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I. TINH HINH POI NGU

Tong s6: 24 ddng chi, trong dé:

+ Nam: 0; Ni: 24 d/c; Pang vién: 14 d/c.

+ Trinh d¢ 1y luan chinh tri: Trung cap: 04 d/c; So cap: 10 d/c.

+ Trinh d6 chuyén mon,

nghiép vu: Pai hoc: 22 d/c; Cao dang: 02 d/c.

+BGH: 01 dong chi (01 Hiéu truong).
+ T6 cong tac: 03 0, gom: 01 T Vin phong; 02 t6 Chuyén mén.
II. PHAN CONG NHIEM VU

A — BAN GIAM HIEU

TT

Ho va tén, chirc danh

Nhiém vu

Lé Thi Tuyét
Hiéu trudéng

- Chi dao, quan 1y chung tat ca cac hoat dong trong
toan truong.

- Chi dao, quan ly nhan su: Phan cong nhiém vu cho
can b, gido vién, nhan vién.

- Quan 1y hd so vién chuc.

- Chi dao cOng tac thanh-kiém tra, khiéu nai, t6 c4o.

- Piéu hanh Céng tac Tai chinh ciia Nha truong.

- Cong tac Dang.

- Cong tac xa hoi hoa gido duc

- Cong tac thi dua - khen thudng nha truong.

- Phu trach bao cdo chung so két, tong két.

- Tham gia sinh hoat tai t6 Chuyén mon 4,5.

- M6t tuan day 2 tiét.

B—- CAC TO CONG TAC

1- T6 chuyén mén 1+2+3

Dinh Thi Thom
TO truwéng
(Giao vién chi nhiém lop 1A)

- Phu trach t6 (t6 trudng) va truc tiép chi dao khbi
1+2+3. Phu trach cong tac Cong Doan;

- Xay dung ké hoach hoat dong chung cua t6 theo tuan,
thang, ndm hoc nham thuc hién chuong trinh, ké hoach
day hoc va cac hoat dong gido duc khac.

- Thuc hién bdi dudng chuyén mén, nghiép vu, kiém




tra, danh gia chat luong, hiéu qua giang day, gido duc
va quan 1y st dung sach, thiét bi ctia cic thanh vién
trong to theo ké hoach ctia nha truong.

- Tham gia danh gia, xép loai gido vién theo quy dinh
chuan nghé nghiép gido vién tiéu hoc, xép loai BDTX

- T6 chuyén mén sinh hoat dinh ky hai tudn mat 1an.

2- T6 chuyén mén 4+5

Ting Thi Hong Luyén
T6 trudng 4,5
Phu trach chuyén mén
Nha truong

- Phu trach chi dao chuyén mén; Day 10 tiét (Sut+bia)

- Cong tac phd cap giao duc va kiém dinh chat luong
truong chuan Quéc gia; bdi dudng, tdp huin chuyén mon,
nghiép vu cho can bg, gido vién;

- Cong tac kiém tra ndi bo.

- Phu trach cong tac quan li co s& vat chit nha trudng.

- Phu trach cong tac an toan truong hoc; cong tac Hoi dong
truong.

- Cong tac hoat dong ngoai khoa, ngoai gid va y té truong
hoc.

- Phu trach cac Cudc van dong va phong trao thi dua.

- Phu trach cong tac truc ban ngay,tuan, thang ciia GV

- Quan 1y GD hoa nhap, hoc sinh khuyét tat (néu co).

- Ho so chuyén di, chuyén dén (quan 1y hd so).

- Phu trach HDP cong nghé thong tin nha truong.

- Phu trach cong tac thu vién, cong tac ban tru.

- Phu trach t6 (0 trudng) va truc tiép chi dao khdi 4+5.

- Xay dung ké hoach hoat dong chung cua t6 theo tuan,
thang, nam hoc nham thuc hién chuong trinh, ké hoach day
hoc va cac hoat dong gido duc khac.

- Thuc hién boi dudng chuyén moén, nghi¢p vu, kiém tra,
danh gia chat lugng, hiéu qua giang day, gido duc va quan
1y str dung sach, thiét bi cta cac thanh vién trong t6 theo ké
hoach cua nha truong.

- Tham gia danh gia, xép loai giao vién theo quy dinh
chuan nghé nghiép gido vién tiéu hoc, xep loai BDTX

- T chuyén mon sinh hoat dinh ky hai tuan mot lan.

3- T6 Vin phong (K& toan + Hanh chinh)

Doan Thi Thanh Huong
To trwéng

- Xay dung ké hoach hoat dong chung cua t6 theo tuan,
thang, nam nham phuc vu cho viéc thuc hi¢n chuong
trinh va cac hoat dong giao duc khac cua nha truong.

- Luu trit hd so cua truong.

- T6 Van phong sinh hoat dinh ky 2 tuan/01 1an.

- Thuc hién quy dinh hién hanh vé chirc nang, nhiém
vu cta ké toan.

- Kiém tra, giam sat cac khoan thu, chi tai chinh, céac
nghia vu thu, ndp, thanh toan ng, kiém tra viéc quan 1y,
st dung tai san va ngudn hinh thanh tai san; phat hién

va ngan ngua cac hanh vi vi pham phap ludt vé tai
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chinh, ké toan.
- Cung cép xtr Iy thong tin, s6 liéu ké toan theo quy
dinh cta phap luat.
- Hang ngay nhan cong van va phéan loai cong vin,
tham muu cho Ianh dao xur Iy cong van.

- Quan 1y, luu trir cong vin di - dén theo quy dinh.

4- Thu vién — Thiét bi + Y té - Thi quy

- Xay dung ké hoach hoat dong thu vién — thiét bi theo tung]
thang, nam hoc.
- Quan 1y, bao quan tot hé thong sach, thiét b - thu vién theo
quy dinh. C6 du hd so va luu trit hd so theo quy dinh: S6 theo
doi nguoi muon, ngudi tra; s6 ghi cac dau sach.
- Tham muu vé6i lanh dao nha truong dé xay dung va trang
bi hé thong thiét bi; d6 dung day hoc, tai liéu sach, bao...
tao diéu kién thuén loi cho can bd, gido vién, nhan vién va

5 Vil Thi Thuy hoc sinh. ’ ’
- Thyc hién cong tac phoi hop y t€ truong hoc; cham soc
sirc khoe ban dﬁ}u cho can bgf), gido vién, nhan vién va hoc
sinh; tuyén truyén phong chong bénh dich theo mua (¢ du
ho so cong tdc y te theo quy dinh).
- Thuong xuyén ki€ém tra cong tac ban tri; nha v¢ sinh cua
giao vién, hoc sinh (co s6 ghi chép, theo doi day du theo
ngay, tuan, thang).
- Thu va chi theo quy dinh.
- Quan 1y s0 sach, tién mat theo quy dinh.
5- Gido vién truc tiep gidng day
Bui Thi Thanh Gido vién Chu nhiém 16p 1B
Ping Hong Ngan Gido vién Chu nhiém 16p 1C
To6 Thi Phwong Thao Gido vién Chu nhi¢m 16p 2A +Quén ly cde chén
Bui Thi Hanh \
9 ; 0 3 sz ‘A 5 [N ’ + ’ N X
(T6 phé 1+2+3) Gi4o vién Chu nhi¢m 16p 2B+ Thu ky Ho1 dong
10 | Pham Thi Ngoc Gido vién Chu nhiém 16p 3A.
11 | Ping Thi Loan Gi4o vién Chu nhiém 16p 3B+ Phuy trach phin mém
pho cap GD.
12 |Nguyén Phwong Dung  |Gido vién Chu nhiém 16p 3C.
13 | Vi Thi Huong Gido vién CN 16p 4A.
14 |Nguyén Thi Anh Thwong |Gido vién Chu nhiém 16p 4B.
. . . A 5 ‘A ’ + r A A
Cao Hong Quy Gido vién Sihu rihn;m lop SAA " Phu tr,ach pl}an mc,em
15 z -, .2 SMAS+phan mém Céan b0 cong chuc, vién chuc:
(To pho to 4,5) ) .
cbccevc; (cecve.quangninh.gov.vn)
Gi4o vién Chu nhiém 16p 5B + Phu trach tip huén, bdi
16 | Trinh Thj Hai Thu dudng chuong trinh gido duc pho thong méi + Quan ly

phan mém ETEP: Bodi dudng GV phd thong va can bd
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quan ly co s¢ gido duc + Quan ly phan mém TEMIS:
Danh gid theo chuin nghé nghi€ép GV va can bd quan
1y CSGD pho thong.

Gi4o vién Cha nhiém 16p 5C+Quan 1y cdc chén+khin

17 | Tran Thu Phuwong trai ban.
18 | Vii Thi Lién Gi4o vién tiéng Anh khéi 1,2,3 +HPTN 16p 1A
Gido vién tiéng Anh khéi 4,5 + K§ thuat khdi 5;Phy trach
19 |Poan Thi Khanh Hoa cong thong tin di¢n tr va dang tin bai 1én trang Web cua
nha truong.
. - Gi4o vién My thuat + Trang tri khanh tiét.
20 |Pham Ph Th . 2 1 A1 As
am Fhuong Thao - Gido duc thé chat khoéi 2,3
» - Gi4o vién Am nhac khéi 1,2,3 + Dao duc khdi 1,2; -
21 | Bang Thj Hié 12 m nhac kho1 1,2, . 2;
ang 1 Hien - G14do duc thé chat khoi 1.
- Gido vién Am nhac khéi 4,5 + TPT Ddi + Tin hoc
khoi 3.,4; Poc sach khoi 3; Hoat dong giao duc ngoai
gio 1én 16p.
22 |Nguyen Thi Thanh Hoa |-Tong hop, x¢p loai két qua hoat dong cta cac 16p theo
tuan, thang dé bao cao.
- Kiém tra vi¢c chdm séc vuon hoa, cay canh cua céc 16p.
- Phy trach van nghé+ loa dai....
- Gi4o vién bd mon + Khoa hoc khéi 4; TNXH khéi 1,2;
N - Poc sach khéi 1,2; Thuc hanh kién thirc (ATGT,
23 |Ngo Thi Tir KNS, sach Bac Hd) 1A:
- Thanh vién t6 pho cap GD.
24 |Pham Thj Lua Nghi thai san.

Ngoai chirc nang, nhiém vu néu trén, cac t6 chuyén mon, gido vién, nhan
vién s€ thuc hién mdt s6 cong viéc khac do Phong giao duc, Ban giam hiéu va
cac cap c6 tham quyén ....phan cong, diéu dong./.

HIEU TRUONG

Lé Thi Tuyét




