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

TRUONG TH LE HONG PHONG Dgc 1ap- Tu do- Hanh phuc
86: 96/QD-LHP Udng Bi, ngay 2 thang 8 nam 2023
QUYET PINH

V/v phin cong nhiém vu can bd, gido vién, nhan vién truwong
Ti€u hoc L& Hong Phong — Nim hoc 2023-2024

HIEU TRUONG TRUONG TIEU HQC LE HONG PHONG

- Can ctr nhiém vu quyén han cua hiéu truong dugc qui dinh trong Diéu 1& truong
Ti€u hoc hoc ban hanh kém theo Thong tu s6 28/2020/TT-BGD&DPT ngay 4 thang 9
nam 2020 cua Bo Gido duc va Pao tao;

Can ctr vao nhiém vu nim hoc 2023-2024 va tinh hinh thyc té ctia nha truong;
Xét nang luc chuyén mon cua cac ca nhan.
QUYET PINH:

DPiéu 1. Phan cong nhiém vu cho cac can b, gido vién, nhan vién nha truong (O
van ban kem theo);

Piéu 2. Cac ong (ba) pho hi¢u trudng, cac td chitc doan thé, cac ca nhan co trach
nhiém thuc hién tét nhiém vy, tdng cuong su phéi két hop cong tac va chiu trach nhiém
truée Hiéu truong vé nhimg nhiém vy duoc phan cong;

Piéu 3. Cac bo phan, ca nhan c6 lién quan va cac ong, ba c6 tén tai Piéu 1 cin ctr
quyét dinh thi hanh.

Quyét dinh ¢ hiéu lyc ké tir ngay 1/8/23

HIEU TRUONG
Noi nhan: e

- PhongGD&DT (b/c);
- Nhu biéu 1;

- Luu.

Hoang Thi Hu¢



PHAN CONG NHIEM VU
Can b§, Giao vién, Nhan vién trong nha truong nim hoc 2022- 2023
(Kém theo QB so 75/QP-THLHP ngay 8/8/20222 ciia Hiéu truong truong TH Lé Hong Phong)

TT | Hotén Nim | Trinh | Vi | S Nhiém vu
sinh a9 tri | tidt
viée
lam
Phu trach chung cac hoat dong nha truong; chi dao
quan 1y nhan sy; cong tac thi dua khen thuong; danh
gia vién chirc; danh gid chuan NNGV; Cong tac tai
A chinh; cong khai 36; cong tac ky cuong hanh chinh;
\ . . | Hiéu s 1 1A o , A 1 YR
1 Hoang Thi 1970 Pai trtfc"y 5 | Qquan 1y ho so vién churc; nhan sy, su ly don tiép dan,
Hué hoc ng cong tac day thém hoc thém, phoi hop giam sat hoat
dong BDDCMHS; trang bi co s& vat chat va xay
dung nha truong; Phu trach an ninh trit ty truong
hoc, chi dao cong tac v€ sinh, chdm so6c khuon vién
cdy canh truong hoc. Truc diém trudng chinh.
Chiu trach nhiém trudc Hi¢u trudng va lanh dao cép
trén vé cac nhiém vu sau: chi dao chuyén mén toan
truong; cong tac phd cap giao duc tiéu hoc; Quan ly
viéc thuc hién nén nép gido vién va hoc sinh; Phu
Pho trécl} cong tac doan thé - xa hoi, cong tac h(_)g sinh — ngogi
Trinh Thi Pai | Hicu khoa—y t€.; cong tac thu vién, thit bi, kiém dinh chat
2 Tuyét 1978 hoe | trus 4 | lugng, truong chuan Quoc gia; xeép thoi khoa bitu;
Nhung ; phan cong day thay; cong tac ban trh; t6 chuc kiém
ng . Y ~ \ AL A A
tra dinh ky; boi dudng thuong xuyén; cic cudc van
dong va phong trao thi dua; cong tac thong ké, bao
C40; CAC trang mang — thong tin dién tir; tuyén sinh;
thuc hién cdc nhiém vu khac do Hi¢u truong phéan
cdng; Truc diém co s6.
Phu trach cong tdc do6i, hoat dong ngoai giod, hoat
3 Luong Thi 1978 an T°T | 8 dong TDTT, cong tac hoc sinh; Cong tac phé cap;
Huong dang coOng tac kiém dinh; day bd mon, thuc hién cac nhiém
vu khéc khi Hiu trudng phan cong.
- Day va chu nhiém 16p 5A; Phuy trach chuyén mon
4 Nguyén 1087 Dai TI-\I-/IC 17 t6 3.4, 5, gitip d& bdi dudng chuyén mén gido vién
Thi Ha hoc | 345 trong to; Cong tac pho cap; cong tac kiém dinh; Thuc
hién cac nhiém vu khac khi Hi¢u truong phan cong.
- Day va chu nhi¢m 16p 4A; Phu trach chuyén mon,
L . | TPC gitip d& gido vién trong t6; Coéng tac phd cip; cong
g | PinhAnh | o0y | Pai | "1 o0 | tac kiém dinh; Thyce hién céc nhiém vu khac khi Hiéu
Tuyet hoc 3,45 trudng phan cong.
Dinh Thi - Day va chu nhiém 16p 3c; giﬁp»d& giéo vién trong
6 Phuong : 1979 bH | GV | 20 | t6, Cong tac pho cap; cong tac kiém dinh; Thyuc hi¢n

cac nhiém vu khac khi Hi€u truéng phan cong.




DJ Thi

- Day va chu nhiém 16p 3A; Thanh tra nhan dan, Thu
ky hoi dong nha truong, Cong tac phod cép; cong tac

T I Ngoca | 1989 | PH | GV 120 e dinh: Thuc hién cac nhiém vu khéc khi Hiéu
trudng phan cong.
Neuvin Day va chu nhiém 16p 5B; Cong tac phé cap; cong
g | BWCN 1 1938 | PH | GV | 19 | tac kiém dinh; Thuc hién cic nhiém vu khac khi Hiéu
Ngoc Phu \ A A
trudng phan cong.
Neouvin Day va chu nhiém 16p 4C; Cong tac phé cap; cong
9 | i van 1986 | PH | GV | 20 | tac kiém dinh; Thyc hién cac nhiém vu khac khi Hiéu
: trudong phan cong.
Pham Thi Day va chu nhiém 16p 5C; Cong tac phd cap; cong
10 Thﬁ : 1990 PH | GV | 20 | tac kiém dinh; Thuc hién cac nhiém vu khac khi Hiéu
y truong phan cong.
x TTC Day va chu nhiém l6p 1C; diéu hanh hoat dong
Nguyén A A a2 A , A A A 1R
11 | Thi 1988 PH M 17 chuyén mon cua to, Cong tac pho cap; cong tac kiem
y To dinh; Thyc hién cac nhiém vu khac khi Hi¢u trudng
Huong A A
1,2 phan cong.
12 | PO Thi 1984 | DH | Gv | 20 | Nehithaisin
Hiéen
Trin Thi Day V:él chu nhiém 16p 1B; Cong tac pho cap; cong
13 1988 Cb | GV | 20 | tac kiém dinh; Thuc hién cac nhiém vu khac khi Hiéu
Thu Hoai . A A
trudng phan cong.
Vii Thi Day va chu nhiém 16p 2A; Cong tac pho cép; cong
14 . 1973 PH | GV | 20 | tac kiem dinh; Thuc hién cac nhi€ém vu khac khi Hié¢u
Thu Thay . A
trudng phan cong. ﬂ
Bui Thi TPC Day va chu nhiém 16p 2B; Cong tac pho cap; cdng
15 L(L)lan : 1990 bH M 20 | tac kiém dinh; Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.
Boan Thi Day va chu nhiém 16p 3B; Cong tac pho cap; cong
16 Hio : 1991 PH | GV | 20 | tac kiem dinh; Thuc hién cac nhiém vu khac khi Hi¢u
trudng phan cong.
Hodne Thi - Day bo mon; Cong tac pho cap; cong tac kiém dinh;
17 Ti?ﬂyg '| 1974 | CP | GV | 20 | Thuc hién cac nhiém vu khéc khi Hiéu truong phan
cong.
Do Thi Pai | Gido - Day va chu nhiém 16p 4B; Cong tac pho cap; cong
18 | Khanh 1991 : o 20 | tac kiém dinh; Thuc hién cac nhiém vu khac khi
R hoc | vién oA . A oA
Hoa Hi¢u truong phan cong
) Dai ./ - Day va chu nhiém 16p 3C; Cong tac pho cép; cong
19 | Pham Thi | ya9: | poc | ©180 | 20 | tsc kibm dinh; Thye hién cic nhiém vu khic khi
Lam vién n \ A A
Hi¢u truong phan cong.
. . bai - Day va chu nhiém 16p 2C; Cong tac pho cap; cong
20 | PinhThi 11909 | hoc | 180 | 20 | tac kibm dinh; Thyc hién céc nhiém vu khic khi
Loan vién n \ A A
Hiéu truong phan cong.
Vil Thi Dai Gido Day va chu nhiém 16p 1A; Cong tac phé cap; cong
21 x 1984 hoc A 20 | tac ki€m dinh; Thuc hién cac nhiém vu khac khi Hi¢u
Huyén vien . A A
trudong phan cong.
- Day Am nhac; Phuy trach chuyén moén, giup d& giao
bang Thu Cao vién trong t0 bd mon; phu trach tap luyén van nghé
22 1981 2 23 | 19 > (PR O AR " .
Hanh dang cho GV va HS tham gia thi cac cap va hoat dong van

nghé ciia nha trudng (Mang vin nghé); Cong tac phd




cap; cong tac ki€ém dinh; Thuc hién cac nhi¢m vu
khéc khi Hiéu trudng phan cong.

Day bd mon; phu trach: Cong tac phd cap; cong tic
kiém dinh. Trang tri khanh tiét, bang zon, khau hiéu,

Trinh bai | Giao bang biéu trang tri, phu trach bai du thi v& cta hoc
23 | Phuong 1986 - 23 | . L A
Yén hoc | vién sinh... (Cac ndi dung thugc vé my thuat)
Thyc hién cac nhiém vy khac khi Hi¢u truong phan
cong
Luong 1991 | Pai | Gido | 20 Day T.Anh; Cong tac pho cap; cong tac kiém
24 Thg hoc | vién dinh.Thuc hién cac nhiém vu khac khi Hiéu truong
Huyén phan cong
25 | Pinhbuc | 1989 | Pai | Gido | 22 | Day mon Thé duc, Phu trach tap luyén cic mon thé
Thanh Hoc | vién thao thi cdp thanh phd, sira chita nho trong nha
truong, ; Cong tac phd cap; cong tac kiém dinh.Thuc
hién cac nhiém vu khac khi Hi€u trudng phan cong
26 Dinh Thi 1985 Dai G_iéo 22 Day bd mon; phu trach: Cong tac phé cap; cong tac
Niém Hoc | vién kiém dinh. Trang tri khanh tiét, bing z6n, khau hiéu,
bang biéu trang tri, phu trach bai dy thi v& cta hoc
sinh... (Cac ndi dung thudc vé my thuat)
Thuc hién cac nhiém vu khéac khi Hi¢u truédng phan
cong
27 | Nguyén 1980 | Pai | Gido | 22 | Day T.Anh; Cong tac pho cap; cong tac kiém dinh.
Thi Thom Hoc | Vvién Thyc hién cac nhiém vu khac khi Hi¢u truong phan
cong.
28 | Nguyén 1990 bai | Giao Day bd mon, Cong tac pho cép; cong tac kiém dinh.
Thi Hoai hoc | Vvién Thyc hién cac nhi¢m vu khac khi Hi¢u truong phan
Thu cong
1973 | Cao | Giao 1. Thu vién
dang | vién Quan Iy sach, bao cua don vi theo quy dinh;
Theo doi, quan ly viéc gido vién va hoc sinh
muon, tra séch;Tiép nhan, bd sung sach, tai liéu
tham khdo cho gido vién va hoc sinh;Truc phong
doc theo quy dinh;Xay dung ké hoach thu vién,
quan 1y sap xép ngin nap, khoa hoc dé tién loi
cho viéc tim sach. C6 ké hoac bd sung sach giao
29 Bang Thi khoa, sach tham khao, sach nghjép vu (Tham
Hoa muu voi ban giam hiéu thanh 13p t6 cong tac vién

thu vién); thuc hién cho muon sach, doc sach,
bao hang ngay va thu hdi muon sach hang tuan,
hang ky, hang nam; quan ly tai san thu vién; ho
s0' s0 sach muon, tra ghi chép day du dung quy
dinh, so theo ddi sach bao ...Hoc tip nang cao
chuyén mon nghiép vu.

2/ Thiét bi truwong hoc:

Phu trach thiét bi: C6 ho so sd sach ghi chép day




du tai san thiét bi; co s6 ghi chép muon va tra,
vach ké hoach hoat dong, mua samm, sira chita
trang thiét bi, 46 dung day hoc. Két hop voi dong
chi Pho hiéu trudong dé nang cao chat lugng hoat
dong cua phong thi nghiém; bao quan sap xép
ngan nap tién loi cho viéc su dung; chiu trach
nhiém néu dé xay ra hién tugng mat mat.

30

Defmg Thi
Huyén

1979

Pai
hoc

1. K& toan:
Thu thap, xtr Iy thong tin, s6 liéu ké toan; Kiém
tra, gidm sat cac khoan thu, chi tai chinh, cac
nghia vy thu, ndp, thanh toan no, kiém tra viéc
quan 1y, str dung tai san va ngudn hinh thanh tai
san; Phan tich thong tin, s6 lidu ké toan; Cung
cap thong tin, s liéu ké toan theo quy dinh cua
phap luat;Thuc hién quy dinh hi¢n hanh vé chirc
nang, nhiém vu cua ké toan; Chiu trach nhiém
tham muu véi thu truong don vi vé moi mit hoat
dong tai chinh; Bdo quan, theo doi co s& vat chat
cho nha truong; Soan thido cac van ban tai chinh,
hop dong, giao vién; Bao dam ché do kip thoi
cho can b, gido vién, nhan vién; Thyc hién hoan
tat, luu trix déy du, khoa hoc, chinh xac, minh
bach cac chung tur, cac ho so, s6 sach vé tai chinh
theo ding quy dinh;
2. Van Thu:
Hang ngay nhéan cong van va phan loai cong van,
tham muu cho ldnh dao sir 1y cong van; chuyén
cong van di; Quan 1y, Luu trit cong vin di-dén
theo quy dinh; Thuc hién cac nhi€ém vu khac do
Hi¢u truéng phan cong.

31

DJ Thi
Phuong

1976

Cb

1Y té

Cham soc suc khoé cho hoc sinh va giao vién tai
truong. Quan 1y tai san thiét bi y té, Kiém tra,
nhic nhd vé sinh hoc duong, VSATTP. Thuc
hién day da va quan 1y hd so vé cong tac Y té
hoc dudng, bao hiém hoc sinh. Luu mau thic in
hang ngay. Tong hop, kiém tra s6 luong, chit
luong suat an. Thyc hién cac nhiém vu khac khi
Hi¢u trudng phan cong.

2. Thu qui

Thu va chi theo quy dinh; Quan ly s6 sach theo
quy dinh; Quan ly tién mit theo quy dinh; Pam
bao cac hd so gidy to, chimg tir & rang, chinh
xac, gido vién ki nhan ghi o ho tén; Thu gilr 1ap
ho so s0 sach cac loai, cac khoan thu; Mua sam
cac loai dung cu sinh hoat hang ngay trong co
quan; Ddi chiéu s sach hang thang v6i ké toan




va trinh Hiéu truéng ky duyét; Bao cdo Hi€u
truong 1 thang/lan cac khoan thu chi ngan sach
va ngoai ngan sach

Cong tac phé cap; cong tac kiém dinh. Thyuc hién céc
nhiém vu khac do Hi¢u truéng phan cong; Truc ca
ngdy trong tuin.

32

Pham Phu
May

1960

Bao
vé

- Bdo v¢ toan bg tai san, CSVC, trang thiét bi, dd
dung, cay xanh tham cd, cong trinh, kién trtc, an
ninh cua truong; dam nhiém cong tac phong
chay, chita chay. Dam bdo an ninh an toan nha
truong 24/24, khong dé khach, hoc sinh ra vao tu
do, di lai tu do trong truong; dic biét khi dang
trong gio lam viéc.Khach vao lam viéc vé1 Hiéu
truong phai théng qua bao vé va phai biét 1y do
méi cho vao gip.- Phai chiu trach nhiém va boi
thuong thiét hai khi c6 sy cd xay ra.Bao v¢ xe
cua can bd giao vién, khach lam viéc (c6 dang
ky). Mét phai boi thudng theo gi tri hién tai.Stra
chira nho trong truong. Thuc hién cac nhiém vu
khac do Hiéu trudng phan cong.

33

Nguyén
Van Hao

1955

Bao
vé

- Bao vé toan bg tai san, CSVC, trang thiét bi, do
ding, cAy xanh tham co, cong trinh, kién trac, an
ninh cua truong; dam nhiém cong tac phong
chay, chita chay. Pam bdo an ninh an toan nha
truong 24/24, khong dé khach, hoc sinh ra vao tu
do, di lai ty do trong truong; dic biét khi dang
trong gio lam viéc.Khach vao lam viéc vé1 Hiéu
trudng phai théng qua bao vé va phai biét 1y do
méi cho vao gip.- Phai chiu trach nhiém va boi
thuong thiét hai khi c6 sy cd xdy ra.Bao v¢ xe
cua can bd giao vién, khach lam viéc (c6 dang
ky). Mat phai boi thuong theo gia tri hién tai.Stra
chira nho trong truong. Thuc hién cac nhiém vu
khac do Hiéu trudng phan cong.

34

Tran
Xuan
Mich

1950

Bao
vé

- Bao v¢€ toan bo tai san, CSVC, trang thiét bi, dd
ding, cay xanh tham co, cong trinh, kién trac, an
ninh cua truong; dam nhiém cong tac phong
chdy, chita chay. Pam bdo an ninh an toan nha
truong 24/24, khong dé khach, hoc sinh ra vao tu
do, di lai ty do trong truong; dic biét khi dang
trong gio lam viéc.Khach vao lam viéc véi Hiéu
truong phai thong qua bao vé va phai biét Iy do
méi cho vao gip.- Phai chiu trach nhiém va boi
thuong thiét hai khi c6 su cd xay ra.Bdo vé xe
cua can bg giao vién, khach lam viéc (co6 dang
ky). Mat phai boi thuong theo gia tri hién tai.Stra
chira nho trong truong. Thuc hién cac nhiém vu




khac do Hiéu trudng phan cong.

35

Nguyén
Van Vé

1950

Bao
Ve

- Bao v€ toan bo tai san, CSVC, trang thiét bi, d6
ding, cdy xanh tham co, cong trinh, kién trac, an
ninh cua truong; dam nhiém cong tac phong
chay, chira chay. Pam bao an ninh an toan nha
truong 24/24, khong dé khach, hoc sinh ra vao tu
do, di lai ty do trong truong; dac biét khi dang
trong gio lam viéc.Khach vao lam viéc véi Hiéu
truong phai thong qua bao vé va phai biét 1y do
m&i cho vao gip.- Phai chiu trach nhiém va boi
thuong thiét hai khi cé su cd xay ra.Bao vé xe
cua can bd giao vién, khach lam viéc (c6 dang
ky). Mat phai boi thuong theo gid trj hién tai.Stra
chita nho trong trudng. Thuc hién cac nhiém vu
khéc do Hiéu trudng phan cong.

36

Nguyén
Thi Ngoc

1981

Ve
sinh

Chim soc hé thong cay xanh, cdy canh dam bao
xanh t6t vd my quan; VS truong 16p, phong chirc
nang, cic cong trinh VS, san truong ludn sach s¢,
gon gang...phuc vu nudc udng cho can bd gido
vién; Cung thuc hién nhitng nhiém vu khac duoc
giao.

Pham Thi
Hong Lién

1983

Ve
sinh

Chim soc hé thdng cay xanh, cdy canh dam bao
xanh tot va my quan; Quyét don vé sinh toan bd
khu vuc truong, phong chirc nang, cac cong trinh
VS, san truong luén sach s€, gon gang... phuc vu
nudc uéng cho can bd giao vién; Cung thuc hi¢n
nhiing nhiém vu khac duoc giao.




