PHONG GD & BT UONG Bi CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TH TRUNG VUONG Doc 1ap - Tw do - Hanh phic

S6 135 /QB-THTV Ubng Bi, ngay 25 thang 8 nam 2018

QUYET PINH
V/v phan cong nhiém vu doi véi can b, gido vién, nhan vién
truong TH Trung Vuong nam hoc 2018 - 2019

HIEU TRUONG TRUONG TIEU HQC TRUNG VUONG

Cén cu chuc nang, quyén han cua Hiéu truong theo biéu 18 truong Tiéu hoc duoc
ban hanh theo Thong tu s6 41/2010/TT - BGD&DT ngay 30/12/2010 cua B Gido duc &
DPao tao.

Can ctr vao tinh hinh thue té vé co ciu td chic va nhiém vu cia Truong TH Trung
Vuong nam hoc 2018 - 2019.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay ban phan cong nhiém vy ddi vai can bo,
giao vién, nhan vién truong TH Trung Vuong.

Piéu 2. Can bo, gido vién, nhan vién truong TH Trung Vuong c6 trach nhi€ém thuc
hién nghiém tic nhiém vu dugc phan cong, dong thoi phoi hgp va ho trg cac dong nghigp dé
hoan thanh nhi€ém vu chung ctia don vi.

Piéu 3. Cac bo phan cong tac thudc truong TH Trung Vuong va cac Ong, Ba c6 tén tai
Diéu 1 can cur quyét dinh thi hanh.

Quyét dinh nay c6 hiéu lyc ké ngay ky./.

Noi nhén: HIEU TRUONG
- Phong GD&DT (b/c);

- Gmail truong;

- Nhu diéu 3;

- Luu: VT.

Ngé Thi Hué



PHONG GD & BT UONG Bi CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TH TRUNG VUONG Doc 1ap - Tw do - Hanh phic

PHAN CONG NHIEM VU

BGH, giao vién, nhén vién truong TH Trung Vuong
(Ban hanh kem theo Quyét dinh so: 135/QP-THTV ngay 25/8/2018
cua Hiéu truong truong TH Trung Virong)

A. TINH HINH POQI NGU

Tong s6: 44 ddng chi trong do:

+ Nam: 1; Ni: 43; bBang vién: 22

+ Bién ché: 32; HDTP: 9; HPT: 2; HPTA phonic: 1

+ Trinh d6 1y luan chinh tri: Trung cap: 04; So cap: 07

+ Trinh d6 chuyén moén, nghiép vu: Thac si: 1; Pai hoc:19; Cao déng:ZZ; Trung cép: 02;

Co cAu BGH va cic tb:

+ BGH: 02 ddng chi (01 HT, 01 Pho hiéu truong)

~ +Céct0: 04 t0, gdm: T6 1 (14 ddng chi); t6 2 + 3 (13 dong chi), t6 4 + 5 ( gdm 15 dong chi)
; t0 van phong ( 02 dong chi);

B. PHAN CONG NHIEM VU

| - BAN GIAM HIEU

T

Ho va tén, chirc danh

Nhiém vu

P/c: Ngo Thi Hué - Bi thw
chi by - Hi€u trwéng

- Phu trach toan dién moi hoat dong cua nha truong.
- Phu trach cong tac to chirc nha truong, cong tac tai chinh.(Phan
cong n/v cho PHT, GV, NV. Quan 1i hanh chinh; quan li va st
dung c6 hi€u qua cac nguon tai chinh, tai san ctia nha truong)

- Chi dao cong tac xay dung CSVC, cong tac xa hoi hoa gido duc
- Cong tac xay truong dat chuan qudc gia.

- Cong tac thi dua-khen thudng nha truong.

- Phu trach cdng tac kiém tra ndi bd, thanh-kiém tra, khiéu nai, t cdo.
- Phu trach hoat dong cua Hoi déng Khoa hoc.

- Cac cudc van dong va phong trao thi dua

- Phy trach cong tic Bao hiém y té, Y té hoc duong.

- Phu trach cong tac cai cach hanh chinh.

- Phy trach cong tic Phap luat, phap ché.

- Quan li h,oc sinh va to chuc cac hoat dong giéo duc cua nl}é
truong; tiép nhan, gidi thi€u hoc sinh chuyén truong; quyét dinhl
khen thuong, ki luat, phé duyét két qua danh gia, x&p loai, danh
sach hoc sinh 1én 16p, & lai 16p; t6 chic ki€ém tra, x4c nhan viéc
hoan thanh chuong trinh ti€u hoc cho hoc sinh trong nha truong
va cac doi tugng khac trén dia ban truong phu trach
- Thuc hién dén}} gia, x‘ép loai gido vién va ?hé Hiéu tru()’pg nha
truong theo chuan nghé nghiép gido vién ti€u hoc va chuan Pho
Hi¢u trudng dugc ban hanh theo quyét dinh s6 14/2007/Qb-
BGDDT ngay 04/05/2007 va cong van 630 cua b GD&DT

- Thuc hién danh gid cong chic hang nam theo quy dinh.

- Chi dao cong tic KPCLGD chu ki 2 giai doan 2015- 2020.

- Chi dao chung cdng tac ban tru, giam sat va tryc ban tru hang
ngay trong tuan.

- Bao céo cac hoat dong ctia nha truong vé PGD ngay 22 hang thang.
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- Quan 1y hd so cong chirc vién chirc.

- Tham gia sinh hoat tai to 1.

* Cong tac dang:

Bi thu chi bd - chi dao chung cong tac dang cua chi bo.
* Thwe hién nhiém vu khac khi PGD phan cong.

P/c: Tran Thi Thanh Dung -
Phé Hiéu trwéng - Pho Bi
thw chi bg

- Chi dao chuyén moén toan truong. Chi dao cac hoat dong
chuyén mén cua cac khéi. Sip xép thoi khoa biéu.

- Chi dao, xay dung ké hoach cong tac lao dong, quan 1y nhap sb
liéu Pemis, EQMS, quan ly dir liéu truong hoc va trudng hoc két
ndi, cong tac phd cap, ké hoach ngoai gid 1én 16p, BDTX.
- Thyc hién dur gio, xEp loai chuyén mén gido vién. Kiém tra hd so s
sach chuyén mon, gi4o an, chi dao to chic cac chuyén dé day hoc..
- Ky duyét hoc ba, gido an. Kiém tra hd so sd sach, gido an, to
chuy€n mon, giao vién trong nha truong.
-T6 chire hop chuyén moén. Bao céo dinh ki, dot xuét cac hoat
dong day - hoc vdi Hi€u trudng.
- M6 chuyén dé, thao giang, chi dao du gio, trién khai cac van|
ban vé chuyén mon dén toan thé can bo - giéo vién trong toan
truong kip thoi va chinh xéc.
- Luu gilr hd so phé cap, s6 theo ddi danh gia hoc sinh, cac bai
kiém tra. cac ho so, so sach theo nhiém vu dugc phan cong.
- Phu trach cong tdc HSSV, HPNK, cong tac Poi, phong chay
chira chay trong nha truong.

- Theo di hoc sinh khuyét tat, quan 1i hd so HSKT
- Tham gia cong tac kiém dinh chat luong gido duc.
- Chu tri thuc hién danh gia, Xép loai chuan hiéu truong dugce ban
hanh theo théng tu s6 14/2011/TT - BGDDT ngay 08/04/2011
- Phu trach cong tac ban tra, giam sat kiém tra cong tac né nép
v¢ sinh ban hang ngay).

- Chi dao cong tac CNTT.

- Phy trach tiéng Anh Phonic va tiéng Anh c6 yéu t6 ngudi
nudc ngoai.

- Bao c4o va hop giao ban vé cac ndi dung dugc phu trach vé
Hiéu truong ngay 20 hang thang.

- Thay mit Hiéu truong khi duoc uy quyén.

- Tham gia sinh hoat tai t6 chuyén mén 2, 3.

* Cong tac Pang: Pho bi thu chi bo phdi hop véi d/c Bi thu chi
dao cong tac Pang. Hang thang lam b/c dang ndp ngay 26.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

b/c Ngb Thu Thiae GVCN
16p 5A1 - To trudng to 4+5

* Cong tac to khdi

- Chi dao chuyén‘ moén t6 4, 5. Xay dung ké hoach t6 khéi hoat
dong theo tung tuan, thang, ki, nam.

- Phan cong cong viée cu thé cho ting thanh vién trong 0.

- Kiém tra cac hoat dong cua cac thanh vién trong t6 khoi vé cong
tac soan bai, giang day trén 16p (Ki€m tra thuong xuyén, dot xuat)

- Thu’dngqxuyén nam bat moi hoat dong cua t6 khoi va ¢ bao
céo cu the ve BGH( B/c thuong xuyén 20 hang thang, b/c dot
xuat). Hop giao ban 20 hang thang.

- Tham gia xét duyét két qua, thi dua khen thuong GV, HS

cudi HK, nim hoc.




* Cong tac giang day, chi nhiém lép 5A1

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chura hoan thanh.
- Phdi hop voi cha me hoc sinh dé giao duc hoc sinh.

* Cong tac khac:

- Thanh vién trong t6 CNTT cua trudng.

- Nhom truong nhom 1 cong tac kiém dinh. Phan cong cac thanh
vién trong nhom thu thap minh ching cho cong tac theo yi/c.

* Thwe hién nhiém vu khac khi Hiéu trwéng phan cOng.

P/c: Truong Thi Hong
Thim CTCD - GVCN 5A2

* Cong tac cong doan:

- Thyc hién n/v cta chu tich céng doan nha trudong( XD ké
hoach, to chirc cac hoat dong cua CD, bdo céo....)

- Theo doi viéc thuc hién chi thi 04/CT- UBNDv/v tang cuong
thuc hién ky luat, ky cuong he‘lph chinh, van hoé cong so tai
don vi. C6 bao cido hang thang vé nha truong

- Lam hd so co quan vin hoa

* Cong tac giang day, chi nhiém l6p 5A2

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctu va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gi4do duc hoc sinh.

* Cong tac khac:

- Chu tich cong doan truong, chi dao chung cac hd cong doan.

- Quan Iy HS bén tri( Tir 10h 30 dén 1h 30) dam béo an toan cho HS.

- Nhom truong nhém 3 cong téc kiém dinh. Phan cong cac thanh
vién trong nhom thu thap minh ching cho cong tac theo y/c.

* Thwe hién nhiém vu khac khi Hi€u truéng phan cong.

P/c: Pham Tién Quyét
GVCN lop 5A3

* Cong tac giang day, chi nhiém lop 5A3

- Day hoc dung CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Panh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chura hoan thanh.
- Phoi hop voi cha me hoc sinh dé gido duc hoc sinh.

- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.




* Cong tac khac: Truong ban TTND. Thu thap minh ching
cho cong tac kiém dinh theo su phan cong.

- Phu trach loa dai 4am thanh cta nha trudng. HO tro sitra chita
CSVC.

- Quan Iy HS ban tra( Tt 10h 30 dén 1h 30) dam bao an toan cho HS.
* Thuwe hién nhiém vu khac khi Hi€u trweéng phan cong.

P/c: Ping Thi Hong Hanh
GVCN 16p 5A4

* Cong tac giang day, chi nhiém lép 5A4

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.
- Phéi hop voi cha me hoc sinh dé gi4o duc hoc sinh.

* Cong tac khac:

- Quan Iy HS ban tri 16p 3A5 ( Tir 10h 30 dén 1h 30) dam bao an toan
cho HS.

- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Thuc hién nhiém vu khac khi Hi¢u trwéng phin cong..

P/c: Tran Thi Khanh Linh-
GVCN 16p 5A5

* Cong tac giang day, chi nhiém lép 5A5

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gi4o duc dao dirc, k¥ ning séng cho hoc sinh.

- Panh gi4 xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chura hoan thanh.
- Phdi hop vo1 cha me hoc sinh dé gido duc hoc sinh.

- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Cong tac khac:

- Phy trach phan mém co sé dif liéu ctia nha truong

- Quan Iy HS ban tri 16p 5a5,5a4 ( Tir 10h 30 dén 1h 30) dam bao an
toan cho HS.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

P/c: Nguyén Minh Thuy
GVCN l6p 4A1

* Cong tac giang day, chi nhiém l6p 4Al

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét b1 va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dirc, k¥ ning sdng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.
- Phéi hop véi cha me hoc sinh dé gi4do duc hoc sinh.

- Thu thap minh chimg cho cong tc kiém dinh theo sy phan cong.

* Cong tac khac:




- Phu trach trang Web cua nha truong.

- Ké toan cong doan.

- Quan Iy HS ban tra( Tir 10h 30 dén 1h 30) dam bao an toan cho HS.
* Thuwe hién nhiém vu khac khi Hi€u trwéng phan cong.

P/c: Vii Thi Nga- GVCN I6p
4A2

* Cong tac giang day, chi nhiém lop 4A2

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chura hoan thanh.
- Phdi hop voi cha me hoc sinh dé gido duc hoc sinh.

- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Cong tac khac:

- Phu trach phin mém smat.

- Quan Iy HS ban tra( Tt 10h 30 dén 1h 30) dam bao an toan cho HS.
* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.
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P/c Té Thi Hii — GVCN Iép
4A3—Tb phé tb 4,5

* Cong tac t6 khoi

- Phdi hop ydi td truong xay dung ké hoach td khéi hoat dong
theo ting tuan, thang, ki, nam, cac chuyén de.

* Cong tac giang day, chi nhiém lop 4A3

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gigo duc dao dirc, k¥ ning séng cho hoc sinh.

- Panh gi4 xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chura hoan thanh.
- Phdi hop vo1 cha me hoc sinh dé gido duc hoc sinh.

* Cong tac khac:

- Quan 1y s tiép cong dan.

- Nhom trudng nhom 5 cong tac kiém dinh. Phan cong céc thanh
vién trong nhom thu thap minh chung cho cong tac theo y/c.

- Quan Iy HS ban tra( Tt 10h 30 dén 1h 30) dam bao an toan cho HS.
* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.
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P/c: Lé Thi Thoi - GVCN
16p 4A4

* Cong tac giang day, chi nhiém lép 4A4

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét b1 va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dirc, k¥ ning sdng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan

thanh.




- Phoi hop voi cha me hoc sinh dé gido duc hoc sinh.

* Cong tac khac:

- Quan Iy HS bén trt ( Tir 10h 30 dén 1h 30) dam bao an toan cho HS.
- Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong.

* Thye hién nhiém vu khac khi Hi€u trwéng phan cong.

12

P/c: Nguyén Thi Dung -
GVCN l6p 4A5

* Cong tac giang day, chi nhiém lép 4A5

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phdi hop voi cha me hoc sinh dé gido duc hoc sinh.

* Cong tac khac:

- Quan Iy HS ban tra ( Tt 10h 30 dén 1h 30) dam bao an toan cho HS.
- Thu thap minh chiing cho cong tac kiém dinh theo su phéan cong.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.
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D/c Nguyén Thi Hwong Lan
- GVCN 3A1

* Cong tac giang day, chi nhiém l6p 3Al

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va tmg dung KHCN vao gidng day, Tich
cuc doi m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gi4do duc hoc sinh.

* Cong tac khac:

- Truong ban nit cong (hoat dong theo ké hoach ciia Cong doan)

- Quan Iy HS ban trt ( Tt 10h 30 dén 1h 30) dam bao an toan cho HS.
- Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong.
* Thuc hién nhiém vu khac khi Hi€u trwéng phin cong
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P/c Vii Thi Thai Ninh
GVCN 3A2

* Cong tac giang day, chi nhiém 16p 3A2

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét b1 va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dirc, k¥ ning sdng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Bdi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gido duc hoc sinh.

* Cong tac khac:

- Phy trach cong CNTT ciia truong.

- Quén Iy HS ban tra (Tt 10h 30 dén 1h 30) dam bao an toan cho HS.

- Thu thap minh chiing cho cong tac kiém dinh theo sy phan cong,




* Thuwe hién nhiém vu khac khi Hi€u trwéng phan cong
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P/c Nguyén Thi Hoai Thu -
GVCN 3A3

* COng tac giang day, chi nhiém lép 3A3

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao gidng day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phdi hop voi cha me hoc sinh dé giao duc hoc sinh.

* COng tac khéc:

- Quan li vao s6 khen thuong, ki luat cia nha truong, quan i
phan mém khen thudng.

- Quén Iy HS ban tra ( Tt 10h 30 dén 1h 30) dam bao an toan cho HS.
- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Thwe hién nhiém vu khac khi Hi€u truéng phan cong.
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P/c Nguyén Thi Thuy
Nhung - GVCN lop 3A4

* COng tac giang day, chi nhiém lop 3A4

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va tmg dung KHCN vao gidng day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gigo duc dao dirc, k¥ ning séng cho hoc sinh.

- Panh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh néng khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gido duc hoc sinh.

* Cong tac khéc:

- Pho CTCD....

- Quan Iy HS bén trt (Tl 10h 30 dén 1h 30) dam bao an toan cho HS.
- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Thwc hién nhi€ém vu khac khi Hiéu truwéng phan cong.

17

P/c: Luu Thi Thu Hwong -
GVCN 16p 3A5 - To pho to
2,3

* Cong tac to khoi

- Phdi hop vdi t0 truong xdy dung ké hoach t6 khoi hoat dong
theo tung tuan, thang, ki, ndm, cac chuyén de.

* COng tac giang day, chi nhiém 16p 3A5

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét b1 va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Bdi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gi4do duc hoc sinh.

* Cong tac khéc:

- Lam ho so an ninh trét ty.

- Quan Iy HS ban tr( Tl 10h 30 dén 1h 30) dam béo an toan cho HS.




- Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong.
* Thye hién nhiém vu khac khi Hi€u trweéng phan cong.

18

D/c: Truwong Thi My Hanh -
GVCN lép 2Al

* Cong tac giang day, chi nhiém lép 2A1

- Day hoc ding CT dam bao theo chuin KTKN. Khai thac sir
dung thiét bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cubi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phdi hop voi cha me hoc sinh dé gido duc hoc sinh.

* Cong tac khac:

- Quan Iy HS bén trt ( Tir 10h 30 dén 1h 30) dam bao an toan cho HS.

- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Thuc hién nhiém vu khac khi Hiéu truéng phin cong..

19

P/c: Nguyén Hong Uyén -
GVCN 16p 2A2
Pho bi thu chi doan

* Cong tac giang day, chi nhiém l6p 2A2

- Day hoc ding CT dam bao theo chuin KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctu va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop voi cha me hoc sinh dé gi4o duc hoc sinh.

* Cong tac khac:

- Phu trach cong tac doan TN

- HO tro chuyén mon lam cong téc pho cap .

- Quan Iy HS ban trt ( Tir 10h 30 dén 1h 30) dam béo an toan cho HS.

- Thu thap minh chimg cho cong tic kiém dinh theo sy phén cong.

* Thuc hién nhiém vu khac khi Hiéu truéng phin cong..

20

P/c: Nguyén Thi Thu Hién
GVCN 2A3

* Cong tac giang day: chi nhiém lop 2A3

- Day hoc ding CT dam bao theo chudn KTKN. Khai thac sir
dung thiét b1 va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia xép loai hoc sinh cubi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.
- Phéi hop véi cha me hoc sinh dé gi4do duc hoc sinh.

* Cong tac khac:

- HO tro chuyén mon lam cong téc pho cap .

- Phu trach m§t mang trong cong tac HSSV.

- Quan li hd so HS ¢ hoan canh kho khan ctia nha truong.

- Thu thap minh chimg cho cong téc kiém dinh theo su phan cong.

* Thwe hién nhiém vu khac khi Hi€u truéng phan cong.




21

P/c: Nguyén Thi Thuy -
GVCN 2A4- TT t6 2+3

* Cong tac to khoi

- Chi dao chuyén mén td 2, 3. Xay dung ké hoach t6 khdi hoat
dong theo tung tuan, thang, ki, nam.

- Phan cong cong viée cu thé cho ting thanh vién trong to.

- Kiém tra cac hoat dong ctia cac thanh vién trong t6 khoi vé cong
tac soan bai, giang day trén 16p (Kiém tra thuong xuyén, dot xuat)

- Thuc‘rngﬁxu‘yén ndm bit moi hoat dong cua t6 khédi va c6 bao
cao cu thé vé BGH( B/c thuong xuyén 20 hang thang, b/c dot
xuat. Hop giao ban 20 hang thang).

- Tham gia xét duyét két qua, thi dua khen thuong GV, HS

cudi HK, nam hoc.

* Cong tac giang day, chi nhiém lop 2A4

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop voi cha me hoc sinh dé gi4o duc hoc sinh.

* Cong tac khéc:

- Nhom truong nhom 2 cong tac kiém dinh. Phan cong cac thanh
vién trong nhom thu thap minh ching cho cong tac theo yi/c.

- Quan Iy HS bén tr( Tir 10h 30 dén 1h 30) dam bao an toan cho HS.
* Thwe hién nhiém vu khac khi Hi€u truéng phan cong.

22

D/c: Nguyén Hai Hiu -
GVCN 1A1

* COng tac giang day, chi nhiém lop 1A1

- Day hoc dung CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gigo duc dao dirc, k¥ ning séng cho hoc sinh.

- Panh gi4 xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phdi hop vo1 cha me hoc sinh dé gido duc hoc sinh.

* Cong tac khéc:

- Lam ho so vé cong tac day thém hoc thém.

- Quan 1y HS bén tri( Tir 10h 30 dén 1h 30) dam béo an toan cho HS.
- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

23

P/c: Tran Thi Thiy Dung -
GVCN 1A2 - To6 truéng
To 1

* Cong tac to khoi

- Chi dao chuyén moén t6 tépg hop, t6 1. Xay dung ké hoach t6
khoi hoat dong theo tirng tuan, thang, ki, nam.

- Phén cong cong viéc cu thé cho ting thanh vién trong t6.

- Kiém tra cac hoat dong ciia cic thanh vién trong t6 khoi vé cong
tac soan bai, giang day trén 16p (Kiém tra thuong xuyén, dot xuat)

- Thuong xuyén nam bat moi hoat dong cua t6 khoi va c6 bao
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cao cu thé vé BGH( B/c thuong xuyén 20 hang thang, b/c dot
xuat. Hop giao ban 20 hang thang).

- Tham gia xét duyét két qua, thi dua khen thuéng GV, HS

cudi HK, nam hoc.

* COng tac giang day, chi nhiém lép 1A2

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phdi hop voi cha me hoc sinh dé gido duc hoc sinh.

* COng tac khéc:

- Phdi hop v6i phu huynh 1am ho so theo TT 55

- Quan Iy HS bén tr( Tir 10h 30 dén 1h 30) dam béo an toan cho HS.
- Thu thap minh chiing cho cong tac kiém dinh theo su phéan cong.

* Thuc hién nhiém vu khac khi Hi€u trwéng phan cong.

24

D/c: Vii Thi Lién - GVCN
1A3

* COng tac giang day, chi nhiém lop 1A3

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctu va img dung KHCN vao giang day, Tich
cuc doi m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gi4do duc hoc sinh.

* Cong tac khéc:

- Phy trach cong tac khuyén hoc trong nha trudng.

- Phy trach phan mém trudng hoc két nbi.

- Quan Iy HS ban trt ( Tir 10h 30 dén 1h 30) d4m béo an toan cho HS.
- Thu thap minh chiing cho cong tac kiém dinh theo sy phan cong.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

25

D/c: Phi Thi Thuy Trang -
GVCN 1A4

* COng tac giang day, chi nhiém 16p 1A4

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét b1 va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dirc, k¥ ning sdng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Bdi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gido duc hoc sinh.

* Cong tac khéc:

- Quan Iy HS ban trti ( Tl 10h 30 dén 1h 30) dam bao an toan cho HS.
- Thu thap minh chiing cho cong tac kiém dinh theo sy phan cong.
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* Thye hién nhiém vu khac khi Hi€u trweéng phan cong.

26

b/c: Hoang Thi Thanh -
GVCN 1A5-Tophéto 1

* Cong tac td khdi

- Phi hop véi t6 truong xdy dung ké hoach t0 khdi hoat dong
theo tirng tuan, thang, ki, nam, cac chuyén de.

* COng tac giang day, chi nhiém lop 1A5

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phdi hop voi cha me hoc sinh dé gido duc hoc sinh.

* COng tac khéc:

- Quan Iy HS bén tr( Tir 10h 30 dén 1h 30) dam béo an toan cho HS.
- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

27

b/c: Pham Thi Thuy- giao
vién Tieng Anh

* Cong tac giang day: Day 20 tiét TA khéi 3 + 3 tiét
BDHSNK va Sinh hoat cau lac b§.

- Xay dung ké hoach c4 nhan b mon.

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac str
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gigo duc dao dirc, k¥ ning séng cho hoc sinh.

- Panh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hog sinh nang khiéu, phu dao hoc sinh chua hoan
thanh. Hudng dan HS giai TA qua mang.

- Phéi hop véi GVCN, cha me hoc sinh dé gido dyc hoc sinh.

* Cong tac khac:

- Thanh lap, t6 churc cau lac bd TA cho HS hoat dong co hi¢u qua.

- Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

28

D/c: Nguyén Thu Thiy-
giao vién Tieng Anh

* Cong tac gidng day: Day 20 tiét TA khoi 5 + 2 tiét thw ki +
1 tiet BDHSNK

- Xay dung ké hoach c4 nhan b mon.

- Day hoc dung CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hog sinh nang khiéu, phu dao hoc sinh chua hoan
thanh. Hudng dan HS giai TA qua mang.

- Phdi hop voi GVCN, cha me hoc sinh dé gido duc hoc sinh.
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* Cong tac khac:

- Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong.
- Thu ki hoi dong.

* Thye hién nhiém vu khac khi Hi€u trwéng phan cong.

29

b/c: Ting T6 Nhur - gido
vién Tiéng Anh

* Cong tac giang day: Day 20 tiét TA khéi 4 + 3 tiét
BDHSNK va Sinh hoat cau lac bg.

- X4y dyng ké hoach c4 nhan bo mén.

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Bdi dudng hc_)g sinh nang khiéu, phu dao hoc sinh chua hoan
thanh. Hudng dan HS giai TA qua mang.

- Phéi hop voi GVCN, cha me hoc sinh dé gido duc hoc sinh.
*Cong tac khac:

- T chirc cau lac b TA cho HS hoat dong co6 hi¢u qua.

- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

30

DP/c: Vii Thi Thoan - gido
vién day Mi thuit, Thé duc

*Cong tac giang day: Day Mi thuét, Thé duc khdi 3, 4

- Xay dung ké hoach ca nhan bo mon.

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.
- Phéi hop véi GVCN, cha me hoc sinh dé gido duc hoc sinh.
*Cong tac khac:

- Trang tri khanh tiét cho cac hoat dong ciia nha truong.

-Thu thap minh chimg cho cong tac kiém dinh theo su phan cong,.

- HO tro cong tac quan 1i CSVC clia nha trudng.

* Thuc hién nhi€ém vu khac khi Hiéu truéng phin cong.

31

P/c: Nguyén Thi Phuong -
gido vién day Mi thuat

*Cong tac giang day: Day Mi thuit

- Xay dung ké hoach c4 nhan bd mén.

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét bi va d6 dung day hoc c6 hiéu qua.

- Tham gia nghién ctru va ing dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dirc, k¥ ning sdng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- B6i dudng hoc sinh ning khiéu, phu dao hoc sinh chua hoan thanh.

- Phdi hop voi GVCN,cha me hoc sinh dé gido duc hoc sinh.
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*Cong tac khac:

- Hudng dan HS tham gia cac cudc thi nhu" Chiée 6 t6 mo udc”...
- Trang tri khanh tiét cho cac hoat dong ctia nha trudng.
-Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong.
- HO tro cong tac quan li CSVC ciia nha truong.

* Thuc hién nhiém vu khac khi Hi€u trwéng phan cong.

32

D/c: Nguyén Thi Hang -
gido vién day thé duc

*Cong tac giang day: Day mén Thé duc khdi 1, 2

- Xay dung ké hoach ca nhan bo mon.

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Déqh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc. Péanh
gid x&p loai thé lyc HS.

- Boi dudng hoc sinh ning khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi GVCN, cha me hoc sinh dé giao duc hoc sinh.
*Cong tac khac:

- Phu trach mang HD TDTT cua GV, HS toan truong( Xay
dung cac ké hoach, to chirc HKPD cép truong, t6 chirc cac HD
TDTT, luu ho so, bao cdo..)

- Thu thap minh chiing cho cong tac kiém dinh theo sy phan cong.

* Thwe hién nhi€ém vu khac khi Hi€u truéng phan cong

33

D/c: Dang Thi Thu Huong —
GV Am nhac

Cong tac giang day: Day mon Am nhac khéi 3, 4, 5

- Xay dung ké hoach c4 nhan b mon.

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gigo duc dao dirc, k¥ ning séng cho hoc sinh.

- Béqh gia xég loai hoc sinh cudi hoc ky, cudi nim hoc. Panh
214 xép loai thé lyc HS.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.
- Phéi hop véi GVCN, cha me hoc sinh dé gido dyc hoc sinh.

* Cong tac khac:

- Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong.

- Phu trach cac hoat dong van nghé cia nha truong.

* Thyc hién nhiém vu khac khi Hiéu truéng phan cong.

34

P/c: Nguyén Thi Hoa — GV
Am nhac

*Cong tac giang day: Day mén Am nhac khéi 1, 2, 3

- Xay dung ké hoach c4 nhan bd mén.

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét b1 va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gigo duc dao dirc, k¥ ning sdng cho hoc sinh.

- Danh gid xEp loai hoc sinh cudi hoc ky, cuéi nam hoc. Panh
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gia xép loai thé lyc HS.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.
- Phéi hop véi GVCN, cha me hoc sinh dé gido dyc hoc sinh.

* Cong tac khac:

- Phu trach céc hoat dong van ngh¢ ctia nha truong

- Thu thap minh ching cho cong tac kiém dinh theo sy phén cong.
* Thwe hién nhiém vu khac khi Hi€u truéng phin cong.

35

P/c: Trinh Thi Chién - GV
Mi thuét + TPT Déi

*Cong tac giang day: Day mon M1 thuat

- X4y dyng ké hoach c4 nhan bo mén.

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va tmg dung KHCN vao gidng day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Béqh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc. Panh
214 xEp loai thé luc HS.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.
- Phéi hop voi GVCN, cha me hoc sinh dé gido duyc hoc sinh.
*CoOng tac Tong phu trach:

- Phu trach HD Do1, cong tac Thiéu nién, Nhi déng, hoat d@ng
van hoa van ngh¢ cua GV, HS toan trudng( Xay dung cac ké
hoach, t6 chirc cac HP ngoai kho4, luu ho so, béo céo..)

* Cong tac khac:

- Phu trach mot phﬁn cong tac HSSV

- T6 chire thuc hién céc cudc thi, cAc phong trao do PGD, thanh
doan t0 chire (461 vdi hoc sinh nhu: viét thu quoc t€ UPU....)

- Phu trach cong tac ATGT ciia nha truong( lam KH, bao cao...
dung quy dinh).

- Phu trach, theo ddi viée tiét kiém nang lugng ( dién , nudc)cia
cac 1op.

- Quan Iy HS bén tra 16p 2A1 ( Tir 10h 30 dén 1h 30) dam béo an toan
cho HS.

* Thuc hién nhiém vu khac khi hiéu truéng phin cong

36

Nguyén Thi Hang - GV day
TA phonis

“Cong tac giang day: Day TA khéi 1, 2 theo chwong trinh
tieng anh phonis.

- Xay dung ké hoach c4 nhan b mon.

- Day hoc dung CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién curu va ung dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Phéi hop véi GVCN, cha me hoc sinh dé giao duc hoc sinh.

- Tham gia cac hoat dong cua cau lac bo TA truong. Phéi hop
D/c Thuy, Nhu hudéng dan HS giai TA qua mang.

* Thwe hién nhiém vu khac khi Hi€u truéng phan cong.
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D/c: Lé Thi Thanh Ha -

- Phu trach cong tac thu vién, thiét bi nha truong(Quan ly
sach, bao cua don vi theo quy dinh. Theo do1, quan 1y viée gido
vién va hoc sinh muon, tra sich. Tiép nhén, bd sung sach, tai
li¢u tham khdo cho gido Vlenrva hoc sinh. Tryc phong doc theo
quy dinh. Quan 1y phong thiét bi va cac phong chirc nang theo
quy dinh.

- Tham muu cong tac mua sim trang thiét bi day hoc trong nha
truong.

- Lam ké hoach thi 1am d6 dung trong GV, HS toan trudng.

37 | Nhan vién thw vién + thiét ) :
bi - Theo ddi phong trao doc sach trong nha truong, thu vién than
) thién trong céc 16p.
- Sinh hoat tai to 1
*Cong tac khéc:
- Phu trach mang dang ki sach vo cho HS.
-Thu thap minh chimg cho cong téc kiém dinh theo su phan cong
- Quan li minh chtig cho cong tac kiém dinh.
* Thwe hién nhiém vu khac khi Hi€u truéng phan cong.
** Cong tac y té.
- Xay dyng KH cong tac y té hoc dudng.
- Cham soc strc khoé ban dau cho can bo, gido vién, nhin vién
va hoc sinh.
- Kham strc khoé ban du cho hoc sinh theo ké hoach.
- T6 chuc tuyén truyén phong dich bénh.
- Luu gitr ) y ba cia can bg, gido vién, nhan vién va hoc sinh.
- Quan ly tai san, hd so dwoc phan cong theo quy dinh( ti
thudc, dung cu y te).
- Lam ho so phong chong dudi nude.
- Phy trach cong tic BHYT.gido duc thé chat HS.
- Phu trach cong tac ATTP bén tru.
D/c: Pham Doan Thu - Theo doi cong tac v€ sinh chung cua toan truong.
38 Huong - Nhén vién y té + | B4o cdo dinh ki, dot xuét cong tac y té vé nha trudng,vé tram

nhan vién tha quy

y té, PGD.

* Cong tac thu quy. ‘

- Quan ly ket sat va cap phat tién cho CB.GV.NV.HS ding quy
trinh va luu ho so .

- Giai quyét viée tam ing ding quy trinh . .

- Thu chi cac khoan dong gop theo thia thudn cua CMHS (tién
ban tra, tién nudc uong, TA phonis, TA c6 yeéu to ngudi nudc
ngoai.) ding quy dinh.

* Cong tac khac.

- Quan 1y con déu cua truong & cac doan thé, khong giao dau
cho nguoi khac ty dong, khong duoc phép mang con dau va
cac loai ho so quan ly ra khoi truong.

-Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong,
- Thi1 quy - y té cho cong tac ban tru.

* Thwe hién nhiém vu khac khi Hi€u truéng phan cong
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39

D/c: Pham Thi Thu Hwong
- T6 truéng to vin phong-
Nhan vién ke toan + Nhan

vién van thw

* Cong tac to.
- Chi dao cac hoat dong cua td van phong. Xay dung ké hoach
to hoat dong theo tung tuan, thang, ki, nam.

- Phén cong cong viéc cu thé cho ting thanh vién trong 6.

- Kiém tra cac hoat dong ctia cac thanh vién trong to khdi vé cong
tac duoc nha truong phan cong (Kiém tra thuong xuyén, dot xuat)

- Thuong xuyén ndm bit moi hoat dong cta to khdi va c6 bao céo
cu thé vé BGH( B/c thuong xuyén 20 hang thang, b/c dot xuat).

- Tham gia xét duyét két qua, thi dua khen thuong GV, HS

cudi HK, nam hoc.

* Cong tac ké toan.

- La nguoi ¢6 chuyén mén vé cong tac quan 1y tai chinh, gitp
Hi¢u Trudng quan ly tai chinh tai san, hd so ching tu, thuc
hién thu chi ding quy dinh nha nudc

- Thu thap, xir 1y thong tin, s liéu ké toan

- Ngay 25 hang thang phai cap nhat tai chinh, tién mat & bao
Ccao veé nha truong ( vé PGD khi c6 y/c).
- Bao quan day du va khoa hoc céc loai chirng tir theo nguyén
tac tai chinh .
- Kiém tra, giam sat cac khodn thu, chi tai chinh, cac nghia vu
thu, ndp, thanh todn ng, kiém tra viéc quan ly, st dung tai san
va ngudn hinh thanh tai san; phat hién va ngin ngtra cdc hanh
vi vi pham phép luat v€ tai chinh, ké toan.
- Moi su hu hao, mat mat ching tu, tién, tai san nhitng nguoi
truc tiep ( ké toan, thu quy ) phai boi thuong va chiu trach nhi€ém
trudc phap luat.
- Thyc hién ché d6 cho GV, HS kip thoi( nang lvong dinh ki,
nang luong sém, tham nién, phu cap...)
- Phu trach tai san cua nha truong( luu gitr ho so, bao cdo, BB
ban giao tai san..)
- Chiu trach nhiém mang bao cdo cac ho so nhan sy vé bo phan
to chirc ciia PGD (d/c Cudng)

* Cong tac vin thw

- Hang ngay nhan cong van va phan loai cong van, tham muu
cho lanh dao sur ly cong van.

- Quan ly, Luru trit, vao sb, vao sb cong vin di - dén theo quy dinh.
* Cong tac khac

- Thuc hién nhiém vu ké toan cong tac ban tri( Phdi hop voi
BGH xay dung dé an ban tra, KH chi ban tra, quyét toan dé an
béan trad....).
- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong,

- Nhép dit liéu phan mém Emis.
* Thuc hién nhiém vu khac khi Hi€u trwéng phan cong.

40

P/c Nguyén Thity Duwong -
GV b mén

Cong tac giang day: Day b6 mon

- Day hoc dung CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va ung dung KHCN vao giang day, Tich

cuc d6i mi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.
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- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- BOi dudng hoc sinh ning khiéu, phu dao hoc sinh chua hoan thanh.
- Phdi hop voi cha me hoc sinh dé gido duc hoc sinh.

*Cong tac khac:

- Thu thap minh chimg cho cong tac kiém dinh theo sir phan cong.
* Thwe hién nhiém vu khac khi Hi€u trwéng phan cong.

41

P/c Lé Thi Huyén Trang -
GV b mén

Cong tac giang day: Day bo mon

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiét bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop voi cha me hoc sinh dé gi4do duc hoc sinh.

*Cong tac khac:

- Thu thap minh chimg cho cong tac kiém dinh theo su phan cong.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

42

D/c Pao Thi Minh Hué -
GV b mén

Cong tac giang day: Day b0 mon

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac st
dung thiet bi va do dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va tng dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k§ nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Bdi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gi4do duc hoc sinh.

*Cong tac khac:

- Thu thap minh chimg cho cong tac kiém dinh theo sy phan cong.

* Thuc hién nhiém vu khac khi Hiéu trwéng phan cong.

43

D/c Nguyén Thi Duyén -
GV by mon

Cong tac giang day: Day b0 mon

- Day hoc ding CT dam bao theo chuan KTKN. Khai thac sir
dung thiét b1 va d6 dung day hoc c6 hi¢u qua.

- Tham gia nghién ctru va img dung KHCN vao giang day, Tich
cuc d6i m&i PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao dtrc, k¥ nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Bdi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phéi hop véi cha me hoc sinh dé gi4do duc hoc sinh.

*Cong tac khac:

- Thu thap minh chimg cho cong tic kiém dinh theo sy phan cong.

* Thwe hién nhiém vu khac khi Hi€u truéng phan cong.

44

P/c Nguyén Thi Nhw Quynh
- HD trwong

Cong tac giang day: Day by mon

- Day hoc ding CT dam béo theo chuan KTKN. Khai thac sir
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dung thiét bi va d6 dung day hoc c6 hiéu qua.

- Tham gia nghién ctru va tmg dung KHCN vao giang day, Tich
cuc doi méi PPDH, UDCNTT vao day hoc ¢6 hiéu qua.

- Gido duc dao duc, ky nang séng cho hoc sinh.

- Danh gia Xép loai hoc sinh cudi hoc ky, cudi nam hoc.

- Boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua hoan thanh.

- Phdi hop voi cha me hoc sinh dé gido duc hoc sinh.

* Thuc hién nhiém vu khac khi Hi¢u trwéng phan cong.*
Thuc hién nhiém vu khac khi Hi€u trwéng phan cong.

- La nguoi lam nhiém vy bao vé€ co quan 24/24 gio moi ngay
dém ( ké ca ngay 18, tét, ngay chu nhat ) .

- Bao vé c6 nhiém vu kiém tra, kiém soat nguoi vao co quan ( ké
ca hoc sinh ), bdo v¢ tai san, bao v¢ an ninh, an toan co quan).

- Bao vé lam viéc theo ca, giao ca, phong chdy chita chay, 1a luc
lwong nong ct trong ddi tu quan .

45 Nhé(] vién: }Vgl}yén Hiru | Thyong xuyén lién h¢ v6i BGH, véi céc co quan lién quan,

46 Tuwong; Vo Van Nam;  \chinh quyén dia phuong khi Truong co van dé dot xuat .
- Bao vé tryc thém gio ngay 18, ngay tét, ngay chil nhat, truc
dém thi dugc hudng phu cap ngoai gid theo BY luét Lao dong .
- B4o v¢ lam hu hao, mat mat tai san do BGH da phan cong phai
boi thuong .
- Thuc hién nhiém vu khac khi Hiéu trwéng y/c.
- Quét hanh lang cac phong hoc, phong hoc chire nang, day nha
hi¢u bd san truong, cong truong dam bao sach sé.

47 ~ . - Don, rira nha v¢ sinh cda gido vién, hoc sinh ddm bdo sach s¢.

Nguyen\Th! H(.)ng Loan, | Don c6 trong khuon vién nha truong.
48 Hoang Thi Hoa

- Cham soc, trong cy canh trong khuén vién trudng.
- Nhap nudc, tra binh, vao s6 theo ddi nhap - XUAt.

- Thuc hién nhiém vu khac khi Hiéu truéng y/c.

19




