén dbi vi hoc sinh THCS.

P/c: Hoang Di¢u Khanh
- (Vién cluke hiét phii)

- Phy tréch cdc mdn: Tiéng Anh, Am nhac; x4y dung gido vién cbt
¢an bd mon.
- T4 chire 1o thi gido vién day gioi; gido vién chu nhidm giéi cdp
THCS.
- Cong the xét tot nghiép THCS va clp phat vin bing.

- Quén ly céc trung tim ngoai ng, tin hoc, gido duc k§ nang sbng.
- Phoi hcrp trong cong téc gido duc chinh tri twr twdmg, gido dyc phap

lujt va gido duc dao dirc — 16 sbng — k¥ ning sbng, cong tic hoc
sinh.

b/c: Pham Thi Mink Thay
(Vién chirc bi€t phai)

- Phuy tréch chi dao cdc mén hoc ty nhién bic Tiéu hoc;

- Cong thc Kiém dinh chit lugng gido dyc va trudng. Chuén Quéc
gia, thr vién dat chudn Qudc gia; dénh gid chudn nghé nghiép; xdy
dung ké hoach b01 dutng chuyén mon va b chire cée hdi thi cho cén
bd, gido vién cép Tiéu hoc.

- Phu trach cac bdo cao chung bic Tiéu hoe: so két, téng két céc ndi
dung chuyén mon.

- Quan ! phin mém SMAS, tii khoan trwdmg hoc két ndi bic Tibu
hoc.

- Quén Iy gido duc hoa nhip, hoc sinh khuyét tit Tiéu hoc,

D/e: Ngo Thi Viét Ha

Chii tich cong doan co quan
phong GD&DT
(Vién chire bi¢t phai)

- Phy tréch chi dao cdc mén hoc xa hi bac Tiéu hoc;

- Theo doi, phy frach cong tic binh ding gidi, vi sy tién bo cia phy
nt.

- Cong tac phd ¢dp GD Tiéu hoc; tuyén sinh dau ciip. Théng ké sb
liéu cap Tiéu hoc.

- Phu tréch cong tac kiém tra trong céc trudng Tiéu hoc.

P/c: Nguyén Thj Tuyét Mai
(Vién chike bigt phai)

- Theo dbi, chi dao cong tic chim soc, nudi dudng trong cic
trurdmg Mam non (cdng 1ap va ngoai cing 1ap).

- Cong the kiém dinh chét lugng gido duc, xdy dyng trudng Mém
non dat chuéin Qudc gia; cong tac phd cdp gifo duc Mém non.
- Quén Iy gido dyc hoa nhap, hoc sinh Khuyét tt bac mAm non.

- Phu trach chét legng dinh dudng, an toan thyc phim cp hoe mim
non.




- Phy trach cOng tc kiém tra trong cdc tryong Mém non.

10

D/c: Doan Thi The

- Phy trdch cOng téc hoc sinh: An toan giao thong; gido duc phép
lut, cong téc phdp ché; y té trwdmg hoc, an toan thyc pham va nuée
sach, v& sinh méi trudmg; xy dung trudng hoc phong chong tai nan
thuong tich; cong tac quan ly hoc sinh he, phong chéng dudi nude.

- Phéi hop 18 chic hoi thi Téng phu trich doi gioi, Hoa mi vang, tét
Trung thu, tuyén truyén vién méng non, viét thu qude t& UPU, hoat
dong doan - ddi va cdc phong trdo do Thanh doan Udng Bi phat
dong.

- Céc hoat dong viin hoa vin nghg; cong tac gia dinh, bdo v€ - chim
séc tré em, theo ddi cac cude vin dong clia nganh.

11.2- T6 Tong hop
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D/c: Pham Viét Hiing
T6 truémg

- Phy trich cong tic quy hoach, ké hoach, théng k&, theo dai co s&
vit chat (CSVC) toan nganh.

- Xay dumg va huéng dén thyo hign quy ché quan 1y, sir dung tai san
nha nude theo ché d6 t chu, tur chiu trdch nhiém trong toan nganh,

- Trién khai tmg dyng CNTT vao hogt dong quén 1y tai chinh, ké
hoach va quén Iy CSVC thiét bj trudmg hoc.
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D/c: Pham Thi Thiy Vinh

- Phy trach k& toan chung Phong GD&DT va toin nganh.
- Tham muu cho Trudng phong \{é céc hoat dong lién quan dén tai
chinh trong nganh (lwong, phu cap, chi khdc, thu-chi hoc phi, cdc
khoan thu khéc trong nha trudng ...).

- Chiu trdch nhi¢m chung trong viéc 1dp dw todn ngan séch, phé

duyet quyét todn ngén sach, phé duyét quyet todn céc khodn thu chi
ngoai ngan séch dbi véi cée don vi dy todn cap 1T trye thude,

- Xéy dyng v& huéng dAn thye hién quy ché tw chi tii chinh, quy ché
chi tiéu ndi b trong nganh,
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D/e: Dao Thi Loan

- Phu trich theo d&i lwong, phy cép, tai sin clia Phong GD&DT.

- Phéi hop theo ddi bd sung ting gidm kinh phi, phé duyét quyét todn
ngan séch trong toan nganh.

- Tham muu cho Trudng phong vé céc ché do chinh sich lign quan
den hoc sinh, sinh vién. Trye tiép theo ddi cong tac Bao hiém x4 hi,
ché d6 chinh sach hoc sinh - sinh vién va céc khoan ung h¢ trong
nganh GD&DT.
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P/c: Nguyén Vin T6i

- Phy tréch cong tic quan tri mang, an todn - an ninh thong tin, cong
théng tin di¢n tir cia nganh, van thu hanh chinh, lwu teff, thi qud.

- Chiu trach nh1em trye tiép hudng din hd so, tong hop sb liéu phd
cip gido duc cac cAp hoc, theo ddi cip nhat phén mém phd cap GD -
x6a mil chit. Cong tic phd céip GD trung hoc.

- Phy trich cbng tac sach gido khoa.
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P/c: Nguyén Vin Thanh

- T6 chitc chc Hoi nghi cia co quan va ctia nganh. Ghi chép ndi dung
céc cude hop clia Lanh dao, chi bd, co quan phong GD&DT.,

S5

g o
L
£%

z
£



- Céng téc tb chuc cén bo, thng hop; chi tri tham muu xdy dyng quy
hoach phét trién gido dyc trén dia ban thanh phb; xdy dung ké hoach
vi béo co cong tac thang, hoe ky, ndm hoc va theo giai doan.

- Cong téc thi dua khen thuéng, nghién ctru khoa hoc, giai phap, sang
kién kinh nghiém, xdy dung co quan - don vi vin hoa. Trién khai
thye hién céc phan mém g dung quan Iy CBGVNV trong nganh.

- Phy trach cong tac quén sy - qubc phong, bao v¢ bi mét nha nudc;
cai céch hanh chinh nganh GD&DT, phong chong tham nhiing, giai
quyét don thu khiéu nai - t cdo, tiép dén; phdi hgp theo ddi cong tic
gido dyc thudng xuyén va hudng nghiép.

Ngoai chirc nang, nhiém vu néu trén, khi can thiét cic Pho trudng phong va chuyén
vién sé& thuc hién mét sd cong viée khic do Trudng phong phén cong; ddng thoi mdi cén bd
cdng chirc, vién chire ¢é trach nhiém theo ddi, kiém tra va nim bét tinh hinh cdc co s& gido
duc theo dia ban x4, phuong (it nhit 01 1An/théng), cu thé:

Doan Ho va tén i , )
‘kiém . ) e n Phu trach cac don vi
tis & Lanh dao, chuyén vién
| Cac truong hoc thude phuong: Trung
1 P/c Phan Hbng Anh, Nguyen Vin Thanh Vuong, Béc Son, Vang Danh; truong MN
Ngb6 Thi Viét Ha, Ngd Thi Ngoc Lan® Dong Chanh, TH Nguyén Ba Ngoc, THCS
Ly Tu Trong.
D/c Trin Nam Hai, Hoang Thi Nga, | Cac truong hoc thudc xd, phudng: Yén
2 Nguygn Thi Tuyét Mai, Pham Thi Minh | Thanh, Phuong Déng, Phuong Nam, trudng
Thay"” MN Thuong Yén Cong, TH Kim Dong. ;
3 B/c Tran Thi Hong Thu, Pham Viét Hing, | Cac truong hoc thude phudng;: Quang .
Poan Thi The, Hoang Diéu Khanh(*) Trung, Thanh Son, Nam Khé.
(*): 1a thanh vién doan kiém thu ky téng hop két qua kiém tra.
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