PHONG GD&PT TP UONG Bi CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TH PHUONG PONG B Dgc lap- Tu do- Hanh phuc
S6: 105 /Qb- THPDB Udng Bi, ngay 05 thang 8 nam 2022
QUYET PINH

V/v phan cong nhi¢ém vu can b, giao vién, nhan vién
trweomg Tiéu hoc Phwong Pong B - Nam hoc 2022-2023

HIEU TRUONG TRUONG TIEU HQC PHUONG PONG B

Can cit nhiém vu, quyén han cia Hiéu truong truong Tiéu hoc dwoc quy
dinh trong Piéu 1é truong Tiéu hoc ban hanh kém Théng tw sé 28/2020/0P-
BGD&DT ngay 04/9/2020 ciia Bo truong Bo6 GD&DT;

Can cir quy dinh ché 6 lam viéc doi voi gido vién phé thong Ban hanh theo
théng tw s6 28/2009/TT-BGD DT ngay 21 thang 10 nam 2009 ciia B truéng B
Giao duc va Dao tao;

Can cir Chi thi 25 —CT/TU ngay 28/02/2014 va hwéng dan sé6 03/ HD-TU
ngay 14/4/2014 ciia Ban thuong vy Tinh iy vé “Poi méi phiwong thire lanh dao
cua Dang, tinh giam bo mdy bién ché”;

Can cir pham chdt, nang e va kinh nghiém céng tdc cia cdc can b, gido
vién, nhan vién nha truong;

Xét dé nghi ciia chuyén mén nha trieong,

QUYET PINH:

Piéu 1. Phan cong nhiém vu cho cac dong chi can b, gido vién, nhan vién
truong Tiéu hoc Phuong Pong B nam hoc 2022-2023 (6 phu luc kém theo).

Piéu 2. Can bo, gido vién, nhan vién nha trudng co6 trach nhiém thuc hién
nghiém tlc cac nhiém vu duogc phén cong theo Piéu 1¢ trudong Tiéu hoc, dong
thoi hd trg, ph01 hop dong nghiép hoan thanh nhiém vu chung cua nha trudng va
dugc huéng ché do theo quy dinh hién hanh. Nhan vién hop dong truong co
trach nhiém thuc hién day du cac nhiém vu theo cac diéu khoan da ky két trong
hop ddng va duoc hudng ché d6 theo quy dinh trong hop dong lao dong.

Piéu 3. C4c bo phan, ca nhan cd lién quan va céc 6ng, ba co tén tai Piéu 1
cin ctr quyét dinh thi hanh.

Quyét dinh co hiéu luc ké tir ngay 05/8/2022.

Noi nhin: HIEU TRUONG
- Phong GD&DT (b/c);
- CBGVNV/(t/h);
- Cdng khai Web, Bang ck;
- Luu.

Lai Thi Thanh Linh






Phén cong nhiém vu cu thé cho cén bd, gido vién, nhan vién
nam hoc 2022-2023
(Kém theo Quyét dinh s6 105/QD-THPPHB ngay 05/8/2022 V/v phan cong
nhiém vu Can b¢, giao vién, nhan vién nha truong)

I. Phian cong nhiém vu Ban giam hi¢u
1/P/c Lai Thi Thanh Linh: Hi¢u truéng
- Chi dao chung tat ca cac hoat dong trong nha truong.

Chi dao, quan 1y nhan su.
Chi dao cong tac tai chinh, diéu hanh st dung ngan sach duoc cip.
Chi dao thuc hién cong khai; Ché d9, chinh sich CBGVNV va HS.
Chi dao cong tac xay dung CSVC, khuon vién, canh quan, an ninh trat tu
nha truong; xay dung ké hoach phat trién nha trudng, xay dung cic dé an hoc
ngoai khoa, cong tac xa hdi hoda gido duc.

- Danh gia vién chitrc.

- Chi dao cong tac thu chi cac khoan thu thoa thuan, tu nguyén ngoai ngan
sach.

- Phéi hop, giam sat hoat dong cua Ban dai dién CMHS truong, cac 16p.

- Truc ban tra thir 2 hang tuan.

- Sinh hoat cing t6 4-5.

- Chi dao t6 vin phong.

- Day 2 tiét/tuan
2/ P/c Trinh Thi Thu Binh: Phé hi¢u truwéng
Phu trach va chiu trach nhiém truwée Hiéu truwéng va linh dao cip trén vé
cac nhiém vu sau:

- Phy trach cong tac Pang. Ghi chép nghi quyét chi bd; hd so cong tac
Pang, cong tac phat trién Pang.

- Phu trach chi dao chuyén mon 6 1, to 4+5.

- Phu trach quan ly day va hoc phong hoc robotic.

- Phu trach xép thoi khoa biéu, phan cong day thay, doi tiét day; ghi so theo
ddi chi tiét, day du.

- Phu trach tham muu x4y dung ké hoach gido duc nha truong.

- Phu trach danh gia chuan hiéu truong, danh gia chuan pho hiéu truong,
danh gia chuan nghé nghiép GVTH.

- Phu trach cong tac kiém dinh chat luong, cong tac truong Chuan Qudc
gia.

- Phu trach cdng tac t6 chirc kiém tra dinh ky, nghiém thu ban giao hoc
sinh, H6 so Hoan thanh chwong trinh tiéu hoc.

- Tong hop bao cao chuyén mon ca trudng.

- Phu trach cong tac bdi dudng hoc sinh ning khiéu.

- Phuy trach cac ky giao luu, Olympic Vian Toan, Tiéng Anh, thi viét chir
dep GV-HS.

- Phu trach cong tac BDTX.

- Phu trach cong tac quan 1y va st dung SGK trong nha truong.



- Phu trach cong tac khuyén hoc trong nha truong.

- Quan 1y nén nép thuc hién cic ndi quy nha truong cia gido vién va hoc
sinh.

- Kiém tra thuc hién ky luat, ky cuong, dao dlrc cong vu, cac ndi quy cua
CBGVNV.

- Sinh hoat tai t6 1; Day 4 tiét/tuan.

- Tryc bén trt thir 4, 6 hang tuan.

- Thyc hién cac nhi¢m vu khac do Hi€u truong phan cong.

- Thay mat HT khi dugc ay quyén.

3/ P/c Téng Thi Minh Loan: Phé hiéu truéng
Phu trach va chiu trach nhiém truée Hiéu trwéng va linh dao cip trén vé
cac nhiém vu sau:

- Phu trach cong tac tai chinh dang.

- Phu trach chi dao chuyén mon t6 2-3.

- Phu trach quan 1y day va hoc Tiéng Anh ty chon 16p 1 va 16p 2.

- Phu trach quan 1y day va hoc Tiéng Anh chinh khoéa 16p 3,4,5.

- Phu trach quan 1y day va hoc Tiéng Anh c6 yéu té nguoi nude ngoai 16p
3,4,5.

- Phy trach quan 1y day va hoc tai phong hoc ngoai ngir.

- Phu trach quan 1y day va hoc k¥ ning séng ngoai khoa cila toan truong.

- Phu trach quan ly day hoc tin hoc ngoai khoa khdi 4,5.

- Phu trach thuc hién cong tac cong khai (Hb so ba cong khai).

- Phu trach cong tac kiém tra ndi bo.

- Phu trach cong tac giao duc chinh tri-Cong tac hoc sinh-Cong tac GDTC-
Thé thao-Y té truong hoc.

- Phy trach cong tac thi dua - khen thuéng. Phy trach td chirc cac cudc thi
ciia GV (GVCN gioi cap truong, GVDG cap trudng, SKKN cip truong), luu hd
so theo quy dinh.

- Phu trach cong tac img dung cong ngh¢ thong tin, thong tin tuyén truyen
cOng tac quan tri phan mém, trang Web, trang fb ctia nha truong: thong ké, tong
hop, bao cao SMAS, EQMS, EMIS, PMIS,..

- Phu trach cong tac cai cach hanh chinh, ky cuong, dao dirc cong vu, phap
luat phap ché, thuc hién quy dinh vé day thém hoc thém, phong chong tham
nhiing, phong chéng toi pham, phong chay chira chay, phong chong lut bao,
thién tai, truong hoc an toan phong chéng TNTT, phong chéng dudi nudc,
truong hoc ddm bao an toan, an ninh trat tu, ATGT.

- Phu trach cong tac phé cap giao duc tiéu hoc, hoc sinh ngheo, hoc sinh
khuyét tat. Theo ddi HS toan trudng. Theo ddi hoc sinh chuyén di, chuyén dén.
Cong tac tuyén sinh 16p 1.

- Phu trach cong tac ban tra, quan 1y né nép ban tra, gid nghi trua cta hoc
sinh bén tr(, kiém tra vé sinh an toan thuc pham.

- Quan Iy nén nép thyc hién cac ndi quy nha trudng ciia gido vién va hoc
sinh.



- Phy trach cong tac lao dong v¢€ sinh; khudn vién cdy xanh, vuon hoa, cay
canh toan truong.

- Phu trach cong tac quan Iy CSVC, cong tac thu vién, thiét bi.

- Phuy trach cong tac chir thap do trong nha trudng. Kiém tra thuc hién ky
luat, ky cuong, dao dirc cong vu, cac ndi quy cua CBGVNV. Phu trach cong tac
ATGT cua nha truong.

- Day 4 tiét/tuan.

- Truc bén tr thtr 3, 5 hang tuan.

- Sinh hoat tai o 2-3.

I1. Phian c6ng nhiém vu gido vién, nhan vién

STT|

Ho va tén \ Chirc vu \ Nhiém vu dwoc giao

1. TO 1 (14 d/c)

- Giao vién chu nhiém 16p 1A1.

- Gio vién van | - Day 20 tiét/tuén.

- Sinh hoat chuyén mon tai t6 1.

-Thuc hién cac nhiém vu khac khi Hi€u trudng
phan cbng.

D/c: Db Thi Loan )
hoa

- Gido vién chu nhiém 16p 1A2.

_ Gidovién van | - Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t6 1.

-Thyc hién cac nhi¢m vy khac khi Hi€u truéng
phan céng.

P/c: Neuyén Thi Hoa
suy : hoda

- Gi4o vién chu nhiém 16p 1A3.
An Thi Bi - Gido vien van | - D 20 tiet/man. .
D/c: Tran Thi Bich Ngoc hoa - Sinh hoat chuyén mon tai to 1.

- Thuc hién cac nhiém vu khac khi Hiéu
truédng phan cong.

- Gi4o vién chu nhiém 16p 1A4.
2.2 - Xay dung ke hoach hoat dong, trién khai cac
- TO trudng to 1 R . R SR . Aeoq~
A hoat dong cua t6; Dy gio tham 16p boi dudng
- G140 vién van huven mon: kidm tra 2i4o 4n. he 40 vien:
P/c: Lé Thi Hanh hoa chuyén mon; kiém tra giao 4n, ho so gido vién;
- Cham cong lao dong t6 1.
- Day 17 tiét/tuan.
- Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.

- T6 truong CH

- Gi&o vién chu nhiém lop 1AS.
- Day 20 tiét/tuan. 7
_ Gido vién vin | Sinh hoat chuyén mon tai to 1.
b/c: Dinh Thi Nhat ) - Kiém nhiém ho tr¢g huéng dan d/c Van Anh
hoa X oA , N
ve cong tdc TV cua nha truong.
- Thuc hién cac nhiém vu khac khi Hiéu
truong phan cong.

- Day b mon 23 tiét/tuan.

- Sinh hoat chuyén mon tai t6 1.

Hanh héa - Thyc hién cac nhiém vu khac khi Hiéu
truong phan cong.

P/c: Pham T Hong - Gi4o vién van

P/c: Nguyén TMinh | - GV Mithuat | - Day 23 tiét/tudn Mon Mi thuat khdi 1,2; Tin




Thuy

hoc khéi 3.

- Sinh hoat chuyén mon tai to 1.

- Thuc hién cac nhiém wvu khac khi Hiéu
truong phan cong.

P/c: Trwong T. Thu

- Day 23 tiét/tuan Mon Mi thudt khoi 3,4,5.
- Sinh hoat chuyén mon tai to 1.

8 Huong -GV Mithuat | “np o hien cdc nhidm vu khdc khi Hiéu
trudng phan cong.
- Day 21 tiét/tuan mén Tiéng Anh K4, K5.
- Phy trach phong hoc ngoai ngir.
- Giao vién - Cung tb truong hoan thanh cac ho so to. Thu
g | Dle:Hoang T.Héng | Tieng Anh ky t0. -
Nhung - T6 pho-To6 pho | - Thyc hi¢én moi cong viéc cua to khi to truong
cong doan vang.
- Thuc hién cac nhiém wvu khac khi Hiéu
trudng phan cong.
- Day 23 tiét/tuan mon Tiéng Anh K5
10| Ple:Lé ThiMinh |- Gido vién - Sinh hoat chuyén mon tai t0 1.
Nguyét Tiéng Anh - Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.
- Day 23 tiét/tuan mon Tiéng Anh K3
11 D/c: Piang Thi Ngoc | - Giao vién - Sinh hoat chuyén mén tai to 1.
Dung Tiéng Anh - Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.
- Day 20 tiét/tuan mén Tiéng Anh K1,2, 3
12 D/c: Phan Thi Thu - Qiéo Vién - Sinh hoat chuyén mén tai t6 1.
Trang Tiéng Anh - Thuc hién cac nhiém vu khac khi Hiéu
truong phén cong.
- Gido vién van o
. ~ | hoa - Di biét phai tai truong Quoc té
13| Dfe: Pham Thanh Hu¢ | _ Uy vién - Sinh hoat Pang va Cong doan tai nha truong.
UBKTCDH
-Phé BT chi bo
- Pho hiéu : A a2
. . ‘ trong - S1£1h hf)at (ihuyen.[non tai tp 1.A 5
14 | P/c: Trinh Thi Thu Binh - Ba phan cong nhiém vu tai Phan 1. Ban gidm
: : -PCT HDT A
e, hiéu
- Chi hoi truéng
khuyén hoc
2. TO 2-3 (16 d/c)
o - Gido vién chu nhiém 16p 2A1.
. - Glao vién van K A
D/c Nguyén T.Phwong | p4, - Day 20 tiét/tuan. o
1 - . - Sinh hoat chuyén mén tai t6 2-3.
Hai “PhoBT - Thyc hién cic nhiém vy khac khi Hicu
DTNCSHCM e A i i i
truédng phan cong.
. . - Gido vién chu nhiém 16p 2A2.
) D/c: Nguyeén T.Thuy - Gi4o vién vian | - Day 20 tiét/tuan.

Lién

hoda

- Sinh hoat chuyén mon tai t 2-3.
-Thuc hién cac nhiém vu khac khi Hi€u trudng




phén cong.

P/c: Nguyén T. Hoai
Linh

- Giao vién van
héa

- Uy vién BCH
Poan
TNCSHCM

- Giao vién chu nhiém 16p 2A3.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t6 2-3.

-Thuc hién cac nhiém vu khéc khi Hi¢u truong
phan céng.

P/c: Nguyén Thi Hiang

- T6 phé t6 2-3
- Gido vién van
héa

- T6 trudong CP
- Uy vién
UBKTCD

- Gido vién chu nhiém 16p 2A4.

- Tham muu cho T truong xay dung ké hoach
hoat dong, trién khai cac hoat dong cua t6; Du
gio tham 16p bdi dudng chuyén mén; kiém tra
gido an, ho so gido vién;

- Chim cong lao dong t6 2-3.

- Day 18 tiét/tuan.

-Thuc hién cac nhiém vu khac khi Hiéu truong
phan céng.

D/c: Nguyén Thi Hao

- Giao vién van
hoa

- Gi4o vién chu nhiém 16p 2AS5.

- Day 20 tiét/tuan.

- Sinh hoat chuy&n mén tai t6 2-3.

- Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.

P/c: Dwong Thi Hai Yén

- Gido vién van
hoa

- Day bo mén 23 tiét/tuan.

(Tir thang 9 dén hét 24/12/2022 day 19 tiét,
con nho).

- Sinh hoat chuyén mon tai t6 2-3.

- Thuc hién cac nhiém vu khac khi Hiéu
truong phén cong.

P/c: Ha Thi Tuyét

- Chu tich Cong
doan

- T6 trudng t6 3
- Giao vién van
hoa

- Gido vién chu nhiém 16p 3A1.

- Chiu trdch nhiém chi dao thuc hién cong tac
Cong doan.

- Xay dung cac ké hoach, bao céo cong tac
Cong doan.

- T6 chitc cac HNCD, cung cép thong tin vé
ché do chinh sach, quyén loi cia doan vién
Cb.

- Xay dung ké hoach hoat dong, trién khai céac
hoat dong cua to;

- Dy gio tham 16p boi dudng chuyén mén;

- Kiém tra gido an, hé so gido vién;

- Day 16 tiét/tuan.

- Thuc hién cac nhiém wvu khac khi Hiéu
trrdng phan cong.

D/c: Dang Thi Ngoc
Bich

- Giao vién van
hoda

- Giao vién chu nhiém 16p 3A2.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t6 2-3.

-Thuc hién cac nhi¢m vu khac khi Hi€u trudng
phén cong.

P/c Nguyén Thu Thiy

- Giao vién van
hoda

- Gido vién chu nhiém 16p 3A3.
- Day 20 tiét/tuan.




- Sinh hoat chuyén mon tai to 2-3.
- Thuc hién cac nhiém vu khac
truédng phan cong.

khi Hiéu

10

D/c: Pham Thi Tra My

- Gido vién van
héa

- Gido vién chu nhiém 16p 3A4.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai to 2-3.

- Thuc hién cic nhiém vu khac
truédng phan cong.

khi Hiéu

11

P/c: Pinh Thi Kiéu

- Gido vién van
hoa

- Gi4do vién chu nhiém 16p 3AS.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t6 2-3.

- Thuc hién cac nhiém vu khac
truong phan cong.

khi Hiéu

12

P/c: Bui Thi TAm

- Gido vién van
hoa

- Giao vién chu nhiém 16p 3A6.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai to 2-3.

- Thuc hién cac nhiém vu khac
truong phén cong.

khi Hi¢u

13

P/c: Nguyén Thi Hoan

- Giao vién van
hoa

- Day bo mon 23 tiét/tuan.

- Sinh hoat chuy&n mén tai t6 2-3.

- Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.

14

D/c: Tran T. Thanh
Lam

- GV Am nhac
- Thu ky HDT,
HDSP

- Thu ky, Ké
toan Cong doan

- Day 21 tiét/tuan M6n Am nhac khdi 2,3,4, 5.
- Ho trg xay dung va phu trach tap luyén cac
chuong trinh van ngh¢ cua GV - HS.

- Kiém dién GVNV dy L& chao co. Kiém dién
GVNV dau gi0 cac cude hop, bao cao Chu tri
cudc hop.

- Ghi nghi quyét, bién ban cac cudc hop.

- Lén lich c6ng tac thang sau cudc hop hoi
ddng 01 ngay.

- Thyc hién nhiém vu ké toan Cong doan.

- Thuc hién cac nhiém vu khac khi Hiéu
truédng phan cong.

- Sinh hoat chuyén moén tai t6 2-3

15

P/c: Nguyén T. Tuyét
Mai

- GV Am nhac
-TPT Doi
TNTP Ho Chi
Minh.

- Day 2 tiét/tuin Mén Am nhac khéi 1.

- Phu trach xay dung va to chtrc tap luyén cac
chuong trinh van ngh¢ cua GV - HS.

- Phu trach phan cong, theo doi tryc ban cua
GVNV va HS hang ngay.

- Phu trach tuyén truyén, danh gia viéc thuc
hién ATGT khu vuc cong truong (Puodng sit,
duong qudc 10).

- Theo ddi HS nghéo, can nghéo, HS khuyét
tat, HS c6 hoan canh khd khan, dién chinh
sach,...




- Tong hop s§ s hoc sinh, bao cao BGH trudc
8h hang ngay.

- Theo ddi ché do, chinh sach cua hoc sinh.

- Phu trach, theo doi, danh gia viéc thuc hién
hoat dong gitra gido cua GV va HS.

- Phu trach, theo doéi, danh gid viéc don, tra
hoc sinh cudi cac budi hoc.

- T chitc cac hoat dong Do1 va Sao nhi, cac
hoat dong ngoai gio 1én 16p theo chi dao cua
HDD thanh phd, ciia BGH truong.

- Thuc hién va luu trit dy db, khoa hoc céc hd
so cong tac Doi.

- Phu trach cong tac hoc sinh - ngoai khod -
TDTT.

- Phy trach cong tac thong tin, tuyén truyén,
bang thong tin dién t&, trang facebook,
website nha truong. T6 chuc cac hoat dong
cua Lién doi, HDNGLL, HDNK.

- Chiu trach nhiém quan 1y hd so, bao céo hd
so ATGT; Quan ly loa may, mic cac hgi nghi
tai phong Hoi truong, Cac gio chao co, cac
HPNK, cac budi Lé tai san trudng,...

- Bat tat diéu hoa (bdt trudc 15 phit), bong
dién, quat tran,... tai phong hoi trudng cac
budi hop, hoi nghi,..

- Day 02 tiét/tuan.

- Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.

- Sinh hoat chuyén mén tai to 2-3

- Pho hi¢u
P/c: Toéng T. Minh Loan | truéng - Sinh hoat chuyén maon tai to 2-3.
16 -Ph6 CT Cong | - P phan cong nhiém vu tai Phan I. Ban giam
doan hiéu
- Chi hoi truéng
Chir thap do
4.TO 4-5 (17 d/c)
- Gi&o vién chu nhiém 16p 4A1.
- Xay dung ké hoach hoat dong, trién khai céc
- T6 trudng to hoat dong cua t6;
4+5 - Dy gid tham 16p boi dudng chuyén mon;
1 | B/c: Ngo Thi Thu - Gido vién van | - Kiém tra gido an, hd so gido vién t6 4, 5;
hoa - Day 17 tiét/tuan.
- T6 truong CPD | - Chdm cong lao dong t6 4, 5.
- Thuc hién cac nhiém vu khac khi Hiéu
truédng phan cong.
2 | P/e: Vii Thi Ngan - Gi4o vién chu nhiém 16p 4A2.




- Gido vién van
héa

- Uy vién
BTTND

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai td 4, 5.

- Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.

- Gido vién van

- Gido vién chu nhiém 16p 4A3.
- Day 20 tiét/tuan.

3 | P/c: Vi Hong Thanh hoa - Sinh hoat chuyén moén tai t6 4, 5.
- Thuc hién cic nhi€ém vu khac khi Hi¢u
trrdng phan cong.
- Gi4o Vién chu nhiém 16p 4A4.
N - Giao vién van | - Thuc hién cac nhiém vu ciia Ban TTND.
4 D/c: Pham Thi Hong hda - Day 18 tiét/tuan. q
Lién - Truong ban - Sinh hoat chuyén mon tai to 4, 5.
TTND - Thuc hién cic nhiém vu khac khi Hiu
trudng phan cong.
- Gi4o vién chu nhiém 16p 4AS.
- | - Gidovien van | - Day 20 ticvtuan. .
5 | B/c: Pham Phuong Hau h - Sinh hoat chuyén mén tai tb 4, 5.
0a - Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.
- Day bo mén 23 tiét /tuan. ,
RN Th: VA -z - Sinh hoat chuyén mon tai to 4, 5.
6 | bfe: BUIThi Van -GVvanhoa | “n o hien cac nhiem vy khac khi Hiéu
trudng phan cong.
- Gi4o vién chu nhiém 16p 5AL.
3 Gido Vién va - Day 20 tiét/tuan.
7 | D/e: Nguyén Thi Minh | - 2O VIETVAR 1 ginh hoat chuyén mon tai 6 4, 5.
oa - Thyc hién cac nhiém vy khic khi Hiéu
trudng phan cong.
- Gi4o vién chu nhiém 16p SA2.
. . |- Giso vien van | - D2y 20 tiét/tuan. q
8 | P/c: Tran Thi Thu Thay hoa - Sinh hoat chuyén mon tai to 4, 5.
- Thuc hién cac nhiém vu khac khi Hiéu
trurdng phan cong.
- Giao vién chu nhiém l6p SA3.
D/c: Nguyén T. Viét _ Gido vien van | - Py 20 tiét/tuér}. o
9 H z“mg hoa - Sinh hoat chuyén mon tai to 4, 5.
- Thuc hién cac nhiém vu khac khi Hiéu
truong phén cong.
- Gido vién chu nhiém 16p SA4.
< : A - Gido vien van | D8y 20 tict/tuan. . 2
10 | D/c: Dang Thi Khuyén hoa - Sinh hoat chuyén mén tai to 4, 5.
- Thuc hién cac nhiém vu khac khi Hiéu
truédng phan cong.
- Gi4o vién chu nhiém 16p 5AS.
11 | D/c: B3 Minh Huong - Qiéo vienvan | - D_ay 20 tiét/tudn. o
héa - Sinh hoat chuyén mon tai t6 4, 5.
- Thuc hién cac nhiém vu khac khi Hiéu




truong phan cong.

- (3iao vién van
hoéa

- Gi&o vién chu nhiém 16p 5AG6.
- Day 18 tiét/tuan;

12 | Pham Thi Thiiy Nega -Tophd to 4+5 | - Sinh hoat chuyén mén tai t6 4,5.
- To pho Cb - Thyc hién cac nhiém wvu khac khi Hiéu
- Pho trudng trrong phan cong.
BTTND
- Day bo mén 23 tiét/tuan. q
. X . - s - Sinh hoat chuyén mon tai to 4, 5.
13 | Ble: Nguyen MaiHuong | - GVvanhoa | " “Piat cae nhiem vu khic khi Hicu
trudng phan cong.
- Day 23 tiét/tuan M6n Thé duc khéi 3,4,5.
- Sinh hoat chuyén mon tai to 4-5.
14 | B/c: Cao Thi Té Huyén |- GV Thé duec |~ PP trdch cdc cude thi vé TDTT cta nha
’ truong.
- Thuc hién cac nhiém vu khac khi Hiéu
truong phan cong.
- Day 23 tiét/tuan GDTC K1,2,3.
- Xay dyng va thuc hién cac ké hoach, bao cao
cdng tdc Boan TNCS HCM.
- Phu trach to chtrc thuc hién cac hoat dong
] - GV Thé duc ctia Poan Thanh nién theo chi dao ctia Poan
15 | P/c: Luu Thi Luyén - Bithu Poan | cép trén.
TNCS HCM - Téap luyén cac cudc thi vé TDTT cia nha
truong.
- Sinh hoat chuyén mon tai t6 4-5.
- Thuc hién cac nhi€ém vu khac khi Hiéu
truédng phan cong.
- Day 22 tiét/tuan mén Tin hoc khoi 4,5.
- Chiu tréch nhiém quan ly may, thiét bi,
CSVC va dam bao vé sinh phong Tin hoc.
16 | P/c: Vii Thu Huyén - GV day Tin - Hb trg tmg dung CNTT cho CBGVNV nha
hoc (HDT) truong.
- Sinh hoat chuyén mon tai tb 4-5.
- Thuc hién cac nhiém vu khac khi Hiéu
truong phén cong.
17 | P/e: Lai Thi Thanh Linh | - Higu truéng - ba phan cong nhi¢m vu ¢ |. Ban giam hiéu.

4. TO VAN PHONG (8 d/c)

D/c: Bui Thi Van Anh

- T6 trudng to

VP

-Y té, thu quy
- Phu trach thu
vién-thiét bi

- Phu trach toan bo cong tac Y té hoc duong.

- Kiém thu quy nha truong, ban tra. Thu chi
cac khodn thu trong va ngoai ngan sach theo
quy dinh.

- Kiém phu tréch cdng tac Thu vién-Thiét bi.

- Thyc hién ddy du nhiém vu va quan 1y ho so
vé cong tac Y té hoc dudng, truong hoc an
toan phong chdng TNTT, t6 vin phong.

- Truc y té cac budi trua hang ngdy trong tuan
(tr 10h30-13h30).




- Phu trach quan 1y con dau.

- Phu trach cong tdc Hanh chinh.

- Phu trach cong tac vé sinh hoc duong, cham
soc khudn vién cay canh truong hoc.

- Phu trach kiém tra vé sinh cac 16p hoc, khu
vuc cac nha vé sinh, vé sinh chung toan
truong, phdi hop y té phuong trong cac hoat
dong.

- Phy trach cong tac BHYT hoc sinh.

- Kiém tra VSAT thyc pham; Luu mau thic
an hang ngay; Thuc hién cac nhiém vu khac
khi Hi€u trudéng phéan cong.

- Phu tréch chi dao T6 van phong chiu trach
nhiém don dep, sip xép ban ghé, trang thiét bi
gon gang, trang tri, chuan bi CSVC, cbc, nudc
phong Hoi treong cac cudce hop, hoi nghi.

- Thuc hién cac nhiém vu khac do Hiéu
truong phén cong.

P/c: Nguyén Thi Huwong

- T pho to VP
- Ké toan

- Phu trach toan bo cong tac tai chinh — ké
toan trong nha truong (cdc khodn thu chi trong
va ngoai ngan sach).

- Thyc hién hoan tat, luu trir ddy du, khoa hoc,
chinh xac, minh bach cac ching tir, cac hd so,
sO sach vé tai chinh theo dung quy dinh.

- Phu trach cap nhat, theo doi tai san, CSVC.

- Phu trach cong tac luong, tham nién, ché do,
chinh s&ch cho CBGVNYV va HS.

- Phu trach cong tac cong khai va Iuu trit ho so
cong khai theo quy dinh.

- Quan 1y, cap nhap hd so vién chic.

- Téng hop s6 hoc sinh an, nhan s6 luong suat
an, tong hop, 1am ho so, ching tir cong tac ban
tri, cac mo hinh hoc ngoai khoa, nudc uéng.

- Thyc hién cong tac Van thu luu trit, cap nhat
cong vin di- dén, so tiép dan, quan 1y cac ho
so cua nha truong.

- Sinh hoat tai T6 van phong, thuc hién theo
phan céng cua d/c To truong. Piéu hanh to
thay khi d/c T6 truong di vang.

- Thuc hién cac nhiém vu khac do Hiéu
trudng phan cong.

P/e: Vi Van Van

- Bao vé
- Nhém truong
bao vé

- Bao vé toan bd tai san, CSVC, trang thiét bi,
d6 dung, ciy xanh, cdng trinh, kién tric, an
ninh cua truong.

- Stra chira nho trong truong.

- Cit tia cdy canh, cdy bong mat cia truong.

- Sinh hoat tai T6 van phong, thuc hién theo
phan cbng cua d/c T6 trudng.




- Thuc hién cac nhiém vu khac do Hiéu
truédng phan cong.

P/c: Nguyén Vin Tép

- Bao vé

- Bao vé toan b tai san, CSVC, trang thiét bi,
dd dung, cdy xanh, cong trinh, kién trtc, an
ninh cua truong.

- Stra chita nho trong truong.

- Cit tia cdy canh, cdy bong mat ciia truong.

- Sinh hoat tai T6 van phong, thuc hién theo
phan céng cua d/c To truong.

- Thuc hién cac nhiém wvu khac do Hiéu
trudng phan cong.

D/c: Ngo Van Phuc

- Bao v¢

- Bao v¢ toan bo tai san, CSVC, trang thiét bi,
dd dung, cy xanh, cong trinh, kién trtc, an
ninh cua truong.

- Stra chita nho trong trudng.

- Cit tia cdy canh, cdy bong mat cila truong.

- Sinh hoat tai T6 van phong, thuc hién theo
phan céng cua d/c To truong.

- Thuc hién cac nhiém vu khac do Hiéu
trudng phan cong.

D/c: Lwong Thi Ven

- V¢ sinh
- Nhém truong
V¢ sinh

- Don v¢ sinh chung.

- Chiu trach nhi€ém v¢ sinh day nha hiéu bo
nha A; Diy phong hoc 2 ting nha B; nha vé
sinh hoc sinh sb 2, San thé chat, sin cong
truong.

- Cham s6c, cit tia khudn vién cay canh.

- Sinh hoat tai T6 van phong, thuc hién theo
phan céng cua d/c To truong.

- Bé nudc ubng cac phong hoc, phong hiéu
bg; Thuc hién cac nhiém vu khac do Hiéu
trudng phan cong.

D/c: Bui Thi Than

- V¢ sinh

- Don v¢ sinh chung.

- Chiu trach nhi€ém vé sinh day phong hoc 3
tang nha C; Nha vé sinh hoc sinh s 1, San thé
chat, san cong trudng.

- Cham séc, cit tia khudn vién cay canh.

- Bé nudc udng cac phong hoc, phong hiéu
bo.

- Sinh hoat tai T6 van phong, thuc hién theo
phan céng cua d/c T6 trudng.

- Thuc hién cac nhiém vu khac do Hiéu
trudng phan cong.

P/c: Vii Thi Tan

- Vé sinh

- Don v¢ sinh chung.

- Chiu trdch nhiém v¢ sinh day phong hoc,
nha vé sinh day 3 t?mg nha D, San thé chit,
san cong truong.

- Cham séc, cit tia khubn vién cay canh.

- Bé nudc udng cac phong hoc, phong hiéu




bo.

- Sinh hoat tai T6 van phong, thuc hién theo
phan céng cua d/c To truong.

- Thuc hién cac nhiém wvu khac do Hiéu
truédng phan cong.




