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TRUONG TH PHUONG PONG B Doc 1ap- Tu do- Hanh phiic
$6: 228 /Qb- THPPB Udng Bi, ngay 03 thang 10 nam 2023
QUYET PINH

V/v diéu chinh phén cong nhiém vu can bg, gido vién, nhén vién
trwong Tiéu hoc Phwong Pong B - Nam hoc 2023-2024

HIEU TRUONG TRUONG TIEU HQC PHUONG PONG B

Can cir nhiém vu, quyén han cua Hiéu truong truong T iéu hoc diroc quy
dinh trong Piéu 1é truong Tiéu hoc ban hanh kém Théng tir s6 28/2020/0D-
BGD&DPT ngay 04/9/2020 cua B triuwong Bo GD&DT;

Can ctr quy dinh ché dé lam viéc doi véi gico vién phé thong Ban hanh theo
thong tw 56 28/2009/TT-BGD DT ngay 21 thang 10 ndam 2009 ciia BY truong Bo
Gidao duc va Dao tao;

Can ctr Chi thi 25 —~CT/TU ngay 28/02/2014 va hwéng dan so 03/ HD-TU
ngay 14/4/2014 ciia Ban thiwong vu Tinh ity vé “Doéi méi phicong thirc lanh dao
ctia Pang, tinh giam bé may bién ché”;

Can cir Nghi quyet Hoi dong s pham ngay 03 thang 10 nam 2023;

Can cir pham chdt, nang lec va kinh nghiém céng tac cia cdc can bo, gido
vién, nhan vién nha truong;

Can cir tinh hinh thue té;

Xét dé nghi ciia chuyén mon nha truong,

QUYET DPINH:

Piéu 1. Piéu chinh phan céng nhiém vu cho cic dong chi can b, gido
vién, nhan vién truong Tiéu hoc Phuong Pong B nam hoc 2023-2024 (c6 phu
luc kem theo).

Piéu 2. Can bo, gidao vién, nhan vién nha truong co6 trach nhiém thuc hién
nghiém tic cac nhiém vu duoc phan cong theo Piéu 18 trudong Tiéu hoc, déng
thoi ho tro, phdi hop dong nghiép hoan thanh nhiém vu chung ciia nha truong va
duoc huong ché do theo quy dinh hién hanh. Nhan vién hop dong truong co
trach nhiém thuc hién déy du cac nhiém vu theo cac diéu khoan da ky két trong
hop dong va dugc huong ché do theo quy dinh trong hop dong lao dong.

Piéu 3. Cac bod phan, ca nhan co lién quan va cac 6ng, ba cé tén tai Diéu 1
can ct quyét dinh thi hanh.

Quyét dinh c6 hiéu luc ké tir ngay ky.

Noi nhin: HIEU TRUONG

- Phong GD&DT(b/c);

- CBGVNV(t/h);

- Cong khai Web, Bang ck;
- Luu.

Lai Thi Thanh Linh



Phén cong nhiém vu cu thé cho can bd, gido vién, nhin vién
nam hoc 2023-2024
(Keém theo Quyét dinh sé 228 /OP-THPDB ngay 03/10/2023 V/v phan cong
nhiém vu Can bo, giao vién, nhan vién nha truong)

I. Phan cong nhiém vu Ban giam hiéu

1/ P/c Lai Thi Thanh Linh: Hi¢u truéng

+ Chi dao chung tat ca cac hoat dong trong nha truong.

+ Chi dao, bién ché, sip xép to chirc, quan 1y nhan su CBGVNV, HS cac
16p trong truong.

+ Chi dao cong tac tai chinh, diéu hanh str dung ngan sach duoc cap.

+ Chi dao thuc hién cong khai; Ché dd, chinh sach 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 truong, xay dung cac dé an hoc
ngoai khoa, cong tac xa hoi hoa gido duc.

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

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

+ Truc ban trh tht 2 hang tun.

+ Sinh hoat cling t6 4-5.

+ Day 2 tiét/tuan

2/ P/c Pham Thi Bich Hanh:

- Pho Bi thu chi bd

- Pho Hiéu trudng

- Pho Chu tich Hoi d@)ng trudong

- Phu trach cong tac khuyén hoc

Phu trach va chiu trach nhiém trwéc Hiéu trudng va linh dao cap trén
vé cac nhiém vu sau:

- Phu trach cong tac Bang. Du thao ndi dung hop Chi uy, chi bd gui Bi thu
Chi b trude 30 hang thang; Phu trach tham muu, thuc hién va luu trit toan bo
Hb so cong tac Pang.

- Phu trach tham muu, thuc hién va luu trit toan bd Hd so Hoi déng truong.

- Phu trach chi dao chuyén moén to 1, t6 4+5.

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

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

- Phu trach ho so, bdo cdo danh gia vién chirc, danh gia chuén hiéu trudng,
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 cong tac td chtrc kiém tra dinh ky, nghiém thu ban giao hoc
sinh, Ho so Hoan thanh chuong trinh tiéu hoc.

- Tong hop, bao cao, phu trach chi dao cong tac chuyén mon ca truong.

- Phu trach cong tac BDTX.



- Phu trach cong tac quan ly va stt dung SGK trong nha truong.

- Phu trach cong tac khuyén hoc trong nha truong.

- Quan 1y nén nép thuc hién cac ndi quy nha trudng cla gido vién va hoc
sinh.

- Phu trach thuong xuyén kiém tra thuc hién ky luat, ky cuong, dao durc
cdng vu, cac nodi quy nha truong cia CBGVNV, HS; kiém tra nén nép, vé sinh
ca budi sang va budi chiéu day nha D.

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

- Truc ban trt thir 4, 6 hang tuan.

- Thuc hién cac nhiém vu khéc do Hi€u truong phan cong.

- Chi dao, kiém tra, don déc truc giao thong cong truong, truc ban hang
ngay cua GV tht 4,6.

- B4o cao két qua thuc hién nhiém vu coéng tac thang va phuong hudng
nhiém vu thang téi trude 20 hang thang.

- Thay mat HT khi duoc uy quyén.

3/ P/c Téong Thi Minh Loan:

- Pho Hiéu truéng

- Chu tich Céng doan

- Chi hoi trudng Chir thap do

Phu trach va chiu trach nhiém trwéc Hiéu treong va linh dao cap trén
vé cac nhiém vu sau:

- Phu trach cong tac Cong Doan.

- Phu trach cong tac Chir thap do.

- Phu trach chi dao chuyén mén t6 2-3 va t6 van phong.

- Phu trach quan 1y day va hoc cac Pé an ngoai gio 1én 16p: Tiéng Anh co
yéu t6 nguoi nudc ngoai 16p 1,2,3.4,5; Ky nang séng 16p 1,2,3,4,5; Tin hoc 16p
3

- Phu trach quan 1y day va hoc phong hoc Robotics, Tin hoc, Am nhac, My
thuat, Tiéng Anh.

- Phu trach cac ky giao luu hoc sinh toan dién, Rung chudng vang, viét chir
dep GV-HS... Phu trach chi dao sinh hoat cac cau lac bd trong nha truong.

- Phu trach cong tac kiém tra ndi bo.

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

- Phu trach cong tac Thi dua — Khen thuong.

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

- Phu trach cong tac tmg dung cong nghé thong tin, thong tin tuyén truyén,
cong tac quan tri phan mém, trang Web, trang fb cua nha truong, bang chay chir
dién tir: thong ké, tong hop, bdo cdo cac phan mém online: SMAS, CSDL
nganbh,...

- Chi dao, kiém tra, don déc truc giao théng cong truong, truc ban hang
ngay cua GV thu 2,3,5.

- Phu trach cong tac cai cach hanh chinh, ky cuong, dao duc cong vu, phap
luat phap ché, thuc hién quy dinh vé day thém hoc thém, phong chéng tham



nhiing, phong chdéng to6i pham, phong chay chita chay, phong chéng lut bio,
thién tai, truong hoc an toan phong chéng TNTT, phong chéng dudi nudc,
truong hoc dam bao an toan, an ninh trat tu, ATGT, cong tac Chir thap do...

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

- Phu trach cong tac lao dong vé sinh; khuoén vién cay xanh, vuon hoa, cay

canh toan truong.

- Phu trach thuong xuyén kiém tra thuc hién ky luat, ky cuong, dao dirc
cong vu, cac noi quy nha trudng cia CBGVNV, HS; kiém tra nén nép, vé sinh
ca budi sang va budi chiéu day nha B,C.

- Day 4 tiét/tuan.

- Phu trach cong tac ban tra; Truc ban tra thu 3,5 hang tun.
- Sinh hoat tai to 2-3.
- B4o cao két qua thuc hién nhiém vu coéng tac thang va phuong hudng
nhiém vu thang té1 trudc 20 hang thang.
- Thay mat HT khi duoc y quyén.
I1. Phan cong nhiém vu gido vién, nhin vién

Nhiém vu dwoc giao

STT Ho va tén Chire vu
1.TO 1 (13 d/c)
- Gido vién chd nhiém l6p 1A1.
~ - Gi4o vién - Day 20 tiét/tuan theo TKB.
| b/c: Do Thi Loan A1 he - Sinh hoat chuyén mon tai to 1.
van hoa -Thuc hi¢n cac nhi€ém vu khac khi Hi¢u truong
phan cong.
- Té truong t | - Giao vién chu nhiém lop 1A2. 7
1 - Xay dung ke hoach hoat dong, trien khai cac
. (Gl viBH hoat dong ctia to; Du glo tham 16p boi du:ong
) P/c: Lé Thi Hanh vin hoa chuyén mén; kiém tra gido an, hd so gido vién;
T - T truong - Day 17 tiét/tuan theo TKB. q
CP - Sinh hoat chuyén mon tai to 1.
- Thuc hién céc nhiém vu khéac khi Hiu truong
phén cong.
- Gido vién chd nhiém l6p 1A3.
3 Gido via - Day 20 tiét/tuan theo TKB.
3 b/c: Nguyén Thi Hoa |~ 110, vien - Sinh hoat chuyén mon tai to 1.
vanhoa - Thuc hién céc nhiém vu khéac khi Hiéu truong
phan cong.
- Gido vién chu nhiém 16p 1A4.
Gido via - Day 20 tiét/tuan theo TKB.
4 b/c: Dinh Thi Nhat ;énle}ll%:len - Sinh hoat chuyén mén tai t6 1.

-Thuc hién cac nhi¢ém vu khéac khi Hi¢u trudng
phan cong.




- Gido vién chu nhiém 16p 1AS.

. ) ,G 140 vien - Day 18 tiét/tudn theo TKB.
5 | Ble: Trin Thi Bich Ngge | 4" fiod - Sinh hoat chuyén mén tai té 1.
i?’ C}}Il‘él}gn - Thuc hién cdc nhiém vu khic khi Hiéu truéong
phan cong.
- Gido vién chu nhiém 16p 1A6.
. Gido vie - Day bd moén 20 tiét/tudn theo TKB.
6 | D/c: Nguyén Thi Thuy ;/énlellloéa fen - Sinh hoat chuyén mén tai t6 1.
- Thuc hién céc nhiém vu khéac khi Hiu truong
phan cong.
- Day 23 tiét/tuan: theo TKB.
7 P/c: Ngb T.Minh Thity | - GV Mi thuat | - Sinh hoat chuyén mon tai to 1.
* | - Thuc hién cac nhiém vu khac khi Hi¢u trudng
phan cong.
- Day 23 tiét/tuan theo TKB.
o D/c: Truwong T. Thu GV M thuat | - Sinh hoat chuyén moén tai to 1.
Huwong *" | - Thuc hién cac nhiém vu khac khi Hiéu truéng
phan cong.
- Day 21 tiét/tuan mon theo TKB.
- Tham muu cho T6 truéng xay dung ké hoach
o n hoat dong, trién khai cac hoat dong cua to; Du
5 - Giao vien i tham 16p bdi dudng chuyén mén; kiém tra
D/c: Hoang T.Hong Tieng Anh gl9 t, am op ol dure .g Y ’
9 Z " gi40 an, ho so gido vién;
Nhung - To pho CM | © Thue hid o 5c cla t Khi 6 true
“Té pho CP JThue hién moi cong vice cua to khi o truong
vang.
- Thuc hién céc nhiém vu khéac khi Hiéu truong
phén cong.
- Day 23 tiét/tuan theo TKB.
10 D/c: Lé Thi Minh - Qiéo vién - Sinh hoat chuyén mon tai to 1.
Nguyét Tiéng Anh - Thuc hién cac nhiém vu khac khi Hiéu truéng
phan cong.
- Day 23 tiét/tuan theo TKB.
1 D/c: Pang Thi Ngoc - Gido vién - Sinh hoat chuyén mén tai t6 1.
Dung Tiéng Anh - Thuc hién céc nhiém vu khéac khi Hiu truong
phén cong.
- Day 19 tiét/tuan theo TKB. (khi thai san xong
B/c: Phan Thi Thu |- Gido vien | 31 13m) N
12 Trang : Tidng Anh - Sinh hogt chuyén mon tai to 1. o
- Thuc hién céc nhiém vu khéac khi Hiéu truong
phan cong.
- Day bd mon 23 tiét/tuan theo TKB.
13 | P/c: Dwong Thi Hai Yén | - Gido vién - Sinh hogt chuyén rpén tai to 1. o "
van hoa - Thuc hién cac nhiém vu khac khi Hiéu truéng
phan cong.
2. TO 2-3 (15 d/c)
1 | P/c Nguyén T. Hoan - Gi4o vién - Gido vién chu nhiém 16p 2A1.




van hoa

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai t6 2-3.

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

P/c: Nguyén T.Thuy

Lién

- Giao vién
van hoa

- Gido vién chd nhiém l6p 2A2.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai t6 2-3.

-Thuc hi¢én cac nhiém vu khac khi Hi¢u truong
phén cong.

D/c: Pang Thi Khuyén

- G1do vién
van hda

- Gido vién chd nhiém l6p 2A3.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai t 2-3.

- Thuc hién céc nhiém vu khéac khi Hiéu truong
phan cong.

P/c: Nguyén T. Hoai
Linh

- G1do vién
van hda
-BTDTN

- Gi4o vién chu nhiém 16p 2A4.

- Xay dung va thuc hién cac ké hoach, béo céo
cong tac Poan TNCS HCM.

- Phu trach t6 chire thue hién céac hoat dong cua
Poan Thanh nién theo chi dao ctia Poan cép trén.
- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai t6 2-3.

-Thuc hi¢n cac nhiém vu khac khi Hi¢u truong
phén cong.

P/c: Nguyén Thi Hio

- Gi1ao vién
van hoa

- Gido vién chd nhiém l6p 2AS.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai t 2-3.

- Thuc hién céc nhiém vu khéac khi Hiéu truong
phén cong.

P/c: Nguyén Thi
Phwong Hai

- G1do vién
van hda
- PBTDTN

- Day b0 mon 23 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai t6 2-3.

- Tham muu cho BTDTN Xay dung va thuc hién
cic ké hoach, bao cdo cong taic Poan TNCS
HCM, t6 chtre thuc hién cac hoat dong ctua Poan
Thanh nién theo chi dao ctia Poan cap trén.

- Thuc hién céc nhiém vu khéac khi Hi€u truong
phén cong.

D/c: Pham Thi Tra My

- G1do vién
van hda

- Gido vién chd nhiém l6p 3A1.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai t 2-3.

- Thuc hién céc nhiém vu khéac khi Hiu truong
phan cong.

D/c: Bui Thi Van

- G1do vién
van hda

- Gi4o vién chu nhiém 16p 3A2.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai t6 2-3.

-Thuc hién cac nhi¢ém vu khac khi Hi¢u trudng
phan cong.

D/c Dang Thi Ngoc Bich

- Gi1ao vién
van hoa

- Gido vién chu nhiém lop 3A3.
- Day 20 tiét/tuan theo TKB.




- Sinh hoat chuyén mon tai t0 2-3.
- Thuc hién céc nhiém vu khéac khi Hi€u truong
phén cong.

- To pho t6 2- | - Gido vién chu nhiém 16p 3A4.
3 - Day 16 tiét/tuan theo TKB.
- Gido vién - Tham muu cho T6 truéng xay dung ké hoach
B . van hoa hoat dong, trién khai cac hoat dong cua td; Du
10 | P/c: Nguyén Thi Hang | - T ph6é CP | gio tham 16p bdi dudng chuyén mon; kiém tra
- Pho gido an, ho so gido vién;
CTCDCS- - Thuc hién cac nhiém vu khac khi Hiéu truéng
Truéng Ban | phan cong.
nit cong
- Gido vién chu nhiém I6p 3A5.
P/c: Pinh Thi Kiéu - Gi4o vien |~ Day 20 tict'tuan theo TKB.
11 vin héa - Sinh hoat chuyén mon tai to 2-3.
- Thuc hién céc nhiém vu khéac khi Hi€u truong
phan cong.
- Xay dung ké hoach hoat dong, trién khai céac
2., hoat dong cua to;
- TO truong ot e e o P A A
CM K2-3 - El{ g1cz thap? lqp b}?*l duopg ch}{yen mon;
R — £ i e - Kiém tra gido an, ho so gido vién;
12 | D/c: Ha Thi Tuyét ;glullloégflen - Day 17 tiét/tuén theo TKB.
- Sinh hoat chuyén mon tai t6 2-3.
- Thuc hién cac nhiém vu khac khi Hiu trudng
phan cong.
- Day 21 tiét/tuan theo TKB.
- HO tro xdy dung va phu trach tip luyén cac
chuong trinh van ngh¢ cua GV- HS.
- Kiém dién GVNV du L& chao cd. Kiém dién
_GV Am G\{NV dau gi0 cac cudc hop, bao cdo Chu tri
nhac C%%shoﬁi &t, bién ban céc cudc h
5 ; - Ghi nghi quyét, bién ban cac cudc hop.
13 D/c: Tran T. Thanh ﬁ;héll)ky HEL 12, lich cong tac thang sau cudc hop hoi dong
Lam - Thu ky, K& 01 ngay.
todn C6n’g - Tham muu bdo cao thang trude ngay 22 hang
doa thang, tham muu BB, Nghi quyét, KL hop HHD
oan : . >
trudc 28 hang thang.
- Thuc hién nhiém vu ké toan Cong doan.
- Thuc hién cac nhiém vu khéc khi Hiéu trudng
phan cong.
- Sinh hoat chuyén mon tai t6 2-3
- Day 2 tiét/tuan theo TKB.
-GV Am - Phu trach xdy dung va to chuc tap luyén céc
D/c: Nguyén T. Tuyét nhac chuong trinh van nghé¢ cua GV - HS.
14 Mai - TPT Doi - Phu trach phan cong, theo doi truc ban cua

TNTP Hb Chi
Minh.

GVNYV va HS hang ngay.
- Phu trach tuyén ‘Eruyén, danh gia viéc }hu’c hién
ATGT khu vuc cong truong (Puong sat, duong




quéc 19).

- Theo d&i HS nghéo, can nghéo, HS khuyét tat,
HS c¢6 hoan canh khoé khan, dién chinh sach.,...

- Tong hop s s6 hoc sinh, bao cao BGH trudc 8h
hang ngay.

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

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

- Phu trach, theo doi, danh gia viéc don, tra hoc
sinh cuoi cac buoi hoc.

- T6 chire céac hoat dong D61 va Sao nhi, cac hoat
dong ngoai gio 1én 16p theo chi dao cua HPD
thanh pho, cua BGH truong.

- Thuc hién va luu trir dﬁy du, khoa hoc cac hd so
cong tac Doi.

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

- Phu trach cong tac thong tin, tuyén truyén, bang
thong tin dién t, trang facebook, website nha
truong. TO chuc cac hoat dong cua Lién doi,
HBDNGLL, HDNK.

- Chiu trach nhiém quan 1y ho so, bao céo ho so
ATGT; Quan 1y loa may, mic cac hoi nghi tai
phong HAi truong, cac gio chao co, cac HDNK,
cac budi Le tai san truong,... "

- Pau gio, gitta gio, cudi gio di kiém tra, bao
quat, nhac nho, danh gid thi dua 16p vé nén nép
thuc hién cac nd1 quy nha truong.

- Day 02 tiét/tuan.

- Thuc hién cac nhiém vu khéc khi Hiu truong
phan cong.

- Sinh hoat chuyén mon tai t6 2-3

- Giao vién day bd mon.
- Day 23 tiet/tuan theo TKB.

15 | P/e: Vi Thi Anh ;;111106;116n - Sinh hoat chuyén mén tai to 2-3.
- Thuc hién céc nhiém vu khéac khi Hiu truong
phén cong.
4.TO4-5(16 d/c)
- Gido vién - Gido vién chu nhiém I6p 4A1.
van hoa - Day 18 ti€t/tuan theo TKB. ’
| | B/e: P Minh Huong - T6 pho to - Than} muu gho T6. tﬂ}'()’l’lg xay Adung qké Eloach
4+§ hoat dong, trién khai cac hoat dong cua to; Du
-To pho CD | gid tham 16p boi dudng chuyén mon; kiem tra

2140 an, ho so gido vién;




- Sinh hoat chuyén mon tai to 4, 5.
- Thuc hién céc nhiém vu khéac khi Hi€u truong
phén cong.

D/c: Ng6 Thi Thu

- Giao vién van
hoa

- Gido vién chd nhiém 16p 4A2.

- Xay dung ké hoach hoat dong, trién khai céc
hoat dong cua td;

- Dy gio tham 16p bdi dudng chuyén mon;

- Kiém tra g1ao an, ho so g1ao vién t 4, 5;

- Day 20 tiét/tuan theo TKB.

- Thuc hién cac nhiém vu khac khi Hi¢u truong
phan cong.

P/c: Pham Thi Hong

Lién

- Gido vién
van hoa

- Gi4o vién chu nhiém 16p 4A3.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4, 5.

- Thuc hién céc nhiém vu khéc khi Hiu truong
phén cong.

P/c: Nguyén Thi Mai
Huwong

- G1do vién
van hda

- Gido vién chd nhiém l6p 4A4.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4, 5.

- Thuc hién cac nhiém vu khac khi Hi¢u trudng
phan cong.

D/c: Pham Thi Hﬁng
Hanh

- G1do vién
van hda

- Gido vién chu nhiém 16p 4AS.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4, 5.

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

P/c: Vii Thi Ngin

- GV van hoa

- Gido vién chu nhiém 16p 4A6.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4, 5.

- Thuc hién cac nhiém vu khac khi Hi¢u truong
phan cong.

P/c: Nguyén Thi Minh

- G1ao vién
van hoa

- Truéng
BTTND

- Day 21 tiét/tuan theo TKB. (khi hoc TCCT
xong).

- Sinh hoat chuyén mon tai to 4, 5.

- Thuc hién churc ndng, nhiém vu theo quy dinh
Nghi dinh 159/2016/ND-CP huéng dan Luat
thanh tra vé t6 chirc va hoat dong cua Ban thanh
tra nhan dan.

- Thuc hién cac nhiém vu khéac khi Hi¢u trudng
phan cong.

P/c: Tran Thi Thu Thiy

- Gido vién
van hda

- G1do vién chu nhiém l6p SA1.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4, 5.

- Thuc hién cac nhiém vu khac khi Hi¢u truong
phan cong.

D/c: Pham Thi Thuy
Nga

- To truong to
45

- G140 vién van

- Gido vién chu nhiém lop 5A2. 7
- Xay dung kéohoach hoat dong, trién khai céc
hoat dong cua t0;




hoa
- TO truéng

- Dy gio thim 16p boi dudng chuyén mon;

- Kiém tra giao an, ho so g1ao vién to 4, 5;

- Day 17 tiét/tuan theo TKB.

- Thuc hién cac nhiém vu khac khi Hi¢u truong
phan cong.

10

P/c: Vit Hong Thanh

- Gi1ao vién
van hoa

- Gido vién chu nhiém 16p 5A3.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4, 5.

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

11

P/c: Nguyén Thi Viét
Hz"lng

- Giao vién
van hoa

- Gido vién chd nhiém 16p SA4.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4, 5.

- Thuc hién cac nhiém vu khéc khi Hiu truéng
phén cong.

12

D/c: Pham Phwong Hau

- G1do vién
van hda

- Gido vién chi nhiém lép SAS.

- Day 20 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4, 5.

- Thuc hién cac nhiém vu khéac khi Hi¢u trudng
phan cong.

13

D/c: Bui Thi Tam

- GV vin hoa

- Day bo mén 19 tiét/tuan theo TKB. (khi nghi
thai san xong di lam).

- Sinh hoat chuyén mon tai to 4, 5.

- Thuc hién cac nhiém vu khac khi Hi¢u truong
phan cong.

14

P/c: Cao Thi T6 Huyén

- GV Thé duc

- Day 23 tiét/tuan theo TKB.

- Sinh hoat chuyén mon tai to 4-5.

- Phu trach cac cudc thi vé TDTT cua nha truong.
- Thuc hién cac nhiém vu khac khi Hiéu truéng
phan cong.

15

P/c: Luu Thi Luyén

- GV Thé duc

- Day 23 tiét/tuan theo TKB.

- Tap luyén cac cudc thi vé TDTT cua nha
truong.

- Sinh hoat chuyén mon tai to 4-5.

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

16

P/c: Vit Thu Huyén

- GV day van
hoa (HDTP)

- Day 20 tiét/tuan theo TKB.

- Chiu trach nhi€ém quan 1y may, thiét bi, CSVC
va dam bao v¢ sinh phong Tin hoc.

- Hod tro tng dung CNTT cho CBGVNV nha
truong.

- Phu trach cong tac thiét bi, phu trach quan ly
cac phong hoc bd mon.

- Sinh hoat chuyén mon tai t6 4-5.

- Thuc hién cac nhiém vu khéac khi Hi¢u trudng
phan cong.

4. TO VAN PHONG (8 d/c)




HO VA TEN

NHIEM VU

D/c Bui Thi Van Anh

- T6 truong t6 Van phong.

- Nhan Y té hoc duong.

- Kiém thu qu$ nha truong. Thu chi cac khoan thu
trong va ngoai ngan sach theo quy dinh.

- Kiém phu trach cong tac Thu vién.

- Phu trach coéng tac vé¢ sinh hoc duong, cham soc
khuon vién cay canh truong hoc.

- Thuc hién déy du nhiém vu va quan ly ho so vé
cong tac Y té hoc duong, truong hoc an toan phong
chong TNTT, t6 van phong.

- Truc y té cac budi trwa hang ngay trong tuan (tir
10h30-13h30).

- Phu trach quan 1y con dau.

- Phu trach cong tac Hanh chinh.

- Phu trach thuong xuyén kiém tra, d6n dbc vé sinh
truong, 16p hoc, khu vuc nha vé sinh hang ngay,
phdi hop y té phuong trong cac hoat dong.

- Phuy trach chi dao T6 van phong chiu trach nhiém
don dep, sap xép ban ghé, trang thiét bi gon gang,
trang tri, chuan bi CSVC, cbc, nudc, bat tat diéu hoa
trudc 15 phat, am thanh, anh sang,...phong Hoi
truong, phong hop cac cudc hop, hoi nghi, chuyén
de.:.

- Phu trach cong tic BHYT hoc sinh.

- Kiém tra VSAT thuc phém; Luu mau thirc an hang
ngay; Thuc hién cac nhiém vu khéac khi Hi¢u truéng
phan cong.

P/c Nguyén Thi Uyén

- Ké toan - T6 pho to VP

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

- Thuc hién hoan tat, luu trir dﬁy du, khoa hoc, chinh
xac, minh bach cac ching tur, cac ho so, sb sach vé
tai chinh theo diing quy dinh.

- Phu trach céap nhat, theo doi tai san, CSVC, TBDH.
- Phu trach cong tac luong, tham nién, ché do, chinh
sach cho CBGVNYV va HS.

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

- Quan ly, cap nhap ho so vién chic.

- Téng hop s6 hoc sinh an, nhan sd luong suét an,
tong hop, 1am hd so, chiing tir cong tac ban trll, cac




m6 hinh hoc ngoai khoéa, nuée udng.

- Thuc hién cong tac Van thu luu trlr, cap nhat cong
van di- dén, so6 tiép dan, quan 1y cac ho so cia nha
truong.

- Sinh hoat tai T6 vin phong, thuc hién theo phan
cong cua d/c To trudng. Didu hanh to thay khi d/c To
truong di vang.

- Thuc hién cac nhi€ém vu khac do Hiéu truéng phan
cong.

P/c: Vit Van Van

- Nhém truong nhom bao vé.

- Bdo v¢ toan bo tai san, CSVC, trang thiét bi, do
dung, cdy xanh, cong trinh, kién trac, an ninh cia
truong.

- Stra chira nho trong truong.

- Cit tia cay canh, cay bong mat ctia truong.

- Sinh hogt tai TO vin phong, thuc hién theo phan cong
cua d/c TO trudng.

- Thuc hién cac nhi€ém vu khac do Hi¢u truéng phan
cong.

P/c: Nguyén Vin Tap

- Bao vé¢ toan bo tai san, CSVC, trang thiét bi, do
dung, cay xanh, cong trinh, kién trGc, an ninh cua
truong.

- Stra chira nho trong truong.

- Cit tia cay canh, cay bong mét cua truong.

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

- Thuc hién cac nhi€ém vu khac do Hi¢u truéng phan
cong.

P/c: Ngo Van Phuc

- Bao vé toan bd tai san, CSVC, trang thiét bi, do
dung, cay xanh, cong trinh, kién trGc, an ninh cua
truong.

- Stra chita nhé trong truong.

- Cit tia cay canh, cay bong mat cta truong.

- Sinh hoat tai T6 van phong, thuc hi¢n theo phan
cong cua d/c To trudng.

- Thuc hién céc nhiém vu khac do Hiéu truéng phan
cong.

D/c: Lwong Thi Ven

- Nhém trudng nhom veé sinh.

- Don v¢ sinh chung.

- Chiu trach nhiém vé sinh day nha hiéu bd nha A;
Day phong hoc 2 tang nha B; nha vé sinh hoc sinh s6
2, San thé chat, san cong truong.

- Cham soc, cit tia khuon vién cay canh.

- Sinh hoat tai T vin phong, thuc hién theo phan
cong cia d/c T6 trudng.




- Bé nudc udng cac phong hoc, phong hiéu bo; Thuc
hién cac nhiém vu khac do Hiéu truong phéan cong.

D/c: Bui Thi Than

- Don v¢ sinh chung.

- Chiju trach nhiém vé sinh day phong hoc 3 ting nha
C; Nha vé sinh hoc sinh sé 1, San thé chét, san cong
truong.

- Cham soc khuon vién cay canh.

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

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

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

D/c: Thai Thi Nguyét

- Don v¢ sinh chung.

- Chiju trach nhiém vé sinh day phong hoc 3 ting nha
D, San thé chat, san cong trudong.

- Cham soc khuon vién cay canh.

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

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

- Thuc hién cac nhi€ém vu khac do Hiéu truéng phan
cong.




