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

TRUONG TIEU HQC KIM PONG Déc 1ap — Tw do - Hanh phic
Sé: 234/QD-THKD Uobng Bi, ngay 01 thang 9 nam 2021
QUYET PINH

V/v phan céng nhiém vu cho céan b, giao vién, nhan vién
Nam hoc 2021- 2022

HIEU TRUONG TRUONG TIEU HQC KIM PONG

Can cir nhiém vy va quyén han cua Hiéu trudng qui dinh tai Diéu 1é truong
tiéu hoc ban hanh kém theo Thdng tir s6 28/2020/TT-BGDPT ngay 04 thang ndm
2020 cua Bo Giao duc va bao tao;

Can cit Thdng tuw s6 28/2009/TT-BGD DT ngay 21 thing 10 nam 2009 ban
hanh quy dinh vé ché dg 1am viéc doi véi gido vién phé thong;

Can cur Thong twr so 15/2017/TT-BGD DT ngay 09 thang 6 nam 2017, Thong
tw svra doi, bo sung mét sé diéu Cua quy dinh ché dg lam viée doi véi gio vién pho
thdng ban hanh theo Thong tu s6 28/2009/TT-BGD PT ngay 21 thing 10 nam
2009 ban hanh quy dinh vé ché dé 1am viéc déi véi gido vién phé thong;

Can cir vao tinh hinh thyc té bién ché cia don vi va nédng Iuc cong tac cua
can bg, giao vién, nhan vién.

QUYET PINH:

7 biéu 1. Nay phan cong nhiém vu cho can bg, giao vién, nhan vién truong
Ticu hoc Kim Bong nam hoc 2021-2022 (c6 phan cong cu thé kém theo).

Pieu 2. Can bo, gido vién, nhan vién cin ctr vao nhiém vu dugc phan cong
c6 trach nhiém xay dung ké hoach hoat dong va thuc hién ké hoach cho phu hop
véi dac thu céng viéc duoc giao.

Picu 3. Céac dng (ba) trong ban giam hiéu, cac to chuyén mon, c4c to chuc
doan th¢ trong truong va cd nhan co tén tai Bicu 1 chiu trach nhiém thi hanh quyét
dinh nay.

Quyét dinh c6 hiéu luc ké tir ngay ky./.
Noi nhén: HIEU TRUONG
- Phong GD&DPT Udng Bi (B/c);

- Nhu diéu 3 (T/h);
- Luu: VT.

Dwong Thi Hong Luyén



PHAN CONG NHIEM VU TRONG NHA TRUONG NAM HQC 2021-2022
(Kem theo QD so 234/QBP-THKBD ngay 01/9/2021 V/v phan céng nhiém vu
can bg, giao vién, nhan vién nha truong)

STT Ho va tén Chirc vu Nhiém vu dwoc giao
- Chi dao chung tat ca cac hoat dong trong
nha truong.
- Chi dao, quan ly nhan su.
- Chi dao cong tac tai chinh, diéu hanh sir
dung ngan sach duogc cap.
- Chi dao thuc hién Ba cong khai; Ché do,
chinh sach CBGVNV va HS.
- Chi dao c6ng tac xay dung CSVC, khubn
vién, canh quan, an ninh trat tu nha
truong; xay dung ke hoach phat trién nha
, . | trrong, xay dung cac dé &n xa hoi hoa,
- Bi thu chi chuong trinh hoc ngoai khéa.
LA | bd - Phoi hop, giam sat hoat dong cua Ban
1 | Duong Thi Hong Luyén Hisu trusng | 44 dién CMHS trudng, cac 16p.
- Hleutruong | o dao cong tac dang.
- Phu trach quan Iy hd so vién chic cua
CBGVNV toan trudng.
- Truc cac ngay trong tuan
- Sinh hoat cuing t6 chuyén mén 1-2-3
- Day 2 tiét/tuan.
- Phu trach cong tac dang.
- Phu trach chi dao chuyén mén
- Phu trach thuc hién cdng tac cong khai
Ché do, chinh sach CBGVNV va HS.
- Phu trach cong tac kiém tra noi bo.
- Phu trach cong tac kiém dinh chat luong,
cong tac truong Chuan Qudc gia.
- Phu trach cong tac to chtc kiém tra dinh
- Ph6 bi thu | KY-
- Phu trach cong tac BDTX.
CB - Phu trach cong tac khuyén hoc trong nha
- Pho HT truong. , q
- CTCD Phu trach cong tac thong ké, tong hop,

Nguyén Thi Duyén

bao cao SMAS, EQMS, EMIS, PMIS,..

- Phu trach theo dai, kiém duyét viéc tham
gia trang Web nha truong.

- Quan ly nén nép thuc hién cac noi quy
nha trudng cua giao vién va hoc sinh.

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

- Chi dao thuc hién cong tdc VSMT,




phong chdng dich bénh covid-19.

- Phuy trach cong tac tuyén truyén, danh gia
viec thuc hién ATGT khu vuc cong
truong .

- Phu trdch cbng tac hoc sinh-
HDNGLL:Y té truong hoc - Thu vién,
thiét bi.

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

- Phu trach cdng tac phé cap gido duc tiéu
hoc, hoc sinh nghéo, hoc sinh khuyét tat.
Theo ddi hoc sinh chuyén di, chuyén dén.
Cong tac tuyén sinh.

- Phy trach cong tac thi dua - khen thuong,
danh gia vién chirc, danh gia chuan hiéu
truong, chuan phd hiéu truong, chuan
nghé nghiép GVTH

- Day 4 tiét/tuan.

- Tryc cac ngay trong tuan

- Sinh hoat cuing t6 4-5

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

- Thay mat Hiéu truong khi duoc uy
quyén.

bd Thi Hoa

- PCTCP;
Truong ban
TTND;

-T6 truong to
CMva Cb 1-
2-3

- Giao vién chu nhiém I6p 1A.

- Chi dao cdng tac cua to, kiém tra giao
an, ho so thanh vién trong to.

- Xay dung ké hoach, trién khai cong viéc,
béo cao cua Ban TTND.

- Day 18 tiét/tuan

- Sinh hoat chuy&n mén tai t6 1-2-3

- Thuc hién cac nhiém vu khac khi Hiéu
trerong phéan cong.

Pham Thi Bong

- Giao vién chu nhiém lop 1B.

- Day 21 tiét/tuan.

- Sinh hoat chuy&n man tai t6 1-2-3

- Thuc hién cac nhiém vu khac khi Hiéu
tredng phéan cong




- Giao vién chu nhiém lop 3A.
- Day 21 tict/tuan.

5 Ly Thi Thom - Sinh hoat chuy&n mon tai t6 1-2-3
- Thuc hién cac nhiém vu khac khi Hiéu
trerdng phan cong.
- Cung t6 truang hoan thanh cac ho so to.
Thu ky t6. Thuc hién cac nhiém vu khi t6
trerdng phan cong.
- Thuc hién moi cong viéc cua to khi to
oMo - kot b e 16p 36 Doy 20 663
x SNt A 2-3 - Giéo vién chu nhiém l6p 3B. Day 20 tict/tuan.
6 Nguyen Thi Mai L¢ - T6 pho CP |- Phu traich Website nha truong, phan
4 1-2-3 mém phé cap, kiém dinh chét luong gi4o
duc theo nhiém vu duogc phan cong.
- Thuc hién cac nhiém vu khac khi Hiéu
truong phan cong.
- Giao vién chu nhiém lop 2A.
- Day 21 tiét/tuan.
7 Luong Thi Thanh Linh - Sinh hoat chuy&n man tai t6 1-2-3
- Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.
- Giao vién chu nhiém 16p 2B.
i - Day 21 tiét/tuan.
8 Nguyen Thi Thay - Sinh hoat chuyén mon tai té 1-2-3
- Thuc hién cac nhiém vu khac khi Hiéu
trrdng phan cong.
- Day 23 tiét/tuan Mon Mi thuat, mén Ky
thuat, ThU cong va cac tiét luyén budi 2
9 Ngd Thi Lan - Sinh hoat chuy&n mén tai t6 4-5
- Thuc hién cac nhiém vu khac khi Hiéu
truong phan cong.
- Day 20 tiét/tuan mon Thé duc (giam 03
tiét tham gia phu trach hoat dong thé duc
thé thao toan truong).
- Phu trach cong t&c TDTT cac mon thi
dau dién kinh, bong da...
- B6i dudng, 1ap hd so- ké hoach dé to
chuc hoc sinh tham gia Hoi khoe Phu
Pong cap thanh phd trong nim hoc nim
10 hoc. Két hop cung Téng phu trach Doi to

Bui Thanh Chung

chic cac hoat dong gido duc ngoai gio 1én
l6p.

-Quan ly loa may cac hoi nghi, cac budi
L&, Trudng ban lao dong

- Phuy trach loa may, thiét bi am thanh...
cua nha truong.




- Sinh hoat chuyén mon tai t6 4-5
- Thuc hién cac nhiém vu khac khi Hiéu
truong phan cong.

11

Tran Thi Thuong

- TTCM t6 4-
5

- T6 trudng to
CDb 4-5

- Chi dao cong tac cua t6, kiém tra gido
&n, ho so thanh vién trong to.

- Gi&o vién chu nhiém lop 5B.

- Day 18 tiét/tuan

- Sinh hoat chuyén mén tai t6 4-5

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

12

Nguyén Thi Mién

- TPCM tb 4-
5 9

- T6 ph6 CD
to 4-5

- Cung t6 trueang hoan thanh cac ho so to.
Thu ky t6. Thuc hién cac nhiém vu khi t6
trudng phan cong.

- Gido vién chu nhiém lop 4B.

- Day 20 tiét/tuan.

- Sinh hoat chuy&n mén tai t6 4-5

- Thuc hién cac nhiém vu khac khi Hiéu
trrdng phan cong

13

Duong Thi Bich Nhén

- Day 23 tiét/tuan Mon Am nhac, mén
Dao dirc, TNXH va céc tiét luyén budi 2

- Sinh hoat chuy&n mén tai t6 4-5

- Xay dyng va té chac tap luyén céc
chuong trinh van nghé cua GV va HS.

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

14

Ly Thi Phuong

- Giao vién chu nhiém lop 5A.

- Day 21 tiét/tuan.

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

15

Nguyén Thay Hang

Ninh

- Giao vién chu nhiém lop 4A.

- Day 21 tiét/tuan.

- Sinh hoat chuy&n man tai t6 4-5

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

16

Luu Thi Lan Anh

BTCD
TPT
TKHD

- Ghi chép, giup viéc BGH trong viéc
tham muu cac vian ban , nghi quyét, bién
ban... quan 1y facebook nha truong

- Day 6 tiét/tuan

- Sinh hoat chuy&n man tai t 4-5.

- T6 chirc c4c hoat dong cua Poan thanh
nién nha truong.

- Tuyén truyén, danh gia viéc thuc hién
ATGT khu vuc cong trudng

- Phu trach phéan cong, theo doi truc ban
GV va HS hang ngay.

- Phan cong, theo ddi truc ban ATGT cua
HS va giao vién.

- Uy vién chi hdi Khuyén hoc- Chir thap




do: Theo ddi ché do chinh sach cua hoc
sinh, CB, GV, NV

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

- Phu trach, th’eo doi, C}énh gia viéc don,
tra hoc sinh cudi cac budi hoc.

- T6 chic céc hoat dong Poi va Sao nhi,
cac hoat dong ngoai gio 1én 16p theo chi
dao caa HPD thanh phd, cia BGH truong.
- Thyc hién va luu trit day du, khoa hoc
cac ho so cong tac Doi.

- Phu trach céng tac hoc sinh - ngoai khoa
- T6 chuc cac hoat dong cua Lién doi, HD
NGLL, HBDNK, HKPD cac cﬁ‘p

- Chiu trach nhiém quan ly ho so, bao cao
ho so ATGT; Nghi dinh 36;

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

17

Nguyén Thi Thanh Thay

- Day 23 tiét/tuan mén Tiéng Anh

- Sinh hoat chuy&n mén tai t6 4-5.

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

18

Pham Quynh Trang

TTt6 VP

- Chi dao cong tac cua t6, xay dung ké
hoach cong tac, danh gid xép loai hang
thang cua cac thanh vién trong to.

- Phu trach cong tac tai chinh dang; ho so
cong tac bang

- Sinh hoat chuyén mén tai to Vin phong,
thuc hién cdng tac ké toan — Hanh chinh.

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

19

Nguyén Thi Oanh

-Phu trach cong tac thu vién- thiét bi, kiém
nhiém thu quy nha truong, ban tra.

- Tham muu, soan thao hd so cong tac thu
vién — thiét bi nim hoc theo dung quy
dinh: K& hoach cong tac thu vién- thiét bi;
Ké hoach bd sung sach, thiét bi phuc vu
day hoc hang nam,...

- Phu trach quan ly phong tin hoc,
Internet, phong hoc trai nghiém trong nha
truong.

- Quan ly con dau cia nha truong (Ban
giao con diu cua nha truong cho Hiéu
treong khi di cong tac hodc nghi phep,
nghi 6m).

- Tham gia cong tac pho cap gido duc tiéu
hoc, kiém dinh chit luong gi4o duc theo




nhiém vu duoc phan cong.

- Sinh hoat chuy&n man tai té chuy&n mén
1-2-3

- Kiém nhiém cong tac y té, kiém tra VS
I6p hoc, khu vuc vé sinh, vé sinh chung
toan trudng; phdi két hop véi nhan vién y
té tram y té x4 kham SKBD cho HS va
phdi hop y té x& trong céc chién dich
phong dich bénh.

- Thuc hién cac cobng viéc khac khi Ban
gidm hiéu phén cong.

- Bao vé toan b tai san, CSVC, trang thiét
bi, d6 dung, cady xanh, cdng trinh, kién
trdc, an ninh cua truong.

20 | Pham Van Khai Bao vé - Sua chira nho trong truong.
- Thuc hién cac nhiém vu khac do Hiéu
truong phan cong.
- Béo‘vé toan bo tai san, CSVC, trang thi;‘:t
bi, d6 dung, cady xanh, cong trinh, kién
trdc, an ninh cua truong.

X A Bao vé - Sua chira nho trong truong.

21 CUNgoc Tan - Thuc hién cac nhiém vu khac do Hiéu
truong phan cong.
- VS chung, cham so6c khudn vién cay

i canh.
22 | Binh Thi Xuan Vé sinh ?

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




