PHONG GDDPT UONG BI CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS YEN THANH Doc lap - Tu do - Hanh phiic
S6: 86/QD-THCSYT Yén Thanh, ngay 23 thang 9 nam 2023
QUYET PINH

V/v phan céng nhiém vu ddi véi can b, gido vién
trwong THCS Yén Thanh nam hgc 2023-2024

HIEU TRUONG TRUONG THCS YEN THANH

Can cwe Thong tw 32/2020/TT-BGDPT ngay 15/9/2020 cua Bo Gido duc Pao
tao ban hanh Piéu 1¢ truong trung hoc co s6, truong trung hoc phé théng va truong
phé théng c6 nhiéu cdp hoc (Théng tw 32/2020/TT-BGDPT);

Can cu Thong tw 28/2009/TT-BGDPT ngay 21/10/2009 cia Bo Gido duc Pao
tao (GDDT) ban hanh Quy dinh vé ché do lam viéc doi véi gido vién phé thong;
Théng tw s6 15/2017/TT-BGDDT ngay 09/6/2017 ciia Bé truong B6 GDPT sira
d6i, bé sung mot sé diéu ciia Thong tw 28/2009/TT-BGDPT;

Can cur vao tinh hinh thyc té co cdu doi ngii cua don vi, xét nang lyc cua cdn
bo, gido vién, nhdn vién nha truong.
QUYET PINH:

Pidu 1. Ban hanh kém theo Quyét dinh nay ban phan cong nhiém vu dbi véi can
bo, gi4o vién truong THCS Yén Thanh - thanh phé Udng Bi nam hoc 2023-2024.

Piéu 2. Can b, gido vién trong nha trudng cé trach nhiém thuc hién nghiém
tac nhiém vu dugc phan cong, xay dung ké hoach hoat dong va thuc hién ké hoach
phu hop véi dic thu cong viée dugc giao, ddng thoi phdi hop va hd trg cac dong
nghiép dé hoan thanh nhiém vu chung ctia don vi.

Piéu 3. To chuyén mon, cac to chirc doan thé trong truong va nhitng ca nhan
c6 tén tai Piéu 1 chiu trach nhiém thi hanh quyét dinh nay.

Quyét dinh nay thay thé Quyét dinh sb 32/QD-THCSYT ngay 25/8/2023 va
Quyét dinh s6 62/QD-THCSYT ngay 04/9/2023 caa Hiéu trudng trudng THCS Yén
Thanh. Quyét dinh c6 hiéu luc ké tir ngay ky.

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

- Nhu diéu 3 (t/h) '
- Luu: VT.

Phan Thi Bich Hué
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PHAN CONG NHIEM VU
(Ban hanh kem theo Quyet dinh so 86/QP-THCSYT ngay 23/9/2023
cua Hiéu truong truong THCS Yén Thanh)

A. TINH HINH PQI NGU

- Tong sb can b, gido vién, nhan vién (CBGVNV): 36. Bién ché c6 mat 31/32 (01
nhan vién - Nguyén Vin Téi, biét phai nhan nhiém vu tai phong GDPT Udng Bi); hop
dong trudng 04.

- Can bg quan 1y (CBQL): 02 (Nt 02); Giao vién: 28 (Nir 26); Pang vién: 26;

- Trinh d6 1y luan chinh tri: Trung cép: 05; Trinh d6 chuyén mon, nghiép vu: Thac
si: 03; Dai hoc: 28;

-T6 chuyén mon (02) gém: td6 Khoa hoc Ty nhién (15 gido vién, 01 CBQL), td6 Khoa
hoc Xa hoi (13 gido vién, 01 CBQL).

B. PHAN CONG NHIEM VU

I. POI VOI CAC CHUC DANH CHU CHOT

1. Hi¢u truwéng: d/c Phan Thi Bich Hu¢

Thuc hién cic nhiém vu quy dinh tai Piém d, Khoan 1, Diéu 11, Diéu 1 truong
trung hoc co s, trudng trung hoc pho thong va trudng pho thong cé nhiéu cap hoc ban
hanh kém theo Thong tu 32/2020/TT-BGDDT.

- Sinh hoat tai t6 Khoa hoc X4 hoi.

- Tham gia giai quyet cac cong viéc thudce trach nhlem cua pho Hiéu truong khi dugc
dé nghi, hoic nhung Van dé phat sinh vuot qua thAm quyén cta pho Hiéu truéng phu trach
ma Hiéu truong thdy can phai tryc tiép giai quyét.

2. Pho Hi¢u truwéng: d/c Pham Thi Haio
- PBiéu hanh cong viéc dugc hiéu truong phan cong phu trach hodc y quyén.

- Phuy trach cong tac chuyén mén: quan 1y, diéu hanh, xdy dung ké hoach hoat dong;
tryc tiép phu trach cac to chuyén mon, phan cong giang day, sip xép thoi khod biéu; kiém
tra ho so cua gido vién; phu trach cac loai s6 sach nha truong, s6 diém dién tir...; Ky Xac
nhan hoc ba hoc sinh.

- Tham gia cung Hiéu trudng phu trach co sé& vat chét, thiét bi day hoc; truc tiép
quan ly, trién khai, t6 churc thyc hién hi€u qua viéc sir dung cac thiét bi day hoc tién tién,
thong minh trong giang day.

- Chi dao, kiém tra, giam sat tinh chinh xac, kip thoi ciia bd phan phu trach cong
nghé thong tin, quan 1y phan mém QLTrH, CSDL nganh.

- Phu trach phé cap, hd so minh chung, kiém dinh chat lugng gido duc, xay dung
truong chuan Quoc gia; danh gid chuan Hi¢u truong, chuan gido vién; phu trach ing dung
cong nghé thong tin vao quan 1y va day hoc.

- Phu trach cbng tac gido duc tu tudng dao dirc va cong tac hoc sinh; phu trach
khuyén hoc, chit thap do; chi dao cong tac y té hoc duong.



- Thuc hién nhitng viéc hodc cong tac dot xuét khac do Hiéu trudng phan cong; chiu
trach nhi¢ém ca nhan vé cac linh vuc minh dugc phu trach, dong thoi chiu trach nhiém
cung Hi¢u truong trong quan ly nha truong trude phong GDDT va cap trén.

- Sinh hoat tai t6 Khoa hoc Ty nhién.
3. Chu tich Cong doan: d/c Pinh Thi Thu Nga

- Phu trach va chi dao cac hoat dong Cong doan; cung voi Hi¢u trudng phu trach
cong tac chinh tri, tu tudng trong déi ngii can bd gido vién.

- Cung vé6i Hiéu trudng nghién ctru van ban dam bao ché do chinh sach, quyén loi
cho CBGVNYV; tham gia chi dao hoat dong cong tdc phong trao nha trudong; tham muu
vo1 hiéu trudng dé cham lo doi song CBGVNYV nha truong.

- Thuc hién cac nhi€ém vu khac khi dugc Hi€u truong phan cong. Sinh hoat chuyén
mon tai to Khoa hoc Xa hoi.

4. Bi thu chi Doan giao vién: d/c Pham Trang Ha

- Xay dung ké hoach va chi dao cac hoat dong ctia DPoan thanh nién cong san HO
Chi Minh; tham gia cung Giao vién Tong phu trach Doi chi dao thuc hién cac phong trao
thi dua, cac cudc van dong trong nganh gido duc dao tao.

- Cung véi pho Hiéu trudong phu trach céng tac gido duc tu tudng va céng tac hoc
sinh; hoat dong sinh hoat tap thé, hoat dong giao duc ngoai gio 1én 16p (HDGDNGLL).

- Chi dao doan vién gido vién ctuia nha truong thyc hién nghiém tuc, hiéu qua cac
hoat dong phoi hop vai Poan phuong Yén Thanh; phu trach cong tac phat trién doan.

- Thuc hién cac nhi€ém vu khac khi dugc Hi€u truong phan cong. Sinh hoat chuyén
mon tai t6 Khoa hoc Ty nhién.

5. Tong phu trach Pdi: d/c Ngé Hanh Phuong

- Xay dung ké hoach va chi dao céac hoat dong cta Doi thiéu nién tién phong Ho6 Chi
Minh; tham gia cung Chu tich Cong doan chi dao thuc hién cac phong trao thi dua, cac
cudc van dong trong nganh gido duc dao tao.

- Cung v6i1 pho Hiéu trudng phu trach cong tac gido duc tu tuong va cong tac hoc
sinh; cac hoat dong sinh hoat tap thé, GDNGLL, trai nghi¢m thyc té: cac hoat dong giao
duc phap luat vé an toan giao thong, phong chéng ma tuy, t€ nan xa héi, HIV, bao luc hoc
duong; phu trach cac hoat dong van ngh¢ trong nha truong.

- Truc tiép diéu hanh céc budi chao cd dau tudn (néu to chirc), cac ngay Lé&, Hoi, cac
hoat dong chu diém, ngoai khoda, van nghé. Truc tiép phu trach cong tac thi dua khen
thuong, ky luat hoc sinh; phoi hop véi gido vién chi nhiém (GVCN) 16p gido duc truyén
thong va dao duc hoc sinh.

- Chi dao d6i cd do ctia nha truong kiém tra, danh gia nén nép ky luat, chuyén can,
trang phuc, v¢€ sinh, tac phong cta hoc sinh; phu trach cong tac phat trién doan vién trong
hoc sinh; theo doi ché do d61 véi nguoi hoc.

- Quan ly va chiu trach nhi€ém c4 nhan vé tai san caa Lién doi; két hop vdi cac to
chure trong nha trudng quan 1y cong trinh cay xanh, v¢€ sinh moéi truong.

- Thuc hién cac nhi€ém vu khac khi dugc Hi€u truong phan cong. Sinh hoat chuyén
mon tai t6 Khoa hoc Xa hoi.



6. Truéng Ban thanh tra nhan dan: P/c Nguyén Cong Thanh

- Phu trach va chi dao cac hoat dong cua Ban thanh tra nhan dan theo quy dinh; xay
dung Quy ché hoat dong, phan cong nhiém vu cho tirng thanh vién trong Ban thanh tra
nhan dan nha truong; tong hop tinh hinh, phan dnh bao cdo va giam sat viéc giai quyét
khiéu nai, t0 céo.

- Thue hién cac nhiém vu khac khi dugc Hiéu truong phan cong. Sinh hoat chuyén
mon tai t6 Khoa hoc X3 hoi.

7. T6 truéng va phé to truéng chuyén mén

7.1. To trwéng chuyén mén: P/c Nguyén Thi Nga (A), La Thi Phuwong

- Xay dung va thuc hién ké hoach hoat dong chung cua to; huéng dan xiy dung va
quan ly ké hoach ca nhan cua t6 vién; diéu hanh cac hoat dong chuyén mon trong pham
vi t0; t6 chure boi dudng chuyen mon va nghié¢p vu cho céc t6 vién; tham gia danh gid, xép
loai cac thanh vién cua to theo quy dinh ctia Chudn nghe nghi¢p gido vién trung hoc va

cac quy dinh khac hién hanh; thuc hién kiém tra ndi bo ddi véi gido vién trong to; dé xuat
khen thuong, ky luat d6i véi gido vién.

- Thuc hién cac nhiém vu khac khi dugc Hi¢u truong phan cong.
7.2. Phé to trwéng chuyén mon: B/c Nguyén Thi Nga (B), Pham Thi Tuyén

- Tham muu cho t6 trudng trong viée xay dung ké hoach hoat dong chung cua t6 va
di€u hanh thuc hién ké hoach t6; soan thao, ghi chép, tong hop cac so liéu vé cac hoat
dong cua t6 chuyén mon.

- Piéu hanh cac hoat dong chuyén mon khi dugce to truong uy quyén. Thuc hién cac
nhiém vu khac khi dugc Hi¢u trudng phan cong.

I1. POI VOI GIAO VIEN
1. Gido vién by mon, gidao vién chi nhiém lop
Thuc hién cac nhiém vu, quyén han dugc quy dinh tai Diéu 27, Piéu 29, Piéu 1¢

trudng trung hoc co s, trudng trung hoc phd thong va trudng phd thong cé nhiéu cap hoc
ban hanh kém theo Thong tu 32/2020/TT-BGDDT.

2. P6i véi gido vién 1am cong tac kiém nhiém
a. T6 truong cong doan: B/c S Thi Hoa, Nguyén Thi Nguyét
b. Thu ky Hoi dong truong: B/c Nguyén Thi Thuy

- Ghi bién ban cac cudc hop, Nghi quyét cac Hoi nghi clia nha truong; phdi hop voi
d/c pho Hiéu trudng phu trach cong tac hanh chinh cac ky thi;

- Té)ng hop, bao cao chu tich hoi déng truong cac hoat dong ctia hoi dé)ng truong;
chuan bi chuong trinh hop, ndi dung, tai li¢u, gui giay moi hop va lam thu ky cac cudc hop
cua hoi dong truong; xay dung, hoan chinh, luu trit cdc van ban ctia hdi dong truong;

- Chuan bi cic bao céo, giai trinh v6i co quan quan 1y nha nuéc va cac co quan lién
quan theo chtrc ndng, nhi€ém vu ctia hdi dong truong; thuc hién cac nhi€ém vu ctia thanh
vién hdi1 dong truong va cac nhi¢m vu khac do chu tich hoi dong truong giao.

c. Phu trach cong tac co so vat chét, thiét bj day hoc: ¢/c Pham Manh Lap



- Thuc hién cac nhi€ém vu dugc quy dinh tai Khoan 5, Diéu 6 Quy ché quan ly, st
dung tai san, co s¢ vat chat, thiét bi gido duc truong THCS Yén Thanh.

-Lap s6 theo ddi vé viéc muon sir dung do dung thiét bi day hoc; lap bao cao vé tinh
hinh sir dung; phan loai cu thé vé thiét bi day hoc, sap xép, gilt gin, bao quan va v¢ sinh
thuong xuyén.

- Hing nim kiém tra hai 1an (dau nim va cudi niam), 1ap bao cdo tinh hinh vé chit
luong thiét bi qua viéc st dung, dé xuat mua sam bo sung (n€u can).

- Nhap kho céc loai thiét bi duoc cip hodc mua vé, 1ap s6 ghi chép luu trit hoa don
chirng tr trude khi dua thiét bi vao st dung; thi€t bi, tai san cé té€n trong danh muc cap
vé, khi kiém tra thay thiéu hodc bi that thoat ma khong 1o 1y do, thi nhan vién phu trach
phai chiu boi thuong; cac truong hop hu hong déu phai 1ap bién ban hi¢n trang va bao cao
lanh dao nha truong.

- Quan 1y cac phong chirc ning; cung véi bo phan vin phong sip xép, vé sinh phong
hop, phong nghe nhin d¢ t6 chirc cac Hoi nghi, L& so két, tong két. ..

- Thue hién sira chira khic phuc cac do dung, thiét bi day hoc, cac ndi dung lién quan
dén co sé vat chat cia nha trudng...vv; thuc hién cac nhi¢m vu khac do Hié€u trudng hodc
ph6 Hi¢u truéng phan cong.

d. Phy trach Thu vién: d/c Nguyén Thi Thuy

- Lap ké hoach hoat dong thu vién theo chi dao cua cép trén; thuc hién gidi thi¢u
sach cho CBGVNYV va hoc sinh trong truong.

- Lap s6 theo di viéc muon st dung sach, tai liéu ....; phan loai cu thé vé sach gido
khoa, sap x€p, gilt gin, bdo quan va v¢ sinh thuong xuyén, ddm bao khong bi moi mot, hu
hong; nhap kho céc loai sdch dugc cap hoac mua ve, 1ap s6 ghi chép luu trit hoa don
chung tr trude khi dua vao sir dung.

- Hang thang 1ap bao cdo vé tinh hinh st dung; kiém ké vao dau nim va cudi nam,
1a8p bao cdo tinh hinh chat luong sach gido khoa qua viéc st dung, dé xuat mua sam bd
sung (n€u can); quan 1y, nhan va trao tra cac loai van bang, chung chi ctia hoc sinh.

- Quan 1y, ghi chép ) dang bo; thuc hién cac nhiém vy khac do Hi¢u trudng hodc
phé Hiéu truéng phan cong.

d. Phu trach cong nghé thong tin
- Cong thong tin dién tir nha trudong: d/c Bui Thi Huyén.
- Cac phan mém quan 1y truong hoc: d/c Nguyén Thi Lan

- Thyc hién nghiém tic viéc cdp nhat kip thoi, chinh xdc thong tin vé quy mo to
chue, cac hoat dong gido duc ctia nha truong trén website, trén cadc phan mém quan ly
truong hoc ... theo yéu cau ctia nhi€ém vu va hudng dan, chi dao cua cap trén.

e. Phu trach y té hoc dudng: B/c Diép Thi Binh

- Xay dung ké hoach cong tacy té, vé sinh hoc duong va t6 chtrc thue hién theo ké
hoach, Iuu trir ho so theo dung quy dinh.

g. Phu trach phong hoc bo mon, phong hoc thong minh
- Phong bd mon Khoa hoc tu nhién 1,2: B/c Nguyén Thi Hai Yén.



- Phong bo mén Cong ngh¢: B/c Pham Trang Ha

(+) Gio vién phu trach 1ap s6 theo ddi viéc muon, st dung d6 dung thiét bi day hoc
phong bd mon; phan loai thiét bi day hoc, sap x&p, gitt gin, bao quan va vé sinh thuong xuyén.

- Phong hoc thong minh:

+ P/c Bui Thi Huyén phu trach chung: lap s6 theo doi vé viée sit dung do dung thiét
bi day hoc phong hoc thong minh; hd tro, hudng dan gido vién thuc hién tot cong tac Gng
dung CNTT vao giang day; lién hé bao hanh, stra chira TBDH khi can.

+ Giao cho 4 d/c GVCN 16p hoc tai phong hoc thong minh quan 1y céc thiét bj day
hoc trong phong hoc; sap x€p, gilr gin, bdo quan va v¢ sinh thuong xuyén; ki€ém ké va bao
cdo dinh ky hién trang str dung cua cac thiét bi.

h. Phu trach cong tac lao dong vé sinh cac 16p: B/c Pham Thi Chinh Anh

Xay dl_n}g ké hoach lao dong don vé sinh trudng 16p theo thang, nim; phan cong,
chi dao va ki€ém tra viéc thuc hién lao dong don v¢ sinh cta hoc sinh cac 16p.

i~. Phuy trach cong tac biét phai trung tam hoc tap cong dong phudng Yén Thanh: P/c
Nguyén Cong Thanh

K. Phy trach cong tac khuyén hoc, chit thap do: B/c Nguyén Thi Nga (A)

m. Phu trach cong tac phd cap: d/c Nguyén Thi Nguyét

n. Thua quy nha truong: d/c Tang Thi Nga

Lap s6 theo ddi vé cac khoan thu - chi trong nha truong; dam bao chinh xé4c, cong

khai, minh bach; phdi hop v6i bo phan ké toan - hanh chinh thwe hién nhiém vy hau can,
dam bao co s¢ vat chat cho cac hoat dong cta nha truong.

I1I. PHAN CONG GIANG DAY
Phu luc kém theo

Chay:

+ Toan thé CBGV chiu trach nhiém c4 nhan vé nhiém vu duoc giao trudce lanh dao
nha trudong va cap trén thudc linh vuc minh dugc phu trach. Quan 1y va hoan thanh cac ho
so thudc linh vuc phu trach day da, dung quy dinh. Chiu trach nhiém cung cap day du
thong tin va ho so thude linh vyc phu trach khi dugc kiém tra.

+ Gio vién duoc phan cong truc ban theo doi nén nép & cac 16p tir tiét 1 dén hét
budi hoc; theo ddi si s6 hoc sinh céc 16p; xtr 1y cac tinh huéng dot xuat xdy ra trong budi
truc; theo doi viéc thuc hién thoi gian lam viéc cia CBGVNV va ghi sO truc ban.

Ngoai churc nang, nhi€ém vu néu trén, khi can thiét Hiéu trudng ra quyét dinh diéu
chinh phan c6ng nhiém vu cho phit hop véi tinh hinh thyuc té, dam bao hiéu qua cong viéc
va hoan thanh nhiém vu gido duc ndm hoc.



PHAN CONG GIANG DAY NAM HQC 2023-2024 (Piéu chinh lan 2)
(Kem theo Quyét dinh so 86/OD-THCSYT ngay 23/9/2023 ciua HT truwong THCS Yén Thanh)

Trinh do
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20 | Pham Thi T bHV 2 : 19
am T uyen M 'Ngit van 8A2 4 TPCM 1
Lich str 8A1,2,3 3 Thu vién 3
21 | Nguy&n Thi Thiy bH Ij1ch L%ch su7A1,2,3,4 6 Cap phat bang 18
su Lich sir 9A 3.4 2 TKHD ) +
GDDP 8A1, 8A2 2
Ngit van 6A1,4 8
22 | Luu Thi L PH Van | ichsu9AL2 2 | Chonhiem6ad | 4 | 20
oA M GDPP6A1234 | 4 -rem
HDTNHN 6A4 2
X Amnhac 6A1,23,4 | 4 )
A PH Am [ Tong phu trach
23 | Ngo6 Hanh Phuong nhac ém nhac 7A1,2,34 | 4 Poi, Pho CTCD 9 20
Am nhac 8A1,2,3 3
i CDMI | Mi thuat khéi 6,7,8 | 11
24 Nguyen Thi Mai thuat Am nhac khdi 9 4 19
Huong DH GDCD 7A3,4 2
GDCD | Thé duc 6A4 2
25 | Binh Thi Thu Nga bH Sinh | bialy 9A1,2,3,4 8 3 18.5




bia ly 8A1,2,3 45 | Chi tich Cong
Dia ly 7A3,4 3 doan
GDTC 6A3 2 Phu trach hoat
X xre. oA dong TDTT;
26 | Nguyén Van Ban PHTDTT | GDTC 7A1,2,3,4 8 R A 19
Phong truyén
bia ly 6A1,2,3,4 6
x Crras A . . Phu trach phong
27 | Nguyén Thi Hai Yén | PH Sinh | Sinh hoc 9A1,2,3.4 8 b6 mén KHTN 19
Dialy 7A1,2 3
Hoa hoc 9A12,34 | g | Fhutrichphong
bo mon Tin 17
28 | Tran Thi Chau PH Hoa | KHTN8AL 4 | Gilp viec BGH
GDTC 6A2 2
Giam trir d6i voi hop dong lao dong lan dau 2
29 | Pham Thi Hao PHNN | Anh 7A4 3 | PhudaofiSyen 4
30 | Phan Thi Bich Hué Th.s GDHN khoi 9 1 Tu van hoc sinh 3
QLGD | GDDP 8A3 1




