PHONG GD&DT UONG BI CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS TRUNG VUONG Poc 1ap - Tu do - Hanh phuc
Sb: 60/Qb TV Uéng Bi, ngay 03 thang 9 nam 2020
QUYET PINH

Veé viéc phan cong nhiém vu cho linh dao nha truong
Nam hoc 2020-2021

HIEU TRUONG TRUONG THCS TRUNG VUONG

Can ctr thong tu S6: 12/2011/TT-BGDDT ngay 28 thang 3 ndm 2011 cta Bo
Gi4o duc va dao tao ban hanh Diéu 1¢ truong trung hoc co s@, truong trung hoc
pho thong va truong pho thong ¢6 nhiéu cap hoc;

Can cir Thong tu s6 28/2009/TT-BGD BT ngay 21 thang 10 ndam 2009 ban
hanh quy dinh vé ché d6 1lam viéc ddi véi gido vién pho thong;

Can ctr vao tinh hinh thyc té cia don vi;

Xét nang lyc va kha nang cong tac ctia can bo lanh dao nha truong;

QUYET PINH:

Picu 1: Nay phan cong nhiém vu cho cac dong chi lanh dao Truong THCS
Trung Vuong nim hoc 2020-2021 (c6 danh sach phan cong cu thé kém theo).

Piéu 2: Cac dong chi lanh dao Truong THCS Trung Vuong cin ctr vao
nhiém vu cu thé duoc phan cong co trach nhiém xay dung ké hoach hoat dong va
thuc hién ké hoach cho phu hop véi dic thu cong viée duge giao.

Piéu 3: Cac dong chi co tén tai diéu 1 chiu trach nhiém thi hanh quyét dinh
nay.

Quyét dinh c6 hiéu luc ké tir ngay ky.
Noi_nhin: HIEU TRUONG

- Nhu diéu 3 (dé t/h)
- Luu: VT

Lé Thi Thiy



PHONG GD&DT UONG BI CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG THCS TRUNG VUONG Poc 1ap - Tu do - Hanh phiic
Sb: 61/QD TV Ubng Bi, ngay 03 thang 9 nam 2020
QUYET PINH

Vé viéc phan cong nhiém vu cho gido vién, nhan vién nha truong
Nam hoc 2020-2021

HIEU TRUONG TRUONG THCS TRUNG VUONG

Can ctr thong tu S6: 12/2011/TT-BGDDT ngay 28 thang 3 ndm 2011 cia Bo
Gido duc va dao tao ban hanh Piéu 18 trudng trung hoc co sd, trudng trung hoc
phd thong va trudng phd théng cé nhiéu cap hoc;

Cin ctr Thong tu s6 28/2009/TT-BGD BT ngay 21 thang 10 nam 2009 ban
hanh quy dinh vé ché do lam viéc ddi véi giao vién pho thong;

Can ¢t vao tinh hinh thuc té cta don vi;

Xét nang lyc va kha nang cong tac cua cac gido vién, nhan vién nha truong;
QUYET PINH:

Piéu 1: Nay phan cong nhiém vu cho cac d/c 1 gido vién, nhan vién trong
hoi dong su pham Truong THCS Trung Vuong nim hoc 2020-2021 (c6 danh
sach phan cong cu thé kém theo).

Piéu 2: Cac d/c gido vién, nhan vién trong hdi déng su pham can cir vao
nhiém vu cu thé duoc phan cong c6 trach nhi¢m xay dung ké hoach hoat dong va
thue hién ké hoach cho phu hop véi dic thu cong viée duge giao.

Piéu 3: Cac d/c trong Ban giam hiéu, cac t6 chuyén mon, céac t6 chirc doan
thé trong nha truong va nhimg ngudi c6 tén tai diéu 1 chiu trach nhiém thi hanh
quyét dinh nay.

Quyét dinh c6 hiéu luc ké tir ngay ky.

Noi_nhin: HIEU TRUONG

- Nhu diéu 3 (dé t/h)
- Luu VT 7 e

Lé Thi Thay



PHAN CONG NHIEM VU CHO LANH PAO NHA TRUONG
TRUONG THCS TRUNG VUONG

NAM HOQC 2020-2021
(Kém theo quyét dinh sé: 60/0P-TV ngay 03 thang 9 nam 2020 ciia Hiéu trucng
truong THCS Trung Vuong)

1. D/c Lé Thi Thuy - Hiéu truéng
1.1. Chiu trach nhiém chung vé toan bd hoat dong ctuia nha truong.
1.2. Truyc tiép chi dao, quan 1y va giai quyét mot sd cong viéc nhu sau:

- Tai chinh, co s& vat chat,

- Cong tac nhan sy, cac van dé lién quan toi ché d6, chinh sach cua can bo,
gido vién, nhan vién va hoc sinh. Quan 1y ho so cua can bo, gido vién, nhan vién.

- Cong tac tuyén sinh, chuyén trudng, bién ché 16p hoc.

- Chi dao céc td chirc, doan thé hoat dong theo churc nang.

- COng tac kiém tra ndi b trudng hoc.

- Tham gia hoat dong cia TTHTCD:;

- Xay dyng quy hoach phat trién nha trudng, to chirc thyc hién ké hoach
nhiém vu nam hoc, bao céo, danh gia két qua voi cap trén.

- Chu tich Hoi ddng thi dua, khen thuéng, ky luat.

- Thuc hién quy ché dan chu, cong tac xa hdi hoa gido duc. Chi dao thuc
hién cac phong trao thi dua, cac cudc van dong cua nganh; thuc hién cong khai
d6i v4i nha trudng.

- Quan ly va chi dao cong tac lao dong, v€ sinh.

- Truc tiép duyét KH cta Pho hiéu trudng; cac vin ban gui cac cip, cac
nganh va cac van ban khac lién quan dén hoat dong nha trudng.

- Hoat dong cua mot sb t6 chirc XH (Poan TNCS, D61 TNTP, chir thap do,
Khuyén hoc...).

- Giang day huéng nghiép khéi 9.

2. P/c Nguyén Thi Thu Huong — Phé Hiéu truéng:

Quan 1y va chi dao thuc hién chung vé cong tac chuyén mon:

- Xay dung ké hoach hoat dong vé cong tac chuyén mon.

- Quén ly, diéu hanh, kiém tra, nhan xét cac hoat dong chuyén mon.

- Ky duyét cac hoat dong vé chuyén mén ciia GV va cac vin ban gui cp
trén thudc linh vuc chuyén mén khi duoc Hiéu trudng uy quyén.

- T6 chire chi dao cac chuyén dé cac cap.

- Chi dao thuc hién cong tac BDTX cua CB-GV theo KH cua hi€u trudng.



- T6 chire chi dao cong tac kiém tra HDSP GV.

- Quan 1y, chi dao va phdi hop dé nang cao chat lugng cac doi tuyén HSG va
chat luong thi tuyén sinh vao THPT.

- COng tac thu vién, thiét bi day hoc, y té hoc duong.

- Cong tac hoc sinh nha truong.

- Giang day Vat Iy khéi 8. On d6i tuyén HSG mén Vit 1y.

- Céc hoat dong ngoai khoa, gido duc ngoai gio 1én 16p.

- Cong tac kiém dinh truong hoc va chuan quéc gia.

- Cong tac pho cap gido duc.

Gitip hiéu truong giai quyét nhitng cong viée khi dugc uy quyén hoidc khi
hiéu truong di ving.

Chiu trach nhiém ca nhan vé cac linh vuc minh dugc phu trach dong thoi
chiu trach nhiém cung Hi¢u trudng trong cong tic quan 1y nha truong trudc
phong GD&DT Ubng Bi va UBND phuong Trung Vuong.

Luwu y: Nhiém vu ciia méi cd nhin cé thé sé cé sw diéu chinh bo sung tiy theo
tinh hinh thuc té hoat déng.



PHAN CONG NHIEM VU CHO CAN BQ, GIAO VIEN, NHAN VIEN
TRUONG THCS TRUNG VUONG
NAM HOQC 2020-2021
(Kém theo quyét dinh sé: 61/0D-TV ngay 03 thang 9 nam 2020 ciia Hiéu trudng
truong THCS Trung Vuong)

I. PHAN CONG CAC CHUC DANH CHU CHOT
1. P/c Ha Qué Anh: Chu tich céng doan

- Phu trach va chi dao cac hoat dong cong doan.

- Xay dung ké hoach va phéi hop cing nha trudng chi dao thuc hién céc
cudc van dong ung hd va phong trao thi dua trong nam hoc.

- Quan 1y va theo ddi cac hoat dong va cac chi s6 vé cong tac thi dua cua
CB, GV, NV trong truong.

- Tham gia cong tac tai TT hoc tip cong dong.

- Phoi hop théng ké theo dinh ky, tham muu lanh dao vé tu stta CSVC cho
nha trudng.
2. P/c Nguyén Thi Hai Yén - Tong phu trach Doi:

- Giang day theo phan cong .

- Xay dyng ké hoach va chi dao cac hoat dong cua Boi TNTP HCM:

+ Quan 1y va chi dao viéc thuc hién nén nép, cac quy dinh, cac hoat dong
cua hoc sinh toan truong.

+ Quan 1y va chiu trach nhiém c4 nhan vé tai san ctia Poi. (Theo bién ban
tiép nhan tai san hang nam).

+ Quan 1y cac hoat dong va cong tac thi dua ctia hoc sinh toan truong.

+ Két hop cung céc to chtrc khac trong va ngoai nha truong to chirc cac hoat
dong theo chu diém (20/11, 26/3,22/12....).

- Thuc hién mot sb cong viéc khac khi Ban gidm hiéu phan cong.
3. P/c Vii Thi Trung Nga — Bi thu chi doan:

- Xay dung ké hoach va chi dao cac hoat dong ciia Poan TNCS HCM

- Tham gia cung nha truong chi dao thuc hién phong trao “Xay dung truong
hoc than thién hoc sinh tich cuc”.

- Két hop cung Tong phu trach Doi phat dong, duy tri cac phong trao thi dua
ctia hoc sinh, t6 chirc cac hoat dong trong cac ngay 18 16n.

- Thuc hién mot sb cong vi¢c khac khi Ban gidm hiéu phan cong.
4. P/c Bui Thi Diép Van — Thu ky HDSP:

- Giang day theo phan cong.



- Soan théo, ghi chép ndi dung cac cudc hop cua HDSP, cua td chirc xa hoi
khac khi l[am viéc vdi nha truong.

- Théng ké, tong hop céc s6 liéu.

- Truc va theo ddi quan 1y cac cong viée khi BGH di vang, giai quyét cac
cong viée duoc Hiéu trudng uy quyén.

- Tham gia téng hop hd so minh chimg chat lugng gido duc.

- Tham gia cac hoat dong khac khi dugc Ban giam hi¢u phan cong.
5. P/c Tran Thi Thanh Thiiy:

- Giang day theo phan cong.

- Phu trach thu quy nha truong.

- Thyc hién mét s6 cong viéc khac khi dugc Ban giam hiéu phan cong.
6. Cac d/c Vé Quynh Trang, Ha Thu Hién - T6 truéng to6 chuyén mén:

- Giang day theo phan cong.

- Xay dung ké hoach chung cta t6, chi dao c&c thanh vién trong to thyuc hién
ké hoach cua t6 chuyén mon theo ké hoach chung ctia nha trudng.

- Piéu hanh cac hoat dong chuyén moén trong pham vi t6 (sinh hoat chuyén
mon, t6 chire thao giang, dy gio to vién, chuyén dé, phan cong day thay...).

- Chiu trach nhiém trude Hi€u trudng vé viéc dam bao mdi doan két, théng
nhat trong t6 chuyén mén.

- Tham gia cing BGH nha trudng trong cong tac kiém tra hoat dong day hoc
cua giao vién, hoc sinh.

- B/c V6 Quynh Trang quan ly trang Web nha truong.

- Thyc hién mot s6 cong viéc khac khi dugc Ban giam hiéu phan cong.
7. Cac d/c Tran Thi Thu Hwong, Nguyén Thi Hong Trinh - To phé:

- Giang day theo phan cong.

- Tham muu cho tb truong trong viéc xay dung ké hoach va diéu hanh thuc
hién ké hoach t6.

- Soan thao, ghi chép, téng hop cac s6 liéu vé cac hoat dong cua to.

- Piéu hanh cac hoat dong chuyén mon khi duoc t6 trudng uy quyén.

- Cung véi t truong chiu trach nhiém trude Hiéu truong vé viéc dam bao
mdi doan két, théng nhat trong t6 chuyén mon.

- Tham gia mot s6 hoat dong khac khi dugc Ban gidm hi€u phan cong.
8. Pong chi Ninh Thi Thanh Huong:

- Giang day theo phan cong.

- Phu trach phan mém INTEST, tong hop PCGD.
9. Pong chi Bui Thi Liéu TAm:

- Giang day theo phan cong.



- Phu trach phan mém SMAS.

- Thuc hién cac hoat dong khac khi Ban giam hi€u phan cong.
1. PHAN CONG CONG TAC CHUYEN MON

(Co6 bang phan cong kém theo)

* Chi y: Ngoai cong tac giang day dwoc phan cong, cac d/c can b, giao vién
va nhan vién cé tén tham gia cac hoat dong khac khi dwoc Ban giam hiéu
phan cong nhi¢ém vu.
III. PHAN CONG NHIEM VU CHO NHAN VIEN VAN PHONG.
1. P/c Nguyén Thi Minh:

- T6 trudng to van phong.

- Phu trach cong tac thu vién va thiét bi truong hoc.

- Quan ly, nhan - tra cac loai van bﬁng, chirng chi cua hoc sinh.

- Quan ly cac phong hoc chirc nang.

- Cap nhat, luu, chuyén cong van di, dén

- Phu trach ho so y té nha truong, phdi hop cung d/c Nguyén Thi Thu Hudng
trong cong tac y té.

- Tham gia tong hop hd so minh chtng chat lugng gido duc.

Thuc hién cac hoat dong khac khi Ban giam hi¢u phan cong.
2. P/c Nguyén Thu Huong: Ké toan:

- Phu trach cac cong viée ctia nhan vién ké toan theo quy dinh ctia nganh.

- Pé xuat phuong an va thao cac hop dong lao dong trong nha trudng.

- C6 ké hoach thu chi cac khoan quy ctia nha trudng hop 1y va tiét kiém.

- Theo d&i va cap nhat viéc dong Bao hiém cua CB-GV-NV trong trudng.

- Ra soat, theo ddi va 1am vin ban dé nghi nang luong, phu cip tham nién va
cac ché do cho CB, GV, NV va HS trong nha truong.

- Phuy trach phan mém EPMIS cta nha truong. Chi dao thanh vién trong to
quan 1y hoc ba, dong dau hoc ba theo dung quy dinh, ding thoi gian.

- Thuc hién cac hoat dong khac khi dugc Ban giam hi¢u phan cong.
3. P/c Nguyén Thi Thu Huong:

- Cbng tac hanh chinh.

- Quan ly phong y té.

- Cong tac truc ban tuan.

- Thuc hién cac hoat dong khac khi dugc Ban giam hiéu phan cong.
*Chuy:

Toan thé CB, GV, NV trong truong chiu trach nhi¢m ca nhan vé nhiém vu
duogc giao trudc BGH va cip trén thudc linh vue minh duge phu trach, dong thoi

tham muu véi 1anh dao nha truong td chuc thuc hién cong viéc dugc phu trach



dat hiéu qua theo dung chi tiéu ké hoach dé ra. Quan 1y va hoan thanh cac hd so
thudc linh vuc phu trach day du, ding quy dinh. Chiu trach nhiém cung cp day
du thong tin va hd so thudc linh vuce phu trach khi duge kiém tra.

Noi dung cong viée duoc giao & trén sé c6 su thay doi khi c6 su bién dong

vé tinh hinh nhén sy cta nha truong (S& c6 QP diéu chinh, bo sung)./.

Luwu y: Nhiém vu ciia méi cd nhin cé thé sé cé sw diéu chinh bé sung tiy theo
tinh hinh thwe té hoat déng.



